








HEAP Manual Introduction

1. 2006-2007 Program

a. Early Outreach

* CNS mail out and phone certification for Code A SSI recipients and for
heads of households age 60 or older who received a benefit in the
previous year began August 21, 2006.

* CNS mail out also began August 21, 2006 to those households under
age 60 who received a benefit in the previous year and whose
household contains a vulnerable individual.

* New York City mail out also began August 21, 2006.

b. Regular Benefit Component

* Applications for Regular Benefits were accepted beginning
November 1, 2006.

c. Emergency Benefit Component

* Applications for Emergency Benefits were accepted beginning
November 1,2006.

d. Heating Equipment Repair/Replacement

* Applications for this component were accepted beginning
October 2, 2006.

NOTE: 2005-06 Heating Repair/Replacement component closed
September 29, 2006.

D. CERTIFICATIONNETWORK

1. OVERVIEW

a. DSS as lead agency

* The DSS is the lead administrative agency in each district.

b. Establishment of certification network

* The DSS is responsible for establishing the certification network
within the district. All administrative monies flow through the DSS.
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2. SPECIAL CIRCUMSTANCES

* Children under age 21 and spouses must be considered household
members. Children under 21 are household members even if budgeted
as a roomer and/or roomer/boarder for TA purposes.

* Minor children in the process of being adopted by a HEAP household
member are household members.

* Students-dependent students are included in their family’s household.
Independent students are included in the household where they reside.

* TA or FS recipients whose budgets or case records indicate that they
share shelter and/or energy costs with the HEAP household are
considered HEAP household members.

C. EXCEPTIONS

1. EXCLUSION OF INDIVIDUALS

An applicant may refute the presumption that certain individuals age 21 or
older residing in the household, even those related by blood, marriage, or
adoption, are household members.

NOTE: However, children under 21 and spouses, and dependent
students must be household members

2. REQUIRED STATEMENT/EVIDENCE

* If the applicant declares that someone living in the dwelling is not a
household member, the applicant must provide a signed statement to that
effect.

* The statement must include the name of the persons not included in the
HEAP household and whether or not the individuals contributes to the
household.

* The certifier must review the living situation in these cases. If the
individual is sharing living expenses, has household bills in his/her name,
or is the tenant of record or co-owner of the dwelling, that individual must
be a household member.

* In those cases where the individual is in receipt of TA or FS, the case
budget must be reviewed to assist in determining the household
composition.
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D. NON HOUSEHOLD MEMBERS

The following are not considered household members:

* Individuals age 21 or over declared by the applicant as non-household
members when supported by reasonable evidence.

* Roomers and/or roomer boarders in private housing.

NOTE: In cases where there is a minor child budgeted as a roomer
and/or room/boarder for TA purposes, the child must still be a
household member.

* Foster children or foster adults.

* Household employees-unless they must be included based on the
household definition.

* Code C SSI recipients

E. CLARIFICATIONS

1. JOINT CUSTODY OF CHILDREN

When determining household composition when there is joint custody
of children:

* The children are included in the HEAP household where the children
reside the majority of time; or

* If they live equal time at each parent’s, the school district determines the
HEAP residence; or

* If the district is the same or the children are not school age, the parent that
claims the children for tax purposes may claim them for HEAP.

2. STUDENTS

a. Dependent Students

Dependent students are claimed in their family’s household even if
they reside with another household while attending school.
Dependent students are those students attending post-secondary
institution full time and who are still claimed as dependents for tax
purposes.
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b. Independent Students

Independent students are members of the household in which they live.
Independent students are students at least 18 years old, attending a post-
secondary institution full time and who are not claimed as a dependent on
another’s tax return. Economic independence must be documented for
students under age 21.

3. INDIVIDUALS NOT CONTRIBUTING

* When an applicant provides evidence that an individual age 21 or older is
not a household member and that individual is not making any
contributions to the household, that individual is not included in the HEAP
household count.

* However, non-contributing individuals declared by the applicant to be
household members are included in the household count.
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V. INCOME

SECTION CONTENTS

A. COUNTABLE INCOME
B. EXCLUDED INCOME
C. INCOME DOCUMENTATION
D. INCOME CALCULATION
E. ZERO OR LOW INCOME
F. INCOME DEEMING

A. COUNTABLE INCOME

The following are considered income for HEAP purposes:

1. Gross wages before deductions*

2. Commissions before deductions*

3. Salaries before deductions*

4. Net profit from selfempIoyment*

5. Social security payments after deduction of Medicare premium, Part B
and 0, including payments paid to or on behalf of full time dependent
students

6. Supplemental security income, including payments paid to or on behalf of
full time dependent students

7. Railroad Retirement benefits

8. Retroactive lump sums for Social Security, SSI, or Railroad Retirement
which can be prorated over a specific period of time

9. Unemployment insurance benefits UIB

10. Veteran’s benefits, including disability payments

11. Veteran’s survivor’s benefits, including payments made to or on behalf of
full time dependent students

12. Pensions

13. Payments from insurance and annuities

154 Revised 2/13/07



2006-07 HEAP Manual Emergency HEAP Component

14. Strike benefits from union funds

15. Green thumb income

16. Worker’s compensation payments

17. Disability payments

18. Alimony

19. Child support payments, court ordered amount or actual amount received
if less, even if paid to minors or full time dependent students

20. Military family allotments including those paid to or on behalf of full time
dependent students.

21. Housing allowance to military personnel

22. Regular cash support from absent family members or someone not living
in the household

23. Dividends

24. Interest, even if not paid directly to the household

25. Royalties

26. Income from rents after allowable deductions

27. Income from estates or trusts

28. Interest portion of mortgage/land contract payments received by the
household

29. Income from IRA-the amount drawn by the household during the month
application and the 11 months prior to the month of application is
counted.

30. Interest accrued on mature IRA accounts

31. Payments from roomers or roomer/boarders

32. Severance pay

33. Vacation pay
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34. Family Subsistence Supplemental Allowance available only to active
military personnel

35. Oneida Indian Nation stipends

36. All other income not specifically excluded under the "excluded income"
section.

* Earned income of minors under age 18 and of full time dependent students
aged 18 or older is excluded. See section below.

B. EXCLUDED INCOME

The following sources of income are not included for income calculation purposes:

1. Reimbursement for medical and/or employment expenses

2. Loans, including student loans

3. College/post-secondary school grants and scholarships funds

4. Earned Income of full time dependent students aged 18 and older

NOTE: Social Security, SSI, Child Support, Veteran’s Survivors’
benefits and military Family Allotments are included as income.

5. Earned income of dependent minors under age 18

6. Medicare premium Part B deducted from monthly social security benefit
and Part D Medicare premium.

7. Irregular and/or infrequent income that does not exceed $30 over a three
month period.

8. Payments for foster children

9. Code C SSI payments made to the household for care of SSI adults

10. Adoption subsidy payments

11. Tax refunds

12. EITC payments, received monthly or in a lump sum

13. Christmas bonuses
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14. Non-recurring lump sum payments when such payments are not for a
specific period of time, such as one time sale of real property or insurance
settlements

15. Agent orange payments, both lump sums and recurring payments

16. Federal action program payments made to participants in the retired senior
volunteer program, foster grandparents, and senior companion program

17. Job training partnership act JTPA payments

18. Reverse mortgage payments

19. Home equity payments

20. Nazi restitution payments

21. Special energy assistance payments, cash or in-kind, provided by an energy
company or a non-profit agency

22. In-kind contributions

23. Income of amnesty aliens

24. Aid and attendance payments.to veterans

25. Flex credit payments

26. Payments to Vietnam veterans’ children with spina bifida

27. Income committed to the payment of inpatient hospital or skilled nursing
facility care

28. Income committed to home health care services which is incurred towards
Medicaid/Medicare eligibility. Health care services are those services
rendered by a person other than a relative who is qualified to provide such
services such as assistance with personal hygiene, feeding, dressing, or
household tasks. any individual who has been appropriately trained and is
supervised by a registered or licensed practical nurse may provide these
services.

