Documentation and Basic Interviewing

Train Track

August 7, 2009

The Train Track
	Suggestions for a training session to review Documentation and Basic Interviewing for Food Stamp Case Managers


What’s in this packet?

Lesson Plan--
gives step-by-step instructions for what to say about the 




policy and directions for using the enclosed handouts

Handouts--

to be given to each participant.  This material is used to




clarify, demonstrate, and practice the new policy

Exercise

Keys--

to make you look really smart!

Purpose of the Meeting: Provide training to Food Stamp case managers on documentation and basic interviewing skills
Prepare for the Meeting

	Presenter’s Preparation
	Participant’s Preparation

	Schedule a time and place for the meeting.
	Set aside meeting time and plan work schedule accordingly.

	Notify participants of the time, place, and topic.
	Complete meeting preparation:

	Assign pre-meeting preparation to the participants:
· Read: No reading requirements for this training
· Submit questions by _____ (assign a date)


	Submit questions about current or new policy and procedure.

	Accept questions from participants and research answers as necessary.
	Bring to training:

	Make copies of handouts for each participant.
	

	You may want a flip chart stand and pens, use your own judgment.
	

	Study and review the contents of the Train Track material.
	

	Prepare any visual aids you want to use (flip charts, overheads, etc.)
	


Notes to the trainer:  This train track is a 3 hour training.  However, it can be combined with the train track on “Interviewing for Clarification and be a full day of training.  
Acknowledgement
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OPEN THE MEETING
State the purpose of the meeting.

Welcome participants and introduce presenters.

Distribute copies of handouts to participants and review what’s included in the handouts
· Food Stamp Screen Guide to SUCCESS Documentation including ADTs and Case Accuracy Reviews

· Documentation and Basic Interviewing Participant Guide
· Documentation Exercise Handout
· Documentation Suggestions Key (Do not hand out until after the documentation exercise is over.)

· Paycheck for Richard Gere
Share Workshop Objectives:
· Obtain a clear understanding of the relationship between good interviewing skills, good documentation and case accuracy

· Learn good interviewing and documentation techniques

Explain how the remainder of the meeting will be organized:

· We will conduct a mock interview 
· The participants will be divided into two groups.  One group will be instructed to take notes while the interview is being conducted.  The other group will simply observe the interview and not take any notes.

· You may ask some questions that we won’t be able to answer during this session. If that happens, we will ask you to write the question down on a post it and put it up on the “Parking Lot” flip chart. (These questions will either be answered at the end of the training or they will be researched and an answer will be furnished later by your program specialist).

I.  Introduce the topic by referring to page 2 of the handout:

A. An effective interview is useless without correct documentation

And correct documentation is useless without an effective interview.

B. Documentation is a reflection of your interview. It takes both an effective interview and correct documentation to insure your case is accurate.
C. Tell participants that you are going to conduct a mini interview.  It will not cover everything that should be covered due to time constraints.

	Trainer’s Note: Divide the group in half.  The half on the left must not write any notes at all and only observe.  The half on the right may take as many notes as they like while observing the interview.  There are blank sheets of paper in their packets. 


D. Tell participants that the discussion of the documentation of the interview will occur later.
E. Conduct the following interview with a co-trainer or someone selected ahead of time to do this.
	Trainer’s Note: What is in bold is what the client says, what is not in bold is what the worker says.  Go through the interview quickly, no more than 10-12 minutes.


Scenario:

Initial application, never rec’d benefits before.

	Trainer’s Note: Demonstrate how to greet the client in the lobby and lead them back. 


Client is rambling on way from front desk to interview room… she says: 

I’m sorry I was late.  My boyfriend, Richard Gere usually gets up first, then gets kids up, he didn’t have to go work today so he did not get up on time and we were running late.  The kids needed lunch and field trip money so we had to go by the bank to get money before we dropped them off at school on the way here.

Go ahead and have a seat. Before I start the interview let me tell you what we will be doing today. 

