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PART 1: ALL ABOUT CASH 

CONTACT INFORMATION 

 Name Title Email 

 Berta Rivera  Director brivera@empirejustice.org 

 Daniel Huntington  Volunteer Program Manager    dhuntington@empirejustice.org 

 Susan Bonkowski  Administrative Assistant sbonkowski@empirejustice.org 

 Maria Torres  Americorps/VISTA mtorres@empirejustice.org 

• Site and Staff Phone Number: 585-242-6485

• Website: www.empirejustice.org/cash

• Volunteer Hub: www.cash.volunteerhub.com

• Online Training Center: www.empirejustice.org/cash/cash-training-center/

mailto:brivera@empirejustice.org
mailto:dhuntington@empirejustice.org
mailto:sbonkowski@empirejustice.org
mailto:mtorres@empirejustice.org
http://www.empirejustice.org/cash
http://www.cash.volunteerhub.com/
http://www.empirejustice.org/cash/cash-training-center/
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CLIENT FLOW CHART 
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PART II: THE CASH ADVISOR 
ROLE OF THE CASH ADVISOR 

Successful CASH advisors have the ability to make people feel welcome and at ease.  They are comfortable with 
people from diverse cultural and socio-economic backgrounds.  The role of the CASH advisor includes the 
following: 

• Giving a warm welcome and establishing trust with CASH clients

• Explaining how CASH protects the client’s confidential information, and getting signature on
consent forms

• Sharing information about community resources

• Encouraging the use of direct deposit and savings (asset building)

FLOW OF CLIENTS FROM START TO FINISH: 

• Clients will pick up a clipboard loaded with intake paperwork as they enter the site, take a number
from the dispenser, and fill out their paperwork in the waiting area.

• When their paperwork is complete, clients can get into line for screening.

• Screeners will check for ID and appropriate forms and complete the Pre-Tax Checklist which shows
the client’s sign in number, certification level, and preparation path.

o Clients who are not ready will be counseled on what is needed by the Screener.  If the client
cannot get what they need at the site, they will leave.

• Clients who complete the screening stage will proceed to the Front Desk.

• Front Desk Managers will direct clients on next steps depending on their preparation path (i.e.
Traditional, Drop Off, etc)

• Clients will be directed to a CASH Advisor, when necessary.

• Clients will be directed to a tax preparer for completion of tax return.

CLIENT INTAKE PAPERWORK: 

• CASH Questionnaire - provides information about resources that may be important to discuss.

• IRS Form 13614-C, Intake/Interview & Quality Review Sheet - designed and mandated by the
IRS. Information is pertinent to the preparation of an accurate return.

• Pre-Tax Checklist - providing information about the client’s eligibility and readiness for tax prep,
showing how the client should be routed at the site.
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PART III:  THE CONVERSATION

SIX STEPS of the CASH Advisor Conversation  

1. Prepare & Introduce Yourself

2. Sign the Consent Forms

3. Enter Client information using laptop

4. Connect the Client to Community Resources

5. Encourage Direct Deposit and Asset Building

6. Wrap up with the Client

The following pages provide a detailed guide to a successful CASH Advisor Conversation.   

STEP ONE: Prepare & Introduce Yourself 

PREPARE: 
• See the Front Desk Manager to get the next client’s envelope that includes their intake paperwork

tucked under the flap. (The client will already have their own envelope containing their tax 
documents.) 

• Before meeting the client, briefly check the paperwork to get a general idea of what the client
needs and how you can help.

INTRODUCE YOURSELF  
• Introduce yourself to the client in the waiting area and invite them to your work station.

o You and the client will both feel more comfortable if you approach your time together as a
conversation, rather than as an interview.

• Ask the client if they have been to CASH before.

o If not, explain your role and what you will discuss, including “Pay Yourself First.”   Tell your
client they will be talking with you before meeting with the tax preparer.

o If so, move to step 2.

• If your client has tax related questions, advise them that the tax preparer will answer them. For
urgent questions, ask the Site Staff. (Unless you are certified as a tax volunteer, DO NOT offer tax
advice).

The “At a Glance Guide” to the CASH Advisor Conversation is a useful tool. 
Look for it in the front pocket of the Accordion File. 

 “Hi, I’m _____. I volunteer as a CASH Advisor. Have you been to CASH before?” 

If “NO”:  “You’ll spend a few minutes with me before seeing the tax preparer. II will also share information about 
resources you may be interested in and encourage you to “Pay Yourself First.” 

If “YES”:  “I’m sure you remember how we do things. You’ll spend a few minutes with me and I’ll share 
information about resources you may be interested in. Also, I’d like to encourage you to “Pay Yourself First.” 
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STEP TWO: Sign the Consent Forms 

If clients ask for an explanation of the consent form, please refer to the information below: 

• CONSENT TO DISCLOSE permits us to combine clients’ data with others, for the purpose of
reporting statistics to our funders for continued financial support. For example, we report on the
average income of our clients, and the average Earned Income Credit received by our clients. We
do not share personal information about individual clients.

• CONSENT TO USE permits us to use clients’ information for purposes other than tax return
preparation. For example, when we assist with getting a bank account or use their contact
information to mail out a postcard with information on CASH location and services for the following
tax season. We do not share personal information about individual clients.

If client does not grant consent, explain the following: 

• We will still prepare their tax return for free

• We will not be able to notify them about our services in the future or share information (reference
any “Yes” responses on their CASH questionnaire)

• Their signature is required on both sides of the consent form indicating they are denying consent

• Next steps for You:

o DO NOT continue the Advisor Conversation

o On the CASH questionnaire, write N/A on the line asking for your initials for data entry.

o Skip to Step 6: Checklist & Goodbye.

