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Purpose and Audience: 

The purpose of this Operational Memo is to clarify the timeframe in which Home and 
Community Based (HCBS) case managers have to conduct and enter the Uniform Long 
Term Care (ULTC) 100.2 assessment into the Benefits Utilization System (BUS) for 
community referrals.

Background: 

HCBS case managers are required to complete a ULTC 100.2 for all new community 
referrals. 10 CCR 2505-10, 8.393.2.C(1)(a)(i) requires Single Entry Point (SEP) agencies 
to complete the ULTC 100.2 assessment within ten (10) working days after confirmation 
that the Medicaid application has been received by the county. 

Pursuant to 4.5.1.10 of the SEP agency contract, SEP agencies are also required to 
enter and verify the assessment into the BUS within ten (10) business days of 
completing the assessment. 

Pursuant to 1.7.3.3.1 of the Community Centered Board (CCB) contract, CCBs are 
required to conduct the initial functional needs assessment within ten (10) business 
days for individuals residing in the community, upon completion of the developmental 
disability determination, when the individual requests HCBS waiver services, and upon 
verifying Medicaid eligibility or submission of the Medicaid application. 1.7.3.4 of the 
CCB contract also requires CCBs enter and verify the assessment into the BUS within 
ten (10) business days of completing the assessment.
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Information/Procedure: 

The Department of Health Care Policy and Financing (the Department) is clarifying the 
timeline in which to conduct and complete the ULTC 100.2 for individuals residing in the 
community. SEP agencies and CCBs have ten (10) business days to complete the ULTC 
100.2 home visit upon verification of Medicaid eligibility or Medicaid application 
submission. SEP agencies and CCBs have an additional ten (10) business days to enter 
and verify the ULTC 100.2 assessment in the BUS.

Department Contact: 

Karli Cheatham 
karli.cheatham@state.co.us 

 


