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Desk Reference Definitions

1. 10-day noticing - The allotted time required to give notice to a client before tiae a loss
of benefits

2. Application Denial Due Date (AVC) i The date generated f@BMS to trigger EDBC to
run on a case not previously authorized and deny a case for missing verificetisrdate is
not printed on th&edical Verificationsnoticeandis set to 15 business days from the notice
date. The date is located on theaiting Verifications window found by clicking on the
Medical Verifications button located within th€ase Wrap Upwindow. This can also be
accessed through theerification Checklist window.
NOTE: Exception forLow Income SubsidyLIS) which provides 20 calendar days

3. Awaiting Verifications from Client field (AVC) i Used to penat a high level and does not
identify each specific verification that is missing for the case.Médical Verifications
buttonpends the entire case including everyone in the houseftwdield is located on the
Awaiting Verifications window found by ticking on theMedical Verifications button
located within theCaseWrap Up window. This can also be accessed through the
Verification Checklist window.

4. Colorado Benefits Management SystemOBMS) 1 The computer system that determines
an applicantds el i gi bgtdteotGolorddo.r publ i c assi st

5. Deficit Reduction Act (DRA) T Federal lawrequiring proof of citizenship and identity for
U.S. citizens

6. DRA Verification Due Date (For AM and LTC only) i This date is set to 70 calendar days
from the notice date for AM and LTC clients when missing DRA (citizenship and/or identity)
verifications.This dates set and printed on théerification Checklist

7. DRA Verification Denial Due Date (For AM and LTC only) i The date generated behind
the scenefor CBMS to trigger EDBC to run on a case not previously authorized and deny a
case for missing verification$his date is not printed on tMerification Checklistand is set
70 calendar days plus 1 business day.

8. EDBC 1 Eligibility Determination Benefit Calculation

9. FPL i Federal Poverty Level

10.Good Faithi The extension of a reasonable opportunity period when a client or applicant is
making a good faith effort tobtain the required documentation.

11.HLPG i High Level Program Group

12.11 T Interactive Interview
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13.INOA i Informational Notice of Actiorused to provide additional guidance to eligibility
wor ker s. Primar-upy wiewed &BMS. fipop

14.Maximum Denial Due Date- If there are multiple denial due dates, MaximumDenial
DueDate is defined as the date furthest in the future. The maximum may be calculated by all
denial due dates including tAgplication Denial Due DatfAVC), Verification Denial Due
Date (Il verifications),DRA Verification Denial Due DateandStandard Verification Denial
Due Date

For exampl e 03/30/dlaandCs/01dla, 0403/11s04/06/11 are all due dEttes.
maximumdenialdue dates 04/06/11

15.Medical Programsi Includes Family Medicaid (FM), Adult Medicaid (AM), Long Term
Care (LTC), Medicare Savings Program (MSP), and Child Health Plan Plus (CHP+).
NOTE: Low Income Subsidy (LIS) is not a medical program but is also affected by the
implementation change

16.Noticei A letter sent to clients requesting additional information for their eligibility or
provides a notice of action.

17.Notice Datei The date usetb generate the verification due dates according to when the
notice is sent to the client. This datea$ ® theEDBC run dateplus 1 calendaiday for
mailing.

Forexamplet oday 6s dat e i sruBidd@ OThelndticedaigisetBED B C i s
3/31/11.

18. Redetermination/Recertification/Reassessment (RRR)A review of the case and
necessary verification to determine whether the Medical Assistance Program client continues
to be eligiblefor benefits

19.RRR Due Datei The dateonwhich the RRR is due. This date is set to the last day of the
monthin whichtheRRR is due and is also known as Redetermination Due Date. The date is
located on th&/iew RRR Detail Listing window.

20. Special Actioni Processvithin CBMS of automatically adding a missing HLPG (either FM
or CHP+) to an existing FM or CHP+ case

21. Standard Verification (For AM and LTC only) i All required verifications to determine
eligibility for AM and LTC with the exception of DRA.

22.Standard Verification Due Date (For AM and LTC only) T The due date set for AM and
LTC clients when missing verifications (with the exception of DRA verifications) to
determine if they are potentially eligible. This date is set to 10 business days from the notice
date and is printed on théerification Cheglist as theverifications due dateThe date is
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located on th&/erification Checklist window and is listed aBDue Datewithin the
Verification Checklist Summary.

