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POLICY BULLETIN #14-64-OPE

ESTABLISHMENT OF THE NEW CENTRALIZED RENT PROCESSING UNIT FOR THE
PROCESSING OF RAU APPROVAL OF RENT ARREARS

Date: Subtopic(s):
June 10, 2014 Rent Arrears, One-Shot Deals

This procedure can The purpose of this policy bulletin is to introduce the new Centralized

now be accessed on the | Rent Processing Unit (CRPU) (located at 109 East 16™ Street) and to
FlAweb. explain the new method in which Rental Assistance Unit (RAU) approvals
for rent arrears are processed.

In an effort to preserve permanent housing, prevent unnecessary
evictions and to safeguard against fraud, the Family Independence
Administration (FIA) and the Office of Investigation, Revenue, and
Enforcement Administration (IREA) have collaborated on a new process
to centralize the rent check issuance process in situations where RAU has
approved an emergency rent request.

The new CRPU will be responsible for processing emergency payments
of rent arrears that have been approved by RAU as well as the
disbursement of rent checks to landlords. This new process will be for
one-shot deal applications, active ongoing Cash Assistance (CA) cases
and applications for ongoing CA where an RAU approval has been
issued.

Note: This process will be for rent arrears requests that required and
received RAU approval. The processing of all other housing related
requests that do not require RAU approval and/or have been denied by
RAU will remain the responsibility of the originating Job Center. Job
Center staff will have the ability to review RAU rent arrears approvals but
will not be able to take any actions on those cases.

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



Refer to PB #13-56-OPE

for the RAU referral
process

Refer to Attachment B
for instructions on
accessing the report
from the POS
Management Console.
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Staff at the CRPU will have citywide access to the Paperless Office
System (POS). This will allow the CRPU Associate Job Opportunity
Specialist (AJOS)II to actively monitor the RAU Recommendation to
Homeless Diversion Unit (HDU) queues for each Job Center. As RAU
determinations are routed directly into this queue, the AJOSII will be
responsible for assigning the rent arrears approvals to the CRPU
JOS/Workers for integrity checks and processing.

In order to determine which RAU actions are rent arrears approvals, the
CRPU AJOS Il must utilize the Interim RAU Report available in the POS
Management Console. To access this report, please see the instructions
in Attachment B.
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Once it is determined which cases are RAU rent arrears approvals, the
CRPU AJOS Il will select either the Assign Change Case Data activity
(for active cases) or the Assign Non-Food Emergency activity (for
applying cases) from the queue and click “Start”. Once the case opens,
select “Next” and a list of CRPU JOS/Workers will appear for the AJOS I
to assign the activity. The activity will then be moved into the selected
JOS/Worker’s queue.

Note: This is an interim process until necessary system modifications can
be put in place to allow for the automated routing of RAU approvals
directly to the CRPU.
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Process for the CRPU JOS/Worker

From their queue, the CRPU JOS/Worker will open either the Change
Case Data or the Non-Food Emergency activity by selecting the activity
and then clicking on “Start”.

[~ Activity Type Filter——————————————————— [ Activily Approve Filker
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After opening the activity, The RAU decision will be displayed in the
Request Action window for the CRPU JOS/Worker to review. This
Window is comprised of the Grants tab, the Referrals and Outcomes tab,
and the Documentation Verification tab. Information from these tabs will
be prefilled based on the determination by RAU. The CRPU JOS/Worker
must review the decision as well as all the case record to ensure that the
RAU required documentation is in the case record. The CRPU
JOS/Worker is not expected to reevaluate the RAU decision.

¥Yersion 18.1.1 - Paperless Office System - [Reguest Action] 5:31:57 P Fridaw, tap 09, 2014

Fil= Edit Tools “Window Help

Request Type:IEaCk Fent or Canping Charges Financially Eligible for: EAF? [No E-SNAZ[Yes EAA?]
Grant Info: [T Referals and Dutcomes: [T D ion and Verification:
CA Household Size: | 1 Monthly Home Energy Allowance: | $25.10
Monthly Rent Allowance: | $215.00 Monthly Fuel for Heating All 3| $.00
Grants | i Referrals and Outcomes Documentation and Verfication |
|- S1 Grant Details
S| Grant Needed? [ & Yes ¢ No HDU Request
Decision Due Date: [05/1272014 Overdue? [No
Comments: | View Benefit Issuance History
I 51 Grant Decisi
RAU Refenal Required?| & Yes ¢ Mo | Ready for Refemal to BAUZ[ & Yes ¢ Mo | Was Decision Received?| & ves © Mo
D n: [ Issue Grant  Issue Grant Conditionally © Deny Grant
Conditions: I
Submit Addition to RAU? [T Yes & No Reason: | =
Ratrieve Priar Payment Hiﬂuwlplease click Retiieve Prior Papment History Button.
Decision: [ Not ready for decision = Accept  Deny
Approved Amount:|  $2.900.00 Approved Period From:[01/01/2014  To: [02/28/2014
I Other Action
Denied Amount: $.00

Close I Hext Reguest I Previous Hequest
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Yersion 18.1.1 - Paperless Office System - [Request Action] 5:33:05 PM Friday, May 09, 2014
File Edit Tools Window Help

Request Type:FaCk Rent or Canying Charges Financially Eligible for: EAF? IND E-SNA?IYes EM?l
Grant Info: (M TEE Referrals and Dulcomes: Documentation and Yerification:
CA Hous ize:l 1 Monthly Home Energy Allowance: | $25.10
Review Referral and e:l $215.00 Monthly Fuel for Heating Allowance: I $.00
Outcomes tab for any > - Refenrals and Outcomes | Diocumentation and Yerification |

additional information /
Referral to HDU: /‘ Yes  No Delails:_
|

Referral to RAU: “ Yes " No Details:

Referral to Housing Court: I(" Yes ¢ No Delails:l

Referral to Center Managemenl:l(" Yes ¢ No Delails:l

Landlord Contact: I(" Yes { No Delails:l
Comments:
Close | Hext Request | Previous Request |

Refer to PB #13-56-OPE | As part of the integrity review, the CRPU JOS/Worker must verify that the
:‘:c))r dketf"F')S on th‘t? RAU | documentation required as part of the RAU packet referral is in the HRA

acket Freparation OneViewer. The documents that must be available include but are not
limited to:

e A completed Request to Pay Rent Arrears in Excess of Cash
Assistance Maximum Shelter Allowance (W-146E) form, including
proof of the third party’s income, if appropriate.

e Up-to-date documented proof of the arrears in the form of monthly
billing statements, breakdowns, landlord notices, receipts and/or
similar documents.

e A lease and landlord’s proof of ownership (for buildings that contain six
or fewer units) such as a water bill, tax bill, deed, or mortgage
statement all in the landlords name.

e Pertinent legal documents such as notices, petitions, stipulations and
show cause orders.

e |If the case has a hardship situation, proof of the hardship.

e Verification of income and resources, if applicable.
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To ensure that this integrity review is complete, the CRPU JOS/Worker
must annotate the Centralized Rent Processing Unit (CRPU)
Documentation Checklist (FIA-1122) indicating which documents were
verified as being in the HRA OneViewer. The FIA-1122 must have the
JOS/Worker's name printed and signed on the bottom. The completed
form must be scanned and indexed into the Housing Folder.

Note: Requesting and obtaining the necessary documentation is still the
responsibility of HDU (or CMU acting in lieu of HDU). For buildings that
contain six or fewer units, RAU must be reasonably satisfied that the
documentation submitted is consistent with proof of ownership.

Upon the examination of the record, if the CRPU JOS/Worker finds
discrepancies that are related to the work done by the Job Center, he/she
must alert the AJOS II. The AJOS Il will contact the Administrative
Assistant (AA) to the Director of the Job Center where the request was
initiated, first by telephone and then followed by an email containing the
Centralized Rent Processing Unit (CRPU) Rent Arrears Approval
Processing form (FIA-1117). The FIA-1117 must be scanned and indexed
into the electronic case record.

If discrepancies in the case record are found stemming from the work of
RAU, the JOS/Worker must alert the Center Director or Director’s
Designee. The Center Director/Designee must contact the RAU director to
discuss the discrepancies as well as email the FIA-1117.

