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Section 1 

Transmittal: 07-LCM-11 
To: Local District Commissioners 

Issuing 
Division/Office: 

Division of Employment and Transitional Supports 

Date: August 9, 2007 
Subject: 2007-2008 Home Energy Assistance Program (HEAP) – Client Notice System 

(CNS) Early Mail-Out 
Contact 

Person(s): 
HEAP Bureau Liaisons @ 518-473-0332 

Attachments Available On – 
Line: 

I:    HEAP Early Mail-Out Processing Plan 
II:  HEAP Batching Instructions 
III: Additional Administrative Allocations 

Section 2 
 
I. Purpose 
The purpose of this Local Commissioners Memorandum (LCM) is to provide local social 
services districts with information regarding the upcoming 2007-2008 HEAP Client Notice 
System (CNS) Early Mail-Out. 
 
II.  Background 
 
The Office of Temporary and Disability Assistance (OTDA) assumed responsibility for mailing 
out applications for the Home Energy Assistance Program to those households who received a 
HEAP benefit in the previous HEAP season and whose head of household was in receipt of Code 
A SSI, was 60 years of age or older, or under age 60 with a vulnerable household member.  
OTDA began this initiative in the 2005-2006 HEAP program year and found it resulted in a more 
streamlined process, which produced more timely authorizations and better service to our most 
vulnerable households. 
 
III. Program Implications 
 
A. Client Notice System (CNS) MAIL-OUT 
 
The CNS Early Mail-Out is scheduled to begin the week of August 20, 2007.  Once again, local 
districts and alternate certifiers must begin processing these targeted applications no later than 
August 31, 2007. 
 



OTDA 07-LCM-11 
(Rev. 8/2007) 2 

New York City must begin the mail-out of applications to targeted households no later than 
August 31, 2007. 
 
The mail-out will be conducted in the following order:  Erie, Onondaga, Suffolk, Oneida, 
Niagara, Chautauqua, Broome, Steuben, St. Lawrence followed by the rest of the upstate districts 
in local fiscal code order (Albany-Yates) with Monroe County last.  The mail-out will begin in 
this order for the over 60/SSI group first and when finished, the under 60 w/vulnerable group 
will run in the same order.  We expect the total mail-out to consist of approximately 130,000 
applications and be completed in 2 ½ weeks.  Control lists will once again be transmitted to 
districts through the Benefit Issuance Control System (BICS).  Local district HEAP coordinators 
must contact their local WMS coordinator to print the control lists. 
 
The return address on these applications will contain the address provided by the local district.  If 
you are not sure of the address provided, please contact your HEAP Bureau liaison. 
 
An enhancement has been made to the process for this year.  Applicants will not be sent a blank 
HEAP application but instead will receive a four-page form that will have the applicant’s name, 
address, date of birth, social security number, and sex pre-filled by the system.  Samples of the 
new format will be provided during HEAP regional meetings. 
 
B. PAYMENT AUTHORIZATION 
 
Districts may authorize payments through WMS during the early outreach period.  The 2007-
2008 HEAP season WMS on-line edits will be available effective in August.  Detailed 
information on edits and systems changes will be provided by the OTDA WMS Bureau. 
 
Systems changes will now require the entry of both vendor ID and customer account number in 
the appropriate fields on screen 6 of the WMS authorization document.  Since payments to 
vendors will be issued centrally through the NYS Office of the State Comptroller (OSC), correct 
account numbers are essential to ensure that payments can be accurately credited to a recipient’s 
account. 
 
C. NOTICES 
 
Notices may not be sent until program opening.  In order to prevent the issuance of notices until 
program opening, districts must utilize the “Batch” process to hold the notices.  Batching 
instructions are contained in Attachment II.  Please note that the batching process only applies to 
approval notices.  Denials processed during the early outreach period must not be processed 
through WMS/CNS until program opening. 
 
D. ISSUANCE OF BENEFITS 
 
Benefits may not be issued until program opening.  Districts may not guarantee a HEAP benefit 
in order to resolve an emergency prior to program opening. 
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Payments made directly to vendors will be issued centrally, based on local district authorization, 
by OSC.  Detailed information on this new payment process will be provided shortly.  It is 
expected that these payments will begin once federal funding has been received. 
 
