Transmitta
O fice of Adninistrative Hearings (QAH) Nunber: 95-07

Procedures Transmittal

Di stribution:
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1
|
ALB OAH Staff [X] UPS ALJs/ [ ] Upstate LDSS [ ]| Subject: 1891 Coding -
SUP ALJs [ ] ! Payee Situations
! Multiple Actions, etc.
NYC QAH Staff [X] NYC ALJs/ [ ] NYC Agencies [ ]!
SUP ALJs [ ] !

I ntake Supervisory Staff both in Al bany and in New York City have provided
guidelines to help regular and overtinme staff identify who to list as the appell ant
in the follow ng situations:

PA cases invol ving payees

MA cases when a child or children are the only
applicants/recipients in the househol d

Noti ces addressed to both a husband and wife

MA cases involving nmultiple actions affecting different

i ndi vi dual s

MA cases involving nmultiple individuals; sane action, multiple
noti ces

Effective imedi ately, all staff should refer to the guidelines outlined bel ow
when codi ng requests described in the above situations. Hopefully, it will serve
to provide |ocal agencies with consistent and conplete information. It also
expands usage of the "S" address type (which previously had been used al nost
exclusively in "also for" situations), to include other scenarios in order to nore
fully utilize the dup/nultiple capabilities of FH S

PA CASES (payee situations)

Mary Smith (payee) for Johnny Smith. Mary Smith is not on assistance but is
t he payee for a child.

List Mary Smith as appel |l ant

Li st Johnny Smith in nessage field and note in coments "Payee for
Johnny Smth"

Li st Johnny Smith (nane and address) as "S" address (to nmaxim ze
possi bl e syst em mat ches)

MA CASES (for child/children only)

Mary Smith for Johnny Smith. Mary is not on MA but child is an MA
reci pi ent/applicant.

Li st Johnny Smith as appellant; c/o Mary Snith in address field
(I'f nore than one child is involved, list one as appellant and
others on conment screen)

List Mary Smith as "S" address type
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NOTI CES ADDRESSED TO BOTH SPOUSES (any program ar ea)

Paul and Cathy Snith
Li st Paul as appell ant

List Cathy as "S" address type
List Cathy in comments and nessage field

MA CASES (nultiple actions/various household nenbers)

Jane Snith, parent, has a negative action, i.e.
(Ann's) MA has a different action, i.e.
anot her child has yet another action.

a di scontinuance. One child
reduction due to surplus;

Li st Jane Smith as appel |l ant
List Ann as "S" address type

List all names on coment screen noting correspondi ng action for each

MA CASES (nultiple househol d nenbers; same action, nultiple notices)

Li st one adult as appellant.

Li st other adult (if any) or oldest child as "S" address type
List all names on coment screen noting "Sane action, separate notices"

Pl ease note that unlike "R' and "O' address types, the "S" address type has
the capability of producing system nmatches. Also, the need to |ist additiona
nanes in both the nmessage field and coment screen is an interimneasure only and
will not be required in both places when the coment screen attaches to Inquiry.
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