23. Standard Verification Denial Due Date (For AM and LTC only) i The date geerated
behind thescenego triggeran EDBCrun on a case not previously authorized and deny a
case for missing verification$his date is not printed on tMerification Checklisand is set
to 15 business days.

24 Verification Due Date (AVC) i This date is set to 1@usiness days from the notice date and
is printed on theMedical Verificationsnoticeasthe date verifications are due e
Medical Verificationsnoticeis generated once ti#evaiting Verifications from Client field
i s ¢ hanapelte dateis IGatéd on théwaiting Verifications window found by
clicking the Medical Verifications button located within th€aseWrap Up window. This
can also be accessed through\eeification Checklist window.
NOTE: Exceptionfor LIS which providesl5 calendardays

25. Verification Due Date (Il Verifications) 1 This date is set to 10 business days from the
notice date and is printed on tferification Checklistas he date verifications are duthe
date is located on théerification Checklist window and is listel asDue Datewithin the
Verification Checklist window.

NOTE: Exception for LIS which provides 15 calendar days

26. Verification Denial Due Date (Il Verifications) - The date generated behind the scenes for
CBMS to triggeran EDBCrun on a case ng@ireviously authorized and deny a case for
missing verificationsThis date is not printed on therification Checklistand is set to 15
business daysom the notice date.

NOTE: Exception for LIS which provides 20 calendar days
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Section 1: Verification C hecklist

Generating the Verification Checklist for Required Verifications

CBMS identifeswhich verification typesources are acceptalaheorder to determine eligibility
for clients. Any equired ‘erifications thatdo not have an acceptable verification type and/or

sourceenteredaretriggered to bedded to th&/erification Checklist

Theexample belowdemonstratekow to generate theéerification Checklist In thisexample
U.S. citizenshipand pregnancy verificatis were not provided

Step 1: Navigate to tHendividual Demographicswindow

a. Selecti Yesd from drop-downmenuunderUS Citizen

b. Select the appropriate status from Statusdrop-down menu

Enterthe Verification asfiReceived

. Enterthe Acceptable DocasfiNoo

c

d. Enterthe Surce asiClient Statemend
e

f

Click onSave

Ll

CHizanship Yerded By

#US Citizen
=] v

* fcceptable Doc
T s | o
Eligibality Site

Other Information

High Grade Compl

d Othar Insurance

* Dt Reported

- T vee T mo
Date Werified

*Stmus

LS Bom b

* Spuree

Client Statamant w

Reset  Apply

-

Immlmmlwmlmmmmlsam
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Step 2: Navigate to theregnancywindow
a. Select theName of thepregnantlient from the droglown menu

Step3: On thePregnancywindow, under theDetail section
a. EntertheEffective Begin Date

b. Enter theNumber of Unborn(s)

c. Enter theExpected Due Date

d. EntertheVerification asi Recei vedo

e. EntertheSourceasi Cl i en't St at ement o

f. Enter theDate Reported

g. Enter theDate Verified

h. Click onSave

| Pregnancy *A" e e E
Il

Detail *
* Effaetivg Begin Date Effective Enad Date:

|:|2.-uan:u 1 DO Y

Pregnancy Infoomaticon

* Humiber of Uniborndsk * Eupected Due Date

. [oa0s2011

* Warification W Source

|Ee|:r: ved. w Clignt statement w

Pregnancy Third Trimester Date Pastpartum End Date

||:|5.fu1xzu1 1 |r,".1.-c: DYy

Fatheer

* Fathr Hami

L e i —
% Unknown b CEMS

Step4: Complete the remaining dagatry on the necessary windows
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Step5: Completethe CaseWrap Up Detail section
a. Click on the appropriaterogram Group
b. Selecti ¥ Data Entry Complete
c. Click onSave
d. Run EDBC to review and finalize théerification Checklist

NOTE: If Data Entry Completeis fiNoo, theV erification Checklist will not be generatetb be
sent out to the client.