E. REQUIREMENTS AND ADDITIONAL FUNDING 
 
Local district contracts or memorandums of understandings (MOU) with alternate certifiers that 
process mail-in applications, including offices for the aging, must be in place prior to the early 
mail-out period and must contain provisions that the certifier will begin application processing 
during the early mail-out period. 
 
In order to assist local districts in this process, additional administrative funds will once again be 
available to help districts defray the start-up costs associated with early outreach (see Attachment 
III).  In order to access these funds, districts must complete the attached Early Processing 
Plan (see Attachment I).  Districts must outline activities scheduled during the early processing 
period and the plan must be signed by the Commissioner or Accounting Supervisor.  If your 
district utilizes an alternate certifier for this process, a signed copy of the contract or MOU 
is also required. 
 
Once the plan has been received and approved by OTDA, these additional funds will be added to 
your 2006-07 allocation and will be made available to your district on your FFY07 ceiling report.  
Your district will receive confirmation that your plan has been approved.  Funds must be 
obligated by September 30, 2007 and claimed no later than December 31, 2007.  Funds may be 
used for personnel and office related costs associated with early processing.  Unclaimed funds 
cannot be rolled over into the 2007-08 HEAP season. 
 
Funds will not be provided to districts that do not submit an acceptable plan.  Funds are subject 
to audit to ensure that activities outlined in the plan were conducted within required timeframes. 
 
Plans must be submitted no later than August 17, 2007 and should be returned to: 
 

Christel Bathrick 
NYS Office of Temporary & Disability Assistance 

HEAP Bureau, 11D 
40 North Pearl Street 
Albany, NY  12243 

FAX (518) 474-9347 
 
 
 
Issued By 
Name:   Russell Sykes 
Title:    Deputy Commissioner 
Division/Office:  Division of Employment and Transitional Supports 
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ATTACHMENT I 
 
 

2007-08 HOME ENERGY ASSISTANCE PROGRAM 
 

EARLY MAIL OUT PROCESSING PLAN 
 
COUNTY____________________________________ 
 
CONTACT NAME 
______________________________________PHONE______________________ 
 
BY SUBMITTING THIS PLAN AND ACCEPTING THE DESIGNATED EARLY 
PROCESSING ADMINISTRATIVE FUNDS, THE DISTRICT AGREES TO PROCESS 
APPLICATIONS STARTING NO LATER THAN AUGUST 31, 2007. LISTED 
BELOW ARE THE ACTIVITIES THAT WILL BE CONDUCTED.  
 
 
 
SIGNATURE________________________________DATE___________ 
 
 
TITLE______________________________________________________ 
 
 

DSS ACTIVITIES PLAN 
 
 
DSS WILL PROCESS:       ___OVER AGE 60/SSI           ___UNDER AGE 60 

____NEITHER, PROCESSING WILL BE DONE BY 
ALTERNATE CERTIFERS 

 
DSS ACTIVITIES 
 
___WILL HIRE ADDITIONAL STAFF 
 
 NUMBER OF STAFF_____ 
 
 DATE(S) OF HIRE______________ 
 
___WILL USE EXISTING STAFF 
 
 NUMBER OF STAFF___________ 
 
 NAMES AND TITLES 
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ALTERNATE CERTIFIER: 
_____________________________________________________ 
 
 
CONTACT NAME AND PHONE 
NUMBER________________________________________________________ 
 
 
 
WILL PROCESS   _______OVER 60/SSI    _____UNDER 60 
 
ACTIVITIES 
         
___WILL HIRE ADDITIONAL STAFF 
 
 NUMBER OF STAFF_____ 
 
 DATE(S) OF HIRE______________ 
 
___WILL USE EXISTING STAFF 
 
 NUMBER OF STAFF___________ 
 
 NAMES AND TITLES: 
 
 
 
 
 
 
 
DOES CURRENT CONTRACT CONTAIN PROVISIONS FOR EARLY 
PROCESSING? 
 
