
Transmittal #26-04

MEMORANDUM

TO: All DDS Provider Agencies

From: Winslow Woodland
                        Deputy Director, 
                        Developmental Disabilities Administration

Date: June 3, 2026

Subject: Temporary Process for Submitting Acuity Packets
This memorandum establishes a temporary process for submitting acuity packets while MCIS is 
offline. During this period, providers must submit all required acuity packet documents to DDS 
via email. This temporary process applies to packets with acuity periods beginning April 2026.

Provider Responsibilities
Levels 1 3:
Levels 4 6: Email packets to Health & Wellness (H&W).
Document Naming: Each document must be saved using the document title and the 

Rejected Documents:
o DDS or DHCF will return rejected documents with the subject line: 

[Document Name] 
o Once corrected, providers must attach the updated document to the same email 

thread for ease of tracking.
Rejected Packets (DHCF): Providers must correct the specific documents identified by 
DHCF and resubmit them to SC/H&W for packet resubmission.

DDS Responsibilities
If a packet is submitted correctly and contains no errors, DDS will forward it to DHCF.
Rejected documents will be returned with the subject line: [Document 
Name] Corrected documents must be attached to the same email 
thread.
Once complete, SC/H&W will email the packet to DHCF.
DHCF-rejected packets will be returned to the Provider for correction and resubmission 
of only the documents identified as incorrect.



DHCF Responsibilities 
 Issue Acuity Determination Letters for approved packets via email to both the Provider 

and DDS. 
 Process approved acuity determinations for payment through the Gainwell system. 
 Return rejected packets to the submitting SC or H&W. 

 
Tracking and System Restoration 

 DDS will maintain a tracker of all acuity requests processed manually during the MCIS 
outage. 

 Once MCIS is restored: 
o DDS will upload manually processed requests within five (5) business days. 
o DHCF will upload acuity determination letters within two (2) business days. 

 All subsequent packets will resume the standard MCIS upload process on the same day 
MCIS becomes functional. 

 
For questions, please contact Dr. Chioma Nwachukwu, DNP, RN, Health & Wellness 
Supervisor, at chioma.nwachukwu@dc.gov. 
 


