	MOST COMMON MISTAKES ON THE AFH APPLICATION 


While factors such as increased volume of applications contribute to the length of time it takes to process an application, the applications unit at Residential Care Services has identified that incorrect or incomplete applications are the largest contributor to long delays. 
Some of the most common mistakes made on applications are:

1. When completing a change of ownership (CHOW) the required 60-day notice to the residents is not submitted with the application and failure to send relinquishment letter.   
This does not meet WAC 388-76-10106 requirements.

2. The proof of Unified Business Identifier number (UBI) and Employer Identification Numbers (EIN) don’t match the names on the application. 
(Application Sections 3, 4 & 5)
3. Resident manager information is left blank. Even if the provider (applicant) will be the resident manager, it must be filled in. 
(Application Section 8)

4. Minimum qualifications checklist is not checked correctly.  
(Application Section 9) 

5. Home Care Aide Certification or exemption (if applicable) not submitted. (Application Section 9)
6. Manager level specialty training certificates not submitted.

(Application Section 10)

7. Background Authorization forms are not completed or not submitted. 
(Application Section 12)

8. All the required signatures for consent are not complete. 
(Application Section 14)

9. Signatures for Certification – spouse signs when not required. 
(Application Section 15)

10. Building Inspection Checklist is not complete by building inspector.

