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Paper Flow Process for Applications and Redeterminations

Administrative Assistants are the first points of contact for applicants/recipients coming to or calling the regional office. They provide general assistance, accept applications and other information that is dropped off, and open incoming mail. Case information is stamped with the date received and routed to the assigned Specialist for handling. 
Applicants coming to one of the 30 Medicaid regional offices in the state can be interviewed by a Medicaid Specialist on the same day the application is filed. If the applicant requests an appointment, the application is registered and an appointment notice is given to the individual.  When an application is received by mail, it is registered, and an appointment notice is mailed to the individual if an interview is required.  

Applications and redeterminations may also be completed at one of 100 out-stationed sites in the state.  These sites are published on the MDOM website, and the information is provided by the regional offices. Individuals coming to an out-stationed site see a Medicaid Specialist who is responsible for interviewing, maintaining the application, or reviewing and bringing the application back to the regional office for processing.  All verifications are copied at the out-station facility, and the originals are returned to the applicant or recipient.

In the Families, Children and CHIP (FCC) programs, verification of the family’s income for a full month must be provided.  The agency obtains electronic validation of each applicant’s social security number (SSN). For U.S. citizens, the agency verifies citizenship electronically using the SSN.  Income and other required verifications are copied for the record. 
In the Aged, Blind and Disabled (ABD) programs, applicants are asked to verify the earned income and resources indicated on the application. The agency obtains electronic verification of unearned income. Many ABD applicants are exempt from citizenship verification requirements. However, if they are not exempt, citizenship is verified electronically using the SSN.  Earned income, resources, and other required verifications are copied for the record.       

When the Medicaid Specialist determines, through a review of the application or discussion with the applicant, that additional information is needed, a written request is given to the applicant at the interview. For ABD cases not subject to an interview, information requests are mailed to the applicant. Information is to be provided within 10 days.   
The initial decision to approve or deny an application is made by a Medicaid Specialist who has assessed the case information.  All applications are subject to supervisory review. When the supervisor has resolved any outstanding eligibility issues, an approval or denial is authorized, and the case is returned to the Medicaid Specialist. Approval and denial notices are generated overnight. Denied cases are maintained in the inactive files.  Approvals are maintained in the active files, and are available when case maintenance is required or the annual review is due.    
Annual reviews are generally completed in the month prior to the last month of the current eligibility period. A Redetermination Coming Due Report lists the cases which are due. If an interview is required, the Medicaid Specialist mails an appointment notice at least two weeks before the appointment date, which also gives the general information which will be needed to process the review. Income verification is the primary verification needed in FCC. Earned income and liquid resources must be verified by ABD clients. If a recipient reports other changes during the interview, a written request is issued for any information needed. The eligibility determination process for reviews is the same as that for applications.  
The physical case record consists of signed application/review forms, various agency forms, letters and notices, permanent verifications (birth certificates, court orders, SSN validation, Medicare or Social Security cards, etc.), and non-permanent verifications (income, resource and expense verifications). 
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