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POLICY DIRECTIVE #11-25-ELI
(This Policy Directive Replaces PD #11-19-ELI)

REVISION TO THE FOOD STAMP TELEPHONE RECERTIFICATION INITIATIVE

Date: Subtopic(s):
July 21, 2011 Food Stamp Recertification
AUDIENCE The instructions in this policy directive are for Non Cash Assistance

Food Stamp (NCA FS) Center staff.

REVISION TO THE This policy directive has been revised to delete the marginal comment

PRIOR DIRECTIVE  which stated “NCA FS participants always have the option to walk into
any Food Stamp Center to conduct a recertification interview during
the certification period”.

POLICY At recertification all NCA FS households must be interviewed to
determine their eligibility for continued FS benefits. The recertification
interview may be conducted through one of the following methods:

e in-person
e automated telephone response system (Interactive Voice
Response System [IVRS])
e telephone (person-to-person)
See PB #11-45-OPE for at a local community based organization (CBO) or

information on home visit e home visit (if applicable).
requests.

Only NCA FS unengageable participants who have no earned income
and no changes to report are eligible to recertify via IVRS. Most other
NCA FS participants are strongly encouraged to recertify by
telephone interview (person-to-person). Exceptions to the telephone
interview option include households that have an individual requiring
finger imaging and households that request an in-person interview.

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 or fax to: (917) 639-0298

Distribution: X


http://fndocmtc.hra.nycnet/HraDocSearch/DirectAccess.aspx?DocId=003864383

BACKGROUND

The Notice of Decision
on Your Food Stamps is
system-generated by
Code Z95 in the Client
Notices System (CNS).

See the Participant
Telephone Calls to the
NCA FS Center section
beginning on page 39 for
more information on this
process.
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The FS telephone recertification initiative was implemented to enable
FS participants to more conveniently provide pertinent information
concerning their recertification and to improve the NCA FS Centers’
efficiency in completing and processing FS recertifications. All
households except those that have individuals requiring finger
imaging have been included in this initiative.

The following forms are used in this initiative:

e Food Stamp Benefits Application/Recertification (LDSS-4826);
¢ Notice of Decision on Your Food Stamps; and
e Incomplete Food Stamp Recertification Form (W-901F).

Form LDSS-4826 is the FS application a participant must complete
and sign in order to recertify for FS benefits.

The Notice of Decision on Your Food Stamps provides a scheduled
date and time for the telephone interview and the telephone number
at which the participant will be contacted. The notice also provides the
telephone number to the designated NCA FS Center for the
participant to call:

e if the scheduled date/time for the telephone recertification
interview is not convenient for the him/her;

e if the telephone number listed for the household is not correct;

e if the participant prefers to be contacted at another number; or

e if the participant prefers to be interviewed in-person.

Form LDSS-4826 and the Notice of Decision on Your Food Stamps
are part of the recertification packet sent to the participant at least two
weeks before a scheduled interview. The participant is instructed to
complete, sign, and return Form LDSS-4826 along with copies of any
required documentation either by mail using the enclosed postage-
paid envelope or in-person at his/her designated NCA FS Center.

Form W-901F serves as the cover letter when the LDSS-4826 form is
returned to the participant because he/she did not sign page 5 of the
recertification application.

The BRC-901D brochure is provided to NCA FS applicants at the
initial application interview and is sent two months before the
recertification month.
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FS Telephone Recertification Processing

FS telephone recertifications are processed by the Control Section in
Home Centers and by the Telephone Recertification Group in Change
Centers.

The Control Section in Home Centers is responsible for handling:

e FS recertification packets forwarded from the Mail Processing Unit
(MPU);

= the Home Center MPU date stamps all completed FS
recertification packets received at the NCA FS Centers and
forwards them to the Home Center Control Section for

processing
See PD #10-36-OPE for = recertification packets returned as undeliverable by the U.S.
the process for handling Postal Service will be processed by MPU

returned mail.

e the processing of missed telephone recertification appointments;

e case closings for missed telephone recertification appointments;

e cases that have missing or illegible telephone numbers on Form
LDSS-4826; and

e telephone calls from households regarding FS telephone
recertification.

The Telephone Recertification Group in Change Centers is
responsible for handling:

telephone interview assignment and preparation;

telephone interview contact attempts;

successful telephone contacts and interviews;

unsuccessful attempts to make telephone contact;

telephone recertification approvals;

requests for additional/missing documentation/signatures for

telephone interviews;

e the return of additional/missing documentation/signatures for
telephone interviews; and

e the failure to return additional/missing documentation/signatures

for telephone interviews.
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REQUIRED FS Recertification Packets Forwarded from the Home Center MPU
ACTION

Upon receiving a recertification packet from the Home Center MPU,
\';'V‘(’)Tkeerce”ter Control the designated Control Worker will review Form LDSS-4826 to
confirm that the participant provided the required signature. Although
Form LDSS-4826 requests two signatures, only the signature on
page 5 is required to complete the recertification. If the signature on
page 5 or both signatures are missing, the Control Worker must:

e If no signature at all is provided, send the participant the
application, accompanying documents, and Form W-901F
advising him/her to sign page 5 of the application and return it and
any accompanying documents in the enclosed postage-paid
envelope. Annotate the Food Stamp Program Pending
Applications Control (W-706B) form.

Signed and completed e If the application has only been_ sig_ned on page ;,_mail Forr_n_
applications along with W-901F and a copy of the application to the participant advising
accompanying him/her to sign page 5 and return the copy of the signed

documents must be application in the enclosed postage-paid envelope.
scanned and indexed.

= |If the signature is on page 1 but not on page 5, the application
filing date is preserved but the recertification process cannot be
completed.

If Form LDSS-4826 is returned signed and completed, the Control
Worker must scan and index the application along with any
accompanying documents (including Form W-901F if sent to the
participant) into the electronic case record and execute the following
actions in FS POS:

FSPOS actionsforthe o  Access the MONIQ/FS Reception window;
Control Worker e Select the Recertification Interview Log option in the FS
Reception drop-down menu;
e The Instructions window for the Recertification Interview Log
appears. After reading the instructions, click the Close button.

Instructions window tnstructions |

[The Recertification Interview Daily Log will display all recertification interview appointments for the
selected date range.

To view appointrents, select e search criteria and appropriate filters, then click on R etrieve.
Tofilter the data that was already retiiesved, update the selections in the filker section and click Filter_
Click on Display to select the columns that should be displayed on the scresn.

Click on Print to select the columns to be printed and print the on-screen output.

To aszign the failed to keep transactions, click on the Process Failed to Keep Transactions
button.

Click on the Exit button to close the window.

Close |
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The Recertification
Interview Log window
allows NCA FS Center
staff to view past,
current, and future
recertification interview
appointments.

Recertification
Interview Log window

Click
Retrieve
option.

Use desired
search criteria.

Select case
from the list.

PD #11-25-ELI

The Recertification Interview Log window will appear. Execute
the following actions:

= Use the desired case search criteria in the Search by box,
such as:

— Appointment Date (select date or specify date range)
— Case Number
— Case Name

= Click the Retrieve option from the tool bar;

= Alisting of all cases that meet the search criteria will appear.
Select a case from the list and the case will be highlighted

= Click the LDSS-4826 Received button.

FS POS Version 4.2

File Retrieve Print Filter Display Summaty

Recertification Interview Log [Center Number F40]

—Search hy —Appoinment Type —————— | Appoinment Status —
& Appointment Date (* Case Number ™ Telephane Interview Ay
Kent
& Gelect Date I— [” In-Center Interview r Aggointment
Wednesday,  July 14, % I” Potential RS - Falled o Kear
 Specify Range " Case Name I Mo Change Appointment
lFrfom—; leof— ™ Original Appointrnent date I Naone
- [ LD5S-4826 Recd [ CBO
™ Homehound I” Auth Rep AFIS Reports |
Case No Case Name Spoken Interpreter Appt Date | Appt Time ng
Lang R
Spanish fes 07472010 03:00 PM e
English Mo 071472010 04:00 PM 03
’ Mo 07/14/2010
[ JEERE vz OEIPH e,
« —_ | _»H
>
Y
: LDSS 4826 Kept Failed'to Keep | Process Failed to :
E=lanp\ Received dmtam peschedd Appointment Appointment | | Keep Transaction B
\ /
~Na
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e The LDSS-4826 Received window will appear. The Control
Worker completes the following fields and clicks the OK button:

= Mail Returned or Undelivered? (selecting the No option
enables the fields below)

= Signed LDSS-4826 received?

= Date LDSS-4826 Received

= Envelope Post-Mark Date

MPU must annotate *= Interview Type (defaults to Telephone)

information for Mail = Contact Number and, if applicable, Extension
Returned/Undelivered

mail on the LDSS-4826 T ot HEE

Received window.

Case Mumber:

Select No

Case Mame:

e ettt et MPU will
select Yes;
note date of

1
Date LDS5-4626 Received: Saturday May 17, 2008 =41
[T - | i returned or
Complete fields Envelope Post-Mark Date: I Sailrday . May 17,2008 _.,_i : undelivered
i mail.
Interiew Type: ‘i" Telephone " In-Center ‘|
1
Contact Mumber: 5 @ Extension: 1
[ = ¢, | —
Did the applicant request a new call ‘ s & Mo ‘
tirme?
Date: Saturday Iy 17,2008 _'_i Tirme: I ;'i
OK | Cancel |
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Telephone Interview Assignment/Preparation

The Change Center Control Supervisor must assign cases to the
ES/Worker the day before an interview by executing the following
actions:

e Access the Recertification Interview Log window;
e Select the case from the list using the applicable search filter(s)
and click the Assign button;

Recertification

. . File Retrieve Print Filter Display Summar: w0
Interview Log window Recertification Interview Log [Center Number F40]
[ Search by Appoinment Type [ Appoinment Status
' Appointment Date " Case Mumber I Telephone Interview (Pl
Kept
% Select Date I I In-Center Interview . AsSnintment
[wiednesday, Huly 14, =] I Potential VRS — Failad to Kesp
 Specify Range © Case Mame I Mo Change Appointment
| FT’"I | T:E - I ™ Original Appointment date I~ Mone
- - I LDSS-4826 Recd [ CBO
™ Homebound ™ auth Rep AFIS Reports |
Case Name Spoken Interpreter Appt Date Appt Time Llil
Lang R
Spanish res 07M4/2010  0Z:00 Pm [T
English Mo 07H14/2010  04:00 PM It
SeIeCt case to forwa'rd English Mo 07H4/Z010 0400 PM I

to ES/Worker.

_ O7A 42010 |04:00 P w

Spanish Mo 0¥ arzo10 04:00 P S
English (¥} a7M 42010 04:00 P YEv
/
< \ | _l_I
l . \ LDSS-4826 Kept Failed to Keep Process Failed to -
\ Assign Received Contact Reschedule AppE T 3 eep Transaction Exit
7/
S -—

o The Referral Action window will appear. Select the ES/Worker
or designee to forward the case to and click the OK button.

