1.2.1 Where to Apply for Emergency Assistance

Any individual may apply for Emergency Assistance. The W-2 agency must
provide an opportunity to complete an Emergency Assistance (EA) application
to all persons who request EA. Applicants can request EA by contacting the

W-2 agency directly, or by submitting-aregquestforassistance applying
directly in ACCESS.

No change to the remainder of 1.2.1

1.2.2 Completing the Emergency Assistance
Application

The W-2 agency must provide an opportunity to complete an Emergency
Assistance (EA) application to all persons who request EA. If EA is requested
in person or over the phone, the W-2 agency must provide applicants the
opportunity to complete and sign the EA application in the presence of a W-2
agency worker on the same day as the request or inquiry. If reguested an
application is submitted via ACCESS, the agency must contact the applicant

within one working day of receiving the application regquestforassistanee to

allow-completion-of continue the EA application process. If the reguestfor
assistanee application in ACCESS is submitted after 4:30 p.m. or on a non-

working day, the agency must contact the applicant te-complete-the EA
application within one working day of the next working day.

Applicants can submit an EA application by submitting a

completed Emergency Assistance (EA) Application (2010) to the W-2 agency
or by submitting the application in the ACCESS web portal..~#hen-available-
The W-2 agency must date stamp the completed EA application on the date it
Is received by the agency, which is used as the application date. For
applications received via ACCESS, the application date is determined in
ACCESS based on the time and date of application submittal. The applicant
signature will be obtained via an electronic signature as part of the application
process. (See 1.3.1)

An EA application is considered complete when it has:

1. Alegible name;
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An address, if available;
A reason for the emergency;
A signature by the applicant or his or her representative; and
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Been completed to the best of the applicant’s ability.

: . . . :
Hetel_ A-fequestforassistance I-ACCESS-is-ot considered-anEA

The applicant, or that person’s representative, must complete the Emergency
Assistance (EA) Application (2010) or the online ACCESS application to the
best of his or her ability. A W-2 agency worker must complete any missing
information from the EA application with information provided by the applicant.
Any information added or updated by the W-2 agency must be clearly
explained in EA comments in WWP.

A W-2 agency worker must review each of the assurance statements in the
Emergency Assistance (EA) Application (2010) with the applicant to ensure
that the applicant has an opportunity to ask for clarification of each item. The
applicant must initial each statement in the presence of the W-2 agency
worker to verify that he or she understands each statement and sign the form.
If the applicant already initialed the statements, then the applicant must initial
each statement again.

Applicants using ACCESS to complete an EA application cannot eurrently
schedule an interview in ACCESS. Instead, the agency must contact the
applicant to determine eligibility within five working days. (See 1.3.2)-ACCESS
applicants will review and initial the assurance statements through their
electronic signature on the online application. The W-2 agency staff person
must review these assurance statements with the applicant during the
application process to ensure that the applicant has the opportunity to ask for
clarification.

The W-2 agency must scan and store all pages of each application in ECF or
place a copy in the paper file if an Emergency Assistance (EA) Application
(2010) is submitted. (See 4.4.3)
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