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LOW | NCOVE ENERGY ASSI STANCE PROGRAM (LI EAP)

A

| NTRODUCTI ON

The Low I ncome Energy Assistance Program (LI EAP) provides
financial assistance to eligible households that are
responsi ble for a hone heating cost. It is not the

pur pose of this programto neet the entire cost of honme
heating during the winter season, but it is designed to
partially offset the cost.

The programis tinme-limted and dependent on the
availability of federal funds. It is subject to closure
wi t hout prior notice when funds are deened to have been
exhausted. Funds are normally di sbursed on a first-cone,
first-serve basis, but may al so be subject to

di sbursenent based on need. Priority will be given to

t hose groups of individuals with the greater energy
burden as denonstrated by income, household size and
heating cost.

LI EAP PROGRAM OPERATI ON

An overview of the LIEAP operational conmponents is
provi ded bel ow.

1. Mai | - Qut Applications

The LI EAP mail -out contains an application form and
an instruction sheet. This is miiled to targeted
househol ds, usually those which have at | east one
person age 60 or ol der, but could also include those
with one or nore disabled persons of any age, at

| east one child under the age of 6, or any househol d
whi ch received LI EAP during the |ast LIEAP season.
These applications are mailed prior to the program
starting date.

2. Qutreach
a. The Departnent’s Role

Qutreach is a federal requirenent to insure that
potentially eligible, Iowincome househol ds are
made aware of and are encouraged to apply for
program benefits. OQutreach is acconplished as
foll ows:
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Applications nmail ed as descri bed above

LI EAP informational |eaflets provided to
all appropriate agencies and interested
i ndi vi dual s

Contracts with Area Agency on Aging offices
and the State Ofice of Econom c
Opportunity which permt senior citizen
centers, local Community Action agencies,
homel ess shelters, and/or other interested
parties to receive LIEAP applications or
provide information and referral services
as desired

St at ewi de nmedi a rel eases and provision of
program data to information and referral
service organi zations

Rol e of the Sub-Gantee Agency

| f the sub-grantee organization wi shes to
participate in the program the outreach role
may consi st of the follow ng:

(1)

(2)

Recei pt of Applications

Sub- grantees may accept applications from
persons who have received a nail -out
application, review the applications for
conpl eteness, acquire required verification
and forward the conpleted applications to
the | ocal DHHR office. Departnent staff
determne eligibility and the anount of
paynment. Outreach may al so incl ude
providing forns and assisting in the

conpl etion of applications for those who

wi sh to apply but did not receive the mail -
out .

| nformati on and Referral

| nstead of receiving or accepting
appl i cations, the sub-grantee agency my
sinply informinterested persons about the
program  Such activity involves providing
the LI EAP Fact Sheet and referring those
who wish to apply to the I ocal DHHR office.
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3.

LI EAP For ns

The OFS-LIEAP-1, Application Form is used to
determne eligibility and the anount of paynent.
This formis also available in a printable version
on the DHHR web site just prior to the opening of
t he program

The ES-LI EAP-3, Repaynment Agreenent, is used to
initiate the repaynent process when a LI EAP paynment
has been issued in error.

The ES-LIEAP-4, Zero |Incone/ Home Heati ng Cost
Verification form is used when the applicant
reports zero incone.

The DF-67, Authorization For Paynment, is used to
aut hori ze Regul ar LI EAP paynments on behal f of the
applicant experiencing a heating energency.

The OFS- LI EAP-5, Authorization for Delivery and
Payment of Enmergency Regul ar LIEAP, is used as an
option to the DF-67 when desired by the | ocal LIEAP
staff and accepted by the vendor.

The OFS-67, Authorization For Paynment, is a RAPIDS-
gener ated voucher for the authorization and paynent
of Emergency LI EAP.

The OFS-LIEAP-6, LIEAP Application Log, can be used
by the county DHHR office to track LIEAP
applications and insure tinmely processing and

i ssuance of checks. Use of this formis optional,
but the use of sone type of log is mandatory.

The OFS-LIEAP-7, LIEAP Fuel Supplier Agreenent, is
used to register all vendors who accept LI EAP
paynments.

In addition to the fornms |isted above, an
instruction sheet is included in the mail-out to
assi st applicants in conpleting the application
form and the LI EAP Fact Sheet is provided to | ocal
offices for distribution to the public.
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C.

ELI G BI LI TY REQUI REMENTS

This section contains the eligibility requirements for
bot h Regul ar and Energency LI EAP

1.

Regul ar LI EAP

Eligibility for Regular LIEAP is based on a nunber
of factors, including income, household size,
vul nerability, residence and citizenship.

a.

| nconme

The total nonthly gross income of the assistance
group (AG nust be less than or equal to the
maxi mum al | owabl e gross i ncone amobunts in the
chart at Appendix D. No incone deductions or

di sregards apply except in the determ nation of
gross profit for self-enploynent. \When the
gross nmonthly income of the AG exceeds the

maxi num al | owabl e i ncome anmounts, the group is
ineligible for LIEAP and the application is

deni ed.

(1) Determning the Month Inconme is Counted

| ncone received or expected to be received
during the nonth of application is used to
determine eligibility.

EXAMPLE: Application for LIEAP is made on
Decenmber 30. Inconme the AG received during
the month of December is used to determ ne
eligibility.

(2) Determning G oss Mnthly |Inconme

VWhen the AG has regul ar income and no
changes are expected during the application
nmont h, the anount of earned and unearned
income from each source nust be converted
to a nmonthly anount as follows:

- Convert weekly income by nultiplying
by 4. 3.

- Convert bi-weekly (every 2 weeks)
i ncome by nultiplying by 2.15.
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- Convert sem -nonthly (tw ce per nonth)
income by multiplying by 2.

When the applicant is not expected to
receive a full nmonth's inconme, the gross
amount of income is multiplied by the
nunber of times it is anticipated that it
w Il be received.

EXAMPLE: The applicant begi ns working on
the third Monday of a nonth and she earns
$300 per week. She expects to be paid only
once during the nonth of application.

Count abl e gross income for the nmonth is
$300.

EXAMPLE: The applicant, a per diem worker
pai d weekly, reports she is off work caring
for a sick child. She has received only
two checks for $300 each and doesn’t know

when she will be able to go back to work.
Her gross nonthly incone is counted as
$600.

(3) Sources of Incone

ALL sources of incone are considered in
determ ning inconme eligibility.

- Sel f - enpl oyed individuals will be
entitled to a 20% deduction from gross
sales or receipts to determ ne nonthly
gr oss i ncone.

- Non-recurring lunp suns received in
the nmonth of application are excl uded.

- Recurring lump suns are prorated over
the period for which they are
i nt ended.

EXAMPLE: A yearly check for mnera

rights is divided by 12 to determ ne
count abl e i nconme for LI EAP.