Referral Action window Referral Action
(select FS Eligibility
Specialist or designee)

a | Unit | Last Name | First Hame | Phone
Select FS y ' ' '
ES/Worker or igibility Specialist
designee gibility Specialist

FZ Eligibility Specialist
F= Eligibility Specialist
FS Elinibility Specialist
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Recertification Worker

Activities Management
window

PD #11-25-ELI

Upon receiving an assignment, the ES/Worker must access the Action
tab from the Activities Management window, select the Review Case
activity, and execute the following actions:

Thursday, July 15, 2010

FS POS 4.2 - [Activities Management]

File Edit Tools Window Help

[ o & mar|w

B Action | B, FAOFS Elighiity Spacialit Gueus |

Activity Description

Application Modification

Application Referrals
Casze Member Addition
Document Intake
EFS Issuance [NCA FS Case)
Enor Correction

FS Application Interview

Case activity.

Select Review

FS Case Transfer
FS Change Case Data
FS Recert Interview
In-Center Referral

See PD #09-43-SYS for
RFI, PD #11-11-EMP for

TALX, and PB #11-50-SYS

for SOLQ.

Activities Management
window

I\ Make Case Comment
Print a Form

Start Lssign Hemove Schedule Heopening Update Disposition WS View Your Schedule I EﬂmmEﬂll

¢ Review the application and accompanying documents scanned in the
HRA OneViewer. Determine if Form LDSS-4826 has the required
signature on page 5;

o Verify information with Resource File Integration (RFI), TALX/The
Work Number Service, State Online Query (SOLQ) System, and the
Automated Finger Imaging System (AFIS) where applicable;

e Compare information submitted with case information in WMS, POS,
and the HRA OneViewer. Enter case comments using the Make Case
Comment activity if a signature is missing or any discrepancies arise.

Thursday, July 15, 2010

FS POS 4.2 - [Activities Management]
File Edit Tools ‘Window Help

[& [ | mer e

@ Action | L, F40 FS Eligibility Specialist Queus

Activity Description
Application Modification
Application Refenals

Select Make
activity to enter

if necessary.

Case Comment

case comments,

Case Member Addition
Document Intake
EFS Issuance [NCA FS Case)
Error Conection
FS Application Interview
FS Case Transfer
FS Change Case Data
FS Recert Interview

In-Center Refemal

Make Case Comment
Print a Form

Review Case |

st | | assion Femove Schedule Reopering Update Dispasiion || s Views Your Scheduls | Commen |
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Recertification Interview
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Contact Attempt

On the date and time indicated on the Recertification Interview Log
window (Appt Date and Appt Time columns), the Change Center
ES/Worker must attempt to call the participant to conduct the interview.
This first attempt (and every subsequent attempt) must be recorded on
the Contact Attempted window, which is accessed via the Contact
button from the Recertification Interview Log window.

FS POS Yersion 4.2

. File Retrieve Print  Fiker Display Summar: v
Lo g window Recertification Interview Log [Center Number F40]
[ Search by Appoinment Type Appoinment Status
& Appointment Date £ Case Number I~ Telephone Interview (R
- Kept
* Select Date I I In-Center Interview r Appointment
\Wednesday,  July 14, = I Potential MRS Failed to Keep
 Speciy Range " Cage Name I Mo Change Appointment
IF:”'”—I ITIE'I— I I™ Griginal Appointment date I~ None
- - I LDss-4826 Recd [ cBO
™ Homebound ™ Auth Rep AFIS Reports |
Case No Case Name Spoken Interpreter Appt Date Appt Time Llﬁl
Lang R
Spanish Yes 07/14/2010  03:00 PM Me
Call participant I " o owst oamoEM N
on indicated English Mo 07/14/2010  04:00 PM e
date/tl me 07/14/2010  |04:00 PM H
————— ———Joum No 07142010 B400FM Mo
N =i No 07742010 0400 FM Ve
£l | _'l_I
N LDSS 4826 Kept Process Failed to N
Sssing Received Contactffiit==cheduls Appointment Keep Transaction | F*

Unsuccessful Attempt to
Contact section beginning
on page 12.

Contact Attempted
window

Successful Contact

If the ES/Worker contacts the participant for the telephone recertification

interview, he/she must:

guestion and enter the date and time of the contact;

Contact Attempted

Enter first contact attempt
information here.

This window must be
completed each time an
attempt to contact the
participant is made.

select Yes next to the Did you successfully contact the client?

E B

Caze Hame -
Casehead Nam
- | SoutagtMurber, o | e— . - - Rte0sien
r Reguested call tirn —— 1
[ Contact Atternpt 1 l Contact Attempt 2
T Did you successfully contact the client? @ Ves ¢ No | Did you successfully contact the client? ¢ Yes Na
1 Date that the contact was attempted? 572908 = Date that the contact was atternpted? =
1 Time that the contact was attempted? 10-00 A = | Time that the contact was attempted? -~
O e e A S g o )
contact the clisnt?  © ¥es ¢ No =fully contact the client? (i
as attempted? = Date that th ntact was atternpted? 0
as attempted? = Time that the contact was attermnpted?
Interview Type * Telenhone  In-Center
Mew Contact Number. . Yes < No
Contact Murnber Extension
oK Cani
|
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¢ click the OK button to return to the Recertification Interview Log
window;

click the Exit button on the Recertification Interview Log window;
click the Open POS button from the MONIQ/FS Reception window;
check the Activity Type Filter box and the FS Recert Interview box;
select the case and click the Comment button to review all comments
entered during the recertification interview preparation step; and

e click the Start button to begin the telephone recertification interview.

Activities Man agement FS POS 4.2 - [Activities Management] 207.55AM  Thursday, Juls 15. 2010

W| ndOW File Ecit  Tools Window Help
oo & ma v
fAct\on % F40 FS Eligibility Specialist Queug |
Unit Filter W Activity Type Filter I Activity Spprave Filter
F& Application Intarvisw | Apprave FS Application [nterview [T
EFS Issuance [ Approve EFS lssuance T
. FS Recert Intarview [ Apprave FS Ressrtifisation 7
Select fi Iter F§ Change Case Datal Apprave FS Changs Gase Data [0
. . Enor Corrections [~ Approve Eror Conections [
criteria. I~ Activity S tatus Fiker ———————————————————— Dther [~ _ fppoveDiher I
Suspended [T Removed [T [~ Activity Alert Filter
ot Schedulsd I Completed = Coming Duel™
Mot Started I Dverdus &I
Activity | ouenate | Alert | Case Hame CaseHo |S Receive
IF_S Recert Interview | HELD) |
F3 Recert Interview | 7iFA0 |
FS Recert Interview | 7iEA0 |
Click to view
. all comments
Click Start to
X entered.
begin telephone
recertification
. . LIotal: 3 Cases
interview. p; - 4l N J
\ Stat | 1 ez | Bemave | Schedue || Fespening || Update Disposiion || s | view vour Sched\.‘l\e | Comment | v
N~ =7 -~

Once the interview has started, FS POS will update the appointment
status to Kept on the Recertification Interview Log window. The
ES/Worker must enter all required information for each window in the
FS Recertification Interview activity, per standard procedure for
recertifications in FS POS.

Note: Information obtained during the telephone recertification interview
supersedes information previously provided on the paper application.

FIA Policy, Procedures, and Training 10 Office of Procedures



LDSS-4826 Signature
Capture window

Select Unable to
Capture Signatures
option.

Ensure the required
signature on page 5 of
Form LDSS-4826 was
provided before
completing this step.
Otherwise, see the
Missing Documentation
and/or Signhature section
beginning on page 13.

Unable to capture
electronic signature
window

1
1
- : * Homebound casehead or signed application in record: :
Select option. ? R

PD #11-25-ELI

When the LDSS-4826 Signature Capture window appears during the FS
Recertification Interview activity, the ES/Worker must check the Unable
to Capture Signature box.

FS POS 4.2.1 - [LDSS4826 Signature Capture] T:4R49PM  Wednesday, Julv 28, 2010
File Edit Tools ‘MWindow Help

vt mals o s|lu @SN A 2SR & L HE| =D 8E

Withdrawal Signature/
Request to Close Case Signature
[~ Applicant refused to sign withdrawal or request to close case

Page 1 -
Applicant/Representative Signature
JPolk Lapi
If-=="="======="=77 == Sign
: [~ Unable to Capture Signatures |
tpmmm == Payes
Certification: Applicant Signature
Pelk. Lopil p—
Page5 -
Certification: Authorized Si
<= Sign
Page 5 -

== Sign

View Printed LD55-4526 | Hext | Print | Previous |

When the Unable to Capture Electronic Signature window appears,
select the Homebound casehead or signed application in record
option and click the OK button.

Unable to capture electronic signature

Please zelect the reason that the electronic signature(s) cannot be captured:

{" The signature pad is not working.

OK | Cancel |

Within the FS Recertification Interview activity, the appropriate budget
and TAD actions for the case must be processed by completing the
following windows:

Eligibility Determination
Budget

TAD

Grants Data Entry (if needed)
Print Forms

FIA Policy, Procedures, and Training 11 Office of Procedures



A case comment must be
entered whenever there is
a change made to the
case.

Second failed attempt

PD #11-25-ELI

After all required information has been entered on a window, proceed to
the next window by clicking the Next button until the FS Recertification
Interview activity has been completed.

If there are any changes to the case, the ES/Worker must indicate the
change made in a case comment.

When all interview windows have been completed, the Disapproved
Elements window will appear. Send the case to the Supervisor for review
and sign-off by executing the following actions:

e Click on the Next button on the Disapproved Elements window;

e The Close window will appear. Click the Complete Activity button;

e The Approval Assignment window appears. Select the appropriate
Supervisor to receive the case.

Note: The ES/Worker’s designated Supervisor is highlighted by
default. However, he/she may select a different Supervisor, if
necessary.

e Enter a case comment (if necessary) and click the OK button.

FS POS moves the case with the Approve FS Recert activity from the
Worker’s queue to the Supervisor’s queue.

Unsuccessful Attempt to Contact

If an ES/Worker is unable to contact a participant for the telephone
recertification interview on the first attempt, he/she must select No in
response to the Did you successfully contact the client? question and
enter the date and time of the unsuccessful attempted contact in the
Contact Attempt 1 section.

After waiting a short period of time (approximately 15 to 20 minutes), the
Worker must attempt to call the participant a second time. If this effort is
unsuccessful, the Worker must access the Contact Attempted window
and select No to the Did you successfully contact the client? question
and enter the date and time of the unsuccessful attempted contact in the
Contact Attempt 2 section. The Worker must also enter comments
regarding the unsuccessful attempts in the Comments box. The status of
the interview will automatically be updated to Fail in the Recertification
Interview Log window upon the second unsuccessful contact attempt.

Note: The Contact Attempt 3 and Contact Attempt 4 sections may be
used under special circumstances based on the Worker’s and/or
Supervisor’s discretion.

FIA Policy, Procedures, and Training 12 Office of Procedures



Contact Attempted
window

Enter second
contact attempt
information here.