| Case Wrap Up m

il | |

Case Wrap Up Summary
Pragram Group Data Entry Complete Effiecties Begin Dat e j
Childrens Health Flan Flus Yoz 051172011
Famiby Medical Assistance hi:H &1 152011
4 | 1] IJ
Case Wrap Up Detasd 1)
F Effective Ele=pan Dak e I"I'rr|1|:|rdrn G * Data Enwry Cormiplete:

051142011 Family Medical Assist) s & yes © Mo

R Chizeklist
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Running EDBC
1. Click the Display Case Changebutton

izl Run EDBC
Case #: |:[ Case Name:

—Run EDBC
Effective From Date: |09/01/201 0 Effective To Date: |1 073172010

Type
( o Immedlate Cash Run Date:  |00/00/0000

" Batch FS RunDate:  [00/00/0000

Cancel Batch EDEC| Run EDBCI Display Case Changes... |

2. View theDisplay Case Changewindow and close

Dieplay Case Change 2/ X
X sE@Eens@eE %8

Change Effective Dates Window Name/Program ID " Update User/Program 1D | Update Datetime
09/0172010 Collect Medical Expense Detail 09/14/201010:08 AM
09/08/2010 Collect Real Property Detail 08:46 A

09/08/2010 Collect Uneamed Income Detail

3. Click on theRun EDBC bhutton
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Viewing the Eligibility Results

After running EDBC, the eligibility resultsn theDisplay Eligibility Summary window show
the Eligibility Status aspendingdue tomissing verificationsFor exceptions and additional
information within FM please refer to theending andAuthorizing Family Medicaid on the

Individual Levelsection.
1. To view the pending reason, highlight the randclick on theReasonbutton

l Case #: l:l Case Name: |{ |

Program Group | Payment |Eligibility Status| Benefit Amount Adverse Action| Household |  Eligibility | Application
Amount Size Begin Date Date

Childrens Health Plan £2010/12 PENDING
Familv Medical Assisté2010/12 IPENDING ~ $.00 | 00/00/0
IT|Display Reasons g 21X

Sl X es|H# e D PReE e

Reason

pending Family Medical eligibility determination
missing verif. See checklist

Beason...l Verification Checklist...l Initiate Yyrap up...I Individual Details...
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Viewing the Verification Checklist

The Verification Checklisis automatically sent out by CBMS upon completion of data entry on
a caseAlways view the Verification Checklist to ensure thecuracy of theerification
requested anprovide additional information to the client regarding the requested verification.

If there is information on th¥erification Checklisiand theeligibility worker clicks on the
Initiate Wrap Up button (without first viewing the Verification Checklist), the message
fiVerifications must be viewed before Wrap Up can be initiatedisplayed

1. Cli ck #AOKO
2. Click on theVerification Checklist button

’V Case #: H:| Case Name: | |

Program Group Payment |Eligibility Status|Benefit Amount Adverse Action| Household | Eligibility | Application
Month Amount Size Begin Date Date

Family Medical Assistg2010/11 PENDING 2
Childrens Health Plan £2010/11 [IPENDING \ 2 00/00/0000, 11/02/2010
Family Medical Assisté2010/12 PENDING | I 2 00/00/0000, 11/02/2010
Chidrens Health Plan f2010/12 | PENDING | 500 800 2 00/0/u000_11/0272010
| 2
\ 2

00/00/0000 1170272010

Family Medical Assist:2011/01  |PENDING 00/00/0000, 117022010
Childrens Health Plan 201101 |PENDING 00/00/0000 11/02/2010

x
i/ Message Code 1311

Description : Verifications must be viewed before Wrap Up can be
initiated.

Reason...| Verification Checklist..| Initiate Wrap up...| Individual Details... l
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The Verification Checklisdisplays eachclient missing verificatios and liss all verifications
that are missing

TheVerificationDue Datg(ll verifications)is set to 10 business days from the notice date and is
printed on thé/erification Checklistas the date verifications are due. This date is displayed as
Due Dateon theVerification Checklist window and is calculated for evengdividual missng
verificationand potentially for each verification/source if they are addedifterent days.

Example: Client is missing citizenship and pregnancy verification

¢ Eligibility worker runsEDBC on05/17/11 and theVerification Checklisis sent out on
05/18/11

e The notice date is set @5/18/11 and used to calculate 10 business days for the
VerificationDue Datg(ll verifications)

o TheVerificationDue Datg(ll verifications)is 06/02/11 for both the citizenship and
pregnancy verifications

Please refer t&ection 4: Denialdor additional information on denying, theerification Denial
Due Date and triggers.

