LOCAL DEPARTMENT OF SOCIAL SERVICES’ FUNCTIONS AND FORMS
WHICH ARE NOT AUTOMATED BY VDSS SYSTEMS
1.   Auxiliary Grants

2.   General Relief

3.   Service Referrals (Lion’s Club, food pantry, Good Samaritan, etc.)

4.   Financial Management, including Purchase of Services

5.   Fraud Case Management

6.   Homeless Case Management

7.   Report Writing Tool (to state systems)

8.   Front Desk Traffic Tracking (name, date and time in and out, purpose of visit, 
documents dropped off and/or picked up, programs applied for, worker seen, client 
search, etc.)

9.   Shared Calendar (leave tracking, in/out of office status, etc.)

10.  Human Resource Information

11.  Eligibility Determination for ABD Medicaid and All Other Medicaid Categories

12.  Services Intake Applications for Adult Services (personal home care, nursing home 
screenings (UAI), Companion Services), Prevention Services and Intake/Emergency 
Needs Services
13.  Pending Applications and Denials for State and Local Hospitalization Cases

14.  Pre-Approvals for Fuel Cases

15.  Renewal Notices for TANF and Medicaid in ADAPT

16.  Letters for Supplements for TANF and Food Stamps in ADAPT

17.  Evaluations from ADAPT

18.  Tracking and eligibility determination for locality real estate tax relief
19. VIEW Employment Verification

20. All VIEW Correspondence letters

21. VIEW Budget 

22. VIEW goals

23. Employment Checklist

24. VIEW Appointment letters

25. Adult Services follow up letter

26. POA, locality, and I & R referral letters

27. New Companion and Companion waiting list letters

28. Companion approval letter

29. CP reference questionnaire and letter

30. Request for TB statement

31. Reminder and overdue letters for Guardian reports

32. Day Care Intake

33. DC Assessment

34. DC service plan

35. DC certificate of training

36. Unmet provider training requirements letter

37. Daycare vendor copies letter

38. “DC cannot be used for anything other than approved activities” statement
