DHHS Office of Aging and Disability Service Vendor Call Instructions

1. Complete the Vendor Call Form posted on the OADS website/Waiver Forms page.
a. http://www.maine.gov/dhhs/oads/provider/developmental-services/forms-protocols.html

2. The Contact name and Contact email is the person to whom the provider replies will go.  In the Case Management Agency/DHHS/OADS District Office box, community case managers list the agency they work for and state case workers list the office they work in (Portland, Caribou,  South Paris).

3. Invent an identifier—NOT the EIS or MaineCare number. You need to track this number.  This is the number the providers will use to respond to your vendor call.

4. Work Support vendor calls are needed only if the Member wants to change providers. It is not done when Vocational Rehab is ready to close the case.  The Member chose a work support provider at the beginning of Vocational Rehab services.  If the provider chosen (through Vocational Rehab services) is not approved to provide waiver services then submit a vendor call.

5. Complete the “Geographic Location,” don’t leave it blank. 
a. If there is no preference, enter  Statewide
b. If the service is T2017, enter the Town in which the Member lives. (The service takes place in that Member’s home.)
c. If the service is community support, career planning, etc., enter a general location. (“southern York county” or “Lewiston/Auburn” or “Presque Isle area”)
6. Save-As (Word document) onto your desktop or other folder.

7. [bookmark: _GoBack]Compose an email to your Resource Coordinator and attach your saved Vendor Call form to the email.  Do not password-protect the document as no identifiable information is included on the form.
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