I will be asking you a lot of questions. I’ll probably be taking a lot of notes, either on a piece of paper or typing it directly into the computer. It’s important for me to take these notes so that I can be sure that when a decision is made on your case, it is based on the information you give me. Documenting what you say is the best way to make sure that your case is correct.

It also helps because sometimes other people review the case behind me like my supervisor, or state Quality Control or Quality Assurance reviewers. You may be contacted by a reviewer who will interview you to verify that I’ve done your case correctly.

Also before we start, I want to let you know that our computer matches information with other computers like the Dept. of Labor to help us make sure we have the best most correct information in your case.

As we go through the interview, I may identify some things I’ll need you to verify. If that happens, I’ll write it down on a verification checklist and give that to you before you leave. 

In case you are wondering how long this is going to take, my best guess is that it will take between 30 minutes and an hour.

Are you ready to get started?

Tell me about your situation….

Richard works construction, bad weather, not getting enough hours to make ends meet. Having a hard time paying the rent and utility bills and having enough left over to feed our three kids.

EW: Explain HIPAA

SKIP to ERN1 

When we were walking back to my office, you mentioned that your boyfriend, Richard works. Here’s the part where I ask you about any income your family might have from earned income.  Any income you have including earned income has to be looked at to determine eligibility.  Our computer system compares the information you give us to the information that the DOL has on file. Let’s start there. Let’s start with Richard. You mentioned he’s doing construction work. This didn’t show up as a match with the information we get from DOL… I need to figure out why. 

Who does he work for?

Electric City Construction

What is the employer’s address, phone number? 

Hwy 29 North, Anderson, SC.  864-261-5002

So the employer is based in SC…. That explains why it didn’t show up as a match with DOL.

When did he start?  

Day after my birthday last year 03/26/06.  

When did he get his first pay check?

First pay April 1st.  April Fools day.

Does he work anywhere else?

No

Does he do any odd jobs? 

No

Does he make anything he sells? 

No

Does he have any other money coming in from any type of work he does other than the construction with Electric City?

No

SKIP to ERN2:

Now I need to ask you about his pay from Electric City…

How many hours a week does he normally work? 

It varies, anywhere from 20 to 30 depending on the weather?

How much does he get paid per hour? 

$10 an hour

How often does he get paid? 

Every two weeks

What day of the week does he get his checks? 

Fridays

I will need to verify one month’s worth of his paychecks.

Do you have any of his paychecks with you?

A/R pulls out two paystubs:

	Check date
	# hours
	Gross amount
	REP?
	

	9/28/07
	32
	320
	y
	Bad storm

	10/12/07
	60
	600
	y
	


These paychecks are very different… do his checks normally vary this much?
Yes, this time of year the weather is unpredictable… that’s why we’re having trouble making ends meet and why I’m here.  That first check included the week of the bad storm and he did not work all week.  This is the way it has been for a while. 

SHELTER

Now I need to ask you about your costs for housing and utilities.  

You mentioned earlier that you pay rent and utilities. I just want to be sure I understood you correctly. Are you paying rent or mortgage? 

I pay rent.

How much is your rent? 

$125 a week

Who is your landlord? 

Paradise Realty

Do you know their mailing address and phone number?  

I have the lease if you want to see it. I’m not sure if the mailing address is on there.

Which utilities do you pay?  

I pay electric and phone bills… oh and water and garbage.

What kind of heat does your home have?  

Electric heat pump

Does anyone else besides you or your boyfriend help you pay any of those bills? 

Well not usually but since we’ve been having a hard time making ends meet, our electric bill got way behind and they were going to cut it off so my mother helped us out by sending them a check for $300 to catch up on our account.

Is your mother going to continue to help you pay the electric bill? 

No, and she said we’d have to pay it back once my boyfriend’s hours pick back up.

	Trainer’s Note: Tell participants that you will come back to this interview later in the training.  Now you are going to discuss some questions about documentation


II. Documentation
	Trainer’s Note:  Ask the questions and write the answers on the flip chart.

Have each question already listed on the flip chart and post each sheet on the wall after completing.  Tell participants that they can take notes on page 2 of their participant guide.  


