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STATE OF WASHINGTON
DEPARTMENT OF SOCIAL AND HEALTH SERVICES
AGING AND DISABILITY SERVICES ADMINISTRATION
PO Box 45600  Olympia, WA 98504-5600
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H15-088 – Policy and Procedure
December 21, 2015

	TO: 
	Home and Community Services (HCS) Division Regional Administrators
Area Agency on Aging (AAA) Directors 


	FROM:
	Bea Rector, Director, Home and Community Services Division


	SUBJECT: 
	Purchasing Necessary Items and Services for Transition and Stabilization 

	PURPOSE:
	To provide clarification on purchasing items through Roads to Community Living (RCL), Washington Roads, Community Transition Services (CTS) through Community First Choice and Residential Discharge Care Allowance (RCDA).  Instructions in this MB do not apply to the purchase or contracting of assistive technology (AT) through the CFC benefit; information regarding purchasing AT is available in MB H15-082.


	BACKGROUND:
	The ability to purchase necessary items is an important factor in successful transition from an institution to the community or to provide stabilization for an individual who is at risk of losing their placement. The process of purchasing items changed when social service payments transitioned into ProviderOne on January 1, 2015. 

	WHAT’S NEW, CHANGED, OR
CLARIFIED
 
	There are several options a case worker can pursue to make a necessary purchase for a client who has transitional or stabilization needs. With the exception of use of the PCard, an authorization must be created in ProviderOne prior to a purchase being made (see below for details).

Durable medical equipment (DME) may not be purchased using any of the purchasing options detailed below; DME must be purchased from a vendor with a Core Provider Agreement with Health Care Authority (See MB H15- 035 for more information on DME). 

CTS was previously a benefit available through the COPES waiver. It is now available for eligible clients through Community First Choice (CFC). There are changes that occurred to this service because of this change in program:
1. HCA/AAA clients are eligible for CTS if they are moving from an institutional setting to a less restrictive home and community based setting and will be receiving CFC services upon discharge:
a. CTS is not available if a client is moving from a provider owned community based setting to a private residence.
2. The rate limit for CTS is $850.
3. ETR process to exceed $850: ETRs are approved at the HCS headquarters level by the CFC Program Manager.  Send ETR requests by choosing “Pending HQ Approval” in Processing Status and Tracey Rollins as the “Worker”.  Send a notification email to rollita@dshs.wa.gov with CTS ETR in the subject line.

Due to the nature of the CTS/RCDA subcode of the Community Transitions and Training Specialist contract (1045XP), additional insured requirements for retail stores have been waived. The waiver only applies to retail establishments that sell goods, such as a furniture store. 

Note: Service providers such as pest eradicators, janitorial services and movers must be contracted with the CTTS contract using the CTS/RCDA subcode and paid via ProviderOne. No other purchasing option is available for these services.  

	ACTION:
	Below are the steps to follow for each of the different purchasing methods:

I. [bookmark: _Universal_among_all]Universal Steps for all purchasing methods:
1. The case worker must create an authorization for the goods or items to be purchased prior to the purchase or payment being made (exception: use of the PCard).
2. Create the authorization allowing enough time for the purchase to be completed. 
a. [bookmark: _GoBack]Recommended: create the authorization for a minimum of 30 day time period (for example, use 1/1/16 to 1/30/16). 
b. This creates an authorization that allows enough time for the purchase to be made without the full amount being paid out prematurely, risking an overpayment.
3. Create a more detailed record of items/services that have been approved on either the Sustainability Goals screen in CARE or in a SER and on the Transition Checklist, when necessary.
4. If using a contracted provider such as a Community Choice Guide (CCG):
a. The Transition Checklist or printout of the Sustainability Goals screen is provided to the contracted vendor, if used.
b. Original receipts must be submitted to the authorizing case worker who verifies the items were purchased or service was received as authorized.
c. If receipts are lost or misplaced, documentation must be provided and submitted (this could be a signed attestation).
5. The individual who purchases the goods or service (either staff or contracted provider) should verify accuracy of amount due at the point of sale for items being purchased or when confirming that services were received.  Only items that were authorized should be purchased.
6. The client must verify by signature the receipt of items or service. 
a. The client can sign on the Transition Checklist, the printout of the Sustainability Goals screen or on the sales receipt itself.
7. Upon receiving and verifying the sales receipt and that purchase was made as authorized, the case worker modifies the authorization by:
7. Changing the authorization to the exact amount and selecting ‘Submit’; THEN
7. Changing the end date to the actual date of sale/service and selecting ‘Submit’.
i. Revising the authorization must be completed in a timely way and in the order specified above (not selecting ‘Submit’ after changing the amount of the authorization will cause the authorization to create a second line and will create an overpayment.)
ii. If the case worker does not adjust the authorization to the actual amount prior to the end date, payment will be issued automatically on the end date of the authorization, risking an overpayment to the vendor.
8. Since the ‘items’ service codes are one-time payments, the vendor does not claim in ProviderOne; the remittance advice will automatically pay out on the next pay cycle.
9. Copies of all receipts, signed verification that client received goods and Transition Checklists (when used) are kept in the client’s electronic record (ECR).