PD #11-25-ELI

Case Mumber: lm
o ]
|

Casehead Mame: ST
I
o
|

Case Marme:

Contact Number: Extension

Reguested call time:
[ Contact Attempt 1 * [ Contact Attempt 2

Did you successfully contact the client? = Yas ™ Mo = Did you successfully contact the client? T Yas = Mo

Trate that the contact was attempted? 195;12;2093 Ea| : Date that the contact was attempted? IDS;Q,QDDB B |

Time that the contact was attempted? !09 00 am vi E Time that the contact was attempted?  [0915 am = H

i Contact Attermnpt 3 " Contact Atternpt 4
Did you successfully contact the client? € Yes € Mo Did you successfully contact the client? € Yes

Date that the contact was attempted? !DSHY&DDB j

Time that the contact was attempted? l -i

Date that the contact was attempted? ||}_,, i

Tirne that the contact was attempted? ! ,.I

Comments:

Unsuccessful contact attempts were made to reach the client on 5M12/08. The appointment status will be marked as “failed to
keep"

‘ Interview Type: = Telephone " In-Center ‘

‘ Mew Contact Mumber: I es = Mo ‘

Contact Mumber: ! z Euxtension l

(8124 Cancel

Telephone Recertification Approvals

For completed recertifications, the Supervisor must review the Approve
FS Recertification activity and place a check mark in the box for each
window to indicate approval/disapproval.

The Supervisor must also review the recertification packet in the HRA
OneViewer to ensure that information was accurately recorded in FS POS
and that Form LDSS-4826 has the required signature on page 5.

The Supervisor must approve the recertification using the Approve FS
Recertification activity and transmit the approval to WMS in order to
complete the processing of the telephone recertification interview.

Missing Documentation and/or Signature

If it is discovered during the telephone interview that the participant is
required to provide additional documentation and/or has not signed
page 5 of Form LDSS-4826, the ES/Worker must:

e When the Form Data Entry window appears during the
FS Recertification Interview activity, select Yes to the
Documentation Requirements (Form W-113K) option.

FIA Policy, Procedures, and Training 13 Office of Procedures



Forms Data
Entry window

Click Yes to the
Documentation
Requirements
(Form W-113K)
option if missing
documentation
and/or signature.

Response to Question
window for Form
W-113K —

Documentation [ RETURN APPOINTMENTS FOR ADULTS
Requirements = 7o be Finger Imagesd
= Whiict ettt peleon T For an employatility assessment

|

Enter a due date of
10 calendar days
from the present.

PD #11-25-ELI

2:07.08 PH ‘wednesday, July 28, 2010

FS POS 4.2.1 - [Form Data-Entry]

File Edit Tools ‘Window Help

[Hequesl for Identification Card/Temporary Medicaid Authorization [Form WG07A)

[Hequesl for Birth or Death Yerification from Agencies Dutside New York City [Form WE80)

Documentation Requirements [Form W-113K)

S ogial Secunity Admipistation - Cohsent for Release of Information (Form W515R)

[Requesl for Contact on a Food Stamp Application[Form DS54753)

q
[Requesl for Contact on a Food Stamp Applis=s= O
I

Spanish Hext I Previous

Upon selecting Yes to the Documentation Requirements
(Form W-113K) option, the Response to Question window will
appear. In the Response to Question window the ES/Worker must:

Enter a due date of 10 calendar days from the present and click
the OK button;

Response to Question

[Form W113K—Documentation Requirements |

- Due Date:
R ADULTS

r Ta be Finger Imaged

at Must return in person I~ Foran employability assessment

OK I Cancel I

Indicate the missing documentation. If the required signature on
page 5 of Form LDSS-4826 is missing, click the LDSS-4826 Food
Stamp Application option;

FIA Policy, Procedures, and Training 14 Office of Procedures



Response to Question
window for Form
W-113K —
Documentation
Requirements

PD #11-25-ELI

Response to Que: ;:;; > |

FORMS  FPlease return the following forms completed and signed where necessary:

™ w1470 Primary Tenart's Statement Regarding Decupancy of
Secordary Tensnt

Select the LDSS-4826
Food Stamp Application
option if the required page 5
signature is missing.

: I~ LDSS-4826 Food Stamp Application
l -

oK | Cancel |

Print Forms window

If no additional
documents and forms are
required, do not click the
Print button.

Select Forms
W-113K and W-119D.

= Click OK once the Response to Question window is completed.

Inform the participant that the Documentation Requirements and/or
Assessment Follow-Up (W-113K) form will be mailed to him/her along
with a postage-paid return envelope. Advise the participant that the
missing documentation and/or signature must be submitted within 10
calendar days in order to complete the recertification process;

When the Print Forms window appears during the activity, select the
W-113K and W-119D options and click Print to generate the notices;

FS POS 2.3.1 - [Print Forms] 6:01:21 PM

File Edt Tools window Help

EFIEREE R R ET TR R EEE L I EEE

Form No Form Descri Copies Forms «
DSS3151 Food Stamp Change Report Form eformn
D553152 Action Taken on Your Food Stamp Case efam
DS53574 Food Stamps Single Issuance

D553938 Food Stamp Application Expedited Processing Summary Sheet efam
DS54753 Food Stamps - Request for Contact/Missed Interview e-formn
EBT_23 Notice of Special Benefit efam
EXP_76R Documentation Receipt e-formn
M36 Notice to Report to Center efam
M3MM ification of Application Wi (Cash Assi . Food Stamps and Medical Assistance, e-forn_|
M40K Notice of Denial of Expedited Food Stamp Processing o Inability to Issue Food Stamp Benefits efam
M426 Referral for a Medicaid Eligibility Determination e-formn

555

ecurity Card Application

W129RR
W140v Food Stamp Recertification Notice [FE1 and FE3) esforn
PR -
Rl
Hext /l Print | | Previous
S~ - /

Once the forms have printed, click Next. A message will appeatr:
“This case was deferred. The case must be sent to the Supervisor for
review. Please select the Supervisor to whom the deferral approval
activity will be assigned and click the OK button to continue”;

This case was deferted, The case must be sent to the Supervisor for review, Please select the Supervisar to whom the deferral appraoval activity wil be assigned and dick
o the Ok button to continue,

FIA Policy, Procedures, and Training 15 Office of Procedures
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New window e The Approval Assignment window will appear. Select the
Supervisor, enter a comment (if appropriate), and click the OK button.

Approval Assignment

Selected Case

Suli Caseloai Casehead_ SSNr-
Select the Supervisor;

enter a comment Refer Caze To
(if applicable).

|Unit| Lazt Name I First Name LA Phone Number ;I

Title

FS Supervisor

I-FS Supervisor

I-FS Supervisor

I-FS Supervisor

F5 Supervizor

Enter Co If Any

Cancel | 119 |

Returned Deferral — If the deferral is disapproved after supervisory review, the FS Recert

ES/Worker Instructions  |nterview in the Worker’s queue will be updated with a description of “FS
Recert Interview — Returned Deferral”. The reason(s) for the deferral
disapproval will determine the next action(s) taken by the ES/Worker.

FS POS 4.2.1 - [Activities Management]

File Edt Tools Window Help
[ [ [mal| £ [ &F | e |
ot 200 [ |

Uit Filker v ctivity Type Filter I Activity Approve Filker
Worker (+ F5 Application Intervisw ™ Approve FS Application nteriew 7
Chill I 'I EFS lssuatce [ Approve EFS [ssuance T
Uncovered F& Recert Interview v Approve S Becertification [7
FS Change Case Datal™ Approve FS Change Case Data [T
Error Conections [ Approve Enorn Corections [T
[ tuctivity Status Fier Other [ Approve Other, T

Suspended T Removed 7 [ Activity Alert Filber Filter |

Mot Scheduled T Completed 0 Coming Due 7
Mot Started I ‘ Wyerdus T ﬂl
Activity Due Date | Alert | Case Hame | caseto |[suf]l  Receive

FS Recert Interview |
FS Recert Interview - Returned Deterral |

Total: 2 Cases

4] | il

Start | Agzign Remove Schedule | Reopening I Update Dispasition WS Wiew Tour Schedule I Cummenll
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Deferral for Documentation
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i | 4 EE

ticipant ur

Returned Deferral — ¢ If the deferral was returned because the required documentation for
SEgggt'L'g’ factor not an eligibility factor was not selected, the ES/Worker must:
= Go to the Address Information window and access Screen
Picklist through the window menu or through the Tool Bar icon;
FS POS 4.3 - [Address Information]
File Edit Tools | Window Help
=] <1;) SCreeEns F1z
- Wyibhidrawal
Prezent Addres
w 1 Address Information
St Mo/Dir/Hame:
Select the ‘
Screen Picklist
Icon. E =E BHE
~ EE = BB

Screen Picklist

Select the Eligibility window for which document must be
requested (Employment Information in this example);

|Emp|0yment Information

Household Composition

Case Member Information

Address Information

Additional Suffix Information

CIN Re-Use

Individual Detail

TALX Information

Food Stamp Household Composition
: Employment Information
Current Income

Medical

Resources

Shelter

Other Expenses
Education and Training
Other Information
ChildfTeen Health Program Script
Request to Close Case

Form Data Entry

| »

(0] 4 Cancel

FIA Policy, Procedures, and Training
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= Click Yes to access the Response to Question window;

FS POS 4.3 - [EMPLOYMENT INFORMATION] 44403 PM

File Edit Tools Window Help

INDICATE IF YOU OR ANYONE WHO LIVES WITH YOU THAT IS APPLYING:
Is Employed?

Is Self-Employed?

Iis Unemployed?

I'Panicipaning In A Stike?

Iis Anyone in the Household a Migrant or 5 I Farm Worker?

Select Yes to
respond to the
appropriate
question/issue.

Spanish | Mext Previous

= Click on the Document button;

Info from WRS Smith John
e Bauy Cullus L] L L
Employer
Street
City Click the
o — Document

ip
Wage Year Quarter button .

= Select the appropriate document. Leave the Scan checkbox blank
so that the eligibility factor will appear on the W-113K form. Click
OK to save the entry;

Accepted Document Scan NewDuc;I

IF‘ay Stubs o

Job Letter

IT ax Return o

Select the document. Iﬂualteﬂy Eztimated Tax Leave Scan
checkbox blank.

OK | Cancel |

FIA Policy, Procedures, and Training 18 Office of Procedures
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= Access the Form Data Entry window and Select Yes to the
Documentation Requirements (Form W-113K) option;

FS POS 4.3 - [Form Data-Entry] 4:42:25 P Friday. September 17. 2010

File Edit Toolk Window Help

Iﬁeque:l for ldentification Card/ T, icai ization (Form WE07A) ~ &
rRequesl for Birth or Death Verification from Agencies Dutside New York City (Form W680) P——
Documentation Requirements (Form wW-113K) &=
Fm:ial Security Administration - Consent for Release of Information [Form w515H) F—
I—Hequexl for Contact on a Food Stamp Apphcation(Form DSS54753] / -~ &
I—Reque:l for Contact on a Food Stamp Application (Form W-119) i ~ ©

=1

Select Yes to the
Documentation
Requirements
(Form W-113K)
option.

Fmeareln | Hext | Previous |

= Enter the new due date for the W-113K form in the Response to
Question window;

Response to Question

Entel’ new Due Date I\ [Form Ww113K—Documentation Requirements i =
r/—» Due Date:W

BETURN APPOINTMENTS FOR ADULTS

¥ TobeFinger Imaged

Smith John - Must return in person = For an employability sssessment

r To be Finger Imaged

j‘ Must return in person '- For an employability assessment

| | Must return in oK r ! Cancel | =

= Go to Print Forms to generate a new W-113K form. Click Next
once the form is printed to re-send the Deferral Approval activity
to the Supervisor.

