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Policies & Procedures

Application processing timelines - final notice

The 30-day application processing timeline will be in effect starting
Friday, January 15. The FFY2016 EAP Policy Manual (Chapter 4, p. 8)
states:

Applications must be acted upon in a reasonable time as
required by the LIHEAP statute. A reasonable time to
process a complete application is within 30 days. Due to the
large volume of Recertification applications and Pre-
Applications at the beginning of the program year, the
application processing timeline does not take effect until
January 15. After that date applications must be certified
and paid within 30 days of receipt of a complete application.

If Service Providers are unable to meet the reasonable time
requirement with their existing staffing pattern, additional

staff, including temporary workers, and/or extra hours must
be implemented to ensure the 30-day timeline is being met.

Application processing delays affect customer satisfaction, increase call volume, and impact energy affordability
program eligibility. EAP Service Providers unable to meet time requirements are to contact their Program
Performance Auditor and copy eap.mail@state.mn.us and describe processes implemented to meet timelines.

Encrypted email required for energy vendor registrations
EAP Service Providers are oftentimes sending unsecure (not encrypted) email with scanned
vendor registration documents to Commerce. The federal identification numbers on these
documents may be the Social Security Number of a vendor operating as a sole proprietor.
Private vendor information must be sent securely, as is the case for household private data.

Notices
Commerce EAP office closed on January 18 for MLK Holiday

The Minnesota
Department of
Commerce will be
closed on Monday,
January 18, 2016
for Martin Luther
King Jr. Day.

Page 1


mailto:eap.mail@state.mn.us
http://en.wikipedia.org/wiki/Martin_Luther_King,_Jr.
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjBr9724qfKAhXCeSYKHa8WBWYQjRwIBw&url=http://urnation.org/bodam-case-constitutes-timeliness-according-wcab/&psig=AFQjCNHesR66mrxP_PK7iZKt_lI3yDqVOg&ust=1452808279557394
https://www.google.com/imgres?imgurl=http://images.dailytech.com/nimage/secure_email.jpg&imgrefurl=http://www.dailytech.com/Google%2BYahoo%2BWorking%2BTogether%2Bon%2BEncrypted%2BEmail%2BTool/article36367.htm&h=702&w=684&tbnid=uIQT8SCiBvWMIM:&docid=BIitKnNNLrL1XM&ei=1seWVvCeGISu-AG0oqOACQ&tbm=isch&ved=0ahUKEwjw4ZzW46fKAhUEFz4KHTTRCJAQMwgsKA8wDw

	Policies & Procedures

