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REVISIONS TO THE MAIL APPLICATION REFERRAL UNIT (MARU)

Date: Subtopic(s):
March 31, 2015 SNAP Applications
AUDIENCE The instructions in this policy directive are for staff in all Non Cash

Assistance Supplemental Nutrition Assistance Program (NCA SNAP)
Centers. They are informational for all other staff.

REVISIONS TO This policy directive has been revised as follows:
THE PRIOR
DIRECTIVE e To introduce the new features for NCA SNAP applications

submitted electronically via ACCESS NYC, including automatic
application registration in the Welfare Management System
(WMS) and screening for expedited SNAP benefit processing;

e Toinclude the process used by MARU Workers to register NCA
SNAP applications submitted electronically (E-App) via ACCESS
NYC that fail the automatic application registration in WMS,;

e All references to the Food Stamp (FS) Program have been
changed to the Supplemental Nutrition Assistance Program
(SNAP);

e All references to the Change Center have been changed to the
Telephone Interview Processing Services (TIPS);

e The SNAP Documentation Guide (W-129G) must be mailed to all
applicants submitting an application to MARU instead of the
Eligibility Factors and Suggested Documentation Guide
(W-119D);

e The name of the Non Cash Assistance (NCA) Food Stamp
Supervisor's Assignment of Cases (W-119B) has been changed
to the Non Cash Assistance Supplemental Nutrition Assistance
Program (NCA SNAP) Supervisor's Assignment of Cases (W-
119B) and the location identifier of Food Stamp Center was
changed to SNAP Center; and

HAVE QUESTIONS ABOUT THIS PROCEDURE?
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e The Incomplete Supplemental Nutrition Assistance Program
(SNAP) Application Form (W-901K) and the Supplemental
Nutrition Assistance Program (SNAP) Pending Applications
Control (W-706B) have been revised to remove the note
regarding the name change of the Food Stamp Program to the
Supplemental Nutrition Assistance Program (SNAP).

POLICY All individuals have the right to either request a Supplemental
Nutrition Assistance Program (SNAP) application in-person or
request that a SNAP application be sent to them by mail. SNAP
applications may be submitted by mail, fax (including Right fax),
in-person, electronically, or through an authorized representative. A
SNAP application will be considered as filed if it meets the minimum
requirement of containing at least the applicant’s name, address (if
they have one), and signature (on either page 1 or page 5 of the
SNAP application).

The date that a SNAP application meeting the minimum requirement
is received by the appropriate Center is considered the SNAP filing
date. SNAP applications received by mail or fax that do not meet the
minimum requirement must be mailed back to the applicant

immediately.
BACKGROUND On April 27, 2009, the Family Independence Administration (FIA)
established MARU to centralize the receipt of all mailed and faxed
Revised information. Supplemental Nutrition Assistance Program (SNAP) Application/

Recertification (LDSS-4826) forms. For the purposes of this
document, all references to a paper application shall refer to SNAP
initial applications received via mail, fax, and Right Fax.

Special business reply envelopes (W-90A) addressed to MARU
facilitate the centralized receipt of all mailed SNAP applications.
SNAP applications with business reply envelopes are available in all:

e NCA SNAP Centers;

e Application Kits mailed by the Human Resources Administration
(HRA)’s Infoline;

e Nutrition Outreach and Education Program (NOEP) locations;
and

e Community Based Organizations (CBO) that perform SNAP
outreach.
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MARU staff date stamp the received SNAP applications that meet
the minimum requirement for filing a SNAP application, complete the
intake process by remotely accessing the appropriate SNAP Home
Center using the Paperless Office System (POS), and schedule the
initial eligibility interviews with the appropriate TIPS location or SNAP
Home Center.

MARU staff members are also responsible for ensuring that SNAP
applications are properly signed. SNAP applications that do not
contain a signature on either page 1 or page 5 of the application are
considered unsigned and, therefore, do not meet the minimum
requirement for filing a SNAP application. Unsigned SNAP
applications must be returned to the applicant immediately.

FIA uses the Incomplete Supplemental Nutrition Assistance Program
(SNAP) Application Form (W-901K) to notify applicants that they
have submitted an unsigned SNAP application. Form W-901K
informs applicants to sign page 5 of the SNAP application and mail it
back immediately in the enclosed business reply envelope.

New information. Since November 30, 2010, New York City residents have been able
to electronically submit applications for SNAP benefits using
ACCESS NYC. The SNAP electronic application (E-App) is
submitted by the applicant to the Human Resources Administration
(HRA). The filing date for faxed and electronic applications that are
submitted after HRA'’s business hours is the following business day.
Electronic applications have a filing date automatically generated on
the electronic form. HRA’s Management Information Systems (MIS)
use the information on the E-App to pre-fill the SNAP E-application
Submission activity in the POS central office database. When
E-App submissions first began, the MARU Workers were tasked with
completing the SNAP E-application Submission activity in POS.

ACCESS NYC re- In April 2015, ACCESS NYC will be re-launched with new features

launch. for the initial SNAP application including enhanced business rules for
E-Apps and the ability to electronically submit the SNAP
recertification application. The ACCESS NYC software has been
programmed with business rules to perform the screening for
expedited SNAP processing based on the information provided by
the applicant in their E-App.

On March 16, 2015, POS began to automatically register E-Apps in
WMS prior to the start of the SNAP E-application Submission
activity by the MARU Worker. E-Apps that are not successfully
registered in WMS must be registered by the MARU Workers.
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Auto assignment The E-Apps that are successfully registered in WMS are transferred
process for E-Apps that  phy pOS into the MARU E-Apps queue. The POS auto-assignment
?égi:feizzsiifw{ﬂs process then transfers the E-App from the MARU E-Apps queue to
' the SNAP Eligibility Specialist queue for the MARU Worker to
perform the SNAP E-application Submission activity.

The MARU Worker must always work on the oldest case first. To
ensure that the oldest case is worked on, the MARU Worker clicks
on the Due Date column header to sort the case from oldest to
newest.

Note: Do not click on the Case No column header to sort the SNAP
E-application Submission activities.

The auto assignment process runs from 8:00 AM to 4:00 PM. When
the auto-assignment process stops at 4:00 PM, all new E-Apps are
assigned by POS to the MARU E-Apps queue. The MARU
Supervisor is responsible for assigning the cases from the MARU
E-Apps queue to the available MARU Workers and/or from a MARU
Worker's SNAP Eligibility Specialist queue to the MARU E-Apps
queue.

The E-Apps that are received overnight, and are successfully
registered in WMS, are assigned to the MARU E-Apps queue and
then auto-assigned by POS each day, before 8:00 AM, to the
available SNAP Eligibility Specialist queues.

Refer to PB #14-50-SYS  The SNAP E-application Submission activities are assigned from
;Altg;“:hme”t A, item the MARU E-Apps queue as follows:
e POS retrieves all MARU Workers that are scheduled to work for
that day;
e POS sorts the list of the MARU Workers based on their
scheduled report time;

Note: If the MARU Worker’s scheduled arrival and departure
times are not indicated in the Schedule field of the Worker
Schedule Assignment window, POS assumes a default work
schedule of 9:00 AM to 5:00 PM.

e POS assigns the SNAP E-application Submission activities
from the MARU E-Apps queue using a round robin process.
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At the end of the business day, the MARU Supervisor re-assigns all
cases that were not started by the MARU Workers to the MARU E-
Apps queue, to be included in the next morning’s auto assignment
process.