II. Available methods:
A. The provider can be contracted:
1. A retail establishment providing transitional or stabilizing household goods can be contracted with the CTTS contract and the CTS/RCDA subcode (1045XP/1041SS).
a. Information regarding contracting for specialized equipment and supplies and assistive technology available through Community First Choice (CFC) is available in MB H15-082.
2. The local AAA executes contract 1045XP.
a. Additional Insured requirements have been waived for retail businesses (i.e., stores) under the 1045XP/1041SS contract.
3. Follow applicable steps in the Universal Steps, above.

B. For HCS Staff only:
1. Use a statewide account:
a. Currently, ALTSA has statewide agreements with Shopko and Kroger (Fred Meyer) and each HCS Region has their own account/locations.  As additional vendors are contracted, the same procedures will be used, unless otherwise instructed.
b. Follow detailed steps in the Fred Meyer or Shopko instructions (which include the Universal Steps above), available through regional HCS management.
c. To keep the relationships we have with these vendors, staff must make sure to revise the authorization to the actual amounts in a timely manner to avoid overpayment. 
2. Use a local P-Card:
a. Follow detailed steps in the ProviderOne PCard Instructions, available through regional HCS management. 

C. A contracted provider can purchase the item or make the payment and be reimbursed (see Transition and Sustainability Reference Guide for detailed information):
1. The contractor is compensated for their time and reimbursed for the actual amount spent on items authorized for purchase.
2. In addition to the Universal Steps above, follow the steps detailed in MB H15-061 regarding Shopping/paying when using a contracted provider and the client is not present.


	RELATED 
REFERENCES:
	· MB H14-078 Special Considerations Contract

· MB H15- 035 Authorizing Shared Medical Services including DME/SME

· MB H15-061 Revised Activity Tracking Form and New Service Code: SA266 Shopping/Paying: No Client Present 

· MB H15-082 New Contract for Specialized Equipment and Supplies (SES) and Assistive Technology (AT)

· LTC Manual Chapter 5: Case Management (includes section on WA Roads)

· LTC Manual Chapter 10: Nursing Facility Case Management and Relocation

· LTC Manual Chapter 29: Roads to Community Living


	ATTACHMENT(S):  
	[bookmark: _Transition_Checklist][bookmark: _Transition_Checklist_(account]Transition Checklist (account specific checklists are available within each region)


	[bookmark: _ProviderOne_PCard_Instructions]Transition/ Sustainability Reference Guide




	CONTACT(S):
	Debbie Blackner, Systems Change Specialist                                 
(360) 725-2557                                      
Debbie.blackner@dshs.wa.gov 

Tracey Rollins, CFC Program Manager
(360) 725-3216
rollita@dshs.wa.gov
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P1 Provider No.: ______________________

Authorization Number: ________________________        



 	 	 



 (
HCS Offices must use the embossed stamp provided when purchases will be made from Fred Meyer or Shopko. The stamp can be placed anywhere on the document
 after the upper portion of the form is complete
. 
)LTC Item Check List

Date: ____/____/______

Client Name: _____________________________________________          

Contracted Provider Name (e.g., CCG): _____________________________________________

Name of Authorizing Worker (see attached business card): ______________________________________________

The client, listed above, is eligible for funding to purchase transition goods and services to assist the client with moving into the community. Purchases may not exceed the estimated cost below. This is for one time shopping only. No durable medical equipment (DME) can be purchased. Authorization has been created and payment will be made via the ProviderOne payment system for the following items:



		Resource Needed

		P1 Code

		Estimated Cost

		[image: ]Actual Cost



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		Subtotal (Actual Cost cannot exceed Total Estimated Cost)

		$

		$



		Taxes 

		$

		$



		Total:  

		$

		$





*Food is an allowable expense only if there are no other resources available. This may occur if a consumer is in the process of waiting for an EBT card or other food benefit source.  Food cannot be purchased as a community transition item under waiver services. 

