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t el econf erence. The material is divided into three parts: |ncome Support
i ssues; Food Stamp issues; and Energy issues. Thi s mat eri al will
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I ncone Support |ssues

1. Q
A
2 Q
A
3 Q
A
4 Q
A
5 Q

Can a client call on the telephone to request inmedi ate need
assistance or nust the client always have a face-to-face
interview? |If so, does the social services district (SSD) mail a
"Action Taken on Your Request for Assistance to Meet an Inmedi ate
Need or a Special Allowance" (DSS-4002)7?

An applicant rmust cone into the SSD, or send in an authorized
representative if nentally or physically wunable to come in
per son. However, a recipient can request over the tel ephone an
additional allowance to neet an inmedi ate need (see 89 ADMG6).
The pre-screening interview would be done over the tel ephone.
When a recipient calls, expressing an energency need, a DSS-4002
nmust be conpleted and nailed, along with the conpleted "Request
for an Additional Allowance" (DSS-3815).

Is the "Request for an Additional Allowance" (DSS-3815) needed if
t he SSD's policy is to automatically provide a pregnancy
al | onance?

Yes. 89 ADM6 requires that the "Request for an Additiona
Al | onance" be conpleted by the recipient or the worker. A copy
of the request nust go into the case record and a copy nust go to
t he reci pient.

Ofice staff work from9 amto 5 pm How late is it reasonable
to remain available for a client to make an i nmmedi ate need
request (in order to be able to respond in a sane day interview?)

As long as the client cones into the SSD before normal closing
hours, the SSD nust pre-screen the client to assess the energency
situation and neet the i medi ate need, if one exists, in some
manner that day.

What i f a client has no verification of identity or
citizenship/alien status and is wunable to provide collatera
contacts, but is cooperative?

Most applicants should be able to provide collateral contacts
such as nei ghbors, clergy, shelter providers, etc. However, if
the applicant is cooperating, inmediate need assi stance nust be
provided until the SSD can assist the applicant in providing sone
kind of docunentation or the SSD can determ ne the applicant
ineligible for assistance.

A client appears with no docunentation at all, but 1is honeless
and has no food. Can anything be done while waiting for
verification?
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As | ong as t he appl i cant is cooperating in providing
document ation and verification and has no available incone or
resources to neet the need, the i mediate needs for housi ng and
food must be net either through a referral to a comunity
resource or by issuing a pre-investigation grant. The assistance
can be short-term until some kind of verification can be
obtained or until ineligibility is determ ned.

Wien would it be appropriate to force an applicant/recipient
(AR to use their credit card to neet an i medi ate or energency
need (i.e. shut-off, fuel energency, shelter or food energency)?

It would never be appropriate to require a PA recipient to use
their credit card to incur debt to neet an energency or imediate
need. For non-energy related emnergencies, it would be
appropriate in situations where eligibility for recurring PA is
not yet determined or the applicant was applying for energency
assistance only, an imedi ate need exists, the availability of
the credit is verified and the applicant has a neans of repaying
the debt (i.e. enploynent). Medi cal Assistance (MA) does not
consider a credit card a resource available to neet medical needs
or any other needs before an applicant's eligibility is
est abl i shed. See question no. 2 under Energy Issues for
treat ment under Energy Prograns. See question no. 2 under Food
Stanmp |ssues for treatnent under Food Stanps.

Can an autonobile wth a value over the public assistance (PA)
resource limt be considered a |iquid resource when investigating
the necessity of neeting i medi ate needs?

Ceneral ly, an autonobile with a lien cannot be converted into a
liquid resource in tine to neet the imediate need(s), so it
would not be considered an avail able resource. However, if
there are no liens and the imediate need can be net by

liquidating the car, efforts nmust be nmade to sell the car

If an applicant refuses to use available i ncone (wages) to neet
an i medi ate need, such as a utility turn-off, can assistance be
denied even if there are children in the househol d?

Yes. If there is available income or resources to neet an
i medi ate need and the applicant refuses to use them an SSD nust
deny inmediate need assistance, even if there are children
i nvol ved. If the children are placed in danger because of the
parent's actions, a referral to protectivel/preventive services
shoul d be nade.

An applicant is denied Energency Assistance to Famlies (EAF)
because of r ef usal to wuse available incone (wages) and
avai l ability has been verified. The applicant returns the next
day and provides receipts from purchases which exhausted the
avai |l abl e incone. Are they now eligible for EAF?
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If the purchases were for non-essential itens, FEAF would be
deni ed based upon the fact that the "energency" was not the
result of a sudden occurrence or set of circunstances denmandi ng
i mediate attention; i.e. the energency was the result of their
usi ng resources that should have been used to neet the energency.

