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PROCEDURE NOTE: 
This procedure manual (including any modifications) is prepared for informational 
purposes only. The purpose of this procedure manual is to provide support and guidance to 
the management and staff of the NYC/HRA Investigations, Revenue, and Enforcement 
Administration (IREA). Nothing in this manual is intended to create nor does it create any 
enforceable rights, remedies, entitlements, or obligations. IREA reserves its right to change 
or suspend any or all parts of this manual at any time. 

Copyright 2013, The City of New York, Department of Social Services. For permission to reproduce all 
or part of this material contact the New York City Human Resources Administration. 
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Audience   
IREA/BFI Investigative 

Background 
Form 1099 MISC (Attachment 1) is an Internal Revenue Service (IRS) form regularly issued by 
banks, brokerages, investment firms, pension funds, and other financial institutions as a yearly 
financial statement for their clients to file tax returns on miscellaneous transactions and income 
(other than wages and tips for which Form W-2 is used).  

The Office of Temporary Disability Assistance (OTDA) accesses 1099 forms filed by financial 
institutions to the New York State Tax Department.  OTDA performs a data match to find 
matches between the names and Social Security numbers on the 1099 forms and in the New 
York District list of public assistance recipients.  OTDA sends a file of matches to the IREA 
Bureau of Fraud Investigation (BFI) approximately once per month as an electronic file.  The 
match is appropriately called the “1099 Match.” 

BFI receives the 1099 matches via an electronic portal.  The matches are received by the BFI 
designated Project Manager for the 1099 matches, who downloads the files into the Investigative 
Reporting Information System (IRIS).  After the matches are loaded, each match is investigated 
by BFI.  If the investigation verifies that the Recipient has had undeclared funds available while 
receiving public assistance, sanctions commensurate to the gravity of the infraction are imposed.  
Cases may be referred to Division of Financial Review and Processing (DFRP) or the BFI 
Prosecution Division, and sanctions may include case closing, recoupment, restitution, 
Intentional Program Violation (IPV), or other civil and criminal actions.   

According to OTDA mandate, IREA has 45 calendar days from the receipt of the matched file 
to investigate and take action on the case, which is why 1099 matches are treated as priority 
cases. 

The federal and state governments perform yearly audits to assess the timeliness and efficiency 
with which IREA performs the processing of the 1099 matches.  Failure by IREA to properly 
investigate and comply with the 45 day mandate may cost HRA federal and state funds.  

Purpose 
This procedure: 

1. Illustrates how to process 1099 matches.
2. Documents the days allowed for the completion of each stage to meet the 45 day OTDA

mandate.

TIME CONSTRAINTS IN PROCESSING 1099 MATCHES 

OTDA has a 45 calendar-day mandate in which IREA is to investigate and sanction the 1099 
cases.  By agreement, each department that is involved in the resolution of the 1099 matches has 
a portion of the 45 day mandated timeframe in which to complete its part of the procedure.  
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Furthermore, each step that a staff member performs in the procedure is given an expected 
completion time.  See the IREA 1099 Match Workflow, Attachment 2.  

Days allotted to each department involved in the processing of 1099 matches: 
1. BFI has 15 calendar days to complete its portion of the investigation and sanctioning

process.   
2. DRFP, or the Prosecution Division has 30 calendar days to levy the appropriate sanction.

Because of the time restriction, 1099 matches have been assigned priority status and are worked 
on continuously, at every stage, until their completion. 

BFI INVESTIGATION PROCESS 

Verifying Information and Funds 
When OTDA makes a 1099 match on a public assistance (PA) Recipient, OTDA sends an 
Income/Assets Verification Cover Letter (OTDA-4852B, Attachment 3) with the Income/Assets 
Verification Response Form (OTDA-4852B Return, Attachment 4) requesting the financial 
institution who issued the 1099 form for the Recipient to complete the Response Form with 
documentation verifying the account.  The institution returns a financial statement with the 
Recipient information: 

• Name
• Social Security number
• Account number(s)
• Total dollars in the account(s).

OTDA forwards a copy of this financial statement to BFI.  At the same time, OTDA emails a 
notification to the BFI 1099 Project Manager (PM) to make him/her aware that the file is in the 
portal.  When OTDA loads the file into the portal the clock starts on the 15 day timeframe that 
BFI is allotted to complete its part of the investigation.   