29. Payments made by a household to housekeepers/homemakers and
reimbursed under Title XX. Homemaker services include assessing the need
for, arranging for, providing and evaluating the provision of personal care,
home management, incidental tasks by a trained homemaker who meets
department standards.

157 Revised2/13/07



2006-07 HEAP Manual Emergency HEAP Component

30. Allowable expenses deducted from self-employment income

31. Allowable expenses deducted from rental income

32. Interest accrued on an IRA which is not mature

33. Attica settlement payments

34. Interest accrued on 401 K or other retirement accounts which are not
mature

35. Americorp living stipends

36. Interest accrued on individual development accounts for TA recipients

37. Interest accrued on prepaid burial accounts

C. INCOMEDOCUMENTATION/VERIFICATION

1. DOCUMENTATION REQUIREMENTS

a. Basic Requirement

* Income must be documented for all in person applications.

NOTE: Income documentation will not be required for
households eligible to participate in the income deeming process
for emergency applications.

* When documentation is required, documentation must be obtained for
each source of income in the household.

b. Earned income documentation requirement

* Earned income must be documented for all applications, including
mail-ins, electronic filers, and phone certifications. Earned income
includes rental income and self-employment.

c. Documentation of other income

* Documentation of income may be required whenever the certifier or
local DSS feels there is an additional need for information to certify
eligibility or calculate the benefit.
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NOTE: Income documentation is not required to establish income
eligibility or tier when at least one member of the HEAP
household is in receipt of recurring TA, FS, or Code A SSI but
may be needed to calculate income in determining the energy
burden ratio.

2. VERIFICATION REQUIREMENTS

Although unearned income documentation is generally not required for mail-in
applications, certifiers should verify the income when the income has
changed from the previous year.

3. WAGES

* Documentation is obtained for the most recent pay periods proceeding the
date of application.

* Acceptable documentation includes:

o Pay stubs for the four most recent pay periods prior to the date of
application for weekly income or for the most recent two pay periods
for bi-weekly income or twice monthly income.

o Employer statements

o Collateral contact with employers by a certifier.

4. SELF-EMPLOYMENT

Documentation must be obtained for the last three months prior to the month
of application and includes:

* Organized business records

* Income receipts

* Expense receipts

* Tax records

* Signed statements from persons for whom work has been performed and
payment made

The "Self-employment Worksheet" must also be completed but is not
considered documentation.
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5. BENEFITS SOCIAL SECURITY, SSI, VETERAN’S, DISABILITY, UIB,
RAILROAD RETIREMENT

Acceptable documentation includes:

* Current award letter

* Copy checks

* Notice of direct deposit

* Collateral contact by HEAP certifier with agency providing the benefits

* UIB book

6. CHILD SUPPORT

Acceptable documentation includes:

* Court orders

* Copies of checks

* Collateral contact/statements from Support Collection Unit

* Separation/divorce agreements must be current and state amount

* Signed statement provided by person making payments this should only
be used if other documentation is not available

7. ALIMONY

Acceptable documentation includes:

* Court order

* Separation/divorce decree

* Signed statement from person making payments this should only be used
if other documentation is not available

8. INTEREST/DIVIDENDS/IRA

Acceptable documentation includes:

* Bankbooks
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* Interest statements

* Bank statements

* Tax statements

9. RENTAL INCOME

Documentation for rental income is for 12 months prior to the month of
application and includes:

* Income receipts

* Expense receipts

* Tax statements

* Business records

10. ROOM OR ROOM AND BOARD

Acceptable documentation includes:

* Signed statement from the applicant with the amount paid by the roomer
or roomer/boarder.

11. ONEIDA INDIAN NATION STIPENDS

Since the Nation will not provide direct documentation, the following alternate
methods are acceptable:

* Copies of checks

* Bank deposit record

* Third party and/or applicant statements

12. OTHER

a. Zero Income

* The applicant must provide a signed statement for any household
member over age 18 who claims no income and who is not a full time
dependent student.
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b. Contributions from someone outside the household

* The file must contain a signed statement from the person making the
contribution.

c. Excluded income of dependent minors and dependent students

* In order to exclude income of minors, age must be documented. In
addition, full time school status and dependent tax status must be
documented for full time dependent students.

d. Other excluded income

* It may sometimes be necessary to obtain documentation of excluded
income in order to determine if it is excluded.

D. INCOME CALCULATION

1. GENERAL POLICY

HEAP income eligibility is based on the HEAP household’s gross monthly
income for the calendar month of application. In general, the certifier should
identify all sources of income for the month of application, taking into account
any known changes.

2. ROUNDING

All final calculations are rounded down to the nearest dollar.

3. CHANGE IN INCOME

* Although income for the past four weeks is generally used to project the
amount of monthly income, any known change of circumstance must be
taken into consideration.

* It earned income is expected to end, change, or increase, within the
month of application, the certifier must attempt to determine if this change
will occur in the month of application and factor the change into the
income calculation.

* In addition, changes within the month of application expected in any other
type of income must be taken into consideration. For example, an
applicant is currently receiving UIB, but has only one benefit left for the
month. If the benefit will end in the month of application, the certifier
should determine how many benefits will be received in the month and
calculate the income accounting for the change.
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* Anticipated increases must also be considered if expected within the
month of application.

4. WEEKLY/BI-WEEKLY INCOME

* When manually calculating income, the gross weekly pay amount is
multiplied by 4.333 to arrive at the monthly amount.

* When manually calculating income, the gross bi-weekly pay amount is
multiplied by 2.166 to arrive at the monthly amount.

* Varied income

o Weekly income: the four gross pay amounts are added together,
divided by 4, and the result is multiplied by 4.333 to arrive at a monthly
amount. If using ABEL, the averaged amount is entered.

o Bi-weekly: the two gross pay amounts are added together, divided by 2,
and the result is multiplied by 2.166 to arrive at a monthly amount. If using
ABEL, the averaged amount is entered.

5. INCOME RECEIVED TWICE PER MONTH

It payment is received twice per month, but not bi-weekly, the amount is
multiplied by 2 to determine the monthly amount.

6. CONTRACT EMPLOYMENT

* Applicants who are employed under a 12 month contract may have the
option of receiving their salary on other than a 12 month schedule.

* If the payment schedule is 12 months, the amount received in the month
of income is counted.

* If the schedule is other than 12 months, the annual salary is divided by 12
to determine the monthly income for HEAP.

7. SOCIAL SECURITY INCOME

The gross monthly benefit amount after the deduction of the Medicare Part B
premium is counted as income.
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8. DIVIDENDS/INTEREST INCOME

* Determine the interest or dividends earned for the 12 months prior to
the month of application or for time period the earnings were produced, if
less than 12 months.

* Average the 12 months, or actual amount of time the earnings were
produced, if the amount varies.

* Divide the average by 12, or the number of months the interest/dividends
have been earned, to determine a monthly amount.

9. IRA INCOME

The amount drawn in the most recent 12 month period, including the month of
application is explored in order to determine a monthly amount. If amounts
are drawn on a schedule other than monthly or the monthly amounts differ,
the 12 months are averaged to arrive at a monthly amount.

NOTE: Any interest accrued on a mature IRA is countable income.

