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OVERVIEW

Document Mail-Outs
• Barcoded Applications

• Benefit and Denial Letters 

Application Record Filing
• Application ID

CORE Change Request to CSD
• First Name, Last Name or SSN

Utility Pledge/Commitment Report 
• CARE Applications

• Commitments 



Barcoded Applications

ServTraq(c) Barcoded Applications are a replica of CSD 43 Form, they are used for the purpose of 

tracking the receipt of an application and streamline compliance with the CSD 15 Day Notification 

requirement.



Notification Letter Example



Envelopes From Contacts

ServTraq can generate a coded mail-out envelope with the customer’s information and the 

Notification Letter Code (NL) for the purpose of including your agency’s Notification Letter template.



Mailing Labels From Contacts

Mailing labels are also available instead of Mail-Out Envelopes. 



CSD Data Change Requests

ServTraq offers a CSD Data Change Request form that automates the process of requesting a 

Name/SSN change in CORE while preserving an electronic record in the database. This form is 

an acceptable equivalent to CSD’s.



CSD Data Change Request includes:

 Agency Name 

 Agency Phone Number and Fax Number

 Customer’s  SSN

 Information to be Updated

 Change Request Explanation

 Requester Name



HEAP Benefit Letters

ServTraq(c) HEAP Benefit Letter are standardized notification letters when a Payment Assistance 

Application is eligible and transferred to CORE.



Benefit Letter include:

 Agency Name and Address

 Customers Name and Mailing Address

 Date the Letter is printed

 Payment amount 

 Utility Company Benefitted

 Approximate time the payment takes to 

process and credit the account.

 Available in English or Spanish



HEAP Denial Letters

ServTraq(c) HEAP Benefit Letter are standardized notification letter for customer who are determine 

denied for LIHEAP Payment Assistance.  



Denial Letter include the following information:

 Agency Name and Address

 Customers Name and Mailing Address

 Notice Date 

 Denial Reason 

 Appeal Disclosure Statement



File Labels

ServTraq(c) File Labels provides agencies the ability to file Payment Assistance Applications by 

Application ID Number.



Label Information:

• Application ID# / ACC# (Agency control Code)

• Program, Program Year and Status (Eligible/Denied)

• Customers Name and Mailing Address

• Applicant Phone Number

• Certification Date



APPLICATION RECORD
FILING EXAMPLE:



Commitments to Send to Utility  
ServTraq(c) Commitments to Sent to Utility Report allows users to send Commitment/Pledge 

request to a utility company in batch.



Commitment Report includes the following:

 Name of the Utility Company 

 Agency Name, Address, Office & Fax Number

 Applicant Pledge/Commitment Report:

• Utility Account Number 

• Account Name 

• Program and Benefit Amount

• Customer Phone Number

• Employee Name

• Notes



CARE Applications to Send to Utility 

ServTraq(c) CARE Application to Send to Utility Report provides a summary of CARE Applications 

received by your agency.



• Customer Name

• Account Number

• Language Preference 

• Total  # of Adults in HH

• Total # of Children in HH

• Household Yearly Gross Income

• Date Application was Signed

CARE Report include the following information:



Payment Assistance Reports



Expenditure Progress by County

The Payment Assistance Expenditure Progress by County provides a real-time expenditure snapshot 

by county and program. 



Expenditure Progress Summary – Print 

Version

The Payment Assistance Expenditure Progress Summary report provides a snapshot by program year.  



Customer Service Profile 

Customer Service Profile – Payment Assistance report  provides average Payment Assistance 

statistics within the past 5 years. 



CSBG 295 Reports

The CSBG 295 report provides data collected under Payment Assistance records and 

Weatherization eligibility records. 



ServTraq Support

 Visit our Solutions page

 Email us at: Support@ServTraq.com
 Contact us: (831) 761-1747

mailto:Support@ServTraq.com