___YES, SUBMIT A COPY 
 
__NO, HOW WILL DSS INSURE COMPLIANCE? 
 
 
 
ADMINISTRATIVE FUNDS ALLOCATED TO THIS AGENCY 
$_____________________ 
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ALTERNATE CERTIFIER: 
 
_______________________________________ 
 
CONTACT NAME AND PHONE 
NUMBER________________________________________________________ 
 
 
 
WILL PROCESS   _______OVER 60/SSI    _____UNDER 60 
 
ACTIVITIES 
         
___WILL HIRE ADDITIONAL STAFF 
 
 NUMBER OF STAFF_____ 
 
 DATE(S) OF HIRE______________ 
 
___WILL USE EXISTING STAFF 
 
 NUMBER OF STAFF___________ 
 
 NAMES AND TITLES: 
 
  
 
 
DOES CURRENT CONTRACT CONTAIN PROVISIONS FOR EARLY 
PROCESSING? 
 
___YES, SUBMIT A COPY 
 
__NO, HOW WILL DSS INSURE COMPLIANCE? 
 
 
ADMINISTRATIVE FUNDS ALLOCATED TO THIS AGENCY 
$_____________________ 
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ATTACHMENT II 
HEAP Batching Instructions 

 
In order to hold CNS Notices during the Early Mail-Out period: 
The requirements are: 

• Case type 60 only 
• Case status must be active 

Reason Codes must = A10, A13, A14, A15, A16, A17 (Approval Reason Codes Only) 
The correct HEAP Budget must be stored: 

• R/C A10= Stored Budget with Benefit Type=R 
• R/C A13=Stored Budget with Benefit Type=R 
• R/C A14= No Budget Requirement 
• R/C A15= Stored Budget with Benefit Type=E 
• R/C A16= Stored Budget with Benefit Type= B 
• R/C A17= Stored Budget with Benefit Type=E And Prior Budget with Benefit 

Type =R 
• R/C A22= HEAP Regular Grant Only  - 2 Party Check Sent to Vendor 

 
Once the budgets are stored: 

• Authorize payment line 
• Complete direct data entry ensuring that the Notice Indicator on screen 1 is an 

“N” 
• Access the CNS Batch Notice Entry Screen, selection 08 on the CNS Subsystem 

Menu 
 
After accessing the CNS Subsystem and choosing selection 08, screen WCN 022 will be 
returned: 
 

• Enter HP in the Benefit Category and one of the above reason codes in the 
Reason Code Field. Enter the date the Notice should be created in the Process 
Date. Note: This is the date you want your notice to be released. If you do not put 
a release date in this field, it will automatically be pre-filled with today’s date and 
the notice will be created that night. 

• Enter a list of cases that require a notice associated with the reason code entered. 
• Transmit, the “filled” WCN022 screen is returned with two messages on the 

bottom of the screen: 
 
BATCH NOTICE RECORD XXXXX CREATED 
More notices to Create? (Y/N) N 
 

• A screen print is automatically generated to serve as verification of entry 
 

• The More Notices to Create field is a shortcut, if a “Y” is entered, the WCN022 
screen is returned with the HP category and the previously transmitted reason 
code already entered. 
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*The Batch Number is extremely important and is required in the event that cases must 
be added or deleted from the list, or the process date changed. This number is required for 
access to Inquire or Modify a Batch (CNS functions 09 and 10, respectively). 
 
To Delete an Entire Batch: 

• Access the CNS Subsystem Menu 
• Enter the Batch Number and selection 10 (Modify), transmit. 
• The “filled” screen WCN022 associated with the Batch # entered will be returned. 
• Depress Special Function Key 14 

Screen WCN000 will be returned with a message that the Batch has been deleted. 
 
IMPORTANT, PLEASE REMEMBER! 
 
When choosing the Process date, the date you want your notice to be released, do not use 
a date PRIOR to Program Opening!  In order to avoid problems with CNS printer 
capacities, please spread the release dates throughout the month of November. 
 