Verification Checkist YAt L

Program Group
|JE-.|I ¥
Verification Checklrst Sumimary
Hame Hem Description Due Date Program Group Aid Code j
Pregnancy DML Famiby Medical 1831
%, Citizanzhi NEM2011 Famihy Wedical 181
[dendification DEM22011 F ity Medical 181
U Cilizenshio DEM22011 Childrens Heal Flan CHFP+
[#ndificasan DEM22011 Childreng Hilth Plan CHP+ ¥
i | b
Iinitlate Vi ification Ousis
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Adding Notes to the Verification Checklist

In theUser Notesfield, enter detailed information for each client and what verifications they are
missing. Detailed information for the client may include:

¢ Name of employer
e Type of resource

e Clarification on missing verifications (such as client sent incorrect verification and
correct verification is needed)

Information in theUser Notesfield is added word for word to the Verification Checklist notice
sent to the client.

1. Clickin theUser Notesfield
2. Enter the detailed information
3. Click theSavebutton

lueriﬁcatian Chechlist | m

Inttiate Veriication Gusue
Hoters
System Netes
|
Uger Natis -

Please =end a copy of paycheck stubs for Oxxx Bxxxxxxx for employment at Woexxxx, Inc. d
for the manth of April 2011,

L

Current Sze = 115 characters (256 charackars mach

Frind Onlin Go Ta
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Verification Checklist Correspondence

The Verification Checklissent out to the clients provisla cover letter as well as a listing of the
required verifications needed to determine eligibility.

The verifications are listed by each individual and by each HLPG pending for that verification.
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STATE OF COLORADO a

n L'_.-
A
| | SRR
1570 GRANT 5T
DENVER CO 80303-1818 DENVER CO 202031018
[ ] (000} D00-0000
LR P
Switgoct: Voriication Chesckig
Diovar | |
This lother is bo el you thal we nesd prool of some information. The following pagels) lists tha

lal=aring infamalacn:
|y - the parson that the prool s nesded for

B e 1 o e e he information noedod i household irdormation. For
cxampde, il your dabo of brih nogds io bo vorflliod, your nama wiolld ba lEiod. |'|':|I:I-l.l'
Boursien cosl o 10 Bo worillod. ne indeiduals noma weoukd b Bsled,

Méed Praal of - lkis the information that wo need prool of

Program Gooup - the name of the program that naods the proot

D Dabé - the dsto the proof mst bo roburmod

Notes - more about what is noodoed

Thea prood maust ba returnad bo the addross s hoen above by the Ce Date. B R s nof recoived by tha
Due Date, a decivion will be made based on the information that we have,

Ea:l-.hma iy G Bdlod mury o W s peosl. Tho Dus Dates could bo difforom fef each
Progiam Gioup. To maki siee thal thd proal bs febsrrd in s bof cach Program Group. ploass
rotum tha prood by o sarfiest Duo Date. Your howsohold must proside the proof for oach program
Hmn“mﬂ&gplgﬂ-
IV yoriar st bl has appliad for assptanco for the programis) lssed: all of he inbormation
mussd b rodurnad on of befors the Due Dato for cach programe W tho proof is not recoswod by
s Dhair Dl yoist agplcation fof (hat progiam may B denkd,
HWW b5 currgnidy roceddng assinncy from ibo programis] ltoed: thg prood must
b returned on o bolors the Due Date for each program. I the prool s nat necobeed by the
Druter Dt your hessusotiodd may bs discontinused for that programs bensdi,
Yoan mdy continus 10 rocehe this natice for proof of Expostes Ior the Pregram Grougs of
Food Stamps. Colorado Works ql'l.q-rg Torm Care unsl thg prool ks roturnad, This i &
pesrirdlor o o hoariolsodd tha you <88 neod b ielurn prool of this information. The Dus
MIHHHMWMMM“F&HMMMNW. Ir T g pro=ol of
thaoso eaporsos, your howsohold bonofits may inorease lor Colorado 'Works or Food Stamps.
Faor @ Lorg Torm Coane Pregrarm. rotuming the prool of thi sxponsd may changs your
patient paymont fo tho nursing homa.
F"b.ﬂ-nrmninhcmdmim“IﬂuatMannllhhmi
Woan il Pt Gpamting Bhe pecesd e ane asking Tor;
You hawe any quostions regarding this lotor; or
You camnol return the proof by the Do Date ed (wve may boe able 1o ghe you octra time b
raturn tho proof).
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NEED PROGRAM DUE
NAME PROOF OF GROUP DATE
[ ] Wentification Chiidrens Heaith Plan Plus 06022011
NOTES:
|:| U.S. Citizenship Chiidrens Health Plan Plus 060272011
NOTES:
[ ] identification Family Medical Assistance 060272011
NOTES:
[ 1 Pregnancy Family Medical Assistance 060272011
NOTES:
|:| U.S. Citizenship Family Medical Assistance 080272011
NOTES:
NOTES:
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Additional Information and Exceptions for the Verification Checklist

