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DOCUMENTATION RECEIPT (EXP-76R) 
 

Date: 
8/30/07 

 

Subtopic(s): 
Forms 

 This procedure can 
now be accessed on the 
FIAweb. 

The purpose of this policy bulletin is to inform staff that when an 
applicant/participant submits documentation by mail, fax, or in 
person at a Job or Non-Public Assistance (NPA) Food Stamp (FS) 
Center, s/he must be given the Documentation Receipt form (EXP-
76R) to verify which documents were submitted.  

  
 The Documentation Requirements and/or Assessment Follow-up 

form (W-113K) cannot be used as a documentation receipt.   
  
Job Center and NPA FS 
Center Staff 

When a Worker receives documents by mail, fax, or in person from 
an applicant/participant, s/he must complete all the fields on the 
EXP-76R including: 
 
• the specific document that was submitted and for whom the 

document was submitted (e.g., birth certificate for Jane Smith) 
• the date and time the document was received 
• the date the document was scanned (for Centers with the ability 

to scan documents) 
 
In addition, the Worker must also initial each item on the list 
submitted by the applicant/participant.  

  
 The EXP-76R will serve as evidence of the date that the 

applicant/participant submitted particular documents. 
  
 Job and Paperless Office System (POS) NPA FS Centers: 

 
In Job and POS-equipped NPA FS Centers, on the day documents 
are received, they should be copied with the time and date stamped 
before they are scanned and indexed. 

send an e-mail to FIA Call Center 
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POS will electronically time and date stamp the EXP-76R when 
documents are scanned and indexed. 
 
The EXP-76R must be prepared in duplicate: one copy must be 
mailed or given to the applicant/participant and a copy must be 
saved in the electronic case record. 

  
The EXP-76R and all 
related documentation 
are submitted for Day 
forward imaging. 

NPA Food Stamp Centers without scanning equipment: 
 
The EXP-76R must be prepared in triplicate: one copy must be 
mailed or given to the applicant/participant, one copy must be filed in 
the case record for day forward imaging, and, if the documents were 
accepted by someone other than the person assigned to the case 
(e.g., the receptionist), one copy must be submitted to the Worker 
responsible for processing the case. 

  
 Workers are reminded that documents referred to on the EXP-76R 

labeled “USCIS” refer to documents received from the United States 
Citizenship and Immigration Service (USCIS). This agency was 
formerly known as the Bureau of Citizenship and Immigration 
Service (BCIS). BCIS emerged from the former Immigration and 
Naturalization Service (INS).  
 
Confidential material should be disposed of per the NYC Human 
Resources Administration Procedure Number 07-05. 

  
 A sample of the EXP-76R is attached. 
  
 Effective Immediately 

  
 Reference:     
  
 02 INF 33
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Attachment:         Forms can now be 

accessed through Print 
on Demand at all Job 
Centers 
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