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PURPOSE

This directive advises districts that the public assistance nonthly
reporting and retrospective budgeting (MRRB) process has been
replaced with a systemrequiring quarterly reporting and prospective
budgeting for the cases of public assistance and public assistance -

food stanp applicants/recipients who have earned incone. It also
establishes a quarterly reporting requirement in place of change
reporting for non- public assi stance ( NPA) - f ood stanp
applicant/reci pients who have earned incone. NPA- FS househol ds

al ready are budgeted using prospective budgeting.
BACKGROUND

For public assistance, the Omibus Reconciliation Act of 1990 (OBRA
'90) made MRRB a State option. MRRB has been elim nated because it
was a conpl ex and confusing systemthat nonopolized staff tine.

For food stanps, the United States Departnent of Agriculture (USDA)
has approved a one year waiver allowing the use of quarterly
reporting and quarterly budgeting. Departnment regulation 387.17(d)
was anended on January 1, 1993 to enact the waiver provisions.

PROGRAM | MPLI CATI ONS

Appropriate cases will be contacted quarterly. Two contacts will use
the face-to-face recertification process, and two will use quarterly
report mailers.

The Departnment will identify cases subject to the quarterly reporting
system and send out the quarterly reports. Social services districts
will be required to process the quarterly reports submtted by these
cases and rebudget them using prospective budgeting procedures.
Social services districts wll still be responsible for scheduling
and conducting all required recertifications.

REQUI RED ACTI O\ - Public Assistance and Food Stanps

A Quarterly Reporting System

This section outlines the procedures that districts nust follow
under the quarterly reporting system

1. Requi red Definitions

The followi ng definitions are used in this directive:
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Report Quarter - This is the three nonth period from
whi ch the circunmstances and | ast four weeks incone are
used in the process nonth to calculate the PA grant

and FS benefits for the paynent quarter. The report
gquarters in the exanple below are (1) January - March
(2) April - June, (3) July - Septenber and (4) October
- Decenber.

Face-to-Face Recertification (FFR) - This is the
normal recertification interview that social services
districts nmust conplete twice per year. In the

exanpl e below, FFR s are scheduled for January and
July. The FFR nonth is also a process nonth.

Quarterly Report (QR) - This is the form (DSS-4310 see
attachment 1) that cases subj ect to quarterly
reporting nust conplete and return to the social
services districts between sem -annual FFR s. In the
exanpl e bel ow, the case would receive quarterly
reports in March (due back April 10) and Septenber

(due back Cctober 10). Note that quarterly reports
will not be sent by fixed cal endar quarters. Rat her
gquarterly reports wll be sent in the second nonth

following the recertification reauthorization

Process Month - This is the nonth when the worker nmnust
ei t her process t he i nformation obt ai ned at
recertification (the interview can be done that nonth
or during the prior nmonth) or the recipient nust
return the QR and the worker nust process t he

information fromthe report quarter. In either case
the worker rmust conpute the benefits for t he
correspondi ng paynent quarter during this nonth. In

the exanple below, the information from the first
report quarter (January through March) is reported on
the March quarterly report, processed by the worker in
April, and used to calculate the PA grant and FS
benefit for the paynent quarter of My through July.

Paynment Quarter - This is the three calendar nonth
period for which benefits are paid based on the
aver age i ncone and/ or ci rcunst ances in t he
corresponding report quarter. In the exanpl e bel ow,
the information for the report quarter of January
through March is used to deternine the grant for May
t hrough July.
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| | | | | | |
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' MONTH | JAN! FEB ! MAR'! APR ! MAY !JUNE! JULY ! AUG
| | | | | | | |

| | | | | | |

-------- +
i FFR | | PR | i FFR | PR |
ACTIMITY!PRO--! - ! QR!PRO- ! - ! - 'PRO ! R!PRO-! - ! .
| CESS ! ! SENT ! CESS ! ! | CESS ! SENT! CESS ! !
| MONTH! ! | MONTH! ! | MONTH! | MONTH! !
-------- g M
| | | | |
PAYVENT | | : : :
QUARTER | 3 ! 4 ! 1 ! 2 ! 3
1 1 1 1 1
1 1 1 1 1

2. Cases Subject to the Quarterly Reporting System

The following cases nust report to the social services
district on a quarterly basis:

a. Al'l public assistance cases with earned i ncome except
househol ds with TEAP (WSP) i ncone.

b. NPA food stanp cases with earned i ncone except:

(1) househol ds in which soneone receives SS|I incong;

(2) seasonal /m grant worker househol ds;

(3) households in which the only earned incone is from
annual i zed sel f-enpl oynent; and

(4) persons who reside in group living arrangenents.

