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General Information Memorandum

ISD-GI 13-14
TO: ISD Employees

FROM: /[/ Ted Roth, Director, Income Support Division
\

RE: 7~ ' Preparation for ASPEN
DATE: February 11, 2013
CC: ISD Employees

ASPEN will soon be here! Many of you ar
preparation for the system. Your Regi

throughout the regions to e t
The ISD client record back #fannj
world.

Several other ASPE i to be implemented before the ASPEN pilot begins.
Listed below are ne a8 and/or procedures that need to be implemented:

013. These notes are extremely important, especially as we remove paper

se offices. They will provide the documentation you need to verify
eligibility and verification information in order to process a case. A narrative guide
has been provided for intake, customer service, pending, processing, semi-annual/
interim reports, and recertification/redeterminations. Remember, case notes are
the only pieces of information that will be converted from CTS to ASPEN, so the
more detail you include the better.

2) Greeter Checklist: With ASPEN comes Electronic Document Imaging, no more
paper files. Besides any application and/or recertification forms we receive, we also
need to scan the appropriate verification documentation. We want to encourage
clients to provide needed information to the greeter, so it can be scanned and
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indexed with other documents so their case can be placed in the appropriate queue
for a worker to see them. Attached is a new greeter’s checklist, which will be
implemented when your office goes live with ASPEN. It provides a guide to the
greeter on the types of documents a client may need to have to apply or reapply for
benefits. This checklist can be laminated and placed in the greeter’s workspace for
quick reference.

3) Telephone and Phone Tree messages: Many offices, individual ISD employees and
phone tree messages include information to the caller to leave their name, social
security number and other pertinent information so their call can be returned.
ASPEN will not be driven by the client’s social security number but by a case or
individual identification number. Please update the language on yaur messages to
state that the client leaves their name, date of birth or case/ing dentification

If you have any questions regarding this GI, please cd
Manager.
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CTS Narrative Guide

INTAKE:

All Intakes must contain the following:

1.

L e

7.
8.

10.
11.
12.
13.

Interview Mode
Programs applied for (COESs)

Barriers
Household Comp (indicate relationship & student status)
Address
Income (see below for income information that needs to be noted & some common types of income)
. Type of previous income
. End of previous income
. New employer information
. Frequency and amount of income
. Indication of future earnings
. Dates of paystubs used
J Reasons why income is not indicative or why it wasn't {&ed

Common Types of Income:
» Earned Income:
% Income for an employer

% Self-Employment
> Unearned Income:

%  Child Support

%  Contributions

< Pensions

®,
*
()
*
X
%  Social Security (SS
5
.
>
®,

% S8SI
% Unemploym
<+ VA
Deductions/Expenses (address\@i aycare if applicable)
Scans reviewed / discrepg#€ies (mandatogllist of scans below)
A
A
A
A
A
A
A
A Work #

A Workforce Solution (DOL)

Indicate status and reason (include what's requested)
Vendor contact information (LIHEAP)

EBT card status

Voter registration if “yes” selected, what was done
Where file was routed

Additional information that needs to be noted if applicable.

Resources
Name of Absent Parent
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3. Work Program Requirement & Status (indicate sanctions that were placed back on case @ application)
4. E&T Status

EXAMPLE:

FTF - 039/032/LIHEAP — c/s no barriers. Household includes Donald, wife Daisy, and 3 sons, Huey, Dewey, and Louie, all
3 sons are full-time elementary school students. Residence & Mailing address is 123 Main Street, Disneyland, CA,
phone 555-5555. Donald was terminated by Mickey Mouse Distributor on 8-20-12, statement provided, and started
working for Goofy Delivery on 8-25-12. Daisy is working for Minnie's Cupcakes, paid bi-weekly, stubs dated 8-1-12 and 8-
15-12 provided. Daycare expense $250 weekly - provider Olive Oil. Mortgage $1,000, taxes $500 per year, insurance
$400 per year, and utilities. Scans consistent with application & client statements — no discrepancies. 039/032/LIHEAP
pending new employment verification from Goofy Delivery. Provided Donald with ISD408 and also need utility bill for
LIHEAP. New client - EBT card to be system generated. File routed to Processing Unit.

