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TO:

ISD Employees

FROM: N‘Marﬂyn Martinez, Acting Director, Income Support D¢fision

RE: Using existing applications and/or recertification fgrmsQy add
person/program in ASPEN
DATE: November 1, 2013

ASPEN application processing will occur as follo

ion is submitted to an office, no

Once an original application or recegifi
i the 60 day period to add a person or

additional submitted application is re
program to their existing case

After the 60 days from the orfinal subflitted application or recertification application
regulation will be fol

SNAP:

When a client is a newborn and the child has a new born Medicaid opened, the child
should be added to the case without an application per regulation 8.102.120.11 K (2)
NMAC.

LIHEAP:
An application is needed to add LIHEAP after the 60 day period. The applicant has no

later than 60days from the date of submission of a completed application per regulation
8.150.110.10 NMAC.
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MEDICAID:

An application is needed to add a person for Medicaid as the person to be added may
have income or TPL coverage. The application process is also the only way for applicant
to assign the medical support rights. Regulation 8.200.430.9 NMAC.

The attached is the process to add a person or add a program in ASPEN.

This form has been posted to the forms drive:\\disfasv025S\ISDForms

If you have questions regarding this GI, please contact Richard McIntyrg R7-3142 or by
e-mail at Richard.McIntyre(@state.nm.us.
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ADD A PROGRAM

On Data Collection from the left Navigation choose Initiate Action. Type in the case humber and “add
program” from the drop down menu.
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Choose the Program desired to add from the drop down menu and complete required sections.
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Complete information as appropriate.
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Complete information as appropriate.
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Centtication D@®®W O®BEX®

Case Hame: Spananei Joshua Case 120018004 Cass Actior: Case change

filing Reprenentatrves

Case Status: Approved

Eligibility Beneft  Dispesition "o

EDG # COE Benefit Pariod oty | EHs

(s}
10047260 SNAP 12/01/2013 - 1173072013 [ /P L Deerease 347.00
Cefication Reason:  Benefits decreased
No Issuance
10047268 SNAP 12/01/2013 - Change Decrease 347,00

Cerbfication Reason:  Benefts decreased
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