To help coordinate and monitor all of the discrepancies that are found,
Management Information Systems (MIS) has created a new electronic
mailbox. The CRPU AJOS II, Director or Director’s designee will send the
FIA-1117 to the FIA-RAU CRPU inbox. This inbox will be monitored by
designated staff and constant communication must exist between all
necessary parties.

If no discrepancies are found, the CRPU JOS/Worker must carefully
review the RAU approval to determine if RAU has set any conditions that
must be met, prior to the issuance of any benefits. On the grants approval
screen, the “Issue Grant Conditionally” radio button will be filled. In these
instances, RAU will indicate in the Referral and Outcomes tab what
additional conditions the applicant/participant are expected to meet. In
most instances, these conditions can be disregarded for the purposes of
withholding checks. However, if there is an explicit statement from RAU
that checks should not be released if the condition is not met, RAU must
be contacted to determine if the condition can be waived and if check
processing should continue.
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CRPU JOS/Worker must
be mindful if conditions

File Edit Tools ‘window Help
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version 18.1.1 - Paperless Office System - [Request Action]

Request Type:

are placed on the
approval

Grant Info: [T 7]

[Back Rent or Carrying Charges

Referrals and Dutcomes: [FRTE0
CA Household Size: [ 2.

Monthly Rent Allowance: $283.00

Financially Eligible for: EAF? |No E-SNA?[res

EAA?

Documentation and Verification:
Monthly Home Energy Allowance: $39.50
Monthly Fuel for Heating Allowance: $.00

Grants

| 2 e and Dutcormes

| R Documentation and Veriication |

|- 51 Grant Details

S| Grant Needed? | Yes  No

Decision Due Date: [04/04/2014

Overdue? [ves Overdue Reason: [

HDU Request

= |

Comments: [

View Benefit |ssuance History

|- 51 Grant Decision

Decision: | lssus

RAU Referral Required?| = n Referral to RAU? | &+ Yes ¢ No  Was Decision Received?| & Yes © No
ision: @ lssue Grant Conditionally " Deny Grant

Conditions

Submit Addition to RAUZ [~ Yes & No Reason: | =l
Retrieve Prior Payment Hislmyl
Decision: [ Not ready for decision i Accept  Deny

Denied Amount:

Approved Amount:|  $5.603.45

I Other Action

$.00

Approved Period From: [07/01/2013 To: |ﬂ'll3l]f2l]14

Close

Yersion 18.1.1 - Papetless Office System - [Request Action]
Fle Edit Tools ‘“Window Help

Hext Request Previous Request

Z3214FM

Friday, May 23,

2014

Request Type:

Back Rent or Caming Charges

Grant Info: Referals and Dutcomes: [ (
CA Household Size: 2

Monthly Rent Allowance: $283.00

Financially Eligible for: EAF? |No

E-SNAZfes EAA?

Documentation and Yerification:
Monthly Home Energy Allowance: $39.50
Monthly Fuel for Heating Allowance: $.00

Grants

i - Refenals and Outcomes

| Documentation and Yerfication |

~ Referrals

Referal to HDU:

If RAU states explicitly
that checks should not
be issued unless
condition is met, CRPU
must contact RAU
before going forward
with processing

Refenial to RAU:

|G'Yes  No

Details: |

[ Yes © No

Details: [Post-Eviction,FEPS Eligible/OTDA Approved N'YCHA Affordable
ousmg Dependent EhlldlenAneals Are Heasonahle Based on
1t _Future Plan Est: d Restored t
possession,Other, One time only while in FEPSEIlenl in anears due to

lack of employment to pay excess renl. Client is currently employed.
Deducting direct vendor papment $750.00 for 5/A - 57A cycles.
Approval includes Legal and Marshal fees $2.291.30

Refer to PD #14-06-ELI
for the Shelter Arrears
Policy and Repayment
Agreements.

Referral to Housing Court: |(‘Yes  No Delails:l
|
Referal to Center Managemenl:l("Yes  No Delails:l
|
Landlord Contact: |("Yes  No Delails:l
Comments:
Close Hext Request Previous Request |

Additionally, as part of the review process, the CRPU JOS/Worker must
determine if the request for rental assistance was a one-shot deal
application in either the Emergency Assistance to Families (EAF) or the
Emergency Safety Net Assistance (ESNA) category. If the application for
assistance is in one of those categories and if a repayment agreement is
required, the CRPU JOS/Worker must check the Return to Sign
Repayment Agreement box in the Documentation and Verification tab.
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¥Yersion 18.1.1 - Paperless Office System - [Request Action]

File Edit Tools indow Help

Request Type:IE“k Fient or Camying Charges Financially Eligible for: EAF? [No E-SNA?Zfres Ean?|
Grant Info: [EETTTS  Referrals and Outcomes: [EITIRTS D ion and Verification:
CA Household Size: | 1 HMonthly Home Energy Allowance: [ $25.10
HMonthly Rent Allowance = [ $215.00 Fuel for i = | $.00
Eremts | % Referals and Outcomes {EH Bocumentation and Verification
Does the client need to bring back documents? [No
I Return to Sign Repayment Agreemen t
Commen e |
Close I Hext Request I Erevious Reguest I

For EAF cases, the Emergency Assistance to Needy Families (EAF)
Agreement to Repay Excess Shelter Arrears (W-147KK) should be
signed by the applicant if the shelter arrears payment approved by RAU
exceeds the Agency maximum shelter allowance for the household size.
In these situations, the applicant would be responsible for repaying the
difference between the total payment and the agency maximum.

For ESNA cases, the Emergency Safety Net Assistance (ESNA)

Shelter Arrears Repayment Agreement form (W-147H) is always required
and the amount that the applicant is responsible for repaying is the
amount of the total issuance. The W-147H must be signed by the
applicant and his/her legal spouse.

The CRPU JOS/Worker must review the case record for a completed
Shelter Arrears Repayment Agreement Worksheet (W-147F) to determine
if the repayment agreement is required.

If the Return to Sign Repayment Agreement box is checked, The
Notice to Report to Center window will open, allowing the CRPU
JOS/Worker to enter a date and time of the appointment for the applicant
(and legal spouse, if necessary) to return to the Job Center in which they
applied, to sign the repayment agreement. The applicant must be given
five (5) business days to come in to sign the agreement.

Note: In model Job Centers, Front Door Reception (FDR) will rout the
applicant to the Customer Service and Information Center (CSIC) so that
he/she can sign the repayment agreement and be issued the Information
About Repaying the Department of Social Services for Rent Arrears form
(W-147PP) . In non-model Job Centers, the applicant should be routed to
the HDU worker (or CMU worker acting in lieu of HDU) that referred the
case to RAU to have the repayment agreement signed and to issue the
W-147PP to the applicant.
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Other Actions

[ NOTICE TO REPORT TO CENTER ]
Heport to Center on: rl]l]ll]l]ll]l]l]l] at: |
To discuss:| To Sign the Repayment Agreement =1
Other (Specify)|
bring documents:
Appointment Type: [T 5 Mong bl Aooo: ® This is 2 NonMand T
[Please Select One) 1S 1S a ¥ is is a Non-| i
oK Cancel
The M_3G must be ‘ersion 18.1.1 - Paperless Office System - [Print Forms for Client to Sign]
. . Eile Edit Tools Wwindow Help
printed and mailed to the ———
1 iste ow are a set of fortns and notices must be printed bafore you may procee, fi a Print Formns on then pick up the
applican £ isted bei t of Fi d notices that must b ted bef d. CHCK the Print Forms button then pick up th,

forms from the printer when POS informs you that it has fnished printing. If some of the formns require a signature from the client, you will
\be prompted to colfect that signature after you click the Next button.

I, for any reason, one or more of the forns falls to print corvecty (paper jam, toner fow etc.), Yol can efther reprint one form by clicking on

the form in the fist befow and then click on the Raprint Selected Formn button or you can reprint all the forms by clicking on the Reprint Al
Forms button.

Uf there is a reguest for granis under the EAF category, the EAF eligibility determination worksheet (W-145TT) and the repayvment
worksheet (W-T47H or W-T47X) will be saved in the case record, but wilf not be printed.

