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When an individual requests that a family member, other than a deemed eligible newborn, be added to the case or pending application, annotate the date of the request on the Change Report form (PAFS-126) or in KAMES.  For more information regarding deemed eligible newborns refer to MS 2850 and MS 2851.  Completion of a new application is not required.  

A.
If the change is entered on KAMES at the time the client is reporting the change, in person or by phone, form PAFS-126 is not required unless the client has companion cases affected by the change in another worker’s caseload.  If the change is not entered on KAMES at the time that the client is reporting the change, in person or by phone, form PAFS-126 is completed.  Use the date the change is reported, or documented on form PAFS-126, as the effective date to add the individual to the case.  If the new member is a deemed eligible newborn, the effective date is the first day of the birth month.
1.
In order to meet the SAVE requirement for a qualified alien, see Vol. IV, MS 2035, for citizenship verification of the added member.  Citizenship verification is not required for a deemed eligible newborn.

2.
If an individual under age 21 is being added to the household, review form PA-3, Facts About the Early and Periodic Screening, Diagnosis and Treatment (EPSDT) Services.  

B.
If the information or verification provided is incomplete, provide/send a Request for Information (RFI).  Include any needed information on the RFI such as verification of income, resources, enumeration, citizenship, etc., and schedule an interview if needed.  Use the date the information was reported as the effective date to add the individual to the case.  

1.
If the SR/payee fails to keep the appointment, take appropriate action to deny the request to add the member to the case based on failure to provide sufficient information to determine eligibility.  KAMES processes the member add denial automatically.

2.
If the recipient returns income verification for the new member, but fails to enumerate the new member, the new member is technically excluded from the case.  If advantageous to the assistance group, the technically excluded individual may be considered in the MA family size. 

NOTE: Each member of the benefit group, other than a deemed eligible newborn, is required to furnish a Social Security Number (SSN) or apply for an SSN as a technical eligibility requirement. However, include the individual in the case when the individual, who must be enumerated, does not yet have an SSN and is cooperating with the enumeration process.  


Do NOT require an individual to provide an SSN or apply for an SSN who will not be a member of the MA benefit group.  
3.
Follow established procedures for documenting eligibility, entering data on KAMES, etc., whichever is appropriate.

4.
Do not complete a new application unless the case is due for recertification.







