DSS- 4037EL (Rev. 9/89)
Transnmittal No: 93 LCM 132

Date: Septenmber 28, 1993

Division: M&Q/SSIS

TO Local District Conmi ssioners
SUBJECT: 1993 Forns Survey
ATTACHVENTS: |: 1993 Forns Survey (Available on-Iline)
Il1: Listing of Attachnents (Avail able on-1line)

Attachments (Not avail abl e on-1ine)

Recently, a Fornms Study Workgroup, mnade up of State and local district

staff, net to identify changes which night be nmade to Departnent forns or
forns processing procedures which would assist |local districts. Alist of
participants is enclosed. A nunber of suggestions were nade which the
Wor kgroup felt should be surveyed on a statewide level. Attached is a Forns
Survey which we would like you to conplete and return to us by Cctober 20,
1993. In addition to conpleting the survey, we would appreciate your

forwarding any and all suggestions you m ght have concerning any Depart nment
forms.

Pl ease return this survey to:

Jerry Vi geant
NYS Departnment of Social Services
ES/ WS/ 7D
40 N. Pearl St.
Al bany, NY 12243

If you have any questions regarding this survey, please feel free to call:

Jerry Vigeant (518 474-9315)
Mari a Eckhardt (518 474-6501)
Bob Gullie (518 474-6501)

Nel son M Wi nst ock

Deputy Conmi ssi oner

Di vi si on of Managenent
Suppor t

John J. DiPal erno
Deputy Conm ssi oner
Systens Support and

I nformati on Services



ATTACHVENT |

1993 FORVSB SURVEY

FOR EACH STATEMENT, PLEASE CHECK THE APPROPRI ATE ANSVER, ANC  ADC  ANY
COMMENTS BELOW

A, FORMS DI STRI BUTI ON

1. Supplies of New forms shoul d ___Agree ___ Disagree
al ways be automatical ly shi pped
to local districts (not just
nmade avail able to be ordered).

Comment s

2. Suppl i es of Revised forns shoul d ___Agree __ Disagree
al ways be automatical ly shi pped
to local districts (not just
nmade avail able to be ordered).

Comment s

3. Qur district has experienced ___Agree __ Disagree
"back order" problenms when the
forms we have ordered were
out of stock.

Pl ease describe the nature of the problens and give as nuch
specific informati on as possi bl e:




4.

Qur district would prefer ____Agree
to reorder forns that are
out of stock, rather than
have t he Departnent put
them on a Back Order list.

Comment s

Page No.

Di sagree

Each tine a formis created or ____Agree
revised, an INF, or other

conmuni cati ons vehi cle, should be

i ssued so that |ocal districts

will knowthis formis

avai lable (if the form does not

have an ADM or other policy rel ease

related to it already).

Comment s

Di sagree

"Forns | nplications" should be ____Agree
a required section of every

ADM INF, or other local district

conmuni cati ons vehicle.

Comment s

Di sagree

How can t he Departnent inprove
t he shiprment of forns to your
district?

Pl ease give as nuch specific informati on as possib

e:

2



B

Page No. 3

SYSTEM ASSI STED FORVS

1

The DSS-4015-C pi nfeed version ___Agree __ Disagree
of the DSS-4015: "Notice of

Intent to Change Benefits..."

(attached) is used by our district

and has been found to be hel pfu

and a time saver.

Comment s

It would be hel pful if other Agree __ Disagree
pi nfeed versions of forns
wer e nade avail abl e.

Comment s

Suggestions of forns for which you would |ike pinfeed versions
(pl ease attach sanpl es):

It would be hel pful if the ___Agree __ Disagree
forms |isted bel ow could

be revised so that inforna-

tion fromthe "Systent

could automatically be

filled in.

Suggestions of forns that could be fully or partially systemfilled
(pl ease describe and attach sanpl es):

Pl ease list the nane, title and phone nunber of the person we
could contact if we had questions on your suggestions:




5.

The DSS-3209: "Authorization"
is currently available as a
singl e sheet and also in
carboni zed 2- and 4-ply
ver si ons.

Page No.

Qur district currently uses: 1-ply 2-ply 4-ply
If it were printed in a Agr ee Di sagr eee

3-ply version, our

district would order it

Commrent s

The landl ord's nane and address Agr ee Di sagree

shoul d be on the DSS-3209:
"Aut hori zati on".

Comment s

4



COVBI NI NG CF FCRVB

A separate application for Services ___Agree
shoul d be devel oped. The

Application (DSS-2921) and

Certification Quide (DSS-3570)

shoul d be conbined in a manner

simlar to the way the Recertifi-

cation Application (DSS-3174) and

Recertification Guide (DSS-3608)

wer e conbi ned, and shoul d be used

for PA, MA and FS

Comment s

Page No.

Di sagree

OR

A separate application for Services ___Agree
shoul d be devel oped. The

DSS-2921: "Application", DSS-3174:
"Recertification" and DSS-3570

"Certification Guide" could then be

conbined into a single docunent with

a checkbox to indicate whether the

formis for Certification or

Recertification, and used for PA

MA and FS.

Comment s

Di sagree

Call-in letters and noti ces, ____Agree
such as the DSS-2114: "PA

Recertification/ MA Status”

and the DSS-3153: "Conti nui ng

Your FS" shoul d be conbi ned,

so that there is one formfor

PA, MA and FS which al so serves

as a ten-day letter.

Comment s

Di sagree

5



Page No. 6

3. Suggestions of other forns you would like to see conbi ned:




Page No. 7

D. SUGGESTI ONS OF REVI SIONS TO SPECI FI C FORMS (COPI ES ATTACHED)

1. Col |l aterals DSS-3668: "Shelter Verification"
DSS- 3707: "Enpl oynment Verification”
DSS- 3708: "School Attendance Verification"

Sinplify the DSS-3668 and nake Agree __ Disagree
it one-sided so that a |andlord

will be nore likely to fill it

out.