A. Why is an effective interview important?

Possible answers include:

· Correct data for timely and correct benefits

· Establish rapport with customer

· Inform customers of policies and info needed and why

B. Why is good documentation important?

Possible answers include:

· Explains actions taken

· People following case can understand what you did and why you did it
· Assisting the customer if needed
· Clarify unusual circumstances

· Coordinate actions taken with what the Customer Contact Center does.

C. Who are you documenting for?

Possible answers include:

· Anyone who needs to access the case
· Supervisor

· QC

· E&R

· Case Readers

· OIS

· Customer Contact Center
· Hearing Officer

· Workers who will have to write up your pending work
· Ongoing worker who will manage the case after it is transferred out of intake.

D. What are you doing with documentation from prior case activity

Possible answers include:

· Review it prior to bringing the customer back
· Determine of changes or inconsistent info is reported

· Know up front what additional verification might need to be requested.

E. What are the consequences of not completing a thorough complete interview?

Possible answers include:

· Incorrect benefits

· SOP problems

· Hearings filed

· Missing leads that would require a CPS referral
· Poor Customer Service

· Missing the possibility that the customer might be eligible for other types of benefits or resources

· QC Error

· Not meeting on PMF

· Missing the fact that a case is potentially eligible for expedited processing
· Negative image of the agency

· Might have to contact the customer and do the interview all over again!

F. What are the consequences of not documenting timely, completely or accurately?
Possible answers include:

· QC errors

· Not asking for all info needed to establish eligibility

· Loss of hearing

· Claims

· Customer not receiving the benefits they are eligible for

· Hardship on the family.

G. How does documentation contribute to something being called an error versus deficiency?
Possible answers include:

· Not having enough info to make a correct determination

	Trainer’s Note: Ask: (Note on flip chart:) Will anyone share either a case where the QC, E&R or CAR finding could have been prevented by better documentation?


III.
How to Successfully Interview and Document a Case
	Trainer’s Note: Refer participants to page three in the participant guide for these steps.


A. Step I - Preview – Before you bring the client back:

1. If the case is active or the client has received benefits before, look at the previous documentation. 
2. Look at the application and any other forms they have completed.  Are there discrepancies? 
3. If you think AP is in the home, check CSE.
4. Ask client about any discrepancies

B. Step 2:  Take two minutes to establish rapport and set parameters for the
                  interview:

1. Jot down notes on a blank piece of paper for future reference.
2. Ask such things as: 
a. How are you?

b. What is going on in your situation?

c. How are you hoping we can assist you today?
3. These are the notes that likely end up on NARR, background history of the case.

4. Be sure you document who you are interviewing, what programs you are interviewing them for and what type of action you are processing.
    C.  Step 3:  Explain what you will be doing during the interview, it is  

                      important the client knows what to expect. 

1. How long it might take
2. That you will be asking a lot of questions and taking a lot of notes, either on paper or on the computer. 
3. Explain that you will need verification and that you will give them a checklist for things you need back.

4. Explain that you are doing this as a way to be sure the client gets the correct amount of benefit for which they are eligible.
5. Discuss the interfaces that occur and explain that if they do not give correct information they may have to pay back benefits
6. Explain QC and OIS to the client and stress the importance of correct and complete information 
7. Explain about computer interfaces and avoiding overpayments or underpayments.
    D. Step 4:  Conduct a thorough interview.

1. Use good interpersonal helping skills.  Remember the three “core conditions’ which are essential to the development of the helping relationship:  Empathy, Respect, and Facilitative Genuineness.  
	Trainer’s Note: What is Facilitative Genuineness? 

