
Records informs HWD that an 
applicant file is ready for review

Applicant 
disclosed 

conditions on the 
653?

Did the applicant provide 
documentation related to  

disclosed conditions?

Yes

Applicant disclosed 
conditions via 

documentation?
No No

HWD clears 
applicant for 
enrollment.

Yes

HCN or DT to 
others 

concerns?*

No

HWD contacts 
applicant to discuss/

request 
documentation.

HWD assigns the file 
to the respective 

QHP(s) with relevant 
expertise for review.

Yes

HWD clears 
applicant for 
enrollment in 

LIMITED 
circumstances.*

If no documentation is 
received, the HWD may 
contact the applicant to 

gather information for the 
QHP or may clear for 

enrollment in LIMITED 
circumstances*; the file may 

NOT be returned to 
Admissions Services for non 

receipt of information.

Clinical 
assessment 
complete?

QHP clears applicant 
for enrollment.

QHP recommends 
denial of enrollment 

to the Regional 
Office. 

QHP is unable to 
reach applicant after 
attempting at least 

2x and collaborating 
with Admissions 
Services. File is 

returned to 
Admissions Services 

as an incomplete 
application.

(1) HWD ensures all documents, the HCNA or DTA and supporting 
documents are uploaded to the Health E-Folder in CIS; (2) HWD flags 

the file for review in Health E-Folder; (3) HWD notifies Records that the 
applicant is being recommended for denial of enrollment so that 

Records can change the status in OASIS pending arrivals.

No

Yes

Yes

HWD notifies Records that the applicant has been approved for 
enrollment so that Records can change the status in OASIS pending 

arrivals and schedule the applicant for enrollment.

Center review 
complete.

Overview of the Center Applicant File Review Process
for File Review Coordinators

KEY
DT – Direct Threat
HWD – Health and Wellness Director
HCN – Health Care Needs
QHP – Qualified Health Professional
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