If the inmedi ate need of the applicant is net through a referra
to a residential programfor victins of donestic violence, nust
t he applicant use resources to pay for the progranf

I nconme and resources which are the victins' (not those of the
spouse), and are avail able, nust be counted before PA can pay any
portion of the per diemrate for the shelter stay. (See 92
LCM 104 for a further discussion of domestic violence paynent
i ssues).

A teenager (16-18 years old) |eaves hone and requests housing at
the SSD, but does not want to followrules in the parent's hone.
No parental abuse is alleged. The SSD cal |l s parents and parents
say that the child can return if he/she adheres to rules. Can
the SSD deny the application? The child is not deprived of
parental support or care.

Yes, under these specific circunstances, assistance nmust be
deni ed.

How does an SSD know for sure whether the credit card is above or
below the |imt? How can this be verified?

Dependi ng upon the anount of tine available before the need nust
be met, a worker could have the client call the bank while stil
in the DSS office and ask the bank to informthe worker of the
available credit or a worker could ask the applicant to return
with a statenment fromthe bank. Sone credit cards have an "800"
nunber on the back whereby information on credit avail able can be
obt ai ned through the "el ectronic operator". However , if the
l[imt cannot be verified before the need nust be net, it cannot
be consi dered an avail abl e resource.

How are SSDs expected to canvass all avail able resources such as
advance wages? VWhat if an SSD cannot reach the enpl oyer, the
bank, life insurance conpany, etc.

If all these sources cannot be verified and a need is i mediate,
it must be met until verification can be obtai ned.

On the sanpl e DSS-4002 handed out during the tel econference, the
first box on the MA section was checked. This indicates that the
appl i cant should proceed to apply for MA-Only if they need MNA
instead of waiting for a decision on their current application
Is this correct?

No. The last box should have been checked. An applicant for
recurring assistance should not apply for MA-only while their PA
application is pending.
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Is it an invalid notice if nmore than one issue is addressed on
t he DSS-4002 or are separate notices suggested for clarity? I's
the State doing anything to streamine the DSS-4002 so that nore
t han one notice can be addressed on one fornf

It is not an invalid notice. Separate notices were suggested for
clarity. However, we have revised the notice so that nmultiple
needs can be addressed on one notice with nore clarity. The new
formwas introduced in 92 I NF-52 dated Decenber 7, 1992 and will
be available in the near future.

If aclient is pre-screened at the PA unit and referred to the FS
unit, does the SSD need to do two notices - one fromPA stating
they were referred for expedited food stanps and one fromthe
food stanmp unit when they are given food stanps?

Yes. The PA pre-screener would have to provide a DSS-4002 and
the FS worker would have to provide an "Action Taken Notice"
(DSSs- 3152) .

Does every person requesting only i medi ate need assi stance have
to conplete and sign an application before being screened for

their imediate need? If they refuse to fill out t he
application, nmust we still give them a DSS-4002?
Ceneral ly, yes. However, if soneone cones into the SSD late in

the day and the need is net by referral to a comunity resource,
it is not necessary to have an application conpleted if this is
not practical. However, a DSS-4002 nust be provided.

WIIl the DSS-4002 be required to be given to HR applicants who
assert energency needs during the 45 day waiting period?

Yes.

Why is the DSS- 4002 provided when the energency need is
eventually met in a situation where the need was not determ ned
to be inmediate on the day requested, but the SSD continued to
i nvestigate the situation to determne if the need should be net
| at er on? Shouldn't the notification be the regular PA
acceptance notice?

The regular acceptance notice concerns the application for
recurring assistance, not the energency need. The DSS-4002 is
the notice to be used since the enmergency need nmay beconme an
imMmediate need and have to be net prior to the case being
accept ed.

How does an SSD determ ne the anbunt of a food voucher to neet
i medi ate needs? The exanple on the DSS-4002 used $9.70.

There is no definitive "rule" to deternmine this. However, a
pre-investigation grant cannot exceed the anmount of nbney a
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recipient simlarly situated would receive for a given nonth.
The $9.70 was a pro-rated anpbunt of the basic all owance, Home
Energy all owance (HEA) and Supplenental Hone Energy Allowance
(SHEA) for the famly size in the exanple we used, which was a
three person famly.

