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1.
Instruct the recipient to provide written verification that he or she has a means of support at the new residence.




2.
Refer the case to a Department of Human Resource service worker, who completes Form W-713, "Request for Voluntary Transfer," and a social summary sheet describing the recipient's situation, and containing the following information:





(
why the recipient wants to relocate;





(
how the recipient plans to support himself or herself at the new residence;





(
whether the recipient has any assets, including furniture, which can be used in paying for out-of-state transportation;





(
whether the recipient plans to settle permanently at the new residence;





(
whether the recipient has received this special benefit in the past from the Department.




3.
When the social summary sheet, W-713, and the recipient's verification of support letter are returned, make copies of the three documents for the case record and send a packet to Central Office Resources Unit, to the attention of the transfer agent.

