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Date: Subtopic(s):
November 18, 2011 Budget Letters

This procedure can The purpose of the policy bulletin is to advise staff that the self

now be accessed on the | service line for budget letters is now citywide for participants with an
FlAweb. active Cash Assistance (CA) or Food Stamp (FS) case. This process
is not available for Medicaid (MA) only cases. Additionally, The FIA-
1034 [E-S] has been revised to include the current information the
participant must enter in the IVRS to request a budget letter.

MIS will process all requests made via telephone for a budget letter
on a single suffix case, and FIA Operation’s will continue to process
requests for multisuffix cases.

Cash Assistance and Food Stamp participants, who are in need of a
budget letter, can call a centralized Interactive Voice Response
System (IVRS) Self- Service Line to request a budget letter.

If the participant is in the Center for the sole purpose of obtaining a
budget letter, the Front Door Receptionist (FDR) should ask the
participant if she/he has an active CA or NCA FS case, and if s/he
could have the budget letter mailed to the address of record instead
of waiting. If the participant can have the budget letter mailed, the
Receptionist must give the participant the You Do Not Have to Wait
on Line for a Budget Letter (FIA-1034 [E-S]) form. The form will
advise the participant to call a specified number as well as inform the
participant of the specific information she/he will need when making
the request

If the participant cannot wait for the budget letter to be mailed to
his/her address of record, or needs a budget letter to verify
assistance prior to the case closing, the Receptionist must refer the
participant to the correct area or Worker in the Center per current
procedure.

HAVE QUESTIONS ABOUT THIS PROCEDURE?
Call 718-557-1313 then press 3 at the prompt followed by 1 or
send an e-mail to FIA Call Center Fax or fax to: (917) 639-0298

Distribution: X



Please use Print on
Demand to obtain copies
of forms.

PB #11-104-OPE

To request a budget letter using the IVRS Self Service Line, the
participant will have to call 718-722-8009 and enter the following
information when prompted to do so:

e Case number
e Residential zip code

On a daily basis, MIS will access the Self-Service Line to obtain a list
of all cases requesting a budget letter. If the case is a multisuffix
case, MIS will forward the case to FIA Operations to process. If the
case is a single suffix case, MIS will mail requested letters within two
business days from the date of the request.

When processing a budget letter request for a multisuffix case,
designated FIA Operations staff must follow the instructions on
Attachment A (Instructions for Processing Budget Letter Requests).

When processing a budget letter request for a single suffix case, MIS
will mail the participant a cover letter and budget (Attachment B a
sample MIS generated budget letter).

Effective Immediately

References:

Related Item:

Attachments:

FIA-1034 [E-S]  You Do Not Have To Wait On Line For A Budget
Letter (Rev. 11/18/11)

FIA1034a Response to Your Request For a Budget
Calculation Report (Rev. 11/18/11)

Attachment A Instructions for Processing Budget Letter
Requests

Attachment B Sample MIS Generated Budget Lettter

FIA Policy, Procedures, and Training 2 Office of Procedures



Family Independence
Administration

FIA-1034 (E-S) Rev. 11/18/2011 Human Resources
Administration
Department of
Saocial Services

You Do Not Have to Wait on Line for a Budget Letter

The Family Independence Admlnlstratlon (FIA) has developed a Self-Service Line that Cash
ASS|stance and Food \ ed hét letter py using |an Interactive

: Ve
day and enter your ca £ [ aS

718) 722-8009 at any time of the
|

FIA will respond ta
we have on file for

budget |lgtter to the address that
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Human Resources Administration

FIA-1034 (E-S)
Family Independence Administration

Rev. 11/02/2011

Usted No Tiene que Esperar en Linea por una Carta de Presupuesto
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Family Independence
Administration

FIA-1034a (E-S) 11/18/2011 Human Resources
Administration
Department of
Saocial Services

Date:

Case Number:

Case Name:

Response to Your Request For a Budget Calculation Report

Thank you for using the New York City Human Resources Administration (HRA) self-service line to request a
budget letter.

