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Chapter 1: Procurement Standards

...
1.5.5 Enrollment Process for New Providers
(Revised 09/10)
The DBS enrollment process is handled in one of two ways depending on whether DBS or the provider requests enrollment.
When DBS Solicits Providers
Consumer Procurement and Client Services Contracting (CPCSC) routinely publishes Notices of Provider Enrollment (NPE) for consumer services in designated geographical areas throughout the state. 
Provider responses are evaluated by the designated program lead or the regional program support specialist (RPSS) to determine if the provider meets the NPE qualifications.
CPCSC staff members follow departmental procedures to complete the enrollment process.
When Providers Contact DBS Requesting Enrollment
When a prospective provider contacts DBS, the enrollment request is forwarded to the RPSS or the program lead for that type of service
. The RPSS coordinates the request, using the following procedures
.

RPSS 
1. recommends approval or disapproval of the proposed service and geographical area specified by the provider, and
Note 1: The RPSS may research the volume of similar services purchased statewide and evaluate other business considerations before deciding whether to award a contract. For example, facility-based assistive technology evaluation centers require a large investment in equipment, and only a limited number can be supported by consumer needs. The RPSS may consult with the program lead if he or she has questions.
Note 2: If the prospective provider requests consideration for statewide services, the RPSS consults with appropriate program staff members to determine need. If the contract is approved, the RPSS for the DBS office that is closest to the provider’s location conducts a prework conference.

2. forwards his or her recommendation and the provider's request to the field director. 


Field Director 
3. reviews the provider's request and approves or disapproves the recommendation made by the RPSS, and 
4. emails his or her decision to the RPSS.



RPSS
5. if the proposed services are not needed, notifies the prospective provider;
or

If the proposed services are needed, contacts the prospective provider (by phone or in person) to offer preliminary technical help for enrollment. 
Exception: in the case of diabetes educators, the diabetes specialist contacts the prospective provider and conducts an interview. After this, the diabetes specialist shares any additional information obtained with the RPSS. The RPSS then proceeds with enrollment of the diabetes educator.


6. forwards an enrollment packet to the prospective provider with a notice that information is available on the DBS Internet site including

· minimum qualification standards for prospective providers, 

· minimum service delivery and performance criteria, 

· contract terms and conditions, 

· payment rates for the designated product or service, 

· contact information for technical help, and 

· instructions for completing the enrollment packet. 





Prospective Provider 
7. completes the enrollment packet, 

8. attaches all required documentation, and 

9. returns the enrollment packet to the RPSS for review. 


RPSS 
10. reviews the enrollment packet and documentation and requests any missing information or documents, and

11. after determining that the enrollment packet is complete and the prospective provider meets DBS minimum qualifications, forwards the enrollment packet to the CPCSC manager. 
CPCSC Manager
12. provides the prospective provider’s contact information to the designated program leads so they can schedule any additional internal reviews, testing, and/or training required:
· 
· Assistive Technology Trainer contact information is forwarded to the Assistive Technology Unit to schedule required trainer testing. 

· Assistive Technology Facility-Based Evaluation contact information is forwarded to the EAS manager to schedule required testing. DBS must also conduct an on-site visit to ensure compliance with equipment and facility requirements before a contract is awarded. 

· Job Readiness and Job Placement contact information is forwarded to the VR field specialist for review. 

· Supported Employment contact information is forwarded to the VR field specialist for review. 

· Vocational Adjustment and Work Adjustment contact information is forwarded to the VR field specialist for review. 

· Vocational Evaluation proposals are forwarded to VDU for review. 

· Diabetes Self-Management Education contact information is forwarded to the DBS diabetes specialist for review and scheduling of mandatory training. 

· Orientation and Mobility contact information is forwarded to the DBS Orientation and Mobility consultant for review and scheduling of mandatory training. 

· Independent Living Trainer contact information is forwarded to an independent living consultant for review and mandatory screening as part of the approval process. 

Note: All required reviews, testing, and training must be completed before a contract is written and signed.
Contract services may not begin until the prework conference has been conducted, both parties have signed the contract, and the provider is set up in the procurement system to receive purchase orders.


Program Lead
13. sends testing and training results to the CPCSC manager.
CPCSC Manager
14. provides the results to the appropriate RPSS.

RPSS
15. when it has been determined that a contract will be offered, prepares and emails the following to the CPCSC manager for approval:
· the contract, and 
· documentation of the provider’s successful completion of the required testing and training.
Consumer Purchasing Manager
16. approves the contract and emails it back to the RPSS. 
RPSS
17. emails the contract to the prospective provider with instructions to print, sign, and return two original sets of the contract to the RPSS.


18. When the signed contract is returned, forwards the documents to the field director for final approval and DBS signature. 
Note: A contract with DBS does not guarantee referrals.


DBS Field Director
19. Approves and signs both originals of the contract.
RPSS 
20. coordinates the prework conference; 
21. at the completion of the prework conference, gives an original
 signed contract to the provider; and


22. keeps a copy of the contract and sends the second 
original contract to the CPCSC manager to maintain.
For technical assistance and additional information about DBS service provider enrollment, contact the consumer procurement manager at (512) 377-0640.

Note: New Provider Enrollment packets are located on the ESBD Web site.
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�We have a style for procedures that are lengthy and involve several partipants. I reformatted to that style. The procedures will be enclosed in a shaded box. For an example, see http://darsnet.dars.txnet.state.tx.us/bookshelf/dars/bpm/ch25.htm#ch25.6
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