We have been advised by | egal services that expedited food stanps
(FS) cannot substitute for cash assistance to neet energency food
needs. Yet, the exanple suggests that 2 days of non-shelter
grant and expedited FS is sufficient?

| mredi ate food needs can be nmet by expedited FS. Later on in the
nont h when the food purchased by the FS is gone and there is a
food need, referral to a conmunity resource or issuance of a pre-
i nvestigation grant can be done i f t he PA eligibility
determ nati on has not yet been nade.

If a client has no food and expedited FS and comrunity resources
cannot neet the inmedi ate need, can cash be given instead of a
food voucher?

Yes, but only in an anpbunt not to exceed the sum of the basic
al | owance, HEA and SHEA, or restaurant allowance if appropriate,
for any given nonth.

If the client has no transportation to and fromthe place where
the food voucher <can be redeened, should transportation be
provi ded as wel | ?

The inmmediate need for food is not being met if the applicant is
unable to get to the store to redeemthe voucher. Tokens or a
portion of the non-shelter grant can be provided as a pre-
i nvestigation grant to neet the transportati on need. However, an
applicant can never be provided wth total assistance which
exceeds the ampbunt that a simlarly situated recipient would
receive for the nonth. For exanple, a recipient in the district
receives a nonthly non-shelter grant of $137 (basic, HEA and
SHEA) . An applicant in that county could not receive i mediate
need assistance to cover non-shelter needs which exceeds $137
(for itens nornmally covered under the basic, HEA and SHEA, such
as food and nobney to get to the store to redeem a voucher) plus a
restaurant allowance if appropriate.

When EBICS goes into effect will food vouchers be elim nated?

No. There wll still be a need for food vouchers for two
reasons. The benefit may not be available at the EBICS site the
day the applicant has an i mediate need and an SSD nay want to
avoid the use of cash as a pre-investigation grant.

Can i nmedi ate needs be recouped or be considered an overpaynent
if an SSD |ater determines that the household was ineligible for
t he i medi ate needs grant?
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If the household is later determ ned to have been ineligible for
an i medi ate needs grant under any category of assistance, it is
an overpayment subject to either recoupnent or recovery, as is
any over payment.

If a shelter arrears grant is nade to a recipient to prevent
evi ction, is this always recouped? If so, the actual shelter
anmount or the agency shelter maxi nunf

Departnment regulation 352.7(g)(5) allows SSD's to advance the
shel ter al | owance to reci pients to prevent eviction or

forecl osure. This advance is limted to the nonthly naximm
shelter anmounts and nust be recouped as it is a duplicate
paynent . In order to provide this advance, the recipient nust

agree in witing to have it recouped fromfuture grants as per 18
NYCRR 352. 11.

When an i nmedi ate need for rent arrears is paid for an applicant
of ongoi ng assistance, is there a recoupnent initiated at tinme of
case openi ng?

Yes, for any anmpunt paid to an applicant above the SSD s naxi num
shel ter allowance. See 91 ADM 38.

Is it proper for food vouchers to be deducted from future ongoing
assistance? |If yes, is it limted to 10%[ or 15%for HR s]?

For applicants, the amount of the food voucher woul d be deducted
from the first regularly recurring grant (not recouped at 10% or
15% of future grants) only if it covered a period of tine that
the first regularly recurring grant was intended to cover (after

the date of eligibility has been established). For exanple, a
food voucher is issued to cover the period June 2 - June 12.
Eligibility is established on June 15. In this exanple, the
amount of the food voucher would not be deducted from the first
regularly recurring grant. A recipient who has al ready received
the full nonthly grant and food stanps to which the recipient was
entitled, is not eligible to receive additional cash public

assistance for that tine period (i.e. a food voucher).

What about clients who nove fromcounty to county? For exanpl e,
a client applies for PAin County A and is honel ess. County A
offers a shelter but the client does not |ike the shelter. The
client cones to county B the sanme day or the next day and clains
to be honeless. Is county B required to provide tenporary
housi ng?

Yes. However, if county A had offered permanent housi ng which
the client refused, county B would not be required to provide
tenporary housing since a pernanent housi ng resource is
avai |l abl e.
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How does an SSD determ ne which county is responsible for clients
in drug/al cohol facilities who repeatedly change counties and
fall into non-conpliance and end up in energencies? In this
scenario, the county of originis |less than co-operative to neet
t hese needs.

In order to deal with this question, it is helpful to draw the
di stinction between the two policy areas that affect the answer
to this question: district of fiscal responsibility and

continuing eligibility.