1. Signatures Before Purchasing

I certify that I approved the transition checklist items as outlined on this form to facilitate the transition of the above-named client:



_______________________________________				____/____/____

Signature of Case Manager (attach business card if using a CCG)	Date

  

2. Signatures After Purchasing

I certify that the above-named client has received all items outlined on this form.  If items were not received or receipts were lost, documentation is provided and attached to the back of this form. Additionally, for all items received by above-named client, payment authorization(s) was input into P1. 



_______________________________________				____/____/____

A. Signature of Case Manager						Date



I certify that I have received the transition checklist items outlined on this form. (If not documented on this form, documentation from client is attached.) 



_______________________________________				____/____/____

B. Signature of Client (or representative)				Date				
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Transition/Sustainability Services 

Authorization Reference Guide



I. Definition: An Individual Transition Services Provider (ITSP) is an individual that meets the qualifications for Purchasing in the Community Transitions and Training contract (1045XP), which includes the following:

1. Have a minimum of one of the following subcodes in the contract:

A. CTS/RCDA (subcode 1041SS): referred to as an ITSP (Taxonomy to select for provider: 17CC00000L).

a. A contractor who is reimbursed for issuing payment for deposits or set up fees for clients who are eligible for CTS/RCDA.

b. Compensation for payment service should be authorized using the CTS or RCDA service code for 1 “Each” @ $32.00 using SA266.

c. Compensation for issuing payment does not count towards the spending limit for CTS ($850) or RCDA ($816).

B. Transition Planning (subcode 1040SS): referred to as Community Choice Guide or CCG;  available for clients eligible for RCL or WA Roads only (Taxonomy to select for provider: 17CC00000L):

a. A contractor who is reimbursed for purchases, including issuing payment for deposits or set up fees for clients who are eligible for RCL or WA Roads.  

b. Issuing payment for deposits, utility and emergency rental are compensated at the full CCG rate and should be authorized using the using service code SA263 at 2 units (30 minutes) per payment issued. 

c. Shopping when the client is present is authorized and paid at the CCG rate using service code SA263.

d. Shopping when the client is not present is compensated at the provider’s negotiated shopping rate using SA266.

C. A contractor who will be reimbursed for making payments for deposits, utility set up fees, etc. to clients eligible for CTS/RCDA, RCL and WA Roads must include both of the above subcodes in their contract.

2. Use a financial business account (i.e. credit cards or checks) to be reimbursed for purchases made on behalf of clients.  A contracted provider can use the self-attestation form included in MB H15-061 to verify this qualification. 

II. Contracted ITSPs and CCGs must:

1. Make purchases only after authorization is created in ProviderOne and only purchase authorized items.

2. Provide original receipts/ verification of payment to the authorizing worker for all purchases. 

III. Case workers must:

1. Authorize the provider in ProviderOne to make a purchase that will later be reimbursed prior to the purchase being made. 

2. Create the authorization allowing enough time for the purchase to be completed. Recommended:  create the authorization for a minimum of 30 day time period (for example, use 6/17/15 to 7/16/15); this creates an authorization that allows enough time for the purchase to be made without the full amount being paid out prematurely, risking an overpayment.

3. When the receipt is submitted and reviewed, the authorizing case worker must verify purchase of authorized items and adjust the authorization to 1) the actual amount spent on authorized purchases (then Submit),  and 2) to the date of purchase (then Submit). This must be performed in a timely manner. 

a. If there is a dispute regarding any charges/purchases, the case worker must work with the ITSP or CCG to resolve the dispute.

b. If the case worker does not adjust the authorization to the actual charge prior to the end date, payment will be issued automatically on the end date of the authorization, risking an overpayment to the vendor.

i. Once the case worker becomes aware of a potential overpayment, the authorization must be adjusted to the correct information.

ii. The authorizing case worker may call the contracted provider to explain the issue and request that he/she adjust their claim (this step is not required).  

iii. The provider can adjust their claim within a specified time period.  

iv. If the provider would like an offset (to have the overpayment applied to their next P1 payment) they must call the P1 Helpdesk at 1-800-562-3022 to request the offset. They must also inform the authorizing CM/CNC/SME that an offset has been requested.

v. If the claim is not adjusted, an overpayment will be processed.