The E-Apps that are not successfully registered in WMS are
transferred by POS to the MARU E-Apps Exception queue and
must be manually assigned by a MARU Supervisor to a MARU
Worker's SNAP Eligibility Specialist queue.

Workers at NCA SNAP Centers and HRA's Infoline must send SNAP
applications by mail upon request. When mailing SNAP application
kits, Workers must be sure to include the W-90A business reply
envelope addressed to:

Division of Supplemental Nutrition Assistance Program Services
Mail Application & Referral Unit (MARU)

P.O. Box 24510

Brooklyn, NY 11201

SNAP applicants must be informed that they may apply electronically
using ACCESS NYC at www.nyc.gov/accessnyc, in person at an
NCA SNAP Center, by faxing their application to MARU at

(718) 834-3296/3299 or (917) 639-1111, or by mailing the application
in the business reply envelope provided for them.

Electronic Application (E-App) Processes

All E-App submissions require an interview with the applicant or
authorized representative to establish eligibility for SNAP benefits.
The process used by the MARU Worker varies based on whether the
automatic application registration in WMS was successful or not
successful.

Automatic Application Registration Successful

If the automatic application registration of an E-App is successful in
WMS, the MARU Worker is responsible for scheduling the initial
telephone/in-person eligibility interview by completing the SNAP E-
application Submission activity for the cases assigned to his/her
SNAP Eligibility Specialist queue in POS. Applications that were
successfully registered display a WMS application registration (app-
reg) number in the Case No field of the SNAP Eligibility Specialist
gueue. The WMS app-reg number consists of nine numbers
followed by one letter (for example 012345678A).
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For detailed instructions refer to How to Process an Electronic
Application (E-App) for Supplemental Nutrition Assistance Program
(SNAP) Benefits (Attachment A).

The MARU Worker must:

e Click on the Due Date column header to sort his/her queue;

e Select the activity in his/her queue with the oldest due date and
click the Start button;

e Click the Appointment Scheduler button on the Center
Selection window;

e Complete the following actions when POS opens the
Appointment Scheduler:

= Click the Next button on the Working Families Hardship
Waiver and Expedited Processing Pre-Screening
windows;

Note: The SNAP Application Expedited Processing
Summary Sheet — NYC (LDSS-3938 NYC) is saved to the
HRA OneViewer when the Worker clicks the Next button
on the Expedited Processing Pre-Screening window.

= Review the information in the bottom section of the
Appointment Scheduling window, including:

— Best Available Times;

— Preferred Contact Number;

— SNAP File Date; and

— Preferred Language for Speaking

Note: If the applicant indicates that s/he is home bound or
that a home visit is needed, refer to PB #15-31-OPE for
the instructions on scheduling the initial eligibility interview.

= Select an appointment time for the initial telephone/in-
person eligibility interview based on the determination for
expedited SNAP processing and the applicant’s stated
best available time;

— If the applicant is eligible for expedited SNAP
processing, the appointment must be scheduled
within two calendar days (48 hours) from the
application file date.
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— If the applicant is not eligible for expedited SNAP
processing, the appointment must be scheduled
within five calendar days from the application file
date.

Call the applicant to confirm the appointment date and
time for the initial telephone/in-person eligibility interview,
which will be conducted by a TIPS/Home Center Worker;
Click on the Case Comment button;

Enter a detailed case comment to document the contact
with the applicant and then click the OK button;

Click the Next button on the Appointment Scheduling
window;

Verify that the interview appointment date and time that
was selected is displayed on the Appointment
Confirmation window; and

Note: If a contact number was not provided by the
applicant, an in-person eligibility interview must be
scheduled. The MARU Worker must use the Previous
button to navigate to the Working Families Hardship
Waiver window; select the No radio button for the question
“Does the applicant want to conduct their interview by
telephone?” and then use the Next button to navigate to
the Appointment Scheduling window to book an in-
person eligibility interview.

Click the Schedule the Appointment button.

After the appointment is successfully scheduled, POS returns the
MARU Worker to the SNAP Eligibility Specialist queue. The
MARU Worker must repeat the actions listed above for each SNAP
E-application Submission activity in his/her queue for which the
automatic application registration was successful.

Automatic Application Registration Not Successful

If the automatic registration of an E-App is not successful in WMS,
POS transfers the case to the MARU E-Apps Exception queue.
The MARU Supervisor then manually assigns the E-Apps to the
MARU Worker's SNAP Eligibility Specialist queue.

FIA Policy, Procedures, and Training
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The MARU Worker will need to register the case and schedule the
initial telephone/in-person eligibility interview by completing the
SNAP E-application Submission activity for the cases that have
been assigned to their SNAP Eligibility Specialist queue in POS.
Applications that were not successfully registered display a
placeholder number in the Case No field of the SNAP Eligibility
Specialist queue. The placeholder number consists of twelve
numbers (for example 150208012345).

Refer to Attachment A.  For detailed instructions refer to Attachment A.
The MARU Worker must:

e Select the activity in his/her queue with the lowest placeholder
number and click the Start button;

e Click the Update H/H Comp or Address button on the
Household Screen window;

e Remove Social Security Numbers (SSNs) that are determined by
WMS to be invalid from the Adults in Household and Children
in Household windows and click the Next button;

Note: Enter a detailed case comment regarding each SSN that is
deleted.

e Click the Next button on the and Food Stamp Household
Composition window;

e Update the mailing address information provided by the applicant
so that it corresponds to the POS data fields on the Address
Information window, if necessary:

= For example, if the applicant entered an address of 216
East 112" Stinto ACCESS NYC, the MARU Worker must
update the POS Present Address fields as follows:

— St No - 216
— Dir — East

— Name - 112"
— Type — Street

e Click the Next button on the Address Information window;
e Click the Appointment Scheduler button on the Center
Selection window; and

Note: The FS Center field is pre-filled with the SNAP Home
Center for the case based on the zip code of the present address
or General Post Office address provided by the applicant.
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e Follow the instructions that start on page 6, next to the right
margin note “Appointment Scheduler” when the Appointment
Scheduler opens.

The MARU Worker must repeat the actions listed above for each
SNAP E-application Submission activity in his/her queue for which
the automatic application registration was not successful and enter a
detailed case comment regarding the actions taken.

Appointment Notices for E-App Submissions

MIS Mail Distribution is responsible for printing and mailing the
Supplemental Nutrition Assistance Program (SNAP) Eligibility
Interview Appointment Notice (W-119) and the accompanying SNAP
Documentation Guide (W-129G) to applicants that submit the SNAP
application electronically. The W-119 informs the applicant of his/her
eligibility interview appointment date and time. The W-129G
provides suggested documentation applicants can provide to verify
the SNAP eligibility factors necessary to determine the applicant’s
eligibility for SNAP benefits.

