
Specific Needs Contract Resident Admission                     
    Process Flowchart (updated 1/21/2025)

Resident CA/PS renewals

Process begins

CM completes CA/PS 
renewal on existing specific 

needs individual

CM emails APD Admissions: 
individual’s name, prime 
number, facility provider 
name, provider number 

and effective date

CO adds rate to 512 and 
emails CM to ‘touch’ the 

512

Process ends

New admissions

Process begins

TC or CM completes the SDS 0494

Email form to APD Admissions at Central Office (CO) with minimum five (5) 
business days prior to individual’s  admission to contracted facility

CO reviews and completes section five (5) of the SDS 0494

Approved ?
CO emails TC or CM via the denial and narrates in 

Oregon ACCESS 

CO returns SDS 0494 to TC or CM 
within two (2) business days

TC or CM sets up 512 upon 
admission and emails APD 

Admissions when complete

Local office contacts 
provider notifying them 
placement was denied

CO adds rate to 512 and emails TC or 
CM to ‘touch’ the 512

Process ends

No

Yes
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