Reminders:

· DME must be purchased by a vendor with Core Provider Agreement with Health Care Authority (this policy cannot be circumvented by using any of the purchasing options). 

· Non-medical equipment and supplies must be purchased from a vendor with the Specialized Equipment and Supplies contract (1062XP)

· Tax status is determined by the provider’s taxonomy.

· The authorizing CM must distinguish between the time spent making the purchase and the item(s) being purchased and reimbursed.

· All payments to contracted providers are reportable. It is the business status of the provider that determines what counts as taxable income when they file their taxes. If a provider has questions regarding what is taxable income, refer them to a tax advisor.

· There are three options for ALTSA to pay directly for an item: 

1. A PCard may be used (a credit card available to HCS staff only; see PCard instructions available through regional management).

2. Use a state-wide account such as Fred Meyer or Shopko (currently available to HCS staff only; see instructions available through regional management).

3. The provider has a signed contract: 

· Community Transitions and Training contract (1045XP) with the CTS/RCDA subcode (1041SS)

· Available for retail vendors such as furniture, household and grocery stores and service providers such as pest eradicators, janitorial services, movers

· Special Considerations Service contract (1003XP)

· Available for landlords, property management companies, utility companies.

· Specialized Equipment and Supplies (1062XP-12)

· Available for non-medical equipment and supply providers.

· Service codes included in table below:

· 

· SA263: Community Choice Guide

· SA266: Transition Services: Shopping/paying- client not present

· SA290: Discharge Items: State Funds

· SA291: Discharge Services: State Funds

· SA296: Community Transition: Items- federal funds                                           

· SA297: Community Transition: Services-federal funds

· SA298: Emergency Rental Assistance

· SA420 Non-Medical Supplies

· SA421 Non-Medical Equipment

· SA295 is not on the table. It is only available through RCL at a 50/50 match and is only used for RCL Demonstration items. 






Program specific guidelines:

		Program 

(based on eligibility)

		RAC

		Federal Match? (based on client's RAC)

		When a contracted provider is paid directly via ProviderOne

		

When an ITSP/CCG will purchase or pay for goods or services and later be reimbursed



		

		

		

		Remember: 

· A current CTS/RCDA contract must be in place for the purchase of transitional items such as furniture and household goods.

· A current Specialized Equipment and Supplies contract must be in place for non-medical goods and supplies.





		Remember: 

· When an ITSP/CCG will shop for items or pay a deposit/fee, CM must authorize for: 

1. Anticipated time to make the purchase; and 

2. The item or service being purchased or paid for. 

· An ITSP/CCG cannot pay for a service that must be performed by a contracted provider (pest eradication, janitorial services, movers, etc.) or purchase DME. 



		

		

		

		

		1. Contracted Provider's authorization for time

		2. Contracted Provider's authorization for purchase/payment (to be  reimbursed)



		

		

		

		House-hold  Items



		Non-Medical Equipment and Supplies

		Service

(Pest control, janitorial, security dep., etc.)

		Issuing payment for deposit/hookup fees. (Rate is 2 units per check or credit card payment) 

		Shopping 

		House-hold Items

		Non-Medical Equipment and Supplies

		Service 

(Security deposit, utility hookup fee, etc.)



		

		

		

		

		

		

		

		Client not Present

		Client Present

		

		

		



		Roads to Community Living

		3100

		Yes; enhanced

		SA296 

		SA420 or SA421

		SA297

		SA263

		SA266

		SA263

		SA296

		SA420 or SA421

		SA297



		Community Transition Services (CTS)

		CFC RACs

		Yes; standard CFC match

		SA296

		SA420 or SA421

		SA297

		SA266* (Does not count towards $850 discharge limit)

		NA

		NA

		NA

		SA420 or SA421

		SA297



		Residential Care Discharge Allowance (RCDA)

		3105

		No; state funds only

		SA290

		SA420 or SA421

		SA291

		SA266* (Does not count towards $816 discharge limit)

		NA

		NA

		SA290

		SA420 or SA421

		SA291



		WA Roads 

		3120

		No; state funds only

		SA290

		SA420 or SA421

		SA291

		SA263

		SA266

		SA263

		SA290

		SA420 or SA421

		SA291



		WA Roads: Emergency Rental (only with prior approval from ALTSA Housing Specialist)

		3120

		No; state funds only

		NA

		NA

		SA298

		SA263

		NA

		NA

		NA

		NA

		SA298
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