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l. PURPOSE
The purpose of this release is to notify local districts that the
mandat ed DSS-3174: "Recertification Application" and the nandated
DSS-3608: "Recertification Guide" have been reformatted, revised and
conbined into a single docunent. This docunent will be available for
use by Upstate local districts in Novermber 1992. In addition, t he
mandat ed Pub. 1313: "How to Conplete ... Recertification" has been
revised to correspond to the new single docunent and wll also be

avai l abl e in Novenmber 1992.
BACKGROUND

The Recertification Application was first inplenented in 1979. The
Recertification Guide was first developed by an Eligibility Docunent
Redesi gn Workgroup consisting of State and local district staff which
nmet from 1983 through 1985. The Guide was inplemented in August,

1985. In the Spring of 1989, another workgroup of State and | oca
district staff net to revise the eligibility docunents. At that
tinme, the Recertification Application was expanded to six pages to
mrror t he DSS- 2921 "Application". In addi ti on, t he

Recertification Guide underwent a massive overhaul both in format and
content. The new fornmat featured a three-way conparison anong the
case record, the Recertification Application and the interview
findings, and it attenpted to highlight those areas nost likely to
change or cause quality control errors.

The new format caused a nunmber of problens for local districts.
Al though the intent was to save exaniners tine during and after
interviews and to reduce errors, it becane apparent that, in nany
cases, conpletion of the formtook nore tine.

In an effort to further the Departnent's mandat e reduction
initiatives and, as a result of a suggestion from Monroe County
staff, a workgroup of Monroe County and Departnment staff was forned
in July of 1990 to design a conbined Recertification Application and
CGuide. After several neetings in Rochester with Monroe County staff,
interviews with examners and case reviews of recertifications and
frequent discussions with programstaff fromthe Departnent, a Test
Recertification Form along with a revised "How To Conpl ete" Test
Publication, was piloted in Mnroe County. Wayne County DSS also
entered the pilot and, after subsequent neetings with Monroe County
DSS and Wayne County DSS staff, along with nunerous interviews wth
examners working wth the docunents, a revised version (6/91) was
printed and again pil oted.

The revi sed docunents were introduced at NYPWA | M and MA neetings in
the Fall of 1991 and the Spring of 1992. Since those neetings, 13
other local districts have also entered the pilot. Conments from
many of these districts were incorporated into this newest version
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(6/92) and, as before, coments and suggestions from nmeetings with
Monroe and Wayne County DSS staff, interviews wth exam ners, case
record reviews of recertifications of the sane exam ners reviewed
prior to the pilot test and discussions with Departnent staff were
al so i ncorporated.

[, PROGRAM | MPLI CATI ONS
Attached is an overview of the program policy changes and format
changes that were nmade to the 7/91 versions of the Recertification
Application and "How to Conplete" publication. Al so, please note
that the new DSS-3174 and Pub. 1313 will be printed in black ink, and
t he new DSS-2921: "Application" and Pub. 1301: "How to Conpl ete",
which will be revised in the fall, will be printed in dark green ink.

I V. NECESSARY ACTI ON

Upon recei pt of both the DSS-3174 (6/92) and the Pub. 1313 (6/92),
Upstate local districts should i nmediately inplenent the use of these
fornms for all PA, FS and MA non-chronic care recertifications.

NOTE: These docunents are to be used only at Recertification.
They cannot be wused at Certification since they do not
contain all the necessary information for an initial
eligibility determ nation.

To conpl enent these forns, the Division of Health and Long Term Care
is developing a Recertification docunent for single individual
Chronic Care and Chronic Care spousal cases, when there are no
dependent fam |y nenbers. This docunent will be simlar to the new
DSS- 3174: "Recertification" except that it will only be four pages.
It will be introduced by the Division of Health and Long Term Care in
a future Informational Letter. Districts should continue to use the
brown DSS-3174: "Recertification" (Rev. 7/91), the yellow DSS-3617:
"Chronic Care Recertification Guide" (Rev. 5/85) and the brown Pub.
1313: "How To Conmplete" (Rev. 7/91) until the new chronic care
recertification formis devel oped.