STEP THREE: Enter Client Information with laptop 

• Click on the ‘CASH Advisor Client Intake” icon

• Survey will lead you through each entry

• Confirm personal information such as spelling of the client’s name and email address.

o Separate paperwork formerly given clients (Volunteer Interest & Working Conditions Survey)
is no longer necessary.

• When finished, click “Done”

“Next, you’ll need to sign the front and back of this consent form.” 

“I’m going to enter some of your information into our system. I’ll ask you to confirm a few things as I go.” 
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STEP FOUR: Connect the Client to Community Resources  

CASH advisors have two different sets of reference material to share with clients.  

1. The Guide to Community Services brochure contains information about resources available to help 
families with nutrition, utility bills and weatherization, first-time home buying program, money 
management programs, job skills training, employment, tax issues, and purchase of refurbished 
computers.   

2. The CASH Advisor Accordion File is stocked with instructions for the CASH Advisor and hand-outs 
to be shared with the client.  Each hand-outs is related to a specific topic.  The hand-outs include 
detailed information that is not included in the Guide to Community Services.                                                     

Consult the CASH Advisor Conversation Guide to see where to find information for the client.  In the 
Guide to Community Services, show the client where it is and circle it, so it will be easy to find later.  In 
the Accordion File, review the handout with the client, and give it to them.  

 

IMPORTANT TIPS WHEN SPEAKING TO CLIENTS 

• To be an effective CASH Advisor, it is important to keep these two objectives in mind: 

o Listen - learn about the client's needs beyond tax return preparation. Use open-ended 
questions.  A bit of silence is OK. The client may need a few moments to answer you. 

o Share - inform the client about community services that may be helpful. 

• Many clients will have questions in mind.  Address their concerns ASAP.  Once their concerns are 
addressed, they’ll be more receptive to you.   

• If you aren’t sure about what to do, ask for help.  Site Staff and experienced volunteers are there to 
help you! Do NOT send anyone away before checking with your Site Staff. 

 
Step FIVE: Encourage Direct Deposit & Asset Building 

 

CASH Encourages Direct Deposit 

Direct Deposit – Why it is Important?  

• Refund arrives faster by direct deposit  

• Payment is safer.  No paper check, or cash, that might be lost or stolen. 

• It is more convenient.  No trip to the bank or check-cashing store with a check. 

“I notice you showed an interest in _______. There’s a great local resource you might find useful. I 
circled it for you on this brochure.” 

“I notice you are not using direct deposit for your refund today. Direct deposit is faster and safer. If you need to 
get an account to receive your refund, we can help you with that.” 

“What about saving for the future? You should consider saving 10% of your refund, so if your refund is $1000, 
you can save $100. By the way, US Savings Bonds are a great way to save.” 
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• It saves money.  No check-cashing fees for clients without bank accounts.

• Encourages relationship with a bank by offering the option to continue direct deposit of payroll.

Direct Deposit – How to encourage clients to use it 

• Identify those that are NOT using direct deposit – On CASH Questionnaire they checked “I have no
account, but I would like one” or “not using direct deposit”

• Suggest they open an account while at CASH; not only for their tax refund but also their payroll.
Accounts available at CASH include ESL savings and prepaid card accounts.

o Prepaid Card is a standalone account that is not connected to a bank account and allows
clients to spend only what is available in the account.

 It is reloadable, so it can also be used for direct deposit of their paycheck
 No overdraft fees, client can’t withdraw more money than is on the card
 Monthly fee only $3 – much less than check-cashing fees, and safer
 Free use of ESL ATMs

If a client wants to consider a bank account or pre-paid card 

• When you are finished, client should talk to the Banking site staffer.

• If the staffer is available –

o Introduce client to the Banking staffer

o Give client’s CASH envelope to the Banking staffer

• If the staffer is busy –

o Give them a note “wants account” with client’s name and description (“green hat”)

o Return CASH envelope to Front Desk

The information below will help to anticipate your client’s concerns and be prepared to address them. 

Client Concerns CASH Responses 

Monthly fees/Minimum balance requirements Accounts offered by CASH partners are designed to 
be affordable.  

Unable to open account due to CHEX System – 
bank closed account due to negative account 
balance 

ESL prepaid cards don’t require CHEX System review 
and ESL Savings accounts may be available for those 
in the CHEX system.  

Fear of accounts being frozen or money seized; 
typically judgments or child support 
obligations.  

The NY Exempt Income Protection Act prohibits 
creditors and financial institutions from freezing or 
taking funds from certain accounts with a balance of 
$2,100 or less.  

Unfamiliar/uncomfortable with banks. No 
family tradition of banking, or personal 
experience with banks.  

Clients can apply for ESL accounts at the CASH Site 
with assistance from the Banking Staff.  
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WHAT IS “ASSET BUILDING?” 

Assets are possessions that have long term value like bank accounts, purchased home, investments 
and retirement. “Asset Building” is when we help our clients use some of their refund to build assets. 
Our offerings include Bank or Pre-Paid Card Accounts, Purchase of Savings Bonds, and Home Buying.  

WHY DO WE ENCOURAGE ASSET BUILDING AT TAX TIME? 

