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HUMAN Tﬂ'SERVICES
DEPARTMENT

Susana Martinez, Governor
Sidonie Squier, Secretary
Marilyn Martinez, Acting Director

General Information Memorandum

ISD-GI 14-22

TO: ISD Employees

FROM: WMarilyn Martinez, Acting Director, Income Support Division
RE: Greeter Checklist

DATE: April 7, 2014

This GI serves to reissue the Greeter Checklist which is attached. GI 13-14 included the Greeter
Checklist however; GI 13-14 has since been rescinded. When an applicant/recipient is seen by
the Greeter and it is determined that the applicant/recipient must turn in documents, the Greeter
will review the Greeter Checklist and ask the applicant/recipient for specific documents based on
the status of the applicant/recipient’s case and the type of assistance the applicant/recipient is
applying for. This will help ensure that additional documents are not received during the
interview and resulting in additional scanning.

The Greeter Checklist will be laminated and placed in each Greeter workstation.
The Greeter will inform the applicant/recipient that a receipt of proof will be mailed, however, if
the applicant/recipient requests a receipt at the time of their visit, a local print receipt will be

provided.

Attached is the greeter checklist, which is already implemented and in use in your office. This
checklist shall be laminated and placed in the greeter’s workspace for quick reference.

This GI has been posted to the forms drive:\\disfasv02S\ISDForms, and will also be posted to
the new website.

If you have any questions regarding this GI, please contact your Regional Operations Manager.

Income Support Division PO Box 2348 — Santa Fe, NM 87504 Phone: (505) 827-7250 Fax: (505) 827-7203
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