EXAMPLE: Child support arrearages are
consi dered as non-recurring lunp suns.
As such, they cannot be antici pated.
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(4)

| ncome Excl usi ons

The follow ng paynents received by nenbers
of the LIEAP AG are not counted as incone
in determning eligibility for LIEAP:

Payments under Title I (VISTA, ACTION,
Uni versity Year of Action, Urban Crine
Prevention Program, Title Il (RSVP,
Foster Grandparents and ot hers) and
Title I'll (SCORE and ACE) of the
Domestic Vol unteer Act of 1973

Payments from Americorp and rel at ed
prograns for living all owances and
rei mbursenents

Seni or Conpani on Program |isted under
Title XX and as funded through the
U.S. Action Agency

Community Service Enmpl oyment Program
(CSEP) as authorized under Title V of
the O der Anmericans Act

St udent | oans, grants, schol arships
and col | ege work study prograns

The val ue of food coupons
The val ue of food commdities

Paynments under Al aska Native Cl ains
Settl enent Act

Any paynments received or funds held in
trust for menbers of any Indian tribe
under various public laws referred to
as Indian Tribal Judgnent Funds, as
wel | as any funds from paynent of

rel ocati on assi stance to nenbers of
the Navaj o and Hopi tribes under
Public Law 93-531

Paynments, allowances or reinbursenents
for transportati on and attendant care
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costs under Title VI of the
Rehabilitati on Act of 1973, Title I1,
Public Law 95-607

- Vet erans’ Adm nistration Aid and
Att endance paynents

- Val ue of supplenental food program for
woren, infants and children (WC),
Public Law 94-105

- Val ue of National School Lunch
Program Public Law 90-302

- Rei mbur senment for expenses incurred in
connection with enploynent and
training limted to m | eage, tools and
cl ot hing

- Rei mbursenent for nedical expenses or
for round trip transportation costs
incurred to obtain nedical treatnent

- Grants and | oans from HUD Community
Devel opment Bl ock Grant Funds made to
individuals to rehabilitate their
private residence

- All WA paynents, except those
consi dered as wages for on-the-job
training.

Assi stance G oup (AQ

The AG consists of any individual or group of

i ndi vidual s who are living together as one
economi c unit or who are sharing expenses and
for whomresidential home heating is custonarily
purchased in common or for whom honme heating is
included in a rent or nortgage paynent as a
speci fied anount.

It is the responsibility of the applicant to
list all individuals who are living in the hone,
regardl ess of whether or not they are famly
menbers or whether or not they share the cost of
honme heating. For the purpose of LIEAP
eligibility, all household nmenbers are

consi dered one AG
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When the househol d includes a person(s) who has
al ready received a LI EAP paynent, he cannot be
included in the AG and his inconme cannot be
counted in determning eligibility.

Il11egal alien(s) are not included in the LIEAP
AG, although their inconme is counted.

Asset s
There is no asset test for Regul ar LI EAP.
Vul nerability to the Cost of Home Heating

In order to qualify for a LI EAP paynent, a
househol d nust be determ ned vul nerabl e or
partially vul nerable to the cost of hone
heat i ng.

(1) Vul nerabl e Househol ds

Vul ner abl e househol ds are those which nust
pay the heating cost for the home in which
they reside. This cost nust be paid
directly to a provider as a separate
payment or as a specified portion of a rent
or nortgage paynent. The anount nust be
stated on a rent receipt, |ease, or other
docunent ati on.

| ndi vi dual s who are tenporarily away from
home for nedical, educational, or

enpl oynent purposes and who still nust pay
a heating cost for the dwelling are

consi dered vul nerable. This includes
nursing home residents with an outside
living expense.

Vul nerability al so exists when the AG nust
pay at |least a part of the cost of hone
heati ng, whether they pay just part of the
cost each nmonth or alternate paynents with
a third party. The AGis also partially
vul nerabl e when a surcharge for excessive
usage i s being added to the rent anount.

(2) Invul nerabl e Househol ds

| nvul nerability nmeans the AG has no hone
heating costs or is not responsible for
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(3)

(4)

(5)

paynment of the heating cost. |Individuals
who live in state institutions, hospitals
and certain group living facilities, such
as hal fway houses and donestic viol ence
centers, and those whose honme heating costs
are paid by a third party are consi dered

i nvul ner abl e.

Term nat ed Servi ce

AGs in dwellings where honme heating service
has been term nated and the account has
been cl osed prior to the date of
application are considered vul nerable if

t he home heating supplier agrees to restore
service upon the approval of LIEAP or in
conmbi nati on with other paynment(s).

Port abl e Heaters

Portabl e heating devices such as but not
limted to electric and kerosene space
heaters are not considered primry sources
of heating except when an energent |ife-

t hreatening situation exists, the dwelling
is totally without a heating source, and
the AG has no alternate housing avail abl e.
It is considered dangerous to nmenber(s) of
the AG and, therefore, detrinental to
program goals to heat a dwelling with space
heaters. Such use nust not be encouraged.
Exceptions require supervisory approval

Publ i c Housing Facilities

AGs residing in subsidized public housing
facilities are considered vul nerable or

i nvul nerabl e dependi ng on how t hey pay

t heir home heating costs:

- Vul nerability exists when honme heating
costs are paid separately or directly
to the utility, fuel supplier, or
bui I di ng operator. These costs
usual ly reflect total nonthly usage.

- Vul nerability may al so include those
situations in which the home heating
costs are included in the rent but
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(6)

surcharges are being added for
addi ti onal usage beyond a certain
maxi num

- | nvul nerability exists when hone
heating costs are included in the rent
and based upon a fixed percentage of
i ncome or paid by the housing
authority.

Zero I ncome Applicants

When zero inconme applicants report that
their honme heating costs are being paid by
soneone el se, vulnerability can be

determ ned by the manner in which the
heati ng costs are being paid.

Applicants who report zero inconme but have
sonmeone else not living in the househol d
who makes paynment for the entire cost of
home heating to the vendor on behalf of the
applicant are considered i nvul nerable and
therefore ineligible for LIEAP benefits.

NOTE: When an individual for whoma third
party has been maki ng hone heating paynents
receives a termnation notice, the worker
must determ ne why the bill is no | onger
bei ng paid, whether future bills will be
pai d, and whether the third party intends
to pay the disconnect if LIEAP is denied.

Applicants whose only incone is a
contribution for heating costs from an

i ndi vi dual outside the honme are consi dered
vul nerabl e and are not considered zero

i ncome applicants.

e. Resi dence and Citizenship

(1)

(2)

Resi dence

See Section 8.2 for the eligibility
requi renment of residence.

Citizenship
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See Chapter 18 for the eligibility
requi renents of citizenship or pernmanent
alien status.

NOTE: The LIEAP AG is conposed only of
citizens and/or qualified aliens, using the
i ncome of the entire househol d.

f. Duplicate Paynents

Al eligible AGs are entitled to one Regul ar
LI EAP paynent only. Subsequent applications
recei ved from persons who have already been
found eligible for or who have received a
Regul ar LI EAP paynent are denied. Cases
requiring corrective or supplenmental paynents
must be referred to the O fice of Finance as
provided in section F, below.

g. Cust onmer Account Number

When the applicant indicates his household fuel
supplier is a PSC-regulated utility that has
entered into an agreement with DHHR to
participate in LIEAP, the custonmer account
nunmber nust be provided at the tine of
application. Failure to provide this nunber
results in inmmedi ate denial of the application.

A list of PSC-regulated utility vendors is
provi ded at Appendi x F.

h. Time Limts
Action nmust be taken to approve or deny a
Regul ar LI EAP application within 30 days of the
date it is received for processing by DHHR

2. Emer gency LI EAP

Emergency LIEAP is the program conponent which
assists clients in elimnating home heating
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emergenci es. There are no paynment plans for

Emer gency LI EAP benefits because the anount of
payment depends upon the individual situation. (See
item D, 5,¢c, below)

a. | nconme

The income guidelines for Enmergency LIEAP are
identical to those for Regul ar LI EAP.

b. Asset s
There is no asset test for Energency LI EAP.
cC. Assi stance Group
Same as for Regul ar LI EAP.
d. Vul nerability
(1) Energency Honme Heating Need
To qualify for Emergency LIEAP benefits,
t he applicant nust have an energency hone
heati ng need, defined as being w thout hone
heating or in imredi ate danger of being
wi t hout hone heating and bei ng w t hout

resources to elimnate the emergency.