Add to the DSS-3668 a place for Agree __ Disagree

the Iandlord's Social Security
Nunber so that two party checks
can be cut easier.

Make t he DSS-3708 one-si ded. Agree __ Disagree

Suggest ed other inprovenents for Collaterals:

2. DSS- 2642: "Docunent ati on Requi renments" (Copy Attached)

The DSS-2642 is currently
printed as an 8 1/2" x 14"
chemi cal ly carbonless 2-ply
form Attached is a nock-up
of a proposed 8 1/2" x 11"
chemi cal ly carbonless 2-ply
formwhich features the |ist
of sanpl e docunentation on
the back of the form

Qur district would prefer ___Agree __ Disagree
t he proposed new form and
woul d order it instead of
the current 5/91 version.

Suggested other inprovenents for the DSS-2642:
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3. Ct her Forns

Suggest ed other inprovenents for any other forns:

STATE- PRI NTI NG OF FORVS | SSUED THROUGH ADMS OR OTHER DEPARTMENT RELEASES

Attached are sanples of forns that were not printed but were attached to
ADMs or other Departnment releases. |If you would |like any of these forms
to be considered for State-printing, please check "Yes" bel ow

1. Cooper ati ve Cases/ Danks/ Yes No
85 ADM9 - "'"A" Notice To
Reci pient" (from ADM

2. Cooper ati ve Cases/ Danks/ Yes No
85 ADM9 - "'B" Notice To
Reci pient" (from ADM

3. Bona Fi de Loans/ 92 ADM 43 Yes No
"Exenption of Bona Fide Loans
Wor ksheet” (from ADM

4. Bona Fi de Loans/ 92 ADM 43 Yes No
"Loan Repaynent Agreenent
(from ADM

5. Filing Unit/Abbott and King/ Yes No

85 ADM 51 - "Categorical
Screeni ng For Non- Appl yi ng
Parent OF A Comon Chil d"
(Section from ADM

Suggested i nprovenents for any of these forns:
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PRI NTI NG STATE VERSI ONS OF LOCAL FCRNVS

Attached are sanmples of fornms fromlocal districts which may be hel pfu
to your district. If you would |like any of these forns to be considered
for State-printing, please check "Yes" bel ow

1. Undue Har dshi p/ 90 ADM 39 ___Yes ~__No
"Det erm ni ng Undue Hardshi p
Wor ksheet " (Devel oped by
Erie County for in-house use)

2. M xed Households - "M xed Yes No
Househol d Questi onnaire"
(Devel oped by Erie County
for in-house use)

3. "Notice of Client Responsibility" Yes No
(Devel oped by Greene County for
i n-house use)

4., "Househol d Conposition Statenent” Yes No
(Coll ateral) (Devel oped by Chenango
County for in-house use)

5. Two- ply "General Request" form Yes No

(Devel oped by Monroe County
for in-house use)

Suggestions for other forns to be State-printed (please attach sanpl es):
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PRI NTI NG PROPOSED STATE FORVS

Attached are sanples of proposed State forms which nay be hel pful to
your districts. If you would |ike any of these forns to be considered
for State-printing, please check "Yes" bel ow

1. "PA and FS Citizenship/Aien ___Yes ~__No
Status Desk Aid" (Proposed
State formfor forthcom ng
Depart nent Rel ease)

2. SS-5 Desk Guide (Proposed Yes ~__No
State formfor forthcom ng
ADM

COVMENTS ON FORMS PROCESSI NG FORMS PROCEDURES OR ANYTHI NG ELSE
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ATTACHVENT 11

The following is a listing of all attachnents to this LCM

1.

2.

3.

10.

11.

12.

13.

14.

15.

16.

17.

18.

List O Participants In the Forns Study Workgroup

DSS-4015-C. "Notice O Intent To Change Benefits" (Pinfeed Version)
DSS- 3668: "Shelter Verification" (Collateral)

DSS-3707: "Enpl oyment Verification" (Collateral)

DSS-3708: "School Attendance Verification" (Collateral)

DSS- 2642: "Docunentati on Requirenents" (Proposed Revision For
Forthcom ng ADM

Cooperative Cases/ Danks/85 ADM9 - ""A Notice To Recipient" (From
ADM
Cooperative Cases/ Danks/85 ADM9 - "'B' Notice To Recipient" (From
ADM

Bona Fi de Loans/ 92 ADM 43 - "Exenption O Bona Fide Loans Wrksheet"
(from ADM

Bona Fi de Loans/ 92 ADM 43 - "Loan Repaynent Agreenent" (From ADM

Filing Unit/Abbott and King/85 ADM 51 - "Categorical Screening For
Non- Appl ying Parent OF A Common Child" (Section From ADM

Undue Hardshi p/ 90 ADM 39 - "Determ ni ng Undue Hardshi p Wrksheet"
(Devel oped By Erie County For |In-House Use)

M xed Households - "M xed Househol d Questionnaire" (Devel oped By Erie
County For | n-House Use)

"Notice O Cient Responsibility" (Devel oped By G eene County For In-
House Use)

"Househol d Conposition Statenent” (Collateral) (Devel oped By Chenango
County For | n-House Use)

Two- ply "General Request" Form (Devel oped By Monroe County For |In-
House Use)

"PA And FS Citizenship/Aien Status Desk Aid" (Proposed State Form
For Forthcom ng Departnent Rel ease)

SS-5 Desk Guide (Proposed State Form For Forthcom ng ADM