SI NCE THE RECERTI FI CATI ON FORMS AND PUBLI CATI ONS MAY NOT BE DELI VERED
AT THE SAME TI ME, LOCAL DISTRICTS MJST WAIT UNTIL THE NEW
PUBLI CATI ONS ARE DELI VERED BEFORE ANY NEW RECERTI FI CATI ON FORMS ARE
| MPLEMENTED. IT IS | MPERATI VE THAT THE NEW RECERTI FI CATI ON FORV5 BE
HANDED OUT WTH THEIR NEW PUBLI CATI ONS. THE SAVME APPLIES TO THE
SPANI SH VERSI ONS.

New York City will continue to use the 7/91 (brown) versions of the
DSS- 3174 and Pub. 1313 wuntil revised versions of these forns,
specifically formatted for New York City, are available in January,
1993.
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V. ADDI TI ONAL | NFORVATI ON

The new (6/92) versions of these docunents are expected to be
delivered to the State (Al bany) Wirehouse in Novenber 1992.
Distribution of these docunments to the Upstate counties will begin
upon receipt of the forns in Al bany.

Your district will automatically receive supplies of these docunents
based on previous ordering practices. The existing (7/91) DSS-3174
and Pub. 1313 are made obsol ete by the new versions. Al existing
copies of the old versions nust be destroyed once your shipnents of
new publications and recertification forns have been received, except
for those used to recertify MA-only Chronic Care recipients. The
sanme applies to the Spanish versions. In addition, the pilot
versions of these new forns, the DSS-3174/3608 TEST (6/91) and the
Pub. 1313 TEST (6/91), currently being used by a nunber of |oca
districts, are now obsolete and should be destroyed once your
shi pments of new applications and publications have been received.

Once Upstate districts receive their shipments of both the new
conbi ned Recertification Application/Guide and its "How to Conpl ete",
all supplies of the DSS-3608: "Recertification Guide"" should also
be destroyed, since it will then be pernmanently obsol ete.

Requests for Spanish versions and future requests for English docunents
shoul d be submitted on Form WvB-47 (Rev. 9/89): "W/ Oder Fornt' and shoul d
be sent to:

New York State Departnment of Social Services
Wel f are Managenment System
PO Box 1990
Al bany, New York 12201
Attention: O fice of Systens Devel opnent (QOSD)

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 Economic Security
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Attachnent |

Listing of All Attachnents

Overvi ew of Revi si ons to t he DSS- 3174:
"Recertification® and the Pub. 1313: "How To
Conplete ... Recertification" - available on-line.

DSS-3174: "Recertification" (Rev. 6/92) - not available
on-1line.

Pub. 1313: "How to Conplete ... Recertification
Application" (Rev. 6/92) - not avail able on-line.
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Overview of Revisions to the
DSS-3174: "Recertification" and the

Pub. 1313: "How To Conplete...Recertification"

DSS-3174: " RECERTI FI CATI ON'
A Gener al

1. The docunent was refornmatted w dt hwi se and was expanded to
14 pages.

2. On nost pages, there is a "white" area for the recipient to
conplete and a "shaded" area for the examiner to conplete
or to nake notations in

3. In the shaded areas, three types of exam ner "pronpts" were
added when appropri ate:

a. Docurent ati on boxes, indicating the nost typical types
of docunentati on needed for the topics being addressed
on that page

b. Ref erral boxes, indicating the nost typical referrals
made in relation to the topics being addressed on that
page

C. Consi der boxes, whi ch i nclude short remninders
concerning areas nost |likely to change or which have
historically caused quality control errors.

B. Page 1

1. Space for the PAAMA, MA and FS Authorization Periods to be
entered was added.

2. The "Spanish Indicator"” recipient question for Spanish
noti ces was added. This question will also be on the DSS
2921: "Application" at the next revision

3. Si X recipient questions covering the nmost conmon changes at
recertification were added to the bottom of the page.

C. Page 2 - Househol d Conposition

1. Five new recipient questions regarding non-resident State
charge issues were added.

2. In the shaded area, in addition to the other exam ner

pronpts, a rem nder box was added for the conpletion of
citizenship/alien status for any new nenbers
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Page 3 - Citizenship/Alien Certification
1. Due to another federal change in citizenship/alien status
attestation for Food St anps, the citizenship/alien

sel ection boxes and Alien Nunber boxes were separated from
the signature/certification section

2. A qualifier for an undocunented alien applying only for
Enmer gency Assistance to Fanilies Wth Children was added.

Page 4 - Absent Parent/Child Support/Medi cal Support

Due to the inportance of correct ADC eligibility determination
and obtaining conplete child support and nmedical support

i nfornation, an entire page was designed to capture the
necessary i nfornation, i ncl udi ng exam ner pronpts on
"Deprivation Factor", "How Docunented" and "Joint Custody".