Wen an SSD is responsible for a client in a residentia
drug/al cohol facility out of district, this responsibility has
ki cked in because of the:

a) nedical rule (entered a residential nmedical facility directly
from another district);

b) placement rule (placed by the district into a fornal
residential progranj; or

c) tenporary absence rule.

The nmedical and the placenent rules provide for indefinite
responsibility. This means that the original SSD is responsible
for the recipient until there is a break in the recipient's need
for PA and care (i.e. PA and/or M. A "break in need" ends the
original SSD s continuing responsibility. We suggest using a 30
day period of <continuous ineligibility as a guideline for
determining that a "break in need" has occurred. For MA
pur poses, there is considered to be no break in need as |ong as
t he spend down continues to be net.

In contrast to the nedical and placenent rules, tenporary absence
only continues for as long as the recipient continues to engage
inthe activity for which the recipient left the origina

district. In the situation of a residential drug/alcoho
facility, the person can only be tenporarily absent while in the
program If the recipient graduates or otherw se | eaves the

facility, tenporary absence ends and the recipient either returns
hone to the original district or is transitioned (covered for the
nonth of nmove and the following nonth) fromthe original district
to the new district.

To determine the continuing eligibility of a recipient out of
district, the SSD uses the same criteria that are used for
reci pients physically residing in the district. If a recipient
who is supposed to be receiving drug/alcohol treatnment in a
residential programdrops out of that program that recipient
loses eligibility for PA That recipient can only regain PA
eligibility by entering a conparable residential facility.

Wth the above background in nind, an SSD nust eval uate each case
i ndi vidual ly. If an SSD is providing assistance to a recipient
in a residential drug/al cohol treatnent facility and that person
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dr ops- out, that person loses eligibility for any PA incl uding
ener gency assi stance. If this non-conpliance continues for 30

days or longer, the original district would cease to be fiscally
responsi ble for that person if and when the person regains PA
eligibility.

When there is a dispute between districts about which district is
fiscally responsible for a particular recipient, the SSD in which
the person is found nust accept and process the application (or
ot her paperwork) and, if the person is eligible, provi de
assi st ance. The wherefound district can then take the other
district to an interdistrict dispute hearing.

There is no definition of eviction in Department regulations.
What constitutes a threat of eviction? At what point should an
SSD becone invol ved?

The SSD nust nake a determination of whether or not an imediate
need exists on the sane day that the applicant or recipient
requests assistance to prevent an eviction or foreclosure,
whatever the status of the eviction. An SSD does not need a
formal eviction notice to begin the process of determning
whet her the applicant/recipient is eligible for an arrears

paynent . For exanple, a note froma landlord stating that rent
is owed and if not paid, the landlord will pursue formal eviction
procedures, is sufficient to begin the process. The inportant

thing to remenber is that action nust be taken by the SSD in
enough tine to prevent the eviction/foreclosure if the AR is
eligible for the paynent.

An AR is placed in a hotel/notel and advised to nake an active
effort to seek permanent housi ng. An SSD calls the A/R after 2
weeks and |l earns the A/R has nade no effort to find housing. Can
t he AR be deni ed additional tenporary housing in the
hot el / ot el ?

To continue to be eligible for a hotel/notel allowance, an AR
nmust actively seek permanent housing. It is not unreasonable for
an SSD to require the AR to docunent the search for pernanent
housi ng. The A/R nmust be informed, preferably in witing, of
what they are required to do and the consequences of not doing
so. If the AR fails to do what is required w thout good cause,
the SSD must issue a 10 day notice informng the A/R that
continued hotel/notel paynent wll not be made because the A/R

did not actively seek pernanent housi ng.

How are i medi ate needs for prescription drugs handl ed? Can an
i Mmediate need grant be nmde for prescription drugs such as an
antibiotic?

If a nedical condition constitutes an energency nedi cal need, a
referral to a hospital energency room shoul d be made. There is
no "energency Medical Assistance". However, EAF can cover
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ener gency nedi cal needs not covered by the energency room EHR
cannot be directly wused to neet a nedical need. Rat her, for
applicants not EAF eligible the non-shelter grant, or a portion
t her eof can be paid as a pre-investigation grant to neet needs
normal Iy covered under the non-shelter grant, which could include
prescription drugs.

How should SSD s deal with clients who assert energency nedica
needs? The DSS-4002 nakes no reference to the issuance of
tenporary nedi cal cards. What gui del i nes should be utilized for
t he i ssuance of tenporary nedicaid cards?