• Average tax refund is $2,000 but it can be much more! For a typical client, this is the most money
they will have on hand at any time during the year

• Assets help people move beyond living paycheck-to-paycheck

• Assets can break the cycle of poverty, by enabling people to pass wealth and opportunities to
future generations

ASSET BUILDING OPPORTUNITIES 

It’s much easier to save money if it isn’t in your pocket.  Encourage clients to take steps to save now, 
not later. Note whether or not they list dependents.  (Many clients choose to buy Savings Bonds for 
children and grandchildren.) Clients can split their refund between a savings account, checking 
account, and a savings bond. 

The client may not be ready to decide about savings during their conversation with you.  They may 
want to learn the amount of their refund – that’s okay.  Consider your job as laying the foundation, to 
prepare the client for the moment when the tax preparer asks “What do you wish to do with your 
refund?” 

Engage the client in conversation, and encourage them to save part of their tax refund by using the 
following methods: 

• “Pay Yourself First” - We encourage our clients pay themselves first by saving 10% of their tax refund
or the amount they saved by coming to CASH (avg. tax preparation fee: $250). 

• Refund Splitting - IRS helps taxpayers save some of their refund, by allowing direct deposit to
multiple accounts. 

o A portion of the refund can go directly to a savings account, and the rest can go to checking or
o Portion paid by check and the remainder in a bank account
o Use all or a portion of refund to purchase up to three Series I U.S. Savings Bonds for themselves

or as gifts.

“SAVE YOUR REFUND” PROMOTION 
Clients who split their Federal refund to save at least $50 are eligible to win cash prizes in the 
“SaveYourRefund” Promotion. This promotion is offered nationwide by the America Saves 
organization. Clients who split their refund to save are eligible to win a $100 weekly prize. Time 
permitting, CASH tax preparers will enter clients for the prize drawing online.  Otherwise, clients can 
enter themselves online. Afterwards, clients are encouraged to enter the $10,000 Grand Prize drawing 
by submitting a photo at www.SaveYourRefund.com  



9 

SERIES I U.S. SAVINGS BONDS 

Series I Bonds are bought at face value, for as little as $50.  The bond can be redeemed at any time 
after a twelve-month minimum holding period.  If the bond is redeemed before it is 5 years old, 3 
months’ interest will be forfeited. After 5 years, there is no penalty for early redemption.  The bonds 
increase in value monthly and the interest is paid when the bond is redeemed.  I Bonds grow in value 
with inflation-indexed earnings for up to 30 years.  The interest rate is adjusted every May and 
November, to keep pace with inflation. 

U.S. Savings bonds are a great option for those interested in longer term savings. See the benefits 
below:  

• No fees

• Safe and backed by the U.S. government.

• Affordable and can be purchased in $50 increments.

• Savings Bonds grow at rates that keep pace with inflation.  The interest rate for savings bonds is
better than the rate offered for most savings accounts. Current rate is 2.58 %

• Portable; if you move out-of-town, you can take your savings bonds with you.

• Savings Bonds can be replaced if they are lost.

• Can be purchased as gifts. Popular with CASH clients who want savings programs for children.

The Savings Worksheet in the Accordion File will help your client think about who, and how much, 
before seeing the tax preparer. 

STEP SIX:  Wrap up with the Client 
DOUBLE CHECK THE FOLLOWING: 

• Consent Form  - both sides are signed and dated

• Intake Paperwork – complete and readable

• Tell client about 2-1-1 as an everyday resource

• Pre-Tax Checklist circle “completed” for CASH Advising and add your initials
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FINISHING PROCEDURE 

• Give the client their Guide to Community Services brochure and any forms or flyers you provided.  

• Keep the CASH envelope, with the following paperwork tucked under the flap:  

o Pre-Tax Checklist (yellow) 
o CASH Questionnaire (tan)  
o IRS 13614-C Intake Sheet (White) 
o Consent Form (blue) 

• Escort the client to their next location 

o If the client wants to meet with an on-site specialist, such as the Banking Staff, escort them to 
that person for an introduction. If client is going to a site visitor, notify the Front Desk  

o If the client wants to look at their credit report, escort them to the public computer. 

o If none of the above applies, escort the client to the waiting area, to wait for the Tax Preparer. 

• Give the CASH Envelope to the Front Desk – “Ready for Tax Prep” 

• Get your next client’s envelope from the Front Desk  
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IF THE CLIENT IS LEAVING BEFORE TAX PREPARATION 

• Complete the CASH Advisor Conversation 

• Cross out their sign in number on the top of the Pre-Tax Checklist. 

• Check “Front Desk” at bottom of the Checklist and tell the client to go directly to the Front Desk 
when they come back. They will not need to take a number. 

• Ask the client for their IRS envelope and staple the Pre-tax Checklist to outside of it. Make sure it is 
clear how far the client got at the site.  

• Circle “completed” for CASH Advising and add your initials on the Pre Tax Checklist 

• Put all documents (including intake paperwork and consent forms) inside the envelope and return 
it  to the client. Keep nothing.  

• The wait might be shorter – or much longer – when the client returns. No guarantees. 

 
Top of Pre Tax Checklist 

 
 
Bottom of Pre Tax Checklist: 

 
 

KL 

56 
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Part IV: CASH ADVISOR HOW-TO’s 

 
Instructional Videos & PowerPoint showing how to discuss topics such as “Buying Home,” and “Buying 
a Savings Bond” are available on the CASH website. You’ll also find the PowerPoint presentation used 
in your training session.  
  

www.empirejustice.org/cash/cash-training-center  
  
CASH Advisor “How-To” Guides - FRONT POCKET of the Accordion File. 
 
