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POLICY BULLETIN #06-105-OPE 

 
OBSOLETE EMPLOYMENT FORMS 

 
Date: 

August 8, 2006 
Subtopic(s): 

Forms 
 

 This procedure can 
now be accessed on the 
FIAweb. 
 
 

The purpose of this policy bulletin is to inform Job Center staff that, 
effective immediately, the following employment-related forms are 
obsolete: 
 

OBSOLETE FORMS REASON 
Notice to Report to Center  
(M-3gg) 

Replaced with Documentation 
Requirements (W-113K)   
                     

Referral to the Substance 
Abuse Service Center for 
Persons in a Special Population 
Vendor (SPV) Assignment  
(M-74b) 
 

Replaced with Referral for 
Assessment at the Substance 
Abuse Center (SASC)  
(W-456AA)  
 

Mandatory Appointment Notice 
(M-74e)            

Replaced with Referral to Back 
to work (BTW) Vendor (W-502) 
 

Referral to the Substance 
Abuse Service Center for 
Persons in an ESP/SAP 
Assignment (M-75k) 
 

Replaced with W-456AA             

Employment Service Provider 
Referral for Alcohol and 
Substance Abuse Assessment 
(M-75m)    
 
 
 
 

Replaced with W-456AA             
 
 

send an e-mail to FIA Call Center 
 

Distribution: X 
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OBSOLETE FORMS REASON 
Employment Services and 
Placement (ESP) Referral 
Request (M-75q) 

No longer used 
 
 
 

Participant Deassignment Desk 
Guide (M-75x) 

Information included in the 
Employment Manual  
 
 

Notice of a Mandatory 
Appointment with a Skills 
Assessment Placement (SAP) 
Vendor (M-187h) 
 

Replaced with W-502  
 

Appointment Notice 
Employment Services 
Placement Vendor (M-687v) 
 

Replaced with W-502 
 
 

Referral to Employment Office 
(W-116N) 

Replaced with Notice to Report 
to Job Center/NPA Food Stamp 
Office (M-3G) 
 

Work Plus ESP Non-Mandatory 
Appointment Notice for Full-
Time Employed Participants  
(W-500) 

Replaced with Nonmandatory 
Appointment Notice for Full-
Time Employed Participants  
(W-500D) 
 

BEGIN Employment Plus 
Mandatory Appointment Notice 
for Part-Time Employed 
Participants (W-500B) 

Replaced with Work Plus ESP 
Mandatory Appointment Notice 
for Part-Time Employed 
Participants (W-500A) 
 

HSS Infraction Code and 
Resolution Desk Guide  
(W-500F) 

These infraction codes are 
obsolete 
 
 

Conciliation Referral for 
Substance Abuse Assessment 
(W-500J) 

Replaced with Referral for 
Employment Assessment  
(W-500H) 

Mandatory Appointment/ 
Substance Abuse Service 
Center (W-500V) 
 
 
 
 

Replaced with W-113K  
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OBSOLETE FORMS REASON 
Mandatory Return Appointment 
(W-500CC) 
 

Replaced with W-113K 

BEGIN/CUNY Immersion 
Mandatory Appointment Notice 
(W-502A) 

Program was terminated 

BEGIN Managed Programs 
Reassessment Appointment 
(W-502C) 

Associated with BEGIN/CUNY 
Immersion Program, which has 
been terminated 
 

Employability Assessment  
(W-532P) 

Replaced with CASAC  
Re-Assessment (W-532N) 
 

Referral from ESP to BEGIN/ 
CUNY Immersion Program 
(W-573UU) 

Program was terminated  
 
 
 

Assessment Outcome: 
Participant Returned to ESP 
(W-573WW) 

No longer required, as outcome 
is entered in NYCWAY 
 

Mandatory Job Search 
Appointment Letter (W-575Y) 

Replaced with W-502 
 
 

Modification to Employment 
Plan (W-680D) 

No longer used 
 
 

Temporary Employment 
Exemption (W-680 MM)  

No longer used 
  

                                                            
 Center Directors must ensure all versions of these forms, including 

the multilingual equivalents, are removed from circulation and 
recycled. 