When determining if the applicant neets
this eligibility requirenment, no
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(2)

consideration will be given to whether a
Regul ar LI EAP application was previously
approved or is pending approval at the tine
t he Energency LI EAP application is
received. Since the Regular LIEAP
conmponent is an entitlement with its own
eligibility requirenents, Regular LIEAP
payments are not a reason to deny Energency
LI EAP.

EXCEPTI ON: When t he Regul ar LI EAP benefit
has not been credited due to an error in
entering an account number, the Worker nust
contact the utility in an effort to correct
the situation. |If the correction
elimnates the enmergency, the Enmergency

LI EAP application is denied.

Verifying Use of Direct Paynents

Clients who are approved for direct paynent
of Regul ar LI EAP benefits nust be inforned
by the Worker that the paynment nust be used
to pay for honme heating costs and that

recei pts which verify these paynments nust
be submtted with the Energency LI EAP
application. Failure to submt this
verification of paynment for home heating
costs will constitute grounds for denying

t he Emergency LI EAP application.

NOTE: Recei pts for the purchase of bulk
fuel nust be dated prior to the date of
application for Emergency LIEAP. The

Wor ker must consider the date of the

recei pt(s) when determning if an enmergency
exi sts.

EXAMPLE: A client applies for Enmergency

LI EAP on February 22. She does not have
recei pts for the purchase of bul k fuel

with her, but returns the next day with a
recei pt for 104 gallons. The receipt is
dat ed February 22 and is in the anmobunt of

t he Regul ar LI EAP check issued January 5.
The Worker denies the application because
the date of the receipt is not prior to
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the date of the Enmergency LI EAP
appl i cation.

EXAMPLE: Sane situation as above, but the
recei pt is dated February 15, which is
prior to the date of the Emergency LI EAP
application. However, the client received
104 gallons of bul k fuel just one week
before applying for Emergency LI EAP.
According to the client, she uses about 150
gal l ons per nonth. Based on her statenent,
the worker determ nes that the fuel should
| ast at | east another two weeks. The
client has not clained extenuating
circunstances (leak in tank, fuel stolen,
etc.). The worker denies the application.

(3) Verifying the Need for Emergency LI EAP

(a) Honme Heating Suppliers Regulated by the
Publ i c Service Comm ssion

In order to be eligible for an Energency
LI EAP paynment, the applicant's hone
heati ng supplier nust agree to provide a
m ni mum of 30 days of service begi nning
the date the vendor is made aware of and
accepts the Departnent’s offer. Paynment
will be denied if the supplier fails to
agree to or otherw se does not carry out
this requirenent.

(b) Bul k Fuel Suppliers

The amount of bulk fuel required to
elimnate an energency is the m ni num
anmount the bul k fuel supplier wl
deliver. The m nimum delivered anmount
of bulk fuel may or may not last for 30
days or may last for nore than 30 days,
dependi ng on such vari abl es as severity
of weat her, size and degree of
insulation of living quarters, etc.

The amount of the Energency LIEAP paynment
is based on the mnimum fuel delivery cost
and the amount of the maxi num househol d
benefit. (See itemD,5.)
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(c) Determ ning the Amount of Self-Delivered
Bul k Fuel
Applicants for Enmergency LIEAP who nust
sel f-deliver bulk fuel are eligible for
t he same anount as the m ninumrequired by
the vendor to deliver the bulk fuel.

EXAMPLE: The m ni num delivered anount of
bottled gas in an area is 100 pounds. The
eligible client who will self-deliver
bottled gas is entitled to 100 pounds,
provi ded the anount of the Enmergency LI EAP
paynment he is entitled to receive is
sufficient to purchase that anount.

Paynment terns may be arranged with the
vendor by neans of a credit purchase or
prepaynent.

- A credit purchase neans that paynent
will be made after the fuel is
delivered. The supplier nust be
Instructed in the recording section of
form OFS-67, Authorization For Paynent,
to notify the |ocal DHHR office of the
final delivery. Transmttal of the
paynment i s made upon notification.

(See itemE, 2.)

- Prepaynent is made if the vendor
refuses to permt a credit purchase,
and the OFS-67 nust indicate in the
recordi ng section that prepaynent is
bei ng made for the specified amunt of

fuel. If possible, the unit anpounts of
fuel per delivery will also be
i ndicated. Transmittal will be nmade

for the total anount of paynent and the
vendor is paid in advance.

In either arrangenment outlined above, only
one paynent is made for the total anount.

(d) Non-Elimnation of the Energency

In many situations, the anmpbunt required by
the vendor to elimnate the enmergency wll
exceed the amount of Energency LI EAP

entitlement. When this occurs, the Worker

124 - 228 - 269

12/ 15/ 02 187



W/ | NCOVE CHAPTER 19 - EMERCGENCY AND SPECI AL ASSI STANCE PROGRAMS 19.6
MAI NTENANCE MANUAL

must determine if the applicant is
eligible for other program benefits in
addition to LI EAP, such as, but not
limted to, Enmergency Assistance (EA),

Nei ghbor -t o- Nei ghbor, etc., in order to
neet the vendor's demands. |f the vendor
refuses to observe the guidelines set
forth in this section, the LIEAP
application is denied.

e. Resi dence and Citizenship
Same as Regul ar LI EAP
f. Dupl i cate Payment

El i gi bl e househol ds are entitled to one Energency
LI EAP paynment only. However, the paynent does not
have to be for the primary source of heat,

provi ded the client can show that a heating
emergency will result fromthe schedul ed
termnation. |If term nation notices have been
received on both electric and gas, Enmergency LI EAP
may be approved on the | arger anmount, providing
the AG | acks the resources to pay the bill. Under
no circumstances nay the LIEAP paynent be split to
cover both term nations regardl ess of the anpunt
for which the client is eligible.

Cases requiring corrective or suppl ement al
paynments nmust be referred to the Ofice of Finance
as provided in section F, bel ow

g. Cust onmer Account Number
This requirenment is satisfied by the term nation
notice.

h. Time Limts

The Departnment nust insure that assistance is
offered to resolve the hone energy energency to
all eligible recipients no |later than 48 hours
fromthe time of application. In nost situations,
fuel delivery can be made or home heating service
continued to prevent an energency from occurring
when t he vendor has been infornmed that the client
is eligible for Energency LIEAP benefits.
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NOTE: Some vendors require an extra delivery
charge for deliveries outside normal tines or
routes. This charge is added to the cost of the
fuel to determ ne the anmount of paynent.

VWhen the eligible AGis faced with a life-

t hreat eni ng enmergency, the Departnent nust insure
t hat assistance is offered to resolve the
energency no |ater than 18 hours fromthe time of
appl i cati on.

The worker must indicate by the date entered on
the OFS-67 or by recording on the application that
this time limt was net.