[ Enclosed you will find the budget calculation and case composition summary reports for your Cash
Assistance (CA) apdiorkood Stgmp (FS) Budget Calculag ort. [ j

The case compositio i I'of the
Assistance (MA), and

no afe inclyded in your Pdblic Assistance (PA), Medical
iption rlindiyidual ling status:

Sanctiondd: SN

e S$ipgle Issuance: SI

ndefstand the case-cmlnp osiﬁﬁn-su‘mmary report.

Sample Case Composition Summary Report

e Active: AC
e Closed: CL

Please use the samp as a'topl

Case number

\/

HHES%{(P Case Eum;:mﬁ:i.liun = Suffix/Individual Sumsary B4/ 07F 11
Ca ] Ctr  H/H HRS F5 Rent 215.00 RVI TI Pg 1 of 01
Ga0Y12F1 231 040 a0000 PR Rent 215. 00 APP SRC
Address City Zip Phone Ho.
1234 DURHRY AVERUE. APT 12 BRONXHOOD 123490000 (718)-535-1212
Case Mane LFLN | Case MNare
TESTIHG JOHNY SF=-MET © | SF=MET
SUF 01 F5 SUF 01 Case F@ Lang &P 5 | SUF F5 SUF Case Lang 5P
Pg Stat Type Lang Read S I Pg Stat Type Larg Read
P A TE Imnd | P TE Ind
Ha A Parent TE Date I na Parent TB Dale
F& A Ind 1 A |

F5 Ind P
MEXT RECERT 11/ - e

28711 FSIHTH =~ =mmeeee
LAST PA RCT 12701

18 LAST nA ACT " Hext check B4/19/711 Mext ATP a5/04/11n0

Suffix Individual Data Status Ca &5
Sel PA AA FS LH CIH First Mame H Last Sax Birth PR MR FS5 ES CO P
o 81 D0 o XE12345E JOHHY E TESTIMG F o1 a1 /80 AC AC AC 20 P

Hex! case &

Individual line status for PA WA, and F3

[~ Unfortunately, your request could not be processed because:

[ We are unable to generate a Medicaid (MA) budget. Please contact the Medical Insurance and
Community Services Administration at:

[ Your case is not currently active.

(Vea al dorso)



FIA-1034a (E-S) 11/18/2011

Human Resources Administration
Family Independence Administration

Fecha:

Namero del Caso:

Nombre del Caso:

Respuesta a Su Peticion de un Informe de Calculo de Presupuesto

Gracias por utilizar la linea de autoservicio de la Administracién de Recursos Humanos (HRA) de Nueva York

para solicitar una carta de presupuesto.

[ Adjunto usted encontrara informes sumarios de célculo de presupuesto y de composicién del caso para su
Informe de Calculo de Presupuesto de Asistencia en Efectivo y Cupones para Alimentos.

e Activo: AC
e Cerrado: CL

Favor de utilizar el gr&

iem
lim

RJ

ntade

ario de la

sy

en su hcgmistencia

to con uhd descripcion de los

A e| $ancionado: SN
Emision Unica: SI

:omp05|Fi1)n de su c|aso.

Informe Sumario Tipico de Composicion de Caso

Mimero del Caseo

VoS

HOCS 3 Case Composition - Suffins/Individual Sumeary S0 11
Ca Ctr  W/H HRE F§ Rent £15. 00 RYI TI Pg 1 of 01
nont 31 040 o00mO P Rent £15. 00 APP SRC
Address City 2ip Phone Ho.
1234 DURHHY AVEHUE . AaPT 12 B WX M 00 123450000 (718)-555-1212
Case Mame LFLM I Case Mawee LFLH
TESTIHG JOHHY SF-HET € | SF-HET
SUF 081 F5 SUF 0t Case FA Lang P & | SUF F& SUF Case Lang 5P
Pg Stat Type Lang Read § I Pg Stat Type Lang Read
PR RC e Inhd I PR TE Ind
H fac Parent TE Date I na Paraent TE Data
F& A Imd 1 L I F5 Tred P
NEXT RECERT 11/28/11 FSINTHM e e ey e e e e e 2 e e e e ey
LAST PA RCT 12701710 LAST WA ACT A Hext check 197511 Hext ATP 0570451 1H
Suffix Individual Dala Stalus ©A S
Sel PA HA FS LM CIN First Hame H Last Sex Birth PA HA FS ES COD P
| 01 01 0% NM123I45E JOHHY E TESTIMG F ooiga1 /88 aC AC AlC 20 P
Hext case # N

Datos Personales del IWiembro de PA, MA v FS

[~ Desafortunadamente, su peticion no se pudo tramitar porque:

[ Nosotros no podemos generar un presupuesto de Medicaid (MA). Favor de comunicarse con la
Administracién de Servicios Comunitarios de Seguro Médico (Medical Insurance Community Services

Administration) a:

[~ Su caso no esté activo acualmente.