The match requires verifying: 
• That the named public assistance Recipient is the same person matched with the account
• That he/she is the person who owns and has access to the undeclared funds found in the

match
• That the funds are large enough to impact the client’s eligibility, or budget, that was

created by HRA for the Recipient’s case.

Steps to Complete a 1099 Investigation 
1. Project Manager receives and assigns the case:

• PM receives notification from OTDA and loads the 1099 files into IRIS
• Creates a case folder for each match
• Reviews the case
• Assigns the case folder to an Investigator.

The allotted time is TWO calendar days; LAPSED TIME IS TWO DAYS. 
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2. Investigator receives the case; reviews and verifies the case, and, if necessary, sends
a call-in notice:
Because 1099 matches have priority status, the Investigator immediately works on the
case:
• Reviews the case in WMS and HRA OneViewer
• Prepares and mails SNAP Call-in Letter (BFI-100, Attachment 5) to the Recipient
• Contacts BFI Bank/Institution Liaison (if necessary).
The allotted time is ONE calendar day; LAPSED TIME IS THREE DAYS. 

3. Recipient and Institution response:
Seven calendar days are allotted for the Recipient to answer the call-in letter and for the
bank or financial institution to respond with the match verification and financial
information in the account.  There are usually six scenarios (these are not all-inclusive)
that will yield dispositions and effect case action by the Investigator:

Scenario Disposition Investigator: 
1 Investigator research 

reveals information that 
clears recipient. 

Info known to Job Center 
Unsubstantiates case. 

Submits case folder to PM for 
review and sign-off. 

2 Recipient appears and 
clears self. 

Investigator exonerates 
Recipient. 

Submits case folder to PM for 
review and sign-off. 

3 Recipient does not appear 
but institution information 
clears Recipient. 

Investigator exonerates 
Recipient. 

Submits case folder to PM for 
review and sign-off. 

4 Recipient does not appear, 
and institution/bank 
verifies match. 

Case is closed, 
rebudgetted, or, recouped.  
Also IPV, DA, civil 
litigation or other 
restitution are also 
possible. 

Submits case folder to PM for 
review and sign-off. 

5 Recipient appears, but 
does not clear self; 
institution/bank verifies 
match. 

Case is closed, 
rebudgetted, or, recouped.  
Also IPV, DA, civil 
litigation or other 
restitution are also 
possible. 

Submits case folder to PM for 
review and sign-off. 

6 Recipient does not appear 
in 7 days; 
Bank does not respond in 
7 days. 

If case was open, the case 
is closed. 
If case was closed, case is 
unsubstantiated. 

Submits case folder to PM for 
review and sign-off. 

The allotted time is SEVEN calendar days; LAPSED TIME IS TEN DAYS. 

4. Investigator reviews and prepares the case for sanction:
At the conclusion of the investigation, the investigator:
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• Enters the disposition, case notes, and recommendation into the folder.  Sanctions depend
on the amount of money involved and the length of time that the transgression has
occurred;

• Computes the amount of overpayments covering dates of infraction (if necessary);
• Case is rebudgetted (if necessary) to satisfy claim;
• Submits to PM for review and approval.

The allotted time is THREE calendar days; LAPSED TIME IS THIRTEEN DAYS.  

5. PM receives the case folder for review and final sign-off:
• PM reviews the case and either:

A. Sign off on the case and return the case folder to the Investigator for scanning and
indexing. 

OR, 
B. Returns case to the Investigator for correction and resubmission (to step #4, above), 

o If B, after the investigator resubmits:
 The PM again reviews the folder, for completeness, and if he/she

approves, signs-off case in IRIS and returns the case folder to the
Investigator for scanning and indexing.

• The PM directs the completed investigation to the appropriate venue for sanctioning
process.

The allotted time is TWO calendar days; LAPSED TIME IS FIFTEEN DAYS. 

APPROPRIATE VENUE FOR SANCTIONING PROCESS 

CLEARED CASES: 
A case that is not sanctioned is given one of three dispositions in IRIS: 

1. Exonerated, cleared.
2. Unsubstantiated, not enough evidence to act.
3. Information known to Job Center

A case that is not sanctioned is a “Closed File,” meaning that the allegation against the case has 
been cleared and the case is filed for three years under the care of the PM. 

CLOSED CASES: 
Closed cases are inactivated.  Recipients whose cases have been closed must bring 
documentation to clear themselves within a certain timeframe, or reapply. 