3. Ot her Prograns

Regul ar or Energency LI EAP paynments are not considered
in determning eligibility for or the anount of a
benefit for any public assistance program except

Emer gency Assi st ance.

a. Emer gency Assi stance

When an applicant for Emergency Assistance is
requesting benefits to elimnate a home heating
emergency, the amount of any LI EAP paynent the
appl i cant has received nust be subtracted fromthe
overdue bill before determ ning the anmount the
Departnment will pay. However, the receipt of

Emer gency Assi stance does not affect eligibility
for Enmergency LI EAP.

b. 20% Utility Di scount Program

The receipt of benefits under the 20% utility
di scount program does not affect eligibility for
Emer gency LI EAP

C. Vendor - Supported Home Heating Assi stance Prograns

Home heating assi stance programs such as Nei ghbor -
t 0- Nei ghbor have limted funds that are restricted
to custoners of that vendor. Because funds in
these prograns are limted, eligibility for
Emergency LIEAP is always considered first before
t hese prograns.

d. Food Stanp Standard Utility Allowance (SUA)
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See Section 10.4, B, 7.
D. APPL| CATI ON PROCESS

The application process for outside agencies consists of
assisting clients in filling out applications, verifying

I nconme and ot her information as needed, attaching copies of
bills to the formand submtting the application to the

| ocal DHHR office for processing in RAPIDS. Cients who
have received term nation notices or indicate they are
experiencing a heating energency nmust be referred to their
| ocal DHHR office.

For the DHHR wor ker, the above action is taken in addition
to determning eligibility and the amount of paynent and
notifying the applicant of the action taken.

When the LI EAP applicant wi shes to apply for another benefit
in addition to LI EAP, the RAPIDS OFS-2 may be used instead
of the OFS-LIEAP-1 formto prevent the need to conplete two
application forms. O herw se, the OFS-LIEAP-1 nust be

conpl eted for LIEAP applicants.

In order to maintain controls for receiving, processing and
doing foll ow-up on applications to assure that a check has
been issued, the |ocal office nust retain a LIEAP
application register or log that indicates, as a m ni num
the name of the applicant, how and when the application was
received (e.g., mail, office visit or from another agency)
and whet her the application was for Regul ar or Enmergency

LI EAP. The OFS-LIEAP-6 formis optional for this purpose.

Conpl eted applications received from sub-grantee agencies
must be acconpani ed by a mani fest showi ng the nanme and
address of each applicant and the total nunber of
applications submtted. This manifest nust be signed and
dated by an authorized enployee of the sub-grantee agency.

1. Appl ying for Benefits

Al though it is not mandatory, the head of househol d
shoul d be encouraged to apply for benefits.

Applications may be conpleted and submtted by mail to
DHHR only. Additional information may be requested by
the Worker if needed for eligibility determ nation, but
I nconpl ete applications nust be denied.
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Emer gency LI EAP applications require a face-to-face
interview at a DHHR office, but nmay be taken in the
home for individuals who nmeet certain requirenents.
Home visits are limted to those persons age 60 and
over or disabled persons of any age who |ive al one and
have no neans of transportation to the | ocal DHHR
office in order to apply for Energency LIEAP benefits.

It is perm ssible, but optional, for Community Services
Managers (CSMs) to permt outreach workers froma
senior citizen center or Conmmunity Action agency to
take the application and/or OFS-67 forns to the
applicant for conpletion and to obtain the necessary
documentation to verify the energency.

If the CSM permts enployees from other agencies to
take applications in the home, the enpl oyees nust be
trained to assist the honmebound applicant to conplete
the application form obtain the required verification
and ot herw se performthe necessary tasks required for
DHHR enpl oyees to nmake a decision on the application.

The Departnment will nake the final decision regarding
eligibility for and the anmount of Enmergency LI EAP
benefits. Personnel from other agencies are not
permtted to make this decision or informthe applicant

about his eligibility.
2. Conpl eti on of Form OFS-LI EAP-1

The OFS-LIEAP-1 form consists of four sections.

Section |, ldentifying Information, provides data
concerning the AG  Section Il, Hone Heating/ G her

Assi stance I nformation, provides information related to
the type of hone heating used, plus vendor and AG dat a.
Section Ill contains signatures and statenents of
liability. Section IV provides space to allow the
Worker to sunmmari ze the action taken on the
application.

a. Section | - ldentifying Information

This section is nostly self-explanatory. All
guestions nust be answer ed.

b. Section Il - Home Heating |Information

The applicant circles the correct nunber which
applies to his circunstances. Item F nust be

124 - 228 - 269

12/ 15/ 02 191



W/ | NCOVE CHAPTER 19 - EMERCGENCY AND SPECI AL ASSI STANCE PROGRAMS 19.6
MAI NTENANCE MANUAL

conpl eted, regardl ess of whether the applicant's
home heating supplier is a PSC-related utility or
a bul k fuel supplier.

A LI EAP applicant may indicate a different primry
source of honme heating fromthat indicated on
previ ous applications. Wen this occurs, the

Wor ker must carefully review the reasons for the
change. |If the applicant is changing heat sources
to avoid paynment of a home heating bill, the LIEAP
application nust be denied. Oherw se, the
difference may result froma change in residence,
with the home heating bill at the old residence
settled, or a change in the heating source at the
sane residence. |In these situations, the change
is permtted.

Item H nust be conpleted and a copy of the bill or
a current receipt or invoice nust be attached.
Failure to supply this information will result in

deni al of the application.

cC. Section Il - Signatures and Statenents of
Liability

Items A through F nust be conmpleted. |If the
applicant marks No on any item the Worker nust
resol ve any confusion or m sunderstandi ng.

I f the applicant continues to answer No to any
item he should be informed that his benefits may
be del ayed or possibly denied.

The applicant nust sign and date the application.
| f sonmeone el se assisted the applicant, that
person nust also sign and date the form

d. Section IV - For Oher Agency and DHHR Use Only

This section is provided for the use of the DHHR
Wor ker and, if appropriate, the Worker from

anot her agency. |If the application was received
by anot her agency or by mail, the appropriate
space nust be marked.

(1) Items A, B, C, D and E

When the application is received by the
Departnment directly fromthe applicant (via
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mail or office visit), the Worker wil|l
conplete Itenms A through E

VWhen the application is received initially by
anot her agency, Itenms A and B nust be answered
and the other agency worker nmust enter his
signature, title and the date before sending
the formto DHHR

(2) Special Instructions for Receiving LIEAP
Applications by Ot her Agencies

In receiving applications for Regul ar LIEAP
benefits, workers from other agencies nust
observe the follow ng guidelines:

. Al'l questions on the application form nust
be answered, and all program policy must
be foll owed.

. The application nmust be signed and dated
by the applicant and the worker.

. If verification is required, the
instructions outlined in item 3 bel ow nust
be foll owed. A copy of the heating bil
nmust be attached to the application.

. Applicants nmust be allowed no nore than 10
days to submt docunentation for
verification.

. Applications ready for processing by the
| ocal DHHR office nust be sent to that
office on a daily basis with a signed and
dat ed word-processed or typewitten
mani fest listing the nane and address of
each applicant.

. Applications held in excess of 30 days by
any outside agency will not be accepted.

. Applicants nmust be informed that DHHR
staff will determne eligibility, provide
written notification of the decision, and
make payment to or on behalf of eligible
househol ds.
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Verification

Verification is the process of docunmenting statenents
and i nformation provided by the applicant. Although
specific guidelines for verifying certain eligibility
criteria are indicated bel ow, the Wrker may request
verification of any information provided by the
applicant in determning eligibility for LIEAP
benefits.

The responsibility of the applicant in the eligibility
determ nation process includes the effort to obtain
required verifications. However, if the applicant is
unsuccessful in his attenpt to obtain the verification
or if he has physical or nental inpairments which [imt
his ability to performthis responsibility and he has
no famly nmenbers or other persons who will help him
the Worker will obtain the verification.

The Worker must deci de when and what i nformation nust
be verified or when additional information nust be
obt ai ned, particularly when information provided by the
applicant is questionable or nore information is needed
to conplete the eligibility determ nation or paynent
process.

