
11.3.1 Preparing and Using the Paper Case Folder

Use labels to record the following on the tab cover of the paper case file: 
· the consumer’s last name and first name (required), and middle name or initial (if available), as entered in the electronic case management system; and 

· the consumer’s Social Security number. 


Stamp both the front and back of each paper case folder "Confidential."

File the following documents from bottom to top on the left side of the case file in the order received:

· all financial documents grouped together, including 

· invoices, 

· bidding documentation, and 

· signed itemized receipts; and 

· all other documents relating to consumer purchases. 

Exceptions:

· Documents associated with billing for multiple consumer purchases may be placed in a centralized file in the field office. 

· When a medical service coordinator or courtesy counselor is involved, the courtesy file becomes an extension of the main folder. The courtesy counselor forwards copies of all pertinent documents to the home counselor. 

File all other documents on the right side of the paper case folder in the order received, from the bottom to the top. Include originals or copies of any related reports, forms, letters, and email from the consumer or consumer's representative, not generated by the electronic case management system.


