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Flowchart 1: Standard (Non-Emergency) Initiation of Services 
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Service Funding Plan Award Process

Process Start

1 Notify 
Individual that 

they  can  enter 
services 

New Provider 
Needed?

6 Individual meet 
with and choose 
provider (with 

assistance from RC 
or advocates)

No

21 RO send email 
notification of SFP 
received date to 

provider and copy 
RC

27 Regional fiscal 
staff review and 
assemble service 

funding plan

Is the SFP 
approved?

28 Regional director 
review and sign 
award letter  on 

behalf of the DDA 
Executive Director

Yes

30 RO send award 
letter and approved 
SFP to provider, RC, 
and other Regional 
Office if provider is 
located in different 

region

26 RO deny SFP 
and inform 

provider and RC

Must be within 6 
calendar months of 
service request 
approval date

31 Provider may 
start services on or 
after the authorized 

start date

RO must approve or deny the 
SFP within 20 business days of 

the receipt date (before 
authorized start date) 

7 Individual notify 
RC of provider 

selection

25 Regional CST/
Program Staff 

Clarify / Negotiate 
Service Funding Plan 

with provider

23 Regional CST/ 
Program Staff deny 

the SFP. Notify 
provider and RC of 

issue

29 RO enter 
authorized start 

date into PCIS2 or 
SFP into Contracts 

Module

35 Provider enter  
attendance into 

PCIS2

Process End

32 Provider notify 
Regional Office and 

RC of the 
individual’s actual 

start date

33 RO enter actual 
Start Date in PCIS2

Use of 
standardize 
choice letter 

Is SFP acceptable

Yes

8 RC notify 
preferred provider 

of individual’s 
selection

Provider willing 
to serve 

individual?

25.1 Provider Clarify/
Negotiate SFP

No

10 RC notify 
provider of selection 
and date and copy 

Regional Office

Yes

No

25.2  RC clarify person’s 
needs, preference and 

team agreement

Is the proposed 
start date at 

least 20 business 
days after the 
receipt date?

22 Regional CST/
Program Staff 

review SFP

Yes

9 Provider 
review 

addition of 
individual

No

24 Contact 
provider to 

adjust proposed 
start date

Yes

Request 432 
form of provider 
if contract 
service

Is the proposed 
start date prior 
to the date of 

receipt?

Yes

Resource 
Coordinator

Regional Fiscal 
Director

Regional 
Director

Provider
Regional Fiscal 

Staff
Individual (DDA 

Participant)
Regional CST / 
Program Staff

New or 
Changed Step

No

No

2 RO request 
matrix score

The Award Letter will be a 
standard letter simply stating 

that funding has been awarded 
based on the attached SFP

If applicable

13 Provider 
complete Service 

Funding Plan 
(SFP)

14 Provider 
review with 

individual/family

16 RC perform 
consistency 

review of SFP
SFP acceptable?

No

17 RC notify 
provider of errors 

or issues

15 Provider send 
SFP to RC

Should be 
sent to RC 
within 15 

business days 
of receiving 

the RFSC 
approval 

letter

14.1 Individual  
review SFP with 

provider 

Yes

Should check that 
the individual’s 

services match the 
needs of the 

individual, and that 
there is an  

authorization to 
enter services

34 RO complete 
WC12 forms and 

send to DDA Waiver 
Unit

19 RC sign and send 
SFP with WC12 

forms to provider

20 Provider sign and 
send SFP with WC12 

forms to Regional 
Office and copy RC

Should be completed and 
submitted to the regional 
office within 20 business 

days of receiving the RFSC 
approval letter 

Should be sent to provider 
within 5 business days of 

SFP receipt date

18.1 Individual  sign 
SFP 

18 RC review SFP 
with Individual/

family

This review is to ensure that the 
individual agrees with the SFP

18.2 RC complete 
WC12 forms



Flowchart 2: Emergency Initiation of Services 
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Service Funding Plan Award Process

Process Start

New 
Provider 
Needed?

