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PURPOSE:  This Office of Developmental Programs (ODP) Informational Packet is intended to announce and promote the use of the Waiver Service Request Form 
(DP 1022) in order to standardize the process for requesting new, additional, or changes to services made by an individual, surrogate, or family member.  
The Waiver Service Request Form (DP 1022), attachment #1, should be used when:

· An individual or their family is requesting a new service or a change in services that cannot be attached to the Individual Support Plan (ISP).  In these instances, the service being requested is not included in the Service Definition Bulletin and does not have a service/procedure code.
OR
· An individual or their family is requesting a new waiver service or a change in waiver services without the concurrence of the team. 
The Waiver Service Request Form (DP 1022) is not to be used for individuals who are self-directing their services through a Financial Management Service organization unless what is being requested is not an eligible Participant-Directed Service. 
Form DP 1022 consists of three sections which need to be completed:

· The first section indicates general information about the service request and why it is being requested.  This section is completed by the individual, his/her Surrogate or the Supports Coordinator (SC).
· The second section is the waiver determination checklist and is completed by the Administrative Entity (AE).
· The third section indicates decision regarding the request and is completed by the AE.

Form DP 1022 should be brought to all team meetings in an effort to educate and improve communication among individuals, family members and team members about the waiver service request process and the SC’s role in the process.

The document How to Process and Review Waiver Service Requests, attachment #2, is intended to clarify the role of SC and AE in assisting, communicating, and responding to requests for new services and modifications to the ISP.  This is an excerpt from the soon to be released Planning, Service Selection and ISP Approval Guidelines document.  
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