Cients who have an energency nedical need before eligibility is
approved should be referred to a hospital energency room for
necessary treatnent.

After eligibility has been determined clients who have an
ener gency nedi cal need shoul d be issued either an energency EMEVS
card if possible or a DSS-2831A to assure that nedi cal needs will
be net.

What inmpact wll the 45 day waiting period for HR have on
i medi ate need requests?

There nay be an increase in the occurrence of immediate needs.
Paynments made to nmeet an energency need prior to the 45th day are
subject to state reinmbursenent as long as the energency is
documented in the case record.
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Food Stanp |ssues

1

Q

What is the difference between issuance and authorization of
expedi ted benefits?

State |law requires the issuance of expedited benefits by the next
busi ness day after application. An issuance neans that the
benefits may be obtai ned by the househol d. Specifically, t he
househol d has an active ID card, valid PIN nunber (in AFSI), and
benefits are available on the electronic issuance system

Aut hori zation of the benefits, on the other hand, refers to the
part of the certification process where the exani ner "authorizes"

a paynent line or benefit to the househol d. In nany cases the
aut horization of the benefit takes place a whole day prior to
when the benefit is available, i.e. "issued".

Can an applicant for FS be deni ed expedited issuance if they have
a credit card with a credit dollar |ine amunt that woul d exceed
resource limts?

Credit cards are not considered as a resource for FS purposes.

If a voucher for food is provided for June 6 - June 12, when does
FS eligibility begin? Date of application or date follow ng | ast
date on voucher?

Once a food stanp application is approved, benefits are
determ ned fromthe date the application is filed.

Why provide expedited i ssuance to people in honeless shelters
where three neals a day are provided?

Federal regulation requires that expedited issuance be given to
t he honel ess. Honel essness is a serious problem in New York
State. Every effort to assist individuals and fanilies to obtain
nore pernmanent shelter or enable themto pay for the food in
their tenporary quarters should be done.

A household wth one person on SSI (for exanple) is ineligible
for expedited FS and no other incone is avail able. If SSI is to
neet that client's need, why can't the rest of the household
receive expedited FS (if SSI is used to pay rent for exanple,
| eaving the famly w thout funds for food)?

Eligibility criteria for expedited processing of a FS application
is very specific. Under federal regulation only the follow ng
househol ds are eligible for expedited processing:

1. Households with less than $150 in nonthly gross incone
provided their liquid resources (i.e., cash on hand, checking
or savings accounts, savings certificates, and lunp sum
paynments) do not exceed $100;
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2. Mgrant or seasonal farmwrker househol ds who are destitute
as specified in the FSSB, Section V-1-1, provided their
liquid resources do not exceed $100;

3. Eligible households in which all nenbers are honel ess; or

4. Eligible households whose combi ned nonthly gross incone and
liquid resources are | ess than the household's rent/nortgage
plus heating/utilities.

househol d is not eligible for expedited processing, but has an

energency food need, the FS worker should refer the household to a
food pantry and/or to a public assistance worker for assistance to
neet that energency need.

Q

How i s an energency food need of a migrant household nmet iif the
househol d does not neet any of the regular expedited criteria or
the special destitute criteria for mgrants?

If a mgrant household is not eligible for expedited FS, but has
an energency food need the househol d should be referred to a food
pantry and/or a PA worker for assistance to neet that energency
need.

Applicants who reside in alcohol and drug rehabilitation
facilities nust have an authorized representative for FS. If the
representative is not present at the interview how can we
aut hori ze expedited FS?

When an application is filed it nust be screened for eligibility

for expedited processing. For applicants who reside in al coho
and drug rehabilitation facilities an authorized representative
nmust apply for the resident. Screeni ng for expedited processing
shoul d be conpl et ed in a fashion simlar to any other
application. An interview is required with the authorized

representative
What is acceptabl e docunentation for identity?

Any docunents which reasonably establish the applicant's identity

nmust be accepted, and no requirenent for a specific type of
docunent may be inposed. Al possible sources of direct or
collateral wverification of identity nust be explored such as a
t el ephone contact with shelter or comunity agencies, or a

statement froma third party, or a notarized statement fromthe
applicant.

What is considered pended verification for expedited FS?
Can pended verification delay issuance of FS benefits?
How long is verification pended?

Al t hough the SSD should attenpt to get as nuch verification as
possi bl e, the only verification that is required for expedited
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i ssuance is identity of the applicant. Ther ef or g, any
verification other than identity of the applicant that s
necessary for a FS deternination, but is not available at the
time of expedited issuance, is considered pended verification

Note: Antici pated recei pt of inconme (e.g. UuB) is not
consi dered pended verification - future receipt of incone
is processed as a reported change when the incone has
been reported as received.

