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AUDIENCE:   Individuals and Families, Direct Service Waiver Providers, Administrative Entities 

(AEs), Counties, Supports Coordination Organizations (SCOs), and all interested 
parties 

 
PURPOSE: This Office of Developmental Programs (ODP) informational memo is intended to 

reiterate the mailing address to send appeals made by individuals for 
Supplemental Habilitation (SH) and Additional Individualized Staffing (AIS).  

 
DISCUSSION 

 
When a determination is made by ODP for a SH or AIS PROMISeTM prior authorization request, the Notice 
of Prior Authorization Decision Letter is mailed, via the United States Postal Service, to the Individual, AE, 
SCO, and ODP Regional Office.  On the last page of the decision letter, there is language that specifies 
where appeal requests are to be mailed.  Below is a section of the decision letter that specifies where 
appeals must be mailed (circled in red).  

 
 
 

   
 
 
 
 
 
 
 
 
 
 

To ensure all parties are adequately represented at an appeal hearing, it is critical that the completed 
Fair Hearing and Request Form, DP 458, is mailed to ODP Central Office only.  DO NOT MAIL the DP 458 
directly to the Bureau of Hearings and Appeals (BHA).  For questions regarding this communication, 
please contact the ODP Regional Program Manager assigned to your region. 
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