10. RENTAL INCOME

a. Determine the rental income received for the 12 months prior to the month
of application.

b. Deduct allowable expenses.

c. Divide the total net income by 12 to arrive at a monthly amount.

d. The following are allowable deductions:

* Interest paid on loans to purchase the rental property

* Insurance premiums for the property

* Taxes paid or incurred on the rental property

* Advertising

* Heat and/or utility costs paid by the owner for the rental property

* Improvements/repairs necessary to maintain the property as income
producing.
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o Calculating improvement costs--A monthly amount for
improvements is calculated by using the cost of the improvement,
pro-rating the cost by the life expectancy of the improvement, and
dividing this pro-rated amount by 12.

o Calculating repair costs--A monthly amount for repairs is calculated
by dividing the total cost of the repair by 12.

e. The following are not allowable deductions:

* Payments on loan principals

* Depreciation

* Net loss

* Non-essential repairs/improvements

f. Pro-rating for applicant occupied dwellings

When the applicant resides in the rental property, allowable expenses are
pro-rated by the number of income producing households. Expenses for
the applicant’s own unit is not an allowable deduction.

11. LUMP SUM PAYMENTS

Countable lump sum payments are pro-rated over the time period that they
are issued for.

12. SEVERANCE PAYNACATION PAY

The total amount received in the month of application is counted as income.

13. STRIKER’S INCOME

* If on strike more than six weeks, count only the current monthly income.
Income prior to the strike is not counted.

* If on strike less than six weeks, determine income on day prior to strike.
Compare to current income and count the higher amount.

14. SELF EMPLOYMENT INCOME

* Determine gross monthly income for the three months’ prior to the month
of application.
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* Deduct allowable business expenses from the gross income.

* Average the three months’ net profits and divide by 3 to calculate a
monthly amount.

* Negative income converts to "0" income for purposes of averaging.

* Allowable business expenses:

o Feed for livestock

o Gasoline

o Fueloil

o Veterinary fees

o Fertilizers

o Purchase of materials

o Interest payments on loans

o Other expenses essential to operate the business

* Non-allowable expenses:

o Depreciation

o Personal business and entertainment expenses

o Personal transportation

o Purchase of capital equipment

o Payments on principals of loans

o Expenses normally incurred by the household and not directly
essential to the business for example, heat for a home in which a day
care is operated.

15. ONEIDA INDIAN NATION STIPENDS

Stipends are pro-rated over the period they are intended to cover.
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, E. ZERO OR LOW INCOME

1. REQUIREMENT

Basic maintenance must be explored when:

* The household’s income is zero; or

* The household’s shelter expenses exceed household income.

2. DOCUMENTATION/NOTATION

Certifiers must obtain available documentation and verification to support
statements about the household’s maintenance. This includes, but is not
limited to:

* Applicant statements;

* Written, signed statements from individuals providing assistance/support;

* Bank statements, bankbooks showing withdrawals;

* Unpaid bills, collection notices;

* Application for benefits such as UIB, TA, FS, SSI, etc.

3. REQUIRED FORM

The Zero/Low Income Worksheet must be completed for these cases. The
applicant’s signature is required for in person applicants. The worker must
complete the form for mail-in applications, phone certifications, and e-filed
applications based on information from the applicant.

F. INCOMEDEEMING

1. POLICY

Income eligibility will be established for the entire 2006-2007 HEAP season
for those households that have applied and that have been determined
eligible for regular HEAP benefits unless any one of the following occurs:

* The household has a change in total gross monthly income that
exceeds $500; or

* The household has moved even if the move is within the same county; or
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* There has been a change in household composition either additions or
deletions;or

* Eligibility for a regular benefit was based on categorical eligibility and
the household is not categorically eligible at the time of the application for
emergency benefits.

This policy is applicable for all types of applications mail in, phone
certification, and walk in.

If the household meets any of the four exceptions listed above or is applying
for heating equipment repair and/or replacement, the household must provide
full income documentation. Income eligibility is re-established based on the
current information.

2. PROCEDURES AND FORMS

a. Procedures

* A household that has been determined eligible for regular HEAP and
reapplies for emergency benefits will generally not have to provide new
income documentation/information.

NOTE: Income deeming does not apply to heating equipment
repair and replacement.

* The income information used to determine eligibility for the regular
benefit will be used to determine eligibility and benefit amount for the
emergency benefit.

* Documentation will be required under the following circumstances:

o The household has a change in total monthly income that exceeds
$500; or

o The household has moved even if the move is within the same
county; or

o There has been a change in household composition; or

o Eligibility for a regular benefit was based on categorical eligibility
and the household is not categorically eligible at the time of the
application for emergency benefits.

* The household must complete an application form when re-applying for
emergency benefits.
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* The certifier does not obtain new income documentation and does not
recalculate the monthly income for subsequent applications. The
income from the initial application is used for calculation of the
emergency benefit.

* Income deeming procedures are not applicable to those TA or FS
households eligible to request benefits via the phone.

b. Applicant Attestation

The applicant must complete and sign the "Applicant Attestation" form and
the certifier must complete the bottom portion of the form.

c. Budget Worksheet

* A Budget Worksheet must be completed.

* The certifier may note that household composition, residence, and
income are the same and is therefore not required to fill out these
sections. Total income from the regular benefit application is entered
in the "Total Income" box at the bottom of the form.

* The vendor relationship section may also be the same or may need
additional information if the emergency payment will be made to a
different vendor than the regular benefit.

* The "Emergency Application Checklist" section of the Budget
Worksheet must be completed.

d. Heating Benefit Calculation Worksheet

The certifier must also complete a Heating Benefit Calculation Worksheet for
emergency benefits. Use of ABEL or other approved electronic calculation
system, may be substituted for the manual form.

3. ADDITIONAL REQUIREMENTS

All other procedures and requirements for establishing eligibility for
emergency benefits must be followed and additional documentation
requirements must be met. These include:

* Documentation of resources

* Determination of available resources

* Documentation of tenant of record
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* Documentation of customer of record

* Verification of emergency

* TA and FS recipients who meet the customer and tenant requirements
may request emergency benefits by phone, except applications for heating
equipment and repair must be made in person.

* All other emergency applications must be in person.

4. EXCEPTIONS

* If a household has had any of the changes in circumstances listed in
Part 2.a. of this section or is applying for heating equipment repair and
replacements. The household must re-establish income eligibility and
must provide full documentation of income. Eligibility and benefit
calculation are then based on the current income.

* A household may also choose to provide new income documentation and
have eligibility and benefit calculation for the emergency benefit based on
current income. If a household opts to provide new income information,
income eligibility and benefit calculation are based on the new income
even if this makes the household ineligible or results in a lower benefit.
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2. BENEFIT AVAILABILITY

* Households may receive each type of emergency benefit, if eligible.
Benefits may be available only once during a program or may be
accessed multiple times up to the limit, depending on the type of benefit.

* During some program years, additional emergency benefits become
available depending on HEAP funding. In these situations, districts will be
notified and will be provided with instructions to implement the change.

* During the 2006-2007 program year, one heating and one heat-related
emergency benefit per household is available.

B. USE OF REGULAR BENEFIT

1. GENERAL REQUIREMENTS

* The availability and adequacy of the regular benefit to meet heat and/or
heat-related emergencies must be explored prior to issuing an emergency
benefit.

* District may opt to issue emergency benefits first to eligible households on
the TA or FS autopay.

2. AVAILABILITY/ADEQUACY OF REGULAR BENEFIT

a. Utility Emergencies

* As per the agreement with utility companies, both the regular and
emergency benefits are issued simultaneously when the household is
in a shut-off situation and is otherwise eligible for an emergency
benefit, unless the regular benefit is equal to or greater than the
balance due.

* Benefits are issued separately for municipal electric companies and for
Con Edison.

