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      September 1, 2006      


Claudette J. Beaulieu, Deputy Commissioner
Effective Date

POLICY TRANSMITTAL NO.:  UP-06-23

SUBJECT:  Procedures for Documenting Application Dates and Recording Applications in

                    EMS.                                                                                                                                 

This transmits revised instructions for mail-in or hand delivered applications. The application date must be the date the application is received by the department and this date must be clearly documented. The application must be date stamped the day it is received and screened in EMS by the end of the next business day.

These instructions were developed in response to recommendations from the department’s Office of Quality Assurance.

INSTRUCTIONS FOR UPDATING THE UPM:

Remove and Recycle
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DISPOSITION:  This Policy Transmittal may be recycled once the UPM has been updated.

DISTRIBUTION:  UPM list

RESPONSIBLE UNIT:  Adult Support, (860) 424-5250
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