Checklist of Forms to Complete Annually
 Update Client Data in CHIP (Face Sheet) 
 Notification of Recipient Rights (under Notification of Rights Letters tab in CHIP)
 Consent for Treatment/Release for Insurance 

 Consumer Orientation Checklist 
 Informed special consent-BMRC

 Health Screening (check with supervisor regarding which RN will review)
 Notice of Privacy Practices 
 Psychosocial Assessment Review and Update (see Psychosocial Procedure for person   

    responsible)
 3803-Prescription for personal care 

 Multnomah Scale-MI / DD Proxy Measure/CAFAS
 Annual Swallowing Questionnaire (if applicable – Nurse will identify concern)
 IPOS Meetings Tab
  
 *Input for IPOS

   
*IPOS Meeting Form
 Relapse Prevention/Crisis Plan 

 Health Care Coordination notice 
 IPOS
 HSW Annual Recert (If applicable, HAB Waiver cases only)
 Adequate Notice – under Consumer Notices Tab in CHIP
 Release of Information 
Additional things to remember annually:

Review insurance coverage/copy new cards

Review employment status and wages

Request consults if applicable-physician order required for Dietary, OT, PT, and Speech services annually
Request needed authorizations

Send Letter to PCP – updating services and supports consumer is receiving 
Review and accept LOC (service level of care)

Send out PCP Meeting Invitation to all involved providers and natural supports
Complete annual health measures

Check guardianship paperwork for expiration
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