


Private Room Conversion Process
Requirements for Nursing Facility to initiate Private Room Conversion through DHH-HSS

1. To initiate a private room conversion, a provider must request to decrease licensed/certified beds to allow for converting semiprivate or multiple bed rooms to private rooms.

2. The written request is to be submitted to Health Standards Section (HSS) of DHH 45 days prior to effective date of bed change.
a. The written request must note that the bed decrease is for a private room conversion. The number of rooms to be converted should be noted as well as the number of beds to be delicensed and decertified.
b. The effective date for the bed decrease is to be requested in the letter and must occur on the 1st day of their cost reporting year or on a subsequent quarter of their cost reporting year. (Only one bed decrease per cost reporting year can occur). 

c. A one page floor plan showing room numbers where beds are being removed and private rooms will be located.

d. License application is to be completed and submitted with $25.00 fee for revised license to be issued.
3. A copy of the form CMS-1539 for the bed decrease will be forwarded to the Department’s Rate and Audit Section when the bed decrease is processed and the notice of the bed change is sent to CMS and Unisys.

4. Documents as required by the Rate and Audit Section of DHH should be submitted as indicated in the Private Room Conversion rule. 
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