Storage & Transmission for 
Recommendation of Denial to Regional Office

Administrative: Complete the appropriate Center Recommendation of Denial Form (select from Appendix 107) and place in a manila envelope labeled "Regional Office" with the applicant's ID number. 
Clinical: Complete the appropriate assessment (Appendix 609 or 610); enclose this and all other health documentation in a separate, sealed manila envelope labeled "Medical-Confidential" with the applicant's ID number. 
E-Folders: Print out the complete applicant file (Program Instruction 13-25, “E-Folders Process for Denials”) and place in a third manila envelope labeled “E-Folders Information” with the applicant's ID number. 
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Administrative 
 Center Recommendation of Denial Form 
 Cover letter(s) 
 Center Tracking Form(s) 
 Accommodation Recommendation of Denial Form, only if applies (Note: rarely needed) 
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	Clinical 
[bookmark: _GoBack] Health Care Needs or Direct Threat Assessment (assessment not needed if New Information denial) 
 6-53 
 Medical Records 
 Chronic Care Management Plans (CCMPs)
 Anything health-related 
 IEPs & 504 Plans 
 Any non-medical disability-related information 
 Any medical/disability re-admission files


	[image: ]eFolder – Admissions

	
E-Folders Information 
Print out the electronic applicant file. This includes: 
 All original admissions paperwork (i.e., AC’s certification of eligibility, court history, data sheet, etc.) 
 Any other documentation that might exist within the applicant’s file (including re-admissions admissions data)
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