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                         PAGE 3016

REVISED   01-01-2011
                                                                      CASE RECORD

                                                      FILING ORDER—ABD APPLICATION

Form Number                                           Description                                                                               Classified

(Left Side—order is listed from top to bottom)
                                                               Case Narrative                                                                       *** Permanent

                                                               Notice of Action/Adverse Action if corrections made    ***Permanent

      



     Copy of Medicare and SS Card                                            ***Permanent

                                                               Copy of Picture ID (client and/or rep) if required            ***Permanent 

    



     Copy Certified Birth certificate if required                        ***Permanent

                                                               Citizenship Verification                                                         ***Permanent                                                                  

     Decision Detail Screens      

                               ***Permanent

     Institutional Screen                                                               ***Permanent 

SVES/SDX                                             Verification of Social Security Benefits                               ***Permanent

                                                              Other Income Verification                                                    ***Permanent
                                                              Living Arrangement Supplement*                                             Permanent     

DOM-302                                             Designated Representative Statement                                     Permanent

                                                              Power of Attorney/Conservatorship                                         Permanent

DOM-300                                             Application                                                                              ***Permanent  

    Registration screens                                                                     Temporary

 (Right Side---order is listed from top to bottom)                                                    

DOM-317                                             Exchange Between Nursing Home & RO                                  Permanent

DOM-260-PAS                                     Physician Certification                                                                 Permanent





     Special Development Form



        Temporary


DOM-321                                             Countable Resource Form                                                          Temporary

    



     Resource Verification/Documentation *                                 Permanent






Retirement Funds/Trust funds

 




Safe Deposit Box contents statement






Patient Account Verification

 Last 3 months Bank Accounts                                                                                                                                                                                                                                              






Stocks or Bonds






Promissory Notes






Home Property Tax receipts/Deeds






Other real property






 Automobiles






Household Goods/Personal Effects






Life Insurance if totals over $10,000   






Burial Space/Funds if over $6,000

DOM-323 & 325                                Disability Forms supporting disability *                                     Permanent

DOM-319                                            Exchange between SSA & RO *                                                   Permanent

DOM-318                                            Exchange between VA/DHS & RO *                                           Permanent                                                             

DOM-309                                            Second Request for Information if needed                              Permanent

DOM-307                                            Request for Information                                                              Permanent

  *if applicable        



      ***Always remains on the left side of case file

ADMINISTRATIVE PROCEDURES                                                                                                           SECTION C

ENROLLMENT
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REVISED 01-01-2011
                                                                      CASE RECORD

                                                      FILING ORDER—ABD REDETERMINATION

Form Number                                           Description                                                                             Classified

(Left Side—order is listed from top to bottom 

                                                                    Case Narrative  




      Permanent

(Right Side---order is listed from top to bottom)

DOM-317                                            Exchange between Nursing Home & RO                                 Permanent

DOM-305/306                                   Notice of Action/Adverse Action if changes made                Permanent





   Decision Detail Screens      



      Permanent

                                                             Institutional Screen




      Permanent

SVES/SDX                                            Verification of Social Security Benefits                                    Permanent

                                                             Other Income Verification                                                          Permanent    

DOM—260-PAS                                 Physician Certification                                                                Permanent




                  Special Development Form



      Temporary

DOM-321                                            Countable Resource Form                                                         Temporary

 



   Resource Verification/Documentation **                               Permanent

 




  Retirement Funds/Trust funds






  Safe Deposit Box contents statement






  Patient Account Verification






  Last 3 months Bank Accounts






  Stocks or Bonds


 



  Promissory Notes






  Home Property Tax receipts/Deeds






  Other real property






  Automobiles

              




  Household Goods/Personal Effects

                                                                           Life Insurance if totals over $10,000   

                                                                           Burial Space/Funds if over $6,000

DOM-323 & 325                                Disability Forms supporting disability *                                 Permanent

                                                             Conservatorship/Guardian documents **                            Permanent 

                                                             Health Insurance Policy **                                                       Permanent                                                             

DOM-309                                            Second Request for Information if needed                          Permanent

DOM-307                                            Request for Information                                                          Permanent  

                                                             Living Arrangement Supplement**/update*                       Permanent  

DOM-302                                            Designated Representative Form/POA **                            Permanent                                                          

DOM-300                                            Redetermination-Application Form                     
    Permanent

     *if applicable                                   

  **pulled up from previous year’s redetermination or application

FCC FILING ORDER

The left side of the FCC case record will be for permanent material and all material associated with an application or reapplication (except the 307 which is always filed on the right.) 

The right side will be for redeterminations and specials along with all associated material (except permanent material is always filed at the top of the left side).

Left Side:  top to bottom

* Case narrative

* SVES verifying SSN and citizenship/identity and/or child’s age

* Other verification of enumeration, birth/citizenship and ID

· Health Insurance Verification

· DOM 315

    Notice (only if the notice generated was incorrect and corrections were made to it)

    Medical Assistance (85) Supplement

    Living Arrangement Supplement 

Main Page printed before and after processing (will show all household members,        their eligibility and COE) 

    Budgets (Decision Detail Screens)

    Income Verifications, including all METSS screen prints

    Miscellaneous 

    DOM 302

    Application Form (used for application and reapplications) 

    Proof of Registration in Medsx

*    These are verifications which are permanent and ALWAYS remain at the top on the left side. 

· This may be current health insurance information and later, proof of termination.  The 315 may be the initial referral or a later one if there is a change, such as choice of provider or child added.


Right Side:  top to bottom

Notice (only if the notice generated was incorrect and corrections were made to it)

Medical Assistance (85) Supplement

Living Arrangement Supplement (pulled up from prior action with update, if needed) 

Search screen by case number

Main Page printed before and after processing (will show all household members, their eligibility and COE) 

Budgets (Decision Detail Screens)

Income Verifications, including METSS screen prints

Miscellaneous (note from client, returned mail, etc.)

Request to Close Prior to End of 12 Months

DOM 302

Application Form (when used for redeterminations and adding household members)

DOM 307  