The following “How-To” Guides included within this manual provide the best information best available 
at the time it was printed.  All items are subject to change.  During tax season, the most up to date 
instructions will be available  

• CASH Advisor Conversation Guide – Your “at a glance” version of the material in this manual. 
You can also find it on page 27-28 of this manual.  New CASH Advisors will want to use the 
guide when talking to clients.  

• Guide to Online Documents – Instructions for looking up certain types of documentation 
online. You can also find it in the appendix of this manual.  

 

http://www.empirejustice.org/cash/cash-training-center
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PART V:  STANDARDS OF CONDUCT 
 

The IRS requires each volunteer to follow the “VITA/TCE Volunteer Standards of Conduct” (IRS Pub 
4961) that are included in all training materials. You will be tested on your knowledge of the standard 
and asked to sign and submit IRS Form 13615, “Volunteer Standards of Conduct Agreement.” 

 

All clients must be treated with respect and courtesy.  Their information must be treated with 
complete confidentiality.  

 

All CASH volunteers must pledge to the following standards of conduct: 

1. I will follow the Quality Site Requirements.  

2. I will not accept payment or solicit donations for tax return preparation. 

3. I will not solicit business from clients, nor make personal use of anything I learn about them. 

4. I will not knowingly prepare false returns. 

5. I will not be dishonest, nor engage in any conduct which could have a negative effect on CASH 

6. I will treat all taxpayers in a professional, courteous, and respectful manner. 

 

Volunteers must always protect the privacy of our clients.  For example, do not mention that John 
Jones came into the CASH site for assistance, nor share any information about John Jones that you 
learned from interacting with him at a CASH site.  You may discuss your experiences at CASH, but never 
use clients’ names. 
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APPENDIX: CASH Advisor Materials in the Accordion File 

 
• CASH Advisor Conversation Guide  

• Guide to Online Documents 

• Credit Report How-To 

• Money Management Workshops & Tips 

• Health Care Options (Affordable clinics, etc) 

• Health Coverage (Navigators)  

• Foreclosure Counseling  

• Computers  (Micrecycle) 

• SNAP (Food Stamps) 

• Savings Worksheet 

• Bank Accounts & ESL Card Information 

• Save Your Refund Promotion 



 CASH ADVISOR CONVERSATION GUIDE 
Step 1. Prepare and Introduce yourself.    Unless you are certified as a tax volunteer, DO NOT offer tax advice – ask the Site Staff. 

Step 2. Sign the Consent Forms.  Both sides of the Consent to Use & Disclose form must be completed and signed. 

Step 3. Enter Information on the laptop. Click on “CASH Advisor” icon 

Step 4. Connect the Client to Community Resources -- using the Guide to Community Services and materials in the Accordion File. 

Topic Community Services Guide Accordion File (which pocket) Other 
Buying a Home  Housing:   Buying a Home     

Free Credit Report Credit & Money Management – Free Credit 
Reports  Credit Report Instructions ( B ) 

Credit Counselor may be on 
site; Client can use public 
computer to get Credit Report 

Budgeting / Fixing 
Credit Credit & Money Management – Credit Counseling Credit Repair pamphlet  ( D ) 

Money Management Tips ( C )  

Low Cost Rental Housing:   Low Cost Rental Properties   
Affordable Health    
Options   Health Care Options ( O ) 

Health Insurance  ( N ) 
Insurance Navigator may be on 
site 

Home Repair Housing:   Remodeling Loans & Grants     

Foreclosure / Reverse  Housing: Reverse Mortgages  Foreclosure Counseling ( G )   

Low cost Computers Computers Computers - Micrecycle ( H )   

Training for Job Skills  Job Training Job Skills & GED ( I/J ) 
Rochester Works (K, L)  

High School 
Equivalency Job Training: REOC  Job Skills & GED ( I/J )   

Student Loan 
Repayment Credit & Money Management – Credit Counseling   

Groceries / Food Food & Nutrition SNAP Flyer ( M ) 
SNAP for the Elderly ( N )  

Work- related Problems   Laptop Data Entry 

Bank / Prepaid -- I want    Bank Accounts/Prepaid Cards  
( U/V ) 

 See below “Asset Building.” 
For banking account or prepaid 
card, bring client to Assistant 
Manager 

Win $100 by saving?  
 

Save Your Refund ( W ) 
Place Save Your Refund sticker 
(XYZ) on QR Cover Sheet 

Place Save Your Refund sticker 
on Intake Sheet 

Short Survey - RMAPI   Public Computer afterwards 

Volunteering    Laptop Data Entry 



 CASH ADVISOR CONVERSATION GUIDE 
 

 
Step 5. Encourage Direct Deposit and Asset Building For help, ask Banking staff person at West Ave, or Site Manager at Partner Site 

• Encourage direct deposit. No bank account -- suggest Checking Account or Prepaid Card. Faster and safer than check in the mail.  No check cashing 
fees. 