The forms are electronically transmitted to MIS Mail Distribution by
SNAP POS when the MARU Worker successfully schedules the
initial telephone/in-person eligibility interview appointment using the
Appointment Scheduler. The forms are mailed to the applicant on
the next business day.

Paper Application Process

On a daily basis MARU Clerks must:

e Open and review SNAP applications to ensure that they contain
the applicant’s name, address (if they have one), and a signature
on either page 1 or page 5;

If an application is unsigned, the MARU Clerk must prepare Form W-
901K and mail it to the applicant along with a W-90A business reply
envelope, the original unsigned NCA SNAP application, and any
accompanying documentation.

If the application contains the applicant’s name, address (if they have
one), and a signature on either page 1 or page 5, the MARU Clerk
must:

e Date stamp the SNAP application (this will become the SNAP
filing date);
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e Maintain a log of applications using the Supplemental Nutrition
Assistance Program Pending Applications Control (W-706B) card
and annotate the SNAP application file date in the first column of

form W-706B;
Refer to the NCASNAP o Determine the appropriate Home Center by looking up the
Zip Code Guide. applicant’s zip code;

e Place each SNAP application along with its accompanying
documentation in a manila folder and write the applicant’'s Home
Center number on the outside; and

e Forward all manila folders containing SNAP applications and
accompanying documentation to the MARU Supervisor.

After the MARU Clerk has completed the initial processing, the
MARU Group Supervisor must:

e Review the contents of each SNAP application folder;

e Prepare the Non Cash Assistance (NCA) Supplemental Nutrition
Assistance Program Supervisor's Assignment of Cases (W-119B)
form and assign each case to a MARU Worker;

e Distribute the folder containing the SNAP applications and
supporting documentation to the MARU Worker for further
processing; and

¢ Maintain a log to monitor the number of applications assigned to
each MARU Worker using the Control of Assignments/Referrals:
Subject (W-708) form.

The MARU Worker must:

e Remotely access the SNAP Home Center indicated on the case
folder using POS;

e Review the application to ensure that it has a signature on
page 5;

= |f there is no signature on page 5 of the application, the
Worker must enter a case comment in POS notifying the
TIPS/Home Center Worker that he/she must obtain the
applicant’s signature on either the Supplemental Nutrition
Assistance Program Benefits Application Attestation Signature
Form (W-129B) (for telephone eligibility interviews), or on
page 5 of the SNAP application (for in-person eligibility
interviews);

Note: If there is a signature on page 5 of the application but
not on page 1, the MARU Worker will continue the intake and
screening process. In this situation, a case comment is not
necessary.
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Referto PD #14-13-OPE o Complete the POS intake process and screen each application to
for expedited SNAP determine if the household is eligible for expedited SNAP
processing guidelines. (ESNAP) processing;

Eligible for ESNAP processing:

= If there is a working telephone number on the application, the
Worker must:

— Call the applicant to schedule an initial telephone eligibility
interview to be conducted by a TIPS Worker within two
calendar days (48 hours) from the application file date;
and

— Document the contact in POS with a case comment;

= If there is no telephone number listed on the application or if
the telephone number listed is illegible, not working, or
discontinued, the Worker must:

— Schedule an in-person eligibility interview to be conducted
at the Home Center within five calendar days from the
application file date;

Revised instructions. — Mail forms W-119 and W-129G to the applicant; and

— Annotate the reason why an interview could not be
conducted within 48 hours on Part Four of the
Supplemental Nutrition Assistance Program (SNAP)
Application Expedited Processing Summary Sheet
(LDSS-3938 NYC).

Not Eligible for ESNAP processing:

= If there is a working telephone number on the application, the
Worker must:

— Call the applicant to schedule an initial telephone eligibility
interview to be conducted by a TIPS Worker within five
calendar days from the application file date; and

— Document the contact in POS with a case comment;
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Not Eligible for ESNAP processing (continued):

= If there is no telephone number listed on the application or if
the telephone number listed is illegible, not working, or
discontinued the Worker must:

— Enter a case comment in POS indicating the reason why a
telephone call was not possible;

— Schedule an in-person interview at the Home Center within
seven calendar days from the application file date; and

Revised instructions. — Mail forms W-119 and W-129G to the applicant.

e Scan and index the application and all supporting documents.

Initial Eligibility Interview Process for all SNAP Application
Submissions

NCA SNAP applicants must complete an application eligibility
interview within thirty calendar days of their application filing date.

Initial eligibility The TIPS and Home Center Workers must:
interviews.

e Conduct all initial eligibility interviews scheduled by the MARU
Workers, as follows:

= TIPS Workers conduct telephone interviews; and
= Home Center Workers conduct in-person interviews.

Revised information. Note: If the applicant fails to keep his/her telephone or in-person
eligibility interview appointment, the TIPS/Home Center Worker
must update the Application Log on the day following the
missed interview. SNAP POS electronically transmits the

Refer to PD #13-29-ELI
for details on processing

applicants who fail to Supplemental Nutrition Assistance Program Request For
keep their initial eligibility Contact/Missed Interview (LDSS-4753) form to MIS Malil
interview. Distribution on the next business day. MIS mails the LDSS-4753

to the applicant.
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e Check to ensure that page 5 of the SNAP application is signed. If
page 5 of the application is not signed, the Worker must inform
the applicant that his/her signature is required, and:

For telephone eligibility interviews:

»= Advise the applicant that he/she will be receiving the
Supplemental Nutrition Assistance Program Benefits
Application Attestation Signature Form (W-129B) that must
be signed and returned before an eligibility determination can
be made; and

= Prepare and send form W-129B to the applicant along with a
return envelope.

For in-person eligibility interviews:

= Have the applicant sign page 5 of the SNAP application at
the initial eligibility interview.

SNAP benefits may not be issued until the applicant has signed
either page 5 of the SNAP application or form W-129B.

There are no additional POS implications.

There are no additional SNAP implications.

There are no MA implications.

For Limited English Proficient (LEP) and hearing-impaired applicants
and participants, staff must make sure to obtain appropriate
interpreter services in accordance with PD #14-18-OPE and

PD #14-24-OPE.
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FAIR HEARING
IMPLICATIONS

Avoidance/ To avoid inappropriate adverse actions, process all changes of

Resolution address and address corrections immediately. Ensure that the
address is complete, including any “in care of” designation and the
apartment number. Prior to initiating a case closing for inability to
locate, the Eligibility Specialist reviews the case record
documentation and the Welfare Management System (WMS) to
ensure that all information corresponds.

Conferences If an applicant comes to the NCA SNAP Center and requests a
conference, the Receptionist must alert the Center Director’s
designee that the applicant is to be seen. If the applicant contacts
the Eligibility Specialist directly, advise the applicant to call the NCA
SNAP Center Director’s designee.

In Model Offices, the Receptionist at Main Reception will issue a
SNAP Conf/Appt/Problem ticket to the applicant to route him/her to
the NCA SNAP Reception area and does not need to verbally alert
the Center Director. The NCA SNAP Receptionist will alert the
Center Director once the applicant is called to the NCA SNAP
Reception desk.

