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POLICY: In the event of transfer, withdrawal from services, death, etc., an individual’s file will be closed in
Kansas Assessment Management Information System (KAMIS).

GUIDELINES:
Closing Community Services:
1. The Targeted Case Manager (TCM) or CDDO Representative is required within ten (10) days of notification to:

a. Upload the Status Action Form (06-008-002) into the BCI web-based system. Once uploaded, the Funding
Coordinator will complete the Closing Summary (06-008-001), input the closing information into KAMIS and
update the BCI web-based system.

b. The file will be given to the CDDO Administrative Assistant to scan into the BCI web-based system. If the person
is deceased only the KAMIS Closure Summary and Eligibility Determination form will be scanned.

c. Electronic files will be retained indefinitely.

2. The CDDO Funding Coordinator will notify the Kansas Department for Aging and Disability Services (KDADS) when
a person chooses to be removed from the HCBS waiting list or leaves waiver services within 14 days of the date the
person terminates from waiver service via the State Notification form.

Closing Kansas Neurological Institute (KNI) Services:

a.  When a CDDO staff person is notified to close persons from KNI, that staff person will send an email to the
Funding Coordinator identifying the person leaving KNI, the reason they are leaving, and the date when they
closed services. The Funding Coordinator will complete the Closure Summary, input the closing information into
KAMIS and update the BCI web-based system.

b.  The file will be given to the CDDO Administrative Assistant to scan into the BCI web based.

c.  Electronic files will be retained indefinitely.
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