Request Date Forms to be Printed I
M3G Motice to Report to Center

Fl l\ | |
Print the |V|-3G/ Print the E-Forms Re-Print Selected E-Form | Re-Print All E-Forms

Mext Previous |

In addition to mailing the Notice to Report to Center (M-3G), the CRPU
JOS/Worker must attempt to contact the applicant via telephone, if a
telephone number is included in the case record. The JOS/Worker must
enter a case comment indicating whether the contact attempt was
successful. The Household Screen (shown below) can be utilized to
identify the applicant/participant contact information including phone

number for the purpose of CRPU worker follow-up on required repayment
agreement.
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12811 PM  Thursdaw, May 22, 2014

i File Edit Tools Window Help
o] | o 5w ¥ S w|e)Ee|e0 e s

Suffix/Individual Inquiry Code WMS Message via OLTP
i NQAGGI A0267 UNRESOLVED RFI DATA EXISTS FOR THIS CASE

== x|

Control Information
District : [g6

Center : [waverly Job Center Worker :[00044 Case Number : i |

presenl s
Applicant/Participant \>
Contact Information

Street Number Direction Mame
10" [None =] """
State: | NY Zip Code: [100020000

Type  _Apt# Cit
[ ~|[FF11 [NEW YORK
Phone: |

CRPU Right-Fax may be
used if applicant is
unable to report to the
Job Center because of
employment.

Suffix Inf

SNAP S 1

[LF Aetive C1&pplingl || 2| N K& IPYior Sanction Found
SNAP Status  [NA
CcA MA Actual Rent
Monthly [Less Any PAH/H  PA Level
Stat __H# AC _ Stat i AC Rent Contributions| RENT Rent
0

CL 0 | A ]| [0] [oiio0
Last CA Recert date Last MA Recert date

SNAPHAC [0 -

Suff Case Name Cat
1 |[DELROSSO BRIAN =
Next CA Recert date

Case Member Information

Cizn/
Wal Sex Nil HB CA MASNAP AFIS/S|

Al e Y T

Suff Ln CIN Name

N

Relation DOB SSH
Casehead 3

Activity :Assign Mon Food Emergency Interview  BRICE YOLANDA (00031211332H)

If an applicant indicates that they cannot take time off of work to report to
the Job Center but that they can both send and receive faxes, the CRPU
JOS/Worker must fax a copy of the repayment agreement to the applicant
and provide them with the CRPU Right-Fax Number (917-639-2524) to
return the signed repayment agreement. CRPU JOS/Workers must
monitor the Right-Fax queue to ensure timely indexing of the repayment
agreements. Once the signed agreement is indexed, the CRPU
JOS/Worker must provide the CRPU AJOS Il with a completed

W-34A indicating that the repayment agreement is signed and available in
the HRA OneViewer. The CRPU AJOS Il will give the referral to the IREA
liaison.

Note: If the applicant/participant is coded as homebound, the CRPU
JOS/Worker must alert the AA to the Director, who completes the
Centralized Rent Processing Unit (CRPU) Homebound Visit Referrals to
Investigation, Revenue, and Enforcement Administration (IREA) form
(FIA-1121) and forwards it, along with the necessary repayment
agreement, to the IREA Liaison and copies center management. IREA
staff will conduct a home visit to obtain the individual’s signature on the
repayment agreement.

The CRPU JOS/Worker must ensure that the proper repayment
agreement is filled out with the correct information from the RAU approval
informing the applicant of what his/her responsibility to repay will be.

FIA Policy, Procedures, and Training 10
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The CRPU JOS/Worker must print the completed (except for applicant
signature) repayment agreement and scan and index the document into
the Housing folder.

Note: CRPU staff must continue to process the RAU approval even if a
repayment agreement is required. The checks must still be generated and
issued through WMS. Not having a repayment agreement may only delay
the release of checks, not the generation of checks.

Once the JOS/Worker has completed the review of the Request Action
window, he/she must click on the Grant Details button to access the
Single Issue Data Entry window. Within this window, the CRPU
JOS/Worker must process the decision in the Outstanding Requests
section and prepare the grants in the Grant Data Entry window.

¥Yersion 18.1.1 - Paperless Office System - [Single Issue Grant Summary] 5:33:48 PM Friday, bay 03, 2014
File Edit Tools wWindow Help
Case Numhel:_— Case Name: Suffix: |1
Bellse Case Numbel:l Center: Category: IE*SN
Filters
’V v [¥ Show SNAP Grants ‘ Yiew Grant lssuance History |
Code Description From / To Created | Amount |Next Month Special | Status |
Amount

Eack Fent ar Carrying Charges() 01/01/2014-01/15/2014 |05/09/2014 $725.00 waiting Action

E ack Rent or Canying Charges(] 01 ME/2014-01/31./2014 [08/09/2014 | $725.00 wiaiting Action

Eack Rent or Carrying Charges(]

Eack Rent or Carmying Charges() 02/16/2014-02/28/2014 | 05/03/2014 $725.00 waiting Action

[
-
r

02/01/2014-02/15/2014 |05/09/2014 | $725.00 ‘

> Grant Details Hew Grant |
L~ - |
Hext Previous
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Request Type: Iﬁack Rent or Canrying Charges(]

What type of grant needs to be issued? I o [ Total grant amounl:l $2.900.00

— PA Single lssue Grant Inf tion B

Yiew CA Toe Digit Schedule

1. POS Rule Slalus:l
Pick-Up Codes: I j
lzsuance Category: I j -
Issuance Code: j
Caze Category for Emergency Grant: IE'SN j
Fair Healing:l
Shelter T_vpe:l Iz thizs a back-up granl?l “Yes ( Mo
FRouting Repl Restricted Authorization
Amount From To Location Check Humber Indicator Number
I $725.00 | 01/01/2014 0141572014 | Vendor »| 4 :I I
Messagel
Delete Grant |
=]

Done | Cancel |

In addition to the approved rent arrears, the CRPU JOS/Worker must
review the RAU approval to see if RAU has determined that the RAU
approval amount is less than the total amount of checks needed. In these
cases RAU will refer to the need for certain rent checks to either be
replaced using Single Issuance Code 8 (Replacement of Cancelled
Check) or as a rent supplement for current or prior months using Single
Issuance Code 9 (Rent Only). The CRPU JOS/Worker will also be
responsible for processing these checks.

In most cases, when preparing the checks the CRPU will use the routing
option (RO) process. This will allow the checks to be routed to the offices
of Management Information Systems (MIS) where they will be printed and
available for pick up by IREA staff the following business day. IREA will be
responsible for checking the HRA OneViewer to determine if the
repayment agreement (when necessary) has been signed. If the signed
repayment agreement is in the HRA OneViewer, or if no repayment
agreement was required, IREA staff will be responsible for contacting the
appropriate landlord to arrange for the disbursement of the rent checks.

When completing the Public Assistance Single Issuance Authorization
Form (LDSS-3575) in POS, the CRPU JOS/Worker must enter the routing
location CRPC on the LDSS-3575. This routing location ensures printing
of the checks at MIS offices.

R owukting
Locatiorn
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Note: When RAU identifies a case as priority and eviction is imminent, the
RO process is not to be used. In these situations, checks must be issued
as emergency checks (E-Checks)

In addition to completing the benefits, the CRPU JOS/Worker must
complete a Referral/Information form (W-34A) with the landlord’s name,
address and phone number. The W-34A must be forwarded to the AJOS
[I. The AJOS Il will forward the W-34A to the IREA liaison.

To find the landlord information, if not available on the documents in the
viewer, the CRPU JOS/Worker can find it by answering “Yes” to the
Shelter Expenses question which will open up a details window containing
the landlords information.

¥ersion 18.1.1 - Paperless Office System - [SHELTER (HOUSING) EXPENSES] 4:10:31 P ‘iednesday, May 14, 2014

File Edit Tools Window Help

|res Mo |

Did The Household Receive A HEAP Payment For The Current (HEAF) Program Year or are They Anticipating Receivinga &
HEAP Payment?

|bu You [Or Anyone Who Lives With You) Have Other Ulilities [Water. ETC.) Bill Separate From Your Rent Or Mortgage? - @

N

|bu You [Or Anyone Who Lives With You) Have Utility/ T ion Fees From Your Rent Or Moitgage? -~ o

Select “Yes” to
Shelter Expenses

Do You [Or Anpane Who Lives With You) Have A Rent. Martgage Or Other Shelter Expenses?

