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-
Perpetual Inventory log

* Required at each clinic with a printer

— Reflect food instrument stock/ream transfers (to
and from)

e Example is now available in Chapter 5,
Appendix D
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Food Instrument Inventory Form

Location
Date Tnifials Initials ﬁeginn.ing Carton & Number of | Number of ITI'Fn}m ]-E'_nﬂ.ing Date
Inventory received Reams Reams Which Clinic | Inventory | Verified Initials
{# of Reams) | [ex:1840f1750] Received Checked I (# of Reams)
Ot [ndicets te" o
"from” than elinie
nAst4]

REMEMEER TC MARK THE INWENTORY IN NUMEER OF REAMS (Examgla] f, BOX = 4 REANS
ALWAYS VERIFY THE ACTUAL INVENTORY BEFORE SIGNING YOUR INITIALS!



http://www.azdhs.gov/
http://www.twitter.com/azdhs
http://www.facebook.com/pages/Phoenix-AZ/Arizona-Department-of-Health-Services/114962494972
http://www.youtube.com/azdhs
http://directorsblog.health.azdhs.gov/
http://www.linkedin.com/company/arizona-department-of-health-services

-
Void Reconciliation

e Separation of duties for supervisors that
reconcile the void report and provide direct
services to clients.

— Before shredding the Fls have an additional staff
member review and sign/date the report
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-
Signhature Recelpt

 What do staff do if the participant doesn’t sign
the signature receipt?

— Document a note in AIM as a reminder to have
the authorized representative sigh the receipt at
the follow up visit

— Have a separate file with unsigned signature
receipts
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FI Issuance

e Custody disputes and adverse action

— Consider issuing one month of benefits to the
family

— Reduces administrative burden-tracking the
original FIs and requesting the return
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