Pended verification as descri bed above cannot del ay issuance of
the initial FS benefit. Househol ds eligible for expedited
benefits whi ch have pended verification nust receive only their
prorated benefit for the nonth of application wthin the
expedited tine frame. However, the second nonths benefit cannot
be issued until the verification requirenents are conpl et ed.

Verification can be pended until the end of the assigned
certification period if the certification period is three nonths
or under. This is because the recertification notice (DSS-3153)
is sent by the second nonth. For cases certified for four
nonths or |onger, verification can be pended through the second
nonth since a tinmely "Adverse Action Notice" to discontinuance
benefits effective the end of the second nonth nust be issued
when verification has not been conpl et ed

For PA/FS cases does the DSS-4002 take the place of the DSS-31527

No. When expedited FS are issued a FS case i s opened. As with
any case opening or denial an "Action Taken Notice" (DSS-3152)
nust be issued to advise the applicant that the FS case has been
approved or denied. | f approved, the notice nust advise when
benefits will be available, the certification period, any ongoi ng
benefit anobunt, any pended verification and the citation of the
regul ation(s) the action is based on
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Energy | ssues

1

Q

A

Is HEAP available to illegal aliens who are not PA recipients?

HEAP is available to illegal aliens since citizenship is not a
requi renent.

When is the use of credit cards required to neet |nmedi ate Needs?

The use of credit cards may be used as a resource in cases where
t he applicant has a positive cash flow.

What are the procedures for conpleting the deferred paynent
agreenent (DPA)?

Def erred Paynment Agreement Procedures

One of the nost inportant alternative payment possibilities that
nust be considered prior to authorization of utility arrearage
assi stance is whether or not the househol d seeki ng assi stance has
attenpted to negotiate a deferred paynent agreenment (DPA) with

the wutility conpany. A DPA is an arrangenent for paynent
negoti ated between a wutility conpany and a custonmer who is
experiencing difficulty in neeting bill payment obligations.

Agreenents nust be negotiated so that current bills are paid as
due and the paynment of arrears is consistent with the custoner's
ability to pay.

a. Paynment Arrangenent Requirenent

Households in a utility energency are required to attenpt a
paynment arrangenent with the utility conpany.

Note: The SSD has the option of waiving the paynent
arr angenent requi r enent for PA/ SSI  househol ds.
However, the SSD nust anal yze PA/ SSI househol ds on a
case by case basis to deternine if a DPAis a viable
alternative. In cases where it appears a DPA could
be negotiated, the SSD may require the recipient to
attenmpt a DPA.

When waiving the DPA  requirenent for PA/ SSI
househol ds, the SSD nust note the reason for the
exenption in the case file.

b. Requi red Form

In order for the SSD to verify a DPA has been attenpted and
is not possible, utility conpanies nust conplete the
"Financial Statenent" (DSS-3596) and provide this form to
t he SSD.
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The "Financial Statement” may be conpleted in person by the
applicant or it my be necessary for the wutility and
custonmer to negotiate the DPA over the phone. |In this case,
a copy of the "Financial Statenent" should be transmitted to
the SSD within five (5) business days.

The "Financial Statement" nust be retained in the case file.

Conpl etion of the "Financial Statenent”

(1) Al resources, income and expenses clained by the
applicant on the "Financial Statenent" are subject to
verification/docunentation by the SSD

(2) Resources
Al liquid resources that may be available for a down

paynment should be listed in Section A of the "Financial
Statenment” form There are no resource exenptions.

Resources nust be docunent ed. Credit card advances or
| oans can be required if the applicant has a positive
cash fl ow

(3) Expenses

0 Expenses are calculated on a nonthly basis and on
a prospective basis. It is not required that
essential expenses be paid by the applicant in
order to be allowed on the "Financial Statenment".

o Wekly expenses are multiplied by 4.3, bi-weekly
expenses by 2.15 to calculate nonthly costs.

o Shelter
In general, the rent or nortgage as paidis
consi der ed an al | owabl e expense. The
rent/nortgage paynent nust be docunmented by the
applicant.

In situations where the rent is shared or paid by
soneone else not in the applicant's househol d,
only the anmpunt actually paid by the applicant 1is
allowed. In addition, households which receive a
rent subsidy are only allowed the actual anount
whi ch t hey pay.

