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Department of Human Resources

311 West Saratoga Street 

Baltimore MD  21201
	Family Investment Administration

ACTION TRANSMITTAL

	Control Number:  12-13 Revised
	Effective Date: September 1, 2012

	
	Issuance Date: August 30 , 2012


TO:

DIRECTORS, LOCAL DEPARTMENTS OF SOCIAL SERVICES

DEPUTY/ASSISTANT DIRECTORS FOR FAMILY INVESTMENT

FAMILY INVESTMENT SUPERVISORS AND ELIGIBILITY STAFF

FROM:
ROSEMARY MALONE, EXECUTIVE DIRECTOR

RE:

TRANSPORTATION ASSISTANCE PROGRAM (TAP)



SIMPLIFIED PROCESS

PROGRAM AFFECTED:
TEMPORARY CASH ASSISTANCE (TCA)

ORIGINATING OFFICE:
BUREAU OF EMPLOYMENT OPERATIONS & SUPPORT

SUMMARY:  

On September 1, 2011, DHR entered into a contractual agreement with Vehicles for Change (VFC).  VFC implemented a statewide Transportation Assistance Program (TAP), to provide up to 91 vehicles statewide to help current and former TCA recipients maintain employment.  Anne Arundel, Carroll, Dorchester, Garrett and Washington Counties have their own vehicle programs already in place.  This September we renewed the contract for another year. We have simplified the process for referring people to TAP, as well.  

OPERATING PROCEDURES:
1. The Local Director or Assistant Director designates a TAP Coordinator to make and report TAP decisions.

2. Based on an assessment, the case manager determines the appropriateness of a referral of a customer to the TAP program and fills out the Automated TAP Referral Form, which is located in the local office PIRAMID\TRANSPORTATION_ASSISTANCE_PROGRAM folder.

3. The case manager informs the TAP Coordinator that the referral for the customer has been saved in the PIRAMID folder.

4. The TAP Coordinator makes a decision whether to refer the customer for TAP assistance, prints the referral form, signs the referral form and informs the case manager of the decision.

5. The TAP Coordinator forwards approved referrals to Vehicles for Change.

6. The TAP Coordinator fills out the TAP Monthly Report, which is also located in the PIRAMID\TRANSPORTATION_ASSISTANCE_PROGRAM folder.

7. DHR’s FIA TAP Coordinator, John Murray, retrieves the reports from the PIRAMID folders each month.

REFERRAL PROCEDURES TO TAP

CASE MANAGERS:

Participation in the TAP program is voluntary for our customers.  FIA encourages case managers to refer current or former (within the last 12 months) TCA customers to the TAP Coordinator (using the Automated TAP Referral Form) when a customer has a transportation barrier that interferes with his or her ability to work.  Sometimes customers have access to public transportation, but still have a barrier because the transportation does not go to their job site or the operating hours for public transportation do not match their work schedule.  

To obtain a blank referral form, the case manager goes to the PIRAMID folder in the office’s Shared Directories, and double-clicks on the TRANSPORTATION_ASSISTANCE_PROGRAM folder.  Double-clicking on the Automated TAP Referral Form will open the blank referral as a read only file.  Save the form with the name of the customer and the current day’s date as the name. (For example, “9.5.12 John Smith” as the name of the file.)  Fill in Section I of the Referral tab. 

After saving the form, inform the TAP Coordinator in the LDSS that the referral has been filled out and saved to the PIRAMID\TRANSPORTATION_ASSISTANCE_PROGRAM folder.  If any additional justifications of need or proofs are required at the local level, the TAP Coordinator will inform the case manager.  

Consider the following guidelines when referring a customer to TAP.  The customer:

1. Is a current or former TCA recipient (within the last 12 months);

2. Has a valid driver’s license; and

3. Provides proof of employment. 

If the TAP Coordinator denies the referral, the case manager discusses the denial with the customer and goes back into the saved referral file and clicks on the tab named “Notice of Denial” to fill in the automated denial.  The denial letter must be printed out and then mailed or given to the customer.  