• Encourage savings via Savings Account or US Savings Bonds. Suggest to client saving 10% of their refund. Average client saves $250 in tax prep fees by 
using CASH 
 

Service/Product Qualities of Service/Products available at CASH Accordion File  Go-To Person 

Checking 
Account 

• Affordable     ●  Not available if in CHEX system 
• Good for day-to-day transactions  ●  Direct deposit of pay checks    
• Federally insured     ●  Safe place to keep money  ● Apply today at CASH   

Bank Accounts /  
Prepaid Cards ( U/V ) 

Super Site – Banking staff 
Partner Site – Site Manager 

Savings Account 
• Affordable  ● May be available to clients in CHEX system 
• Good for immediate or short term savings   ●  Interest rate is less than 1% 
• Federally insured   ●  Safe place to keep money 

Bank Accounts /  
Prepaid Cards ( U/V ) 

 
Super Site -- Banking staff 
Partner Site – Site Manager Save Your Refund (W) 

ESL Prepaid 
Card 
 

• $3 monthly fee  ● Free use of ESL ATMs 
• Good  for day to day transactions   ●  Direct deposit of pay checks    
• Federally insured   ●  Money is safe from creditors  ●  Safe place to keep money 
• ALMOST EVERYBODY is eligible   ● CHEX System does not apply 

Bank Accounts / 
Prepaid Cards (U/V) Super Site -- Banking staff 

Partner Site – Site Manager Save Your Refund (W) 

US Savings 
Bonds 

• Better interest rate than savings account (currently 1.54%)  ● Rate adjusted every 6 months  
• $50 minimum per bond   ● Backed by U.S. government   ● Safe from creditors   
• Buy with some of the refund today ● Receive bond certificate by mail in 5-8 weeks.   
• Purchase at face value - redeem at face value PLUS INTEREST   ● Cannot be cashed in 

during Year One  ● Lose 3 month interest if cashed in before Year Five 

Savings Bond Worksheet 
& FAQs ( T ) 

Tax Preparer 
Save Your Refund (W) 

 

Step 6. Wrap Up 
• Be sure client signed both sides of the Consent Form.  
• Be sure that paperwork is complete and legible 
• Did you initial your data entry on CASH Questionnaire 
• Circle “completed” for CA on Pre-Tax Worksheet and print your initials 
• Remind client about 2-1-1 as a resource  
• Envelopes 

o Client envelope -- contains their documents such as W-2’s, etc. We do not keep their envelope.   
o CASH envelope – tuck under flap: Consent Form, IRS Intake Sheet and CASH Questionnaire. Pre-Tax Checklist on top. Return to Front Desk Manager.  



16 

 

Guide to Online Documents 
The following is a list of documents that are available online for clients to print. We encourage 
clients to print them at the site while they wait for the tax preparer.  
 
Unemployment 1099-G:  Go to www.labor.state.ny.us.  Choose ‘Individuals’, and under 
Unemployment click on ‘Print 1099’.  Client must login using their NY.GOV username and 
password. Choose ‘Unemployment Benefits’ and View/Print your 1099-G.  If client does not 
have an online account, they may set it up if they have an email address. If unable to login, they 
may call the Department of Labor at (518)485-7071 to have a copy mailed. 
 
New York State Income Tax Refunds 1099-G:  Go to www.tax.ny.gov.  Choose ‘Individuals’, 
then under the Online Services section, click on ‘Form 1099-G’. On the next page, click on ‘Get 
Form 1099-G’. Enter the social security number, zip code, last name, and the security code 
listed. Click on ‘Login’, choose the filing year and click ‘Continue’ to print a copy.  If the refund 
was due to a credit, such as EITC, there will be no 1099-G issued and this message will appear 
‘Our records indicate that you have no 1099-G amount to report.’  
 
Property Taxes: Go to the Monroe County website, www.monroecounty.gov.  Choose 
‘View/Pay taxes online’. Click on ‘I Agree’.  Enter the address, click on ‘Search’, then ‘Pay 
Property Taxes’ and choose ‘Payment History’.  Print a copy for the client. 
 
Student Loan Interest 1098-E: If the interest is less than $600, the client can receive the 
information over the phone or online. The most common sites for student loans are 
www.mohela.com/ (for federal direct student loans) and www.acs-education.com (ACS 
Education Services).  If the client is unsure of their loan servicer, they may call 1-800-4-FED-AID 
(1-800-433-3243). 
 
Tuition Statement 1098-T: Students can download these forms from their online student 
account through their college website. For MCC students, go to www.monroecc.edu.  Choose 
‘Current Students’ from the top menu, then ‘Student Records’, and login with the student’s 
User ID and PIN.  Click on the ‘My Account’ tab under Student Accounts, and choose ‘View Tax 
Notification’.  Enter the tax year and click Submit.  Print the 1098T and all billing and 
scholarship details. 
 
Health Insurance Marketplace Statement 1095-A: For those who bought their health coverage 
through the New York State of Health Marketplace (not through work, and not Medicaid).  Go 
to https://nystateofhealth.ny.gov/individual. Client must login using the username and 
password they created when setting up their account on the Marketplace.  
 

 



 
Steps to Getting a Free Credit Report 

Using AnnualCreditReport.com 
 
1. Go to: www.annualcreditreport.com.   

2. Click on “Request your free credit reports” at the bottom of the page.  Go down to 
the bottom of the next page and click on “Request your credit reports.” 

3. Enter the information that is requested in each field and click “NEXT”. 

4. Click on the box next to Trans Union, and then click “NEXT”.  

(Please do not select all three boxes. You may obtain your Equifax and Experian 
credit reports another time at your own discretion.) 

5. Confirm that the information on the screen is correct and click “CONTINUE.”  

6. Verify your identity by answering the security questions, then click “SUBMIT”. 

Note: If you are unable to correctly answer the security questions, you will not be 
able to retrieve your report on line. However, you can have the report mailed to 
your home address within the next 7-10 days by following the directions on the 
screen. There is no charge for having the report sent to you. 

7. Click on "Print Report”. The report will open as an Adobe PDF file. Click on the 
printer icon at the top of the page to print.  You can retrieve your credit report at the 
printer. 

8. When you are done, click “x” in the upper right-hand corner to close the window. 

 

 

 

Notice: Please be advised that neither Empire Justice Center, United Way, CASH nor any of its 
coalition members are furnishing or creating any of the information contained in your credit 
report, nor will they be obtaining or storing any information from your credit report.  

