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DATE: June 2, 1992
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The purpose of this release is to introduce the revised DSS-3668: "Shel ter
Verification", commonly known as the "Landl ord C earance".

The DSS-3668 is designed to be mailed directly to a | andl ord: (1) at the

time of application, (2) when a change in residence occurs, or (3) at
recertification. Its purpose is to verify residency and shelter expenses
and, when included in the case record, provide docunentation for these

eligibility factors.

Many |ocal districts have utilized this optional formsince 1985, when it
was first introduced. As a result of their experience wth it, | oca

districts and State staff have suggested enhancenments which have been
incorporated into this version. This latest revision of the DSS-3668 is
dated 4/92 (copy attached) and wll be available for use by the |oca

districts in June, 1992. Below is a detailed sutmmary of the changes from
the 4/90 version which were incorporated into this revision.

FACE
1. The revision date was changed to 4/92.
2. On the "Signature of Eligibility Wrker" line, in the "Tel ephone

No." box, a set of parentheses was added to accommpdate an area
code, since many tines the |andlord often lives out of the area.

3. Section A, "Shelter Description", "Type of Dwelling", "Hotel/Mte
Room' Sel ecti on
This selection was noved to the left box, and the "Commercia
Room ng House" selection was noved up to accomopbdate the new
question "Are Meal s | ncluded? I | Yes [ No. " This new

question will aid the exanminer in determning a "board" situation.

4, On the "Superintendent's Nanme" line, in the "Tel ephone No." box, a
set of parentheses was added to accommpdate an area code.

5. At the bottom of the FACE page, the phrase "SEE REVERSE SIDE' was
added and bol ded, because several l|local districts reported that the
formis frequently returned to themwith only one side conpl eted.

REVERSE PAGE
1. The revi sion date was changed to 4/92.
2. In Section B, "Shelter Expenses", in the area titled "Check the
Following Wich are Included in Rent", addi tional selections
"Heati ng Equi prent" and "Hot Water" were added. In the event that
a tenant-owned heater has to be replaced and/or in deternining
entitlement to the FS Standard Uility Allowance (SUA), this

i nformati on could be hel pful.
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3. Section B, "Shelter Expenses", Heat and Wilities Questions

a. The question "Does The Tenant(s) Pay To You An Anount,
Separate From Rent, For Heat and/or Wilities?" was divided
into three separate questions:

1. "Does ... Anpunt, Separate fromthe Rent, for Heat?"
2. "Does ... Anount, Separate fromthe Rent, for Water?"
3. "Does ... Ampount, Separate fromthe Rent, for O her

Non- Heating Utilities?"

b. The question "If Tenant Pays for Non-Heating UWilities, Are
There Separate Meters for The Tenant's Apartnent?" was noved
and now foll ows the above questions.

4, In Section C, "Household Conposition", the "Date Tenant Myved |n"
was changed to "Date Tenant Moved In or WIIl Mve In". Thi s was
done because local districts reported that nany tines new | andl ords
think they do not have to complete the formif the tenant has not
noved in yet.

5. In Section C, "Household Conposition", on the last line in the
"Tel ephone Number" box, a set of parentheses was added to the
"Tel ephone Nunmber" box to accommbdate an area code.

Delivery of the revised DSS-3668 to the Al bany Warehouse is expected in
June, 1992. Your district will not automatically receive copies. Request s
for the DSS-3668 should be submitted on Form WB-47 (Rev. 9/89): "W/ O der
Form' and shoul d be sent to:

New York State Departnent of Social Services
Wel f are Managenent System
P. 0. Box 1990
Al bany, New York 12201

Attention: Ofice of Systens Devel opnent (OSD)
You nmmy continue to use the previous (4/90) version of this formuntil your
stock is depleted or until Septenber 30, 1992, whi chever occurs first.

Reorders will be filled with the 4/92 version.

Questions concerning ordering forns should be directed to the Ofice of
Systens Devel opnent by calling 1-800-342-3715, extension 6-6223.

Gscar R Best, Jr.
Deputy Conmi ssi oner
Di vi sion of | ncone M ntenance