Page 5 - Medi cal

1. The Medi cal page was noved towards the front to allow for a
qui cker MA categorical deternination

2. Space and questions were added to assist in deternining if
the recipient is SSI-related.
Page 6 - Shelter

1. Addi ti onal reci pi ent guesti ons regardi ng | andl or d
i nfornmati on and types of housi ng were added;

2. In the shaded section, in addition to the exam ner pronpts,
examiner matrices for calculating shelter costs and
shelter-rel ated expenses were added.

Page 7 - Unearned I ncone

1. The Incone questions were split into an "Unearned | ncone"
page and an "Enpl oynent" page.

2. Instead of listing all possible types of incone, and
requiring the recipient to check "Yes" or "No" to 25 itens,
t he nost common Unearned I ncone sources were listed wth
checkboxes. In addition, a "floating box" for both the

reci pient and examner to refer to was added as a remni nder
of other types of possible Unearned | ncone.

Page 8 - Enpl oynent

1. The Enpl oynent questions were expanded to include health
i nsurance from an enpl oyer.
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2. In the shaded section, in addition to the exam ner pronpts,
a "Wage Information" box and a section on "Child Care
Suppl emrent " were added.

Page 9 - Training

1. Addi tional training questions, including the type of work
reci pients would like to do and which children are under 16
and in school were added.

2. In the shaded section, in addition to the exam ner pronpts,
a variety of guestions were added, i ncluding the
desi gnati on of head of household for Food Stanp Enpl oynent
and Trai ni ng.

Pages 10 and 11 - Resources

1. The resource information was expanded to two pages to
provi de anmpl e space for both the recipient and exam ner

2. As with the incone section, the types of resources |Ilisted
were limted to the nbst comopn types, and a floating box
with other types of possible resources was added.

3. In the shaded section, in addition to the exam ner pronpts,
shaded exami ner boxes for |I|ife insurance and NADA not or
vehicle information were added. Questions reinforcing

close exam nation of frequently changing resources and
resource situations were al so added.

Page 12 - Additional Information
In the shaded section, in addition to the exami ner pronpts, a
cal cul ation box to consi der past nmi nt enance, out si de

contributions and a categorical determ nation box were added.

Page 13 - Legal Information

1. This page was split into two pages to allow for |arger
t ype.
2. New sections on the "Rel ease of Educational Records" and

"Life Line" were added.

3. A section for exam ner coments and sections for exani ner
and supervi sor signatures were added.

4, Changes were nade to the followi ng sections:
a. Support - Information for Hone Relief recipients was
added.
b. Soci al Security Nunber (SSN) - Information on absent

parents was added at the end.
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Page 14 - Legal Information (cont.)
The print was enl arged.
A change was nade to the follow ng section:
Consent - In addition to cooperating with a Food Stanp

Quality Control Review, "Public Assistance" Quality Control
Revi ew was al so added.
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1313: "HOW TO COVPLETE. . . RECERTI FI CATI ON'
Cener al
1. In order to nake the print larger and have a nore readabl e

docunent, the publication was expanded to six pages.

2. Where possible, changes to "plain English" were nade for
better readability.

Page 3

In Sections 7 and 8, the Citizenship/Alien information was
revised to match the new Recertification.

Page 4

1. In Section 12, which corresponds with the Absent Parent
section on the Recertification, a qualifier for pregnant
worren appl yi ng for Medical Assistance was added.

2. In Section 17, which corresponds to the Enploynent section
of t he Recertification, t he "War ni ng for FS
Appl i cant s/ Reci pi ents" was del eted because this information
is now contained in the Cient Information Book DSS-4148A:
"What You Shoul d Know  About Your Ri ghts and
Responsibilities (Wwen Applying For or Receiving Social
Services)".

Page 6

In Section 31, which corresponds to the Signature section of the
Recertification, a sentence was added instructing recipients
that they nust sign the |last page even if they have already
signed the Food Stanp signature section on Page 1



