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As a result of FH' S system enhancenents that were effective June 12, 1995,
various procedural requirenents have been nodified. The new procedures set
forth belowwi |l go into effect Mynday, July 17, 1995 and shoul d serve to
stream ine the collection and transnission of information necessary to

mai nt ai ni ng accurate on-line data with respect to cal endar dispositions, tape
nunbers and digits, and federal data sheet reporting. This infornmation
supersedes that contained in Transmittal Nunber 94-24 corrected to 95-24.

Upstate and NYC Adninistrative Law Judge Responsibilities

Effective July 17, 1995, tape nunbers/side and digits no | onger need to be
entered by ALJ staff on Report Nunber FH 018, Fair Hearing Cal endar, for data
entry by Al bany OAH staff. Additionally, tape nunbers/side and digits are no
| onger required on the DSS-1962, Fair Hearing Questionnaire ("G een Sheet"),
but will ONLY be required on the white file folder label for all HEARD cases,
APPELLANT W THDRAWALS on the record, and hearing officer ADJOURNED cases on
the record (HADDs and HADGs). Since the information will be input fromthe
file folder label at the tine of folder receipt in Al bany, it is inportant
that nunbers be witten as |egibly as possible--nunbers that are not clear are
unable to be input, thereafter, creating difficulties in retrieving taped
records. Please note, the inclusion of the need to record tape information
for cases ADJOURNED ON THE RECORD is a new procedure designed to alleviate
retrieval difficulties experienced by staff in the Transcript Unit in the
preparation of Article 78 transcripts.

It is essential that particular attention be paid to recordi ng BEG NNI NG as
well as ENDING digits and that the tape side is clearly noted. (Future
enhancenents to the file folder |abel should inprove the | ayout of space
avai l able for recording this data). ALJ adherence to the |egible recording of
this information on the file folder |abel in the appropriate space AND t he
Admi ni strative Support, Scheduling, and Honebound Tel ephone Hearing Units
diligence in data entering tape information at the time of folder receipt is
key to the success of electronic record mai ntenance.
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When recordi ng dispositions on cal endars, any change of ALJ nust be noted on
each page of the cal endar by the ALJ hol ding the cal endar. For EA hearings
held at 80 Centre Street, EA ALJs should now note dispositions along with the
appropriate ALJ nunber for each hearing on the cal endar at the front desk,
rather than maintaining separate calendars. This will serve to streanline the
reconciliation of the EA cal endar

Wth the exception of the Case Record At Hearing and the Agency Rep data, it
is no |longer necessary to conplete the upper area of the FH 019, Fair Hearings
Data Sheet. Continue to indicate Yes or No for the Case Record at Hearing and
Agency Rep and continue to indicate Category, Action, |ssue, Aid Status,

Deci sion Qutcone, and Qutcone Reason Code as requested on the | ower area of
the Data Sheet. This should represent a significant tinmesavings for all ALJs.

NYC Cal endar Managenent Unit/ Al bany Scheduling Unit Responsi bilites-Cal endar

The cal endar will continue to be reconciled the day after the hearing date.

At 80 Centre Street QAH, Zena Zaman (back-up Janie Scott) will reconcile al

di spositions using the ALJ Cal endar, the Quad C erk Cal endar, and the Master
Cal endar nmi ntai ned by Melida Thonas in the Adjournnent unit. Zena wll
continue to call on a daily basis appropriate off-site staff at MA and CES who
will continue to add any changes to their calendars. There will no | onger be
a call nade to Al bany each day to obtain w thdrawals received by mail;

instead Karen G miniani will update the calendars to account for wthdrawal s
when she receives the NYC cal endars which will be faxed the day follow ng the
heari ng date.

At MA OAH at 330 West 34th Street, Nancy Alicea or Madeline Sierra will ensure
that the correctly updated calendar is faxed to Al bany via the fax nmachine in
Peter Zaret's office. At OES OAH at 109 East 16th Street, FEricka Zenbrano or
Lisa Vasquez will refer the calendar to designated CES staff to be faxed to

Al bany from Al ex Tobkes' office. The OHC cal endars will be brought by the ALJ
from16th Street to 34th Street to be reconciled with the MA cal endars. |f
the OHC ALJ antici pates being out the next day, s/he nay give the cal endar to
the OAH clerks at CES on the tenth floor. A copy of these cal endars should
continue to be sent via courier to 80 Centre Street in addition to the copy to
be mai ntai ned at each site.

The MA, CES, and 80 Centre Street cal endars should be faxed by 11: 30 each day
to the Albany OAH. Attention: Nancy Irving. The fax nunmber is (518) 473-
6735. Any difficulties in faxing the cal endar should be reported to M.
Irving inmediately.
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Al bany Scheduling Unit Responsibilities-Fol dering

At the tinme of folder receipt in Al bany, Scheduling Unit staff shall enter in
the systemthe tape nunbers/side and digits entered by the ALJ staff on the
file folder label for all non-homebound APPELLANT W THDRAWALS on the record
and ADJOURNED ( HADG and HADD) on the record cases. This is a change, since
tape information for ADJOURNED cases was not previously entered.

Al bany Honebound Tel ephone Hearing Unit Responsi bilities-Fol dering

Upon receipt of the file in A bany, Honmebound Tel ephone Hearing Unit staff
shall enter in the systemthe dispositions for adjourned and wi t hdrawn
honebound t el ephone hearing cases. The follow ng day, the tape nunbers/side
and digits entered by the ALJ staff on the file folder label will be entered
for those previously entered honebound APPELLANT W THDRAWALS on the record and
ADJOURNED (HADG) on the record cases. This is a change, since tape infornma-
tion for ADJOURNED cases was not previously entered.

Al bany Adninistrative Support Unit Responsibilities-Foldering

At the tinme of folder receipt in Al bany, Adm nistrative Support Unit staff
shall enter in the systemthe tape nunbers/side and digits entered by the ALJ
staff on the file folder |abel for all HEARD cases.

On Report FH 019, Fair Hearings Data Sheet, they shall enter CASE RECORD AT
HEARI NG and AGENCY REP contai ned on the upper part of the formand continue to
enter Category, Action, |Issue, Aid Status, Decision Qutcone, and Qutcone
Reason Code as before

Questions pertaining to any of these changes can be directed to your
supervisor or Sue Fiehl at 3-4779 or via e-nail 90J029. Thank you.

Mark Lacivita, Director of Adm nistration
Ofice of Administrative Hearings