 



2007HEAP - Additional Administrative Funding Attachment III

Early Processing

DISTRICT CURRENT Early Processing Total

ALBANY 371,594.00$             52,681$                     424,275.00$               
ALLEGANY 133,620.00$             22,962$                     156,582.00$               
BROOME 338,543.00$             48,694$                     387,237.00$               
CATTARAUGUS 228,151.00$             38,534$                     266,685.00$               
CAYUGA 191,342.00$             29,392$                     220,734.00$               
CHAUTAUQUA 447,406.00$             69,994$                     517,400.00$               
CHEMUNG 194,870.00$             33,043$                     227,913.00$               
CHENANGO 121,485.00$             21,884$                     143,369.00$               
CLINTON 230,816.00$             31,005$                     261,821.00$               
COLUMBIA 69,450.00$               13,840$                     83,290.00$                 
CORTLAND 125,644.00$             19,895$                     145,539.00$               
DELAWARE 103,218.00$             19,212$                     122,430.00$               
DUTCHESS 150,821.00$             22,626$                     173,447.00$               
ERIE 2,735,289.00$          370,111$                   3,105,400.00$            
ESSEX 80,946.00$               15,888$                     96,834.00$                 
FRANKLIN 149,883.00$             23,041$                     172,924.00$               
FULTON 190,159.00$             28,047$                     218,206.00$               
GENESEE 102,858.00$             17,006$                     119,864.00$               
GREENE 97,346.00$               15,967$                     113,313.00$               
HAMILTON 10,029.00$               2,384$                       12,413.00$                 
HERKIMER 157,191.00$             28,403$                     185,594.00$               
JEFFERSON 228,688.00$             35,773$                     264,461.00$               
LEWIS 67,047.00$               12,079$                     79,126.00$                 
LIVINGSTON 100,677.00$             15,681$                     116,358.00$               
MADISON 139,761.00$             24,495$                     164,256.00$               
MONROE 953,587.00$             88,276$                     1,041,863.00$            
MONTGOMERY 166,379.00$             23,298$                     189,677.00$               
NASSAU 179,124.00$             33,320$                     212,444.00$               
NIAGARA 498,771.00$             76,731$                     575,502.00$               
ONEIDA 659,468.00$             98,308$                     757,776.00$               
ONONDAGA 812,650.00$             116,897$                   929,547.00$               
ONTARIO 115,124.00$             19,875$                     134,999.00$               
ORANGE 243,012.00$             26,800$                     269,812.00$               
ORLEANS 101,008.00$             15,324$                     116,332.00$               
OSWEGO 262,293.00$             43,530$                     305,823.00$               
OTSEGO 133,151.00$             21,844$                     154,995.00$               
PUTNAM 21,132.00$               4,610$                       25,742.00$                 
RENSSELAER 251,511.00$             37,228$                     288,739.00$               
ROCKLAND 149,012.00$             15,196$                     164,208.00$               
ST. LAWRENCE 324,424.00$             49,604$                     374,028.00$               
SARATOGA 252,099.00$             41,353$                     293,452.00$               
SCHENECTADY 245,792.00$             33,261$                     279,053.00$               
SCHOHARIE 72,725.00$               11,872$                     84,597.00$                 
SCHUYLER 56,740.00$               9,072$                       65,812.00$                 
SENECA 54,927.00$               10,259$                     65,186.00$                 
STEUBEN 334,078.00$             48,724$                     382,802.00$               
SUFFOLK 547,478.00$             84,833$                     632,311.00$               
SULLIVAN 172,725.00$             22,091$                     194,816.00$               
TIOGA 133,989.00$             21,013$                     155,002.00$               
TOMPKINS 102,478.00$             17,174$                     119,652.00$               
ULSTER 243,740.00$             36,001$                     279,741.00$               
WARREN 135,201.00$             21,963$                     157,164.00$               
WASHINGTON 129,319.00$             21,508$                     150,827.00$               
WAYNE 128,275.00$             22,438$                     150,713.00$               
WESTCHESTER 133,877.00$             18,154$                     152,031.00$               
WYOMING 70,760.00$               14,474$                     85,234.00$                 
YATES 52,390.00$              7,628$                      60,018.00$                 
TOTAL UPSTATE 14,504,073.00$        2,125,296$                16,629,369.00$          
NEW YORK CITY 4,537,175.00$          452,401$                  4,989,576.00$            

TOTAL 19,041,248.00$        2,577,697$                21,618,945.00$          
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