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Ef fective imediately, the followi ng changes have been made in handling the
fair hearing files designated as Varshavsky (NYS6) cases:

1. Administrative Support Unit staff will use a blue highlighter marker
to place a diagonal line across the |abel of cases designhated as being
part of the Varshavsky Litigation (NYS6). It is no longer necessary
to affix an orange sticker on the case file.

2. Administrative Support Unit staff will forward the Varshavsky (NYS6)
fair hearing files (integrated with the regular case files) to the
Fil e Managenent Unit.

3. File Managenent Unit staff will continue to put the case files in fair
heari ng nunber order and will continue to match the fair hearing
decision copy to the fair hearing files; however, the case files that

have been desi gnated as Varshavsky (NYS6), will be pulled and set
aside fromthe other fair hearing case files. On a daily basis, the
Var shavsky cases will be put into fair hearing nunber order and pl aced

in a labelled mracle box, to be retained separately, so as not to be
destroyed at the end of the three-year retention period.

At such time as staff request files fromthe File Managenent Unit, it is
important to circle the NYS6 agency designation, or wite it clearly on the
printout, so that File Management staff will be alert to searching in the
appropriate box. To ensure separate storage, files with blue highlighting
shoul d be returned directly to the File Managenent Unit to the attention of
Joe Verrastro rather than being placed in the refile box.

Adm ni strative Law Judges Pl ease Note:

For all homebound tel ephone hearings designated 997 (NYS6) when the appell ant
appears, it is inportant that the 997 i ssue code be deleted fromthe Fair
Hearing Data Sheet (FH-019). Also, a notation, "Delete NYS6," should be nmade
in the "Remar ks/ Changes" section of the file jacket since appellants who appear
at a regularly schedul ed hearing are not subject to the Varshavsky protection.

Any questions can be directed to Sue Fiehl at 473-4779 or via E-mail at 90j 029.

Mark Lacivita, Director of Adm nistration