NOTE: In addition to the four exceptions noted under b
i medi ately above, PA/FS nigrant househol ds are not subject to
quarterly reporting or quarterly budgeting.

Prospective budgeting procedures began on January 1, 1993 for PA
and PA/FS househol ds (see Section |IV-B followi ng). However, the
first quarterly reports will not be sent until the |ast weekend
in March 1993. These reports will be processed in April to
recal culate benefits for the paynent quarter of May to July
1993.

3. Types of Quarterly Contact
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All cases subject to the quarterly reporting system nust
have six nonth certification periods, nust conpl ete

sem -annual face-to-face recertifications and return a
quarterly report between each face-to-face recertification

Depart nent waivers granted to districts which allow for a

mail-in recertification in lieu of one of the sem -annua
PA face-to-face recertifications no |onger apply to earned
i ncone cases. These cases nmust be seen for seni-annua

face-to-face recertification wunder quarterly reporting.
VWaivers continue to remain in effect for non-earned i ncone
cases.

For public assistance and NPA/FS earned incone cases,
soci al services districts are strongly encouraged to make
every effort to accomopdate recipients and their need for
as little disruption as possible in their work schedul es.
This can be done in several ways, for exanple:

(1) schedule required face-to-face recertifications
out side of normal working hours, if necessary; and

(2) conduct the interviewin a tinmely fashion so that the
recipient msses as little work tine as possible.

Districts are encouraged to think of other alternatives
that will fit the needs of recipients and the agency.

For NPA/FS, several waivers fromthe quarterly reporting
process were granted in accordance with the wai ver request
procedures outlined in 92 LCM 175. The districts receiving
wai vers have al ready been notified that their requests have
been approved for a one year period effective March 1,
1993.

Quarterly Reports

The Departnent has devel oped and will nmail the quarterly
report to those cases subject to the quarterly reporting
process. Quarterly reports will be sent by WS in the
second nonth following initial certification and each seni -
annual face-to-face recertification authorization. Not e,
however, that quarterly reports will not be sent to cases
that have an authorization period of four nmonths or |ess.
This neans that applicants with earnings that are seen for
their initial recertification three nonths after case
opening will not be sent a quarterly report until the
second nonth follow ng recertification authorization

Quarterly reports wll be due back to the social services
district by the 10th of the following nonth (process
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nont h) . Unlike the nmonthly reporting system no second
quarterly report will be automatically mailed by WS if the
mailer is not returned by the cutoff date. Social services
districts will be responsible for follow up on non-returned
and inconplete reports (see IV-A-5.b foll ow ng)

The quarterly report will request t he fol | owi ng
i nformation:

a. Changes in report quarter i ncone, househol d
circunstances and ot her circunstances relevant to the
ampbunt of assi stance; and

b. Any changes in incone, resources or other relevant
circunstances affecting benefits which the recipient
expects will occur in current or future nonths.

A report quarter is conprised of a three nmonth period. It
will be necessary for public assistance and food stanp
quarterly reporting cases to retain paystubs for the |ast
nonth (4 weeks) of the report quarter

Processing Quarterly Reports

a. Conpl et ed Reports

Conpl eted quarterly reports nmust be returned to the
social services district by the 10th of the process

nont h.

When a recipient returns a quarterly report, t he
worker nust reviewthe report and determine if it is
conpl et e. A report is conplete when the recipient
has:

(1) answered all questions;

(2) provided verification of the last four weeks
i ncone; and

(3) signed and dated the report on or after, not
before, the last day of the report quarter

If the report is conplete, the worker mnust:

(1) nake al | necessary changes i ndi cated by
infornmation in the report;

(2) rebudget the <case wusing prospective budgeting
procedures (see Section |IV-B follow ng);
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(3) if the grant changes for the next paynent
quarter, send a DSS-4016: "Notice of Intent to
Change Benefits" (adequate only notice) for PA
cases or DSS-3621 "Notice of Intent to Change
Food Stanp Benefits" (adequate only notice) for
NPA/FS cases no later than the date of change;
and

