
SUCCESS ABD and FS DOCUMENTATION GUIDELINES

CURRENT AS OF 9/2008
General Rules

The purpose of documentation is to explain what SUCCESS cannot.  When a SUCCESS field alone fully and clearly documents a situation, additional documentation is not required.  It is not necessary to do “negative” documentation.

For example, there are multiple codes to document type of verification. “CS” for client statement, is usually a clear enough documentation of the source of verification. “TC” for telephone call would never, alone, be adequate for documentation.  

Examples:

TC (telephone call)- requires documentation of the phone number called, the name of the person spoken to, the date of the contact and any other parts of the conversation that are relevant to the case.

OT (other)- requires documentation of the source of verification.

LE (letter)- requires documentation of who sent the letter.

Include additional documentation when required.

NARR
· Application, review or change

· Type of contact

· Action being taken

· Initial conversation prior to starting the interview on SUCCESS

· The name of the person spoken to and that s/he is the best source of information

· Whether face to face, alternate or telephone interview

· A/R and authorized representative, if applicable were mailed HIPAA form and/or EMA notification form if form was not completed at interview

· If a SUCCESS letter template has been used, the date letter was written, type of letter template (ex. M400), Load ID and name of the worker using the letter template.  

· For Medically Needy, actions taken and any pertinent information entered on SDME screen.  

· Validity of QITs, when sent to DCH Legal, when returned & outcome, if applicable.  
· For all L01 cases and W01 cases over 55- form DMA 315 Estate Recovery form was given, or document date sent if form was mailed
FS—additional documentation required:  

· Eligibility for TCOS, brochure given if eligible 

· Verification of Residency
· If telephone interview done due to hardship, document the ‘hardship’
· Claims, Underpayments, OIS referrals, etc

ADDR
· Questionable mailing address
· Directions to A/R home, if needed
FS—additional documentation required:  

· Reason mailing and residential address are different if needed. 

AREP
· Authorized representative (responsible person) for ABD and why (if not included on NARR screen)
STAT
· Name, age, relationship of anyone in the home other than the recipient and spouse

· Financial responsibilities 

· Denials/closures codes entered by EW

· Changes in AU (additions and deletion of AU members)

· Circumstances and outcome of completing a CMD

· Dual eligibility for more than one COA
· Need for prior months and any action taken 

· If A/R over CAP, document if QIT is in place and effective date.
· If coverage for retroactive months was requested then list what months and the eligibility determination for each of the months. If another AU ID number was used to process the prior months, cross reference this AU ID. 
FS—additional documentation required:  

· Verification of Identity

· If there are non-AU members, an explanation of why they are not included in FS

· If non-AU member purchase and prepare separately and meet the criterion for separation, document the policy that allows them to be separate

· Resolution of prisoner match
· Voter registration 
· Fair Hearing- when requested and why, dates, outcomes, benefits continued , etc
DEM1

· Previous Marriages



· SSI ineligibility

· Any unusual circumstances about Georgia Residency

· Reason for the Living Arrangement code entered; at reviews document that A/R remains in same LA or why it has changed
FS—additional documentation required:  

· Discrepancies related to name, date of birth or SSN

· Receipt of out of state benefits/termination of benefits and verification

· Why failure to comply code is entered

DEM2
· Details of disability/incapacity codes
· Details, resolution of Death Match interface
· Citizenship verification or Alien status if A/R is not a citizen.  
· The type of evidence used to verify citizenship should be documented. 
· If receipt of Medicare or SSI is used to verify citizenship, this should be clearly documented. 
· If citizenship is not verified by a document from the first tier, what was used for identity needs to be documented.  
· Document that original documents were viewed for citizenship and identity.  This should be done for each AU member. 
· Declaration of Citizenship is in record.  Declaration of Citizenship can be addressed on DEM2 01 for ALL AU members.
· Availability of TPL (TPL1 screen should not be used)
· What form was signed for assignment of TPL.
· If A/R has TPL or there has been a change, document date form 285 sent to DMA including trusts and QITs 
· Details of non-cooperation for TPL, if applicable

· HIPP referral if applicable

· Form DMA-327 sent to DCH upon death of recipient in L01 or W01
FS—additional documentation required:  

· Documentation if good cause granted for failure to verify citizenship

· If sanctioned for failure to verify citizenship, document efforts made to assist AU in obtaining verification

· Date crime was committed and conviction, if conviction meets the lawbreaker criteria and how it was verified, and whether first offender status was granted

· Circumstances resulting in penalty/disqualification for any fleeing felons or probation/parole violators

ALAS

· Eligibility/Ineligibility for each alien and how verified

· The 40 qualifying quarters for aliens

· Details of form 526 for EMA
· SAVE findings

FS—additional documentation required:  

· Student status eligibility and how verified

· School attendance discrepancies
INST

· Level of Care: changes, date packet sent to GMCF & returned, reason if LOC is denied

· Limited Stay extensions

· Changes in institutional status (such as a change to Hospice COA)

