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1 Brief Description
This correspondence is printed by a claimant whose personal or alien identification could not be verified, or who indicated military employment. This form is also sent to the claimant by the preferred method of correspondence as a reminder. The claimant photocopies necessary proof of identification or employment, and returns the photocopy with this cover sheet by mail or fax. The Claimant can also upload the documents from the claimant account.
2 Correspondence Specifications

The table below outlines the correspondence specifications:

	Correspondence Specifications

	Recipient
	Claimant
Header Information – Claimant Name, Claimant ID

	Address type
	Preferred address for correspondence

	Address hierarchy
	Standard address hierarchy

	Generation method
	Cover sheet is printed online by the claimant. This form is also sent to the claimant using his/her chosen correspondence preference.

	Batch frequency and timing
	Printed by the Claimant on demand.  Also sent to the Claimant as part establishing an initial claim.

	Event triggers
	For the following scenarios the system will provide a link on the application confirmation page from which the claimant may print the cover sheet:
· Claimant’s personal identification could not be verified

· Claimant’s alien identification could not be verified

· Claimant indicated Military employment

· The Claimant submitted an RTAA application
Also sent to the Claimant (using the same scenarios) when the initial claim is submitted and processed.
If any of the interfaces are down during the initial claim and/or upon submission of the claim, this form is initiated after the interface runs and the issue is created.

	Expected annual volume
	Unknown at this time.

	Protested / Appealed / Neither
	Neither

	Protest or Appeal period
	N/A

	Outgoing
	Yes

	Incoming
	Yes, must be bar-coded

	Accompanying Correspondence
	(Incoming) Various photocopies (e.g. Passport, Birth Certificate, Resident Alien Card, DD214 Member 4, pay stubs)

	Remittance
	No
	

	Display this document online?
	Yes
	Available for claimant to print online. Also available in the Claimant’s inbox if sent.

	Static Attachment(s)
	No
	


3 Element Definitions

The table below describes each element found on the particular piece of correspondence:

	Element Definitions

	Element
	Description/Text
	Data Variables and Source

	Element 1
	<Header information>
	Claimant name and ID.

	Element 2
	In processing your application information, your personal identification could not be verified. In order for benefit eligibility to be determined, you must provide a photocopy of the following documents. Preview and make sure the documents are readable prior to sending or it may delay your benefits.
	If this correspondence is being sent to the Claimant (rather than printed online) add the following:

If you have already submitted this documentation, you may disregard this notice.

	Element 3
	<Element 3 Message>
<Dynamic Text – ID options>
	“Element 3 Message” is selected based on condition for which letter is sent; see “Scenarios” table in Section 4 for details.
ID options, where applicable, are selected from a list depending on which documents the claimant indicated. The list of possible documents is found in the “Scenarios” table below.

	Element 4
	Mail or fax the personal identification to the following location:

<Name>

<Address 1>

<Address 2>

<City, State, ZIP>

<Fax number>

NOTE: Do not send original documents as they will not be returned.
	Other elements are the address and fax where the Claimant is to send the documents.

	Element 5
	<Dynamic bar code>
	Bar code is one of three options, corresponding to condition for which letter is sent. See “Scenarios” table for details.


THIS DOCUMENT IS BAR-CODED.

4 Scenarios

Every time a correspondence is generated, many of the elements will be unique or specific to that piece of correspondence. The table below defines the dynamic text and bar code functions for correspondences sent in response to specific conditions. Note that if more than one condition applies to the Claimant, she/he is sent one letter per condition.
	
	Scenarios

	Condition
	Element 3 Message
	Dynamic Text Options
	Condition
	Bar Code Function

	Identity Verification
	In processing your application information, your personal identification could not be verified. In order for benefit eligibility to be determined, you must provide a photocopy of the following documents. Preview and make sure the documents are readable prior to sending or it may delay your benefits.
	Static:

· Social Security Card

Dynamic:

· Birth Certificate

· Passport

· Driver’s License

· State ID

· Alien Identification Card

· School Identification Card with photograph

· United States (U.S.) Military ID Card, Dependent’s Card, US Coast Guard Merchant Mariner Card

· Certification of US Citizenship or Certificate of Naturalization

· Native American Tribal Document (I-197)
	This message is used if there was an Identity Verification issue created when the new claim was filed (other than interface down).  If there is more than one issue created (DHSMV and SSA), attach to the SSA issue.

