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PURPOSE:   This policy  addresses the  process by  which  a  Qualified  Vendor  notifies the  Division  
of  Developmental Disabilities  (Division)  of its  intent  to  amend  or  make  changes  to  its  scope  of  
services. This  includes  the  intent  to  reduce  the  type  of  service  the  Qualified  Vendor  is  willing  
or able  to  provide  and/or the  specific  geographical  area the  Qualified  Vendor is  willing  to  
serve.   A  reduction  in  the  service  offered  and/or the  specific  geographical  area to  be  served  is 
referred  to as  “Diminishing  Scope  of  Service.”  

This  policy  does  not address  a  Qualified  Vendor’s  intent  to  request termination o f  its  contract  
with  the  Division.  For  termination  of  services  refer  to  Division’s  Provider  Policy  Manual,  
Chapter  41,  Termination of  the  Qualified  Vendor  Agreement  Upon Request  of  the      Qualified  
Vendor.  

A.  BACKGROUND  

1.  The  Division m aintains  vendor  call  lists  and  vendor directories  for each  
District  to  help  match  members  needing  service  with  available  vendors.  

2.  The  vendor  directories  must  identify  the  vendor’s:  

a.  Type  of  service(s),  location  of  offices  and  service  site,  and  contact          
information.  

b.  Cultural  and  linguistic  capabilities,  including  all languages  (including         
sign  language)  offered  by  the  vendor;  and  

c.  Special accessibility features, including  physical  access,  accessible  
equipment,  and/or reasonable  accommodations  for members  with  
physical or  cognitive  disabilities  (sensory room, noise-cancelling 
headphones,  patient  lift  assisted devices,  etc.).  

3.  After a Qualified  Vendor has  been  awarded  an  agreement  with  the  Division,              the  
Qualified  Vendor  may  amend  and/or  make  subsequent  changes  to  its  scope  of  
service.  These  changes  may  involve:  

a.  Adding a  new  service;  

b.  Expanding  the  geographical  area/district  the  vendor  will  serve;  

c.  Reducing  the  amount  capacity  of  service  provided  or  changing  the  
geographical area  served;  or   

d.  Reducing the  residential  capacity  in  a  specific geographical  area/district.  
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B.  ADDING  A NEW  SERVICE  

1.  To  add  a  new  service  to  an  existing  Qualified  Vendor  Agreement,  the  Qualified  
Vendor  signatory(ies)  must document  the  request in  writing  and send  the  
request  to  the  designated  Contract  Management  Specialist.  The  Contract  
Management Specialist will  review  the  request  and  assist the  signatory(ies)  in  
amending  the  agreement  to  reflect  the  change.  

2.  Once  the  Qualified  Vendor  has  finalized  the  amendment with t he  Division’s  
Contracts  Unit, the  District Network Manager/designee  will ask  the  Qualified  
Vendor  to complete  and  submit  a  Qualified  Vendor Ready  to Provide  Services  
form ( DDD-1821A). This  form  will  indicate  the  service(s)  to  be  provided, the  
geographical  area(s) in  which  the  vendor  will provide  the  new  service(s),  the  
cultural  and  linguistic  capabilities,  and  special  accessibility  features.  

3.  The  Network  Manager/designee  will:  

a.  Update  the  District  vendor  directories  to  include  the  service  type(s) and  
geographical area(s) in  which  the  services  will be  made  available by  the  
vendor.  

b.  Update  all applicable  vendor  call lists  for  the  District(s) to  include  all  
new  services.  

c.  Issue  an  announcement  to District  Support  Coordination  personnel  
informing  them  of  changes  made  to  the  District  vendor  directories  and  
vendor  call lists.   The no tice wi ll  include  the  new vendor,  services(s)  to  
be  provided,  geographical  area(s)  to be  served,  the  cultural  and  linguistic  
capabilities,  and  special  accessibility  features;  and  

d.  Forward  the  Qualified  Vendor  Ready  to Provide  Services  form  to each  
Network  Manager  for  each District  identified  on the  announcement.  

C.  EXPANSION  IN  GEOGRAPHICAL  AREA  

1.  When  the  Qualified  Vendor wants  to expand  the  geographical  area  in  which  it  
currently  provides contracted  services:  

a.  The  Qualified  Vendor  signatory(ies) must notify the  District Network  
Manager/designee, in  writing, of  the  intent to  expand  service  delivery to  
that  District  or  a  geographical  area  within  that  District.  

b.  The  District Network Manager/designee  may schedule  a  District  specific 
readiness  review  meeting  with th e  Qualified  Vendor  to  provide  District  
specific information  regarding  points  of  contact.  