FS POS 4.3 - [Print Forms] 4:49:20 Pk Fridk r 172010

File Edit Tools window Help

ot m|li | v B nymean @ =685 = &5 |00 = 8
Form Ho Form D. iphi Copies Forms ~
DS552474 551 Referral and Certification of Contact e-forn
DS53151 Food Stamp Change Report Form e-forn
D5531562 Action Taken on Your Food Stamp Case e-forn
DS553574 Food Stamps Single Issuance
D553938 Food Stamp i i E. i i Sheet e-forn
DS554753 Food Stamps - Request for Contact/Missed Interview e-[um_
EBT_23 Motice of Special Benefit e-forn
EXP_76R D ocumentation Receipt e-forn
M3G HMotice to Report to Center e-forn
M3MM ifi i of i i il (Cash i . Food Stamps and Medical Assistance; e-forn
M40K Motice of Denial of E i Food Stamp i or ility to Issue Food Stamp Benefits e-forn
M42G Refemral for a Medicaid Eligibility D etermination e-forn

SeIeCt Form W'113K . 5556 Social Security Card Application
w102 Motification to Participant of New Worker e-forn
W' 113K D ocumentation Requirements e-for
wii13 Request for Contact on a Food Stamp Application e-forn
w119D Eligibility Factors and Suggested D ocumentation Guide
wW125RR Motice of Food Stamp Recertification Appointment e-forn
Hext Print Previous
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Deferral for Finger Imaging

If the deferral was returned because an individual must be deferred for

Returned Deferral — . . .
finger imaging, the ES/Worker must:

Finger Imaging

= Access the Form Data Entry window using the Screen Picklist.
Click Yes for the Documentation Requirements (Form W-113K)
option;

44225 P Friday, &

FS POS 4.3 - [Form Data-Entry]
File Edit Tools ‘Window Help

|‘|’e: No *

[Hequesl for Identification Card/Temporaiy Medicaid Authorization [Form WEB07A)

[Heque:l for Buth or Death Yerification from Agencies Dutside New Yoik City [Form WE80)

[Dncumenlalinn Requirements [Form W-113K)

|§ncial Security Administration - Consent for Release of Information [Form W515R)

[Hequest for Contact on a Food Stamp Application[Form DS54753)

Request for Contact on a Food Stamp Application [Form 'Ww-119)

Select Yes for the
Documentation
Requirements
(Form W-113K)
option.

Spanish Hext | Previous |

» The Response to Question window will appear. Select the name
of the individual who must be deferred for finger imaging. Check
the “To be Finger Imaged” checkbox;

Select the name of
the individual who
must be deferred

for finger imaging.

N 1
Check the “To be

|F|:|rm W113K—Documentation Requirements I X
Finger Imaged”

Due Dale:ll]ﬂfZBfZl]]l]
RETURN APPOINTMENTS FOR ADULTS checkbox.
v Tobe Finger Imaged =

N ISmlthJohn L Must return in person l- Far an emplayability assessment

r To be Finger Imaged

I j' Must return in person r Far an emplopability assessment

| ‘s o r " cancel =~
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Select Form W-113K.
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= Go to the Print Forms window to generate a new W-113K. Click
Next once the form is printed to re-send the Deferral Approval
activity to the Supervisor.

FS POS 4.3 - [Print Forms] 4:43.20 PM

File Edit Taools Window Help

o @l ry|s|nyAan @ = $0s &£ M. |eo e
Form No Form Description Copies Forms =
D552474 551 Relerral and Centification of Contact e-forn
DS553151 Food Stamp Change Report Form efomn
D553152 Action Taken on Your Food Stamp Case e-forn
DS53574 Food Stamps Single Issuance
D553938 Food Stamp Application E: dited P ing & y Sheet e-forn
DS54753 Food Stamps - Request for Contact/Missed Interview e-lnm_
EBT_23 Motice of Special Benefit e-forn
EXP_7ER Documentation Receipt e-forn
M3G Motice to Report to Center e-forn
M3IMM Motification of Application Withdrawal [Cash Assistance, Food Stamps and Medical Assistance e-forn
M40K Notice of Denial of Expedited Food Stamp P ing or Inability to Issue Food Stamp Benefits e-forn
M42G Referral for a Medicaid Eligibility D etermination e-forn
555 Social Security Card Application

\ w102 Motification to Participant of MNew Worker e-forn
w113K Documentation Requirements e-for
w119 Request for Contact on a Food Stamp Application e-forn
w119D Eligibility Factors and Suggested D ocumentation Guide
W129RR Motice of Food Stamp Recertification Appointment e-forn
Hext | Print | Previous

Returned Deferral —
Deferral not required

Deferral Disapproved or Not Required

If the deferral was returned because the Supervisor indicated that there
should be no deferral, the ES/Worker must continue processing the case
for recertification. If the deferral was disapproved for any other reason, it
will be returned back to the ES/Worker for follow-up. The reason(s) for the
supervisor deferral disapproval will determine the next action(s) taken by
the ES/Worker. If a deferral is disapproved, the Supervisor must click the
Refer Back to Worker button in FS POS.

Deferral Approved

The Supervisor must execute the following actions in FS POS to approve
a deferral:

o If the deferral is approved after supervisory review, the case will be
moved to the MPU Deferral Recert Change queue to await
submission of the requested documentation. The ES/Worker must
mail the W-113K and W-119D forms including a postage-paid return
envelope to the participant and ensure that he/she is aware of the
missing documentation and/or signature requirements.

e Once the case is sent from the ES/Worker to the Supervisor for
review, an Approve FS Recert Deferral activity will appear in the
selected Supervisor’'s queue. The Supervisor will select the Approve
FS Recert Deferral activity and click the Start button;
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FS POS 4.2.1 - [Activities Management]

Eile Tools Window Help
= TR Sl Rl |

F Action = F40FS Superisor Queue l

Select Approve FS
Recert Deferral activity.

Total: 25 Cases -
Click Start & < | L|J

Uit Filter I™ Activity Type Filter [ Activity Approve Filter
Worker & Iz I
CHU x E =
Uncovered IS (B
] I
E |
[~ Activity Status Filter B B
B r [~ dichivity Slert Fiter Filter
L] r E =
= = LClear
Activity | Due Date | Alert Case Hame Case Ho |S|.r[| Rec(j
=7 Fecert b e

Start ‘ Assign | Bemove | Schedule | | | WS | “iew Tour Schedule ‘ Comment

e The Household Screen will appear. The Supervisor must click Next
to open the Form W-113K Preview Window;

Monday, £

F$ POS 4.2.1 - [Household Screen]
File Edit Tools ‘Window Help

0| <ot B E Ty B W YESN AR 8 $EBEESIE S U1H =B =8
Suffix/Individual Inquiry Code WMS Message via OLTP

Control Information

Distiict :_ Center :_ Worker :-— Case Number : _ ‘

Present Address Sl
Street Number Direction Mame Type Apt # City
State:| [l Zip Code: __ Phone: | - - |
Suffix Information v Active " Applying v Working Families|No
FS Suffix | 1 FS Status [ FS#AC [0 Al
Suff Case Name £
-

Case Member Information

Citizen /
3 Suff Ln CIN Hame Relation DOB 55N VYal S5ex National F5 AFIS /i ST|
Click Next. ~ KN 7

\ e E—
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Click View to
retrieve the form.

PD #11-25-ELI

In the Form W-113K Preview Window, the Supervisor is able to view
the printed deferral form(s);

FS POS 4.2.1 - [FORM W11 3K Preview Window]

File Edit Tools Window Help

|l znl sy wyESM A =8| $ED S| M| o s

Click on the "View' Butt

L View I 0842372010 W-113K Documentation Required 1270316

INSTRUCTIONS:
Displayed below is a list of the W-113K forms printed for this case. To view the form(s). you must:

1) Click on the "Yiew" Button to retrieve and review the form.
2) Close the image

If no form is found. the following message will appear:
"No W-113K could be found at this time. Please open the HRA One Viewer to view the Printed W-113K forms_"

Date Document Type Doc Humber

Hext Previous |

The Supervisor will then review the detailed eligibility factors. Check
the Approval box for each satisfactory eligibility factor. Enter
comments for each disapproved eligibility factor. If a deferral is
disapproved, the Supervisor must click the Refer Back to Worker
button;

FS POS 4.2.1 - [Disapproved Elements] 9:25:06 P Monday, Auau:

File Edit Tools wWindow Help

o = ]|y B|m | vEGHNEA| = $5 5 &322 |01 | = @88

If the deferral is to be
approved, check the
Approval checkbox.

][

If the deferral is to be
disapproved, the
Supervisor will select
the Refer Back to
Worker button.

Dizappraved Element i

Address Information

Approval[
Add Cornrnent

N it

Dizapproved Element

Suffix Information Approval[— =
Add Comment

Dizapproval Reasons Reviews Comment Log

Dizapproved Element

Identity, Citi; hip.Relationship. R esid & S5N

Approval [
Add Comment

Dizapproval Reasons Rewviews Comment Log

Done
Hext | —I Previous |

Refer Back to Worker |

FIA Policy, Procedures, and Training 23 Office of Procedures



PD #11-25-ELI

e The Refer to Worker window will appear. The Supervisor must select
the ES/Worker and click OK;

Refer to Worker

Select Center

Selected Case

Suffix i LCazeload _ Casehead Mame

Refer Case To

CIN
55N

Title Unit Last Hame First Name UAY | Phone Number ﬂ
Select the
ES/Worker.
OK Cancel
e The FS Recert Interview activity in the ES/Worker’s queue will be
updated with a description of “FS Recert Interview — Returned
Deferral”.
FS POS 4.2.1 - [Activities Management]
Eile E: Tools MWindow Help
Worker's queue S | & ml] & 6D E b
Returned Deferral e scion BFe I |
Urit Filker [V Activity Tupe Filter [ Activity Approve Filter
worker % FS Application Interview
ChU bt EFS Issuance [
Uncovered FS Recert Interview v

F5S Change Case Datal™
Error Conections [
I Astivity Status Filter Other [

r B I~ Activity Alert Filker Fiter
I I 5 =
e ’— lear

Activity | Due Date ‘ Alert Case Hame Case Ho |5uf| Receive

| F= Recert interview |
| FS Recert Interview - Returned Deferral |

=z EEE

Total: 2 Cases
4| i

Stat | assion Remove Schedle | | WS Miewrfour Scheruls | Comment |
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Deferral Approval
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¢ |If a previously disapproved deferral was corrected by the ES/Worker

and resent to the
determination on

Supervisor, the Supervisor must make a new
the resent deferral. If the Supervisor determines that

the resent deferral is to be approved, he/she must click the Approval
button for that previously disapproved element. If all previously
disapproved elements are to be approved, the Supervisor must click

the Done button.

FS POS 4.2.1 - [Disapproved Elements]
Eile Edit TIools ‘window Help

9:25:06 P Momday, Augqust 23, 2010

If the Supervisor decides
to approve a previously
disapproved element
he/she will click
Approval for that item.

IEEE N

| |8 |m| v meail @ =355 e &2 00| Ech| B8

If the Supervisor decides
to approve all previously
disapproved elements
he/she will click Done.

