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SUP ALJs [ ] I Wthdrawn and Defaul ted
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NYC QAH Staff [x] NYC ALJs/ [ ] NYC Agencies [ ]}
SUP ALJs [ ]

Ef fective March |, 1996, Wthdrawn and Defaulted Fair Hearing files will be
filed simlarly to Heard files in schedul ed date order and fair hearing nunber
order within each schedul ed date. In instances where a confirnmed withdrawal
has been received prior to a scheduling date being assigned, the case will be
filed according to disposition date. (Wthdrawn and Defaulted files with
hearing dates prior to March 1, 1996, will be filed by nonth in fair hearing
nunber order.)

Thi s change requires that NYC Cal endar Managenent staff forward defaulted
files to Albany on a daily basis and that MA and CES offsite staff forward
files to 80 Centre Street on a daily basis to avoid unnecessary accunul ati on
of case files which will create difficulties for the Scheduling Unit in
sorting and filing | arge nunbers of nixed date files.

Since the withdrawn and defaulted files are currently in the process of

bei ng noved fromtheir current file location, until further notice, staff

wi shing to retrieve a withdrawn or defaulted fair hearing file should ask for
assi stance from Joe Verrastro or any File Managenent staff nenber, and should
not attenpt to pull the file. As it will take sone tine to enpty the

| ektrievers and organize the files into their pernmanent |ocation, your
patience is inportant during this transition phase.

If you have any questions regarding this new procedure, please contact Susan
Fi ehl at 473-4779 or e-mail 90J029.
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