While the word genuine usually describes a person who is truthful, honest, and sincere, sometimes in the helping relationship complete truthfulness and honesty may not be helpful to the client because it could block further communication. Thus, the term “facilitative genuineness” is used to describe a worker’s demeanor and approach to the client that is more appropriate to the setting. Facilitative Genuineness is one of the three core conditions, along with respect and empathy, necessary for development of a helping relationship.
Facilitative Genuineness:

• Reduces the emotional distance between client and worker helping the client identify the worker as a human being like him or herself;
• Involves meaning what one says and saying what one feels, while keeping in mind the need to be helpful to the client;
• Involves workers relating nonabrasively despite any negative feelings toward the client and focusing on the client’s needs and experiences rather than on their own;
• Is perhaps the most crucial element in influencing the client’s trust and cooperation;
• Can encourage the client to explore behaviors, thoughts, feelings, and situations necessary for constructive problem solving.  

Several ingredients are essential to communicating facilitative genuineness:

Being you: Not changing significantly when interacting with different clients or different situations; not acting out a role, (such as that of “professional social worker”) and not assuming an “objective, reserved, even distant” façade because one thinks that is how a worker should act.

Having congruence: One’s non-verbal behaviors, (i.e. tone of voice, facial expressions, body posture, and eye contact), agree with one’s verbal message. When a discrepancy exists between words and actions, it is the nonverbal message that is most believed. It also means that sometimes one will need to acknowledge negative feelings about the client (or their situation) to oneself, rather than feign feelings. Sometimes these feelings may need to be expressed to the client as well.

Using nonverbal behaviors: Appropriately using such things as gestures, eye contact, nodding, smiling, and being alert to spacing, in an effort to be genuine with clients.

Being spontaneous: Expressing oneself naturally without contrived or artificial behaviors, using tact and openness, and being willing to be wrong. Spontaneity can be fully realized only when one has developed a degree of comfort and confidence in oneself and one’s job.

Being non-defensive: Suppressing the natural inclination to strike back when verbally attacked or physically threatened. Being aware of one’s own emotions and reactions; making conscious choices about how to respond based on what will best facilitate communication and develop a good relationship.

Using self-disclosure: sharing information about oneself, whether of a personal or demographic nature, positive or negative, whether related to the past, present or future.




2. Use Active Listening skills.  Active listening requires you to focus on what the person is saying both in the content of the message and in the manner in which the message is delivered.  Don’t just hear, listen!

3. Use Open and Indirect questions to get more information.  There is no “correct” type of question to use but the mix is critical to gaining correct information.  Begin topics with an open or indirect question and fill in the necessary details with closed questions. 
4. Look at the verification provided during the interview and determine if it gives you any clues to additional questions you need to ask or clarification that needs to be made.
    E. Step 5:  Document thoroughly during interview.  

1. You should only have to go back and add or fix documentation with new information and verification that comes in after the interview.
2. Consider to the extent possible blocking your schedule so interviews are one hour apart.  30 minutes does not allow enough time to adequately interview and do all needed documentation.

3. Complete the ADT as fully as possible the first time you touch it

4. Add a note about what verification is requested.  (Note:  It is suggested you keep form 173 on your desk and record what verification is needed as soon as you realize it’s needed. Don’t try to remember and do the 173 all at once at the end of the interview.)

5. When verification comes in, add documentation with new date it is being added.  Do not amend existing documentation.  You need to be able to distinguish between original documentation and what was added. 

	Trainer’s Note: When counties are notified that cases are pulled for QC or E&R, they have already been reviewed/looked at so if you go in and “Fix or add” documentation, be sure to annotate the date you are adding the new/fixed documentation…. Not identifying this has the potential to look like falsification of the record!


     F.  Step 6:  Wrap up your interview.

1. Give an overview of what you have just done.
2. Revisit any areas you feel uncomfortable about or think are questionable.  Look for those red flags.
3. Review the form 173 and insure the client understands what verification is still needed. 
4. Ask if the client has any questions.

5. Ask if there is anything they have thought of that they need to correct, clarify or add.
    G.  Step 7:  Review your documentation. 