Volunteers and financial services professionals are on hand to answer questions and provide 
assistance, but you are the only one responsible for obtaining, handling, and transporting the 
information in your credit report. Your credit report should always remain in your possession and 
should not be left unattended.  



 Consumer Credit Counseling Service of Rochester  
1000 University Ave. Suite 900 

Rochester, NY 14607 
(585) 546-3440 

www.cccsofrochester.org 
 

2018 Educational Workshops 

Location: 1000 University Avenue, Suite 900, Rochester, NY 14607 

Please call: 585-546-3440 to sign up 

Title Cost Time Dates Offered 

Budgeting and Understanding your Credit Score 

*Please call to register 

Free 6:00pm-
7:00pm 

Tuesday:  
 1/9/2018 
4/10/2018 
7/10/2018 
10/9/2018 

First Home Club-Our educational classes can help 
you learn about credit, budgeting, down payment 
and affordable mortgage options, realty services, 
the closing process, avoiding pitfalls and more. 

*Please call to register 

Also offered online 

https://app.ehomeamerica.org/cccsofrochester 

 

$40 in person 

No fee for City 
of Rochester 
Referrals*Must 
bring referral 
form 

$79.00 for 
online course 
with coupon 
code CCCSHBE 

9:00am-
3:00pm 

Saturday  
1/20/2018 
2/10/2018 
3/10/2018 
4/14/2018 
5/12/2018 
6/23/2018 
7/28/2018 
8/25/2018 
9/22/2018 
10/27/2018 
11/17/2018 
12/8/2018 

Pre-Discharge Educational Bankrupt 
This workshop will review:  benefits and risks of 

declaring bankruptcy, developing sound financial 

habits, setting goals for your financial future, 

rebuilding your credit and understanding and using 

credit wisely 

 

*Please call to register or click to take course 
online 

https://www.cccsofrochester.org/bankruptcy-
counseling-online 

 

$50 10am – 
12pm 

Saturday: 
1/9/2018 
2/3/2018 
3/3/2018 
4/7/2018 
5/5/2018 
6/9/2018 
7/14/2018 
8/11/2018 
9/8/2018 
10/13/2018 
11/3/2018 
12/1/2018 

Post Purchase Education 

This workshop will cover aspects of owning a 
home and how to prepare financially.   

*Please call to register 

 

 

 

No fee for City 
of Rochester 
Referrals*Must 
bring referral  

6:00pm-
8:00pm  

Tuesday 
2/13/2018 
5/8/2018 
8/14/2018 
11/13/2018 

 

https://app.ehomeamerica.org/cccsofrochester
https://www.cccsofrochester.org/bankruptcy-counseling-online
https://www.cccsofrochester.org/bankruptcy-counseling-online


 Consumer Credit Counseling Service of Rochester  
1000 University Ave. Suite 900 

Rochester, NY 14607 
(585) 546-3440 

www.cccsofrochester.org 
 

Exploring Homeownership- Thinking about 
buying a house?  This workshop will assist you in 
designing a plan to help you save, prepare your 
credit rating and learn about resources in your 
community to help you purchase a home. 

*Please call to register 

Free 6:00-7:30pm 
Tuesday 
3/13/2018 
6/12/2018 
9/11/2018 
12/11/2018 

Student Loan Workshop- Attendees are shown 
how to manage on their own. Cost for the 2-hour 
workshop is $25. The following topics will be 
covered with the group.  

 How to access your student loans 

 Repayment options 

 Deferment types 

 Delinquency 

 Consolidation 

 Forgiveness programs 

*Please call or click to register  

https://www.cccsofrochester.org/events/student-
loan-workshop 

 

$25.00 6:00-7:30pm 
Thursday 
1/4/2018 
3/1/2018 
5/3/2018 
7/12/2018 
9/6/2018 
11/1/2018 

 

https://www.cccsofrochester.org/events/student-loan-workshop
https://www.cccsofrochester.org/events/student-loan-workshop


 

 
 

Affordable Health Care 
 

Hotlines & Referral Services Free/Low Cost Clinics 
 

Growing Up Healthy Hotline is an information and referral 
service for state funded health care, nutrition and human 
services. Call 1‐800‐522‐5006. 

 
Regional Primary Care Network (RPCN) has a health care 
information and referral program for people with low 
incomes. Call 328‐7000, www.rpcn.org. 

 
 
 

Specialized Care 
 

Cancer Services Program provides free pelvic exams, 
mammograms, pap tests and colon cancer screening for 
uninsured and underinsured women ages 40 and older and 
men 50 and older. Call Cancer Services Program of Monroe 
County at 224‐3070, or www.getscreened.urmc.edu. 

 
Family Planning Benefits Program is for those who may 
not be able to afford family planning services. It helps 
prevent unintentional pregnancies. Make an appointment 
at Planned Parenthood by calling 1‐866‐600‐6886. 

 
Medicaid Pre‐Natal Care Services (formerly PCAP) offers 
pregnancy care and other health care services to women 
and teens that live in NY State. Call the Growing Up 
Healthy Hotline at 1‐800‐522‐5006 for information. 

 
Mercy Community Services at 142 Webster Avenue 
provides primary health, OB/GYN, chiropractic care, 
podiatry, basic dental care and mental health services to 
the uninsured and underserved. Call 288‐2634. 