2.  Upon  completion  of  the  readiness  review  meeting  and/or receipt  of  the  revised  
Qualified  Vendor  Ready  to  Provide  Services  form,  the  District  Network  
Manager/designee  will:  
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a.  Update  the  District  vendor  directories  to  include  the  vendor, service  
type(s), geographical  area(s), the  cultural and  linguistic  capabilities, and   
special accessibility  features  that are  made  available  by the  vendor;  

b.  Update  all  applicable  vendor  call  lists;  

c.  Issue  an  announcement  to District  Support  Coordination  personnel  
informing  of  changes  made  to  the  District  vendor  directories  and  
vendor  call lists.  include  the  vendor  service(s) to  be  provided  and  
geographical area(s)  to  be  served; and  

d.  If  applicable,  Network will send  out the  Qualified  Vendor  Ready  to  
Provide  Services  form  to  all other  Districts  that  the  Qualified  Vendor  
has  designated as  willing  to  serve.  

D.  DIMINISHING  SCOPE O F  SERVICE  

1.  Diminishing  scope  of  service  may  involve:  

a.  A  decision  by a   Qualified  Vendor not  to accept  any  new  referrals  
statewide,  within  a  specific District  or  geographical  area;  or  

b.  Consideration  or decision  by  a Qualified  Vendor to discontinue  a  
contracted service  statewide,  within  a  specific District o r  geographical  
area.  

2.  Under  those  circumstances the  Qualified Vendor  must  notify the  Division’s  
Contracts  Unit, in  writing, of  its  intent to  reduce  the  scope  of its  services.  The  
written notification must  include  the r eason  and  must  be  signed  by the  
authorized signatory(ies)  for  the  Qualified  Vendor’s  agreement.  

3.  Upon  notification o f a  Qualified  Vendor’s  intent  to  discontinue  services  
statewide,  within  a specific  District  or geographical  area,  the  District  Network  
Manager/designee  will immediately notify the  Division’s  Contracts  Unit.  If  
needed,  the  District  Network Manager  will  notify the  other  District Network  
Units  of  the  Qualified  Vendor’s  intent.  

4.  Upon  notification  of  a  reduction  in  scope  of  service(s)  by  a  Qualified  Vendor,  
the  following  will  occur:  

a.  If  directed  by the  Contracts  Unit, t he  District Network Manager/designee  
will  develop  a  transition  plan  that  outlines  the  steps  and  associated   
timelines  for  the  service(s) to  be  transitioned  to  an  alternative  vendor.  

b.  The  District Network Manager/designee  will send  a  letter  to  each  
member or responsible  person notifying  him/her  of  the  pending  change  
in  network.   A co py of the  letter  will  be  sent  to  the  member’s  Support  
Coordinator.  

c.  The  District Network Unit will w ork with  Support Coordination  to  identify  
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alternative  vendor  options  to  meet  each m ember’s  identified service/  
support need.  
 

d.  If appropriate,  the  District Network  Manager/designee  will  request  that   
the  Qualified  Vendor  complete  and  submit  a  revised  Qualified  Vendor 
Ready  to  Provide  Services  form  that  reflects  the  service(s)  and/or 
geographical area(s) t hat  the  vendor  will  serve.  

5.  As  needed,  the  District  Network Manager/designee  will:  

a.  Update  the  District  vendor  directories  to  reflect  the  service  type(s) and  
geographical area(s)  the  vendor  will  continue  to  serve.  

b.  Update  applicable  vendor  call  lists.  

c.  Issue  an  announcement  to Support  Coordination  personnel  informing  
them  of  the  changes made  to  the  District vendor  directories  and  vendor 
call lists  to  reflect  the  vendor’s  diminishing  scope  of  service.  

d.  If appropriate,  the  District Network  Manager/designee  will  send  out the  
Qualified  Vendor Ready  to Provide  Services  form  to the  other  Districts  
that  the  Qualified  Vendor  has  designated  as  willing  to  serve.  

E.  CHANGES IN  RESIDENTIAL  CAPACITY  

1.  Per  ACOM  Policy 436,  the  Qualified  Vendor Network  must  meet  specific  criteria 
to meet  the  needs  of  members  in  different  geographical  areas.  This  
requirement  is  met  by  awarding  Homes in  specific  geographical  areas  to meet  
the needs  of  members.  
 