The NCA SNAP Center Director’s designee will listen to and
evaluate the applicant’s complaint regarding the SNAP case. After
reviewing the documentation, case record, and discussing the issue
with the Supervisor/Eligibility Specialist, the Center Director’s
designee will make a decision. The NCA SNAP Center Director’'s
designee will decide to resolve or defend the case based on all
factors and on whether the case action was done correctly, and that
documents necessary to defend the action are available.

The NCA SNAP Center Director’s designee is responsible for
ensuring that further appeal by the applicant through a Fair Hearing
request is properly controlled and that appropriate follow-up action is
taken in all phases of the Fair Hearing process.

Evidence Packets All Evidence Packets must contain a detailed case history (e.g.,
copies of SNAP POS “Case Comments”, History Sheet [W-25],
copies of relevant WMS screen printouts, notices sent, and other
documentation relevant to the action taken).

REFERENCES 7 CFR 273.2
Supplemental Nutrition Assistance Program Source Book

(SNAPSB), Section 4
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RELATED ITEMS PB #15-09-SYS
PB #15-31-OPE
PD #14-13-OPE
PD #13-29-ELI
PB #15-21-SYS
Fax Flash #15-09

ATTACHMENTS
Please use Printon  Attachment A How to Process an Electronic Application (E-App)
Dfefma”d to obtain copies for Supplemental Nutrition Assistance Program
ortorms. (SNAP) Benefits

W-119B Non Cash Assistance Supplemental Nutrition

Assistance Program (NCA SNAP) Supervisor’'s
Assignment of Cases (Rev. 03/31/15)

W-706B Supplemental Nutrition Assistance Program (SNAP)
Pending Applications Control (Rev. 03/31/15)

W-901K Incomplete Supplemental Nutrition Assistance
Program Application Form (Rev. 03/31/15)

W-901K (S) Incomplete Supplemental Nutrition Assistance

Program Application Form (Spanish)
(Rev. 03/31/15)

FIA Policy, Procedures, and Training 15 Office of Procedures


http://hraedocs.hra.nycnet/HRAeDocs/DocumentFunctions/DocumentDirectAccess.aspx?DocId=a7cd1afe-4fb7-4e35-899f-ed35c2503cea&CategoryId=31&VersionDate=2%2f12%2f2015+2%3a15%3a36+PM&FileType=pdf
http://hraedocs.hra.nycnet/HRAeDocs/DocumentFunctions/DocumentDirectAccess.aspx?DocId=37c3e7b5-316e-4b6d-8b16-1fe075b5f449
http://hraedocs.hra.nycnet/HRAeDocs/DocumentFunctions/DocumentDirectAccess.aspx?DocId=933b40a4-c7d4-4fe6-a238-4ebeae138026&CategoryId=32&VersionDate=10%2f27%2f2014+4%3a32%3a46+PM&FileType=pdf
http://hraedocs.hra.nycnet/HRAeDocs/DocumentFunctions/DocumentDirectAccess.aspx?DocId=0190da66-991f-4491-a52b-bfd60c3207e3&CategoryId=32&VersionDate=11%2f29%2f2013+9%3a33%3a33+AM&FileType=pdf
http://hraedocs.hra.nycnet/HRAeDocs/DocumentFunctions/DocumentDirectAccess.aspx?DocId=bffca348-7bc0-4c65-8198-c46d5b0bf76a&CategoryId=31&VersionDate=3%2f18%2f2015+11%3a18%3a59+AM&FileType=pdf
http://hraedocs.hra.nycnet/HRAeDocs/DocumentFunctions/DocumentDirectAccess.aspx?DocId=898d0a8a-add3-4ee1-844b-faf8954b5891&CategoryId=13&VersionDate=3%2f13%2f2015+9%3a57%3a16+AM&FileType=pdf

Attachment A

How to Process an Electronic Application (E-App) for
Supplemental Nutrition Assistance Program (SNAP) Benefits

New York City (NYC) residents are able to submit electronic applications (E-Apps) for
Supplemental Nutrition Assistance Program (SNAP) benefits through the ACCESS NYC
website at http://www.nyc.gov/accessnyc. The E-Apps are electronically submitted to the
Human Resources Administration (HRA) for processing by the Mail Application Referral
Unit (MARU).

MARU staff complete the SNAP E-application Submission activity to process SNAP
applications received from ACCESS NYC.

POS Login

The MARU Worker clicks on the POS SNAP link to log into the Paperless Office System
(POS).

@ POS SNAP

£ pos snar @1

The MARU Worker then enters his/her user ID (first four letters of last name and last four
numbers of Social Security Number) and password.

L)

4
Log on to: WINDOWS

How do I log on to another domain?

r—ancer

or ﬁ/ Windows Server-2008
e Standard
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Attachment A

SNAP E-Application Submission Activity — Application Registration Successful

POS now has the ability to automatically register E-Apps in the Welfare Management
System (WMS). E-Apps that are successfully registered in WMS are processed
differently by the MARU Worker than E-Apps that are not successfully registered in WMS.

If the E-App automatic application registration process is successful, the MARU Worker
completes a shortened version of the SNAP E-application Submission activity in POS,
which involves only the Appointment Scheduler.

The shortened version of the SNAP E-application Submission activity includes the
following windows:

Center Selection;

Working Families Hardship Waiver;
Expedited Processing Pre-Screening;
Appointment Scheduling; and
Appointment Confirmation.

SNAP E-Application Submission Activity — Application Registration Not Successful

If the E-App automatic application registration process is not successful, the MARU
Worker completes the full SNAP E-application Submission activity in POS. The data
entered by the applicant in the ACCESS NYC website pre-fills the E-App Intake activity.

The complete version of the SNAP E-application Submission activity includes the
following windows:

Household Screen;

Adults in Household;

Children in Household;

Food Stamp Household Composition;
Address Information;

Center Selection;

Working Families Hardship Waiver;
Expedited Processing Pre-Screening;
Appointment Scheduling; and
Appointment Confirmation.
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Attachment A

SNAP Eligibility Specialist Queue

Each MARU Worker has an assigned SNAP Eligibility Specialist queue. E-Apps are
placed into the queues of the MARU Workers that process E-Apps by the POS Auto-
Assignment process or manually by a MARU Supervisor. The MARU Worker selects an
activity from his/her queue and clicks the Start button to begin processing the E-App
intake.

The Case No column displays the case number assigned to the E-App as follows:

e |If the E-App is automatically registered in WMS, the assigned WMS application
registration (app-reg) number appears in the Case No field. The WMS app-reg
number consists of nine numbers followed by one letter (for example 012345678A).

e If the E- App is not automatically registered in WMS, a 12-digit placeholder number
appears in the Case No field. The first six digits indicate the date the application was
received and the last six digits indicate the POS placeholder number. For example, if
a case numbers is 150208012345 the application was received on February 8, 2015
(150208) and the POS placeholder number is 012345. The oldest application has the
lowest placeholder case number. The WMS app-reg number will be generated when
the application is registered.