 
 
 

Medicare Questions 
 

Call Lifespan’s Health Insurance Information Counseling 
and Assistance Program at 287‐6413. 
www.lifespan‐roch.org 

Anthony L. Jordan Health has a sliding scale program for 
pediatrics, family/adolescent medicine, mental health 
services, dental services, OB/GYN, prenatal care, eye care 
and treatment (at Holland Street location only), foot care, 
HIV prevention and primary care. There is a laboratory and 
pharmacy on‐site, and the billing department will help 
patients with payment options and access to health 
insurance. Services are offered at three locations: 
• Anthony L. Jordan Health Center, 82 Holland Street, 

423‐5800 
• Woodward Health Center, 480 Genesee St, 436‐3040 
• Brown Square Health Center, 322 Lake Ave. 254‐6480 
Call for same day/next day appointments. 

 
Rochester General Health System offers a sliding scale 
program for Family Practice, Primary Care, Pediatrics & 
OB/GYN. There are three locations: Clinton Family Health 
Center on Upper Falls Blvd at N. Clinton, 922‐0235; 
Northeast Health Service on the Rochester General 
Hospital Campus 922‐4931; and Genesee Health Service, 
222 Alexander St., 922‐6797. The Diabetic Resource and 
Allergy / Immunology Centers are located in the Genesee 
Health Service. 

 
St. Joseph’s Neighborhood Center at 417 South Avenue 
offers primary  medical services,  dental services,  and 
mental health counseling at low cost for people who are 
uninsured. Call 325‐5260, ext. 1026 or 1041 for an 
appointment. 

 
Jordan at Threshold at  145  Parsells Avenue provides  a 
sliding fee scale for medical services for persons from age 
12 to 25. There are services for birth control, STI testing, 
HIV testing, Physicals, and Primary Care. Call 454‐7530. 
Walk in or make an appointment. Extended hours on 
Tuesday and Thursday. 

 
Trillium Health is a community health center located in 
downtown Rochester that offers access to affordable 
health care with a strong emphasis on meeting the 
health care needs of the LGBT and communities of color. 
Call 545‐7200; www.trilliumhealth.org 

http://www.rpcn.org/
http://www.getscreened.urmc.edu/
http://www.trilliumhealth.org/


NYS Dept of Health 

Monroe County ‐ Navigator Agency Site Locations 
Additional locations listed online:  

http://info.nystateofhealth.ny.gov/IPANavigatorSiteLocations 
 

Agency: Coordinated Care Services, Inc. 
Phone: (585) 613‐7662 

Agency: Community Service Society of NY 
Phone: (855) 250‐7748 

 Seymour Public Library 
161 East Ave, Brockport, 14420 
English 

 
• Winton Branch Library 

611 Winton Rd, North, 14609 
English 

 
 Irondequoit Public Library 

1290 Titus Ave, Rm 212, 14617 
English 

 
 Center for Community Health 

46 Prince Street, 14607 
English & Spanish 

 
• Brighton Memorial Library 

2300 Elmwood, 14618 
English 

 

 Coordinated Care Services 
1099 Jay St Bldg. J, 14611 
English & Spanish 

 

 Rochester Regional Health System/ Parkway 
Family Medicine 
500 Island Cottage Road, Greece  14613 
English 

 
 Jewish Community Center  

1200 Edgewood Ave, 14618  
English 

 Wilson Health Center 
800 Carter Street, 14621 
English & Spanish 

 
• Chili Public Library  

3333 Chili Ave, 14624 
English 

 
• Ogden Farmers’ Library 

269 Ogden Center Rd 
Spencerport,   14559 
English 
 

 

 Legal Assistance of Western New York (LAWNY) 
1 West Main Street Suite 400, 14614 
English & Spanish 

 

 Legal Assistance of Western New York (LAWNY) 
Irondequoit Library  
1290 Titus Ave, 14617 
English 
 

• Legal Assistance of Western New York (LAWNY) 
Fairport Public Library 
1 Fairport Village Landing, 14450 
English 

 
• Legal Assistance of Western New York (LAWNY) 

Pittsford Community Library 
24 State St, 14534 
English & Spanish 

 
• Legal Assistance of Western New York (LAWNY) 

Webster Public Library 
Webster Plaza, 980 Ridge Rd, 14580 
English 

 
• Legal Assistance of Western New York (LAWNY) 

Central Library 
115 South Ave, 14604 
English 
 

• Legal Assistance of Western New York (LAWNY) 
Phyllis Wheatley Community Library 
33 Dr. Samuel McCree Way, 14608 
English 
 

• Legal Assistance of Western New York (LAWNY) 
Lincoln Branch Library 
851 Joseph Ave., 14621 
English & Spanish 

 
 

 

Updated Nov 2017 

http://info.nystateofhealth.ny.gov/IPANavigatorSiteLocations


 

 
www.empirejustice.org    (585) 454‐4060 

 

Workshops made possible by funding through the NYS Attorney General’s Office 
 

 

Are you behind on your mortgage? 
Is the bank threatening to take your house? 

Unsure of what to do next? 
 