Docs Any Person Living In T he Houschold Who Is Not Applping. Pay Any OF Your Houschold Expenses?

|boes Any Person. Group Or Drganization Outside The Household Pay Any Of The Houschold Expenses? P
|bo You [Or Anpone Who Lives With You) Have A Heat Bill Separate From Tour Hent Or Shelter Expense? -~ @
|bo You [Or Anyone Who Lives With You) Have Air Conditioning Bill Separate From Your Fent Or Mortgage? -~ @
|bo You [Or Anyone Who Lives With You) Have An Electicity And/0r Gas Bill Separate From Your Rent Or Mortgage? -~ @
IAle There Hent Mortgage or Tax Arrears? & o

Spanish | Hext I Previous

4:11:12 P “wiednesday, Mau 14, 2014

18.1.1 - Paperless Office S

File Edit Tools ‘Wwindow Help

|¥es Mo |
[Did The ive & HEAF Pay For The Curren t [HEAF) Program vear or are They Anticipating Receiving a |~ & |
Response to Question
[~ Shelter Inf i
Actual amount charged .
Shelter Type Shelter Code  Change Sh ype?  for Rent/M Fi Verified
[Public housing__ =1 [oz [T Yes : $305.00 I =] [& ¥est Ho
Click to View/Update Details Housing Ad: Indi 1 Rent Charged To Secondary Tenant Frequency
of the Curren t Shelter Type | 3| _00 I -
0 - ol .
Has The Housshold Requested A ==,
Landlord Type 55M/Tax Mumber il it e © Yes = No
[Candiord =/
N Alevell - |
Mame Phone —
N 07T Baioe S [Chene Landlord Information
House/PO Box Mumber Apt/Suite Number S 7 T Yes + No
250 I J Mame [HADFBODFTTF fr Baylock S
Sueet Dir Street Name Street Type RS e ——— )
[ | [Madison u =] Bon [ AptsSuite |
- _ Street Dir Street Mame Street Type
City State Zip I =i
[Hew York [Hewe York ~| ["oooz 5 Siaie =
Eiicess EoeH [New York [New York =1 [ 10002
Monthly Excess [ $15.00 Excess Rent g
’7 Rent N Management —I Routing Number | =1
D L
Landlord Letter S from Mon-Relati
| ILandIold | - ||
oK | Cancel
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Notification

Changing the Case
Status

Refer to the W-203K to
determine the maximum
agency shelter
allowance by household
size

PB #14-64-OPE

The CRPU JOS/Workers will also be responsible for notifying the
applicant/participant of the decision with the Notice of Decision on
Assistance to Meet an Immediate Need or Special Allowance (For
Applicants Only) form (W-145HH) or the Action Taken on Your Request
for Emergency Assistance, Additional Allowances, or Adding a Person to
the Case (For Patrticipants Only) form (W-137B). Prior to the mailing of
these documents, the CRPU JOS/Workers must ensure that an accurately
completed notice is available in the HRA OneViewer.

Additionally, for cases in applying status (AP), the CRPU JOS/Worker will
be responsible for placing the case in Single Issuance (SI) status in order
to issue the benefit. For one-shot deal applications, the Single Issue
Opening Code must either be:

e Y38 (Case accepted only for emergency shelter arrears and/or
emergency utility arrears which applicant agrees to repay) when a
repayment agreement is required (all ESNA cases and EAF cases
where the arrears issued exceed the maximum shelter allowance); or

e Y39 (Case accepted only for emergency shelter arrears and/or
emergency utility arrears with no repayment agreement) when no
repayment agreement is required (All EAA cases and EAF cases
where the arrears issued do not exceed the maximum shelter
allowance).

If the application is for on-going assistance, and an eligibility
determination has not yet been made by the Job Center, the Single Issue
Opening Code must be Y41 (Case accepted for immediate needs [pre-
investigation]. Case is applying for ongoing assistance).

version 18.1.1 - Paperless Office System - [TAD Data - Eligibility]
File Edt Tools Window Help

Wyt S Datal FOS Data
i Proi. No Acct No Heuse Case No
i ————————— - (UNTESTES T [
M3E Ind | =] Utility Guar [0 wiMs Bdgt # [N ~ | Notice Bdgt #
Case Suffix Case Name L Language Read Motice Language Motice #
0 [English ~l[English ~I[English = [no|
SHET Indicator 60 Mo 24 Mo EME Indicator EMG Dates Homebound Ind
- [ ~| |From:[00/00/0000 To: [00700/0000 © Yes  No
Category_Prg Status Status Reason From Date:__To Date:
[ESN PA [APPLYING =] | [0a72972074 [on7o0/0000
MA [NOT APPLY =] | In472a872014 [00/00/0000
Modify tatus? [ —
FS [NOT APPLY ~| j 0472972014 [00700/0000
Line Pram Fule
Individual Hame #__ CIN Pr Reiect? Status Reason Effective Date Status
_|J-PA B = | ~1I04729/2014 INTESTED
Modifv MA? [ Indv Cat [ WA A =1 [ ~]l0a72972014
Fs [NA =1 ~1 0472972014
Row 1 of 1

Hext Previous lgnore Errors Show Individual Data Run Rules Create CHS
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'\

Change Case Status to SI

Refer to PD #13-14-EL|

for information on the
levels of approval

[

PB #14-64-OPE

5:37:19 PM Friday, May 09, 2014

¥Yersion 18.1.1 - Paperless Dffice System - [TAD Data - Eligibility]
File Edit Tools Window Help

WS Data. POS Data.

i Proj. Mo Acct. No Heuse Case No
—————— NS
M3E Ind| =l utity Guar [0 ‘wMS Bagt # I Notice Bdat # |

Case Suffix Case Name Lanouage Language Read Motice Language Motice #
o ee— [Engish o T [ I T —
SMET Indicator 60 Mo 24 Mo EMG Indicator EMG Dates H bound Ind
— I <] |From:[0070070000 To: [0070070000 [gpres CHo

~_Category Prg Status Status Reason

§ Iﬁ ISINGLE 155 || ¥38-Case pted only for shelter and/or emergency -
_ utility arrears which applicant agrees to repay.

[MA [NDT APPLY =]
Modife tatus? [
FS |NDT APPLY =]

Select Status
Reason Code

1

j I-I]4!29f2l]14 II]I]J'I]I]!I]I]I]I]

Rule
Effective Date Status

L||l]4!29!2l]14|iNTESTED

Line Prgm

Individual Name # CIN Pr Reject?
N < = |

Status Reason

Modifv MA? [~ Indv Cat | WA TNA =] | ~1l0472972014
JFs~ A =] | ~]loa72972014
Fow 1 of 1
Hext Previous Ignore Errors Show Individual Data Run Rules Create CHS

Note: If an applicant/participant has made requests for more than one
emergency, CRPU staff and Job Center staff must ensure that there is
communication between the locations and that all emergencies are
addressed.

Upon completion of the activity by the CRPU JOS/Worker, the activity
including all of the grant requests (all LDSS-3575s) must be forwarded to
the CRPU AJOS I/Supervisor for approval. If a higher level approval is
needed based on the issuance amount, the AJOS I/Supervisor must
forward the case the AJOS Il for higher level approval.

Each CRPU JOS/Worker will be responsible for maintaining a log of cases
that he/she has worked on. To assist with this, the Centralized Rent
Processing Unit (CRPU) Job Opportunity Specialist (JOS) Daily Activity
Log (FIA-1118) has been created. The AJOS Il will be responsible for
monitoring group activity by reviewing the

FIA-1118.

At each level of approval, a full review of the case must be done to ensure
that the documentation in the case record coincides with the information
recorded on the RAU approval.

FIA Policy, Procedures, and Training
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Imminent Eviction

Advocates/Legal
Representatives

PB #14-64-OPE

Release of Checks to Landlord

For ESNA cases, IREA staff will not release the checks until the W-147H
has been signed by the applicant and his/her legal spouse if appropriate.

For EAF cases where the shelter arrears payment approved by RAU
exceeds the Agency maximum shelter allowance for the household size,
the agency will make an attempt to capture the signature on the W-147F
After five (5) days, IREA will release the checks to the landlord.