1. This needs to be done after the interview and again before finalizing the case action. 
2. Make sure you wrote what you meant to write and that it makes sense.
3. Documentation should match what is keyed on the SUCCESS screen. 
4. Documentation assists in making sure we take the correct action but also enables the case record to “stand on its own”, or speak for itself when it is being reviewed by any third party (supervisor, record reader, QC, E&R).  Does what you documented stand alone?
5. Not all documentation is on SUCCESS.  Documentation in the case record needs to match what is documented on SUCCESS.  Ex. On SHEL - Name of landlord, if six pay stubs are provided, only 4 used, those not used should be annotated. 
6. Information in the record on forms 297, 354 and verification needs to match what is documented on MISC, NARR, STAT, SHEL, etc or discrepancies should be explained.
	Trainer’s Note:  Page 5 of your handout is called “Food Stamp Guide to SUCCESS Documentation including ADTs and Case Accuracy Reviews”.  

Please pull it out and let’s look at it.  It includes:  

· SUCCESS screens

· Documentation Standards from the policy manual

· SUCCESS ADTs 

· CAR guidelines from the CAR review




IV. Documentation Standards

A. The policy manual lists minimum documentation standards for each SUCCESS screen.
B. Do not be limited to only do what the documentation standard requires. They state the minimum only.
C. Negative documentation is documentation that states the client gave a negative response to an interview question.  (Example:  When discussing lawbreaker status, the client stated no one in the AU met any of the lawbreaker criteria).  We are not required to do negative documentation.  This does not mean that it cannot be done if it would support the interview and the case accuracy.
D. Supervisors can always require more documentation than the minimum required by the standards in the manual. 

V.  ADT (Automated Documentation Tools)

A. ADT’s are not mandatory in the food stamp program.
B. ADTs are tools to guide the documentation but may not be sufficient for complete documentation.
C. Do not feel limited by ADT’s. 
D. Free flow documentation is always allowed in addition to the ADT.
E. Do not try to write within the ADT if there is not sufficient space.  Go to the next blank REMA page and document what is needed to fully explain the client’s response and/or the verification.
VI. Case Accuracy Review Guidelines
A. Each SUCCESS screen is listed and questions are asked to determine if policy was correctly applied and documented.
B. It follows the SUCCESS screens in their order on SUCCESS
C. It gives clear guidelines of what is expected to be addressed 
VII. Mock Interview Continues

	Trainer’s Note: Now you will return to the mock interview.  Hand out the “blank” SUCCESS screens and ADT pages.  Tell the participants that each person is to document this case to the best of their ability based on what you remember from the mock interview.  Give them 5 minutes.


A. Each person on the left who did not take notes please pair up with a person on the right who took notes and compare your documentation and come up with your combined best documentation.  
B. At your table, discuss your observations of the exercise and what it teaches you about documentation.  How did not taking notes or documenting as the interview was being done affect the quality and accuracy of your documentation?
C. If you don’t document the interview as you go along, can you remember what was said?  How about someone who was not even there?  If you don’t document at the interview and then are not able to do it later, what will the worker who has to finish your case do?  They were not there. 

	Trainer’s Note: Review the documentation key to this case if time permits.  Give handout of this key for them to take with them.


D. We hope we have made you think about the importance of correct and complete documentation.  If you do not record what was said and what happened, no one else will know.  You spend all that time conducting a thorough interview; make sure you record it in a manner that shows the quality of your work.
Trainer
Resources

Documentation Key

ADDR

CHANGE                    HOUSEHOLD ADDRESSES - ADDR                 ADDR 01  

Month 11 07                     

0098   09 30 96                                

CO 073  LO 097  Load ID 1954   Client ID 195427538      Prev CO/LO                  

 HOH F Name LUANNE          MI          L Name BURGESS                Suf              

 Auth   Prim    Voter   Visually       Hearing     Public Hsng/    Serial        Census   