(4) if the case is no longer eligible, send a DSS-
4016 for PA cases or DSS-3621 for NPA/FS cases no
|ater than the date of the closing.

b. I nconpl ete or Non-Recei pt of Report

If the social services district does not receive a
quarterly report by the 10th of the process nonth or
the report is inconplete, the worker nmust send a
timely (10 day) DSS-4015 "Notice of Intent to Change
Benefits" for public assistance cases or DSS-3620
"Notice of Intent to Change Food Stanp Benefit" for
NPA/ FS cases to discontinue benefits no later than the
| ast day of the process nonth. If no report was
returned, the "Followup to the Quarterly Contact
Report" (DSS-4310A - see attachnent I1) nust be sent
with the notice and a return envel ope. If an
i nconplete mailer was returned, a copy of t he
i ncompl ete report with an explanation of what
information is necessary to conplete the nmiler is
sent with the notice.

If the recipient furnishes the required information
before the closing date of the discontinuance noti ce,
t he worker nust:

(1) determine if the report is conplete;

(2) if the report is inconplete, attenpt to recontact the
reci pient to explain what infornation is necessary; or

(3) if the report is conplete, void the <closing and
process the report.

If the recipient does not furnish the information before
the effective date of the notice, the recipient nust
reapply to continue receiving benefits, unless there was
good cause for failure to return the report.

Good Cause for Failure to Return a Report

Good cause for failure to return a conpleted quarterly
report by the end of the process nonth exists only when
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a. the reci pient has a physical or nental condition which
prevents conplete reporting; or

b. the failure to submit a conpleted report is directly
attributable to Departnent or social services district
error; or

C. there are other extenuating circunstances under which

t he reci pient cannot be reasonably expected to fulfill
the responsibility to report for reasons beyond the
reci pient's control

The social services worker nust docunent the basis for
accepting or rejecting a good cause claim in the case
record.

B. Prospecti ve Budgeting

1

Proj ecti ng Average Monthly Earni ngs

Prospective budgeting involves what is known as "the best
estinmate process”. This is the process that nust be
followed to determne the anpbunt of income which must be
counted in the budget.

When computing the grant anount for a payment quarter, the
wor ker nust calculate the projected average nonthly
earnings for the quarter by:

a. Averagi ng the | ast four weeks of pay.
This is done by:

(1) taking each week of pay, adding together, and
di vidi ng by four; and

(2) then taking this weekly average and multi plying
by 4.333 weeks (ABEL does this automatically) to
arrive at a nonthly figure.

If any of the past four weeks pay is higher or |ower
than the other three pays because of an unusua
circunstance that the agency does not expect to
continue, then the unusual pay week must be discarded
and the average nonthly wages determ ned by averaging
the three renmaining weeks and multiplying by 4.333
weeks. Exanpl es of unusual circunmstances incl ude:

(1) nissing a week of work because of illness;

(2) overtine that is not expected to |ast;
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ABEL
wages
will

(3) tenporary closing of a plant, etc.

If the worker has no reason to believe that the high
or low pay is tenmporary, then the average nust be
based on the four weeks of pay.

Pl ease note that for public assistance, districts were
not instructed to discard unusual pays in the regiona
training conducted in Novenber and Decenber of 1992.
This is a change in policy based on district
recommendati ons follow ng the training.

This averaging nethod is used only if there has not
been a significant change in pay. A significant
change in pay is any increase or decrease that is
expected to last at least thirty days.

Exanpl es of significant changes are:

(1) a pay raise;

(2) working nore hours;

(3) taking a second job; and

(4) going frompart-tine to full-tinme enpl oynent.
Using the nost current pay information when the | ast
four weeks of pay cannot be used because there has
been a significant change in pay.

The nost current pay infornmation requires that the
hourly wage rate be nultiplied by the nunber of hours
per week and 4. 333 weeks per nonth.

Converting non-weekly wages to an average nonthly
i ncome amount by wusing the follow ng conver si on
factors:

(1) bi-weekly wages: nultiply by 2.166;

(2) sem-nonthly wages: nultiply by 2;

(3) nonthly wages: no conversion factor required;

(4) contractual wage: divide contractual wage by
nunber of pay weeks in contract and multiply by
4. 333.

automatically converts sem-nonthly and bi-weekly
to an average nonthly inconme anount. Sone exanpl es
illustrate how the best estinate process works.



