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Clients must complete and sign one of the following application forms: 
 

• DHS-1171, Assistance Application.  
 
• DHS-4583, Child Development and Care Application (CDC). 

 
• DHS-4574, Medicaid Application. 

 
• DHS-4574-B, Assets Declaration 
 
• DCH-0373, MIChild/Healthy Kids Application. 
 

Any application or the DHS-1171, Filing Form, with the minimum information, must be 
registered in Bridges.  BAM 115. 
 
Following registration of the application, the Department will: 
 

• Interview clients when required by policy. 
 

• Certify eligibility results for each program within the applicable standard of 
promptness (SOP). 

 
• Generate a client notice informing them of the eligibility decision.  BAM 115. 

 
An incomplete application contains the minimum information required for registering an 
application. However, it does not contain enough information to determine eligibility 
because all required questions are not answered for the program(s) for which the client 
is applying.  When an incomplete application is filed, the Department will retain the 
application and give or send the client the DHS-3503, Verification Checklist.  The 
Department will inform the client of the: 
 

• Request for contact to complete missing information. 
 

• Due date for missing information. 
 

• Interview date, if applicable. 
 
In this case, the Claimant’s authorized representative submitted an application for 
Medical Assistance (MA) that the Department received on February 14, 2011. 
 
Based on the evidence and testimony available during the hearing, the Department has 
failed to establish that it made an eligibility determination based on the February 14, 
2011, application.  The Department failed to establish that it processed the application 
as an incomplete application.  The Department failed to establish that it processed the 
February 14, 2011, application in accordance with Department policy. 
 
 