(See reverse)



Attachment A (Rev. 11/18/11)

INSTRUCTIONS FOR PROCESSING BUDGET LETTER REQUESTS
(Use for processing budget letter requests on multisuffix cases)

The Self-Service Line is accessible via the HRA Home Page. To access the
application, the designated Staff must:

Click Program Applications, then

Click Call Center Management System from the list of available applications,
and

Enter his/her Username and Password on the Call Center Management
System’s sign in page (see screen below) and click login.

/—; I¥RSLoglIn - Microsoft Internet Explorer provided by Human Resources Administration

—la|x
\':_@ [ Petpapismtea/irolneTimemgroty 2 | S22 Ll

File Edt View Favortes Tools  Help

& -
¢ @ 5 nRsegin | | o

First time user and need a User ID and Password? Click here

Login
Already have a User ID and Password, please sign in below
User ID I
Password [

=

Forgot your User ID or Password? Click here

NYC.gov Home Page | Privacy Statement

© City of New York, HRA

sl L

[T [ [ [N3rccalintranet [F 0% -
Wisare| @ 0] @ O 5] Inbox - Microsoft outl..| € Application - Microsof... | [ 1vRsLogin - microsof... PEEFEEE




Attachment A (Rev. 11/18/11) 2

e From the Call Center Management screen click Reports, then click Budget
Letters.

/2 Infoline Agent Time Management System - Microsoft Internet Explorer provided by Human Resources Administration. =]
@ + | http:fremtcaInfolineTimeMamt fobsHome . aspx &3} |§| |E| [Gooale \EE\
File Edit View Favorites Tools Help & -

¥ ¥ = mfoline Agent Time Management System | | - - = v b Page v (i Tads -

Links to the Web:

CALL CENTER MANAGEMENT SYSTEM

Support | Search |

Welcome to Call Center Management System!

- Infoline Agent Call Observation Analysis:

e

Budget Report

D Logout |

This tool allows the supervisor to critique the Call Center
representatives interaction with callers, documenting and capturing
all the details of the call. Tool enables the supervisor to provide
call center representative with feedback as well as assess training
needs.

Click Reports I/
then click
Budget
Report from
the sub-menu

Infoline Agent Time Management System:

The system empowers the Supervisory and Management team to
run the Call Center. Deficits in staffing during critical periods are
clearly identifiable. The System provides information that can be
utilized to make adjustments in staff breaks, lunch or training

sessions, etc., to meet call volume and make changes based on
daily attendance. The system allows you to forecast Call Center
needs utilizing historical data and calling trends.

[ [ [$3tocalintranet ES
i start| & E & Inbox - Microsoft 0... | @& Application - Micro... ||/ Infoline Agent Tim... 9] IRS SELF SERVICE ... | [& 0|2 0/6) @ 332pm

= The search screen will appear where the designated worker can search
requests by case number.

smtca/InfolineTimeMgmt,/Budgetl etterReport.aspx?appiname=bgtltr&bin=BudgetReport - Microsoft Internet Explorer provided M=

% =[] http: fsmtcafInfolneTimeMamt BudgetL etterReport. sspx?sppinsme=batitrisbin—BudastReport | |§| |Z| [s00ate \EE\
Fle Edt View Favortes Tools Help & -

T e (& http:jfrsmicafInfoline TimeMgmt/BudgetLetterReport.. . | | o - - ) v |5 Page - () Tk v ?

- |

Links to the Web:

CALL CENTER MANAGEMENT SYSTEM

Support | Search | NYC.gov

Report

In production, L
case number will
be added to the
search criteria.

