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Proposed: Annual Service Description Review Protocol 
 

Purpose 
To establish a standardized, annual process for reviewing, updating, and approving all service 
descriptions to ensure alignment with program and legislative requirements, clinical standards, 
funding guidance, and local service delivery needs. 
 

Review Frequency 

Service descriptions shall be reviewed annually.  

Reviews should start within Quarter 3 of the fiscal year, or more frequently as needed. 
 

Responsible Parties and Key Functions 
 
Recipient: 
 
 Ensures compliance with federal and local requirements.  
 Updates service category priority numbers (as applicable), billing structures, 

reimbursement methodologies, and contract language.   
 Disseminates documents approved by the Partnership, including timely posting on the 

County web site. 
 Executes implementation of service descriptions. 
 Formatting of the document is at the discretion of the recipient office. 

Partnership Staff:  

 Coordinates the review process. 
 Assists with document editing. 
 Posts and distributes drafts for review. 
 Provides the approved final document to the Recipient for dissemination and 

implementation. 

Medical Care Subcommittee: Reviews clinical/service-related content for accuracy and 
relevance.  

Care and Treatment Committee: Reviews all service descriptions and recommends approval.  

Planning Council (Partnership): Reviews and approves the final document. 
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Review Process 

Step 1: Create the Review Form 

Staff support will prepare Review Forms.  Formatting will be removed from review documents. 
The Review Forms will indicate the reference year of evaluation and the options to recommend 
approval with or without changes. Those items will be removed from the approved document 
following Partnership approval (Step 5).  

Sample Review Form 

 

Step 2: Distribution and Content Review 

 Service description  posted at www.PartenrhipMiami.org for review.  
 Each service description is evaluated for: 

□ Alignment with current federal guidance and legislation. 
□ Accuracy of service definitions and allowable activities. 
□ Consistency with local standards of care and best practices.  
□ Clarity of language. 

Step 3: Committee Review 

 The appropriate committee/subcommittee reviews proposed revisions.  
 Edits may include clarification, removal of outdated language, or incorporation of new 

requirements.  

 

 

http://www.partenrhipmiami.org/
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Step 4: Recommendation 

 The Medical Care Subcommittee recommend revisions will be forwarded to the Care and 
Treatment Committee forwards for further review and recommendation 

 The Care and Treatment Committee forwards the recommended final documents to the 
Partnership for approval.  

 If the recommendations are forwarded without additional changes that will be indicated 
on the Review Form as noted in Step 1. 

Step 5: Final Approval 

 The Partnership reviews the revised service descriptions and gives final approval of the 
document(s). 

 BSR Partnership Staff provides the approved final document to the Recipient for 
dissemination and implementation. 

 

Contingency for Delays 

If the review or approval process is delayed, the most recently approved service description 
remains in effect without interruption. No changes are implemented until formal approval is 
completed.  
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