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	Department of Health Services
Division of Public Health
F-00052 (08/2025)
	State of Wisconsin

	Application to Contract as an Aging and Disability Resource Center (ADRC)

	Completion of this form is voluntary; however, the information requested in this form is required as part of the ADRC application process.

	Part I – Applicant information

	Name – Aging and Disability Resource Center (ADRC)
     
	Date application submitted
     

	Name – Applicant
     

	Name – Contact person
     
	Phone number
     

	Address (street, city, state, ZIP)
     

	Email address
     

	ADRC service area (counties to be included)
	Anticipated start date of ADRC

	     
	     

	Submitted by

	Name – Authorized representative
     
	Title
     

	Name – Organization
     
	Phone number 
     

	Email address
     

	Signature – Authorized representative
	Date signed


[bookmark: OLE_LINK1][bookmark: OLE_LINK2]
Part II – Executive summary
In two pages or less, provide a summary description of the proposed ADRC, including the name of the ADRC, service area, organizational structure, office location(s), and approach to providing ADRC services. Highlight any distinctive characteristics of, or significant challenges faced by, the proposed ADRC.

Part III – Project proposal 
A. Administrative framework (recommend 8-12 pages)
1. Service area—Identify the county(s) and Tribal Nation(s) to be served by the proposed ADRC.
2. ADRC board—Describe the proposed structure and membership of the ADRC governing board. Explain how the composition of the board reflects or will reflect the ethnic and economic diversity of the geographic area served by the ADRC. Identify other responsibilities the board will have, if any, in addition to those related to the ADRC. Describe how outreach efforts will foster the recruitment of governing board members to include representation of marginalized communities. Outline how the ADRC board’s composition aligns with the requirements (P-03062-15).
3. Administrative framework—
a. Describe how the ADRC will be organized, including areas of responsibility and reporting relationships. Please describe how the ADRC will be integrated or collaborate with aging services. What is the reporting relationship between the ADRC director and the governing body of the ADRC to other agencies of county government? If a regional ADRC is proposed, describe how authority and responsibility will be assigned. Attach a copy of the organization chart that indicates the placement of the ADRC within any larger organization and the ADRC’s relationship to its governing board.
b. Describe any administrative support that will be provided to the ADRC by the county(s), Tribal Nation(s) or other entities for information systems management, financial reporting, human resources, and other administrative needs. Identify how much, if any, of this administrative support will be charged to the ADRC and describe the methodology for determining the amount charged.
4. Director—Identify the qualifications of the person who will serve as the director of the ADRC. Describe the job duties of the director and the director’s authority and responsibility relative to the development of the internal operating budget, staff selection and supervision, and responsibility for the various functions of the ADRC. Please indicate if the director will have programmatic responsibilities outside of the ADRC. If so, indicate the percentage of the director’s FTE that will be dedicated to the ADRC. Attach a copy of the director’s position description, if available.
5. Staffing—Describe how the ADRC will be staffed to provide the required ADRC services, including the number of full and part time positions and the functions of these positions. Identify any positions which will have split ADRC roles or be shared with other entities and perform duties in addition to their ADRC responsibilities.
6. Location and physical space—Identify the location of the ADRC and describe how it is convenient for customers to access. Describe the location’s characteristics, including hours of operation, physical space (staff offices, conference rooms, reception area, etc.), parking, signage, etc. Describe how the physical space will be accessible for those with physical, cognitive, and/or sensory processing disabilities, including hearing and vision impairment. Describe how the ADRC will provide confidential services at its location. Describe any non-ADRC or Aging staff who will be co-located with the ADRC.
7. Equipment and systems—
a. Describe how the requirements for a client tracking system will be met. Specify if the ADRC is planning to use state supported software for this purpose. Please indicate the position that will be designated as the client tracking lead. Please indicate the position that will be designated as the resource database lead.
b. Describe how the ADRC’s website and telephone system will meet requirements in P-03062-14.
8. Commitment to equity and inclusion—Describe how the ADRC will ensure equitable access to its programs and services, including for those with physical or sensory disabilities, who have limited English proficiency, or whose culture may affect their ability to use the ADRC. Describe how the ADRC will identify and respond to inequities in accessing ADRC services.
9. Avoiding conflicts of interest (P-02923-03) —Describe how the ADRC will ensure that all of its services are objective, unbiased, and in the best interest of the consumer. Describe how the ADRC will implement and train staff on the Conflict of Interest policy.
10. Grievances and appeals —Describe how the ADRC will implement and train staff on the statewide Complaint Policy (P-02923-02) and . for Publicly Funded Long-Term Care (P02923-01).
11. Community needs identification—Describe how the ADRC will identify the unmet needs of consumers in its service area, including unserved or underserved subgroups within the customer populations and the types of services, facilities, or funding sources that are in short supply. Explain how the ADRC will use this information to target ADRC outreach, education, prevention, and systems advocacy efforts.
12. Collaborating with other aging and disability programs
Describe how the ADRC will collaborate with other county agencies, Tribal Nations, and community organizations serving shared populations. If the ADRC is not integrated with the county aging unit or area agency on aging, describe how the agencies will collaborate.