 Rep    Lang     Reg    Impaired    Impaired    Rent Subsidy    Number   Tract    

  N           E        N            N                N                N                          

Residential Address                                                            

 Address Line 1                        Line 2                                  

Street  Number  Dir          Name           Type    City Dir      Apt          

            2525                     LAKE             ST                                 

City HARTWELL               ST GA   Zip 30504        Phone 706 376 3461       

Mailing Address   Del                                                          

Address Line 1                        Line 2                                  

Street  Number  Dir          Name           Type    City Dir      Apt          

                                SAME                                                      

City                        ST      Zip                                       

                                                        Previous Addresses in last 2 years N

Message                                                                

               15-lett                                21-narr  23-alau  24-del

NARR SCREEN

10/24/2007 05:06 PM BONNIE HARDY REGION 6 FNS SPECIALIST 404 555-0856

OV with Ms Burgess for FSP application.  She is best source of information.  She states she lives with her boyfriend Richard Gere and their three children.  Richard works construction but has been short of work due to the weather.  They are having trouble paying the rent and other bills.  HIPAA signed by Ms. Burgess and mailed to Richard Gere on 10/24/07. 

Verification of vendor/loan payment from her mother requested. 

ERN1

INQUIRY                     EARNED INCOME 1 - ERN1                   ERN1      

Month 11 07    

                                                           01       

                                                                       Remarks  

 Client Name        Richard Gere                              Client ID 123456789           

 Do you have any of the following: wages, self employment, commissions/tips,    

 roomer/boarder income, rent, mortgage payment, sick pay, work program, JTPA,   

 Job Corps, training allowance, use/sale of personal property, or other income? 

 Employer Name   Electric City Construction Co.                           AJS Employ  N   

 Line 1  Hwy 29 North                                Line 2                                      

 City    Anderson                 ST    SC      Zip 29641            Phone   864 261-5002                       

            Begin    First          End     Late   SON    $30+1/3    $30+1/3     $30    

 Type   Date    Pay Date    Date    Rpt    Ovrd   Ind Cntr   End Date  End Date 

   EI  03 26 06   04 01 06               TANF                                    

                                                       ARM                                    

                                            Num of  ABD Stdnt  TANF Student ------JTPA----    

                                            Bordrs       Excl             Ind Cnt       Ind Cnt   Excl    

Message                                                                        15-lett      17-mo<        18-mo>

****************************** ERN1 History ****************************** 

10/24/2007 05:30 PM BONNIE HARDY REGION 6 FNS SPECIALIST 404 555-0856
EMPLOYER:___Electric City Construction Co. ______________________________     

BEGIN DATE: 03/26/06  END DATE: n/a____   Timely? Y/N ( )                      

  REASON FOR TERMINATION:_____________________________________________     

  HOW WAS THE TERMINATION VERIFIED:___________________________________     

  SHOULD VOLUNTARY QUIT SANCTION BE APPLIED? Y/N ( )                       

  EXPLAIN:____________________________________________________________     

ACTUAL MONTHS OF 30 & 1/3 FOR TANF:________________________                

                               MAO:________________________                

:_______________________________________________________________________   

DOL Hit? Y/N (N )                                                           

DISCREPANCIES? Y/N (Y ) Resolution of discrepancies:________________

:Employer is based in South Carolina and does not show up on DOL___________   

:_______________________________________________________________________   

ERN2

CHANGE                      EARNED INCOME 2 - ERN2                   ERN2 02  

Month 11 07                             0098   09 30 96                              01       

Client Name         Richard Gere                              Client ID 195455980           

Employer Name   Electric City Construction                                        

                  Avg Hrs            Freq         Day Week Pd           Extra Pay            

                      45                    BW                FR                      

Del                                                                            

   Amt 1    V         Amt 2    V         Amt 3    V          Amt 4   V         Extra    V         

    460.00 CH                                                         

  ------------------------------------   Work Expenses  ----------------------------------

           Type  Amount   Freq  V                Type  Amount   Freq  V                 

                                                                    More Jobs  

Message                                                                        

                                 15-lett                        16-evnc          23-alau   24-del

******************************** ERN2 CAL ***************************** 

10/24/2007 05:31 PM  Bonnie Hardy region 6 fns specialist 404 555-0856
App(X)  Review( )  New Job ( )  Rate Of Pay ( )  Hrs Chg ( )               

Date of change:___________ Date of Report:__________ Timely( ) Untimely( ) 

