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Case Processing Checklist 
 

 

If client is eligible: 
 

Check box 
when 
complete 
 

1.  Assist her in completing DOH 4133 (Growing Up Health 
Application) or DOH 4220 (Access NY Application).  This is a 
requirement in order for her to receive Presumptive Eligibility 
Benefits. 

¶ To assist the PW in completing Section H, explain WIC 
benefits 

¶ See last checklist for other family members who wish to 
apply 

 

2.  Complete the Presumptive Eligibility Determination letter  
a. Give the client a copy of it along with a copy of the 

Screening Checklist and the Documentation 
Checklist attached to the application.   

b. Tell her she should receive a Medicaid card in 
approximately 3 weeks.   

i. If she needs services in the interim, she can 
take her copy of the Screening Checklist to the 
LDSS and request a temporary Medicaid card.  
It would be helpful for you to call your contact 
person at LDSS to let them know what her 
needs are. 

 

 

3.  Complete Welcome Letter to give the client a list of services for 
which she is eligible.  (See Module 3 Training Materials for the 
appropriate letter - 100% or 200%). 

 

4.  Discuss documentation required for the Medicaid determination 
with the client.  Make notes of the documents she already has and 
those she will need to obtain on the Documentation Checklist 
contained in the application. 

 

 

5.  Forward the checklist, the application, and available documentation 
with Documentation Checklist to LDSS within five working days. 

 

6.  If the pregnant woman wishes to apply, forward a copy of the 
application along with the appropriate documentation to the WIC 
office.  Arrange details relating to referrals with the WIC office(s) in 
your area. 
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If client is ineligible: 
 

Check box when 
complete 
 

1.  Give the client notice of ineligibility through the 
Presumptive Eligibility Determination Letter 

 

 

 

2.  Advise the client to apply directly at her LDSS.  She 
may be able to ñspenddownò to become eligible. 
 

 

 

 
 
 

If other family member wish to apply: Check box when 
complete 

1.  If the spouse an other family members appear to be 
over the Medicaid income levels, please refer the 
family to a Facilitated Enroller (FE) in a location that is 
convenient for the family.  Call 1-800-698-4543 to find 
a location.  A current list of FEs is available at the 
Departmentôs website:  
http://www.health.state.ny.us/nysdoh/fhplus/where.htm. 

 

2.  Copy PWôs application and any documentation she 
has available for other family members to take with 
them to the FE 

 

 
 
Note: Application for other family members ï The pregnant woman who comes to you 
to apply for Medicaid for herself and her children may have family members who are 
eligible for Medicaid, Child Health Plus or Family Health Plus (FHPlus).  The Growing 
Up Health application, DOH-4133, is to be used for pregnant women and children under 
age 19 who appear eligible for Medicaid.  The Access NY Health Care application, 
DOH-4220, should be used for pregnant women whose spouse and children appear to 
be eligible for Medicaid.   
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Anh Woods Scenario 

 
Anh Woods is a 28 year old woman who has come to the Healthy Family 
Clinic for a pregnancy test.   When the test confirmed that she is pregnant, 
she was concerned about her and her husbandôs ability to pay for the 
prenatal care she needs.  The staff at Health Family Clinic decided to 
determine whether Anh may be eligible for Medicaid. 
 
Anh is married and lives with her husband, John, and Anhôs four year old 
daughter, Kathryn, from her first marriage.  The family lives in Mineola, NY 
(Nassau County).   Anh and her daughter were on Medicaid before Anh 
and John were married.  Anh requested that the case be closed when she 
and John were married. 
 
John works full time and his gross weekly earnings are $450.  His employer 
provides health insurance and John pays a health insurance premium of 
$40/week.  Anh works part time and her gross weekly earnings are $125.  
Anh pays her cousin $25/week to watch Kathryn while Anh works.  Anh 
also receives $50/week in child support for Kathryn from her first husband. 
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