
First Contact to 
Request Services for 

New Clients

Was this a request for SUD 
Residential Treatment? Yes

Timely Access Workflow for New Requests for SUD RTX for New Clients

No

Open Client 
to Episode

Yes

Administer 
Full ASAM

Complete “Timely 
Access 

Appointment” 
Form

Did Client Attend Initial 
Appointment? No

Yes

Make at least 3 
attempts to reschedule 

before closing case.

Did the client meet 
criteria for SUD 

Residential 
Services?

Did the client 
complete the 

ASAM?
Yes

No

Yes

Client receives 
ongoing treatment 

services

Are you a program that 
does prior authorization 

for SUD Residential?

Administer 
Brief ASAM

Yes

No

Does client meet criteria 
for referral to an SUD 
Residential Program?

Open Client 
to Episode

Timely Access tracking is 
complete. Finalize Timely 

access Form.

No Follow Workflow for Non-Residential SUD 
Service Requests

Complete 
“Timely Access 
Request Form”

No

Complete “Timely 
Access Request” Form

Complete Prior Authorization 
Section in “Timely Access 

Appointment” Form

Were you able to offer an 
intake appointment at an 
SUD Residential Program?

No

Yes

Coordinate Transfer 
with Other Program

Document Offered Appointment 
Date on “Timely Access 

Appointment” Form 

Go back to “Timely 
Access Request Form”

 Change Program to which client was 
referred for SUD Residential service to the 

Program to which you are referring the 
client.

Timely Access tracking is 
complete. Finalize “Timely 

Access Appointment” Form.

Discharge Client

Start “Timely Access 
Appointment” Form

No

Yes

Will the client be 
referred elsewhere for 

services?

Coordinate Transfer 
with Other Program

Timely Access tracking is 
complete. Finalize “Timely 

Access Appointment” Form.

Client is offered 
initial appointment.

Discharge Client

Client is opened 
to SUD Residential 

Program

Discharge Client from 
Program that did Prior 

Authorization
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