
RULE OF THUMB: There should be a Request for 
Services (H0046) encounter submitted for every Intake 
(90801/H0031) that precedes a service authorization 
request, including those for episodes of care requiring 
only a Brief Intake.  

AN H0046 ENCOUNTER IS NECESSARY WHEN:
A person who has never received services at your 
agency requests them.
A person who requested services and was given an 
Intake appointment which s/he didn’t show up for, 
makes another request after his/her record has 
been closed, per this process.
A person who has been out of services long enough 
to need a new Intake requests mental health 
services.
A request is received from a person with an earlier 
episode of care that ended because s/he agreed it 
was time to stop services, because it was not 
reauthorized, or because it was terminated with an 
NOA.
A persons who was previously denied services 
because s/he didn’t meet Access to Care criteria 
again requests services.

An RFS is 
received.

An Intake 
appointment is 

scheduled.

Did the person 
keep the Intake 
appointment?

Submit the Initial 
RFS (H0046) and the

 Intake encounter 
(90801/H0031).

Yes

Did the person 
request to cancel the 
Intake appointment?

Did the person
 make a new Intake 

appointment?

No

Yes

1. Open a client record in the 
database with the required 

demographics.
2. Submit the Initial RFS (H0046) 
and any H0023-HW encounters.  
3. Close the record with Status 

code 34, “Lost to Contact.”††

No

By the next working 
day following the 

missed appointment, 
begin attempting to 

contact the person and 
reschedule the Intake.  

No

Were efforts to 
contact the person 

successful within 30 days of 
the initial Request and

was a new Intake 
appointment 
scheduled?

Was the new Intake 
appointment kept?

Yes

YesNo

Initial RFS

Send letter notifying 
person that further 

attempts to schedule 
an appointment will 
not be made, and 

inviting person to call 
back if services are 

desired.

No

Did the letter
 elicit a response from 

the person, within 2 
weeks, and result in a 

new Intake 
appointment?

1. Open a client record in the 
database with the required 

demographics.
2. Submit the Initial RFS (H0046) 
and any H0023-HW encounters.  
3. Close the record with Status 

code 34, “Lost to Contact.”††

No

Did the person 
keep the new 
appointment?

Yes

No

Submit the 
 Initial RFS (H0046), 

any H0023-HW 
encounters, and the 

Intake encounter 
(90801/H0031).

Yes

Yes

PROCESS:  Entering the GCBH System for Intake (Clinical Process & Coding Requirements)

Per the Service Encounter 
Reporting Instructions, activities 
carried out in order to “develop 
an alliance with individuals for 
the purpose of bringing them 
into...treatment” may be 
submitted as State-funded 
Engagement & Outreach 
encounters, H0023-HW.††

††Opening a client for data entry purposes requires only the following demographic information:  RUID, CID, Last Name, First Name, Gender, Birth 
date, Ethnicity, Hispanic Origin, Preferred Language, Sexual Orientation.

If the person says s/he will call 
back later to make a new 

appointment, then does not do so, 
consider making Engagement 

attempts before closing the record.