FTF - 039/032/LIHEAP — ¢/s no barriers Household includes Donald, wife  Laura Galindo 2 08/28/2012 119 PM

Daisy, and 3 sons, Huey, Dewey, and Louie, all 3 sons are full-time

elementary school students. Residence & Mailing address Is 123 Main

Street, Disneyland, CA, phone 555-5555. Donald was terminated by Mickey

Mouse Distributor on 8-20-12, statement provided, and started working for
Goofy Delivery on 8-25-12. Daisy 1s working for Minnie's Cupcakes, paid bi-

weekKly stubs dated 8-1-12 and 8-15-12 provided Daycare expense $250
weekly - provider Olive Oil. Mortgage $1,000, taxes $500 per year,
insurance $400 per year, and utilities Scans consistent with application &
client statements — no discrepancies. 039/032/LIHEAP pending new
employment verification from Goofy Delivery. Provided Donald with ISD40

8
and also need ulility bill for LIHEAP. New client - EBT card to be system
_generated. File routed to Processing Unit.
CUSTOMER SERVICE:

Reason for visit (specific questions) \
Outcome of visit (specific responses)

1.
2.
3. \Verifications received (details)
4. Voter registration if “yes" selectgl, wh
5. If documents/verifications dgpp Ywhelp were they routed

EXAMPLE 1:

Donald in to drop-off ISR livery and PNM bill. Routed documents to the Processing Unit.

| Donald in to drop off IS 6 Ehui=lvery and PNMbiil. Routed Laura Galindo 2626 08/28/20121:25PM

documents to the ProcesSiqu@®nit.

EXAMPLE 2:

Donald in to inquire on status - dropped off requested documents a couple of days ago and it will be another week before
he gets his first pay from Goofy Delivery. Informed him that we did receive the documents however, the case is still
pending. Client stated he understood.
Donald In to inquire on status - dropped off requested documents a couple Laura Gallndo 2626 ~08/28/2012 1:35 PM
of days ago and It wili be another week before he gets his first pay from

Goofy Delivery. informed him that we did recelve the documents however,
the case is still pending. Client stated he understood.
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EXAMPLE 3:

Client in to drop off check stubs from Si Senor dated 7-1-12 = $425.25 & 7-15-"12 = $421.50. Routed stubs to Processing
Unit.

Client in to drop off check stubs from Si Senor dated 7-1-12 = $425.25 & 7- Laura Galindo 2626 ~09/03/2012 12:57 PM
15-12 = $421.50. Routed stubs to the Processing Unit.

PENDING:

1. Second HUMAD due date (include what's requested)
2. Verifications received and where routed
3. Indicate status and reason

EXAMPLE 1:

Reviewed 1SD408, and PNM bills. No further verifications needed; case ready t . Case routed to

oce
Processing shelf.
Reviewed ISD408, and PNM bliis. No further verifications needed, case Laurdg@a 2626 08/28/2012 1:38 PM
ready to be processed. Case routed to Processing shelf. |
EXAMPLE 2:
\ !

Stubs dated 8-15-12 & 8-30-12 from Wendy's still not re MAD due date 9-2-12. Sent 2™ HUMAND due 9-

19-12.

jved. st H ) Laura Galindo

| Stubs dated 8-15-12 & 8-30-12 from Wendy's still not r 2626 09/03/2012 1:07 PM
| due date 9-2-12. Sent 2nd HUMAD due 9-19-1

PROCESSING:
1. Programs (COEs) pro
2. Indicate status ag 3s0 clu hat's requested)
3. Date, if untimg te w
4. Allotment if af

EXAMPLE:

039/032/035/LIHEAP Processed. Per 1SD408, Donald will be working 30 hr per week @ $7.50 hr = $900 month. Daisy's
checks indicative @ $450 bi-weekly = $900 per month. Approved 039 application month @ $200, ongoing = $500.
Approved 032 for children and also registered and processed 035 family planning for both Donald and Daisy. LIHEAP
approved @ 6 points = $96. File to main file room.