For dynamic text option: display only the type of document indicated by the Claimant on the Proof of Identity screen in the Authenticate Claimant use case.
	Attach to Identity Verification issue

	Alien Verification
	In processing your application information, your work authorization could not be verified. In order for benefit eligibility to be determined, you must provide a photocopy of the following documents. Preview and make sure the documents are readable prior to sending or it may delay your benefits.
	Dynamic:

· I-551 (Permanent Resident Card)

· I-766 (Employment Authorization Card)

· I-551 (Temporary Language Machine Readable Immigrant Visa)

· I-551 (Temporary Stamp of passport or I-94)

· I-94 (Arrival/Departure Record)

· Other Work Authorization Document
	This message is used if the Claimant indicated she/he was not a citizen of the US in the Collect General Information use case.
For dynamic text option: display only the type of document selected by the Claimant on the Work Authorization screen in the Collect General Information use case.
	Attach to Alien Authorization issue

	Military wages
	In processing your application information, you indicated that you had military employment. To obtain the necessary wage and separation information from your military employment, we need you to mail a photocopy of your DD214 Member 4. Preview and make sure the documents are readable prior to sending or it may delay your benefits.
	N/A
	This message is used if the Claimant added military employment in the Collect Employment Information use case.
	Attach and submit DD214 to workflow ‘DD214 Received from Claimant.’

	RTAA Proof of Wages
	You filed a claim for RTAA benefits. In order for benefit eligibility to be determined, you must provide verification of your employment and wages.  Verification must include photocopies of the last pay stub from <Trade Affected Employer> and the first pay stub from <Current Employer>.  Verification must show the hours of work and hourly rate of pay.  Preview and make sure the documents are readable prior to sending or it may delay your benefits.
	<Current Employer> is from the RTAA application.  
<Trade Affected Employer> is from the RTAA application.
	This message is used if the claimant submitted an RTAA application.
	Attach and submit proof to the Monetary Workflow, RTAA Proof of Wages Received task.


5 Reminder Specification

There are no follow-up requirements / reminder specifications for this correspondence.

6 Mail Return Handling Specifications

Other Necessary Changes/Processes: Must be attached to the issue or workflow upon return. The bar code should reflect this. See the Establish Claim use case for business rules.
7 Example
Identity Verification

<Header Information>

In processing your application information, your personal identification could not be verified. In order for benefit eligibility to be determined, you must provide a photocopy of the following documents. Preview and make sure the documents are readable prior to sending or it may delay your benefits.

· Driver’s License or State ID for Florida or other state

· Social Security Card

· Birth Certificate

· Passport

· Driver’s License

· State ID

· Alien Identification Card

· School Identification Card with photograph

· United States (U.S.) Military ID Card, Dependent’s Card, US Coast Guard Merchant Mariner Card

· Certification of US Citizenship or Certificate of Naturalization

· Native American Tribal Document (I-197)

Mail or fax the personal identification to the following location:

<Name>

<Address 1>

<Address 2>

<City, State, ZIP>

<Fax number>

NOTE: Do not send original documents as they will not be returned.

Alien Verification

<Header Information>

In processing your application information, your work authorization could not be verified. In order for benefit eligibility to be determined, you must provide a photocopy of the following documents. Preview and make sure the documents are readable prior to sending or it may delay your benefits.

· I-551 (Permanent Resident Card)

· I-766 (Employment Authorization Card)

· I-551 (Temporary Language Machine Readable Immigrant Visa)

· I-551 (Temporary Stamp of passport or I-94)

· I-94 (Arrival/Departure Record)

· Other Work Authorization Document

Mail or fax the personal identification to the following location:

<Name>

<Address 1>

<Address 2>

<City, State, ZIP>

<Fax number>

NOTE: Do not send original documents as they will not be returned.

Military Wages
<Header Information>

In processing your application information, you indicated that you had military employment. To obtain the necessary wage and separation information from your military employment, we need you to mail a photocopy of your DD214 Member 4. Preview and make sure the documents are readable prior to sending or it may delay your benefits.

Mail or fax the DD214 Member 4 to the following location:

<Name>

<Address 1>

<Address 2>

<City, State, ZIP>

<Fax number>

NOTE: Do not send original documents as they will not be returned.

RTAA Proof of Wages

<Header Information>

You filed a claim for RTAA benefits. In order for benefit eligibility to be determined, you must provide verification of your employment and wages.  Verification must include photocopies of the last pay stub from <Trade Employer> and the first pay stub from <Current Employer>.  Verification must show the hours of work and hourly rate of pay.  Preview and make sure the documents are readable prior to sending or it may delay your benefits.

Mail or fax your proof to the following location:

<Name>

<Address 1>

<Address 2>

<City, State, ZIP>

<Fax number>

NOTE: Do not send original documents as they will not be returned.