When imminent eviction is documented (e.g., a Marshal’s notice has been
issued with an established eviction date) and prioritized as such by RAU,
the checks must be issued as E-checks and not using the RO process
(the routing location field on the LDSS-3575 must be blank). For these
cases, once the checks are available in the Disbursement and Collection
(D&C) area, IREA will be notified. Once the designated IREA staff
member presents HRA photo ID and signs the Home Delivery Sheet of
Cash Assistance Checks (W-208A) form, D&C will release the checks to
IREA who in turn can release them to the landlord.

Due to the time sensitivity for these cases, the release of the checks must
not be held up in order to capture a signature on the repayment
agreement, regardless of the category of assistance. As these cases are
exceptions, detailed case comments explaining the reason for this action
must be entered in the case record.

Note: In the event that the landlord fails to pick up the check(s), or the
checks cannot be delivered, IREA will secure the checks and continue to
follow up with the landlord. IREA will attempt to make at least two
deliveries during a six day timeframe. If still unsuccessful, IREA will
contact RAU who will follow up with the Housing Court, if applicable.

In instances where an advocate or legal representative is acting either on
behalf of the applicant/participant or the landlord, it may be necessary to
release the checks to these individuals. If the case record reflects this
information, the CRPU JOS/Worker must ensure that the W-34A
forwarded to the AJOS Il contains the contact information for the
advocate/legal representative. IREA staff will use this information to
schedule release of the checks.
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BEV Referral

Repayment Agreements

Roll Out Schedule

PB #14-64-OPE

Originating Center and HDU

Job Center staff are reminded that all CA applicants, except those
applying for EAA, must be referred to the Bureau of Eligibility Verification
(BEV). To help expedite the processing and approval for one-shot deals
where an eviction is pending, priority BEV appointment slots have been
established. In the BEV scheduling window in POS, a new field was
added to indicate if the application is a one-shot deal application for a
pending eviction. Job Center staff must select “Yes” to ensure that one of
the designated primary appointment slots is used.

Response to Question

Is this a case re-opening due to Fair Hearing, Aid to Continue or agency error? |?l= Yes (* No =l
Will the case be rejected because the applicant iz ineligible for Cash Assistance? If Yes © No
BEY Referal is required? Yes |(.‘ InDffice " Field Visit Case Type Im vl
> One Shot Deal for Pending Eviction? I(: Yes  No CILOCA Caze? Mo
View/Schedule BEV Appointment | Appointment Date  06/0372014 Time 08:00 AM Type IFA
BEY Response |
Recommendation Date Il]l].o"l]l].o"l]l]l]l]
Recommendation I | Reason |
Document... JScan Comment...

oK | Lancel |

When an applicant reports to the Job Center to sign a repayment
agreement, the Job Center staff must:

e Print the repayment agreement from the HRA OneViewer;

e Capture the applicant’s (and if necessary his/her legal spouse’s)
signature on the document;

e Scan and index the signed repayment agreement into the Housing
folder; and

e Provide the original signed agreement and the W-147PP to the
applicant.

Job Centers will be phased into this new process and must continue
processing all RAU decisions until that center is rolled out in to the new
centralized process. The roll out schedule can be found in Attachment A.

Once a Job Center is phased into the new centralized process, Job
Center staff, including HDU, will no longer be responsible for processing
RAU approvals for rent arrears. Job Center staff and HDU will however
still be responsible for processing RAU denials as well as RAU approvals
for requests other than rent arrears. Additionally, Job Center staff will still

be responsible for closing one-shot deal cases once the benefit is issued.

FIA Policy, Procedures, and Training 17

Office of Procedures



PB #14-64-OPE

Internal Monitoring

The following forms have been developed to be used by the CRPU
Administration for tracking purposes only:

e Centralized Rent Processing Unit (CRPU) Rent Approval Payment
History (FIA-1119)

¢ Rent Check Distribution Information for Investigation, Revenue,
and Enforcement Administration (IREA) (FIA-1120)

Effective June 2, 2014

Related Items:

PB #13-56-OPE
PB #14-63-OPE
PD #13-14-ELI
PD #14-06-ELI

Attachments:

Attachment A Roll Out Schedule
Attachment B Interim RAU Report Instructions for CRPU

W-147F Shelter Arrears Repayment Agreement Worksheet
(Rev. 6/09/14)
W-147H Emergency Safety Net Assistance (ESNA) Shelter
Arrears Repayment Agreement (Rev. 06/09/14)
Please use Print on W-147H (S) Emergency Safety Net Assistance (ESNA) Shelter
Demand to obtain copies Arrears Repayment Agreement (Spanish)
of forms. (Rev. 06/09/14)
W-147KK Emergency Assistance to Needy Families (EAF)

Agreement to Repay Excess Shelter Arrears
(Rev. 8/3/12)

W-147KK (S) Emergency Assistance to Needy Families (EAF)
Agreement to Repay Excess Shelter Arrears
(Spanish) (Rev. 8/3/12)

W-147PP Information About Repaying the Department of Social
Services for Rental Arrears (Rev. 12/8/09)

W-147PP (S) Information About Repaying the Department of Social
Services for Rental Arrears (Spanish) (Rev. 12/8/09)

FIA-1117 (E) Centralized Rent Processing Unit (CRPU) Rent Arrears
Approval Processing form (6/10/14)
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FIA-1118 (E)

FIA-1119 (E)
FIA-1120 (E)

FIA-1121 (E)

FIA-1122 (E)

PB #14-64-OPE

Centralized Rent Processing Unit (CRPU) Job
Opportunity Specialist (JOS) Daily Activity Log
(6/10/14)

Centralized Rent Processing Unit (CRPU) Rent
Approval Payment History (6/10/14)

Rent Check Distribution Information for Investigation,
Revenue, and Enforcement Administration (6/10/14)
Centralized Rent Processing Unit (CRPU) Homebound
Visit Referrals to Investigation, Revenue, and
Enforcement Administration (6/10/14)

Centralized Rent Processing Unit (CRPU)
Documentation Checklist (6/10/14)
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19 Office of Procedures



ATTACHMENT A

DATE REGION JOB CENTER
June 2 Manhattan Waverly Job Center # 13
June 9 Manhattan Dyckman Job Center # 35
June 16 Manhattan East End Job Center # 23
St. Nicholas Job Center # 18, Union Square Job Center # 39,
Residential Treatment Services Center # 52, Special Projects
June 23 Manhattan Center # 80, SENIORWORKS Center # 84
East River Job Center # 37, Queens Job Center # 53, Jamaica
Queens/Staten Job Center # 54, Rockaway Job Center # 79, Richmond Job
June 30 Island Center # 99
Refugee Job Center # 47, Veterans' Job Center # 62, Coney
Island Job Center # 63, Dekalb Job Center # 64, Bushwick Job
Center # 66, Clinton Hill Job Center # 67, Bayridge Job Center
July 7 Brooklyn #70
Rider Job Center # 38, Melrose Job Center # 40, Fordham Job
July 14 Bronx Center # 44, Crotona Job Center # 46




Attachment B
Interim RAU Report Instructions for CRPU
6/10/2014

Overview
The AJOS Il, Deputy Director and Center Director were granted interim access to the RAU report in order
to view a list of the RAU approvals received on the prior business day.

Connecting to the POS report
The report user must connect to the POS Management Console and select the RAU option in the POS
Centers menu.

Select a Center

POS Centers

Manhattan C4 Region Office |
ManhattaniSpecial Meeds CA Region Office

Regional Office HRA MICSA Center

Special MeadzMHomebound Review CA Office

Special MeadziSpecial Projects CA Office

ACE

HOoU

HDU Central Office

IR tHelp Desk)
Losu

Specialized Reparts
Citywide Reporting j
-

Connect I Cancel |

Selecting report filters
The user must select the following filters:

Filter Select the following option(s)

Select Report Case Detail Report Overview

Date Range From 05/30/2014 to 6/20/2014

Job Center Each job center that has rolled out the CRPU process (hold the Control key
to select multiple centers)

Request Type Amortization, Back Mortgage, Back Rent, Carrying Charges, Property Taxes




Attachment B
Interim RAU Report Instructions for CRPU
6/10/2014

¥ pPos Management Console - [RAU]

# File Tools  Window

IEEIEIEIENLY

RAU |
Select Report
’7I|Case Dretail Report Overview ;I I~ Merge Case
Select Timel —Job Center ~Zip Code
C Al (* Select ¢ All excluding RAU @ Al Select
" Month:
~ X riter
Quarter: 017 Farmily Setvices Call Center
* Date Range: From: IUSBU;‘] 4 To: IUE.-"ZU.-"M 018 St Micholas Job Center LI
- Case Category —CA Case Status ~RAU Case Status
o Al Select & Al O Select & Al Select

—Referral Source —RA
Al i Select

—RAU Case Type
i Al " Select

Sorting report results
The user must click on the Referral Decision column to sort the results. The rows with a value of Y in the
Referral Decision column indicate RAU approvals.

