
HFEL Licensing Certificate of Need (CON) Full Process (12/18/2013)
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Phase

Receive CON 
Application1

Scan one copy of the 
application

Review application 
and assign to an 

analyst

Receive and review 
CON application

Comments:
1. 35 copies are sent to Licensing, and should include a check for payment of fees
2. 34 copies can be sent out to the teams and other reviewers
3. Other state agencies may need to review the CON and can do so concurrently with the analyst review
4. Other agencies may or may not have completeness questions to add.
5. Completeness questions letters are reviewed by the team, program director, assistant commissioner, to deputy commissioner
6. Completeness questions letter is sent out and may result in 2-3 cycles with the facility before completion
7. Board receives at least 10 copies.
8. Response letter could be approval or rejection of the CON

Assemble a list of 
completeness 

questions

Compile 
completeness 

questions from team 
and other agencies

Forward 
completeness 

questions to team 
leader for review

Log receipt of 
payment and the 

amount

Assign a number to 
the CON

Forward application 
to the review Team 

Secretary2

Create a paper file 
with one copy of the 

application

Log receipt of the 
CN application

Forward application 
to team leader

Forward application 
to Analyst and other 

needed 
departments or 

agencies3

Receive and review 
CON application

Assemble a list of 
completeness 

questions4

Any 
completeness 

questions?

Y

Propose application 
is complete

N

Review and edit 
completeness 

questions

Forward to director 
and commissioner’s 

office for review5

Review and edit 
completeness 

questions

Are substantive 
edits needed?

Return to analyst to 
draft and mail

N

Return to analyst for 
editing

Y

Draft completeness 
question letter and 
send to the facility 

for response6

Receive 35 copies of 
completeness 

question responses

Forward 
completeness 

question responses 
to the team and 

analyst

Forward proposal to 
team leader

Propose 
application is 

complete?

N

Forward up to 
commissioner’s 

office for agreement
Y

Propose 
application is 

complete?

Inform team and 
analyst that the 

application is 
complete

Y

Draft project 
summary

Inform team of need 
for more 

completeness 
questions

Forward application 
packets SHPB7

Inform facility 
application is 

complete

Schedule public 
hearing

Schedule SHPB 
review

Review CON 
application

Forward project 
summary to team 
leader for review

Review and edit 
project summary

Forward project 
summary to 

commissioner’s 
office for review

Present application 
and 

recommendation to 
SHPB

Hold Board review 
of the CON 
Application

Forward 
recommendation to 

Commissioner’s 
Office

Commissioner 
agrees or disagrees 

with the SHPB

Forward decision to 
the team

Draft appropriate 
CON response 

letter8

Forward to the 
commissioner’s 

office for signature

Sign CON decision 
letter

Return signed letter 
to the team

Copy and scan the 
signed decision 

letter
File scan and copies

Mail original 
decision letter

Update ASPEN 
database with the 

application and 
letter

Update licensing 
database with the 

application and 
letter

END

Review and Edit 
project summary

Return to the team 
to finish drafting 

summary

Complete project 
summary and 
include with 

application packet



HFEL Licensing Certificate of Need (CON) Expedited Process (12/18/2013)
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Phase

Receive CON 
Application1

Scan one copy of the 
application

Review application 
and assign to an 

analyst

Receive and review 
CON application

Comments:
1. 10 copies are sent to Licensing, and should include a check for payment of fees
2. 9 copies can be sent out to the teams and other reviewers
3. Review process only needs to go from team analyst, team leader, and director 
4. Completeness questions letter is sent out and may result in 2-3 cycles with the facility before completion.  Cycles are significantly 
shorter than a full review.
5. Completeness questions letters are reviewed by the team, program director.  Does not need to go to the commissioner’s office 
unless the application is ‘controversial’.  Team can often decided, but commissioner’s office may make the final determination if it’s  
controversial.  If it is, then it should go through the full review process.
6. Approval letter is reviewed similar to note 3 with the addition of assistant commissioner and deputy commissioner.

Assemble a list of 
completeness 

questions

Forward 
completeness 

questions to team 
leader for review

Log receipt of 
payment and the 

amount

Assign a number to 
the CON

Forward application 
to the review Team 

Secretary2

Create a paper file 
with one copy of the 

application

Log receipt of the 
CN application

Forward application 
to team leader

Forward application 
to Analyst

Any 
completeness 

questions?
Y

Propose application 
is complete

N

Review and edit 
completeness 

questions

Forward to director 
for review3

Draft completeness 
question letter and 
send to the facility 

for response4, 5

Receive 10 copies of 
completeness 

question responses

Forward 
completeness 

question responses 
to the team and 

analyst

Forward proposal to 
team leader

Propose 
application is 

complete?

N

Draft decision letter

Y

Sign decision letter 
and return to team6

Inform facility 
application is 

complete

Copy and scan the 
signed decision 

letter
File scan and copies

Mail original 
decision letter

Update ASPEN 
database with the 

application and 
letter

Update licensing 
database with the 

application and 
letter

END

Incorporate edits
Submit to 

commissioner’s 
office for signature

Send letter and 
application to 

licensing admin to 
finish
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