* A utility company may opt to refuse HEAP. Benefits are not issued
until an active account exists and prospective service guaranteed.

b. Diversion of Regular Benefits

* A regular benefit for a household that heats with non-utility fuel cannot
be diverted to the utility company to prevent shut-off or restore service.
The only exception to this rule is when the applicant’s heat source is
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wood and the applicant verifies that he/she has an adequate supply for
the entire heating season. In these cases, diversion of the benefit is
the option of the SSD.

c. Non-Utility Emergencies

* The regular benefit should be used first when the benefit is sufficient to
obtain a non-utility fuel delivery.

C. HEATING EMERGENCYBENEFIT

1. OVERVIEW

This benefit is used to meet the heating emergency for an eligible household.
Heating sources include natural gas, electric, propane, wood, coal, oil, and
kerosene.

2. AVAILABILITY

* This benefit is available once during the program year. An applicant who
has received a heating emergency benefit cannot receive a second benefit
or a supplemental benefit even if the applicant moves or circumstances
change during the program year.

* Additional benefits may become available depending on funding. Districts
will be notified if additional benefits do become available and will be
provided with procedures for implementing the change.

3. NATURAL GAS, HEAT ONLY, BENEFIT AMOUNT

* Basic amount: $235

* Supplemental amounts: add the following amounts to the basic for each
additional criteria that the household meets:

o Tier I: add $25

o Vulnerable member: add $50

o Household with 5 or more members: add $50

* Total Benefit: total benefit equals the basic plus all supplements. The full
benefit is issued/available to the household even if this results in a credit
on the applicant’s account.
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E. COMBINEDNATURAL GAS HEAT PLUSHEAT RELATED
DOMESTIC

1. OVERVIEW
This benefit is used to prevent shut-off or restore service for natural gas heat
and for electric to operate the primary heating equipment when both services
are provided by the same company.

2. AVAILABILITY

* This benefit is available once per program year. An applicant may not
receive a second benefit or a supplemental benefit even if the applicant
moves or circumstances change during the program year.

* Additional benefits may become available during the program year
depending on HEAP funding. Districts will be notified if additional benefits
become available and will be provided with procedures to implement the
change.

3. BENEFIT AMOUNT

* Basic amount: $335

* Supplemental amounts: add the following amounts to the basic for each
additional criteria that the household meets:

o Tier I: add $50

o Vulnerable member: add $100

o Household with five or more members: add $100

* Total benefit: the total benefit equals the basic plus all supplements. The
full benefit is issued/available to the household even if this results in a
credit on the applicant’s account.

F. PROPANE INSTALLATION

1. OVERVIEW

* A payment to provide for propane tank installation and/or deposit is
available to eligible households in order to obtain a different propane
vendor when the current propane vendor will not make a delivery to the
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household based on the available HEAP benefits. The household must be
heating with propane at the time of application, must currently be without,
or have less than a seven day’s supply of, propane for heating, and the
current company refuses to make delivery due to the customer’s arrears
and/or history of non-payment.

* This benefit is not intended to establish new propane service for a
household using another source of heat and wanted to switch to propane
or for households who are moving and are attempting to set up new
service at the new residence.

2. AVAILABILITY

This benefit may be accessed more than once in a program.

3. AMOUNT

The benefit authorized is the amount necessary to alleviate the propane
emergency, but cannot exceed $500 in a program year per eligible
household.

G. TEMPORARY SHELTER/RELOCATION

1. OVERVIEW

* A HEAP benefit may be issued to eligible households who are in a home
heating situation that is deemed by the SSD to be detrimental to the health
and/or safety of household members if temporary shelter/relocation is not
provided.

* For example, a household without heating fuel in cold weather may be
offered temporary shelter if a fuel delivery cannot be obtained until the
next day or for a household whose heat/heat-related utilities have been
terminated and service cannot be restored until the next day.

* Another common example may occur when a household has been
determined eligible for a heating equipment replacement and/or repair but
the work cannot be done in the same day and there is a threat to the
household’s health/safety.

* The SSD should first explore any accommodations that the household
could make on their own, for example, staying with friends/relatives.

2. AVAILABILITY

The benefit may be accessed more than once in a program year.
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VII. BENEFIT ISSUANCES

SECTION CONTENTS

A. EMERGENCY BENEFITS
B. RECOVERY OF BENEFITS
C. REISSUANCE AND TRANSFER OF BENEFITS
D. PROHIBITED PAYMENTS
E. GENERAL REQUIREMENTS
F. FORMS
G. IN PERSON APPLICATIONS-EMERGENCY

A. EMERGENCY BENEFITS

1. POLICY

All emergency benefits must be issued directly to the vendor.

NOTE: In cases where the recipient requires wood for heating and it is
not possible to obtain a HEAP vendor, the payment may be issued as a
two party check to the recipient and the available vendor.

2. METHODS OF PAYMENT

* The following methods of payment may be used to issue emergency
benefits:

o A direct check for recipient’s full emergency benefit is issued to the
recipient’s vendor

o A line of credit for the full amount of the benefit is established with the
recipient’s vendor.

* The benefit is issued in full even if this results in a credit on the recipient’s
account.

B. RECOVERY OF BENEFITS

1. POLICY

* The SSD must attempt to recover incorrect, misdirected, or inappropriate
payments made to vendors or recipients.

* HEAP benefits may not be recouped from TA grants.
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* Emergency Benefits are not cashed out to recipient.

* Credit from Emergency Benefits must be returned to the SSD and may
be reissued to a new vendor if a recipient changes vendors when:

o The recipient closes the original account

AND

o The recipient is the customer of record for a new heating or heat
related account.

* Credits belong to the applicant of record WMS relationship code 01 -

applicant/payee.

D. PROHIBITEDPAYMENTS

The following payments may not be issued from HEAP funds:

* Security deposits

* Equipment repairs or replacements to landlord owned property when the
landlord does not reside in the dwelling

* Marshall’s fees

* Surcharges beyond normal energy costs required by some commercial
housing operators or utilities

* Surcharges to tenants by subsidized housing authorities

* Vendor payments to landlords unless the landlord meets the definitions
outlined in the Vendor Information section of this manual

* Emergency benefit payments to ESCOs

* Payments for energy emergencies which are not for heating or are not
heat related;

* Reconnection fees for utility service

* Service which is for a business that is separate and apart from the
recipient’s primary residence
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* In addition, payments for repairs and/or replacements may not be made in
situations where the dwelling has been determined to be unsafe or is not
habitable and the situation cannot be corrected in a reasonable or cost
effective manner in order to ensure safe and healthy habitation

* NYS Sales Tax on heating equipment repair/replacement or on fuel
deliveries

* Heating equipment repair/replacement payments when:

o The equipment is inoperable due to flood, fire, or other natural disaster,

o The dwelling does not have, or did not have in the preceding heating
season, an operational primary heating system unless the household
has been utilizing space heaters,

o The dwelling was purchased without an operational heating system,

o The dwelling contains more than two units with a single heat source,

o The applicant’s home is for sale and there is a signed sales contract,

o Heating equipment was replaced within a ten year period, beginning
April 2000,

o There is homeowner’s insurance available to cover the expense.

E. GENERALREQUIREMENTS

1. PROCESSING TIME FRAME

a. Time Frame for Eligibility Decision

* Applicants must be notified in writing of the eligibility decision, either
approval or denial, within 30 business days from the date that the
signed, completed application is filed with the certifier.

* The processing time for walk in applications, including emergencies,
begins on the date that the eligibility interview is conducted by the
certifier.

NOTE: A phone request for emergency benefits made by a TA or
FS recipient is considered to be an application and the
processing time begins on the date of the request by the
recipient.

e. Additional Time Requirements for Emergency Benefits
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* This form is used as a mail in application and for all in person
applications, including those for emergency benefits.