Center  Cased# Case Case Narme Case Feguest |RALReferral Referral Reguest Decision Reguest Approved Sawvings
Suf Category]  Type Date Decision Decision Date Amount  Amount  Amount

SMCA  [Back Rent anma M M 05/30/2014 4357 11| o 435711

E-SN [Back Rent |05x2?;2m 4 M 05/30/2014 1955| [ 1955

M
[P

Exporting results to Excel
To export the results to Excel, the user must click on the Excel (Green X) icon at the top of the window

and save the results to their local machine or their “Z” drive.

LB POS Management Console - [RAU]

# | File Tools ‘Window

S IEIRSLY



Attachment B
Interim RAU Report Instructions for CRPU

6/10/2014
sevens |
Save jn; Ilf' CBret2781 [Mhomeld) [£:] j @ 1:" - mv
Mame = |v| Date modified |v| Type
J Resources_Mew _files 3/19)2014 5:55 PM  File folder
L WWINDOWS Sl23i2012 10:42,.. File folder
| rau.xls 12/19/2013 6:43... ¥L5 File
| els 3/31/2014 11:52... =LSFile

1| | i
File name: || Save I
Save az lupe: IE:-:DE| with he.aders j Cancel |

Encoding: I




Form W-147F (page 1 of 2) Human Resources | Family independance
Rev. 6/09/14 Administration | Adménistration

Capartment of |
Social Services |

Date:

Case Number:

Case Name:

Center Number:

Shelter Arrears Repayment Agreement Worksheet
(Use for EAF and SNA Applicants Only)

APPLICANT INFORMATION (To be completed by the JOS/Worker.)

A.  Print Name:

Last Name First Name M.I.

Address: O\ | I — ] —1

City: State: Zip [Code:

B. 1. Isthe household ingtion vbd ™ o

of Eligibility ilies,
form W-145TT\).
If Yes, arep i xception in the Note beJ;ew)-I
If No, go to Q i . L1 L
2. Is the household applying for recurring SNA? [ Yes ™ No

If Yes, see the asterisk (*) below and proceed to Section C.
If No, proceed to question 3.

3. Is the household applying for ESNA assistance? [ Yes [~ No

If Yes, proceed to Section C.
If No, reevaluate category of assistance. Return to question 1.

Note: If shelter arrears are paid under Emergency Assistance to Needy Families (EAF), any amount that exceeds the
maximum monthly shelter allowance is to be recovered. Complete the Emergency Assistance to Needy Families
(EAF) Agreement to Repay Excess Shelter Arrears (W-147KK).

For applicants found eligible under recurring Family Assistance (FA) or Safety Net Assistance (SNA), any amount
that exceeds the maximum monthly shelter allowance is to be recouped. Complete the PA Recoupment Data Entry Form —
WMS (LDSS-3573) and enter the recoupment in the Welfare Management System (WMS).

* |f the applicant is applying for recurring SNA but eligibility has not yet been established for recurring assistance, the
Repayment Agreement should be signed in the event that the recurring case is not opened. If the recurring case is
opened, the Repayment Agreement is null and void and the arrears should be claimed under the recurring SNA. In this
situation, any arrears that exceed the maximum shelter standards for the month of application and/or for any prior
months must be recouped from future SNA grants.



Human Resources Administration
Family Independence Administration

Form W-147F (page 2 of 2)
Rev. 6/09/14

Shelter Arrears Repayment Agreement Worksheet (continued)

(Include all persons residing in the applicant's house or apartment.)

C. Household size:

D. The household's gross monthly income at the time of application: $
(Include all earned and unearned income [including SSI] for all persons residing in the applicant's household.)

125% of the 2014 Federal Poverty Level Guidelines

For Each
) Additional
Size of Household 1 2 3 4 5 6 7 8 9 10 Household
Member:

$2,061 | $2,484 | $2,907 | $3,330 | $3,753 | $4,176 | $4,599 | $5,022 $423

Monthly Amount
(Rounded) $1,216 | $1,639

E. 125% of the Federal poverty level for the household size in Section C: $

F. Does the amount in Section E exceed the amount in Section D?

rre
NA

mplete the |

ars Repayment Agreement

]

ten

G. Total arrears request
(The amount in Section G divided by 12.)

H. Estimated monthly repayment amount: $




Family Independence
Administration

Form W-147H (page 1 of 3) LLF A Human Resources
Rev. 6/09/14 Administration
Department of
Social Services

Date:

Case Number:

Case Name:

Center Number:

Emergency Safety Net Assistance (ESNA)
Shelter Arrears Repayment Agreement

REPAYMENT AGREEMENT

Case Address (applicant's address at time of arrears):

Extance ’o_[bre

As a condition of eligi ior[ dr foreclobure, | ag]ee to repay

the Human Resourcg

$ ]

| agree to repay this\a |

| understand that ea daté jndicated pn the monthly bill I will eceive from the Human

Resources Administ

| understand that the Humman Resources Administration's Division of Accounts Receivable and Billing will send me
a monthly bill. My check or money order must be made payable to the Human Resources Administration and must
include my address and case number. | understand that payments must be mailed in the provided addressed
postage-free return envelope to:

Human Resources Administration

Division of Accounts Receivable and Billing
180 Water Street, 9th Floor

New York, NY 10038

If | am receiving shelter arrears assistance, | understand that | will not be eligible to receive another

rent, mortgage or tax arrears payment to prevent eviction or foreclosure unless | have fully repaid any assistance
received or | am repaying such assistance in accordance with the terms of this/these repayment agreement(s). |
also understand that if | fail to repay this assistance in accordance with this/these agreement(s), the Human
Resources Administration will enforce this repayment agreement by any method available to a creditor. This
includes, but is not limited to, referring the matter to a collection agency, obtaining a judgment from a court,
obtaining a lien on real property or garnishing wages, when appropriate. Additionally, | understand that regardless
of the payment agreement, | cannot receive more than one shelter arrears payment in a five-year period, unless
the Human Resources Administration has an exception policy and makes an exception.



Form W-147H (page 2 of 3) LLF Human Resources Administration
Rev. 6/09/14 Family Independence Administration

| understand that the Human Resources Administration also has the right to require that | sign a lien on my real
property for receiving a rent, mortgage or tax arrears payment, or for receiving a shelter arrears payment
authorized under the category of Emergency Safety Net Assistance. If a lien is taken, that portion, which
represents this arrears payment, will be considered satisfied when the arrears payment has been repaid in full.

Later, if | become eligible for recurring Cash Assistance, any unpaid balance of this arrears payment will be
suspended until | am no longer receiving recurring Cash Assistance. At that time, the unpaid balance again will
become due to the Human Resources Administration under the terms of this agreement.

I understand that by signing this form, | agree to all of the above conditions.

Applicant's Signature Date
Legal Spouse's Signature Date
Authorized by Date

Note: This form is valid unless fthe Appli e is present.