   
 Effective Immediately 
  
 Related Item:  
  
 PB #06-104-OPE
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 Please use Print on 
Demand to obtain copies 
of forms. 

Attachments: 
 
Obsolete 
 
M-3gg Notice to Report to Center  
M-74b Referral to the Substance Abuse Service Center for 

Persons in a Special Population Vendor (SPV) 
Assignment  

M-74e Mandatory Appointment Notice 
M-75k Referral to the Substance Abuse Service Center for 

Persons in an ESP/SAP Assignment 
M-75m Employment Service Provider Referral for Alcohol 

and Substance Abuse Assessment 
M-75q Employment Services and Placement (ESP) 

Vendor Referral Request 
M-75x Participant Deassignment Desk Guide 
M-187h Notice of a Mandatory Appointment with a Skills 

Assessment Placement (SAP) Vendor 
M-687v Appointment Notice Employment Services 

Placement Vendor 
W-116N Referral to Employment Office 
W-500 Work Plus ESP Non-Mandatory Appointment 

Notice for Full-Time Employed Participants 
W-500B BEGIN Employment Plus Mandatory Appointment 

Notices for Part-Time Employed Participants 
W-500F HSS Infraction Code and Resolution Desk Guide 
W-500J Conciliation Referral for Substance Abuse 

Assessment 
W-500V Mandatory Appointment/Substance Abuse Service 

Center 
W-500CC Mandatory Return Appointment 
W-502A BEGIN/CUNY Immersion Mandatory Appointment 

Notice 
W-502C BEGIN Managed Programs Reassessment 

Appointment 
W-532P Employability Assessment  
W-573UU Referral from ESP to BEGIN/CUNY Immersion 

Program 
W-573WW Assessment Outcome: Participant Returned to ESP 
W-575Y Mandatory Job Search Appointment Letter 
W-680D Modification to Employment Plan 
W-680 MM Temporary Employment Exemption  
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Work Plus ESP 

Non-Mandatory Appointment Notice for Full-Time Employed Participants 
 

Dear Sir/Madam: 
 
Although you are employed full-time, your earnings are not sufficient to meet your household needs without 
public assistance.  To help you earn more money, the Human Resources Administration (HRA) is referring you 
to a Work Plus ESP (Employment Service Provider) vendor that will assist you in enhancing your skills, which 
may lead to a better paying job.  Your appointment with the provider is given below. 
 
As long as you remain employed full-time, you will not be required to accept this referral.  However, you are 
encouraged to take advantage of this opportunity to begin to make a better life for yourself and your family.  
You should not have to interrupt your work schedule to attend this appointment. HRA will provide you with 
carfare for traveling to and from the Work Plus ESP location.  In addition, if you are currently receiving child 
care payments through HRA’s transitional benefit program, you will be able to count any hours spent at Work 
Plus ESP, including travel time, in your child care budget. 
 
If you have children under thirteen (13) years of age, and you have not already done so, you may need to make 
child care arrangements to attend this appointment.  If you already have a child care provider, have your 
provider complete and return the enclosed Child Care Provider Form (W-273B) to you.  You must bring or mail 
the completed form to the Child Care Services Unit located at 109 East 16th Street, New York, NY 10038. 
 
If you are unable to find a child care provider, telephone the Child Care Services Unit at (212) 835-7610.  It is 
your responsibility to make child care arrangements or to let HRA know that you have been unable to find 
appropriate child care.  In order to avoid delays, all child care arrangements must be completed at least one (1) 
week before your Work Plus ESP appointment. 
 
Your Work Plus ESP appointment is indicated below.  If you cannot come at the time indicated, you must call 
the provider at the telephone number given below to reschedule. 
 
Please bring this letter to your appointment. 
 
