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The purpose of this release is to notify local districts that the nmandated

DSS-3608: "Recertification Guide" has been reformatted and revised and will
be available for use by Upstate local districts in May. New York City's HRA
will have a supply sent directly from the printer to its warehouse in

Br ookl yn in May.

The Recertification Guide was first developed by an Eligibility Docunent
Redesign Wdrkgroup of State and local district staff which met from 1983
t hrough 1985. The eligibility docunents produced by this Workgroup
segr egat ed the Welfare Managenent System (WVB) processes from those
associated with the certification interview and with the deternination and

docunentation of eligibility. Initially, the docunment now known as the
"Certification Guide" (DSS-3570) was designed to be used during both the
initial eligibility and the recertification interviews. Duri ng extensive
piloting of the Guide, however, it was determined that it was too |engthy,

too detailed and too structured to be used effectively by nmany |oca

districts at a recertification interview The Recertification Guide was
then devel oped for Statewi de inplenentation with a format that was briefer

nore "open-ended" and with nore bl ank space. The Recertification Guide was
mandated in August 1985 by 85 ADM 38: "I npl erentation in Local Soci al
Services Districts of New and Revised Eligibility Docurments for Public
Assi stance, Medical Assistance and Food Stanps".

In the Spring of 1989, another workgroup of State and | ocal district staff
net to revise the applications, Recertification Application, Certification
CGui de and Recertification Guide. In the course of workgroup discussions it
becanme apparent that extended eligibility worker experience with the Guide,
coupled with a renewed enphasis on corrective action concerns, nmde a nore
specific, structured and conprehensive Recertification Guide desirable.
Ther ef or g, the overall structure of the Recertification Guide was changed
dramatical ly. The eligibility factors were reordered to follow the order
used in the revised (6/89) Application and Certification Guide.

Al so, using a prototype of a "face-to-face" recertification sheet designed
by the NYC Hunan Resources Adm nistration Departnent of |ncone Mintenance,
the workgroup devel oped a new fornat which features a three-way conpari son
anong the case record, the "Recertification Application" (DSS-3174) and the
i nterview findings. The areas nost likely to change or cause quality
control errors fromcertification to recertification are first listed in the
"Case Record Review' section and are then repeated in the "Interview

Fi ndi ngs" secti on. In this way, changes are noted or information is
reverified for each eligibility factor. A rem nder to verify/docunent al
necessary itens i s given when appropriate. The | ast section, "Results of

Interview', summari zes all changes in the "high risk" elenents and indicates
any appropriate followup action which nust be taken by the worker.
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Districts will automatically receive supplies of the Recertification Guide
based on previous ordering practices. The existing (4/88) versions of the
Recertification Guide are nade obsolete by the new (6/89) versions, and al
exi sting copies of the 4/88 versions should be destroyed upon recei pt of the
6/ 89 versions.

Future requests for the DSS-3608 should be submtted on Form W5-47 (Rev.
9/89): "WWS Order Forni and should be sent to:

New York State Departnment of Social Services
Wel f are Managenment System
P. 0. Box 1990
Al bany, New York 12201
Attention: O fice of Systens Devel opnent

Questions concerning ordering forns should be directed to the Ofice of
Systens Devel opnent (QOSD) by calling 1-800-342-3715, extension 6-6223

Gscar R Best, Jr.
Deputy Conmi ssi oner
Di vi sion of | ncone M ntenance