Form W-147H (page 3 of 3) LLF Human Resources Administration
Rev. 6/09/14 Family Independence Administration

DO NOT SEND IF PROCESSED IN POS

For Office Use Only

For Use by Division of Accounts Receivable
and Billing (DARB) Only

Billing Information

Refund Item Class Description: One-Time Shelter
MGMT Unit: 0707

Code: RES

Billing: Yes

Number of Payments: 12

Mail Receipt: Yes

Coqi




Family Independence
Administration

Form W-147H (S) (page 1 of 3) LLF A Human Resources
Rev. 6/09/14 Administration
Department of
Social Services

Fecha:

Numero del Caso:

Nombre del Caso:

Numero del Centro:

Asistencia de Emergencia de Red de Seguridad (ESNA)
Acuerdo de Reembolso de Atrasos de Alquiler

ACUERDO DE REEMBOLSO

Direccion del caso (direccion del solicitante en el momento del atraso):

i dasahucio—aeep&e—rle, embolsar a la
HRA) $ )

nensualeg de $
actura mens voy a recibir de la

acion de | inistraeién-de-Recursos
3 3 2 prepagad ién-delremitente. Mi cheque
0 g|r0 postal tiene que ser pagadero a la Administracion de Recursos Humanos y debe incluir mi direccion y

namero del caso. Entiendo que los pagos deben ser enviados por correo en el sobre de direccion del
remitente a:

Human Resources Administration

Division of Accounts Receivable and Billing
180 Water Street, 9th Floor

New York, NY 10038

Si recibo ayuda en los pagos atrasados de vivienda, entiendo que no seré elegible para recibir otros pagos de
alquiler, hipoteca o impuestos atrasados para evitar desahucio o pérdida de hipoteca, a menos que yo haya
reembolsado completamente cualquier asistencia recibida, o esté reembolsando dicha ayuda conforme a lo
establecido en mi(s) acuerdo(s) de reembolso. Entiendo ademas que si no reembolso esta asistencia en
conformidad con este(os) acuerdo(s), la Administracién de Recursos Humanos hara cumplir este acuerdo de
reembolso por cualquier método disponible a un acreedor. Esto incluye, pero no esta limitado a, remitir el
asunto a una agencia de cobros de cuentas, obtener una decision judicial, obtener un derecho de retencién de
bienes raicesu orden de retencion de sueldo cuando sea apropiado. Adicionalmente, entiendo que
independientemente del acuerdo de pago, no puedo recibir mas de un pago de atraso de alquiler de refugio en
un periodo de cinco afios, a menos que la Administracion de Recursos Humanos tenga una politica de
excepcion y haga tal excepcion.
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Entiendo que la Administracién de Recursos Humanos también tiene el derecho de exigir que yo firme un
derecho de retencién de mis bienes raices por recibir pagos para alquiler, hipoteca o impuestos atrasados, o
por recibir pagos autorizados en mis cuotas atrasadas de vivienda bajo la categoria de Asistencia de
Emergencia de Red de Seguridad (Emergency Safety Net Assistance). Si se ejerce el derecho de retencion, la
porcién que representa este atraso serd saldada cuando el pago del atraso sea completamente reembolsado.

Si posteriormente resulto elegible para Asistencia en Efectivo recurrente, cualquier saldo no pagado de esta deuda atrasada
se suspendera, hasta que yo ya no reciba Asistencia en Efectivo recurrente. En ese momento, el saldo no pagado sera
debido a la Administracion de Recursos Humanos bajo las condiciones de este acuerdo.

Entiendo que al firmar este formulario, accedo a todas las condiciones anteriores.

Firma del Solicitante Fecha
Firma del Cényuge Legal Fecha
Autorizado por Fecha

Nota: Este formulario no e e esié firmado poi el sqglicitante.
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DO NOT SEND IF PROCESSED IN POS

For Office Use Only

For Use by Division of Accounts Receivable and

Billing (DARB) Only

Billing Information

Refund Item Class Description: One-Time Shelter

MGMT Unit: 0707

Code: RES

Billing: Yes

Number of Payments: 12
Mail Receipt: Yes

A
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s: (1) file (L
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Date:

Case Number:

Case Name:

Center Name:

Emergency Assistance to Needy Families (EAF)
Agreement to Repay Excess Shelter Arrears

l, , understand that | have applied for Emergency Assistance help with paying my
current shelter expense arrears. My current actual monthly shelter expense (rent/mortgage) is $

| am currently months behind in paying my rent/mortgage. These arrears total $
| understand that the Human Resources Administration (HRA) allows $ per month as the
maximum monthly shelter allowance for my household size of . l understand that HRA will pay the

maximum monthly alloya s $ _

1
pajd|that iﬁ}re ater than the maximum monthly shelter
nent|of $ } . Of this amount, |
understand that | am re z [ ofl $ see_bne.akdown below). |
further understand tWthis a i i arrears owed far the perigd|of months.

Total amount to be repaid t0 HRA ... ...iviniiriie e e e

| understand that | will receive a bill each month from the HRA/Division of Accounts Receivable and Billing
(DARB), and that | will be billed each month until the total amount is paid in full. I have the option at any time of
repaying the total balance due in one lump-sum payment.

| further understand that, if | am found eligible under recurring Family Assistance (FA) or Safety Net Assistance

(SNA), the amount that exceeds the maximum monthly shelter allowance for my household size will be recouped
from my future cash assistance grant.

Applicant's Signature Date

Authorized by Date

Note: This form is not valid unless the Applicant's signature and the authorized Human Resources
Administration staff signature are present.
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DO NOT SEND IF PROCESSED IN POS

For Office Use Only

For Use by Division of Accounts Receivable
and Billing (DARB) Only

Billing Information

Refund Item Class Description: One-Time Shelter
MGMT Unit: 0707
Code: RES

Billing: Yes ] |
Number of Payments:;/12
Mail Receipt: Yes

I

@Z k pies: (L)/file (1) dpplicant
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Information About Repaying the Department of Social Services For Rental Arrears

You have just signed an agreement to repay the Department of Social Services (DSS) the money you received for
assistance for your rental arrears. The Human Resources Administration (HRA) has arranged with its Division of
Accounts Receivable and Billing to enroll you in its automated billing process.

How does the automated billing process work?

Once your signed repayment agreement is received and the HRA check to the landlord is cashed, HRA will enter
the full amount into the HRA billing system as a billable account. The amount will be divided into the 12 monthly
installments required by New York State Social Services law. Each month you will receive a bill from the HRA
Division of Accounts Receivable and Billing and a postage pre-paid business reply envelope. Each bill will show
payments received since the prior bill and the remaining balance.

How can | change the amount of the bill due each month?

If you want to change the monthly amount due, you can contact the HRA Division of Claims and Collections. The
Division will work with you to create a different payment plan based on changes to your finances or other
circumstances. You can ask to reduce or increase the monthly bill amount at any time during the 12-month
repayment period. You can also repay the outstanding amount i | at any time during the billing process.

: tig given RA and the cmA issued to pay
your rental arrears is cashe bu Wwill not loe enrplled in the y billing process and
no money will be dug

The billing will end when the amount is paid in full. If you become an active Cash Assistance recipient before the
amount has been paid in full, billing will be stopped until your case closes. If you are sanctioned on your case, we
will start billing you again until the total amount is repaid.

Who do | contact with my questions or concerns?

You can contact the HRA Division of Claims and Collections at (212) 274 - 4943. Tell the representative you want
to discuss your repayment agreement. You will be given an appointment to talk about your repayment agreement
with Division staff.

Where is the Division of Claims and Collections located?

The address is 250 Church St. New York, N.Y. 10013.

What happens if | stop paying the bills sent to me?

You are responsible for repaying your rental assistance on the assigned schedule unless you ask for a different
payment plan and HRA agrees. If you do not contact the HRA Division of Claims and Collections to change your
payment schedule or ask for a suspension, you might have a civil action taken against you. This means you could
have your credit score negatively affected, your paycheck garnished, and legal fees plus interest added to the
original amount owed.
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Informacién sobre el Reembolso al Departamento de Servicios Sociales
Por Pagos Atrasados de Alquiler

Usted ha firmado un acuerdo para reembolsar al Departamento de Servicio Social (Department of Social
Services -DSS) el dinero que recibié de asistencia para sus pagos atrasados de alquiler. La Administracion de
Recursos Humanos (The Human Resources Administration - HRA) ha acordado con la Divisién de Cuentas y
Pagos (Division of Accounts Receivable and Billing) inscribirle en el proceso automatico de pago.

¢, Cémo trabaja el proceso automatico del pago?