6 Individual meet 
with and choose 
provider (with 

assistance from RC 
or advocates)

No

21 Regional office 
send email 

notification of SFP 
received date to 
provider and RC

27 Regional fiscal 
staff assemble and 

review service 
funding plan

Is the SFP 
approved?

28 Regional director 
review and sign 
award letter  on 

behalf of the DDA 
Executive Director

Yes

30 RO send award 
letter and approved 
SFP to provider, RC, 
and other Regional 
Office if provider in 

different region

26 RO deny SFP 
and inform 

provider, and RC

Must be within 3 
calendar months of 
service request 
approval date

31 Provider may 
start services on 
authorized start 

date

RO must approve 
or deny the SFP 

within 10 business 
days of the receipt 

date 

7 Individual notify 
RC of provider 

selection

25 Regional CST/
Program Staff 

Clarify / Negotiate 
Service Funding Plan 

with provider

29 RO enter 
authorized start 

date into PCIS2 or 
SFP in to Contracts 

Module

35 Provider enter  
attendance into 

PCIS2

Process End

32 Provider notify 
Regional Office and 

RC of the 
individual’s start 

date

33 RO enter actual 
Start Date in PCIS2

Use of 
standardize 
choice letter 

Is SFP acceptable

Yes

Provider willing 
to serve 

individual?

25.1 Provider Clarify/
Negotiate SFP

No

10 RC notify 
provider of selection 
and date and copy 

Regional Office

Yes

No

25.2  Clarify person’s 
needs, preferences and 

team agreement

22 Regional CST/
Program Staff 

review SFP

9 Provider 
review 

addition of 
individual

No

Preferred 
Provider 
Known?

3 RO notify 
preferred provider 

of individual’s 
selection

4 Provider review 
addition of 
individual

Provider willing 
to take 

individual?

Yes

Yes

No

No

Resource 
Coordinator

Regional Fiscal 
Director

Regional 
Director

Provider
Regional Fiscal 

Staff
Individual (DDA 

Participant)
Regional CST / 
Program Staff

New or 
Changed Step

Request 432 
form from 
provider if 
contract service

2 RO request 
matrix score

The Award Letter will be a 
standard letter simply stating 

that funding has been awarded 
based on the attached SFPIf applicable

1 Notify 
Individual that 

they  can  enter 
services 

10.1 RO notify 
provider of selection 
and date and copy 

Resource 
Coordinator

Yes

Use of 
standardize 
choice letter 

13 Provider 
complete Service 

Funding Plan (SFP)

14 Provider 
review with 

individual/family

16 RC perform 
consistency 

review of SFP
SFP acceptable?

No

17 RC notify 
provider of errors 

or issues

15 Provider send 
SFP to RC

Should be 
sent to RC 

within 8 
business days 

of receiving 
the RFSC 
approval 

letter

14.1 Individual  
review SFP with 

provider 

Yes

Should check that 
the individual’s 

services match the 
needs of the 

individual, and that 
there is an  

authorization to 
enter services

8 RC notify 
preferred provider 

of individual’s 
selection

Should be completed and 
submitted to the regional 
office within 10 business 

days of receiving the RFSC 
approval letter 

Should be sent to provider 
within 2 business days of 

SFP receipt date

19 RC sign and send SFP 
with WC12 forms to 

provider

20 Provider sign and 
send SFP with WC12 

forms to Regional Office 
and copy RC

18.1 Individual  sign SFP 

18 RC review SFP with 
Individual/family

This review is to ensure that the 
individual agrees with the SFP

18.2 RC complete WC12 
forms

34 RO complete 
WC12 forms and 

send to DDA Waiver 
Unit



Flowchart 3: Standard (Non-Emergency) Request for Service Changes 
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Service Funding Plan Award Process

Process Start

1 Regional Director 
has approved the 

request for service 
change (RFSC) form

New Provider 
Needed?

6 Individual meet 
with and choose 
provider (with 

assistance from RC 
or advocates)

13 Provider 
complete Service 

Funding Plan (SFP)

No

14 Provider 
review with 

individual/ family

21 Regional office 
send email 

notification of SFP 
received date to 
provider and RC

27 Regional fiscal 
staff review and 
assemble service 

funding plan

Is the SFP 
approved?

