October 8, 2004
DDD Region Instructions for Auditing & Paying Caregiver Training Billings

Background on the change in billing and payment procedure

· Effective with their next billings, Home Care Agencies (HCAs) must submit their caregiver training costs for reimbursement using the “HCA Caregiver Training Allocation Worksheets”.

· Reporting of caregiver training costs at the level shown is necessary for tracking the number of workers being trained and the associated costs.

Instructions for processing caregiver training billings

1. Verify the month of service shown on the HCA Caregiver Training Allocation Worksheets.

2. Verify that the math is correct by footing and cross footing.  Verify that the hours billed does not exceed the maximum allowable by multiplying the number of workers by the maximum hours for the class (for example, for fundamentals the maximum hours per worker is 28 so the hours billed cannot exceed 28 times the number of workers billed).
3. If the math is incorrect, contact the HCA to verify the correct numbers.
4. If the math is correct, open up the “Region DDD Caregiver Training A19”.
5. Fill out the A19 with all of the necessary information (HCA’s name & address, Federal Tax ID, vendor number, contract #, your region’s address, etc).

6. Change the “Service Period” on the top of the A19 to the month for the month of service from the HCA’s allocation forms.

7. Enter the DDD caregiver training cost from the total column of table B on the total caregiver training worksheet submitted by the HCA on the first row of the accounting block portion of the A19.  Enter the 5% administration on the second row.

8. Enter the MOS using the month of service from the HCA’s allocation worksheets.
9. Verify that the amounts on the A19 are equal to the amounts on the total caregiver training worksheet submitted by the HCA, and that the total at the bottom is equal to the total on the DDD row in the total w/ admin. column.

10. Print the A19, attach the HCA’s worksheets, and send to the RBM (or someone else with signing authority for A19s) for signature.  Once it’s signed, process for payment.

11. The amounts paid will be allocated between the different applicable DDD funding sources through cost allocation.

Region Caregiver Training Payment Instructions