CUSTOMER RESPONSIBILITIES:

The customer must provide proof of the following prior to the referral to VFC:

1. Employment;

2. A valid driver’s license; and

3. Sixty days of insurance paid in advance.

4. The customer is responsible for up to $1000 of the vendor’s cost of putting the vehicle on the road.

5. The customer is responsible for exploring all options for paying for sixty days of insurance (to be paid in advance) and his or her portion of the vehicle costs before being considered for a WAG.  WAGs may be offered if funds are available.  At their discretion, VFC may help the customer secure a loan to pay the customer’s portion of the vehicle cost (not to exceed $1,000 or 50% of the contractor’s price to get the vehicle road worthy).  However, the TAP Coordinator should not encourage the customers to take out a loan.  The customer will pick up the vehicle from VFC at 4111 Washington Blvd., Baltimore, MD 21227.

TAP COORDINATOR:
We recommend that an individual associated with the Work Program be assigned the TAP Coordinator’s duties.  Please provide the name and contact information of the TAP Coordinator to John Murray, the TAP Contract Monitor.

The TAP Coordinator reviews the Automated Referral Form for the specific customer who has been referred by the case manager.  The TAP Coordinator needs to consider the customer’s situation and review the options available to the customer, including WAGs. If the customer cannot verify available funds to cover their portion of the costs, he/she is not eligible for a WAG, or WAG funds are not available, he/she may not be a suitable candidate for a TAP referral. 

If the TAP Coordinator denies the referral, the case manager must discuss the denial with the customer and generate the automated denial letter.  

To approve the referral, the TAP Coordinator completes Section II of the customer’s Automated Referral Form, saves the form, , and sends or faxes the form to VFC. The TAP Coordinator also must notify the customer that the referral to VFC was made.

VEHICLES FOR CHANGE RESPONSIBILITIES:
VFC is responsible for:

1.
Obtaining the vehicle;

2.
Paying for vehicle taxes, tags, title and vehicle history report;

3.
Making repairs;

4.
Providing a 6-Month or 12,000 Miles Warranty (See Attachment);

5.
Ensuring that all vehicles have passed a Maryland State Motor Vehicle inspection; and

6.
Ensuring that each car has ½ tank of gas upon delivery.

7.
Submitting a report to the local office indicating the number of referrals that resulted in the offer of a car, and the number of sales that resulted.

Vehicles used in this program must meet the following criteria:

· The car must be less than nine years old based on the date of manufacture (VFC can propose a different age and mileage limit for vehicles over 11 years old, however, DHR expects the mileage limit to be 100,000 miles or less for such vehicles). Large SUV’s, large pickup trucks and fleet vehicles are prohibited.

· If VFC chooses to finance the customer’s vehicle, VFC cannot charge more than the U.S. Federal Reserve’s prime interest rate for used cars (see www.bankrates.com/auto.aspx) or 10% whichever is lower.  If the customer obtains third party financing, the provider is not restricted to the 10% limit.  VFC must contact the customer within five days of receipt of the referral.  At this time, VFC also discusses vehicle selection from their inventory.

· VFC provides each individual with a pamphlet entitled, “Transportation Assistance Program Customer’s Rights and Responsibilities”.  This pamphlet outlines customers’ rights and responsibilities.

· VFC is responsible for ensuring that the vehicle is ready and road worthy.  VFC is responsible for any vehicle repairs, taxes and tags on the vehicle.

· VFC must submit all invoices and reports to the Contract Monitor by the 15th of the month.

MONTHLY REPORTING REQUIREMENTS: 

By the 15th of the following month,, each TAP Coordinator must fill in the TAP Monthly Report that is located in the PIRAMID\TRANSPORTATION_ASSISTANCE_PROGRAM folder, and save it to the MONTHLY_REPORTS sub-folder.  The report requires information about:

1. Number of individuals referred to TAP;

2. Number of applications approved;

3. Number of vehicles offered to customers; and,

4. Number of vehicles accepted by customers.  

Soon after the deadline for the reports, DHR Central staff will retrieve them from the PIRAMID folders.  The person responsible for the monthly reports at DHR/FIA is the FIA TAP Coordinator, John Murray, who can be reached at jmurray@dhr.state.md.us 

INQUIRIES:

Please direct TCA policy questions to Mary Ellen Scalley 410-767-7953 or mscalley@dhr.state.md.us.  Please refer TAP-related questions to John Murray at 410-767-7940 or jmurray@dhr.state.md.us.  Please refer PIRAMID folder and Automated Referral Form questions to Juan Peaks, PIRAMID Specialist, at 410-767-7563 or jpeaks@dhr.state.md.us.

ACTION DUE:  Immediately
ATTACHMENTS:

Screen shot of Automated TAP Referral Form, TAP Checklist and TAP Denial Form 

Screen shot of TAP Monthly Report
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