If new employment, Rate of pay/hours:__________________________________    

EMPLOYER:____Electric City Construction __________________________    

  Date Pd     Gross    Tips      Verf    Rep{Y/N}                          

1:092807     ( 320 ) (      ):__CH _____  (Y)                           

2:101207     ( 600 ) (      ):__CH _____  (Y)                           

3:_______   (        ) (      ):___________  ( )                           

4:_______   (        ) (      ):___________  ( )                           

5:_______   (        ) (      ):___________  ( )                           

6:_______   (        ) (      ):___________  ( )                           

    Total      :__$920_ /:__2_____ = :___$460________ Rep Pay             

If not Rep, explain:____________________________________________________   

Freq of pay   WK( )  BIWK(X)  SEMIMTH( ) MONTHLY( ) ACTUAL( )              

Hr Rate:__$10.00______                                                     

CALCULATE Y/N (Y )     Cal Monthly Income:__$996.63_______________              

10/24/2007 05:06 PM BONNIE HARDY REGION 6 FNS SPECIALIST 404 555-0856

Richard Gere works construction.  In the winter months he is not able to get regular hours.  His hours and pay vary from week to week depending on the weather.  Both checks are considered representative based on Luanne Burgess’s statement that this has been the pattern of his income.
SHEL

CHANGE                       SHELTER EXPENSES - SHEL                 SHEL 01  

Month 11 07                      0098   09 30 96                               

Client Name LUANNE BURGESS                       Client ID 195427538           

Primary       Receive    Public              SUA    Number    Phone                    

Heat/Cool    LIHEAP    Housing/Exc   Type   Sharing     STD                      

        E                                                     HC                               

                     

Expense Type          Amt       V         
Expense Type       Amt     V          

   Rent                    $541.66  le 
             Mortgage                            

   Taxes                                              
Insurance                           

   Gas                                                   
Electric         

   Telephone        


Water                               

   Sewer                                               
Garbage                             

   Disaster Repair                                
Oil                                 

   Other Fuel                                        
Other Housing                       

Landlord Name                                      


Phone                       

Address                          

City                   ST      Zip           

Message                                                                        

                               15-lett      17-mo< 18-mo>

******************** SHELTER/UTILITY EXPENSE **********************

10/24/2007 09:22 AM Bonnie Hardy region 6 fns specialist 404 555-0856      

Does anyone pay part/all of the Shel Exp? Y/N(Y) If yes, explain           

:_See next screen_________________________________________________________   

HOUSING COST  A/R Incurs Rent(X) Mortg( ) Insur( ) Taxes( ) Lot Rent( )    

:__ verified by copy of lease in cr. _   

Calc if other than monthly:__ Weekly rent $125 x 4.333 = $541.66  _____  

Included in mortg? Insurance( ) Taxes( ) If none, explain:______________   

UTILITY EXPENSE incurred by DWELLING? Y/N(Y) Included in Rent? Y/N(N)      

If none, explain:_______________________________________________________   

DWELLING IS ELIGIBLE for Utility Deduction based on;                       

(X )H/C SUA based on, Heating(X) AC(X) LIHEAP( ) Excess H/C PUBLIC HSG( )   

( )NON H/C based on two types of expenses:_____________________            

:_____________________OR Excess NON H/C PUBLIC HSG( )                      

( )ACTUAL based on one type of expense:____________________________        

( )ELIGIBLE for Phone Std only?                                            

Is the AU sharing utility expenses? Y/N( ) {Hit tilde for SHEL SHARED}     

:___Heats and cools with central electric____________________________________   

10/24/2007 05:06 PM BONNIE HARDY REGION 6 FNS SPECIALIST 404 555-0856

Ms Burgess states her mother Dot Snyder has helped them one time only catch up their electric bill by paying $300 toward it as a vendor payment but this money must be repaid to her when Richard returns to work fulltime.  They are still paying the heat and cooling cost since this is a loan so they can receive the HC SUA. Verification of the loan/vendor payment requested. (See UINC and UINC REMA.) 
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