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	Overview
	This bulletin describes a standardized procedure that regional office staff must follow when setting up case records for assistance programs.  

Regional office staff should use these procedures to ensure that the placing of certain documents is consistent throughout all DSS offices. This consistency will facilitate easy access to these documents during eligibility processing, supervisory case reviews, quality control reviews, audits and purging.

The regional office assistance programs’ case record will consist of two parts, a ready reference file and an historical file.

These procedures should be implemented upon receipt of this Information Bulletin.

	What is the Ready Reference File

The RRF will contain the most current items such as but not limited to those listed:

	The Ready Reference File (RRF) is normally established when assistance is awarded by Intake.  It is maintained by the Case Maintenance worker and stored in the worker’s file drawer. An alphabetical ordering of these files is recommended. In an effort to reduce the amount of documents stored do not print and file case narrative and EMS screens. 

1. The Assistance Request form (ARF and W1BP or W-1, W-1S) until the first redetermination.

2. The most recent Eligibility Determination Document from either application or redetermination. (If the EDD is computer generated, also include the W-1BPE or W-1BPS).
3. Requests for verifications. For example: W-1348, W-35 or W-36
4. All documentation submitted as part of the most recent eligibility determination (application or redetermination) For example: verification of income, assets, shelter, and residence. (Attach these to the application or redetermination)
5. Top page of Medical packet showing decision if needed to establish current and ongoing disability/incapacity status.
6. Agency and Recipient Rights and Responsibility Forms
7. TFA Exemption forms
8. TFA Extension Processing forms
9. Reimbursement Authorization form  (W-650 ALT)

	What is the Historical File

The historical file will contain the following materials

Accommodation Tags Reminder
	An historical file will be established for each EMS head of household. It will be stored and maintained in the regional office file room area. The historical file will be set up at the time of application. It will be numbered with the head of household’s EMS client identification number. It contains all permanent case record verifications and documents, which should be fastened to the back of the case record. All other case record materials are to be placed chronologically in the file with the most recent materials on top. This will facilitate the purging of older materials from the back of the record and easy access of permanent documents. 

The following items should be affixed to the back of the historical record:

1. Verification of citizenship and identity 

2. Verification of blood relationship

3. Marriage Certificate

4. Court documents

5. Copy of Social Security cards

6. Copy of Alien cards

All other items such as but not limited those listed below and items purged from the RRF should be filed chronologically with the most recent on top:

1. Child Support referral forms i.e.VS-56, W-348A, W-595, W-39

2. Affidavit of support from sponsor

3. Medical packet (W-300 and W-303 and supporting medical documentation.)

In October 2002, instructions were issued that required DSS staff to identify all cases in need of special accommodations. This serves as a reminder of how to identify these cases. The green colored strip should be applied to the back cover of the ready reference file with the colored portion of the strip visible to the outside. A description of the type of accommodation that needs to be provided should be entered in the section entitled “Accommodation Required.”




DISPOSITION:
   Please retain this bulletin for future reference.

DISTRIBUTION:
    Eligibility Staff

RESPONSIBLE UNIT:  Family Support Team – Telephone (860) 424-5540