The MARU Worker must always work on the oldest case first. The MARU Worker sorts
the cases, from oldest to newest, by clicking on the Due Date column header.

F5 POS 9.2 - [Activities Management] 4:13:.07 PM Friday, February 20, 2015
File Edit Tools Window Help

IEAEAEIEA LY

F Action EE F&1 Hueue |
Linit Filter Certer [F61 =] REP1 ™ Activity .Typ.e Filter . I~ Activity ADDIDVE.FI“?I .
wiorker % ‘ Application nteniew = Lpprove Application Rtemdew
CMU || »'l ESNAR [ssuance [T fpprove ESHAR (zsuance [T
Uncovered Recert Interview [T Approve Becertifization I
Ehange Case Data [ &pprove Ehange Case Data [
Error Conections T Lpprove Eron Comections [T
™ Activity Status Filter Wter I Approve Dther I
Suspended [T Femoved [ I Activity Alert Filker Filter |
Mot Scheduled ™ Campleted r Caming Due i m
Wt Started I~ Overdue ™ il
Activity | Due Date I Alert | Casze Hame | Case No ISuIi Centerl
SNAP E-application Submission I [ia | I 758 [1 [~
SNAP E-application Submission | [ | | a1 [ [
SNAP E-application Submission | [na | | 294 |1_ |' '|_
SNAP E-application Submission I [ia | | 2] |1_ |' '|_
SNAP E-application Submission | [ | | S I
SNAP E-application Submission | na | | 721 |1_ |' '|_
SNAF E-application Submission | [na | | 75F |1_ |' '|_
SNAP E-application Submission I [ia | I oeE [1 [ Il
Total: § Cases
| | 2
Start | Bzsign Remave | Schedule | Feopening | Update Disposition | WS | Wiew “our Schedule | Carmmatt |
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Attachment A

Processing the a SNAP E-application Submission activity

Household Screen window

This window contains information about the case including Present Address, Suffix

Information, and Case Member Information.

To continue, the MARU Worker clicks the Update H/H Comp or Address button on the

window.

epday, Febaan 10, 2015

FS POS 8.3.1 - [Household Screen]

i Fls Edt Tooks Window Help
O | < ed [ E DB w YHOM A LE & M| W e.

Ho messages from WHS via OLTP

Control Information

District : [56 Center : [E-Apps Worker:[ ] CaseMumber:[_____ T |
FPresent Address -

o e et e e e
State: ] ZipCode:[ ] Phone |

Suffix Information & Active T Applying 7 Mo b5 P o Sanction Found Waorking Families [No
SNAP Sulfix [ 1 SNAP Status  [AP- SNAPRAC [0
A MA Actual Rent M
Monthly [ Less Any PAH/M  PA Level
Sulf Case Name Col  Stat BAC Stat  HAC  Rent Contributions]  RENT ___ Hent

Next CA Recert date Last CA Recert date Last MA Recert date |

Case Member Information

Suff Ln CIN Hame Relation Do 55N UHSHW CA MASHAP
N I 1 [ I O rF BOk

[T | Previous | Update H/H Comp Or Address
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Attachment A

Adults in Household window

This window contains information about the head of household and individuals age 18 or
older. If the applicant does not enter information for the fields listed below, the following
default values are pre-filled by POS to allow the registration of the case in WMS:

e Date of birth — 1/1/1911 is entered.
e Sex —F (female) is entered.
e Ethnicity (Multi Ethnic Fields) — Yes is entered for all ethnicity fields.

Note: An example of an E-App with the default values entered by POS is shown in the
screen shot below.

The MARU Worker must not change the default values. When default values are used,
the TIPS Interviewer conducting the telephone interview or the Home Center Interviewer
conducting the in-person interview will be required to confirm and enter the correct
information.

If an invalid Social Security Number (SSN) is provided for a household member, WMS wiill
not complete the auto app-reg. The MARU Worker must delete the invalid SSN to
register the case and enter a detailed case comment regarding the deletion of each SSN.

To continue, the MARU Worker clicks the Next button on the window.

F5 POS 9.2 - [Adults In Household] 11:15154M  Friday, Febouary 20, 2015
Fil= Edit Took ‘Window Help
Gl Do B wYEQN @ S| 2 00F Woes
Adults
-
Last Hame Fust Hame Middle Name Relationship Sex |
[ [ [ | =||Casehead =l IF =
Required for Applying Adultz ONLY
Individual is a: Applying For
Sulfix
T =]
" Spouse of Casehead [T MA Other Mamels)
[T ¥es & No
& Casehead ¥ SNAP D.0.B LG
 Mone of the above I Mone 01/011911 Marital Status
. =
Multi Ethnic Fields
Hizpanic/Latino Asian Mative Hawailan/Other Pacific |slander
¥ Yes © Mo II': Yes " Mo IIT e " Mo
Native American or Alazka Native Black or Aftican American White
* Yes Mo Ii- Yes T Mo * Yes Ho
Next | Previous |
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Attachment A

Children in Household window

This window contains information about children younger than 18 years of age.

If an invalid Social Security Number (SSN) is provided for a household member, WMS wiill
not complete the auto app-reg. The MARU Worker must delete the invalid SSN to
register the case and enter a detailed case comment regarding the deletion of each SSN.

To continue, the MARU Worker clicks the Next button on the window.

FS POS 9.2 - [Children In Household] 11:1541 AM  Fnday, Febeuary 20, 2015
Fle Edt Tools Window Help
o ) [S [ P Ty B wuYEQON A E LM A WD B
Children
VLa:l Name Furst Name Middle Name Relationship to First Casehead Sex
I | | =] | =l
Required for Applying Children ONLY
Avelyina For SSN
Afiliated Sulfix [ — Other Namefs)
[ =l [CYes @ No
[~ SNAP Marital Status
I MA DOB lSingIelNevel Mamied L]
I Noe 0/00/0000
Multi Ethnic Fields
Hispanic/Latino Asian Native Hawaiian/Other Pacific Islander
I(‘Yes C No If"Ye: T No I("Ye:  No
Native American or Alaska Native Black or African American White
Yes No Yes No Yes No
List Parents’ Names Even If Not On Birth Certificate
Mother's - Maiden Nm:l ;] First Name: I _'_] Middle Name: |
Father's - Last Name: | ] First Name: ~] Middie Name: |
Hext l Previous I
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Attachment A

Food Stamp Household Composition window

This window indicates whether the household members buy food and/or prepare meals

with the casehead.

To continue, the MARU Worker clicks the Next button on the window.

Fs POS 9.2 - [Food Stamp Household Composition]

11:16:04 AM

Fridas, Febius 20, 2105

File Edt Tools Window Help

o ([ (& Ty B wYEeM A EL|ME WD E8
- Casehead Sulfix
Does this person buy food
andfor prepare meals with | ” |I:| l:l
Suffix _First Hame Last Name Mid _Relation

| I'-'t‘l'e: " No
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Attachment A

Address Information window
This window contains addresses, telephone, and Authorized Representative information.

If the applicant’s entire address appears in the Name field, the MARU Worker must
update the information to correspond with the actual POS Present Address fields on the
Address Information window.

