Administrative Hearings Process

Clerical Support Staff

The Administrative
Hearings (AH) Unit receives
hearing requests by phone,
email, fax, and by mail.

Clerical support staff enter
requests as received on
Administrative Hearing and
Appeals (AHA) database

Clerical support staff scan and
email requests to the regional
office Points of Contact (POC)

Points of Contact (POC)

PT reviews request for
timeliness, reason for
request/issue, and
regional office for
scheduling purposes.

PT schedules the hearing on AHA, prepares the
case record which includes the notice and the
hearing request

e

PT mails the PT scans and emails

hearir]g noti'ce t’o the hearing notice
the client/client’s to the local office

representative POC

PT gives the case
record to the
Hearing Officer
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Liaison (FHL)
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