Telephone cases will be
moved to the MPU
Deferral Recert Change
gueue. In-center cases
will be moved to the MPU
Deferral Recert Home
gueue.

| Dappiove A Element =]

Address . Appravall |l

Add Commen e ||
Disapproval Reasons Review Commen t Log
T izapproved Element
Suffix Information P | &
r Add Commen e |
e —— [imiiam e — t Log
e e
Ildenlily,l:ili i & SSN Appravall I

Add Commenl 13 I
Disapproval Reasons Review Commen t Log

Done I .
Hext Previous I

e If the Supervisor has approved the deferral, the case will be moved to
the MPU Recert Deferral queue. The Supervisor must verbally
instruct the ES/Worker to mail the W-113K and W-119D including a
postage-paid return envelope to the participant and ensure that he/she
is aware of the missing documentation and/or signature requirements.

File Ecit Tools window Help

FS POS 4.2.1 - [Activities Management]

9:25:42 P

SESE TS

F Action  =4F40 FS Superviser Queue |

Uit Filter I¥ Activity Type Filter I Activity Apprave Fiker————————————
whorker (% FS application Interview Approve FS Application [ntervisvs
ChU EFS lssuance Approve EFS [ssuance T
Uncovered view v Approve FS Recertification 7
Datal— Approve FS Change Case Data [T
ions Approve Ermor Corections 7
[ ducivity Status Fiker Ephel] ooz Uijier ]
0 lSSus:e‘:c:eg'_ MPL Recert Deferral Home "_ M
ot S chedule:
Mot Started = MPLU Recert Deferral Change & Clear
Activity | Due Date | Alert | Case Hame | caseno |[surf Receive

FS Recert Interview

Total: 2 Cases

<] | |
Stat | Assian Remove Schedule || Fespening || Lpdate Bisposition WS View Your Schedule | Comment |
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Activities Management
window

Alert to the MPU
Supervisor that
documentation
and/or signature
was received

PD #11-25-ELI

Documentation Returned

When the missing documentation and/or signature is received, the
Change Center MPU must scan and index it into the case record via the
Document Intake activity. FS POS will add a new Forwarded
Document activity to the MPU Supervisor's MPU Recertification queue
and highlight the Recertification Interview activity for which the
document was received with a Document alert.

2:00:29 PM Wednesday, Julp 28, 2010

FS POS 4.2.1 - [Activities Management]
File Edit Tools ‘window Help

BRI

E@'Act\on % FA0 FS Supervizor Qusus |

Urit Filker [V Bctivity Type Filter ™ Activity Approve Filter
Worker (* F5 Application Interview Apprave FS Application Interiew [
Chl I 'I EFS Issuance [ Lpprove EFS [ssuance 7
Uncavered FS Recett Interview [+ Lpprove F5 Recertification

FS Changs Cags Datal—
Error Conections [~

fpprave F5 Change Case Data [©
Lpprove Enor Comections |-

[ Activity Status Filter Dther [+ Apprave Other [
Suspended Remeyed| = [~ -Activity Alert Filter Filter
ot Seheduled [T Completed| ™ Coming Due ™
Mt Started = ‘ Overduel™ ﬂl

Case Hame | Case Ho |Suf| Rece ~ |

Forwarded Document r—

IFS Recert Interview |

Duepate | Alert \

Activity |

FZ Recer Interview: I IDnv:ument

Total: 9 Cases -
<] | »

Schedule |

Start | Aszign | Femove | Fieapening | Update Disposition | WS | Wiew Your Schedule | Qnmmentl

The MPU Supervisor must monitor the MPU Recert Deferral Change
gueue and assign the Recertification Interview activity with a
Forwarded Document alert to a MPU Worker.

The MPU Worker must confirm that the requested documentation and/or
signature are received and complete the recertification.

Processing Cases that Fail to Submit Missing Documentation
and/or Signature

Beginning on the first business day following the 25th calendar day of the
month, the Home Center Control Supervisor must identify cases with
recertification appointments scheduled for the previous month that did not
submit the requested documentation and/or signature. These cases will
be found in the MPU Recert Deferral Change queue.
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Activities Management
window

The MPU Recert
Deferral Change queue
lists all cases in which
telephone recertifications
were deferred due to lack
of documentation and/or
signature.

PD #11-25-ELI

FS POS 4.2.1 - [Activities Management] 1:46:00 PM wednesdaw. July 28, 2010

El=  Edit Tools ‘Window Help

IEAES e S

2 sction T F40 FS Supervisor EwErs |
Uit Filter ¥ Activity Type Filter I Activity Approve Fiker—————————
wiorker (% ; | | FS Application Intervisw— Apprave FS Application Interview T
MU | - EFS Issuance [ Lpprove EFS lssuance [
Uncovered MPU Change Center AF = fview Apprave FS Hecertification T
MPU Changs Center S Patal Approve B Bhangs Ease Data 1
MPU Horne Conter AR ilnhns 'l: Approve E::. Eurrelglli:ns l':
I activity Status Flllelr_— MPLU Horme Center S| __fther e B
" lssus:e;d‘e:'_ MPL Recert Deferral Home "_ M
ot Shedule
Mot 5 tarted MPLU Recert Deferral Change = Llear
Activity | Due Date | Alert | Case Hame | caseho |sur Receiue
FS Recert Intervie e | ,\IA ILEp\I Polk IEIEIEI1 O006855E | 1 |
Tatal: 1 Case
< | L
Stat | sesign | | Bemove | Schedule | [ Fecpering | [ Ubdate Dispostion. || wis | wiew vour Schedule | Commen |

The Home Center Control Supervisor must review the case activity to
confirm that the documentation and/or signature requested was not
received. This is done by executing the following actions:

¢ From the Review a Case activity, review Form W-113K in the case
record to determine the document(s) and/or signature requested;

e Check the HRA OneViewer to confirm the requested document(s)
is/are not present in the case record and/or the required signature is
missing on page 5 of Form LDSS-4826.

Upon confirming that documents and/or a signature were/was not
submitted, the Control Supervisor must indicate the missing document(s)
and/or signature in the Case Comments section by selecting the pended
FS Recert Interview activity from the MPU Recert Deferral Change
gueue and click the Comment button. He/she must then assign the
activity to an ES/Worker for a case closing by clicking the Assign button.

FS POS 4.2.1 - [Activities Management] 1:47:20 PM

File Edt Tools Window Help

[ [ [ s [ | o G0 e |

B sction T FA0FS Supervisor Queue |
Unit Filte: I Activity Approve Filker I
Worker PR Approve FS Application Intervisw T T
ChU ecert Dafen =] Approve EFS — H
Unsseaes) Wi LC | Click to enter
Approve FS Chany =
Apprave E . | comments.
[~ Activity Status Filter T
Suspended T Femove: d T

Click Assign once
missing documents
and/or signature is
indicated in Case
Comments window.

AP
i 1 Filter
it Scheduled T Completed| I Coing Due ™ =
Mot Started [ [werdus = il
o Hecei:
i

l\

Start | sssign | Bemove | Schedule FAeopening | | Update Disposition WMS
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Indicate missing
documents and/or
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x|
Case
Ho |0001 00036254 Case Name [GUZMAN MARY CIN |TA34545U
Suffix I 1 Casehead Name |[Mary Guzman SSN |1 60-19-1616
Staff Member Commen t Date Entered -~
[Romano Margarita 127168709 09:38 AM

[Romano Margarita [02/11710 10:21 AM

[Romanc Ha [04715710 08:15 AM

Hicton Jose

;E 0772810 01:46 PM
=

signature.
Closing a Case for Missing Documentation and/or Signature
To perform the case closing, the Control Worker must:
e review the case comments to determine the missing documentation
and/or signature requirement, as indicated by his/her Supervisor;
¢ indicate the missing documentation and/or signature requirement on
the Verification Selection Entry Screen in CNS;
e generate a CNS notice using FS Closing Code V21 (Failure to Provide
Verification);
e retain the CNS Supervisory Review printout containing the CNS notice
number;
e enter the CNS notice number into FS POS;
e give the CNS Supervisory Review printout to the Supervisor when
routing the case closing activity for approval;
e select the Picklist and choose the TAD option in FS POS. The TAD
window will appear. Execute the following actions:
= Enter the CNS notice number in the Notice # field;
» Select the Closed-Compliance option in the Status field;
= Select the V21-Failure to Provide Verification option in the
Status Reason field;
= Click the Next button to run the business rules. A confirmation
window appears.
TAD Window '_C] . Enter the CNS Notice number
— ONDERCARE (include the alpha and do not
e cut and paste the number from
Select | \\ e e . J//AI CNS into FS POS).
CLOSED-Compliance Case Suffx M3E tnd WMS Bdgth  Motice Bdgth _ Natice # AP SNC CED Date | lmterview Date
M~ Toene T e O A
[English ~I[English =I[English =IIFFac =]l =l ¥es = No
Select V-21 Failure to - T T SEmos Daie
Provide Verification ’/WI_'_W =i Slierrzorzore.
e I Free I [ Show individust Data s
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e click the Yes button to confirm and continue;

Success

This case has passed all the Business Rules, Do you want to move on to the next window {select Mo’ to remain in the
TAD window)?

Click Yes to
continue

e click the Next button on the Form Data Entry, Notice Data Entry,
Print Forms, and Approval Status windows;
e click the Complete Activity button on the Close window;

Close

Click Complete Activity

Closing Window : Disapproved Elements

\Currant Activity : FS Change Case Data

Complete Activity | Suspend Achivity |

¢ select the Control Supervisor on the Approval Assignment window,
enter a case comment and click the OK button;
= the activity will be routed to the selected Supervisor for approval
of the case closing

Approval Assignment - Selected Case |
window vo oo N o I
Suffi ' Casehead Name | N 5SN E|
~Refer Case To :
Title Unit Last Name First Hame UAY | Phone Number _‘_}
Select
Supervisor FS Supervisor FS
' IFS Supervisor |DES
rFS Supervisor |DE\I"
— Enter C: ts IF Any
Farticipant failed to provide required documentation. Case will -
Enter case be clased, B
comments.

=
«| | »

LCancel I oK I

e submit the CNS Supervisory Review printout to the Control
Supervisor.
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Home Center Control
Clerk

Failed to Keep
Appointment

PD #11-25-ELI

Upon receipt of the approval of the case closing activity, the Control
Supervisor must execute the following actions:

e Access the Recertification Interview activity to approve the case
closing;

e Review the Household Screen window and click the Next button;

¢ Review and approve the closing on the TAD window, verifying the
CNS notice number from the CNS Supervisory Review print out. Click
the Next button;

e Click the Next button on the Print Forms window;

e Click the Xmit button on the Approval Status window to transmit the
closing to WMS.

Failure to Keep Appointment Processing

On a daily basis, the Home Center Control Clerk must process all cases
that failed to keep the telephone recertification interview scheduled for the
previous business day. This includes cases that:

e could not be successfully contacted by telephone, or
e never returned a signed and completed LDSS-4826 form.