LOCATION: ___________________________________________ PHONE: __________________________ 
 
APPOINTMENT DATE: __________________________________ TIME: ____________________________ 
 
TRAVEL DIRECTIONS: ____________________________________________________________________ 
 
 
Seth Diamond 
Executive Deputy Commissioner 
Family Independence Administration 
 
 

Form W-500 (face) 
1/13/03 

Date:  

Case Number:  

CIN:  

Center:  

SSN:  

Action Code:  
 

T h e  C I T Y  o f  N E W  Y O R K
H u m a n  R e s o u r c e s  A d m i n i s t r a t i o n
  

F a m i l y  I n d e p e n d e n c e  A d m i n i s t r a t i o n
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Work Plus ESP 
Aviso de Cita Obligatoria para Participantes Empleados a Tiempo Parcial 

 
Estimado(a) Señor(a): 
 
A pesar de que usted está empleado a tiempo completo, sus ingresos no son suficientes para satisfacer las 
necesidades de su hogar sin asistencia pública.  Para remediar esta situación, la Administración de Recursos 
Humanos le va a referir a un vendedor Work Plus ESP (Proveedor de Servicios de Empleo) que le ayudará a mejorar 
sus capacidades de trabajo, lo cual puede conseguirle un empleo de mejor paga.  Su cita con el proveedor está 
indicada más abajo. 
 
Mientras usted permanezca empleado(a) a tiempo completo, no se requerirá que acepte esta referencia. Sin 
embargo, se le exhorta que aproveche esta oportunidad para que empieze a mejorar su situación tanto como la de 
su familia. No es necesario que interrumpa su horario de trabajo para asistir a esta cita.  La HRA le proporcionará la 
tarifa de transporte para viajar al Work Plus ESP y para regresar del mismo.  Además, si usted está actualmente 
recibiendo pagos de cuidado infantil a través del programa de beneficios de transición de la HRA, podrá añadir a su 
presupuesto de cuidado infantil las horas que pasó en Work Plus ESP, incluyendo la duración del viaje. 
 
Si usted tiene niños menores de trece (13) años de edad, puede ser que tenga que hacer arreglos de cuidado infantil 
para acudir a esta cita, si aún no los ha hecho.  Si ya tiene un proveedor de cuidado infantil, haga que su proveedor 
llene y le devuelva el Formulario (W-273B (S)) del Proveedor de Cuidado Infantil (Child Care Provider Form).  Usted 
tiene que traer o enviar por correo el formulario rellenado a la Unidad de Servicios de Cuidado Infantil (Child Care 
Services Unit) localizada en el 109 East 16th Street, 6to Piso, New York, NY 10003. 
 
Si no puede encontrar un proveedor de cuidado infantil, llame a la Unidad de Servicios de Cuidado Infantil (Child 
Care Services Unit) al (212) 835-7610.  Usted tiene la responsabilidad de hacer arreglos para cuidado infantil o de 
avisarle a la HRA si no puede encontrar cuidado infantil apropiado.  Para poder evitar retrasos, todos los arreglos de 
cuidado infantil  tienen que ser rellenados por lo menos una (1) semana antes de su cita con Work Plus ESP. 
 
Su cita con Work Plus ESP está indicada a continuación.  Si no puede acudir a la hora indicada, usted debe llamar  
al proveedor al número de teléfono provisto a continuación para programar otra cita. 
 
Favor de traer esta carta a su cita. 
 
LUGAR: ___________________________________________ TELÉFONO: ____________________________ 
 
FECHA DE CITA: ___________________________________ HORA: ________________________________ 
 
INDICACIONES DE VIAJE: __________________________________________________________________ 
 
 
Seth Diamond 
Subcomisionado Ejecutivo 
Family Independence Administration 

Fecha:  

Nombre del Caso:  

Número del Caso:  

Categoría del Caso:  

NSS:  

Código de Acción:  

Form W-500 (reverse) 
1/13/03 

     Human Resources Administration 
Family Independence Administration 
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