Failure or refusal on the part of the applicant to
obtain verification when required or requested by the
Worker as outlined in the instructions bel ow wi |
result in a denial of the application.

a. | ncone

Total inconme of the AG nmust be verified when the

applicant indicates a source of earned inconme for
any menber of the AG

EXAMPLE: The application formindicates SSI as the
source of incone for one nenmber and enpl oynent for
anot her person. The applicant must verify the
amount of enployment and the SSI incone.

Docunment ati on may include pay check stubs, award
letters, witten statenments from enpl oyers, etc.
Al t hough docunentati on shoul d include earnings
fromthe nonth of application, it is permssible
to use pay check stubs and other docunents show ng
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earnings during the nmonth prior to the nonth of
application, provided the applicant indicates no
change is expected. 1In no instances may
docunentation of this type be earlier.

When the applicant reports zero household incone
during the nonth of application, he nmust verify
how living expenses, defined as food, clothing,
shelter, light, heat and incidentals, of the AG
have been paid or how the AG nenbers have managed
wi t hout inconme 30 days prior to the date of
application. Form ES-LIEAP-4, Zero |Incone Heating
Cost Verification Form nust be conpleted by the
appl i cant.

NOTE: The income verification policy referred to
above is not required if current information in an
open W/ WORKS, Medicaid, Food Stanp or other DHHR
case can substantiate the anount of incone

subm tted by the applicant on the application
form For LIEAP purposes only, current is defined
as verified within the 2 nonths prior to the LIEAP
application.

When the LI EAP applicant does not report zero

i ncome or income from enploynent, the decision to
request verification is mde at the Worker's

di scretion.

Vul nerability

Verification of vulnerability for applicants that
have honme heating vendors regulated by the Public
Service Conmmission is satisfied when the custoner
account nunber is entered on the application form
and verified by the attached bill.

Thi s account nunber nust be entered on the
application unless the applicant can denonstrate

t hat other circunstances exist (i.e., honme heating
costs are paid to the | andlord).

EXCEPTI ON: Verification of vulnerability is
mandatory for all zero inconme applicants. Failure
to provide this verification will result in a
deni al of the LI EAP application.
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Bul k fuel users nust submt a signed and dated
bill fromthe bulk fuel vendor which indicates
that a delivery was or will be nade. \When such
verification cannot be provided, the applicant

must submt the nane, address or tel ephone nunber
of a vendor who can verify that fuel deliveries
have been made in the past or will be nade for the
current w nter season.

The Worker nmust obtain witten verification of al
ot her arrangenents not referred to above.
St atenents nust be dated and signed.

Ot herwi se, the decision to verify vulnerability is
left to the Worker's discretion. In sone
instances it will be necessary for the LIEAP
Supervi sor or Wrker to contact managers of public
housi ng authorities in their areas to determne if
the tenants are vulnerable or invulnerable to the
cost of honme heating. A screening procedure nust
be established with the Housing Authority to
verify whether or not certain applicants live in
public housing. The managers shoul d be i nforned
that the applicant signs a release (ItemE in
Section Ill of the application) that protects them
fromviolating confidentiality.

cC. Soci al Security Nunmber (SSN)

Verification of SSNs is at the discretion of the
wor ker. Vhen an applicant indicates he has no
SSN, the Worker nust refer that person to Soci al
Security to apply for a nunber.

d. Emer gency Home Heati ng Need

The exi stence of an energency hone heating need
must be verified with a witten notice of
termnation froma PSC-regulated utility. Wen

t he honme heating provider is a bulk fuel

di stributor, verification nust be a witten
statenment certifying that no future deliveries
will be made. If the bulk fuel provider refuses
to provide such verification, the worker may
contact the provider by phone and note the results
of the conversation in the recording block of the
application and/or in case coments.

124 - 228 - 269

12/ 15/ 02 196



W/ | NCOVE CHAPTER 19 - EMERCGENCY AND SPECI AL ASSI STANCE PROGRAMS 19.6
MAI NTENANCE MANUAL

In situations involving bulk fuel users, the

Wor ker may question whether the AGis actually or
nearly w thout fuel. Since there is no witten
notice of service term nation, the worker my need
to check with the vendor to determ ne when the

| ast delivery or purchase was made. The only

ot her nmethod of resolving this question is to nake
an on-site inspection of the fuel supply. Such
action is perm ssible but totally at the

di scretion of the CSM or the person acting in his
behalf. Prior to taking such action, the
applicant’s witten perm ssion nust be obtained
and placed in the case record.

I n situations where home energy costs are included
in the rent or sonme other special arrangenent

exi sts between the tenant and | andlord, a witten
eviction notice that has been dated and signed by

the landlord will suffice as verification of the
emer gency.
e. Age of the Head of the Household

Verification of the age of the head of the
househol d is also at the Wirker's discretion.
This information is used solely for statistical
pur poses and has no bearing on eligibility.

f. Cust oner Account Nunber

The applicant is required to submt a heating
service bill in order to verify the custoner
account number. Failure to supply this bill wll
result in denial of the LIEAP application.

g. Home Heating Paynents in Shared Situations

Custonmers who indicate they “share” a utility
meter with another household in a separate

dwel ling may qualify for a Regul ar LI EAP paynent.
For Emergency LI EAP, however, only one of the
househol ds sharing the neter may be approved for
Energency LI EAP. Elim nation of the energency for
one household results in elimnating the enmergency
for all.

Li kewi se, househol ds whi ch share a bul k fuel tank
may be approved for separate Regul ar LI EAP
payments. Only one may be approved for Energency
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LI EAP with recei pts show ng that total anmounts of
al |l Regul ar LI EAP paynments have been applied to
t he purchase of fuel.

4. Determining Eligibility
a. Regul ar LI EAP Benefits

When the applicant has nmet all eligibility
requirenents outlined in itemC, 1 and has conplied
with the verification instructions in itemD, 3,
the applicant may be found eligible for Regul ar

LI EAP benefits.

Regul ar LI EAP paynents are intended for the

primary source of hone heating only. |In the case
of a heating enmergency, however, the paynent nmay
be applied to an old bill or to a reconnect and/or

deposit to reinstate service, provided the client
is guaranteed 30 days of service.

b. Emer gency LI EAP Benefits

When the applicant has nmet all eligibility

requi rements outlined in itemC,2 and has conplied
with the verification instructions in itemD, 3,

t he applicant may be found eligible for Emergency
LI EAP benefits.

Emer gency LI EAP paynents are intended for the
primary source of honme heating, as well as for
back bills, reconnect charges and/ or deposits
required to reinstate service. |In addition,

Emer gency LI EAP paynments may al so be authorized to
cover the cost of furnace repair or propane tank
repl acenent when the client reports that there is
no acceptable alternate heat source or that space
heaters are the only alternate source of hone
heating and alternate housing is not avail abl e.

C. Addi ti onal LI EAP Benefits

Under some circunstances, it my be necessary to
approve an energency Regul ar LI EAP or Energency
LI EAP paynment for electricity when term nation of
this utility will result in a total inability to
use the primary source of heat. For exanple, a
gas furnace may not have a manual override to
permt its use when electricity is not avail abl e.
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5. Determ ning the Ampbunt of Paynment

After it is determned that the applicant is eligible
for LIEAP benefits, the Worker nust determ ne the
anount of the LIEAP paynent.

a. Maxi mum Al | owabl e Paynent
The maxi mum al | owabl e paynent of a conbi ned

Regul ar and Energency LIEAP benefit cannot exceed
t he maxi mnum per AG established for each program

year .
b. Regul ar LI EAP Paynent
The chart at Appendix D illustrates the base

anount of the Regul ar LI EAP benefit. Regular

LI EAP benefits are automatically determ ned by
RAPI DS based upon the inconme, nunber of persons in
the AG and the type of energy used for hone

heati ng.