For each case, the Clerk must first confirm that an interview was not
started or that an interview was not conducted on paper (outside of FS
POS) by reconciling the log. For confirmed cases, the Clerk executes the
following actions:

¢ For those cases that never returned a signed and completed LDSS-
4826 form, mark the case as Failed to Keep Appointment in FS
POS (cases not successfully contacted by telephone are automatically
marked Failed to Keep Appointment by FS POS), as follows:

= Access the Recertification Interview Log window;

= Select the Appointment Date option in the Search by box;

= Select the Select Date option and indicate the date in the drop-
down field (or select the Specify Range option and enter the
specific dates, if necessary);

= Select the None option in the Appointment Status Filter section;

= Click the Retrieve option in the tool bar;

= Select each case on the list and click the Failed to Keep
Appointment button.
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Recertification Interview
. File Retrieve Print Fiter Display  Summary
Lo 9 window Recertification Interview Log [Center Number F40]
1= - Sahdy = = = = = - 1 AppoinmentType ——————— A_ppommem Status —
| | & Appointment Date | © Case Number I™ Telephone Interview Filter
1 ' Select Date 1 I— I” In-Center Interview r EpEstmntmem
1
Select search data. | frenesss sy 25 ™ Potental RS - Faled o Keep
\  Specify Range 1  Case Mame I Na Change r _Ammtmam.l
1 GO U 1 | ™ original Appointme 1 ||¥ Mone 1
(] I
: S ! DS5-4926Recd [ CHO
i ™ Homehound I™ auth Rep AFIS Reports |
Select filter
Cnte”a Case Name Spoken Interpreter ‘ Appt Date | Appt Time LDS
Lang Reci
Cases
meeting
filter criteria
appear here.
-~

-
. LDSS 4826 Kept Failed to Keep | rocess Failed to A
Assign Received Contact | Reschedule Appoi ‘ Appoi SEep Tr q Exit
_ -

¢ For those cases that have a returned, signed, and completed LDSS-
4826 form (cases not successfully contacted by telephone), print the
list of cases marked Failed to Keep Appointment as follows:

= Select the Appointment Date option in the Search by box;

= Select the Select Date option and indicate the date in the drop-
down field (or select the Specify Range option and enter the
specific dates, if necessary);

» Select the Failed to Keep Appointment option in the
Appointment Status Filter box;

= Click the Retrieve option from the tool bar;

= Click the Print option from the tool bar (select desired columns in
the Columns to Print window and click the OK button);

= Click the Exit button.
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Recertification Interview FS POS Version 4.2
H File Retrieve Print  Filter Display Summary
Log window - .
9 ro=—"<———=—=—- R'?cer’rlflcatlon Interview Log [Center Number F40]
—Gearch by 1 —Appoinment Type ———————— —Appoinment Status —
SeleCt the : &+ Appointment Date 1 CaseNumber I” Telephone Interview FHt:r .
q 1 &p
Print tool 1 @ Belect Date ————— | | [ In-Center Intenview e |
’ r
. 1 Wednesday,  July 28,7 I” Potential VRS | || Fallediokesp
bal’ OptIOI’l f © Specify Range 1 " Case Name I Mo Change 1 & Appointment
From: T 1 r . =
1 Ori Dintment date
i i 1
[ === === A LDSS-4826 Recd [ CEO
I Homebaund ™ futh Rep AFIS Reports |
Select search data. Case No Spoken Appt Time LDS

Lang Rect

Interpreter ‘ Appt Date

Select filter
criteria

LDSS 4826

Assign . Contact | Reschedule " K.ept Ffiled_loKeep
Received pp pp

—
:;:;e% Faile:l_to k Exit | \
/
-

e For each case on the list, access WMS to obtain the date of the next
recertification as follows:

* From the MONIQ/FS Reception window, click the Open POS tool
bar option;

= The Activities Management window appears. Click the Action
tab;

» Select the FS Change Case Data option;

» The Household Screen appears. Click the WMS Inquiry icon on
the tool bar.

WMS Inquiry icon Click WMS 2 B |

Inquiry icon.
WMS Inguiry

jEPU LTS T ey e i

* The Inquiry Screens window appears. Select the 1. Case
Composition - Suffix/Individual Summary option on the Case
tab;

Inquiry Screens window B Inquiry Screens !EE

Address | SO | Restrictions | Pending | 40 Quarters
Case | Individual | Recoupment | Benefit | RFI | Budget

Select option 1.
I L YR (, ual o
3 C ition - Suffis Summary (M

3.Caze Composition - Individual Summary [MOCS3E]

4 Case Compozition - EAA/EAF Indicatar Summary [MACSEA),

5 Caze Inquirny Azzociated Mames and Addresses(MOCS13).

£.4ll Change Actions for periodNQCSEA].

7 Recertification, mailout-responze, dizcrepancy and recert-result data[MOCS27) ;I
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Case Composition —
Suffix/Individual
Summary screen

LDSS-4753

The LDSS-4753 must be
mailed to anyone who
has filed an LDSS-4826
and fails to keep their
recertification interview
even if the household has
been scheduled for an in-
person interview. See

PD #11-01-ELI for
detailed instructions.

Form Data Entry window

PD #11-25-ELI

The WMS Case Composition - Suffix/Individual Summary
screen appears behind the Inquiry Screens window (minimize the
Inquiry Screens window to view all the data, if necessary).

Annotate the Date Next Recert on the list for use on Form (LDSS-
4753);

Case No: Case Suffix: Last Data Saved: 5/17
Case Number Center Unit Worker QRS FS Rent: 0 Date Next
PA Rent: 0 Restriction:
Address [P:JI:’V Zip Phone Number ReC e rt
" Case Name DEMSSSEANSRES ] LFiNInd ™ [ CaseMame ~ T2~
Suffix 01 FS Suffix 01 Case F5 Lang Spoken ' Suffix Fs Suffix Lang Spoken
PG Status Type Lang Read : PG Status voe Lang Rea
PA Parent Ind TB Ind i PA TB Ind
M Salety Net Ind TB Date Safely Met Ind TB Date
F5 I

Date Last Recert 08/20/07 Date Next Recert 12/20/07 Issuance Date Pa / / Issuance Date Fs 7 /
Suffix

CA
PA MA FS LN CIN PA MA FS ES CD

First Name M

Last Name Sex DOB

Click the X button to close the Inquiry Screens window and WMS
Case Composition - Suffix/Individual Summary screen. Click
the Next button.

Generate the Food Stamps - Request For Contact/Missed Interview
(LDSS-4753) form in FS POS, as follows:

From the Changes to FS Case window, select Phone in the
Source of Change(s) field, select the Prepare Forms option, and
click the Next button;

The Form Data Entry window appears. Click Yes to the Request

For Contact on a Food Stamp Application (Form LDSS-4753)
option;

FS POS 4.2.1 - [Form Data-Entry]

File Edit Tools Window Help

|§ncia| Security Administration - Consent for Release of Information (Form W515R)

Request for Contact on a Food Stamp Application(Form DS54753)
[Request for Cantact on a Food Stamp Application [Form w-119) ' *
Fyxlemalic Alien Verification for Entitlement [SAVE] Referral (Form W-515K) / =
I'HA School/ Traming Enroliment Letter (Form W -700D) / P
Fnlice of Food Stamp Recertification Appointment [Form w-129RR) / =

=]

Click Yes to the
LDSS-4753 option.

Spanish
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Response to Question

window
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The Response to Question window will appear. Execute the
following actions:

Select the Missed Interview — Recertification checkbox;
Enter the date the recertification interview was missed,;

Select Yes to the Did the client submit a completed LDSS-
4826 (Food Stamp Benefits Application/Recertification)?
guestion;

Enter the date the FS benefits will be discontinued. This is the
last calendar day of the month following the month of the Date
Next Recert (indicated on the WMS Case Compaosition —
Suffix/Individual Summary screen e.g., if Date Next Recert is
2/26/09, then the date FS benefits will be discontinued is
3/31/09);

Click the OK button.

Complete the
Missed
Interview-
Recertification
section.

[ T MIBSEDINIERVIEW-APPLICALION | 4

Response to Question

Scheduled Date: |l]l],,"l]l],|fl]l]l]l]

F._

17" MISSED INTERVIEW - RECERTIFICATION

Date Missed Interview: [00700/0000

Did the client submit a completed LDSS-4826 (Food Stamp Benefits
Application/Recertification) ? “ves ( No

Food Stamps will be Discontinued on:ll][l,,"[ll]jl]l]l][l

Click Next on the Form Data Entry window. The Print Forms
window appears;

Select the Food Stamps - Request for Contact/Missed
Interview (LDSS-4753) option and click the Print button;
Click the Next button. The Close window appears. Click the
Complete Activity button;
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Print Forms window

The Missed Appointment
Notice is system-
generated with code 299
and the Reminder Notice
with code Z96 in CNS.

PD #11-25-ELI

FS POS 4.2.1 - [Print Forms] 2:16:24 P ‘wednesday, Julp 28, 2010

Eile Edit Tools MWindow Help

e todg| ol w4+mall @ @ $oe &2 WE|wEz|EE

Form No Form Descri Copies Forms =

DSS52474 551 Referral and Certification of Contact e-fom

D5S53151 Food Stamp Change Report Form e-forn
Select the DSS3152 Action Taken on Your Food Stamp Case e-fom
DSS4753 form . D553674 Food Stamps Single Issuance

D553938 Food Stamp Application E dited P ing 5 y Sheet e-forn

DS54753 Food Stamps - Request for Contact/Missed Interview e-fon

EBT_23 MNotice of Special Benefit e-fomn

EXP_7E6R Documentation Receipt e-fom

M3G Motice to Report to Center e-forn

M3IMM Motification of Application Withdrawal [Cash Assistance. Food Stamps and Medical Assistance e-forn

M40K Notice of Denial of Expedited Food Stamp Processing or Inability to Issue Food Stamp Benefits e-forn

M42G Referral for a Medicaid Eligibility D inati e-fomn

555 Social Security Card Application

w102 MNaotification to Participant of New Worker e-fomn

W113K Documentation Requirements e-fom

w119 Request for Contact on a Food Stamp Application e-forn

w1190 Eligibility Factors and Suggested Documentation Guide

W129RR Motice of Food Stamp Recertification Appn"lnfe-np N e-forn

L 1 =
Hext | \ Print I' Previous |
7
N2

= Give the completed LDSS-4753 form to the Supervisor to arrange
for the mailing of the form to the participant.

Note: The LDSS-4753 is only required to be sent to individuals who file
an NCA FS application/recertification form.

Households that failed to keep their appointment will also receive a notice
from the New York State (NYS) Office of Temporary and Disability
Assistance (OTDA) the first week of the month following the month of the
missed appointment, as follows:

e Households that submitted a signed and completed LDSS-4826 will
receive the Missed Appointment Notice.

Households that did not submit a signed and completed LDSS-4826
will receive the Reminder Notice.

HRA’s Management Information Systems (MIS) will send OTDA two files
at the beginning of each month identifying the households that meet the
respective criteria above.
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Failure to Keep

Appointment

Recertification Interview

Log window

PD #11-25-ELI

Case Closings For Missed Telephone Recertification Interviews

The Control Supervisor will close cases of participants who failed to keep
their recertification interview by performing the following process by the
last calendar day of the month following the date of the originally
scheduled recertification interview:

e Access the Recertification Interview Log window and click the
Process Failed to Keep Transaction button;

FS POS Version 4.2

File Retrieve Print Filcer  Display  Summary
Recertification Interview Log [Center Number F40]
—Search by Appoinment Type ————— | [ Appoinment Status —
i Appointment Date " Case Number ™ Telephone Intervew P
 Belect Date | ™ In-Center Intervigw (i

Kept
Appointment

[wednesday, oy 28, =] I Patential RS [ Failed to Keep
D Eesi R © Case Mame I™ Mo Change Appointment
From To I ™ Original Appointrment date [~ Mone
R W I LD35-4826 Recd I CBO
™ Homebound ™ auth Rep AFIS Bepornts |
Case No Case Name Spoken Appt Time LDS

Rect

Interpreter ‘ Appt Date

Lang

4 —— »
~
Assign LDSS_ABZS Contact | Reschedule - K_epl F:!iled_lu Kee‘ Process Failed to \ Exit
Received pp pp \ Keep Tr. Y
~ >

—
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e The Failed to Keep Recertification Interview Log window appears.
Select the Prior Month option in the Search by section and the
Retrieve tool bar option to display all cases which failed to keep their
recertification interview originally scheduled during the prior month;

= If the status of the interview is unknown and must be verified,
select the case from the list and click the Hold Closing button.