Dat e

Trans.

April

No.

12, 1993

93 ADM 9 Page No. 10

Vari abl e | ncone Exanpl e

The foll owing four weeks of pay stubs are provided with a
note stating that overtinme wages are included in these
st ubs.

Dat e Anmount
4]/ 4 $281
4/ 11 $250
4/ 18 $231
4/ 25 $291

However, no statement is made by the household as to
expected incone in the future. |In this situation, since
the worker has no reason to believe the overtine or w de
variation in inconme will stop, all four weeks are used to
average and prospectively budget for the next quarter
This is done as foll ows:

$281
$250
$231
$291
$1,053 + 4 weeks x 4.333 weeks = $1, 140. 66

In this exanple, $1,140.66 would be applied in the budget
as gross earned incone.

Di scardi ng Low Payweek Exanpl e

The following pay is reported and verified:

Dat e Anmount

4/ 4 $150

4/ 11 out sick

4/ 18 $150

4/ 25 $150
The househol d includes a note stating that the enpl oyed
person is again well and worKking. Si nce the one week of
earnings is considered a tenporary exception, the worker

ignores this week when deternmining the average incone.
This is done as foll ows:

$150
$150
$150
$450 + 3 weeks x 4.333 weeks = $649. 95
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In this exanple, $649.95 would be applied in the budget as
gross earned i ncone.

Budgeti ng Average Monthly Earnings

Once a social services district has projected the average
nont hly ear ni ngs, it rmust apply the projected earnings
agai nst the needs for each nonth of the future paynent
quarter.

The PA grant and FS benefits for recipients nust be

recal cul at ed at each sem - annual face-to-face
recertification and when each quarterly report s
recei ved. When an adjustment in the PA grant or FS

benefits is nmade because of information provided on a
quarterly report, the adequate notice of change needs to be
sent as soon as possible, but no later than the date the
change is made. QO herwi se tinmely notice nust be used.

Changes in Earned |Incone During a Payment Quarter

PA recipients are still obligated to report tinely any
ot her changes in househol d circunstances which occur during
a paynent quarter.

If a public assistance recipient experiences a significant
change in the anount of earnings during a payment quarter
the social services district nust obtain verification of
t he change and adjust the benefit.

NPA/ FS reci pients nay choose to report changes at anytine
aside fromthe required reporting on a quarterly report or
at recertification. If the NPA/FS recipient does opt to
report a change at a tinme other than on the quarterly
or at recertification, then the SSD nust take appropriate
action within ten days of receipt of the report.

Timel y Report of Changes

Publ i ¢ Assi st ance

Unlike the nonthly reporting system a tinely report of
earned income is not tied into the return of the quarterly
report itself.

However, quarterly reporting does not relieve PA recipients
of their responsibility to report <changes in a tinmely
nanner . Reci pients nmust report the initial receipt of
earnings as well as any future increases within ten days of
receipt of the initial or increased earnings.
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This neans that a report of new or increased earnings made
nore than 10 days after receipt is not tinely, but a report
nmade nore than 10 days prior to the end of the nmonth is
timely for the next nmonth and each successive nonth.

A recipient who fails, wi thout good cause, to report new or
increased earnings in a tinmely manner is not entitled to
t he earned incone disregards.

An exanmple will illustrate this:
Edna Johnson begi ns enploynent in June 1993. She
recei ves her first pay June 7th. However, Edna does
not report the inconme until August 25th. Edna will
not get disregards for June, since she did not report
the income within ten days of receipt, nor wll she

get disregards for July, August and Septenber, since
she did not report the incone at |east 10 days prior
to the start of these nonths.

Food St anps

Feder al f ood stanp regulations prohibit requiring a
househol d to both report changes as they occur (change
reporting) and at peri odi ¢ i nterval s (quarterly

reporting). Therefore, PA and NPA food stanps househol ds
which are required to quarterly report are only required to
report changes on t he quarterly report and at
recertification.

