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DEPARTMENT

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

Interim Policy & Procedure Memorandum

ISD-IPP 14-01

TO ISD Employees
FROM: warﬂyn Martinez, Acting Director, Income Support Division

RE: Revised Secondary Review Requirements, Case Reads
DATE: February 24, 2014
AMENDED

Effective March 1, 2014, new procedures to complete Case Reads, formerly secondary reviews,
will be implemented.

Now that the Income Support Division offices are operating in ASPEN, the need has arisen to
update Case Read requirements and the procedures used to perform them. This rescinds IPP 12-
08.

To meet the requirement of Case Reads for the monthly SNAP Performance Report, counties
with a payment accuracy rate of 96% or better must review cases at Level 2; all others must
review cases at Level 1.

e Level 1 A county office with an error rate above 4.0% is required to complete 35 full
reviews per supervisor per month by the last working day of the month.

o Level 2 A county office with an error rate of 4.0% or less is required to complete 25 full
reviews per supervisor per month by the last working day of the month.

Criteria # 152 must be used for both Level 1 and Level 2 reviews. Each Supervisor must enter a
sample request and allowed to batch overnight.

All supervisory reviews should include a review of income, household composition, deductions,
timeliness, documentation, and if barriers and the NVRA settlement agreement requirements
were addressed.

The County Director and the Quality Improvement Section (QIS) will monitor to ensure that all

required reviews are done monthly.

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



If counties are found to be non-compliant with mandatory case reads, County Directors, as part
of a remedial Corrective Action Plan, will review a minimum 5 cases per supervisor prior to the
last working day of the month.

LIHEAP Supervisory Case Reads

A required corrective action measure from an audit requires all county offices to review 10
LIHEAP approved applications.

Criteria # 153 ---- must be used for these reviews. A sample request must be entered and allowed
to batch overnight.

The County Director and the Quality Improvement Section (QIS) will monitor to ensure that all
required reviews are done monthly. Staff from the Work and Family Support Bureau will re-

review a sample of these reviews.

Inter-office Management

Though currently not required, criteria have been established for offices to utilize in monitoring
other processes as well.

Criteria # 154 SNAP Denied.
Criteria # 155 Recertifications Approved.
Criteria # 156 Recertifications Closed.

Criteria have been established by the Quality Assessment Bureau to ensure uniformity for
Case Reads Statewide.

Attachment

——————— o —————— e ——— A ——
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