· Residence prior to admission and upon discharge for protection of income determinations

· IMEs and verification source

· Diversion, if applicable (Reminder: income diverted to the community spouse 
· Differences between admission date and payment date

· Reason for reconciliation and months affected

· Any periods not covered by DMA-6, Communicator or other LOC instrument

· Reason for use of Pat Liab Amount field; explain how the amount entered was obtained

· Hospital stays and how verified

· Explain reason for protection of income 

· Circumstances behind reconciliation
FS FSME documentation required:  

· Why deductions were not allowed for potentially eligible AU members to include expenses not verified and no current reimbursed medical expenses

· If Medicaid application is pending, document Medicare premium expense is not allowed ongoing

· Computation or explanation of allowed expenses

RES1
· Conversion or disposition of resources at review or interim change, including spousal impoverishment 

· Explain any unusual activity involving resources and countable value if amount is not readily apparent

· Dates of letters, bank statements, etc. used as verification

· Potential inheritances 

· Disposition of previously owned bank accounts or other resources, and potential jointly owned resources at review or interim change

· Burial fund exclusions (life insurance, burial contracts, burial funds)

· Explain financial instrument used to fund QIT

· For Promissory Notes, Loans and Property Agreements explain how the resource amount was calculated

RES2

· Good faith efforts to sell

· Bankruptcy

· Conversion or disposition of resources at review or interim change, including spousal impoverishment

· Vehicle use if use code is not self explanatory

· Joint ownership

· Liens

· Rebuttal process

· Completion of property search the results and any discrepancies

· If more than one vehicle, vehicle excluded and reason

· Life estate

· Disposition of previously owned property

· All real property other than homeplace

RES3

· Details of any resource listed on this screen

· Conversion or disposition of resources at review or interim change, including spousal impoverishment.

· For FBR cases, burial space exclusion if not evident from verification in record

· Any amount entered as “OC” due to burial exclusion policy

TRAN

· Details of any transfer and verification used or A/R’s statement that no transfers have been made

· Details of any recalculation of penalty and verification used

· For Promissory Notes, Loans, Property Agreements that result in a transfer penalty explain how the penalty amount was calculated.
ERN1

· Current employment record to track employer’s name, begin/end dates, reason for termination and how verified

· When clearinghouse (DOL) information automatically appears after matching on SSN for AU member’s age 16 or older. When DOL information appears, press the tilde key and the information will copy and paste to the ERN1 REMA screen

· Discrepancies in clearinghouse information
· Documentation of results from the “Work Number” or file copy of print in record

ERN2

· Hourly pay rate

· Tips, if not included in gross pay on the pay stubs
· Frequency of Pay

· Reason any pay period is NOT considered representative pay

· If actual income used in budgeting explain

· If verification is required but is not in case record, how was information verified For example: YTD, TC

· IF EVNC is not used, explain calculation and frequency of pay
· IF self employed, cost of doing business must be addressed

DEAL

· Alien sponsor’s name and address

· Ineligible children and type of income
· Actual amount of child support court ordered and how verified.

· Actual amount of child support paid for the past three months and how verified. 

UINC

· Date payments will begin and/or terminate

· The source and expected duration of any contributions, vendor payments or loans
· Reason net instead of gross is used

· Calculation of monthly interest payment or child support payments, if needed

· Financial aid for students

· Reason for any changes to the auto update

· If A/R is receiving RSDI on someone else’s account, the name and relationship,

· The reason any fluctuating income is not considered representative

· Details of application for any other benefits

· The results of clearinghouse (UCB/SDX/BENDEX) automatic matches and the resolution of any discrepancies

· Dates of award letters, bank statements, etc

· Reason for any deductions or exclusions, including for QITs

· Potential income based on past work history, spouse, etc

· If no income, document potential SSI eligibility

· Document receipt of or potential benefits for VA, when application filed with VA, etc.

· For Promissory Notes, Loans, and Property Agreements document any resulting countable income and how it was calculated.
· Verification source of income if SUCCESS code is not specific.  

FS SHEL documentation required:  

· Eligibility for shelter and utility deductions

· Eligibility for the appropriate SUA or telephone standard

· Expenses paid by anyone outside the household, effect of eligibility for deductions, and how the expenses were verified

· Shared expenses and how the situation is verified

· Insurance and taxes that are not included in the mortgage payment
· Mathematical computations if shelter expenses are not paid on a monthly basis

· Utilities that are included in the rent amount
· Mathematical computations if shelter expenses are paid by an ineligible alien, enumeration or citizenship sanctioned AU member. 

· Reason AR does not incur shelter expenses.

PLAW

· How determination was made and why person is eligible

· Yearly COLA 

ISM1

· Details of determination of ISM, including manual budget or “see Form 969 in case record”

MISC

· Why the case is over the SOP (Valid Value is never sufficient)

· QMB override reason
FS—additional documentation required:  

· Any change in the expedited FS indicator
· The reason for manual issuance, the date of the manual issuance, the amount and month of the manual issuance

· Financial management