Food stanp households that are required to quarterly report
may voluntarily report changes at any tine. If a food
stanp household voluntarily reports a change or reports to
fulfill a PArequirenment, the local district is required to
act on the change to increase or decrease the food stanp
budget . The action on such change nmust be taken according
to the change reporting time franes and notice requirenents
specified in VI-B-2.1 and VI-B-3.1 of the Food Stanp Source
Book.

These change reporting requirenents have inplications for
food stanp budgeting. The FS budget that is calculated for
quarterly reporting PA/FS and NPA/FS househol ds at
application, at recertification, or when the quarterly
report is submtted is the budget for the entire paynent

quarter. The FS budget is changed during that quarter if
the household voluntarily reports a change or reports a
change to fulfill a PA requirenent. However, if a change

occurs and the household does not report it during the
paynment quarter there is no underpaynent or overpaynent for
food stanps. If the househol d does not report the change
at next quarterly or recertification contact or the agency
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Suppl

fails to take correct action on a reported change at any
time, an underpaynent or overpaynent will count as a food
stanp error.

enmentation for Hardship

Publ i ¢ Assi st ance

Tenporary changes in earned inconme do not require that the
ongoi ng PA grant be adj usted. A tenporary change is any
i ncrease or decrease in earned incone which is expected to
| ast | ess than 30 days.

At tines, however, a tenporary |loss of incone nmay cause a

har dshi p. When this occurs, the district nust suppl enment

the client for the | oss of earnings.

To receive a supplenent the recipient nust:

(1) request a supplenent;

(2) provide verification of the reduced earned incone
amount no later than ten days after the nonth in which

t he reducti on occurred; and

(3) establish that the reduction in earned incone was

beyond t he recipient's control . Beyond t he

recipient's control neans that the reduction resulted

from

a. a nental or physical problemthat the recipient
had;

b. the enployers determnation to reduce hours of

wor k or wages; or

C. ot her extenuating circunstances under which the
recipient could not reasonably be expected to
earn the sane anount of incone.

To determ ne the anmount of the supplenment the worker rmust
conpute a budget showi ng the reduced i nconme anount. An
exanmple will illustrate:

M ke Nash normally receives a $100 weekly paycheck

The agency is budgeting $433.30 ($100 x 4.333 weeks)
agai nst M ke's needs of $500. Mke is out of work for
one week because of ill ness. When M ke notifies the
wor ker of this and provides verification by the end of
the nmonth, the agency conpletes a new budget with $100
| ess in gross incone. The suppl enent is conputed by
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conparing what MKke actually received to the budget
with the reduced incone applied. This is done:

Recei ved Reduced | ncone Budget
$500 needs $500 needs
- $343.30 net applicable - $243.30 net applicable
i ncomre ($433. 30- i ncome ($333. 30-
$90 di sregard) $90 di sregard
$156. 70 grant $256. 70 grant

Since the budget wth the tenporarily reduced incone
provides for a larger grant than what Mke actually
received, the difference of $100 is the supplenment anount.

Suppl ements to neet a tenporary |oss of incone nust not be
used to offset outstandi ng overpaynents.

Note that overpaynents are not calculated for tenporary
i ncreases in incomne.

Food St anps

Any PA suppl enents authorized are not to be budgeted as
i ncomre for food stanps.

Over/ Under paynent s

Publ i ¢ Assi st ance

If a client has a significant change in inconme during a
report quarter for which the agency has not adjusted the PA
grant, an over/underpaynent nust be cal cul ated begi nni ng
with the actual nmonth in which the significant change
occurred.

For exanple, if a client submits a quarterly report for the
period of March to May 1993 that shows that the client
started a second unreported job in April, an overpaynent
woul d have to be cal cul ated beginning with April 1993.

Over/underpaynents are al ways determ ned by conparing what
the client actually received to what the client would have
received with their actual nonthly incone budgeted.

For overpaynents prior to January 1, 1993, districts nust
first determine if the case was actually on nonthly
reporting. If the case was not on nonthly reporting, the
over paynent nust be calculated by conparing each nonth's
benefit to the benefit which woul d have been received with
the actual nmonth's inconme applied. For PA cases that
received nonthly reports, t he over paynent nust be
cal cul ated according to MRRB rul es.
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MEDI CAL ASSI STANCE | MPLI CATI ONS

In accordance with the decision in the case of Rosenberg v. City of
New York, Blum et al. (82 ADM5), when a PA case is closed, nedica
assistance (MA) nust be continued until a separate determ nation for
MA i s done unless both PA and MA can be closed concurrently for the
same reason. If the PA case is being closed for financial
ineligibility or for failure to return the quarterly report, a
separate MA determination nust be done to determine continued MA
eligibility for persons who are under the age 21, age 65 or ol der
pregnant, certified disabled or certified blind. The separate
determ nati on nust be done by the end of the cal endar nonth foll ow ng
the nonth of the PA closing.