=earch Criteria
Request Date From [3/15/2011 [ « to[3/15/2011 N [ = Filter 8y [ALL - Show Report

Enter the desired
search criteria and
then click Show
Report.

© City of New York, HRA

et frsmteaInfoline Timehigmt (Budgetl etterReport, aspx?applname=hgttrabtn=BudgetReport [T N3tocalintranet [ -

Aistart| & O [ & O] Inbox - Microsoft D...l (& Application - Micro... | (@ http://rsmtca/Info... 4] IVRS GELF GERVICE ... | |% 0|2 #] @ 3:32PM




Attachment A (Rev. 11/18/11) 3

e Enter the desired search criteria (i.e., case number) and click Show Report.
The results from the search will be displayed.

o http:/ /rsmtca/InfolineTimeMgmt/BudgetLetterReport.aspx?applname =bgtitr&btn =BudgetReport - Microsoft Internet Explorer provided ;Iilil
@g} - |g, htkpfrsmbcafInfoline TimeMagmt/BudgetLetterReport, aspx *applname=bagtltr&btn=BudgetRepart j |E| ‘£| IGng\e |EE|
File Edit ‘iew Favorites Tools Help ﬁ -

e < (& http: firsmicafInFoline TimeMgmtBudget stterReport .. | | @ = - @ = @PEGE o @TW'S -7

-

Links to the Web: ~ Support | Search | NYC.gov

CALL CENTER MANAGEMENT SYSTEM

Budget Repart

Report

Search Criteria

Aest Data From  |03/08/2011 M - o [3/15/2011 M - Fiter 8y [Pending 7] E
Budget Letter Report Results
H No. SSH DOB  REQUESTDATE CONFIRMATION NUMBER LANG STATUS CENTERID CASENO CASE STATUS CASE TYPE C.
In prOdUCtlon’ . 1 111-11-1111 2008-01-01/201103-10 1407071111 E “Select Iterm-Jd I l— l—
case num ber WI" 2 212313414 1944020220110314 1355353414 E |-Se|ect Item—j | | l_ l_
be added tO the 3 313-40-4515 18550303 20110314 1356174515 E I—Select |T.E'ITI—j| I l_ l_
Search C”tena_ 4 (023555626 1966-11-1120110314 1356515828 E |-Se|ect Item—j | | l_ l_

© City of New York, HRA -

=
1] | L

| ’_ ’_ ’_ ’_ ’_ ’_ |g Local intranet ‘ 0% - g
£b'5tart| aoBEe Inbox - Micrasoft 0...| & application - Micro... || @ http://rsmitca/Info... ] IVRS SELF SERVICE ... | e Cl2TE @ s3sem

The designated staff will:

e Print a budget calculation report (Option 10 on the Budget Menu screen) in
the language requested for each case on the list. The LANG column will
indicate the preferred language of English (E) or Spanish (S).

e Print the Case, Suffix, Individual Summary screen (Option 22 on the WMS
Case Inquiry Menu)

Prepare the Response to Your Budget Letter Request form (FIA — 1034a)

e Mail the FIA -1034a along with the budget calculation report and the Case,
Suffix, Individual Summary screen to the address of record.

e Enter information in the following fields on the Budget Letter Report Results
screen:
= Change the status of the request to Submitted by clicking on the drop-

down arrow in the box in the Status column
= CenterID
= Case Number
= (Case Status
= Case Type
= Case Name



Attachment A (Rev. 11/18/11) 4

Click the Submit button to complete the action.

/2 http:/ frsmtca/InfolineTimeMgmt,/BudgetLetterReport.aspr?appiname =bgtltr&btn=BudgetReport - Microsoft Internet Explorer provided ;Iilil
% - |g| hitkp: firsmkcaiInfoline TimeMagmt/BudgetLetterReport. aspx?applname=bagtlr-&btn=BudgetRepart j |E| |z| IGoogIe |EE|
File Edit view Favorites Tools  Help @ @

& & ehttp:f,l’rsmtca,iInFUIineTimeMgmt,l’BudgatLetterRepUrt.... | | @ - - @ - @»’Page - @Tools o ¥

s

Links to the Web:  Support | Search | NYC.gov

CALL CENTER MANAGEMENT SYSTEM

Report

Search Criteria

Request Date From  [03/08/2011 iz To [3/15/2011 T - Fiter 8y |Pending =] [ showReport |