* This form is also available on line. The on line version is currently
available on the OTDA web site and may be completed on line and
then printed and routed to the appropriate certifier.

b. Completing the Application

* Applicants are responsible for completing all unshaded areas of the
application. Every question must be answered and the application
signed and dated.

* Anyone assisting the applicant in completing the application should
also sign the application.

G. INPERSON APPLICATIONS-EMERGENCY

1. REQUIREMENTS

* Any applicant not permitted mail in or phone certification access must
apply in person and must have an interview.

* All applications for emergency benefits must be in person except that a TA
or FS recipient who is the customer and tenant record may request heat or
heat-related emergency benefits via a phone interview.

* All in person applications require full documentation.

* All applications for heating equipment repair/replacement must be in
person.

2. FORMS AND NOTICES

a. Application Form

* In person, applicants must apply using the standard application form
LDSS -3421. The on-line version of the application must also be
accepted.

* The "walk in" box on page 1 is checked by the certifier.

* A new application form is not required when:

o The applicant was denied and re-applies during the same calendar
month; or
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o An applicant who has an application on file and re-applies for
emergency benefits within the same calendar month.

* Applications and other required forms may be provided prior to the
interview according to local procedures.

b. Other Notices

* Each applicant must be provided with a copy of the Application Rights
Notice, the Important Notice about Energy Costs, and the Qualified
Alien Information.

* In addition, each application must contain a Voter Registration Form.

c. Budget Worksheet

* The certifier must complete a HEAP Budget Worksheet HBC for all
applicants. All documentation and income calculations are recorded
on the worksheet.

* In addition, the emergency checklist section must be completed and
the resource section signed by the applicant for emergency benefit
applications.

d. HEAP Benefit Calculation Worksheet

* A benefit calculation worksheet must be completed for any applicant
paying separately for heat and for all heating and heat-related
emergency benefits.

or

* Districts that utilize an electronic benefit calculation, including ABEL,
may substitute a printed copy of the ABEL budget or electronic benefit
calculation for the Benefit Calculation Worksheet.

NOTE: A printed copy of the HBC is not required.

e. Documentation Requirements Form

* It is recommended that in-person applicants be provided with the
Documentation Requirements form prior to the interview.

* The Documentation Requirements form may also be used as a
pending letter to inform applicants of needed documentation.
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may be replaced with a different type of system if the cost of the
alternative system is comparable to replacement with the same system.
The final approval for replacement with a different system type is made by
the SSD.

* NYSHEAP defines comparable as not exceeding $250 of the cost of
replacement of the existing heating system and fuel type.

* Work is limited to essential and primary heating equipment necessary to
insure that the heating system will operate safely and within all applicable
State and local building codes.

* All repairs or replacements on either State or sovereign lands must be
completed to the satisfaction of all State and local codes, in addition to
individual sovereign nation’s protocols and rules.

* The heating equipment must be the primary heat source. Portable space
heaters are not considered a primary heat source.

* In the case of frozen pipes, HEAP benefits may assist with repairing the
sections of piping absolutely necessary for the safe and proper installation
and operation of the essential heating equipment.

* All households must apply in person and be determined eligible for the
HEAP repair/replacement component prior to the authorization of any
work. Only the DSS may certify these applications.

* Temporary relocation for an eligible household may be considered where
the residence has been determined to be unsafe and where it has been
determined that the deficiencies cannot reasonably be corrected in a
manner which would ensure the safe, healthy habitation.

* All work, whether repair or replacement, must be approved and
authorized by the SSD prior to the commencement of any work.

VI. CERTIFICATION

The SSD is the sole certifier for this component. The SSD may contract with
alternate certifiers to assist in the application/outreach process.

VII. APPLICATION REQUIREMENTS

* All applications for heating equipment repair and replacement must be
made in person, including those from TA or FS recipients, using the
current version of the full application DSS-3421, rev. 6/04 and;
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HEAPFORMS ANDNOTICES

SECTION CONTENTS

A. GENERAL REQUIREMENTS
B. LISTING OF FORMS AND NOTICES

A. GENERALREQUIREMENTS

1. STATE PRESCRIBED FORMS AND LANGUAGE

Certifiers must utilize the State prescribed forms and reproduce any
mandated language without change.

2. LOCAL EQUIVALENTS

* Districts may request the use of a local equivalent form for any HEAP
form, except the application.

* Districts must submit local equivalent forms for approval through the
normal process prior to use.

* Districts may also request changes in mandated language. Any changes
must be submitted and approved prior to use. Requested changes are
submitted to the Division of Employment and Transitional Supports
Division of Employment and Transitional Supports. As the lead agency,
only DSS may submit request for changes.

* Any approval granted for language changes is effective only for the
program year in which it is approved. A new request must be submitted
for each program.

3. DISTRIBUTION OF APPLICATIONS AND FORMS AND NOTICES

* Generally, only HEAP certifiers may distribute applications. This insures
that all required information is provided to the applicant. If a district allows
distribution by entities other than certifiers, the district must insure that all
required forms and notices are distributed with the correct version of the
application.

* The application plus required information is available via the internet for
completion and printing. However, this version of the application is
submitted following local procedures. The application is found on the
OTDA site in the HEAP section.
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* HEAP forms and notices may be accessed via the OTDA Website under
the LDSS e-form section.

NOTE: In counties opting to pilot electronic HEAP filing, the
application may be e-filed.

B. LISTING OF FORMS AND NOTICES

1. APPLICATION DSS 3421,3421 C and 3421S Revised 3/06

* During the 2006-2007 program, districts must use the 3/06 orange
version.

* The internet version of the application must also be accepted by all
certifiers.

2. APPLICATION RIGHTS

This language must be reproduced locally. The language must be provided
to all applicants and may be incorporated into the cover letter language for
use with mail in applications or provided as a separate form. Revised 7/06

3. AUTOPAY VENDOR INFORMATION A LDSS 4859A Revised 5/06

* This form is for use only in districts participating in the Oil Buying
Component.

* It has been developed for use when a TA/FS recipient on the autopay has
no vendor information listed. The district vendor list must be attached to
this form. The form directs the household to submit their vendor
information or to pick a participating vendor from the list if their vendor
does not participate in the HEAP special price protection program. The
household must be given ten days to submit the required information.

4. AUTOPAY VENDOR INFORMATION B LDSS 4859B Revised 5/06

* This form is for use only in districts participating in the Oil Buying
Component.

* This form is used for TAIFS recipients on the autopay when it is known
that their vendor is not participating in HEAP. The district vendor list must
be attached. The letter advises households to pick a participating vendor
from the list and submit proof that the vendor has accepted them as a
customer. The household must be given ten days to submit the required
information.
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5. BUDGET WORKSHEET DSS 3594 Revised 4/05 A and B

* Part A is required for all in person applications to record documentation
and income calculation.

* Part B is also required for all emergency benefits, including those TA or
FS households that request emergency benefits via the phone in process.

6. CNS NOTICES

CNS notices are available for both approval and denials.

7. COVER LETTER FOR MAIL IN APPLICATIONS

The language provided by DETS must be reproduced locally and the letter
used to transmit applications for applicants permitted mail in access. The
letter or application packet must also include the "Applications Rights" and
"Important Notice about Energy Cost" language. Revised 7/06

8. DOCUMENTATION REQUIREMENTS DSS 3431,3431-1 Revised 8/03

This form is used to notify applicants of required documentation. It may
also be used as a pending letter for applicants who have applied in person.
The missing information is indicated on the form and the due date entered on
the top of the form.

9. HEAP DESK GUIDE DSS 3862 Revised 5/06

* This provides income eligibility guidelines, benefit amounts, and other
basic information about eligibility. It is used in conjunction with the HEAP

Manualand other materials issued by DETS.