039/032/035/LIHEAP Processed. Per.|SD408, Donald will be working 30 hr Laura Galindo 2626 08/30/2012 4:15 PM
per week @ $7.50 hr = $900 month. Dalsy's checks indicative @ $450 bi-

weekiy = $900 per month. Approved 032 application month @ $200,

ongolng = $500, Approved 032 for children and also registered and

processed 035 family planning forboth Donald and Daisy. LIHEAP

approved @ 6 points = $96. File to main file room. s e T B e e TRl DEO | S GRS e

SEMI-ANNUAL REPORTS / INTERIM REPORTS:
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1. Month of SR (f %

2. Programs Reviewed *NOTE*
3. Significant changes

a. Household comp Does the primary language on ISD2 match

b. Address
c. Income the language of the Interim Report form?
d. Deductions/Expenses
4. Other eligibility criteria/Non-financial \ e ——————— A
5. Scans reviewed / discrepancies
6. Voter registration if “yes” selected or left blank, what was done or if processing from HOME screen
7. Processing status and reason (including what's requested)
EXAMPLE:

August 039 Interim Report — No changes to Household members or address. John @ Wal-Mart — stubs

dated 8-1-12 = $540 and 8-15-12 = $575 provided average = $1,115 monthly. N
completed - no discrepancies. Household continues eligible for $200 monthly. o main file room.

August 039 Interim Report — No changes to Household members or Laura Gali 08/30/2012 4:26 PM
address. John continues to work @ Wal-Mart — stubs dated 8-1-12 = $540
and 8-15-12 = $575 provided average = $1,115 monthly. No indication of

rent change. Scans completed - no discrepancies. Household continues

eligibie for $200 monthly. File routed back to main file room.

RECERTIFICATION / REDETERMINATION

Interview mode: FTF, Pl, None — Elderly/Dj
. Programs renewed

3. Significant changes

a. Household comp

b. Address
¢. Income

N =

*NOTE*

Does the primary language on ISD2 match
the language of the Recertification form?

A

~NoO o h
<
o)
~—
o)
-
o
Q
7
~—
b=
o
=

EXAMPLE:

FTF - August Recert - Processed 039/032. Household consists of Mickey, spouse Minnie, and son Pluto who all reside @
555 Memory Lane, contact #505-555-5555. Mickey reports his business closed down and provided newspaper
notification to verify. Household’s only income is from Minnie's self-employment. Client provided 2011 tax returns which
c/s is indicative and averages out to countable income of $1,200 per month. Mortgage is $600 with taxes and insurance
included and utilities separate. No longer paying day care since Mickey is not working. Scans completed and no
discrepancies. Client left voter registration blank so mailed ISDB710. Household continues eligible @ $300 per month.
032 continues eligible. File routed to main file room.
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FTF - August Recert - Processed 039/032. Household consists of Mickey, Laura Gaiindo 2626
spouse Minnie, and son Pluto who ail reside @ 555 Memory Lane, contact
#505-555-5555. Mickey reports his business closed down and provided
newspaper notification to verify. Househoid's oniy income Is from Minnie's
self-employment. Client provided 2011 tax returns which ¢/s Is indicative
and averages out to countable income of $1,200 per month. Mortgage is
$600 with taxes and insurance Inciuded and utilities separate. No longer
paying day care since Mickey Is not working. Scans completed and no
discrepancies. Client left voter registration biank so mailed ISDB710.
Househoid continues eligible @ $300 per month. 032 continues eligible.
File routed to main file room

08/30/2012 4:38 PM

NOTE: If you are working with a file, all entries must indicate what you did with the file.

ABBREVIATIONS

The “only” permissible abbreviations are the following:

&

* FTF = Face-to-Face
* Pl = Phone Interview
* C/S = Client States
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