Budget Letter Report Results
Ho. SSM DOB  REQUESTDATE CONFIRMATION HUMBER LANG ~ STATUS  CENTERID  CASEND  CASE STATUSCASETYPE  CASENAME

1 2008.01-01/2011-03-10 £ lm IT I— —_ l_ l— l—
2 19440202 2011-02-14 £ l— 1 m

2 1955-02-02 2011-02-14 E I I I I
4 1286-11-11 2011-03-14 E

[Soecton [ | m = .
L

Total Records : 4/4

Click on arrow

then select
Submitted.

Click Submit
to complete

the action.
| I I B T

© City of New York, HRA

T %
Qstart| éoEzEe Inbox - Microsoft 0... | /& Application - Micro... || /& http://rsmtca/Info.. W] IVRS SELF SERVICE ... | |$ 0 SPE D 3:55PM




Attachment B

Report Number WINRO146 / WINRO154 (Rev. 6/11)

BUDGET LETTER REQUEST

) Human Resources
Administration
Department of
Social Services

Date:

Family Independence
Administration

Case Number:

Case Name:

General Phone Number:

Enclosed, please find the budget letter that you recently requested.

Contact Information:

Head of Household:
Home Address:
Mailing Address:

Phone Number:

BRONX

Email Address:

NY

Legend

AP= Applying Sl = Single Issue
AC= Active CL/RJ= Not Active
SN= Sanctioned NA= Not Applying

CA= Cash Assistance
MA= Medicaid

FS= Food Stamp Benefits

Household Members:

First Name Last Name

Sex  Date of Birth ~ Relationship

CA Status MA Status

SAMPLE

FS Status
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Attachment B

Report Number: WINRO146 (Rev. 6/11)

SEMI-MONTHLY PUBLIC ASSISTANCE BUDGET CALCULATION

Report Date:

Effective Date of Budget: 11/A/11 Local Office: Worker: 00701 Case Name:
Case Number: Suffix; 1 Number in PA H/H: 01 Number in Suffix: 01
NEEDS EARNED INCOME
RESTR 185% TEST & POVERTY D GROSS $0.00
LEVEL TEST AMOUNT

PRE ADDED ALLOWANCE $70.50 ACTUAL

1. SHELTER $550.00 STANDARD DEDUCTION $0.00
ENERGY $7.05 48 % DEDUCTION $0.00
ENERGY SUPPLEMENT $5.50 CHILD CARE $0.00
WATER $0.00 $ 15 EXEMPTION $0.00
FUEL $0.00 1/3 EXEMPTION $0.00
PREGNANCY ALLOWANCE $0.00 OTHER DEDUCTION (INCLUDES $0.00
HOME DELIVERED MEALS $0.00 PRORATA REDUCTION AMT)
RESTAURANT ALLOWANCE $0.00 E. TOTAL DEDUCTIONS
OTHER NEEDS $96.87 F. NET EARNED INCOME

A. TOTAL NEEDS FOR 185% TEST $729.92 UNEARNED INCOME
185% X TOTAL NEEDS $1,350.35 SOURCE
TOTAL EARNED + UNEARNED FOR 185% $0.00
TEST
POVERTY LEVEL TEST $453.75
TOTAL INCOME FOR POVERTY LEVEL TEST $0.00 G. TOTAL UNEARNED INCOME

NEEDS REDUCTION DUE TO IVD SAN
B. TOTAL NEEDS FOR NET INCOME TEST

NEEDS REDUCTION DUE TO PRORAT.
SANCTION

C. TOTAL NEEDS FOR BUDGET DEFICIT
CALCULATION

ON

$729.50

OTHER ALLOWANCES
REFRIGERATOR RENTAL ALLOWANCE

$0.00

BUDGET NUMBER 28

UNEARNED INCOME DEDUCTION
RORANA REDU

I ANT CALCULATION

C. TOTAL NEEDS

I. TOTAL INCOME
J. BUDGET DEFICIT
RECOUPMENT AMOUNT
SEMI-MONTHLY CASH ASSISTANCE GRANT

10/13/2011

ALLOWED

AMOUNT

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

$0.00
$0.00

$0.00
$0.00
$0.00

$0.00
$0.00

$0.00
$0.00

$729.50

$0.00
$729.50
$0.00
$729.50

NOTE: AMOUNTS SHOWN IN ITEMS (A) AND (J) ABOVE HAVE BEEN ROUNDED DOWN.
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Attachment B