28 Regional director 
review and sign 
award letter  on 

behalf of the DDA 
Executive Director

Yes

30 RO send award 
letter and approved 
SFP to provider, RC, 
and other Regional 
Office if provider is 
located in different 

region

26 RO deny SFP 
and inform 

provider and RC

Must be within 6 
calendar months of 
service request 
approval date

31 Provider may 
start services on or 
after the authorized 

start date

16 RC perform 
consistency 

review of SFP
SFP acceptable?

No

17 RC notify 
provider of errors or 

issues

RO must approve or 
deny the SFP within 20 

business days of the 
receipt date (before 

authorized start date) 

Services not on the 
RFSC form or on 

the IP will not be 
accepted.

7 Individual notify 
RC of provider 

selection

25 Regional CST/
Program Staff 

Clarify / Negotiate 
Service Funding Plan 

with provider

Are services on 
the SFP not on 
the RFSC form?

23 Regional CST/ 
Program Staff deny 

the SFP. Notify 
provider and RC of 

issue

Yes

29 RO enter 
authorized start 

date into PCIS2 or 
SFP into Contracts 

Module

35 Provider enter  
attendance into 

PCIS2

Process End

32 Provider notify 
Regional Office and 

RC of the 
individual’s actual 

start date

33 RO enter actual 
Start Date in PCIS2

Use of 
standardize 
choice letter 

11 RC send RFSC 
approval letter and 

form to Provider  

Is SFP acceptable

Yes

19 RC sign and send 
SFP with WC12 

forms to provider

20 Provider sign and 
send SFP with WC12 

forms to Regional 
Office and copy RC

8 RC notify 
preferred provider 

of individual’s 
selection and send 

RFSC form to 
provider

Provider willing 
to serve 

individual?

25.1 Provider Clarify/
Negotiate SFP

No

10 RC notify 
provider of selection 
and date and copy 

Regional Office

Yes

No

No

25.2  RC clarify person’s 
needs, preference and 

team agreement

Is the proposed 
start date at 

least 20 business 
days after the 
receipt date?

12 Regional Office 
(RO) notify and send 
the RFSC  approval 

letter to the 
individual and copy 

the Resource 
Coordinator (RC) and 

provider

22 Regional CST/
Program Staff 

review SFP

5 Regional Office 
(RO) notify and send 

the RFSC approval 
letter to the 

individual and copy 
the Resource 

Coordinator (RC)

Yes

9 Provider 
review 

addition of 
individual

No

Should be completed and 
submitted to the regional 
office within 20 business 

days of receiving the RFSC 
approval letter 

24 Contact 
provider to 

adjust proposed 
start date

No

Yes

Request 432 form 
of provider if 

contract service

Is the proposed 
start date prior 
to the date of 

receipt?

Yes

Resource 
Coordinator

Regional Fiscal 
Director

Regional 
Director

Provider
Regional Fiscal 

Staff
Individual (DDA 

Participant)
Regional CST / 
Program Staff

New or 
Changed Step

No

Should be sent to provider 
within 5 business days of 

SFP receipt date

2 RO request 
matrix score

34 RO complete 
WC12 forms and 

send to DDA Waiver 
Unit

15 Provider send 
SFP to RC

Should be 
sent to RC 
within 15 

business days 
of receiving 

the RFSC 
approval 

letter

The Award Letter will be a 
standard letter simply stating 

that funding has been awarded 
based on the attached SFP

If applicable

18.1 Individual  sign 
SFP 

14.1 Individual  
review SFP with 

provider 

18 RC review SFP 
with Individual/

family
Yes

This review is to ensure that the 
individual agrees with the SFP

18.2 RC complete 
WC12 forms



Flowchart 4: Emergency Request for Service Changes 
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Service Funding Plan Award Process

Process Start

1 Regional Director 
has approved the 

request for service 
change (RFSC) form

New 
Provider 
Needed?