Learn how to help yourself 
 

Come to a FREE workshop 

Led by lawyers from Empire Justice Center  
 a local non‐profit law firm 

 

 

 
Participants will receive the FREE guidebook 
 “How to Represent Yourself in Foreclosure” 

Place  Time 2018 Dates 

Housing Council, 75 College Ave  6:00 ‐ 7:00 pm 
Feb 1, Apr 5, June 7,  
Aug 9, Oct 4, Dec 6 



Micrecycle Computer Form 
 

Action for a Better Community  
 
49 Stone Street, Rochester, NY 14604 

 
Date ________________ Name/Org. _______________________________________________________  
Address ______________________________________________________________________________  
City _________________________________________________ State __________ Zip ______________  
Phone ________________________________ E-Mail _________________________________________ 

 
All systems include keyboard, mouse, network card, sound card, PDF Reader and Anti-virus  

OPTIONS (Check One) 


 A  Qty_____ 


 B  Qty_____ Order Notes 
 

Office use only  

    

Processor1 Single Core CPU Dual Core CPU  
 

Memory (RAM) 2 1.5 GB 2 GB  
 

Hard Drive 3 30-40 GB 60-80 GB  
 

Operating System Windows 10 Pro Windows 10 Pro  
 

     

Application suite Open Office 
Microsoft  2010 

Office-Home  
 

     

Optical Drive DVD-ROM DVD-ROM/ CD  
 

W2riter Combo  
 

   
 

Computer Refurbishing Fee $40 $100  
 

     

   Tower only $43.20              $108.00  
 

  Monitor (Select 1) 

� CRT  $5.00               

(included in 

package) 

� LCD  $40.00                        

(included in 

package)  
 

TOTAL DUE with a 8% sales tax $48.60 $151.20  
 

(Money Order or Cash Only)    
 

 
Refund Policy: All sales are refurbish and “sold as is” with no money-back guarantee. All sales are 
final. Micrecycle will use reasonable efforts to repair systems within 30 days of purchase or replace 

systems with a comparable unit at its discretion.  
We accept only cash or money orders made payable to ABC / Micrecycle. 

 
1 Processor determines how quickly the computer performs operations such as opening and closing programs. 
Dual core processor is actually 2 processors on one chip; a dual-core system has twice the processing power 
of a single-processor machine. 

 
 

2 RAM is the computer’s memory. More RAM makes an obvious difference in overall speed, allows you to run 
more programs at once, and makes your system less likely to get bogged down. 

 
 

3 Hard drive size is measured in gigabytes (GB). The hard drive stores programs, documents, and other files. Text 
documents don’t take up much space on a hard drive. For pictures or songs, you need a larger hard drive. 

 

 
___________________________________________ ________________________  

Received by Date



This flyer is produced by CASH/Este folleto es producido por CASH 

SNAP Income Guidelines Increased! 
You May Now Be Eligible for SNAP 

 
Nutrition Outreach & Education Program - Legal Assistance of Western New York, Inc. 
Serving Monroe County: 
• Offers free and confidential prescreening and/or application assistance in Monroe County 
• Helps with the application process. 
• Helps you gather, copy, and submit the supporting paperwork needed to apply for SNAP.  
• Informs you of your rights as a SNAP applicant, and advocate on your behalf to ensure your rights 

are being met according to SNAP regulations. 
• Contact: 

o Sue Segelman, (585) 295-5624 , ssegelman@lawny.org  
o Pamela Johnson, (585) 295-5626, pjohnson@lawny.org 

  

SNAP Income Guidelines  
 

Household  
Size 

Maximum Gross Monthly Income* 

Persons younger than 60 
and/or NOT disabled  

(Non-working Households) 

Persons younger than 
60 and/or NOT disabled  
 (Working Households) 

Households w/ at least 
one person 60 and/or 

DISABLED 

1 $1,307 $1,508 $2,010 

2 $1,760 $2,030 $2,707 

3 $2,213 $2,553 $3,403 

4 $2,665 $3,075 $4,100 

5 $3,118 $3,598 $4,797 

6 $3,571 $4,120 $5,493 

7 $4,024 $4,643 $6,190 

8 $4,477 $5,165 $6,887 

Each additional 
person $453+ $523+ $697 + 

*Effective October 1, 2017 

mailto:ssegelman@lawny.org
mailto:pjohnson@lawny.org


This flyer is produced by CASH/Este folleto es producido por CASH 

Aumento Pautas de Ingreso SNAP! 
Usted ahora puede ser eligible para SNAP 

 
 

El Programa de Nutrición Outreach y Educación- Asistencia Legal del Oeste de NY, Inc. 
Sirviendo el Condado de Monroe: 
• Ofrece preselección o asistencia gratis y confidencial en el Condado de Monroe. 
• Ayudan en el proceso de aplicación. 
• Ayudan recopilar, copiar y enviar la documentación necesaria para aplicar a SNAP. 
• Informale de sus derechos como un solicitante de SNAP y abogar en su favor para garantizar que 

sus derechos se cumplan según las reglas de SNAP. 
• Contacte: 

o Sue Segelman, (585) 295-5624 , ssegelman@lawny.org  
o Pamela Johnson, (585) 295-5626, pjohnson@lawny.org 

 

SNAP Niveles de Ingresos  
 

Número de 
personas en el Hogar 

Ingreso Mensual Máximo* 

Personas menores de 60 
años y/o NO 

discapacitados 
(Hogares sin trabajo) 

Personas menores de 
60 años y/o NO 
discapacitados 

(Hogares con trabajo) 

Hogares con al menos 1 
persona mayor de 60 
años y/o incapacitado 

 

1 $1,307 $1,508 $2,010 

2 $1,760 $2,030 $2,707 

3 $2,213 $2,553 $3,403 

4 $2,665 $3,075 $4,100 

5 $3,118 $3,598 $4,797 

6 $3,571 $4,120 $5,493 

7 $4,024 $4,643 $6,190 

8 $4,477 $5,165 $6,887 

Cada miembro Añadido $453+ $523+ $697 + 

* Efectivo el 1 de octubre de 2017 

mailto:ssegelman@lawny.org
mailto:pjohnson@lawny.org
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