PP & D INSTRUCTIONAL MEMO

This instruction remains effective statewide until it is specifically superseded. Please file in your
manual facing the page indicated below.

Facing Page

This Memo supersedes None, or Memos facing this page dated

Table of Contents
P-2100 — P-2129 Date of this Memo 11/30/78 (p. 1)

QUESTION: What is an Instructional Memo?

ANSWER:

A memo to clarify, explain, temporarily initiate or modify procedure. Instructional
memos will be issued on pink paper prepunched on the right hand margin and should
be filed in the Procedures Manual opposite the “facing page” indicated above. They
are issued to all Department staff who gets bulletins and will be included in manuals
issued to new workers so that they too will have the benefit of instructions issued prior
to their arrival. Staff who do not maintain manuals, but want to save the memos will
find it most convenient to file them numerically by “facing page” reference (for
purposes of deleting superseded memos).

Memos, in so far as possible, will be referenced to the page in the manual containing
the procedures being explained or modified. Explanations or temporary modifications
involving several pages will be referenced to the page where that step or modification
of procedure is initiated.

If a memo indicates that it supersedes a former memo, the old memo should be
removed and destroyed. When a page of the manual is updated via the bulletin system
and the update changes or incorporates memos, a separate “Instructional Memo —
Maintenance Instruction” will be issued advising that specific memos be removed and
destroyed. Instructional memos will be identified by “facing page” and “date”. The
(p. ) is provided in the event a memo runs on to more than one sheet of paper; file (p.
2) directly behind (p. 1).

When addressing a question regarding procedure through this system, please reference
your question to the procedures manual page in which you need clarification.

Applicable memos that have been issued by PP&D during the past few months will be
reissued under this system. If you have, or later discover, old memos that should be
incorporated, please submit in question format with the old memo attached and we will
reissue under the new system.
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P-2110 General Application Procedures

A. Requests for Application
B. Receipt of Application DSW 201, 201EF, 201G,
DSW/VDH 010B
C. Joint WIC/Medicaid/Dr. Dynasaur Application Procedures
1. Application made at DSW
2. WIC Eligible Medicaid/Dr. Dynasaur Applicants
3. Application made at VDH (or WIC clinics)
4. Retroactive Medicaid
D. Application Processing for ANFC/Medicaid/Food Stamps
E. Intake Appointment Notices
1. DSW 202C (Intake Appointment Notice)
2. DSW 202D (Intake Appointment Reminder Notice)
F. Lifeline/Link Up Vermont

1. Lifeline Eligibility
2. Application for Lifeline
3. Lifeline Interface with Telephone Companies
4. Lifeline Phone Number Error List
5. Lifeline Changes
6. Link Up Vermont
G. Office of Child Support
H. Weatherization Services
0 Services Include
0 SEQOQ Criteria For Eligibility
0 Application Process
0 Referral Process
I AZT Application
J. HIV/AIDS Health Insurance Assistance Program
K. VScript (prescription assistance)
P-2113 Standard Case File System
A. General Information
B. Order of Material in Case File
0 Section One
0 Section Two
0 Section Three
C. Location of Forms

D. Purging Case Files

P-2115 Beneficiary and Earnings Data Exchange (BENDEX)
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P-2118 DET Wage Match
0 Matches Reported to the Fraud and Claims Division
0 Matches Reported to the District
P-2119 IRS Interface
A. IRS 1099 Tape Match
1. General Information
2. Process
3. Discrepancies
4, Overpayments
B. Security Guidelines
P-2122 Sources of Verification For Eligibility Determination

A. Client Interview
B. Sources if Verification by Eligibility Factor
1 Age and Identity
2 Living with Specified Relative
3 Real Estate
4. Life Insurance
5. Savings, Cash, Investments, etc.
6 Automobile Ownership
7 Disposal of Property
8 Earnings - Including Self-Employment
9. Pensions and Other Benefits
10.  Support Payments and Contributions
11. Other Income
12. Basic Budgetary Allowances (ANFC or GA) or
Expense Deductions (FS or SF)
13.  Other -- School Attendance
14.  Citizenship
15.  Social Security Numbers
16.  Alien Status

C. Health Insurance Data

D. List of Vermont Banks and Credit Unions
P-2126 Fraud Procedures

A. Policy Basis

B. Sequence of Investigation and Referral

C. Calculating the Amount of the Fraud Claim
D Expungement Orders

P-2127 Fair Hearing Procedures
A. Overview
B. District Office Responsibilities
C. Transportation
D. Fair Hearing Requests For Incapacity Decisions
E. Fair Hearing Decisions on Decisions of Disability Determination

Services (DDS)
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P-2127
F. Human Services Board Rules
1. Request for Fair Hearing
2. Setting the Hearing
3. Agency Review
4, Documents
5. Travel Expenses
6. Subpoenas
7. Medical Evidence
8. Motions to Dismiss and Other Preliminary Motions
9. Conduct of the Hearing
10.  Closed Session
11. Right to Counsel
12. Presentation of Evidence
13. Medical Evidence
14. Rules of Evidence
15. Records
16. Failure to Appear
17. Recommendation
18.  Oral Argument
19. Questions Before the Board
20. Decision By the Board
21. Orders
22. Retroactive Benefits
23.  Group Hearings
P-2128 Complaints
A. Rights
B. Department Responsibility
C. Complaint Method
D. Disposition
E. Resolution
P-2131 Money Payment Procedures
A District Check Issuance
B. Voided Checks
C. Lost Checks, Stop Payment and Replacement
D. Returning Checks to State Office
E. State Office Check Issuance
P-2150 Desk Reviews

w >

General Information

All Desk Reviews

1. Type of Transaction
2. Closures

3. Notice Letters
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P-2150

P-2183 Transfer of Cases
0
0
0

COLA Desk Review

Case Processing

Social Security and SSI/AABD Update
Medicare Premiums

QMB/SLMB Closures

Medicaid Long-Term Care (LTC)
VA and RR Income

Essential Person (EP) Desk Review
: Medicaid Pickle Cases
QMB/SLMB Desk Review
ANFC/Medicaid Desk Review

1. ANFC

2. Medicaid

3. Medicaid Long-Term Care (LTC)
Food Stamps Desk Review

1. Standards Changes

2. Room and Board Income Cases

3. Medicaid Long-Term Care (LTC)

N~ LDNE

Definitions
Pending Cases
Active Cases

P-2190 Supervisory Case Review Procedures
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General Office Procedures

Supervisory Review Definitions

Supervisor's Review of Case File

Review of Forms

Number of Reviews Per Worker

Dropped Cases

Deadlines for Completion of Reviews
Waiver of a Month's Sample of Case Reviews
Uniform Application of Administrative
Deficiencies

Completion of the SCR Summary, DSW 245B
Allocation of Dollar Amount of Error
Deadlines
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