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General Information Memorandum

ISD-GI 16-20

TO: ISD Employees

FROM: Warilyn Martinez, Director, Income Support Division
RE: Office Closure

DATE: March 1, 2016

This memorandum is to replace ISD-GI 15-59. Sigps 1
public of the current lobby hours are attached and
the lobby area at each office. Please remove t i 0n and replace with the

nd English informing the

a.m. to 12:00 p.m. to allow a concentrated
For offices that house or share the lob i
for that agency’s access however, IS

to focus on the processing of cases.
agency, the lobby will remain open

Attached are two signs that n b
applicants/recipients with ngifice o ming closures. If you are co-housed with
another agency, please epsu posi the appropriate notice. The following Wednesdays
have been identified fggtalenda 016.
March 16, 2016
March 23, 2016
April 13,2016
April 20, 2016
May 18, 2016
June 15, 2016
July 20, 2016
August 17, 2016
September 21, 2016
October 19, 2016
November 16, 2016
December 21, 2016

The blocked 4 hours of time will provide valuable dedicated time to allow for offices to

focus on processing. It is expected that all staff will process cases with the exception of the
FAAs answering telephones however, they will continue to process based on the call they
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are handling. Supervisors will approve only emergency leave during the 8:00 a.m. to 12:00
p.m. office closures.

If you have any questions regarding this GI, please contact Carolyn Craven at (505) 827-
7215.

Attachment: Office Closure Poster (English and Spanish)

S
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The ISD Lobby will be CLOSED from
8:00 A.M. -12:00 P.

on the following Wed

March 16, 20
March 23,
April 1
April 16
18,
ne 13, 2016
% , 2016
e

ust 17, 2016
mber 21, 2016

®0ctober 19, 2016
Q~ November 16, 2016

December 21, 2016

Please feel free to visit our website @
www.yes.state.nm.us or call your local
ISD Office.
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El vestibulo del ISD se cerra de
8:00 por la manana a la 12:00 in la tarde

cada miercoles siguie

16 de marzo 201§

23 de marzo 26 Q

13 de abril

e Jeptiembre 2016
e octubre 2016

de noviembre 2016
Q~ 21 de diciembre 2016

Por favor sientase libre para visitar nuestro
website @ www.yes.state.nm.us o llame a
la oficina de distrito local.
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