Percentage increnents for certain types of energy
are applied to the base anmpbunt to arrive at the
anount of increment for each type of energy. The
base anopunt plus the increnmental anount represents
t he Regul ar LI EAP benefit.

The percentage increnents are as foll ow

Type of Hone Heating Percentage | ncrenments

Nat ural Gas 2.5
Li quefi ed Petrol eum Gas (LPGQ 5.0
Coal 2.5
Wood None
Electricity 5.0
Fuel G| and Kerosene 3.0
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NOTE: Energency LI EAP paynents are not affected
by the percentage increnents.

Fracti onal anmounts are rounded up to the nearest
whol e nunmber when the fraction is .5 or nore.
Fracti onal anounts are dropped when the fractional
ampunt is .4 or less. In cases where an override
is required to approve a LI EAP paynent, the worker
must determ ne the anmount and round up or down
accordingly.

EXAMPLE: A LI EAP applicant who uses LPG is
approved for a base ampunt of $123. ($123 x .05 =
$6. 15 + $123 = $129.15) $129 is the ampunt of the
Regul ar LI EAP benefit.

EXAMPLE: A LI EAP applicant who uses fuel oil is
approved for a base anpunt of $158. ($158 x .03 =
$4.74 + $158 = $162.74) $163 is the anmount of the
Regul ar LI EAP paynent.

C. Enmer gency LI EAP Paynment

The amount of the Energency LIEAP paynment is
det erm ned by the follow ng:

- The amount of the Regul ar LI EAP paynent t hat
t he household was found eligible to receive,
and

- The amount of the maxi mum al | owabl e paynment of
a conmbi ned Regul ar and Energency LI EAP paynment
for each AG and

- The amount of the paynent required to
elimnate the enmergency.

STEP 1 - The anount of the Regul ar LI EAP benefit
is counted against or subtracted fromthe anmount
of the maxi mum al | owabl e benefit. The renai nder
and the anmount of payment required to elinm nate

t he enmergency is used to conpute the anmount of the
Emer gency LI EAP paynment.

STEP 2 - When the anount of paynment required to
elimnate the enmergency is less than or equal to
the remai nder, that anount (the amount required to
elimnate the emergency) will be the amobunt of the
Emer gency LI EAP paynent.
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STEP 3 - When the anount of paynent required to
elimnate the enmergency exceeds the renmainder,

that amount (the amobunt required to elimnate the
enmergency) nust be reduced by the anount of the
excess. The result is the ampbunt of the Enmergency
LI EAP paynment.

EXAMPLE: A client receives a Regular LIEAP
payment of $126 in January. |In March, he is found

eligible for Enmergency LIEAP. The anmount required
to elimnate the energency is $100, and the
maxi mum al | owabl e anmobunt for the AGis $500.

$500 - $126 = $374.

$100 is less than $374.

$100 is the anpunt of the Energency LIEAP
paynment .

EXAMPLE: Sane as above except the ampbunt required
to elimnate the energency is $374.

$500 - $126 = $374.
$374 is equal to the remainder.

$374 is the anount of the Enmergency LIEAP
payment .

EXAMPLE: Sanme as above except the amount required
to elimnate the enmergency is $550.

$500 - $126 = $374.
$550 - $374 = $176 excess.
$550 - $176 = $374

The amount of the Energency LIEAP paynment is
$374.

NOTE: The Regul ar LI EAP paynent is never
subtracted fromthe ambunt required to elim nate
t he energency. Such action constitutes m suse of
the two program conponents.
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EXCEPTION: In situations where it is determ ned
that a Regul ar LI EAP paynent was made to the
correct vendor but the account nunmber was entered
incorrectly, the worker nust contact the utility
and determne if correcting the nunber and
correctly crediting the account will result in
elimnating the emergency. A paynent discovered
to have been nmade to the wong vendor will not

af fect the Emergency LI EAP determ nation process.

I n situations where the ampbunt required to
elimnate the enmergency exceeds the amount of the
Emer gency LI EAP paynment, the application for

Emer gency LI EAP benefits is denied if the
emergency is not elimnated. The applicant nust
find other resources or negotiate with the hone
heating supplier to accept the Emergency LI EAP
benefit.

6. Client Notification

Applicants must be notified of the eligibility decision
within 30 days of the date of application.

Notification is acconplished by conputer-generated
letter.

a. Pendi ng Regul ar LI EAP Applications

Regul ar LI EAP applicants nmust be allowed 15

cal endar days to respond to requests fromthe

Wor ker for additional information. The Worker
must notify the client of the eligibility decision
within 30 days of the date of application.

b. Pendi ng Emer gency LI EAP Applications

I f verification and/or additional information is
needed in order to make a decision on an Emergency
LI EAP application, the appropriate request form
must be conpl eted and given to the applicant at
the time of the intake interview. The applicant
must be given 5 governnent business days to return
t he requested information. The applicant nust be
notified of the eligibility decision as soon as
possi bl e but no later than 30 days fromthe date
of application.

NOTE: Copies of all non-RAPIDS correspondence
must be placed in the case record.
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E. PAYMENT AND AUTHORI ZATI ON PROCESS

Paynments are made either to the vendor on behalf of the
client or by direct paynment to the AG as specified bel ow

1. Regul ar LI EAP Benefits
a. Di rect Paynent

Di rect paynent of Regular LIEAP is made only in
the follow ng circunstances:

- The primary source of home heating is a bul k
fuel such as fuel oil, liquefied petroleum
gas, coal, kerosene or wood, and the client
does not indicate that an emergency exists.

- Heating costs are included in the rent or
nort gage paynent as a specified anount.

- The PSC-regul ated hone heating supplier that
services the household has not entered into a
contractual agreement with the Departnent.

- Home heating costs are paid separately to a
| andl ord or other entity.

b. Vendor Paynent

Vendor paynents are nade only in the follow ng
ci rcumnst ances:

- The home heating provider is a PSC-regul at ed
heati ng supplier that has entered into an
agreenment with DHHR

- The heating bill is in the name of soneone not
living in the househol d.

- A bul k fuel user is without or in inmmediate
danger of being wi thout fuel for hone heating
and the follow ng conditions apply:

. The amount required to elimnate the
energency is equal to or |less than the
Regul ar LI EAP benefit; and,
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. The client verifies that he will be
wi t hout fuel for home heating prior to the
recei pt of a direct paynent check and
states that he has no resources with which
to purchase a tenporary supply; and,

. The bul k fuel supplier will not nmake a
delivery unless it is pre-authorized by
t he Worker but agrees to provide heat for
at | east 30 days fromthe date he is made
aware of and accepts the Departnent's
paynment; and,

. The client agrees to the vendor paynent
instead of the direct paynent.

See item 2,b,(3) below for instructions in
conpleting the appropriate formto nake vendor
paynment of Regul ar LI EAP benefits.

2. Emer gency LI EAP Benefits

Payment of Enmergency LI EAP benefits is nade by vendor
payment only, except as described in 2,d, below

a. Aut hori zati on of the Emergency LIEAP Paynent

The follow ng procedure is used to authorize
Emer gency LI EAP vendor paynents:

- Form OFS-67 nust be conpleted as instructed
below in item b, Conpletion and Processing of
Form OFS-67.