Suppression of checklist

If EDBC isrunon the case while it is pending and there are no changes to the verification types,
sources, or notes, théerification Checklisis suppressed.

Example: Verification Checklisis generated and sent to a client on 01/04/11
e Citizenship verification is requested
e On 01/06/11EDBC isrundue to an interface posting

e No changes are made to the verification type, source, or note for the citizenship
verification

¢ Verification Checklisis suppressed

Changes to Notes only

TheVerificationDue Dats (Il verifications)do not change if the only change is an update to the
User Notesfield on theVerification Checklist window. The system generatan additional
Verification Checklisto the client with the new information and the original due date resmain
the same.

Example: Verification Checklistcorrepondence was sent to the clientGai18/11.

e 0On05/20/11, additional information needs to be provided to thentlregarding the
requestd verification

Step 1: Review the current due date within\leeification Checklist window
Step 2: Update the notes

a. Click the verification that needs additional notes

b. Type in the additional notesitlin the User Notesfield

c. Click onSave

d. Run EDBC
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NEED PROGRAM DUE

NAME PROOF OF GROUP DATE

|:| Kentification Childrens Health Plan Plus 06022011
NOTES:

|:| U.S. Citizenship Chidrens Health Plan Plus 080272011
NOTES:

] identification Farmily Medical Assistance 08022011
NOTES:

|:| Pregnancy Family Medical Assistance 080272011
NOTES:

Proct of prognancy needs 10 bo veritiod by a doctor statement. Thank you

|:| U.S. Citizenship Family Medical Assistance 060272011
NOTES:

NOTES:

HCPF 2011Desk Referenfmr Medical Prgrams
Version 3.0
Release DateSeptember 8, 2011 Pagel9 of 90



Changes to a verification type or source for a missing verification

ThecurrentVerification Due Date (Il verifications)do not change ik missingverification
contains an invalid verificatiotype or sourceandis updated with another invalid verification

typeor source.

Example: Client was noticed 005/18/11 for missingU.S. citizenship
e TheVerificationDue Datg(ll verifications)is 06/02/11
e 0OnO05/2511client provides a questionaldlES citizenship verification

e The verification typdor theU.S. citizenshiprecordis updated r o m

AQuestd onabl e
¢ A newVerification Checklisis generated 085/26/11 with theoriginal due datef

06/02/11

Individual Demographitsl

Cilizenahip Yeried By

#*15 Citizen

|'|'u & e

* Werification

w

igEshianable
o R SLICN AN,

Quialified Han-Citinen
C oves € mo

* fccoptable Doc
C L & el

Eliggibility Sife
[STATE OF COLORADO |

her Information

Highesi Grade Completed

[ w

* Date Hepored

fos i [2ory

Othr Waranes
C owver T Ho

# Date Verdied

# Status
|I.I$ Barm W

Source

Riod CHiEEn

Hame

i R&oc e i
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NEED PROGRAM DUE

NAME PROOF OF GROUP_ DATE

|:| Kdentification Chitdrens Health Plan Plus 06022011
NOTES:

|:| U.S. Citizenship Childrens Health Plan Plus 080272011
NOTES:
Proof of US Citizenship is questionable and needs to be an original docume
Thank you.