6 Individual meet 
with and choose 
provider (with 

assistance from RC 
or advocates)

No

21 Regional office send 
email notification of SFP 

received date to 
provider and RC

27 Regional fiscal 
staff assemble and 

review service 
funding plan

Is the SFP 
approved?

28 Regional director 
review and sign 
award letter  on 

behalf of the DDA 
Executive Director

Yes

30 RO send award 
letter and approved 
SFP to provider, RC, 
and other Regional 
Office if provider in 

different region

26 RO deny SFP 
and inform 

provider, and RC

Must be within 3 calendar 
months of service request 
approval date

31 Provider may 
start services on 
authorized start 

date

RO must approve or 
deny the SFP within 10 

business days of the 
receipt date 

7 Individual notify 
RC of provider 

selection

25 Regional CST/
Program Staff 

Clarify / Negotiate 
Service Funding Plan 

with provider

Are services on 
the SFP not on 
the RFSC form?

23 Regional CST/ 
Program Staff deny 

the SFP. Notify 
provider and RC of 

issue

Yes

29 RO enter 
authorized start 

date into PCIS2 or 
SFP in to Contracts 

Module

35 Provider enter  
attendance into 

PCIS2

Process End

32 Provider notify 
Regional Office and 

RC of the 
individual’s start 

date

33 RO enter actual 
Start Date in PCIS2

Use of 
standardize 
choice letter 

11 RC send RFSC 
approval letter and 

form to Provider  

Is SFP acceptable

Yes

Provider willing 
to serve 

individual?

25.1 Provider 
Clarify/Negotiate 

SFP

No

10 RC notify 
provider of selection 
and date and copy 

Regional Office

Yes

No

No

25.2  Clarify 
person’s needs, 
preferences and 
team agreement

12 Regional Office 
(RO) notify and send 

the RFSC approval 
letter to the 

individual and copy 
the Resource 

Coordinator (RC) and 
provider

22 Regional CST/
Program Staff 

review SFP

5 Regional Office 
(RO) notify and 
send the RFSC 

approval letter to 
individual and copy 

the Resource 
Coordinator (RC)

9 Provider 
review 

addition of 
individual

No

Preferred 
Provider 
Known?

3 RO notify 
preferred provider 

of individual’s 
selection

4 Provider review 
addition of 
individual

Provider willing 
to take 

individual?

Yes

Yes

No

No

Resource 
Coordinator

Regional Fiscal 
Director

Regional 
Director

Provider
Regional Fiscal 

Staff
Individual (DDA 

Participant)
Regional CST / 
Program Staff

New or 
Changed Step

Request 432 
form from 
provider if 
contract service

Yes

34 RO complete 
WC12 forms and 

send to  DDA Waiver 
Unit

2 RO request 
matrix score

The Award Letter will be a 
standard letter simply stating 

that funding has been awarded 
based on the attached SFPIf applicable

8 RC notify 
preferred provider 

of individual’s 
selection and send 

RFSC form to 
provider

13 Provider 
complete Service 

Funding Plan (SFP)

14 Provider 
review with 

individual/family

16 RC perform 
consistency 

review of SFP
SFP acceptable?

No

17 RC notify 
provider of errors or 

issues

Services not on the 
RFSC form or on the 

IP will not be 
accepted.

Should be completed and 
submitted to the regional 
office within 10 business 

days of receiving the RFSC 
approval letter 

Should be sent to provider 
within 2 business days of 

SFP receipt date

15 Provider send 
SFP to RC

Should be 
sent to RC 

within 8 
business days 

of receiving 
the RFSC 
approval 

letter

14.1 Individual  
review SFP with 

provider 

Yes

19 RC sign and send SFP 
with WC12 forms to 

provider

20 Provider sign and 
send SFP with WC12 

forms to Regional Office 
and copy RC

18.1 Individual  sign SFP 

18 RC review SFP with 
Individual/family

This review is to ensure that the 
individual agrees with the SFP

18.2 RC complete WC12 
forms
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