- The conpleted formis given to the vendor to
aut horize the delivery of bulk fuel or to
restore or continue the heating service.

NOTE: When paynment is being authorized to PSC
regul ated heating providers or to |andl ords,
the first day of the 30-day period of service
begins on the date the vendor is nade aware of
and accepts the Departnment’s paynment. The
client must sign the formon the date he
receives it fromthe Worker.

- The vendor signs and returns the formto the
county office and the paynent is processed by
t he Financial Clerk.
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b. Conpl eti on and Processing of Form OFS-67 for
Emer gency LI EAP Paynments

(1) Data Entry

The Worker enters the necessary case
i dentification and the return address of the
county DHHR office in RAPIDS.

(2) Recordings

The quantity of fuel must be entered in the
recordi ng section. When bul k fuel deliveries
are being authorized, the Worker, client and
vendor nust agree on the exact anount of fuel
to be delivered. When electric or gas service
i s being authorized, the tinme period of the
overdue bill nust be entered. For all PSC-
regul ated heating providers or |andlords, the
Wor ker nust al so enter the begi nning and
endi ng dates of the 30-day period of service.
The period begins on the date the vendor is
made aware of and accepts the Enmergency LI EAP
payments and ends 29 days | ater.

(3) Paynment Authorization

The dol Il ar anpount of the delivery nust be
entered. All signatures and dates nust be
conpl eted as indicated at the bottom of the
form

After the vendor returns the voucher to the
county office, the Financial Clerk clears it
for paynent in RAPIDS.

C. Use of Form DF-67 for Regul ar LI EAP Paynments

It may sonetinmes be necessary to use the DF-67
formto make vendor paynment of Regul ar LI EAP
benefits to prevent bul k fuel energencies. \Wen
this occurs, the followi ng instructions apply:

- Form DF-67 is used to authorize the delivery
in al nost the sane manner as descri bed above
for Emergency LIEAP. The difference is that
no voucher i s RAPIDS-generated. Instead, the
wor ker conpl etes the DF-67 as required to
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aut hori ze delivery of the honme heating
service.

- Vendor paynent is then made to the hone
heati ng supplier when the DF-67 voucher is
returned and is properly signed.

When conpleting this form the dollar anmount
aut hori zed nmust be identical to the amount of
the correct Regul ar LIEAP paynent in
accordance with the LI EAP i ncone/ benefit chart
at Appendi x D.

NOTE: This procedure is also used to nmake
payment to utility conpanies that did not
enter into an agreenent with the Departnent
when a DF-67 is demanded prior to the
delivery.

The OFS-LIEAP-5 form Authorization for Delivery
and Paynent of Enmergency Regul ar LI EAP, nmay be
used instead of the DF-67 form as follows:

- The Worker nmust first determne that the
vendor accepts the forminstead of the DF-67
and guar antees delivery.

- The Worker nust insure that vendor paynent and
not direct paynent is nade.

- The vendor is not required to return the form
to the county office to process paynent.

- The Worker must use only the ampunt of the
Regul ar LI EAP paynent that the applicant is
eligible to receive.

- The applicant's signature nust be entered in
t he space on the form before the Worker can
aut hori ze paynent on the applicant's behalf.

- The formmay be faxed to the utility as
appropri at e.

d. Speci al Paynents
There may be situations in which a vendor paynment

i's not possible or appropriate. The Supervisor
may aut horize direct paynent to the applicant or a

124 - 228 - 269

12/ 15/ 02 206



W/ | NCOVE CHAPTER 19 - EMERGENCY AND SPECI AL ASSI STANCE PROGRAMS 19.6
MAI NTENANCE MANUAL

nmutual |y acceptable third party. Approvals are
made on a case-by-case basis only and nmay not be
used to create a precedent for future paynents.

3. LI EAP Fuel Supplier Agreement (OFS-LIEAP-7)

The LI EAP Fuel Supplier Agreenment requires all vendors
who receive LI EAP paynents to conply with certain
program requi rements. No LI EAP paynent can be made to
any honme heating vendor who has not signed an
agreenment. The agreenent is signed only once unless

t he vendor changes his address or his incorporated
name. Vendors who have signed the agreenent are

| ocated in the RAPIDS vendor file.

The Worker must require new vendors to conplete, sign
and date the Fuel Supplier Agreenent. The nane and
address of the business plus the enployer

i dentification nunmber or the individual’s SSN nust be
ent er ed.

After the vendor conpletes the agreenent, it nust be
forwarded to the local office Financial Clerk for

entry into the RAPIDS vendor file. The Financial Clerk
wll wite the vendor nunber issued by RAPIDS in the
space provided at the top of the agreenent and forward
it to the Ofice of Fam |y Support to the attention of
t he LI EAP Coordi nator who will sign and file the form

F. CASE MAI NTENANCE AND CORRECTI VE ACTI ON

Adj ustnments in LI EAP paynment anmounts result from Worker or
client errors or decisions from Fair Hearings.

NOTE: Corrections or changes in paynent anounts are not
permtted at the county level after the check has been
witten. Workers or supervisors nust contact the LIEAP
Coordi nator before taking any action that results in the

I ssuance of a paynent other than the initial approval.

Fi nanci al clerks nmust contact the LIEAP Coordi nator before
attenpting to enter paynent information that is different
fromthe anmount of LIEAP approved for the AG

Al l changes affecting the amount of payment will be nade by
the O fice of Finance.
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Corrective action nust be initiated on all cases in which an
error has occurred, regardless of who made the error.

1. Cases Denied in Error

When a case has been denied in error, the case nust be
re-entered in RAPIDS as an approval in order to
generate paynent. The Worker nust notify the client in
writing that his Regul ar and/or Enmergency LIEAP
application was denied in error and include the anmount
of the payment and to whom paynent will be made. A
recording of the corrective action nust be entered in
the recording space in Section IV of the application
formand/or in case coments, as appropriate.

2. Under paynent s

VWhen a case has received an underpaynent, the Worker
must send a nmenmorandumto the Office of Finance that

I ndi cates the case nane, address and case nunber, the
amount of the underpaynent and the anmount of the
correct paynent, and the type of paynment (vendor or
direct) to be nmade on behalf of or to the AG The
Worker will also notify the client in witing that an
error has been made and is being corrected.

The O fice of Finance will wite a check as instructed
I n the menorandum and nmake the necessary corrections in
RAPI DS. Under no circunstances will anyone at the

county level attenpt to reissue a corrected paynent.
3. Cases Approved in Error

VWhen an ineligible case has been approved, an

over paynent has occurred, or an incorrect paynent has
been made, regardl ess of who made the error, the Worker
nmust take the action outlined in item4 below. The
State nust be reinbursed for all paynments issued in
error.

An i nappropriate paynent results when a client

i ncorrectly states the primary nmet hod of home heati ng
on page 2 of the OFS-LIEAP-1 or during the intake
interview. If it is determned prior to the Energency
LI EAP approval that the client received an

| nappropriate Regul ar LI EAP paynent, the Emergency
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LI EAP application is denied. O herw se, the client
must repay the LI EAP benefit.

4, Repaynment

The repaynent process involves notifying the client

t hat repaynent is necessary for a certain anount,
obtaining the client's signature on an agreenent form
to repay a certain anount, receiving the funds fromthe
client, and returning the funds to the O fice of

Fi nance.

a. Repaynent Agreenent

When the client and the Worker discuss repaynent,
the client nust agree to repay by any of the three
met hods indicated on the ES-LIEAP-3 form The

Wor ker nmust enter the client's nanme, the anount of
repaynment and the type of paynent (Regular or
Energency LI EAP) and the type of error

(over paynment, incorrect paynent, duplicate
payment, case approved in error, etc.).

