Bismarck, North Dakota MANUAL LETTER # 3671 June 1, 2022

Par.1. Material Transmitted and Purpose - Transmitted with this
Manual Letter are changes to Service Chapters:

Administrative Procedures 448-01

Child Care Assistance Program 400-28

Low Income Home Energy Assistance Program 415
Medicaid (ACA) 510-03

Non-ACA Medicaid 510-05

Supplemental Nutrition Assistance Program 430-05

Par. 2. Effective Date - Changes included in this manual letter are
effective on or after June 1, 2022 unless otherwise indicated.

448
Case File Maintenance 448-01-40

1. 448-01-40-30 - Case File Narrative. Information in this section is being
updated to be consistent for all programs. The recommended format for
a case narrative is being removed as updates in how case narratives are
to be entered are being made to the consolidated eligibility system,
SPACES.

Case File Narrative

Case files must be documented, within the eligibility system, to support actions
taken and decisions made concerning eligibility, benefit determination and
current status of the case. Documentation must be in sufficient detail for a
reviewer to determine the reasonableness and accuracy of the actions taken.

| . | I 'q:l E Il . . |. |I. | E - I -ll l ’ .

documentationina-case narrative-Narratives must include but are not limited
to:

1. The eligibility determination made at initial application or review
including all financial and non-financial factors and verifications used in
the determination.

2= Document contacts with the applicant, recipient, other individuals or if
prudent person concept was used to arrive at a decision. Use
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3. Any change in a recipient's circumstances resulting in a change in
eligibility.

4. Circumstances relating to overpayments, underpayments and questions
of suspected fraud and abuse, actions taken, and how resolved.

5. Any other information used in the eligibility determination.
6. For Health Care Coverage, the completion of an ex parte review.

7. Suppoert Documentation for decisions made regarding benefits and
payments.

8. Documentation of outreach and referral efforts.

The information in the narrative is part of the case file and may be viewed by
the applicant, recipient, authorized representative, legal representatives,
administrative law judges and attorney generals. Based on this, narratives
must not include:

1. Personal opinions of applicant’s or recipient character or circumstances.

2. When a case specific directive is received from the Policy and System
Support (PaSS) unit or other state office staff regienalrepresentativeor

potiey—administrater, documentation should not include “regionrat-PaSS unit
representative or state office said” but rather the policy reference or basis
for the decision.
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CCAP

Administrative Requirements 400-28-15

1. 400-28-15-15 - Case Narrative Documentation. Policy in this section is
being removed and reference and link to the Administrative Procedures
manual is being added.

Case Narrative Documentation 400-28-15-15

Refer to section 448-01-40 for case file and narrative requirements.

LIHEAP
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LIHEAP General Provisions 415-05

1. 415-05-35-05 Case Narrative Contents. Policy in this section is being
removed and reference and link to the Administrative Procedures manual
is being added.

Case Narrative Contents 415-05-35-05

Refer to section 448-01-40 for case file and narrative requirements.

Medicaid (ACA)
Application and Decision 510-03-25
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1. 510-03-25-27 - Electronic Narratives. Policy in this section is being
removed and reference and link to the Administrative Procedures manual
is being added.

Electronic Narratives 510-03-25-27

Refer to section 448-01-40 for case file and narrative requirements.

Non-ACA Medicaid

Application and Decision 510-05-25

1. 510-05-25-27 - Electronic Narratives. Policy in this section is being
removed and reference and link to the Administrative Procedures manual
is being added.

Electronic Narratives 510-05-25-27

Refer to section 448-01-40 for case file and narrative requirements.

A-Medicaid L\ i TECS s includeclectroni . i Lot
Notes_ Al Medicaid i+ SPACES tinclud lectron Hivei
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SNAP
Reviews 430-05-35

1. 430-05-35-45 - Narrative/Documentation. Policy in this section is being
removed and reference and link to the Administrative Procedures manual is
being added.

Narrative/Documentation 430-05-35-45

Refer to section 448-01-40 for case file and narrative requirements.

system-s
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