Basi ¢ honeowners insurance is also an allowable
deducti on.

Wat er/ sewer expenses are also allowable expenses
if the household is directly responsible for these
costs.
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NOTE: I nsurance, water/ sewer cannot be all owed
as separate expenses if these costs are
i ncluded in the nortgage paynent.

o Food/ non-food
GQuidelines for this expense are established by
NYSDSS based on the FS Program Thrifty Food Pl an
As guidelines are updated periodically, the SSD
shoul d make sure current guidelines are used.
Gui delines are as foll ows:
Househol d Si ze Food/ Non- Food Expense Range
1 up to $ 167
2 up to $ 305
3 up to $ 438
4 up to $ 555
5 up to $ 660
6 up to $ 792
7 up to $ 876
8 up to $1001
9 up to $1125
10 up to $1250
Each additional person +$125
NOTE: A full amount for food is entered in the
expense section even if the househol d receives
FS.
The amounts |isted above are only guidelines. A
household should first be asked what amount is
spent on food/ non-food items on a nonthly basis.
If the household spends Iless than the highest
guideline for the fanily size, the actual expense
is wused for the "Financial Statenments". I f the
househol d spends nore, t he i ndi vi dual case
circunst ances nust be reviewed to deternine if the
hi gher amount wll be allowed (i.e. speci al
di etary needs).
o Medical Expenses

This expense should reflect the average nonthly

anount for ongoi ng care, treat ments,
prescriptions, etc., which are current or
prospecti ve. Any insurance coverage (Medicaid,

Medi care, private insurance) which will cover al
or part of the ongoi ng expenses shoul d be deducted
to cal cul ate the anpbunt used for the DPA
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Bills previously incurred for nedical care or
prescriptions are not allowed but are considered
in the same manner as an installnment paynent.
Uilities

This anpbunt should reflect the applicant's nonthly

budget paynent . Uility conpani es shoul d
calculate the budget anpbunt to conplete this
secti on. The amount to be applied towards the

arrearage is not included in this section
O her Fuel

An average nonthly fuel cost is allowed when the
applicant's heat is provided by a source other
t han t he utility. The nmonthly figure is
calcul ated by determning annual costs and
di vidi ng by 12.

Basi ¢ Tel ephone

Only basic nonthly phone charges are allowed.
Long di st ance and other optional telephone
features (touchtone, <call forwarding, etc.) are
not al |l owabl e expenses.

Real Estate Taxes

A nonthly anmount is allowed for real estate taxes

on the applicant owned residential hone. The
annual property/school taxes are divided by 12 to
calculate the nonthly anount. Taxes nust be

docunent ed.

NOTE: Taxes should not be allowed as a separate
expense if they are already included in
t he nortgage paynent.

Car/ Transportati on Expenses

Essenti al / enpl oynent rel at ed nont hl y
car/transportation expenses are allowed for itemns
such as car paynents, insurance, gas, mnaintenance,
or public transportation. Ceneral ly, actua

expenses as docunented/verified by the applicant
will be allowed unless the total anpunt exceeds
20% of the household's gross nmonthly income. If a
househol d' s transportation rel ated expenses exceed
this guideline, the SSD nmust review the expenses
to determne if t he excessi ve costs are
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war r ant ed. The SSD can al | ow expenses exceedi ng
the 20%if there are valid reasons (i.e. applicant
travel s | ong distances to work, has high cost auto
i nsurance, etc.).

o Personal Needs Al owance
A personal needs all owance of $30.00 per nonth per
househol d menber is all owed.
o Child Care
Essential or enploynment related child care costs
are all oned.
o Court Ordered
Payments which are court ordered and/or wage
gar ni shees are all owed as expenses.
o Non-al |l owabl e Expenses
The fol | owi ng are consi der ed non- essenti al
expenses and wll not be i ncl uded on t he
"Fi nanci al Statement":
- cable TV charges
- credit card/installnent paynments for non-
essential itens
- tuition/student |oan paynents
- life insurance paynents
- disability insurance prem uns
- insurance paynents on non-essential itemns
such as boats, trailers, snowmbiles, non-
essential cars, etc

I ncone

(a) Income for the entire household is counted for
pur poses of the "Financial Statement".

(b) Al incone sources nust be docunented.

(c) To calculate the monthly income anount, weekl y
wages are multiplied by 4.3, bi-weekly wages by
2.15, etc.