Report Number: WINRO154 (Rev. 6/11)

Case Number:

Case Name:

BUDGET CALCULATION
A. INCOME

Local Office:

1. SEMI-MONTHLY GROSS EARNED INCOME $0.00
2. NET S/M INCOME FROM BOARDER/LODGER $0.00
3. TOTAL S/M INCOME (LINE 1 +2) $0.00
4, S/M CASH ASSISTANCE GRANT $190.13
5. TOTAL S/M PA RECOUPMENT $0.00
6. NET S/M CASH ASSISTANCE GRANT (LINE 4 MINUS 5) $190.13
7. GROSS S/M OTHER UNEARNED INCOME $0.00
8. TOTAL S/M UNEARNED INCOME (LINES 6 + 7) $190.13
9. S/M GROUP HOME EXCLUSION $0.00
10. S/ M CHILD SUPPORT EXCLUSION $0.00
11. LINES3+8,LESSLINES9+10 A. $190.13
B. 130% STANDARD SEMI-MONTHLY B. $590.00

C. DEDUCTIONS
12 20% OF LINE 3
13 STANDARD DEDUCTION

14 ALLOWABLE SEMI-MONTHLY CHILD-CAR
DEPENDENT CARE COSTS

15 ALLOWABLE S /M MEDICAL DEDUCTIO
16 CHILD SUPPORT DEDUCTIONS

17 HOMELESS SHELTER DEDUCTION
18 LINES12+13+14+15+ 16+ 17

D. ADJUSTED INCOME
19 AMINUS C

BUDGET NUMBER: 28

$0.00
$0.00
C. $73.50
D. $116.63

Number in Case: 01 Worker: 00701
Effective Date of Budget: 11/A/11

E.

20.
21.
22.
23.
24.

25,

F.

26.
27.
28.

29.

SHELTER COSTS

S/MACTUAL RENT OR MORTGAGE BILLED TO HOUSEHOLD
S /M COMBINED UTILITY/PHONE STANDARD

S /M COMBINED HEAT/UTILITY/PHONE STANDARD

S /M PHONE STANDARD

OTHER S/M SHELTER EXPENSE, REAL ESTATE TAXES, INSURANCE,
INSTALLATION OF UTILITIES, ETC
LINES20+21+22+23+24 E.

EXCESS SHELTER DEDUCTIONS
TOTAL SHELTER COST, E
1/2 OF ADJUSTED INCOME, D

EXCESS SHELTER COSTS. (LINES 26 MINUS 27) IF 26 IS LESS THAN
27, ZERO WILL APPEAR

MAXIMUM SHELTER DEDUCTION FOR AGED / DISABLED, F.
AMOUNT FROM LINE 28. FOR ALL OTHERS, ACTUAL OR
STANDARD, 229.50, WHICHEVER IS LESS.

SEMI-MONTHLY FOOD STAMP NET INCOME
NCO

MONTHLY FOOD STAMP NET INCOME

. MULTIPLY AMOUNT IN 32 X 2 H.

ALLOTMENT ENTITLEMENT

. FOOD STAMP ALLOTMENT
. MONTHLY FOOD STAMP RECOUPMENT
. ADJUSTED FOOD STAMP AMOUNT. (LINE 34 MINUS 35)

FEDERAL FS : $200.00 STATE FS: $0.00

D STAP INCO MINUS 31) G.

FOOD STAMP BUDGET CALCULATION FOR PA & PA-SSI CASES Report Date: 10/13/2011

$107.50
$0.00
$368.00
$0.00
$0.00

$475.50

$475.50
$58.32
$417.19

$417.19

$116.63
$417.19
$0.00

$0.00

$200.00
$0.00
$200.00
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