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SUBJECT: Request for Assistance (RFA) Telephonic Signature Policy and 
Process 
 
 
CROSS REFERENCE:  None  
 
 
EFFECTIVE DATE:     DECEMBER 17, 2011   
 
 
PURPOSE: 
 
The purpose of this memo is to announce the CWW enhancement supporting the gathering of 
a telephonic signature and the accompanying CNSL cover letter.  
 
 
BACKGROUND: 
 
Historically, Income Maintenance (IM) programs, with the exception of Milwaukee Enrollment 
Services (MilES) and the Enrollment Services Center (ESC) were administered through the 
local county or tribal agency. Each agency contracted with the Department of Health Services 
to provide this service for their residents. 
 
Beginning in January 2012, the IM programs will be administered by individual tribal agencies, 
MilES and 10 consortia made up of groups of local county agencies. Each consortium will have 
a call/change center that will be responsible for updating cases for all agencies within the 
consortium. 
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CARES: 
 
To support the Consortia Call/Change Centers, CWW has been enhanced to allow collection of 
a telephonic signature during the Client Registration process for Income Maintenance program 
requests. Caretaker Supplement (CTS) is excluded from the telephonic signature process.  
 
The customer must agree to provide his/her signature over the telephone. If the customer 
agrees; the worker must provide a written summary of the application information that was 
provided during the RFA creation process.  
  
A new RFA cover letter was created to attach to the RFA PDF. The cover letter is available as a 
CARES standard letter accessed through CNSL in the CARES mainframe (NCRR - RFA TELE 
SIG MILWAUK - For Milwaukee Cases, NCRS - RFA TELE SIG NONMILW - For Balance of 
State). The RFA cover letter contains language that is required by federal regulations. A sample 
of the RFA cover letter for MilES and the balance of state is attached. 
 
After collecting the telephonic signature, the worker must print the PDF RFA and the RFA cover 
letter. Check the box on the cover letter that is appropriate to the RFA that is being mailed and 
send both to the applicant. The RFA cover letter will be saved to CARES notice history. 
 
Child care may be requested in person at the local county office, by telephone, or through 
ACCESS. Child Care does not accept a telephonic signature, a written signature is required to 
establish the RFA filing date. 
 
W-2 must be requested in person. W-2 does not accept a telephonic signature, a written 
signature is required to establish the RFA filing date. (See W-2 Manual 1.4) If a customer 
requests W-2 by telephone, please use the following link to refer them to the appropriate W-2 
agency within their particular county. (http://dcf.wisconsin.gov/w2/directories.htm) 
 
 
PRINT APPLICATION REGISTRATION PAGE 
 
The Print Application Registration page has been enhanced to support the gathering and 
recording of a telephonic signature. The following step by step instructions explain how to 
gather a telephonic signature. These instructions are broken out by the page headers and 
called out in the screen shot that follows. 
 
Print Options 
 

1. To gather and record a telephonic signature, the IM worker must ask the applicant if 
they would agree to provide the signature by phone. If yes, indicate within the “Print 
Options” section of the “Print Application Registration” page in CWW. Once the worker 
selects “yes” the legal language that must be read to the customer will display.  
 

2. Click “View” to open the PDF RFA. You will be prompted to read the RFA information 
while you are recording the signature. You must read the information exactly as it is 
written to meet the legal requirements of gathering a telephonic signature. 

  

http://dcf.wisconsin.gov/w2/directories.htm
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Phone Interaction ID 
 

3. Click to begin recording in Call Center Anywhere (CCA). 
 

 
 
 

4. Copy and paste the CCA interaction ID into the Interaction ID field.  
 

 
 
 

 
 
 

5. To complete the telephonic signature process, you must read the following sections 
(exactly as written) of the Print Application Registration page:  
 
 Signing Your Application 
 Summary of Your RFA 
 Rights and Responsibilities 
 Use of Social Security Number 
 Telephonic Signature 
 Completing the Signature 

 
 
 
 
 
 
 



OM  11-66 Amended Page 4 of 6  
 
 
 
 
 
 
 
 

 
 
 



OM  11-66 Amended Page 5 of 6  
 

 
 
 

6. Click to end recording within CCA.  
 

 
 
 

7. The page is saved when the “Next” button is clicked. 
 
 
ATTACHMENT: 
 
RFA Cover Letter (MilES) 
RFA Cover Letter (Balance of State) 
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CONTACTS: 
 
 
BEPS CARES Information & Problem Resolution Center 
 
 
*Program Categories – FS – FoodShare, MA – Medicaid, BC+  – BadgerCare Plus, SC – Senior Care, CTS – 
Caretaker Supplement, CC – Child Care, W-2 – Wisconsin Works, FSET – FoodShare Employment and Training, 
BC+ Core – BadgerCare Plus Core, CF – Children First, EA – Emergency Assistance, JAL – Job Access Loan, JC - 
Job Center Programs, RAP – Refugee Assistance Program, WIA – Workforce Investment Act, Other EP – Other 
Employment Programs.   
 
DHS/DHCAA/BEPS/JM 
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