Una vez se reciba su acuerdo de reembolso firmado y el cheque que la HRA envie al casero se haya cobrado, la
HRA ingresara la cantidad total en el sistema de pago como una cuenta por cobrar. La cantidad sera dividida
entre los 12 plazos mensuales que requiere la Ley Estatal de Servicios Sociales de Nueva York. Cada mes usted
recibira una factura de la Division de Cuentas y Pagos del HRA y un sobre de retorno con estampilla. Cada
factura indicara los pagos recibidos desde la factura anterior y el balance restante.

¢,Como puedo campia i A es? |

Si desea cambiar la omunicarge con la Divisién de Quejas
y Cobros de la HRA. | iferente ba los cambios en sus
finanzas u otras circu ias. i e isminbya o aure factura mensual en
cualqwer momento durante™g pe jodo eses. ademas pliede reembolsar la cantidad

El pago mensual se iniciara después de que su acuerdo de reembolso haya sido entregado a la HRA y el cheque
gue la HRA envio para cancelar los pagos atrasados del alquiler sea cobrado. Si el cheque no se cobra, usted no
estara inscrito(a) en el proceso mensual de pago y no se debera dinero al DSS.

¢ Cuando finalizara el pago?

El pago finalizara cuando la cantidad sea totalmente pagada. Si usted posteriormente se hace beneficiario(a)
activo de la Asistencia en Efectivo, antes de que se reembolse la cantidad por completo, no recibira facturas de
pago hasta que se cierre su caso. Si es sancionado(a) en su caso, empezaremos a enviarle las facturas
nuevamente hasta que se reembolse la cantidad total.

¢, Con quién me comunico si tengo preguntas y dudas?

Puede comunicarse con la Division de Reclamos y Cobros de la HRA llamando al (212) 274 - 4943. Digale al
representante que quiere hablar con alguien sobre su acuerdo de reembolso. Se programara una cita para que
hable con un empleado de la Divisién sobre el acuerdo de reembolso.

¢,Donde esta ubicada la Divisiébn de Reclamos y Cobros?

La direccién es 250 Church St. New York, N.Y. 10013.

¢ Qué pasa si dejo de pagar las facturas que me envian?

Usted es responsable de reembolsar su asistencia para alquiler en las fechas indicadas, a menos que solicite un
plan de reembolso diferente y la HRA esté de acuerdo. Si no se comunica con la Divisién de Reclamos y Cobros
de la HRA para cambiar las fechas de pago de su reembolso o solicitar que se suspendan los pagos, podria

entablarse un proceso civil en contra suya. Esto significa que su estado de crédito podria verse afectado, y su
salario ser embargado, y se podrian agregar tarifas legales mas intereses a la cantidad que se debe.



Family Independence
Administration

FIA-1117 (E) 06/10/14 Human Resources
Administration
Department of
Social Services

Date:
Case Name:

Case Number:

Caseload:
Suffix:
Center Name:

Contact Person &
Telephone Number:

CENTRALIZED RENT PROCESSING UNIT (CRPU)
RENT ARREARS APPROVAL PROCESSING

To:

CRPU Liaison:

Preparer's Name: Telephone Number:

WL\ AN

()
Missing o A~ J/ A\ IV /] ) .

W |

Due Date: Date action taken:

Type of action

taken by
Center/RAU:
Signature Title Date
Centralized Rent Processing Unit Follow-Up
Assigned to: Completion date:
Signature Title

(Response is due FIVE BUSINESS DAYS from the date of report shown above.)

cc: Jacqueline Flaum, Assistant Deputy Commissioner
Greg Gomez, Excutive Regional Manager
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CENTRALIZED RENT PROCESSING UNIT (CRPU)
JOB OPPORTUNITY SPECIALIST (JOS) DAILY ACTIVITY LOG

Human Resources
Administration
Department of

Social Services

Family Independence
Administration

Enter Date: Enter Worker’s Name:
L I No. of . Client Date Date M-3G "
Orlélép]taélrng l\?:;i NSre:lsbeer ngsgr o KA Aol C%:fg}ts) Checks C“?\Inl}fnggfne Contact Made M-3G to Return DIEEERREY Discrepancy Reason
99TY "Yes/No | Yes/No Approved | Issued Issued Yes/No Sent to Center Yes/No

/=i

A

=/

Legend of Discrepancy:

(1) Proof of Ownership

(2) RAU Approval

(3) Landlord Information

(4) Signed W-146E

(5) Signed LDSS-2921

(6) Verified Household Composition
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CENTRALIZED RENT PROCESSING UNIT (CRPU)
RENT APPROVAL PAYMENT HISTORY

Family Independence

Human Resources
Administration

Administration
Department of
Social Services

History of Activity for Week:
Case Case Case RAU Approval Grant | Amount | NO-Of D I\?I?(tSe3 Discrepancy
Date Job Center Checks M-3G Discrepancy Reason
Name Number Category Code(s) | Issued Return
Amount Date Issued Sent to Center Yes/No

VD
=

N
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RENT CHECK DISTRIBUTION INFORMATION FOR
INVESTIGATION, REVENUE, AND ENFORCEMENT ADMINISTRATION (IREA)

Human Resources
Administration
Department of

Social Services

Family Independence
Administration

Date:

Prepared by:

Case
Name

Case
Number

Case
Category

Priority

RAU Amount

Approved

Issued

Number of
Checks
Issued

Landlord

Name

Telephone Number

Address

Comment

[Jyes [INo

[Jyes [INo

[Jyes [INo

[Jyes [INo

[yes [CINo

[yes [CINo

B

[Jyes [INo

%

[Jyes [INo

A
/
\l\

T—F—"

[Jyes [INo

\C
—
]

[Jyes [INo

[Jyes [INo

[Jyes [INo

[yes [CINo

[yes [CINo

[Jyes [INo

[Jyes [INo

[Jyes [INo

[Jyes [INo

[Jyes [INo

[Jyes [INo

[yes [INo
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CENTRALIZED RENT PROCESSING UNIT (CRPU)
HOMEBOUND VISIT REFERRALS TO INVESTIGATION, REVENUE, AND ENFORCEMENT ADMINISTRATION (IREA)

Human Resources
Administration
Department of

Social Services

Family Independence
Administration

Date: Prepared by:

ekl Gkl Case P Arﬁﬁtjnt e Pﬁerltie%ir?ggtes -enderd W-147|Ii/KK/H Comment

Name Number Category e e Address Number Name Telephone Number Address Signed?
[Ives [INo [Yes [INo
[Ives [INo [Yes [INo
Cyes [INo CIves [INo
Cyes [INo CIves [INo
[Ives [INo Clyes [INo
[lves [INo é\\ /T _\ / q i [ ] [lves [INo
[Jyes [INo K U // \ \\ / ) ) [Jyes [INo
[Jyes [INo \\\ /LX\ \\ // _/ — [yes [INo
[Jyes [INo U) /7_\\ \ / [Jyes [INo
[Jyes [INo U ulu - [Jyes [INo
Cyes [INo CIves [INo
Cyes [INo CIves [INo
[ves [INo Clyes [INo
[ves [INo Clyes [INo
[Ives [INo [yes [INo
[Ives [INo [yes [INo
[Ives [INo [Yes [INo
[Ives [INo [Yes [CINo
OYes CINo OYes CINo
OYes CINo OYes CINo
Llyes [INo Cves CINo
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FIA-1122 (E) 06/10/14 Human Resources
Administration
Department of
Social Services

Date:

Case Number:

Case Name:

Originating Center:

Centralized Rent Processing Unit (CRPU)
Documentation Checklist

The Family Independence Administration (FIA) requires that all submissions to the RAU be accompanied by
relevant documentation.

Documentation Verified in Viewer (check M all that apply):

[ Shelter Arrears Repayment Agreement Worksheet (Form W-147F)
Court-ordered Stipulation with LT/Index Number
Notice of Petition
Petition
Notice of Motion
Order to Show Qayse

Letter from nonpro Wl i ibutjon towa d.a.r;r_ea.d
i olite toward [arrears
ds to assist|with arrears

and/or ongoing re
Income verification (Such as paystubs, award letters, and UIB, etc.)
Resources (such as bank accounts, pensions, 401Ks, and IRAS)

Medical documentation
Broker's License

Lease

Voucher Signed by Landlord
Unforeseen emergency

AT A
s
o
©
]
2
s

Describe and document:

[ Other:

JOS/Worker:

(print name)

JOS/Worker:

(signature)

Telephone: Fax:
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