[ ] \centincation Family Medicas Assistance 060272011
NOTES:

|:| Pregnancy Family Medical Assistance 080272011
NOTES:

Proct of prognancy needs 10 bo veritiod by a doctor statement. Thank you

|:| U.S, Citizenship Family Medical Assistance 060272011
NOTES:
Proof of US Citizenship is questionable and needs to be an original docume
Thank you.
NOTES:
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Pending for Additional Verifications after the Initial Checklist

TheVerification due date§ll verifications)are set for each household member and for each
verification. The system triggea new checklist with a new due datem additional verification
is identifiedas missingvhile the case is pending. The neaticeincludes the previous
verifications with their established due dates as well as the new verification with the new
Verification Due Date

Example: On05/17/11, acase was processed ahdhouseholdvas noticed 0051811 for
missingU.S. citizenship identity,and pregnancy verification

TheVerificationDue Datg(ll verifications)is 06/02/11
On5/18/11, information is received regardirsgnew employment foradi

Data entry is completed on the case and aViesiication Checklisis generatedor
missingverification of income for dd

Client is noticed 0®520/11 and theVerification Due Datg(ll verifications)for the
income is06/06/11

The newVerification Checklisincludesmo m &.8. citizenship identityand pregnancy

verification with a due date @®/0211land dadds i ncome ver.i
06/06/11
| ’1g|1ﬁcatian Checklist | m
|
Varification Checkikst Sumemary
—Hame  Wem Descrigtion — L .. Frogrem Group ... Rid Coda =
Idendiication NEMHR011 Childrens Healh Plan CHP+
L5, Citizenship QEMA2011 Famiby Medical 1931
Income from emplogment  OEDER2011 Famiby Medical 1831
Identification DEM22011 Family Medical 1831
Income from employrnent | DEDE2011 Childrens Healih Flan CHPs x
L] ¥
Initiate Verification Gusus
Notes =
Syatem Hates
I
Ugor Hotes =
H
Current Size = 0 characbars {256 characlers max) <l
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NEED PROGRAM DUE
NAME PROCE OF GROUP DATE

I:I Identification Childrans Heafth Flan Ples 080273011

ROTES:

I:I UE Citizenakip Childrers Health Plan Plus 0022011

TES:
Hg:l of U5 Chizenship i questionable and needs 1o be an afiginal decumaenl. Thank you.

I:I Income from employment  Childrens Health Flan Plus 06062011
NOTES:

|:| Kdentification Family Madical Asaistance D8A272011

ROTES:

|:| Pregnancy Famity Medical Assistance DEA0212011

NOTES:
Proof of progancy nasds 1o ba werifiod by a doclor statomant. Thank you.

|:| U5, CRizenahip Family Madical Asslsiance 06027011
T "
Bﬁ'« Eﬁlﬁ Chizenship b quistionablo and nieods 10 B an ofiginal documant. Thank you
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Disabled Print and Financial Programs

The printonlinefunctionality within theVerification Checklist window s disabled for alll
medical programs. Thisnsureshe Verification Checklisis always sent through OBS to the

client.

lueriﬁcati::-n Checklist | m

Initiate Verfication Ouswe

Hobes
System Holes
|
s Hates
Currert 3@e = 115 characlers (256 characters mae)
frank Onlin o To
Hegat Apply

If a case hasvissing verificatios related to both a Medical HLPG and a Financial HLP@ulA
Financial ColoradoWorks, Food AssistanckthePrint Online buttonis activebut if the button
is pushed, the medical progmnés informationis suppressed from théerification ChecklistThe
Verification Checklisis re-generatedn theevening with all HLPGs (including medical
programs).

Example: Family appies for FM/CHP+ and Food Assistance

Data entry is completed on the case and verification of inceméssingfor thehead of
householdalong with other missing verifications for Food Assistance)

Client isnoticed on 12/31/16or missing income verification

Theeligibility worker clicks the Print Online buttonto manually send out the
Verification Checklist

The printed checkligtnly lists the missing Food Assistance verifications and the medical
progr ambs aesuppreksed at i ons

Within overnight batch, th@erification Checklisttontainingall missing medical and
financial verificationds generated and sent to the client through CBMS
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NEED PROGRAM DUE
NAME PROOF OF GROUP DATE

| | Income from employment  Food Stamps 017242011
NOTES:
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