* DETS provides districts with a supply of this form each program.

10. HEAP MONTHLY HOUSEHOLD INCOME CODES Revised 6/06

This provides a break out of percentages of poverty that are required for
federal reporting purposes. Monthly income codes are a required entry on
case type 60.

11. HEATING BENEFIT CALCULATION WORKSHEET Revised 5/06

* This form must be completed for all applicants paying separately for heat
unless the HBC or ABEL is used. This includes applicants applying via
the mail in process, the phone certification process, or if TA/FS authorized
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a benefit after the initial autopay process, or if TA/FS recipients request
emergency benefits via the phone process.

* Districts utilizing an electronic calculation, including ABEL or HBC, may
substitute a printout of the automated calculation for this form.

12. HEATING EQUIPMENT REPAIR/REPLACEMENT GUIDE Revised 1/06
This form must be completed for each heating equipment repair and/or
replacement application.

13. IMPORTANT NOTICE ABOUT ENERGY COSTS

This language must be reproduced locally. This language must also be
provided to all applicants and may be incorporated into the cover letter
language for use with mail in applications or may be provided as a separate
form. Revised 7/06

14. INCOME DEEMING ATFESTATION Revised 7/06

This form is used in the income deeming process for applicants who have
been determined eligible for a 2006-2007 regular benefit and who are re
applying for emergency benefits.

15. NOTICE OF ELIGIBILITY DECISION DSS 3494 A and B Revised 9/04

The Notice of Eligibility Decision is a manual notice that may be used to notify
applicants of the eligibility decision.

NOTE: Separate notices are used for approval and denials.

16. PHONE CERTIFICATION Revised 7/06

* Language for this form must be reproduced locally. Language in the
July 2006 version must be used.

* This form is used with the phone certification process for those heads of
household in receipt of Code A SSI or age 60 and older who received a
benefit in the preceding year and who have agreed to apply by this
method.

NOTE: Only counties with an approved waiver from OTDA are
allowed to conduct phone certifications.

17. POSTERS AND BROCHURES

* Both posters and brochures are now available.
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* Posters that are available are in two sizes:

o 8 1/2 x 11 Pub. 4737, Revised 7/06

o 11 x 17 Pub. 4736, Revised 7/06

* Brochures are available in both English and Spanish.

o English: Pub. 4737, Revised 7/06

o Spanish: Pub. 4735-S, Revised 7/06

18. QUALIFIED ALIENS Revised 7/06

This form must be provided to aD applicants. This is a reference form that
provides information on qualified alien requirements.

19. REQUEST FOR INFORMATION/DOCUMENTATION LETTER DSS 4282
Revised 5/02

* This form is used to notify applicants who have applied via the mail in
process of missing information and the date for providing the information.

20. SELF-EMPLOYMENT WORKSHEET DSS 3785 Revised 7/88

This form is required for all self-employment income. Although it is
recommended that the applicant complete the form, certifiers may choose to
assist or to complete the form.

21. TA AND FS Request for Regular Benefits Revised 7/06

TA and FS recipients who were not included in the autopay process must
complete a short form in order to request regular HEAP benefits.

22. VENDOR INFORMATION FORM Revised 7/06

This form may be used to obtain vendor information for TA and/or FS
households.

23. Vendor Selection Letter LDSS 4859 Revised 5/06

* This form is for use only in districts participating in the Oil Buying
Component.
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* It has been developed for use when an oiVkerosene applicant is using a
non-participating vendor to advise them of the need to switch to a vendor
that participates in HEAP. This form allows you to give the applicant ten
days to switch to a participating vendor and submit proof. The applicant
can be denied at the end of the ten day period for failing to comply.

24. ZERO LOW INCOME WORKSHEET LDSS 3829 Revised 9/04

Districts must use this form when a household’s income is zero or shelter cost
exceeds the household income.
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VENDOR INFORMATION AND REQUIREMENTS

SECTION CONTENTS

A. DEFINITIONS
B. ISSUANCE OF PAYMENTS
C. REPORTING REQUIREMENTS
D. VENDOR AGREEMENT FORMS
E. CASHOUT/REFUND PROCEDURES
F. VENDOR RESPONSIBILITIES

A. DEFINITIONS

1. VENDOR OR ENERGY SUPPLIER

* An individual or entity engaged in the business of selling electricity, oil,
gas, wood, kerosene or any other fuel used for home energy in a
residential dwelling.

* Landlords may not be considered energy suppliers/vendors unless one of
the following is met:

o The landlord owns gas wells and charges tenants for the gas provided
to individual housing units;

o The landlord is a recognized commercial vendor who supplies fuel to
individual housing units owned by the landlord; or,

o The landlord supplies individually metered fuel from a common tank to
individual housing units.

2. ESCO

An energy services company, other than a regulated utility, that sells natural
gas and/or electricity.

3. TRANSPORTATION AND DISTRIBUTION

The process and cost of delivery and transportation of natural gas and/or
electricity that is sold by an ESCO.

212 Revised 2113/07



2006-07 HEAP Manual Vendor Information and Requirements

B. ISSUANCE OF HEAP PAYMENTS

1. REGULAR BENEFITS

* Regular HEAP benefits must be issued to a vendor if the reôipient pays
directly for heat, even when the applicant is not the customer of record.

* Districts may also choose to issue the non-heating renters benefit to the
recipient’s utility supplier.

* Payments may be made directly to the vendor, issued as a line of credit,
or as a two party check.

* Districts must issue regular benefits to the ESCO.

* A signed vendor agreement form is required prior to issuance of direct
payments to vendors, including payments on lines of credit.

2. EMERGENCY BENEFITS

* HEAP emergency benefits must be issued to the recipient’s vendor.

NOTE: In counties participating in the Oil Buying Component, the
emergency payment may be issued as a two party check when: the
client is exempt from using a non-participating vendor or OTDA has
granted permission due to the unavailability of a participating
vendor.

* However, emergency payments may not be issued to ESCOs since the
ESCO cannot terminate service and the household is not in a crisis
situation as defined by HEAP.

* When there is threat of termination from the utility company because of
non-payment of transportation and distribution costs, HEAP emergency
benefits are issued to prevent termination of service.

NOTE: Some utility companies provide billing services on behalf of
the ESCO. In these cases, the bill will contain charges for both the
commodity and the transportation and distribution. If there is a shut
off notice in these cases, payment is made to the utility and is pro
rated between commodity and transportation/distribution costs
UNLESS the ESCO has terminated the contract with the applicant.
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3. RECONCILIATION OF VENDOR ACCOUNTS

When a district provides the HEAP benefit 100% up front to the vendor, it is
recommended that, on a random basis, the SSD require the vendor to verify
the expenditure of the funds.

4. VERBAL PROMISE OF PAYMENT

When a district verbally authorizes a HEAP payment in order to secure a
heating fuel delivery or prevent shut-off/restore of heat or heat related service,
the payment must be issued.

C. 1099REPORT REQUIREMENT

If a district pays a vendor/landlord more than $600 in HEAP benefits, the SSD
must submit a 1099 Report form to the U.S. Internal Revenue Service.

D. VENDOR AGREEMENTS

1. REQUIRED LANGUAGE

* All local districts must use the NYS OTDA language for the Uniform
Vendor Agreement forms when issuing payments directly to home energy
suppliers.

* A new vendor agreement for non-utility and municipal utility vendors is not
required for the 2006-2007 program except for those counties
implementing the Oil Buying Component in 2006-2007.

* Changes in language require prior approval by DETS.

2. OBTAINING VENDOR AGREEMENTS

* Districts are responsible for obtaining a signed vendor agreement for all
local vendors, including any energy services companies and vendors
providing heating equipment replacement and repair work.

