HFRD CHOW Process Map
Provider's Guide

_] Process Overview: Change of Ownership (CHOW) for healthcare
facilities — includes both quick flowchart and detailed process
documentation.

| QUICK FLOWCHART VIEW

PHASE 1: State Licensure

Facility -~ Send CHOW notification to the appropriate State Agency
Program inbox:

e hfrd.nh@dch.ga.gov — Nursing Homes

+ hfrd.acute@dch.ga.gov — Hospitals and ASC

» hfrd.hha@dch.ga.gov — Home Health and Hospice

o hfrd.specialized@dch.ga.gov — ESRD, ICF, CORF, RHC

& Note: Please refer to program rules for the exact notification
requirement applicable to your facility type.

7 Provider - Submits CHOW application in the State licensure portal
(GHALES).
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/@ Applications & Waivers / Licensing Team — Reviews application to
ensure all required State Licensure documents have been submitted. It is
our goal to have all applications reviewed within 30 business days,
subject to the volume of applications received.

_J Program - Reviews approved State Licensure documents + gathers
additional required CMS/HHS forms and other related documents. This
may come as an email request if the documents were not submitted with
the licensure documents.

Program - Issues State Permit with new governing body name.

I PHASE 2: MAC Initial Processing
CMS Roadmap

I PREREQUISITE: Facility must have updated state permit before starting
Phase 2.

Facility — Buyer and Seller submit Form 855 + documents to the MAC
via PECOS.

() MAC - Reviews buyer/seller documents and communicates through
PECOS for missing information.

‘ MAC - Sends Form 855 to the State Agency once the review is
complete.
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PHASE 3: State Agency Verification

/@®> State Agency — Reviews Form 855 from MAC.

i “ State Agency — Compiles document package:
o CMS Forms and Bill of Sale

e Tie-in Letter

‘ State Agency — Sends complete package back to MAC and copies
required partners.

PHASE 4: CMS Final Approval

* MAC - Reviews State Agency documents.

MAC - Optional Step: MAC may choose to complete a validation survey
or provider enrollment site visit at the facility prior to submitting
documents to CMS.

* During this phase, it can take up to 60 days to complete this process.
Your PECOS status will indicate that it is with the state, but this survey is
completed by the MAC.

fiib

6 MAC - Submits all documents to CMS.
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_] CMS - Reviews and approves documentation.

&,- CMS - Issues CCN + Provider Letters v PROCESS COMPLETE

| DETAILED PROCESS VIEW

Phase 1: State Licensure Review & Approval

Step 1: CHOW Notification
Actor: Facility/Provider

Action: Sends notification of CHOW to the appropriate State Agency inbox within
the timeframe noted in the program rules.

Step 2: State Licensure Application
Actor: Facility/Provider

Action: Submits CHOW application for state licensure into the State licensure
portal (GHALES).

Review: The Applications & Waivers / Licensing Team reviews the application to
ensure all required State Licensure documents have been submitted. It is our goal
to have all applications reviewed within 30 business days, subject to the volume of
applications received.

Step 3: Document Review & Approval
Actor: Program

Action:
* Reviews and approves submitted documents

o Confirms effective date for Bill of Sale and other changes
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o Gathers additional required CMS/HHS forms and other related documents.
This may come as an email request if the documents were not submitted with
the licensure documents.

Step 4: Permit & Letter Generation

Actor: Program

Action:
» Generates state permit with new governing body name
e [ssues letters

 Documents changes in the state licensure system

_] Phase 1 Complete: Updated state permit issued to facility.

Phase 2: MAC Submission & Review
CMS Roadmap

Step 1: Medicare Enroliment Submission
Actor: Facility Buyer

Action: Submits Form 855 and related documents (including updated permit) to
the MAC via PECOS. The seller must also submit required documentation.

j,'J Prerequisite: MAC process can only start after the state agency
provides the facility with an updated permit.

Step 2: MAC Initial Review
Actor: MAC
Action:

» Reviews Buyer's and Seller's submitted documents
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o Communicates through PECOS for missing information

o Sends Form 855 to the State Agency once the review is completed

_] Phase 2 Complete: Documents sent to State Agency for verification.

Phase 3: State Agency Verification & Tie-In

Step 1: SA Review
Actor: State Agency (SA)

Action: Reviews Form 855 information received from MAC.

Step 2: Document Package Submission
Actor: State Agency (SA)
Action:
e Provides all required documents from Phase 1
e Prepares and includes Tie-in Letter

» Submits complete package back to MAC and copies required partners

_] Phase 3 Complete: Complete documentation package sent to MAC.

Phase 4: CMS Review & Final Approval

Step 1: MAC Review
Actor: MAC

Action: Reviews submitted SA documents.

Step 2: CMS Submission
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Actor: MAC

Action: Submits all documents to CMS for review.

B Optional Step: MAC may choose to complete a validation survey or
provider enrollment site visit at the facility prior to submitting documents
to CMS.

* During this phase, it can take up to 60 days to complete this process.
Your PECOS status will indicate that it is with the state, but this survey is
completed by the MAC.

Step 3: Final CMS Approval
Actor: CMS - Provider Enrollment (CPI)
Action:
e Reviews and approves all documentation
« Issues CCN (CMS Certification Number) and updates the CMS database

o Sends approval to the MAC; the MAC notifies the facility and State Agency

&, Process Complete: CHOW approved, CCN issued to new ownership.

== REFERENCE INFORMATION

-~ Key Parties

Facility/Provider State Agency (SA)
e Initiates CHOW process e Reviews state licensure
o Submits applications e Issues permits
e Provides documentation » Verifies documentation
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MAC (Medicare Administrative CMS (Centers for Medicare &

Contractor) Medicaid Services)
e Processes Form 855 o Final approval authority
e Coordinates between SA and e [ssues CCN
CMS

e Sends provider letters
» May conduct validation survey

] Customer-facing references

e Provider Enrollment Road Map -
https://www.cms.gov/files/document/provider-enroliment-certification-
roadmap.pdf

e MAC Contact List - https://www.cms.gov/medicare/provider-enroliment-and-
certification/medicareprovidersupenroll/downloads/contact_list.pdf

;] Process Summary

Phase Primary Actor Key Output

Phase 1 State Agency / Program Updated State Permit

Phase 2 Facility / MAC Form 855 sent to SA

Phase 3 State Agency Complete document package + Tie-in Letter
Phase 4 MAC / CMS CCN issued

- Key Acronyms

CHOW = Change of Ownership PECOS = Provider Enrollment System
MAC = Medicare Administrative CMS = Centers for Medicare &
Contractor Medicaid Services

CCN = CMS Certification Number
SA = State Agency
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