2.  Relocation  of  residential  service  sites outside  of  awarded  district or  geographical  
area:  
 
a.  60 d ays  prior to any  planned  relocations  outside  the  current  district/  

geographical  area for which  the  site  was  awarded,  the  qualified  vendor 
must:  
 
i.  Contact  the  Network  Manager  to request  approval  to relocate  the  
   site  outside  of the  district/geographical area  identified  on  the   
   award  letter  for  the  site,  including  the  reason fo r  the  request.  
 
ii.  The N etwork  Manager  will  respond  within three b usiness days of  
   this request.  
 
iii.  If  approved,  the  Qualified  Vendor will  follow  the  Relocation   
   Process.  
 
iv.  If the  request is  denied,  the  vendor  may elect  to  keep  providing  in   
   the  current  awarded  area or request  a release  from  service.   If  the  
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   release  is  approved,  Network  will  issue  a  vendor  call to  identify a  
   new vendor.  
 

b.  The  vendor  will  continue  to  provide  the  services  until the  new  Qualified  
Vendor  is  identified  and  the  home  is  issued  a  new  site  code.  
 

c.  Upon  completion  of  the  transition  to  a new  vendor,  the  Qualified  Vendor  
will  remove  the  service  site  from  their  contract.  
 

3.  Closure  of  a residential service  site(s):  
 
a.  60 d ays  prior to any  planned  closure  of  a residential  service  site(s)  the  

qualified  vendor  must:   
 
i.  Contact  the  Network  Manager  and  provide  written  notification  

including  the  reason  for  the  planned  closure  and  release  of  the  
capacity  for  the  site(s).  
 

ii.  The N etwork  Manager  will  respond  within three  business days of  
this request.  
 

iii.  Determine  with  the  Network Manager  if the  site(s) will:  
 
•  Be  transitioned  to a  new  vendor through  the  vendor  call 

process,   
•  Transition  members  to  sites  with  a  new  qualified  vendor  

through  the  vendor call  process,  or  
•  Require  a  transitional roster  and  material  change  analysis  

with Contracts.  
 

b.  The  vendor  will  continue  to  provide  the  services  until the  new  Qualified  
Vendor  assumes  the  site or  the  members  have successfully  been  
relocated.  
 

c.  Upon  completion  of  the  closure,  the  Qualified  Vendor  will  remove  the  
service  site  from  their  contract.  
 

4.  Changing  capacity  of  specific  service  sites:  
 
a.  To increase  or decrease  the  capacity  of  a  single  site,  the  Qualified  

Vendor  must su bmit  a  request to  increase  or  decrease  existing  capacity 
of  an  existing  site,  identifying  the  reason for  the  requested  change t o  
their  Network Manager.   
 

b.  The  Network  Manager  will  respond  within three b usiness  days  of  this  
request.  
 

c.  The  Network Manager  will  notify the  Qualified  Vendor of  the  approval  or  
denial  of  the request  before any  changes  are made to  the  site.  
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F.  RELOCATION  PROCESS  

1.   Contractors  who would  like  to  relocate  a  currently  licensed  group  home  must  
 contact  the  District  Network  Manager in  writing  60 d ays  prior to a permanent  
 relocation  of  a current  home  to:  
  

a.   Notify the  District  of the  relocation  within t he  area  as  identified  in  the 
 award  letter  for which  the  home  was  originally  awarded,  or  
 

b.   Obtain  approval  for relocation  outside  of  the  area where  the  home  was  
 awarded.  

2.  Confirmation t hat all  affected  members  and  their teams  are  aware  of  and  in 
agreement  with  the move should  be  provided  when  contacting  the  Network 
Manager or designee  prior to the  move.  

3.  The  Network  Manager  will  respond  within three  business days of  this  request  to 
relocate.  

4.  Site  codes  do not  follow  the  home  being  relocated.   A new  site  code  must  be  
issued.  

5.  Network  must  provide  the  Qualified  Vendor an  award  letter  for relocation.  

6.  The  Qualified Vendor  is required  to  complete  all  necessary  steps, a s  directed 
by  Network  and  the  Qualified  Vendor’s  contract  specialist,  to have  the  home  
licensed,  certified,  monitored,  and  added  to their contract  prior to members  
moving.  

G.  HOME AND  COMMUNITY  BASED  SERVICES  (HCBS)  VENDOR SEARCH  

1.  The  online  Vendor  Search  application  is  located  on  the  DDD  website.  

2.  Qualified  Vendors  must  update a nd  maintain the  HCBS  Vendor Search  Directory  
when  they make  changes  to  services,  scope  of  services,  cultural and  linguistic 
capabilities,  or  special  accessibility  features.  Directions to  update  this  
information  is  in  the  Qualified  Vendor Application  and  Directory  System 
(QVADS)  Provider  Instructions  –  Provider  Search Maintenance  (DDD-PS-000-
002).  

H.  MAINTENANCE  TIMEFRAMES  

1.  The  Qualified  Vendor  must notify  the  District  Network Manager/designee  at  
least  15  calendar  days  preceding any c hanges the  Qualified Vendor  intends to  
make  which  affects the  Division’s vendor  call  lists or  vendor  directories,  
including changes  in  linguistic capabilities  and  special  accessibility  features.  

2.  Update the HCBS  Vendor Search  on  the  Division’s  website  within  10 calendars  
days  prior  to  a  change  in  scope  of  services.  
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