NOTE: OTDA is responsible for obtaining vendor agreements for
oil/kerosene vendors in the Oil Buying Component.

* If a signed utility or non-utility vendor agreement is on file, a separate
agreement for furnace replacement/repair is not required for payment to
that vendor for repair and/or replacement work.

* Vendor agreements remain in effect unless terminated by either party or
unless a new one is required by NYS OTDA.
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* While not required, it is recommended that districts utilizing two party
checks also obtain vendor agreement forms.

* NYS OTDA will negotiate a vendor agreement annually with each of the
following PSC regulated utilities:

o Central Hudson

o Consolidated Edison

o Keyspan

o NYS Electric and Gas

o National Grid

o Orange and Rockland

o National Fuel Gas

o Rochester Gas and Electric

3. GENERAL REQUIREMENT

A signed vendor agreement must be on file at the SSD prior to issuance of
any HEAP payment to that vendor.

E. CASH OUT AND REFUND PROCEDURES

1. REFUND POLICY/CLOSE OUT POLICY

Any HEAP payment regular and/or emergency issued up front to a vendor,
established as a line of credit, or issued as vendor as billed remains available
to the recipient until exhausted, unless that recipient changes vendors or dies.

2. REFUND PROCEDURES

* When a client changes vendors and a benefit amount remains, one of the
following actions is taken:

a. Regular benefits

* Obtain a refund for the remaining balance and reissue the balance to a
new vendor or to the recipient. Issuance directly to the recipient is
permitted only when there is no new vendor, even if it’s only a vendor
for heat related service, or the recipient is moving out of the county; or
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* Change the vendor on the line of credit to the recipient’s new vendor; or

* Issue the balance on the line of credit directly to the recipient if there is
no new vendor or the recipient is moving out of the county. The J2
payment code is used.

NOTE: If the recipient hs moved, the district must make an effort
to provide any remaining funds to the recipient. If the recipient
cannot be located, funds are returned to the district’s HEAP
account.

b. Emergency Benefits

* Emergency benefits are not cashed out to recipients.

* Credit from emergency benefits may be re-issued to a new vendor
if a recipient changes vendor when:

o The recipient closes the original account; and

o The recipient is the customer of record for a new heating and/or
heat-related account.

o Credits belong to the applicant/payee WMS relationship code 01.

3. LINES OF CREDIT

* HEAP payments issued as lines of credit, or vendor as billed, remain
available to recipients until exhausted to insure that the recipient receives
the full benefit.

* When a district chooses to close lines of credit at the end of the HEAP
year and a balance for the regular benefit remains, the district must issue
the balance to the vendor as a credit on the recipient’s account.

* When the unexpended line of credit is for emergency HEAP, the district
must issue the balance to the vendor s a credit on the recipient’s account.

4. CREDIT BALANCE

* A credit balance exists when the HEAP benefit is issued up front to the
vendor or a line of credit is established and the benefit exceeds any
balance due on the recipient’s account. Credit balances remain on the
account until expended unless the recipient changes vendors or dies. See
the section above on refunds for these cases.
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* In those cases where an excessive credit balance accumulates from
regular HEAP payments from successive HEAP years, the districts should
investigate the reason. When a district chooses to cash out excessive
credit balances, the district must obtain a refund of the excessive balance
and issue this amount directly to the recipient. It is recommended that an
amount equal to the cost of one years service remain on the account.
This is most common in situations where the recipient’s heat is provided
by a municipal electric company.

* Credit balances resulting from emergency HEAP payments may not be
cashed out to recipients.

5. ERRONEOUS PAYMENTS

* Districts are required to attempt recovery of identified erroneous
payments. An erroneous payment is a duplicate payment, an incorrect
payment, an overpayment, or there is no account with the vendor for that
recipient.

* If the erroneous payment has not been used to guarantee payment for a
delivery and/or prevent shut off of utility service, the erroneous payment
must be returned to the district.

F. VENDOR RESPONSIBILITIES

1. VENDOR AGREEMENT FORM

* Vendors who wish to participate in heap and receive payments must sign
a vendor agreement and agree to abide by the terms outlined in the
agreement.

* A new vendor agreement form for non-utility and municipal electric
vendors is not required for the 2006-2007 program except for oil/kerosene
vendors in the counties implementing the Oil Buying Component in 2006-
2007.

2. NON-UTILITY DELIVERIES

* Non-utility vendors agree to provide a delivery or metered amount of
commodity equal to the value to the HEAP benefit on or after notification
of the household’s eligibility for the benefit is received.

NOTE: Vendors may deduct their standard off cycle/after hours
delivery charge when deliveries are made on an emergency basis.
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* Non-utility vendors must also agree to accept emergency HEAP when
they have previously accepted a regular HEAP benefit for that household
in the current program year.

3. UTILITY PAYMENTS

Utility vendors agree to restore or leave service on for the period specified in
the vendor agreement.
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FILESAND CASERECORDS

SECTION CONTENTS

A. REQUIREMENTS FOR DEPARTMENT OF SOCIAL SERVICES
B. REQUIREMENTS FOR LOCAL OFFICES FOR THE AGING

AND ALTERNATE CERTIFIERS

A. REQUIREMENTS FORDEPARTMENT OF SOCIAL SERVICES

1. GENERAL REQUIREMENTS

* The DSS must maintain a complete case file for every HEAP applicant,
whether approved or denied.

* The case record file must contain at least the current and previous year’s
application or phone certification form, documentation, notations,
notices, and any other relevant information.

* The file must also contain the following: any type of permanent
documentation birth certificates, driver’s license, social security cards,
deeds, etc..

2. RECORD RETENTION

Applications and documentation must be retained for a period of three
program years, plus the current program years information, except that files
for heating equipment repair and replacement must be maintained for ten
years.

3. FILE REQUIREMENTS

The DSS file must contain all of the following that are applicable:

* The original signed application/questionnaire or phone certification form

* The budget worksheet, if it is required to be completed

* The Notice of Eligibility Decision or CNS supervisory report, if generated.

NOTE: A CNS Supervisory Report will not be generated for autopay
cases.

* Benefit Calculation Worksheet, if applicable.
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NOTE: ABEL budgets are available via budget history and are not
required to be printed.

* Self-Employment Worksheet, if applicable
* The Request for Information/Documentation Letter

* WMS Inquiry Screen Print/Notations

NOTE: In order to prevent duplicate payments to households, the
DSS must perform inquiry on each adult household member to
ensure payments have not already been issued. Notations
regarding the inquiry function may be substituted for the actual
screen print. The HEAP inquiry screen may be used for this
function.

* WMS App-TAD, if applicable, and/or the WMS authorization form
DSS-3209.

NOTE: Districts may opt to not file these documents in the HEAP
case record If the documents are readily retrievable; and it is noted
in the HEAP record where the document is located; and the
documents are provided upon request for any audits or program
monitoring.

* All other documentation, correspondence, and information.

4. VENDOR AGREEMENTS

The DSS must also retain copies of signed vendor agreements. Beginning
with the 2006-07 program, OTDA will retain copies of signed vendor
agreements for counties participating in the Oil Buying Component.

B. REQUIREMENTSFOR ALTERNATE CERTIFIERS

1. GENERAL POLICY

a. File retention requirement

* HEAP policy requires that all original files be retained by the DSS.

b. Waivers

* The DSS may request a waiver from OTDA to permit the alternate
certifier to retain the original files.
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* Waivers are applicable only for the program year in which they are
approved. A new waiver must be requested and approved for each
program year.

* Waiver requests must inciude information on where files will be
retained and assurances that the files are accessible to State OTDA
staff, auditors, and local DSS staff upon request.

