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Local Level Formal Appeals Tracking Sheet
Please refer to Chapter 12 of the EAP Policy Manual for all Service Provider required timelines for Local Level Formal Appeals. Document all occurrences of communication and action taken on tracking sheet and maintain detailed notes of appeal in the household file. Service Providers are required to track all local level formal appeals on the table below.

Name of Service Provider:

	HH#
	Name of Primary Applicant
	Date of HH notification letter  
	Appeal Received
Date
	Reason for Appeal
	Comprehensive list of all communication with household,  Service Provider actions and other relevant details  (include dates & staff initials who handled the activity)
	Appeal Response Date

	Example 999999
	Jane Doe
	1/10/15
	1/30/15
	HH believes they are income eligible
	1/10/15  Sent Notification Letter – Denied Over Income (AT)

1/30/15  HH Appeal Letter Received (HB)

2/03/15  HH Called to reiterate concerns from appeal letter (JP)

2/08/15  Reviewed & verified accurate income calculations (JP)

2/10/15  Sent Appeal Response - Uphold original decision (NN)
	2/10/15
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