WS will automatically extend MA coverage for one nonth for those PA
cases being closed for failure to return a quarterly report (PA
closing code 183) when there is an individual under age 21 in the
case. |If a worker determines in |less than one nonth that the case is
not entitled to MA, the worker nmay cl ose the case day specific after
tinmely and adequate notice has been sent to the client. Children's
MA shoul d not be discontinued for the parent's refusal to conply with
non-financial requirenents; rat her, the parent's MA should be
di sconti nued.

VWS | MPLI CATI ONS

A Upst at e
1. Quarterly Reporting Screen

Upon receipt of a quarterly report, an entry on the main WB
menu will allow access to the new quarterly nmmiler update
screen. Entry of the case nunber and report returned date wll
acknow edge | ocal district receipt of the quarterly report. A
"Dear WWS Coordi nator Letter" was sent to districts on February
17, 1993. This letter describes the detail of new nmenus and
screens to support quarterly reporting.

2. Quarterly Cient Contact Codes

The foll owi ng codes may be used for Screen 01 Data Entry in the
PAFS Quarterly dient Contact Code field (fornerly Mnthly

Reporting Code field). Eligi ble Case Types are "11 - ADC
"12 - ADC-U', "14 - PG ADC', "16 - HR', "17 - VA" and "31 - NPA-
FS".

B Quarterly Contact Required/ No Cal cul ated ABEL Budget

C Quarterly Contact Required/Incone Deened from I ndividuals
Living in Household Who Have Earned | ncone

E Quarterly Contact Exenpt
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I Quarterly Contact Exenpt/COOP Case with Earned |Incone from
LRR (Legal | y Responsi ble Relative)
L Quarterly Contact Required/ Enployed - On Call

PA/FS Quarterly Client Contact Code "B - Quarterly Contact
Required/No Calculated ABEL Budget" nmay not be wused if a
cal cul at ed ABEL budget exists, unless a BottomLine budget is
also present and the Bottom Line budget transaction date is
equal to or greater than the cal cul ated ABEL budget transaction
dat e.

Any entry in the PA/FS Quarterly Cient Contact Code field is
prohi bited whenever Special Program Code "B - Research G oup
CAP" or "C - CAP" is present on Screen 01.

NPA- FS cases with earned i ncome which are exenpt from quarterly
reporting (i.e. seasonal/mgrant, annualized self-enployed, and
residents of group living arrangenents) require entry of code E-
Exenpt on Screen 01 in order to prevent a quarterly report from
bei ng sent.

B. New York City

Systens specifications have been devel oped to generate quarterly
reports for the NYC population neeting the quarterly contact
selection criteria. Instructions will be shared with HRA under
separate cover.

Addi tional Information

The 2/ 93 version of DSS-4310A: "Follow Up To The Quarterly Contact
Report" shoul d be available for distribution in April, 1993. NYC HRA
and upstate districts will automatically receive initial supplies of
this form

The Spani sh version of this form (DSS-4310A-S) will be available at
the sane tine. Only NYCHRA will automatically receive supplies of
t he Spani sh version. Q her districts nmust order the Spanish version
usi ng the procedure described bel ow.

Future requests for the DSS-4310A and initial requests for the
Spani sh version DSS-4310A-S, should be submitted on Form W/G-47:
(Rev. 9/89): "WWS Order Forni and should be sent to:

New York State Departnment of Social Services
Wel f are Managenment System
P. 0. Box 1990
Al bany, New York 12201
Attention: O fice of Systens Devel opnent
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Questions concerning ordering forns should be directed to The O fice
of System Devel opnent (OSD) by <calling 1-800-342-3715, ext ensi on
6- 6223.

Ef fective Date

This release is effective April 1, 1993.

Gscar R Best, Jr.
Deputy Conm ssi oner
Di vi sion of Economic Security