For example, if the applicant entered an address of 216 East 112" Street into ACCESS
NYC, the MARU Worker must update the Present Address fields as follows:

e StNo-216
e Dir — East

e Name-112"
e Type — Street

The screen shot below shows the updated information in the example above.

A default address of 99 Undomiciled, Brooklyn, NY 11201 is pre-filled on the Address
Information window if the applicant is undomiciled and did not:

e Enter a mailing address; and
e Select a General Post Office (GPO) address.

To continue, the MARU Worker clicks the Next button on the window.

F5 POS 9.2 - [Address Information] 11:18:14 AM  Frday, February 20, 2015
Filz Edt Tools Window Help
0 || o I Ty B uYEQE AQ S & 004 ) 8
[Present Address | 15 the applicant/participant undomiciled? © Yes & No =
Type Apth City
St No/Dir/Mame: [216  [EAST  «|[112TH [Steet =] L 1
State:| NY  Zip l:ud-:l:]
Primary Phone: | - - Ext: | | | ARemate Phone: | - - Ext:| | x|
Huﬁﬂhrmﬂu:ml - -
ailing Address
Care of Mame: | Type Apt #t City
Instructions 5|"nm"mﬂg;[ |[Hune|;“ I ;" [
State: Zip Code:
Delete Mailing Addresz  © Yes Mo
F-nai Addiess I
E-mail: [ Verified: T Yes Mo

Resend Verification: [

Delete Email Address  © Yes © Mo

Hext | Previous
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Attachment A

Address Information window

Continuation of the Address Infromation window.

FS POS 9.2 - [Address Information]
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Attachment A

Center Selection window

This window is pre-filled with the SNAP center, in the FS Center field, for the case based
on the zip code of the residential address entered or the GPO selected by the applicant
on the E-App.

The outcome of the automatic app-reg process determines which of the following actions
occurs when the MARU Worker clicks on the Appointment Scheduler button:

e If the case was successfully registered in WMS, POS launches the Appointment
Scheduler; or

¢ If the case was not successfully registered in WMS, POS communicates with WMS to
register the case, and then POS launches the Appointment Scheduler.

FS POS 9.2 - [Center Selection] 4:49:53 PM Fridav, February 20, 2015
File Edit Tools Window Help
oot || oy B w+Eam @8] MK & e

Instructions

Select a center for this case. Then click on the 'Appointment Scheduler® button to launch the Expedited
Processing Determination window and the calendar so the appointment can be scheduled for this case.

FS Center. -

Appointment Scheduler |

Suspend the Activity |

Hext Previous |
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Attachment A

Appointment Scheduler

Working Families Hardship Waiver window

This window is pre-filled with the information entered by the applicant on the ACCESS
NYC website.

If the applicant prefers an in-person interview, the question “Does the applicant want to
conduct their interview by telephone?” will be set to No and the response cannot be
changed.

If the applicant requested a telephone interview and did not provide a telephone number,
the MARU Worker must change the Yes response to the question “Does the applicant
want to conduct their interview by telephone?” to No so that an in-person interview can be
scheduled.

Note: The MARU Worker will not know that the telephone number was not provided until
s/he reaches the Appointment Confirmation window, at which point s/he will need to
use the Previous button to navigate back to the Working Families Hardship Waiver
window to change the interview type from telephone to in-person.

To continue, the MARU Worker clicks the Next button on the window.

A Appaintmeent Scheduler

. Working Families Hardship Waiver

‘Working Family SNAP Initiative

13 any adult{1B years of age Of OlSer) Member of your HouseHold ither warking 30 or mare hours per waek ar

r &
waming $217.50 or more per waek? Yes ™ Mo

Are any two(2) adult mambers of your household each working 20 o mons ROWs per week of aaming 5145 or ~ P
mane per week? Yes ™ Mo
Does Mé husehold quakty ko WEFSH?

Mo

o memvewseoton ]

Does the applicant wand fo conducd Bair intensew by telophone? * ves © Mo

Hardship Watver Reason |41 adus have dificulty accessing transportation =]

Page 11 of 20



Attachment A

Expedited Processing Pre-Screening window

This window is pre-filled with the information entered by the applicant on the ACCESS
NYC website. The Appointment Scheduler automatically connects to WMS to determine
whether the household has already received SNAP benefits in the month of application.

If the expedited processing determination cannot be completed based on the information
submitted by the applicant, the checkbox Expedited Determination cannot be
completed is automatically selected.

To continue, the MARU Worker clicks the Next button on the window.

Note: The SNAP Application Expedited Processing Summary Sheet — NYC
(LDSS-3938 NYC) is saved to the HRA OneViewer when the Next button is clicked.

A Appointment Scheduler

Expedited Processing Determination "

r cannot be

Household qualifies for expedited processing? I Yes ] I Income $150 or less and resources $100 or less

hold already iving SNAP this month?
Income for the household this month:
Liquid Resources for the household:
Shelter Type for the household:

Dl Hiw hutaeiuld willer o doinbate fuliizs siiblier )z stz
e bluniyuys wipines fur thie hubzsiold iz anuntis
Does the h hold have a HeatAir Conditioning exp from mortgage this month?

Did the household receive a HEAP payment totaling greater than $20 in the current month or in the immediately
preceding 12 months?

Does the household have a utility exp

from this month?

12 Uit sl gl sty For s huussliuld des g il iy anuds Gis 725 yiess s bty et AN e days allsr
uyptlzuduey
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Attachment A

Appointment Scheduling window

This window allows the MARU Worker to select a date and time for the initial telephone
eligibility interview appointment. The bottom section of the window is pre-filled with the
information submitted by the applicant on the ACCESS NYC website, including:

e Best Available Times;

Note: If the applicant did not indicate a preferred interview time, the field will display
“Not found.”

Preferred Contact Number;

SNAP File Date;

Preferred Language for Speaking; and
Name.

A Appointment Scheduler

I~ Schedule a Same Day Interview

Tuesday | Wed
02/17/2015 | 0211

; 3 8/
2
Y,

A

Appt.Time

09:30 AM
(0530 AM - 01:30 PM))

10:30 AM
(1830 AM - 02:30 PM)

11:30 AM ¥ A
(114:30 AM - 03:30 PM))

12:30 PM
(12:30 PM - 04:30 PM))

3
01:30 PM s 2
3

(04:30 PM - 05:30 PM)
02:30 PM
(02:30 PM - 06:30 PM),

03:30 PM 1 3
(03:30 PM - 07:30 PM)|

04:30 PM A 3
(04:30 PM - 08:30 PM)

7, A v
%%

<4

Best Available Times SNAP Féle Date: February 9, 2015
The applicant indicated that the best times to call for an interview are: 12:00PM -1:00PM L for English

Preferred Contact Number:

Name:

1

The MARU Worker must document his/her contact with the applicant by adding a case
comment. The MARU Worker clicks the Case Comment button to open the Case
Comment window (see screen shot on the following page).
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Attachment A

The MARU Worker must:

e Type the case comment in the Comments field; and
e Click the OK button to close the Case Comment window.