= |f the failure to keep the interview has been confirmed, select the
case from the list and click the Post Closings to WMS button;

Failed to Keep
Recertification Interview Fie. Retrieve Pk Siploy
Log window Failed To Keep Recertification Interview Log [Center Number F40]

Search By

: __________ : ™ Case Number
H % Prior Month I

" Specify Ranne
From: Ta: " Last Mame of Casehead or Payes

| [

Click Prior
Month
option.

As
Ta

Telephone
Interview

Appt
Status

Case No Case Name Appt Time

‘ Appt Date

Select

case.

Totals:

- Jma‘\'Fa\MTEReem\paplm\mems IU

-y

N

KeptAppnintment\r Hold Closing J Exit

T ———— — -

7 Post Closings to

Assi
\ - WMS ,T ssign

Reschedule

— If the Post Closings to WMS button is clicked, the Post
Closing to WMS — FS Recertification Interview Log window
appears. If the Yes button is clicked, a transaction with closing
code Y10 (Failure to Recertify [No Notice Required]) will be
posted to WMS for the case. FS POS will prevent the posting of
the Y10 closing if the case is not in active (AC) status and warn
the user about pending TAD transactions in WMS prior to the
transmission of the Y10 closing.

Post CIOSi_n_g tc_’ WMS — Post Closing to WMS - FS Recertification Interview Log
FS Recertification

Interview Log window These cases will be closed Far Failing ko keep the interview, Would wou like to continue?

1
Click Yes to confirm
Y10 closing.
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Interview Scheduler
window
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Missing or llleqgible Telephone Number on Form LDSS-4826

If the telephone number is missing or illegible on page 1 of Form
LDSS-4826, the Control Worker must execute the following actions:

e Access the LDSS-4826 Received window (from the Recertification
Interview Log window via the LDSS-4826 Received button), select
In-Center as the Interview Type (leave the Contact Number field
blank), and click the OK button;

e The Recertification Interview Log window appears. Click the
Reschedule button;

e The Interview Scheduler window appears. Select the new date and
time for the In-Center interview and click the OK button. This
automatically generates the Notice of Food Stamp Recertification
Appointment (W-129RR) form that must be mailed to the participant;

¢ Place the recertification packet in the appropriate tickler file based on
the interview date.

This wandow will allow you to reschadula the racarification intandew,

Plaasa anter the new date and tima. The appontrant cannat ba in the past,

Enter new
interview date
and time.

I\ Appointment Date : Monday | May 19,2008 ¥

Appointment Tima : m <] :m =] B =

oK Cancel
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Participant Telephone Calls to the NCA ES Center

If the participant calls the NCA FS Center to request an in-person
interview instead of a telephone interview, the Control Worker must
update the interview preference type in FS POS as follows:

= Access the Recertification Interview Log window;
= Select the case from the list using the applicable date filter(s) and
click the Contact button;

= The Contact Attempted window appears. Select the
In-Center option in the Interview Type field and click the OK

button;
Contact Attempted E@
covme [

Casehead Mame
Contact Number Extension

Requested call time:

Contact Attempt 1 Contact Attempt 2
Did you successfully contact the client? ¢ Yes  © No Did you successfully contact the client?  © Yes pg

Date that the contact was atternpted? - Date that the contact was attempted? -
Time that the contact was attempted? - Time that the contact was attempted? -

Contact Atternpt 3 Contact Atternpt 4
Did you successfully contact the client? ¢ Yes ¢ Mo Did you successfully contact the client? ¢ 7 &)

| Date that the contact was atternpted? - Date that the contact was attemptad? 7
Time that the contact was attempted? - Time that the contact wags attempted?

Carnrnents:
Indicate '
requested Hm == mmmm e
interview type. e e
Mew Caontact Mumber: " Yag * No
Contact Murnber: ,7 Extension: ’7
Ok ‘ Cancel ‘
A
= The Recertification Interview Log window reappears. Select the
Reschedule button to record the new date and time for the
interview;
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Interview Scheduler
window
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The Interview Scheduler window appears. The Worker must
select a new date and time for the interview and click the OK
button. This automatically generates Form W-129RR that must be
mailed to the participant. The recertification interview can be
rescheduled even if the participant did not submit the LDSS-4826.

Thies wincow will allow you 1o reschadule the recertification intendev.

Pl arier the fiser dathe and e, The apportment cannot be i the past

Appointment Date Menday | May 19,008 )

Enter new l _
IﬂterVIeW date Appointment Time : i = 0 = BT S
and time.
0K Cancel
¢ torequest a different date/time for the telephone interview instead of
the date/time indicated on the recertification packet the Control
Worker must do the following:
= Record the requested date/time on the LDSS-4826 Received
window (accessed from the Recertification Interview Log window
via the LDSS-4826 Received button) by selecting Yes to the “Did
the applicant request a new call time?” question and selecting
the date and time in the corresponding drop-down fields;
1DS5-4826 Received
Case Number: IUULI'lHI_}IJ('iij\'
Cace Name: I|55UJ\I'JZE EES
Casehzad Mame: IES |szuance
hiail Retumed or Undelivered? | " Yes Mo |
Date of returnad ar undelivered mail | =l
Signed LDSS5-4826 received? | = Yas " No |
Date LDS5-4526 Receved | _v_i
Envelope Post-Mark Date: I ;I
Enternew Interview Typa: ‘F‘ Telephone O In-Center ‘
interview date
and tlme Contact Number: Ij Extensian: I_
Cid the applicant request a new call | e & o |
tima?
Date: | _:_I Tirne: | LI
OK Cancel |
¥
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See PB #10-95-OPE for
more information on Form
W-908F.

Enter new
interview date
and time

PD #11-25-ELI

Access the Recertification Interview Log. Click the Reschedule
button;

FS POS Version 4.2

File Retrieve Print Filter Display  Summary
Recertification Interview Log [Center Number F40]
[ Bearch by AppoinmentType —— | Appoinment Status —

€ Appointment Date  Case Number I” Telephone Intervew iz
Kept
 Select Date l— ™ In-Center Intarview r A:Smmmem
wiednesday,  July 28, % " Patential RS Failed to Keep
© Case Name I™ Mo Changs Appointment

" Spenify Range

From: Tao: -~
r Qriginal Appointment date ™ Mone
i i

" LDss-4826 Recd [ CBO
" Homebound I” Auth Rep AFIS Reports |

LDS
Reci

Appt Time

Spoken
Lang

Case No Case Name

Interpreter ‘ Appt Date

4 =~
LDSS 4826 / Kept Failed to Ki P Failed t
Assign Received Cnnl*{ Reschedule App P! :" ed lo Reep K::;Eﬁ EIE Exit
PN
T~ =

= The Interview Scheduler window will appear. Select a new date

and time for the interview and click the OK button. This
automatically generates the Notice of Rescheduled Food Stamp
Telephone Recertification Interview (W-908F) that must be mailed
to the participant.

Thies varichow wil allow you fo reschedule the recerification intenvdew.
Please anter the new date and fme. The appontment cannot be in the past.

nday . May 19008 =

Appointmant Date ; e

Appointrant Time : [ =] [ - m ]

0K Cancel

Note: Form W-908F will automatically generate for telephone
appointments. Form W-129RR will automatically generate for
In-Center appointments. Workers must ensure that the correct
appointment type is indicated on the Contact Attempted window.
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= to report a different telephone number to call for the interview the
Control Worker must record the new contact number on the
Contact Attempted window (accessed from the Recertification
Interview Log window via the Contact button) by selecting Yes to
the New Contact Number field, entering the telephone number in
the Contact Number field, and clicking the OK button.

Contact Attempted

cctire
Casehead MName:

Contact Number: Extension:

Requested call time:
Contact Atternpt 1
Did you successfully contact the client?  Yes  No

Date that the contact was attempted? -

Time that the contact was attempted? -
Contact Atternpt 3

Did you successfully contact the client? © Yes ¢ No

Date that the contact was attempted? -

Time that the contact was attempted? -

Contact Attempt 2
Did you successfully contact the client?  © yes ¢ pg

—
3

Date that the contact was attempted?
Tirme that the contact was attempted?

Contact Attermpt 4

Did you successfully contact the client?  © (i

Date that the contact was attempted?
Tire that the contact was attermpted?

Comments:

Enter new
contact number.

Interview Type: ¢ Telephane i~ In-Center
Fmm——mmmm e e e e e — = - .
| MNew Contact Number @ Yes " No 1
— ;

I
=y~ Contact Number Extension:

Cancel |

4

Participants contacting the Center to schedule an appointment during the
last month of the certification period must be accommodated. Same day
walk in appointments must be recorded on the Recertification Interview
log. Appointments scheduled for the future must also be scheduled on the
log. Eligibility Specialists must ensure that the correct Appointment Type,
Telephone or In-center, is recorded on the log.

PROGRAM
IMPLICATIONS

Medical Assistance
(MA) Implications

There are no MA implications.

LIMITED ENGLISH
SPEAKING ABILITY
(LESA) AND
HEARING
IMPAIRED
IMPLICATIONS

For Limited English-Speaking Ability (LESA) and hearing-impaired
applicants/participants, make sure to obtain appropriate interpreter
services in accordance with PD #10-12-OPE and PD #08-20-OPE..
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FAIR HEARING
IMPLICATIONS

Avoidance/
Resolution

Conferences

Evidence Packets

PD #11-25-ELI

To avoid inappropriate adverse actions, process all changes of 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, review the
case record documentation and WMS to ensure that all information
corresponds.

If an applicant/participant comes to the NCA FS Center and requests a
conference, the Receptionist must alert the Center Manager’s designee
that the applicant/participant is to be seen.

If the applicant/participant contacts the Eligibility Specialist directly, advise
the applicant/participant to call the Center Manager’s designee. In Model
Offices, the Receptionist at Main Reception will refer the
applicant/participant to NCA General who will then issue a FS
Conf/Appt/Problem ticket to the applicant/participant to route him/her to
the NCA FS Reception area. The NCA FS Receptionist will alert the
Center Manager once the applicant/participant is called to the NCA FS
Reception desk.

The Center Manager’s designee will listen to and evaluate the
applicant’s/participant’s complaint regarding the case closing. The
applicant/participant must provide current verification of address to
resolve the issue. After reviewing the documentation, case record, and
discussing the issue with the Group Supervisor/Eligibility Specialist, the
Center Manager’s designee will make a decision. The Center Manager’s
designee will decide to resolve or defend the case based on all factors
and on whether the case was closed correctly.

