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In order to submit your LTC CHOW Application using the Long Term Care (LTC) CHOW Dashboard, please 
complete the follow steps: 

1. Click on the LTC CHOW Submission button on the LTC CHOW Dashboard: 
 

2. Enter all the required information into the “Long Term Care Change of Ownership (CHOW) 
Submission Form”. This includes your Facility’s Current Name, Proposed Facility Name, 
Applicant’s Contact Person, Applicant’s Contact Person Email Address, and Applicant’s Contact 
Person Phone Number. 
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3. Next, attach your application’s completed documentation through use of a compressed zip 
folder. Please follow the instructions provided below: 

a. Be sure all of your application’s completed documents are saved in the same folder. 

 
b. Click on the first document in the folder to highlight it. Then hold down the shift key 

and down arrow to highlight all of the documents in the folder. 
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c. Then right click. Select “Send to” and then select “Compressed (zipped) folder”. 

 
 

d. A new folder with a “z” in the upper right corner will appear in your folder. This 
contains all of the documents you had highlighted in step b. Click on the file folder 
name to relabel the file folder. 
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e. Label the zipped folder with the (Nursing Home Facility’s Name) CHOW Application 
Documents (i.e. 123 Nursing Home CHOW Application Documents – see below). 

 

 
 
 
 

f. On the Long Term Care Change of Ownership (CHOW) Submission Form, under the File 
Attachments, click “browse files”. 
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g. A new dialogue window will open. Select the compressed zipped folder with all the 
CHOW applications. Then click “open”. 

 
 

h. The upload attachments will be found under the list of required documentation. 
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4. Next, click the Attestation box to attest that all of the information in the application and in the 
uploaded documents is true and correct. 

 

 

 
5. A copy of your CHOW Application Submission form can be sent to you by selecting the “Send 

me a copy of my responses” and enter your email address. 

 
 
 

6. Once you have reviewed your submission form, click “Submit”. 
 

 

 
7. Email confirmation of your LTC CHOW Application submission will be sent to you. 

 

Thank you for your submission of your LTC CHOW Application. For questions, please contact the LTC 
CHOW staff by clicking here: https://app.smartsheet.com/b/form/d7c572c641fc46a3acad6c11b4105fbe or 

on the following icon on the Long Term Care CHOW Dashboard. 
 

https://app.smartsheet.com/b/form/d7c572c641fc46a3acad6c11b4105fbe