Note: The case comment is saved to POS when the MARU Worker clicks the Next
button on the Appointment Scheduling window.

SNAP Intake &r; | Appointment Scheduling
e |
Enter 3 Comment for the Appointment Case
Case Mumber:
sumc[ ]
ol ]
C
This 12 & sample comment for the case| |
-
1963 characters left

The MARU Worker is returned to the Appointment Scheduling window when s/he clicks
the OK button on the Case Comment window.

To continue, the MARU Worker clicks the Next button on the Appointment Scheduling
window.

BestAvailable Times SNAP Fise Date: February 9, 2015
The applicant indicated that the best times (o call for an interview arec 1200PM 1:00PM Preferred Language for E
Praferred ContactMumber: [ | Kame:
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Attachment A

Appointment Confirmation window

This window allows the MARU Worker to save the selected interview appointment. The
MARU Worker clicks the Schedule the Appointment button to save the interview
appointment. This action automatically sends a message to MIS Mail Distribution to print
the Supplemental Nutrition Assistance Program (SNAP) Eligibility Interview Appointment
Notice (W-119) and the accompanying Supplemental Nutrition Assistance Program
(SNAP) Documentation Guide (W-129G). MIS Mail Distribution mails the W-119 and
W-129G to the applicant.

The Appointment Scheduler automatically returns the MARU Worker to his/lher SNAP
Eligibility Specialist queue after the interview appointment has been successfully saved
to POS.

Appointment Confirmation

Interview Will Be For:

PP

11:30 AM - 03:30 PM, on Wednesday 02/11/2015
I Telophcas Intonvéew T nomoer [ ] ‘ |

Prefarrec Comact Number.
Phone Number:
Pager/Cell

To confirm the appointment, click on the button labeled 'Schedule the Appointment’, The SNAP Interview Appointment Notice will be
printed.

i Schedulo the Appomtment |
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Attachment A

MARU Supervisor Responsiblities for Assigning E-Apps to MARU Worker Queues
MARU E-Apps Queue

The MARU Supervisors is responsible for assigning cases from the MARU E-Apps
gueue when the POS auto-assignment process stops at 4:00 PM. The MARU
Supervisors assign the E-Apps to the available MARU Workers and/or from a MARU
Worker's SNAP Eligibility Specialist queue to the MARU E-Apps queue.

At the end of the business day, the MARU Supervisor re-assigns all cases that originated
from the MARU E-Apps queue that were not started by the MARU Workers back to the
MARU E-Apps queue, to be included in the next morning’s auto assignment process.

MARU E-Apps Exception Queue
The MARU Supervisor is responsible for monitoring and assigning the cases from the

MARU E-Apps Exception queue at all times. The cases in this queue are not part of the
POS auto-assignment process to a MARU Worker’'s SNAP Eligibility Specialist queue.

The MARU Supervisor must always assign the oldest case first. The MARU Supervisor
sorts the cases, from oldest to newest, by clicking on the Due Date column header.

4:13:07 PM Friday, February 20, 2015

F5 P05 9.2 - [Activities Management]
File Edit Tools Window Help

le|o|E[£ (0 E k]

& hction =2FET Dhzue |
Lnit Filk Activity Type Filk Activity A Filk
it Filter Conter [F61 <1 REP1 r cwly. yp!e ilker . I Activity pprove. i z.ar .
Worker 8 ‘ Lpplication Interiew T Eeprove dpplication [ktendzw 7
CMU ||MARU E-Apps EXC'I ESHER [ssuance ™ Apprave ESHAR [ssuance &
Uncovered 1 Becert [ntemiew &pprove Hecertification
Change Eaze Diata [T Spprove Change Case Data [0
Error Eomectionz - fpprove Ermon Comections [
[ Auctivity Statuz Filker ther ™ Apprave Other 7
Suspended ™ Femoved [T [~ Asctivity Slert Filter Filker
ot Scheduled I Completed [T Coming Buel™ =
Mt Started I~ Myerdus ™ il
Activity |  Duepate | Alert | Case Name | cCaselo [sufcenter| H
SNAP E-application Submizsion | |NA | | | 1 | F29 | i
SNAP E-application Submission [ s [ T '|1_| F29 |_
SNAP E-application Submission [ i [ T Trrs |
SNAP E-application Submission [ 3 [ T Trrs [
SNAP E-application Submission [ s [ T Trrs |
SNAP E-application Submission [ s [ T '|1_| F29 |_
SNAP E-application Submission [ s [ T Trrs |
SNAP E-application Submission [ 3 [ T Trrs [
Total: -
| | »
Start I Bizsian Remave | Scheduls Feapening Update Dizposition | WS | Yiew Your Schedule | Eommentl
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Attachment A

Conducting the SNAP Application Interview

Telephone interviews are conducted by the regional Telephone Interview Processing

Services (TIPS), which is based on the applicant’s residence address/General Post Office
(GPO) zip code.

In-person interviews are conducted by staff at the applicant’'s Home Center, which is
based on the applicant’s residence address /GPO zip code.

SNAP Application Interview Log

The E-App field on the Application Interview Log window allows HRA Workers to know
which applications were filed via the ACCESS NYC website. POS automatically assigns
cases to TIPS Workers based on staff schedules and availability. The Agile
Communication Environment (ACE) is a telephonic system that was integrated into POS
to assist the telephone interview process. TIPS Workers initiate the telephone interview
process directly from their queue. ACE records all contact attempts and results.

For more detailed information, refer to PB #13-116-SYS.

[Application Interview Log

Conter ID

Seaich By Acpicanon Type Filer APEOITeRt Sta8s3 Fiter

© sccontect Date Tare Nomter Workrg F ardes Kagt Agportrent
@ Seiectes Dste r-Center Fades To Keep Agportment
cao None
Laat name of Y/ Teeghice Efpe
Oute Range Case head or payes € st
r
o Exclude dummy case tumbers Orgnal Appontment Date

_-mmm—-mmmm

. .
o3
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Attachment A

Messages for Applications with Default Values

If the applicant does not enter information for the fields listed below, the following default
values are pre-filled by POS to allow the registration of the case in WMS:

= Date of birth — 1/1/1911 is entered;
= Sex - F (female) is entered; and
= Ethnicity (Multi Ethnic Fields) — Yes is entered for all ethnicity fields.

When a default value was used, a message appears when the interviewer clicks the Next
button on the Case Member Information window:

= The applicant did not provide all of the required information to register the
application and system defaults may have been used. Please verify the following:
Date of Birth, Sex, Address, Ethnicity and Language Fields. Please make all
necessary changes when the application modification is launched.

SNAP POS starts the Application Modification activity to allow the Worker to enter the
correct date of birth, sex, address, ethnicity and/or language information.

