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1 Brief Description
The DUA Request for Income correspondence will be sent to each Claimant that applies for Disaster Unemployment Assistance and does not indicate self-employment. This correspondence will inform the Claimant what documentation he/she needs to submit as proof of income and employment and instruct the Claimant on how to submit the documentation.
2 Correspondence Specifications

The table below outlines the correspondence specifications:

	Correspondence Specifications

	Recipient
	Claimant

	Address Type
	Claimant Mailing Address

	Address Hierarchy
	Standard Hierarchy

	Event-based or Batch Generation
	Event

	Batch Frequency and Timing
	N/A

	Event Triggers
	Claimant application for DUA

	Expected Annual Volume
	Unknown at this time

	Protested / Appealed / Neither
	Neither

	Protest or Appeal Period
	N/A

	Outgoing
	Yes

	Incoming
	Yes

	Accompanying Correspondence
	Proof of income/employment.

	Remittance
	No
	N/A

	Display this document online?
	Yes
	Per purge specifications

	Static Attachment(s)
	No
	N/A



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
	<Document ID>
	Standard header information, including barcode and System-generated document id number

	Element 2
	Date Distributed: <Date Distributed>
Filing Date: <Filing Date>
	Date Document was Mailed or Posted Online.
Date Claim was Filed

	Element 3
	<Claimant Name>
<Address>
	Claimant Name

Claimant Mailing Address

	Element 4
	As part of a Disaster Unemployment Assistance (DUA) claim, this Agency requires submission of proof of income within 21 days from the date the claim is filed.
	Static Text

	Element 5
	You selected that you filed your income taxes for the previous year using form <TAX_FILE_FORM>. Submit a copy of the <TAX_FILE_FORM>, or you may send a copy of your W-2 form(s) for the previous tax year.
	Income Tax File Format



	Element 6
	If you are unable to submit proof of income, you must at least submit documentation that proves you were working at the time of the disaster or that you were scheduled to begin work that was prevented by the disaster, such as dated pay stubs or employer statements.
	Static Text 

	Element 7
	If proof of income is not received within 21 days, your weekly benefit amount will be based on the DUA minimum amount of <DUA_MIN>.
	<DUA_MIN> is the minimum WBA for DUA.

	Element 8
	If proof of employment is not received within 21 days, you will be denied benefits, and you will be held overpaid for any benefits that have been issued.
	

	Element 9
	Submit all documentation to the <Department of Economic Opportunity> at <DEO Address/DUA Mailbox> or fax to <DUA Fax #>. Attach this notice with your proof.
	<Department of Economic Opportunity> is a configurable field for the department name.

<DEO Address/DUA Mailbox> is where DUA intake will be received.

<DUA Fax #> is a fax number for receiving DUA correspondence.


4 Scenarios

There are no scenarios for this correspondence.

5 Reminder Specification

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

6 Mail Return Handling Specifications

When this form is returned with proof attached, create a Monetary Workflow, Disaster Unemployment Wage Update task.
7 Example

<Document ID>

Date Distributed: <Date Distributed>

Filing Date: <Filing Date>

<Claimant Name>

<Address>

As part of a Disaster Unemployment Assistance (DUA) claim, this Agency requires submission of proof of income within 21 days from the date the claim is filed.

You selected that you filed your income taxes for the previous year using form <TAX_FILE_FORM>.  Submit a copy of the <TAX_FILE_FORM>, or you may send a copy of your W-2 form(s) for the previous tax year.

If you are unable to submit proof of income, you must at least submit documentation that proves you were working at the time of the disaster or that you were scheduled to begin work that was prevented by the disaster, such as dated pay stubs or employer statements.

If proof of income is not received within 21 days, your weekly benefit amount will be based on the DUA minimum amount of <DUA_MIN>.

If proof of employment is not received within 21 days, you will be denied benefits and you will be held overpaid for any benefits that have been issued.

Submit all documentation to the <Department of Economic Opportunity> at <DEO Address/DUA Mailbox> or fax to <DUA Fax #>.  Attach this notice with your proof. 
8 Other Notes
None