SUBSTANTIATED CASES: 
When a case is substantiated, there are three factors that determine the venue: 

1. Type of assistance;
2. Dollar amount of the infraction.

SNAP cases: 
o If the recommendation is for recoupment and re-budgeting, BFI refers the case to

the SNAP-CR unit.



2013-27-BFI 

Page 7 of 16 

o Case may be referred for IPV.
o If the recommendation is to close the case or a line in the case, the Investigator

will send a Closing Memorandum Requiring Statistical Action (BFI-145,
Attachment 6) to the Recipient’s FIA Center director making the request.

Dollar amount and case referral 
When there is evidence that the participant was not forthcoming in his/her recertification 
interview, Project 1099 cases may also be referred for prosecution, civil litigation, or IPV. 

Cash Assistance (CA) cases: 

o If the recommendation is to close, recoup, or re-budget the case, it is directed to
DFRP with (Case Action Referral Form (BFI-138, Attachment 7).

o If the recommendation is to charge the Recipient with an Intentional Program
Violation (IPV), an IPV package that is created by the Investigator is referred to
the Prosecution Division.

o If the recommendation is DA referral, IPV, or civil litigation, the case is referred
to the Prosecution Division who will take the further action on the case.
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ATTACHMENT 1 
FORM 1099 MISCELANEOUS INCOME 
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ATTACHMENT 2 
IREA 1099 MATCH WORKFLOW 

   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 

OTDA sends 1099 match file to BFI 
and an email notice to the 1099 match 

Project Manager. 

1. OTDA loads file into the folder in the BFI 
portal:  At this time 
 ‘clock starts’ on  14 day BFI completion 
 goal of priority cases. 

2. PM creates case folder. 
3. Contacts Bank Liaison for matches. 

     
  

Investigator receives case folder and within 24 hrs: 
1. Reviews case in WMS and HRA OneViewer. 
2. Drafts and sends call-in letter to Recipient. 

Rec. does not appear & 
bank verifies match? 
verifies match 

Rec. does not appear but 
bank clears Rec.? 

Rec. appears & clears 
self? 

Rec. appears but doesn’t 
clear self & bank verifies 

match? 

 yes 

 yes 

 yes 

 no 

no 

no 

2 Days 

7 Days 
Total lapsed: 10 
days Inv. closes 

case & 
submits to 
PM. 

Inv. 
exonerates 
case 
&submits 
to PM for 
review & 
sign-off. 

1Day 
Total lapsed: 3 days 

 yes 
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ATTACHMENT 2 
IREA 1099 MATCH WORKFLOW 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Inv. prepares case for appropriate 
venue (Recoup, IPV, DA).                                    

2. Inv. submits case folder to PM for 
review.  

1. Inv. scans case folder. 

2. Inv. returns case folder to PM.  

 

PM reviews case folder. 
 

3 Days 
Total lapsed: 13 
days 

2 Days 
Total lapsed: 15 
days 

Does PM decide case 
need correction by Inv? 

 PM returns folder to Inv. for 
scanning.  

 

 yes 

 no 

PM reviews & signs off.  
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ATTACHMENT 2 
IREA 1099 MATCH WORKFLOW 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. PM directs completed case to 
the appropriate department/ 
venue. 

 

Cleared 
case? 

 

Closed case? 

Substantiated 
case over $ 
threshold? 

Substantiated cases under $ 
threshold. 

 

Prosecution Div. 
referral to DA for 

prosecution. 

CA: DFRP re-
budgets & 
recoups.   

Case is 
inactivated. 

Recipient cleared; 
Folder placed in 
“Closed Files.”  

Referred to 
Prosecution for 

IPV. 

SNAP: Referred to 
SNAP-CR for re-

budgeting   

 no 

 no 

 no 

 yes 

 yes 

 yes 
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Attachment 3 
OTDA Income Assets Verification Inquiry Cover Letter (rev. 3/06) 
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Attachment 4 
OTDA Income/Assets Verification Response Form (OTDA-4852B (rev. 3/06) 
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Attachment 5 
SNAP Call-in Letter (BFI-100, 8/13) 
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Attachment 6 
Closing Memorandum Requiring Statistical Action (BFI-145) 
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Attachment 7 
Case Action Referral Form (BFI-138) 

 

 
 