FS POS 9.2 - [Case Member Information) 1145008 A Friclay, Fabiuan 20, 2015

File Edit Tooks Window Help
o | <2 o 4B wYHEAGH A S £ MF W Es

(The 'Case Member Information’ window lisis the individuals who are currently on the case. Please ask the
applicanifrecipient whether anyone who lives with them is not listed in the "Case Member Information” section.
Case Member Information

. Citizen /
Suff Lm CIN Hame: A elation Doe S5H Wal Sex Mational SHAP AFIS/S

i [Eovohend [r r Fapape [

Hougsehold Composition
Iz there anpone who lives with pou who is not listed above? [~ Yes & No
Interview Disposition
Appointment Date: [ | Appointment Time: | Edpp: [T Yes & Mo
Failed to Keep? [ Yes © No
Telephone Interview? [ Yez € Mo Telephane Number: | | Estension:[

Mexd Achion|Please chck the 'Mext” bullon to contimue,

o provoss |

The system will continue to display the warning message in subsequent activities, but will
not start the Application Modification activity:
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Attachment A

= The applicant did not provide all of the required information to register the application
and system defaults may have been used. Please verify the following: Date of Birth,
Sex, Address, Ethnicity and Language Fields.

Message in Case Member Information Window

Information ﬂ

The applicant did not provide all of the required information to

Q register the application and system defaults may have been used.
Please verify the following: Date of Birth, Sex, Address, Ethnicity
and Language Fields. Please make all necessary changes when
the application modification is launched.

New TAD business rule for default values

When the applicant enters partial information in the ACCESS NYC websites and default
values are used to allow registration of the case in WMS, a new TAD business rule in the
SNAP Application Interview will warn the Worker and Supervisor processing the case
decision to verify the date of birth, sex, ethnicity, address and language information for
the case;

= Message: Please verify the DOB, Sex, Address and Language Info for this E-App.

= Additional Procedure: The applicant did not provide all of the required information to
register the application and system defaults may have been used. Please verify the
following: Date of Birth, Sex, Address, and Language Fields.
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Attachment A

E-App Filter for Reports Generated in the POS Management Console

The E-App filter allows SNAP management to generate reports related to the FS
Tracking, FS Aging and FS Timeliness for applications filed through the ACCESS NYC

website.

FS Tracking Tab

[ ros Management Console - [SNAP TIPS 43 (Food Stamps F40 F45 F46)]

[ File Tools Window

IBEITEIFIRNE]

Timeframe Selection |~ Area Filter — Application Detail Filter Display

& Tod = = Source Type Case Status & Dat

o Center-Wide Wakm [ In-Person I Appiying ¢ Summary

Yesterdzy o CBO Partners I Phone I” Rejection " Graphs

" Past7 Days © Worker e [~ Working Families [ Acceptance

" Past4 Weeks  Uni I” Deferred [” single Issuance

Y — TR = Oher 1™ jhcome [~ Closed Change
) " Case etrieve BY: 1 = 0 de Fair Hearing SEPDT Center

~ Specify Range % File Date " Include R

00/00/00 to [00/00/00 ¢ Start Date Fiter_| & Exdude

FS Aging Tab

X pos Management Console - [SHAP TIPS 43 (Food Stamps F40 F45 F46)]

[® 7 File Tools Window

|e|alx|c| Al

— Workers Application Detail  Milestones || Display — Retrieve by:—
" wiarker Source |1 | & Al & Summary & File Date
= Uni ™ walkIn e C By Unit Worker ¢ Start Date

Unit wforker ¥ Phone
 CMU [__CBO Partners — e " Range T ByCMU - Ir§EF'DT
& Centerwide | E-App | Deferred I Filter | & E;Llﬁse
" Case Other [ Include Fair Hearing - I -
Case Status Change — Deferral - ——
_AII -
( ™ Applying (4P) [ Single lssuance (S1) Days Oid || Center Al

FS Timeliness Tab

L POS Management Console - [SNAP TIPS 43 (Food Stamps F40 F45 F46)]

[®7 File Tools Window

BEIEIEIENL]

Time limits ( Calendar days)

— File Date Selection _;i__'\l'orkers
 Today - ‘L'I":]Dit”:;'mke[ 5 Days { New York State)
& Yesterday 7 Days (USDA) e
€ CMu Cases that are not eligible for expedited
€ Past7 Days & Center'wide . gIu'e Tor expeatts Cincude |~ Include Fair Hearing
 Past 4 Week  Case processing must have a decision within 30 & Exclude | In-Center/Ph
as EEKS days after the FS file date. (-"'N?" erfrhone Change
" AMontn I j' ™ Expedited Issuance on 6th or 7th day Repart Qutput " |In-Center Center
1~ gpecify Range DummyCaseﬂs Case Status (leave blank for ALL) | | & Display Data * Phone
['oomomo to [ 0o/0/m0 T include ©* Exclude || AC T RI[C CLT AP [T Sl ||{ Display Calculation Fiter_|
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Form W-119B
Rev. 03/31/15

SNAP Center:

Human Resources
Administration
Department of

Social Services

Non Cash Assistance Supplemental Nutrition Assistance Program (NCA SNAP)
Supervisor's Assignment of Cases

Date:

Family Independence
Administration

Eligibility Worker

Eligibility Worker

Eligibility Worker

Eligibility Worker

Eligibility Worker

Case Name Case Name //\E //\\ C \se N A1e —\\ —easle Name Case Name
NS | /AN N/ N
W=\
Al WY UL —
Prepared by: For:

Signature of Supervisor

Application/Recertification Unit




Form W-706B
Rev. 03/31/15

Supplemental Nutrition Assistance Program (SNAP)
Pending Applications Control

Human Resources
Administration
Department of

Social Services

Family Independence
Administration

"A" Group Number:

Card Number:

Group/Section:
Date , SNAP Action Control Mail/Fax
SNAP 25th Case Name Case Worker's Interview 30th
Appl- Day Number Name Day Expe- Single Deferred A t Reiect Appl. Returned RFI Date Rec'd Due Decision
Filed dited Issue elerre ceep elec No Signature Only ale Rec Date Comments
— 1 ™ ]
— 1

QPN

J AV gy .

)=




Form W-901K LLF Human Resources | Family independance
Rev. 03/31/15 Administration | Admanistration

Departmant of
Social Services

Date:

Case Number:

Case Name:

NCA SNAP Center:

Incomplete Supplemental Nutrition Assistance Program (SNAP)
Application Form

On , we received your SNAP application and supporting documents. A
review of your application indicated that it was not signed. The application process cannot begin until
we receive a signed application. Please sign page 5 of your application and immediately return it with
the accompanying d ents in the enclpsed postac ' lope. We \AiLl-t-hen-bF able to begin
the application pro igibility interviey




Form W-901K (S) LLF
Rev. 03/31/15

Human Resources | Family independance
Administration | Administration

Departmant of
Social Services

Fecha:

Numero del Caso:

Nombre del Caso:

Centro NCA SNAP:

Formulario Incompleto de Solicitud del

Programa de Asistencia de Nutricion Suplementaria (SNAP)

El

recibimos su solicitud SNAP y documentos justificativos. Una

revision de su solicitud indicé que no fue firmada. El tramite de'sqlicitud no puede iniciarse hasta que

nosotros recibamos

inmediato con

elegibilidad.

giha5de s d y devolverla de
re| con prepagado.

ite de) soligitud y fealizar una entrevista de
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