13. Quality assurance/quality improvement process—Please describe how the ADRC will implement quality assurance and quality improvement activities.
B.  Provision of ADRC services (recommend 15-20 pages)
1. Marketing, outreach, and public education—Describe the marketing, outreach, and public education strategies the ADRC will employ to make ADRC services known to members of its target populations, including isolated or otherwise hard to reach people, community agencies, and service providers.  Describe how the ADRC will work with healthcare clinics, hospitals, nursing homes, assisted living providers, and home health care agencies to encourage appropriate and timely referrals.
2. ADRC specialist services—
a. Information and assistance (I&A)- Describe how the ADRC will operationalize the requirements of providing information and assistance services (P-03062-01). Describe the staffing plan for phone coverage and walk-in customers, including who will greet them when they enter the ADRC and how/when they will be served by an ADRC specialist. If the ADRC allows staff to work remotely, describe the staffing plan for office coverage.
b. Options counseling- Describe how the ADRC will operationalize the requirements of providing options counseling (P-03062-02). Describe the responsibilities of the ADRC specialist(s), such as whether they will be generalists or specialize in specific customer populations or services. Explain how the ADRC will operationalize preadmission consultation and assistance with residential relocations. (P-03062-02A)
c. Access to publicly funded long-term care programs (Family Care, Family Care-Partnership, PACE, and IRIS), enrollment counseling, and disenrollment counseling
i. Describe how the ADRC will achieve requirements related to timeliness of functional eligibility determination and notification of results (P-03062-04A). Indicate what position will be designated as the LTCFS liaison.
ii. Describe how the ADRC will assist customers with the financial eligibility determination process and how the ADRC will collaborate with the income maintenance unit (P-03062-04B).
iii. Describe how the ADRC will provide enrollment (P-03062-03A) and disenrollment counseling (P-03062-03B) aligning with DHS requirements.  
iv. Describe how the ADRC will work with MCOs, ICAs, FEAs, and income maintenance units to ensure that the eligibility and enrollment process is predictable, streamlined, and barrier-free for customers using the enrollment and disenrollment desk aid (P-02915).
3. Transitional services for students and youth—Describe how the ADRC will participate in transition planning for students and youth with disabilities who are leaving the school system and may need access options counseling for adult services.
4. Disability Benefit Specialist (DBS) Program (P-03062-05 and P-03062-05A)—Describe how the ADRC will provide DBS services and how the DBS will coordinate with other ADRC services. Describe how the ADRC will ensure public awareness of and access to DBS services.
5.  Elder Benefit Specialist (EBS) Program (P-03062-05 and )—Describe how the EBS program will provide services, including where they will be located, how they will be staffed and supervised, and how the services will be coordinated with other ADRC and aging services.
6. Dementia Care Specialist (DCS) Program (P-03062-07) — Describe how the ADRC will provide DCS services, including meeting the requirements of a dementia-capable ADRC. Describe how the DCS will provide training and support to ADRC staff on conducting memory screens.
7. Access to emergency services or crisis intervention services (P-03062-17)—Describe how ADRC staff will be trained to recognize and appropriately handle emergency situations, including behavioral health crises.
8. Access to protective services—Describe how ADRC staff will be trained to identify people who may need adult protective services. Identify the agency(s) responsible for adult protective services in the ADRC service area and describe how the ADRC will connect people in need with these services. Include information about the ADRC’s involvement in answering calls about APS and making referrals to APS.
9. Customer rights, client advocates, and ADRC advocacy (P-03062-18)—Describe how the ADRC will provide individual and systems advocacy. Explain the process to inform people of their rights and responsibilities.
10. Emergency preparedness and response (P-03062-17) Provide an overview of the ADRC’s role in local incident response and emergency preparedness in the service area. Describe how the ADRC is prepared to operate remotely or at an alternate work location if the need arises.
11. Short-term service coordination (P-02923-04) (Note: This is an optional service) — Describe how the ADRC will train staff on and implement the Service Coordination Policy.
12. Health promotion, prevention, and early intervention services (Note: This is an optional service.) — Describe what health promotion, prevention, and early intervention services will be provided and who will be responsible for them.
C. Customer service process—Describe or attach a flow chart explaining how a customer will receive the services listed below. The descriptions or flow charts should indicate how many different staff will work with a customer to receive each service.
1. Information and assistance
2. Options counseling
3. Access to publicly funded long-term care
4. Benefit specialist services
5. Dementia care specialist services
D. Implementation timeline (Note: This section is only required for entities that are not currently operating as an ADRC.)
	Key tasks/milestones in ADRC implementation
	Target date

	ADRC board members appointed
	     

	ADRC telephone system in place
	     

	ADRC website in place
	     

	ADRC specialist services first available
	     

	DBS services first available
	     

	EBS services first available
	     

	DCS services first available
	     

	Reporting and Plan Requirements completed (for details, see Organizational Structure (P-03062-12)
	     


E. ADRC annual budget and personnel worksheet Please complete Annual Budget, F-00052A

Part IV – Attachments
Attach the following to the completed application form:
A. County Board/Tribal Government Resolution(s) Authorizing (or endorsing) the ADRC Application
B. Letters of support 
C. Organizational Charts for the Proposed ADRC 
D. ADRC Annual Budget and Personnel Worksheet (F-00052A)
E. Other attachments (optional)