2. LOCAL ALTERNATE CERTIFIER FILES

a. Requirements

* NYS OTDA does not require certifiers other than the DSS to retain files.

* However, certifiers processing mail in applications must be able to
perform the comparison to the previous year’s file and information.

* Additional file requirements may be imposed on the local OFA by the
NYS Office for the Aging and/or by the DSS.

* The DSS may also impose additional file requirements on alternate
certifiers.

b. Non-DSS Certifier retains original files

* When a waiver has been approved by OTDA, local OFA and/or the
alternate certifier may retain the original files.

* in these cases, the requirements for file contents and retention are the
same as those required for the DSS.

* In addition, it is recommended that the local DSS contract specify that
the non-DSS certifier will retain the files with the understanding that file
access must be permitted to local DSS staff, auditors, and State OTDA
staff. It should also be clear that files remain the property of the local
DSS and must be turned over upon request.
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WMS AND BICS INFORMATION

SECTION CONTENTS:

A. AUTHORIZATION OF HEAP BENEFITS
B. PAYMENT LINE REQUIREMENTS
C. HEAP PAYMENT CODES
D. PROCESSING OF CASE TYPE 60
E. AUTOMATIC PAYMENT COMPONENT
F. BICS LOCKS
G. BICS NOTICES
H. ADDITIONAL INFORMATION
I. HEAP INQUIRY SCREEN

A. AUTHORIZATION OF HEAP BENEFITS

1. AVAILABLE CASE TYPES

* HEAP payments may be authorized on any of the following case types:

o HEAP case type 60

o Family Assistance, case type 11

o Safety Net, case types 12,16,17

o Food Stamps, case type 31

NOTE: HEAP payments may not be authorized on FS-M1X cases,
case type 32.

B. PAYMENT LINE REQUIREMENTSFOR ALL CASE TYPES

1. METHOD OF PAYMENT CODES

01- Unrestricted
02- Vendor as authorized
04- Vendor as billed subject to limit
09- Restricted
11- Vendor line of credit

NOTE: Payment "to" date must be equal to September 30, 2007.
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C. HEAP PAYMENT CODES

The following payment codes are used to issue HEAP benefits:

CODE DEFINITION
HO FURNACE ESTIMATES
Hi REGULAR HEAP BENEFIT
H5 REPAIR HEATING EQUIPMENT
H6 TEMPORARY SHELTER/RELOCATION
H7 REPLACEMENT OF HEATING EQUIPMENT
H8 PROPANE TANK INSTALLATION/DEPOSIT
H9 HEAP SUPPLEMENTAL BENEFIT
Ji HEAP EMERGENCY BENEFIT - ADDITIONAL BENEFIT

NOTE: This code was used to issue the
Supplemental Emergency Benefits for 2005-06

J2 REISSUE BENEFIT
04 NON-UTILITY EMERGENCY BENEFIT
16 DOMESTIC UTILITY ONLY EMERGENCY BENEFIT
17 HEATING UTILITY HEAT OR HEAT-RELATED

EMERGENCY BENEFIT

D. PROCESSING OF CASE TYPE 60

1. APPLICATION TRANSACTIONS

Applications may be accepted, denied, or withdrawn

2. CASE TRANSACTIONS

a. At Full Data Entry, the following transactions are permitted:

02- Opening
03- Denial
09- Open/Close
10- Reopening

b. Undercare Maintenance
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The following transactions are permitted on case type 60:

05-Change A change transaction may be done to update an active
HEAP case for the new program year.

07-Closing
il-Reactivation Reactivation may be conducted when the individual on

line 01 is age 50 or older even if the case has been
closed more than 30 days.

14-Closed
Case
Maintenance

This may be done on a case that was closed during the
current HEAP year.

3. REASON CODES

a. Required Entry

* Codes are required at denial, reactivation, and closing of HEAP cases.

b. Denial and Closing Codes

FOi HEAP Excess Income
F02 HEAP previously applied for/received through auto pay
F03 HEAP Emergency Denial-not customer of record
F04 HEAP Emergency Denial-not tenant of record
F05 HEAP application not completed and/or signed
F06 ineligible Alien
F07 Failure to document alien status
F08 HEAP application received after program year closing date
G71 Refusal to switch to a participating vendor
G72 Failure to provide documentation of switch to a participating vendor
G73 Resources available to meet an emergency
G74 Ineligible to apply through the mail
M03 Ineligible living situation
M04 HEAP Emergency Denial
M06 Insufficient information
Y99 Manual Notice

* All valid reactivation reason codes are also available.
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SCREEN
NAME

DEFINITION

CASE
NUMBER

CASE NUMBER. The case number in which the individual is
or was a member.

SUF SUFFIX ID. The case number suffix. Used for NYC cases.
Upstate cases will display 01.

CASE
TYPE

CASE TYPE. The four characters mnemonic for the case
type. The case types for HEAP payments are 1 1-FA, 12-
SNFP, 16-SNCA, i7-SNNC, 31-NPAF and 6-HEAP Upstate
Only

CASE
STAT

CASE STATUS. The two character mnemonic for the case
status e.g. AC-Active, CL-Closed.

REL RELATIONSHIP CODE. The three character mnemonic for
the relationship code. The four codes that will be displayed
are APY-Applicant/Payee, SPS-Legal Spouse,
NLU-Non-Legal Union Child in common and 0TH-Other for
all remaining relationship codes.

NOTE: HEAP payments will be displayed for individuals coded
as Applicant/Payee; Legal Spouses; Non-legal Union; Child in
Common; or any Individual equal to or greater than 18 years of
age.

PAY TYPE PAYMENT TYPE
The eight character mnemonic for the Upstate/NYC HEAP
payment type. The current Upstate/NYC HEAP payment type
codes, and their respective mnemonics are as follows:

HEAPPay Type Code Mnemonic
Upstate: Hi REGULAR
NYC: 82, 88, 90, 91, 96,98
Upstate: H5 REPAIR
Upstate: H6 RELOC
Upstate: H7 REPLACE
Upstate: H8 PROREPLC
Upstate: H9 SUPPLMT
Upstate: HO ESTIMATE
Upstate: Ji SPECIAL
Upstate: J2
NYC: 97

REISSUE

Upstate: 04 NONUTIL
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PAY TYPE HeapPay Type Code Mnemonic
Upstate: 17 UTILEMER
NYC: 80

AMOUNT PAYMENT AMOUNT. The payment amount for each HEAP
payment.

PAY
PERIOD

PAYMENT PERIOD. The payment FROM and TO dates for
each HEAP payment.

AUTH
DATE

AUTHORIZATION DATE. For Upstate districts, this is the date
that the HEAP payment line was written screen 6 of WMS i.e.
transaction date. For NYC, this is the date that the HEAP
benefit was made available i.e. issuance date.

FTY FUEL TYPE. The one character field that will display the fuel
type from the TA or NTA-FS budget. Since currently there are
no budgets for Upstate HEAP cases CT 60, this field will be
blank in these situations. If the fuel type field displays ‘?‘, then
the fuel type was not known at the time the HEAP payment
was loaded onto the tracking database.

SCREEN
NAME

DEFINITION

V/C VOID/CANCEL. For Upstate districts, this one character field
will display ‘A’ if the HEAP payment has been issued, BICS will
send out an advisory. However, the HEAP Individual History
Screen will display the ‘V’ for Void/Cancel. It is important that if
a worker sees the ‘V’ displayed, further inquiry should be done
in BICS to determine whether or not the payment was issued.

For NYC, this one character field will display ‘I’ if the HEAP
payment was issued, ‘C’ if the payment was cancelled or ‘A’ if a
direct_HEAP_payment was_redeemed.
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