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1.
If an assignment is required by policy, obtain information from the assistance unit concerning:





(
the type of claim in which the unit has an interest (estate or cause of action);





(
the name and address of the unit's attorney, if any;





(
any other details regarding the circumstances leading to the unit's having an interest in the claim.




2.
Inform the unit of the Department's policy concerning assignments of interest.




3.
Document the case record showing that you have followed steps 1 and 2.




4.
Refer the assistance unit to the Resource Unit for execution of the assignment, if needed.




5.
Do not grant assistance until the Resource Unit verifies that the assistance unit has complied with the procedural requirements described in policy.




6.
If the unit refuses to comply with the assignment procedure, deny assistance to the adult member of the unit who has refused to comply.




7.
Reevaluate eligibility when the claim is settled and the Department has recovered the appropriate amount.