(d) Mandatory enpl oynent expenses are deducted from

the gross nonthly incone. These include: Soci al
Security, taxes, mandatory union dues/shop fees,
health insurance prem uns, and NYS disability

paynments.
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NOTE: When a househol d nenber is claimng |ess
dependents than are actually allowed for
tax purposes, the individual's incone is
adj ust ed by utilizing current
Federal / State tax wi thhol ding charts.

(e) ~court ordered child support or garni shees are al so
deducted fromthe gross incone.

Refusal to Negotiate a Payment Arrangement or Provide
I nformati on

Refusal to negotiate a paynent arrangenent and/or provide

i nfornati on/ docunentation on the "Financial Statenent", or
accept a fair and reasonable offer constitutes sufficient
grounds for denial of emergency benefits. If the applicant
is denied for these reasons and i f a child or

el derly/ disabl ed adult resides in the household, a referra
to the appropriate services unit should be nade.

Downpaynment s

(1) A paynent arrangenent can be negotiated wthout a
downpaynent i f the household has not previously
defaulted on a fair and reasonable arrangenent and does
not have avail abl e resources to nmake a downpaymnent.

(2) If the household has defaulted on a fair and reasonabl e
paynment arrangenent, the utility conpany can require a
downpaynent .

Change in Financial Circunstances

(1) Applicants have the right to have an existing paynent
arr angenent renegoti at ed i f their financi al
circunstances change significantly because of reasons
beyond their control.

(2) Applicants should be encouraged to contact the wutility
conpany before they default to renegotiate the paynent
arrangenent .

(3) No downpaynent is required in renegotiating the paynent
arrangenent .

Applicant Default on Previous Payment Arrangenent

(1) If an applicant has previously defaulted on a paynent
arrangenent, the SSD nust deterni ne

o |f the paynent arrangenent was in witing. The
SSD nust obtain a copy of the witten paynent
arrangenent formfor review or proof that the
prior arrangenent was reasonabl e.
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o |f the paynent arrangenent was fair/reasonable and
based on the househol d's financial circunstances.

Uility Conpany Responsibilities

(1)

(2)

Uility Ooligations

Autility nust nake reasonable efforts to contact
eligible custoners or applicants by phone, mail or in
person to offer a paynent arrangenent tailored to the
customer's financial circunstances.

A paynent arrangenent nmay provide for repaynents as | ow
as $10 per nonth and no downpaynent when the customner
denpnstrates such need on the formthat cal cul ates
i ncome versus expenses.

A paynent arrangenent may provide installnments on any
schedule for any period of tinme if nmutually agreed to
by both parties and may provide for any size or no
downpaynent .

A utility nmay postpone a scheduled term nation for up
to 10 cal endar days for the purpose of negotiating a
paynment arrangenent.

A utility nust renegotiate an existing paynment
arrangenent if the custoner denonstrates that the
financial circunstances of the househol d have changed
due to conditions beyond their control

In such cases where the parties have been unable to
reach agreenent, the PSC may becone involved to resolve
t he issue.

Terns of Agreenent

A downpaynent request can be up to 15% of the total
arrearage or one-half (1/2) of one nobnth's average use,
whi chever is greater.

Exanple: |If the total arrearage was $500 then 15% of
t hat woul d equal $75.

If the average monthly usage was $70 t hen 50%
of that would equal $35.

The downpaynent request would then be the
greater of the two, $75, and not to exceed
$75.
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The only exception to this fornmula is when the
calcul ated anpbunt is less than 50% of the average
nonthly cost. In this instance, because the anount is
snmall, the utility may ask for up to 50% of the average
nont hly cost.

The nonthly installnents should not exceed 50% of the
average nonthly wusage or one-tenth (1/10) of the
bal ance, whi chever is greater.

NOTE: I f the custoner denonstrates financial need, a
downpaynent nay not be required and
installnents nmay be as low as $10 per nonth
above «current bills. Al so, t he agreenent

shoul d not be signed if the customer is wunable
to pay its terns.

Br oken Agreenents

If a custoner fails to nake paynent on the agreenent
date, they have 20 cal endar days to nmake paynment or a
final ternmination notice may be issued.

If no paynent has been nade by the 20th cal endar day,
the utility my demand full paynent of the tota
out st andi ng char ges.

If the customer can denonstrate that the household's
financi al ci rcunst ances have changed due to
ci rcunst ances beyond their control, a new agreenent may
be avail abl e.

Any final term nation sent because the custoner has
broken an existing agreenent nust al so be acconpani ed
by a witten offer of a new agreenent of installment
paynents, possibly as |ow as $10 above incurred cost.
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