The Worker must insure the client understands the
statenment concerning the disposition of the
remai ni ng bal ance when not paid by the due date.
The client must sign and date the formalong with
t he Worker and the Wbrker's supervisor.

The formis prepared in duplicate unless
addi ti onal copies are required. The original copy
is given or mailed to the client and a copy is

pl aced in the record.

When repaynent involves the energy needs of

anot her case, the AG that should have received
payment nmust have the benefit before repaynment is
consi dered conplete. The Worker nmust send a copy
of the conpleted LI EAP repaynment agreenent to the
O fice of Finance, Attention: Accounts Payabl e,
with instructions to wite a check to the correct
case.

b. Repaynent by the Vendor
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When the error involves paynment to the wong
vendor, the client may wi sh to have the vendor
make the repaynent. However, the client is
ultimately responsible for repaynent if the vendor
fails to honor the agreenent.

C. Refusal to Sign the Repaynent Agreenent

The Worker must explain the fair hearing process
to the client if he refuses to sign the ES-LIEAP-3
form In addition, the Worker nust follow up the
di scussion with a letter which states that certain
LI EAP benefits the client would otherw se be
entitled to receive will be affected by his
refusal to sign the repaynent agreenent.

When the client refuses to nake repaynent, he wll
be penalized. Penalties will be assessed only
after the Worker has conpleted the instructions
outlined above.

The penalty for refusal to make repaynment will be
i nposed by wi thhol di ng paynent of Regul ar LI EAP.
Therefore, penalties can only be inposed during a
program year subsequent to the program year in
which the client refused to make paynent.

The worker must make a case recording that the
applicant may be found eligible for LIEAP but that
paynment may be reduced or withheld to satisfy
repaynment for a prior year.

d. Tracking the Penalty

Al'l Regul ar LI EAP cases nust be screened to
determine if repaynent is due fromthe previous
year. \When a case is approved for Regul ar LIEAP
and identified as one in which repaynent is due,
the Worker nust ask the applicant to conme to the
office to discuss repaynment. After the Worker
expl ains the need for repaynment, the follow ng
options can be given to the applicant:

- When t he repaynent anount is equal to the
Regul ar LI EAP paynent, the applicant can make

repaynment in full and repaynment will be
fulfilled, OR the Regul ar LIEAP paynent can be
wi t hhel d and repaynment will be fulfilled.
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- VWhen the repaynent anount is |less than the
Regul ar LI EAP paynent, the applicant can nake
repaynent in full, OR the Regul ar LIEAP

payment will be reduced by the amount of the
repaynent and the balance will be paid to the
applicant.

- VWhen the repaynent anount is nore than the
Regul ar LI EAP paynent the applicant can make
paynment in full, OR the Regul ar LI EAP paynent
will be withheld and deducted fromthe anmount
of the repaynment. The applicant nust receive
written notice fromthe Worker of the bal ance
due.

e. W t hhol di ng the Regul ar LI EAP Paynent

VWhen it is necessary to withhold a LI EAP paynent,
the Worker must contact the LIEAP Coordi nator at
O fice of Fam |y Support for instructions.

f. Maki ng Adjustnments in the Regul ar LI EAP Paynent

Adjustnments to the LI EAP paynment must be nmade in
the Ofice of Finance. 1In a menorandum addressed
to Accounts Receivable, O fice of Finance, the
Worker will provide the identifying information
and explain exactly how the Regul ar LI EAP paynent
must be adj usted.

g. Client Notification

The client nmust be provided with witten
notification of all decisions made on the Regul ar
LI EAP paynent/repaynment, any adjustnments to the
Regul ar LI EAP paynment and/or fulfillment of the
repaynent .

5. Ret ur ned Checks
Checks are sonetines returned by clients or postal
authorities. The follow ng sections provide
I nstructions regarding these situations.

a. Check Returned by Postal Authorities

Checks returned by the postal authorities are
returned to the O fice of Finance. That O fice
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will contact the |local office requesting

di sposition of the check. The Worker nust attenpt
to contact the client to obtain a new address or
ot her information.

b. Change of Payee

Supervi sory approval is required to change the
nanme of the payee. When the payee is deceased and
the check needs to be rewitten in the name of a
survivor(usually the spouse), a copy of the death
certificate and a court order nmaking the survivor
adm ni strator of the estate nust be submtted to
the Office of Finance. A nmenorandum stating the
case nunber, nanme and address of the old payee and
t he name and address of the new payee nust
acconpany these docunents.

C. Check Returned by Vendor

Checks are often returned by the vendor to the
county office and to the Ofice of Finance. Wen
this occurs, the reason for the check return nust
be obtained and an effort made to determ ne that
the client receives the benefits to which he is
entitled. The check may be rewitten by the

O fice of Finance as a direct or vendor paynment
dependi ng upon the client's w shes.

NOTE: Checks received in the county office nust be
forwarded to the Office of Finance.

d. Client Refuses to Accept the LIEAP Check

In situations where the client refuses to accept

t he LI EAP paynent (or a vendor paynment), the

Wor ker shoul d determ ne the reason for the refusal
and clarify any confusion on the part of the
client. |If the client continues to refuse the
payment, it will be returned to the O fice of

Fi nance vi a nmenorandum expl ai ni ng why the check is
bei ng returned.

6. Lost, Stolen or Destroyed Checks

LI EAP reci pients who claimthat their checks were | ost,
stol en or destroyed nmust conplete an affidavit
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attesting to the specific occurrence which prevented
them fromusing the check. Form DF-36 with the
appropriate changes in term nology to reflect the LI EAP
check may be used for this purpose. This request for a
stop paynent action nust be made as soon as possi bl e by
sending the affidavit plus a nenorandum of expl anation
to the Ofice of Finance. This action cannot be
requested by tel ephone as no action will be taken

wi thout the witten affidavit.

The client must be informed that he nust wait up to 30
days fromthe date of the stop paynent action in order
to receive his check. No checks will be witten at the
county level to replace |ost, stolen or destroyed
checks. After the check has been cleared by the State
Treasurer’s office, paynent will be nade pronmptly to
the client. If the client is placed in an energency
situation as a result of the stop paynent action, an
Energency LI EAP application may be taken.

7. Client Refuses Emergency LIEAP Delivery of Bul k Fuel

VWhen the client refuses to accept a bulk fuel delivery,
the Worker nmust first allow the client and vendor to
work out a solution to resolve the problem The

deci sion on what action will be taken nust be nade
primarily by the client.

8. Fr aud

Al l suspected fraud situations involving clients and/or
vendors nust be referred to the LI EAP Coordi nator

9. Fai r Hearings

| ndi vi dual s who apply for LIEAP benefits will have the
right to a fair hearing if:

- The application is denied.
- The client believes the paynment is in error.

- The client receives paynent in an anmpunt | ess than
specified in the approval letter.

- There was a delay in processing the application
beyond 30 days of the date of application.
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- The client believes that he has been discrim nated
agai nst because of race, color, national origin,
sex, age, religious or political beliefs, or
because he is disabl ed.

The client must request a hearing within 60 days of
recei pt of the notification. The Departnent has 30
days after the hearing request is received to schedul e
the hearing, arrive at a decision, and initiate the
appropriate action.
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NOTI CE

DUE TO REPAGI NATI ON AND THE DELETI ON OF MATERI AL,

PAGES 216 THROUGH 246 HAVE BEEN ELI M NATED

AND RESERVED FOR FUTURE USE
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