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

All Evidence Packets must contain a detailed history (e.g., copies of FS
POS “Case Comments” and/or NYCWAY “Case Notes” screens,
History Sheet (W-25), copies of relevant WMS screen printouts, notices
sent, and other documentation relevant to the action taken.
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REFERENCES

RELATED ITEMS

ATTACHMENTS

Please use Print on
Demand to obtain copies
of forms.

01 ADM 8

PD #11-25-ELI

GIS 08 TA/DCO18
18NYCRR 387.7())
18NYCRR 387.17 (f)(3)

PD #09-43-SYS
PB #10-95-OPE
PD #10-36-OPE
PD #11-11-EMP
PD #11-01-ELI

PB #11-45-OPE
PB #11-50-SYS

BRC-901D
BRC-901D (S)
W-706B
W-901F
W-901F (S)
W-908F

W-908F (S)

Food Stamp Telephone Recertification

(Rev. 11/14/08)

Food Stamp Telephone Recertification (Spanish)
(Rev. 11/14/08)

Food Stamp Program Pending Applications Control
(Rev. 11/14/08)

Incomplete Food Stamp Recertification Form

(Rev. 4/3/09)

Incomplete Food Stamp Recertification Form (Spanish)
(Rev. 4/3/09)

Notice of Rescheduled Food Stamp Telephone
Recertification Interview (9/7/10)

Notice of Rescheduled Food Stamp Telephone
Recertification Interview (Spanish) (9/7/10)
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http://fndocmtc.hra.nycnet/HraDocSearch/DirectAccess.aspx?DocId=003835643
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®MORE CONVENIENT:

You can recertify for FOOD STAMPS
from your own home.

HEASIER:
No more having to travel by bus or
train to the FOOD STAM NTER for

recertification.

mSAVE TIME:

Without all that runrNing axQund, you
will have more time fo amily
and friends.

For more inform
contact the HRA |
1-877-472-8411

Or

The City of New York Infoline:

31d
Or

visit our Website:
http://www.nyc.gov/hra

>
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FOOIDI STAMP TELEPHONE RECERTIFICATION

WHY?

To make the RECERTIFICATION process
for FOOD STAMPS easier and more
convenient for you.

WHEN?

Telephone interviews gGn be
scheduled instead of jou i

interview.

WHERE?

you provided to us.

Rights and Responsibilities

By calling 877-472-8411 or 311 you may

receive client informational booklets

regarding:

1) What You Should Know About Your Rights
and Responsibilities, when applying for or
receiving benefits.

2) What You Should Know about Social
Services Programs.

3) What You Should Know if You Have an
Emergency.

Or visit our Website: hitp://www.nyc.gov/hra

Question:
What is Telephone Recertificatione

Answer:
Your interview for Food Stamp recertification
is done over the telephone instead of you

havind to wavel to the Fgod ftamp Cen

Questi¢n:

How wiill pdrticiodte in Telephne
Recerffig
nswe
OU W ions d fon in
oUr N ific@tion packet

We will call you on the date and time
recorded on your recertfification appointment
letter; but only if we've received your
completed, signed application.

Question:
What if | need a different time or want to use a
different telephone number?

Answer:

When you receive your recertification packet
a telephone number will be provided to calll
and change the appointment date, time or
contact telephone number.

Question:
What if | miss the call2

Answer:
You will be able to reschedule your
appointment.

Question:
What if | need to send in new documents
like pay stubs or a birth certificate?

Answer:

You will be asked to mail any necessary
documents to your Food Stamp Center
(copies, not originals).

TELEPHONE

RECERTIFICATION:

EASY,

FAST, CONVENIENT




M MAS CONVENIENTE:
puede recertificar para
CUPONES PARA ALIMENTOS
desdasu propi@ W@g ars

B MAS FACIL:
ya nQetieNe quc™@im o rGREl.oLINISs
es o trenes para ir al CENTRO DE
CUPONES PARA ALIMENTOS para
su recertificacion.

A “U
m =
A
Cc
m=
Vo)
—|;|-
37
.

MAHORRA TIEMPO:
cohmmenos diligendids por
hacer tendrd mads thempQ para
s U MIROIEET] OF su. familia

RECERT!EICACION
POR TELEFONO
PARA CUPONES

L PARA Al IMENTOS

amistades.

Para mas informacién cok
con la Linea Informativa (I
HRA: 877-472-8411

Michael R. Bloomberg

Alcalde

0 Administracion de Recursos
Humanos

con la Linea Informativa de la Ciudad SIS

de N_ueva York (The City of New York Py

Infolme): 311 Comisionado

0]

visite nuestra Pagina de Internet:
htt p//WWWHYCg OV/h ra Derechos de propiedad intelectual 2008, Ciudad de Nueva York.

Administraciéon de Recursos Humanos/Departamento de Servicios
Sociales. Para solicitar permiso para reproducir la totalidad o parte de
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Departamento de
Pl Servicios Sociales
—
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RECERTIFICACION POR TELEFONO DE CUPONES PARA ALIMENTOS

:.POR QUE?

Para que el proceso de RECERTIFICACION
de CUPONES PARA ALIMENTOS sea mds

facil y conveniente para usted.

. CUANDO?

Las entrevistas teleféonicas pueden ser
programadas en vez de ustedi
persona al CENTRO DE CUPQ
ALIMENTOS.

;DONDE?

Liamaremos al nuUmero de teléfono
usted nos proporcione en ¢
Peticién de Hora de Llamc
Request Form).

Derechos y Responsabilidades

Sillama al 877-472-8411 o 311 puede
reck:)ibir folletos de informacion al cliente
sobre:

1) Lo Que Usted Debe Saber Sobre
Sus Derechos y Responsabilidades,
al solicitar o recibir beneficios.

2) Lo Que Usted Debe Saber Sobre
Programas de Servicios Sociales.

3) Lo Que Usted Debe Saber
en caso de Emergencia.

O visite nuestra Pagina de Internet:

Or visit our Website: http://www.nyc.gov/hra

Pregunta:
2En qué consiste la Recertificacion por
Teléfono?

Respuesta:

Su entrevista para recertificacién de Cupones
para Alimentos se realiza por teléfono en vez de
usted tener que presentarse al Centro Oficina
de Cupones para Alimentos.

br e Recertificacion

Alir
ec
Madié
on.

h telefonica?

ampos|su
lamagemos ademds
segun la informacién proporcionada en el

Formulario de Peticidén de Hora de Lliamada. Este

formulario se encuentra en la Ultima pdgina del
Aviso de Recertificaciéon que usted recibird en
breve por correo.

Pregunta:
2 Qué tal si necesito una hora diferente o si
deseo utilizar ofro niUmero de teléfono?

Respuesta:

El paquete de recertificacion que usted recibird
contendrd un formulario para solicitar una hora
mds conveniente y proporcionar un nimero de
teléfono por el cual se le pueda conseguir

NO podamos comunicarnos

con usted de antemano, le llamaremos en al
dia/hora programados segun indique su Aviso
de Recertificacién. Dicha llamada sélo se
realizard si usted envid la solicitud firmada.

Pregunta:

2Qué tal si tengo que enviar nuevos
documentos tales como talones de paga o
actas de nacimiento?

Respuesta:

Le pediremos que envie por correo a la Centro
de Cupones para Alimentos cualquier docu-
mento necesario (no envie documentos origi-
nales, sdlo fotocopias).

SU RECERTIFICACION FACILITADA:

FACIL,

RAPIDA, CONVENIENTE




i Human Resources | Family Independence

Form W-706B Administration Administration
Rev. 11/14/08 Dhepatmuent of
Social Services
Food Stamp Program
Pending Applications Control
"A" Group Number:
Group/Section: Card Number:
Date FS 25th Case Worker's _ 30th Food Stamp Action Control Mail/Fax
Appl. D Case Name Numb N Interview D
Filed ay umber ame ay Expe- Single Deferred Accept Reject Appl. Returned RFI Date Rec'd Due Decision
dited Issue No Signature Only Date Comments

)
Bl
-
%




Form W-901F LLF Human Resources | Family independance
Rev. 4/3/09 Administration | Admanistration

Departmant of
Social Services

Date:

Case Number:

Case Name:

NCA Food Stamp Center:

Incomplete Food Stamp Recertification Form

On , you returned your recertification application and documents to conduct a

Stamp|Recertifidation, your

e are refutni opy of your
nd imm}cﬁttum it in the
ication on fjle so we may prepare for
ell, the recertification process will not

[T There were no signatures on any pages of your application. We are returning your application and the
accompanying documents. Please sign page 5 of your application and immediately return it with the
accompanying documents in the enclosed postage-paid envelope , so that we may conduct the telephone
recertification interview.




Form W-901F (S) LLF Human Resources | Family independance
Rev. 4/3/09 Administration | Admanistration

Departmant of
Social Services

Fecha:

Numero del Caso:

Nombre del Caso:

Centro de Cupones para Alimentos
de No Asistencia en Efectivo:

Formulario Incompleto para Recertificacion de Cupones para Alimentos

umentos, de| recertifica

cion para|rea|izar una

b de Recertificacion de

El

ia_dp_ﬁu_l;olicitud. Favor

D prepagado de inmediato.
preparar y realizar su
itg de recertificacion no se

[T No habia firma en
de firmar la pagina 5

Dg archivos
entrevista telefoRi icacion | ibiligad. 5in embargo,
considerara completo h i ' o|debido.

[1 No habia firmas enninguna de las péaginas de su solicitud. Le estamos devolviendo su solicitud
y documentacion pertinente. Favor de firmar la pagina 5 de su solicitud y devolverla de inmediato con los
documentos pertinentes en el sobre adjunto prepagado, para que podamos realizar el tramite de la
entrevista telefonica de recertificacion.



Family Independence
Administration

Form W-908F LLF Human Resources
9/7/10 Administration
Department of
Saocial Services

Date:

Case Number:

Participant Name:

Center:

Notice of Rescheduled Food Stamp
Telephone Recertification Interview

As you requested, we have rescheduled a telephone recertification interview for you on the date and time listed
below. We have also listed the telephone number that we will contact you at.

Telephone interview date: Time:

Telephone number we will contact you at:

If you prefer to pg . ¢ er, please call'usat
at least one day pri g g ificatlon intefview date so that we may update our

records.

iew, Bo allo\ Up to 60 minUTES after your

A certain amount o
i he [interview.

scheduled inte

interyigw and you hate heen informed that you have
son tp the food starnp office.

been recertified,




Family Independence
Administration

Form W-908F (S) LLF Human Resources
9/7/110 Administration
Department of
Saocial Services

Fecha:

Numero del Caso:

Nombre del Participante:

Centro:

Aviso de Nueva Entrevista de Recertificacion Telefonica
de Cupones para Alimentos

A peticién suya, hemos reprogramado una entrevista telefénica de recertificacion para usted en la fecha y
horas a continuacién. Ademas, hemos listado el nimero de teléfono al cual nos comunicaremos con usted.

Fecha de la entrevista telefénica: Hora:

NUmero de teléfong_al cual nos comunicaremos con usted:

distinto, fav e (lamarnos al

Orjica reprogramada de certifigacion para que

ertrevista, de manera que ppr favor calcule
rainada para rec|bir la llamadaly realizar la entrevista.

tificacion y se e haya infojmado que ha sido
recertificado(a), NOTiene que presentarse en persona a la oficina de cupones para alimentos.
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