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PURPOSE

This is to inform social services districts that use of the form
"DSS-2642: Docunentation Requirenents" is now mnmandated for each
public assistance and food stanps case in which the applicant or
reci pient is being asked to provide proof of an eligibility factor.
The effective date is stated in Section VI.

BACKGROUND

Adverse actions have sonetines been taken agai nst househol ds whi ch
have not provided a specific item of docunentation, even though other
itenms of docunentation were available to prove an eligibility
factor. Applicants and recipients were sonetines unaware that an
eligibility factor could be verified in a nunber of ways.

PROGRAM | MPLI CATI ONS

A Publ i c Assi stance and Food Stanps

Al districts nmust now use the form "DSS-2642: Docunentation
Requi renents", or an approved Ilocal equivalent form when
requesting docunentation needed to establish the eligibility or
| evel of need for public assistance or food stanps benefits.

B. Medi cal Assi stance | nplications

A detailed adm ni strative directive on docunent ati on
requirenents for nedi cal assistance applications wll be
rel eased under separate cover.

REQUI RED ACTI ON

Districts nust use the "DSS-2642: Docunentation Requirenents" form
whenever an applicant or recipient is asked for proof of one or nore
eligibility factors, or for proof of a factor that will affect the
benefit |evel. The wuse of this form wll help applicants and
reci pients to understand that there are usually a nunber of ways
that an eligibility factor can be docunented.

Districts are reninded that no individual or case can be denied
assi stance or have benefits termnated for failure to provide a
specific item of docunmentation, as long as the eligibility factor in
question is established. An application may be denied if the
applicant is unwilling to provide sufficient proof of identity, age,
citizenship, etc., but not for failure to provide a birth certificate
or other specific itemof docunentation.
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An applicant or recipient who fails to prove an expense (a shelter
expense for exanple) cannot be denied assistance or have his or her
benefits ternminated for that reason. However, the social services
district would be correct in not including the expense in the
budget. If the case is then ineligible based on excess inconme, it is
proper to deny or close the case.
The applicant or recipient has the primary responsibility for
securing docunentation, however, the social services district has an
obligation to assist when necessary. When an applicant or recipient
indicates that it would be difficult or inpossible to obtain the
information or verification in a tinely nmanner or shows that he or
she has nmde reasonable attenpts to secure i nformation or
verification, the social services district nust assist the applicant
or recipient in obtaining the information or verification. Such
assi stance may include paying a required fee or charge necessary to
secure the information or verification.
Soci al services districts cannot require an applicant or recipient to
provide verification of eligibility factors when that verification is
in the case record and the eligibility factor is not subject to
change.

V. ADDI TI ONAL | NFORVATI ON

A Local Equival ent Forns

Al'l requests for approval of local equivalent forns nust be
submitted in accordance with the procedures described in 89 | NF-
53 and pages 12-1 through 12-5 of the Local District Manager's

Gui de. Since the latest revision of the DSS-2642 is 5/91, al
| ocal equival ent approvals nust be dated 5/91 or |ater.

B. Forms Request s

Requests for supplies of t he DSS- 2642: "Docunent ati on
Requi renents" (Revs. 5/91) should be submitted on Form W/EG-47
(Rev. 9/89): "WWS Order Forni and should be sent to:

New York State Departnent of Social Services
Wel f are Managenent System
PO Box 1990
Al bany, New York 12201
Attention: Ofice of Systens Devel opnent (OSD)

The Spani sh version of the DSS-2642 will not be printed, but a
clear master wll be available to those districts who nay need
to photocopy it. Spani sh masters can be ordered through the
same process as ordering the English versions.
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Questions concerning ordering forns should be directed to the
Ofice of Systens Developnent by calling 1- 800- 342- 3715,
ext ensi on 6-6223.

VI, EFFECTI VE DATE

The effective date of this directive is Septenber 1, 1993.

Gscar R Best, Jr.
Deputy Conmi ssi oner
Di vi sion of Economi c Security
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