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Instructions for Vendor Call Forms:

1. Click Here for the form.       
2. The Contact Name and Contact Email is the Case Manager’s information.  
3. In the Contact Agency / DHHS/OADS section: 
· Community Case Managers will need to list the agency they work for.  
· State Case Workers will need to list the office they work in.
4. When creating a Unique Identifier: 
· DO NOT use an EIS Number, a MaineCare Number, or any other health protected information. 
· Keep track of this identifier because Providers will use this as they respond. 
5. Work Support Vendor Calls are ONLY completed: 
· If the Member wants to change Providers. 
· After a Member completes the Vocational Rehab process.  
6. Complete the Geographic Location Section.
· If there is no preference, enter Statewide.
· If the service is T2017 (i.e., Agency Home Support-Quarter Hour), enter the Town in which the Member lives. 
· If the service is different from T2017 (i.e., Community Support or Work Support) enter a general location (i.e., Southern York County, Lewiston, or Presque Isle).
7. Save all Vendor Call Forms in Microsoft Word Format and submit them as an Email attachment to ResourceCoordinator-OADS@maine.gov 
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