Program Process Documentation

Directions: For each service your program provides, number each service item. Then, give the service process a name. If the “Service Process Name for Flowchart:” adequately describes the “Service Process Description” , enter NA after “Service Process Description:” Continue with describing any authorization processes, documentation processes, billing processes, reporting processes, and related issues associated with that service process (or NA if not applicable).  Cut and paste additional item blocks, as needed.

Program: ​​​​PFC










Date: ​​​​​​​​​​​​​​​​​9/05

Item #   1

Service Process Name for Flowchart: Client Referred to PFC

Service Process Description: Client is referred through CMO, CSA, YCM, MRSS (most referrals come from Ocean County MRSS, which is Preferred Behavioral Health)

Service Issues: NA

Authorizations Process:

· Program obtains authorization to provide services from referring organization via fax

· Referring organization is responsible for entering authorization requests in Absolute for final approval from Value Options/DHS

Authorization Issues: Sometimes we do not get the Auth ltr. From DHS which is required for billing Why?
Documentation Process: 

· Referring agency faxes over their authorization for services and enters the same authorization request in Absolute.

· The State (DHS) then sends the authorization letters to Access

· Access enters the authorizations in Anasasi and sends copies (via courier) to the program.

· Authorization letters are placed in a binder for further reference

· IICs AND BAs provide Lois with timesheets, transportation expenses and notes  (hourly timesheets are not processed until documentation is complete)

Documentation Issues: 

LETTERS AT TIMES DO NOT MATCH THE SERVICES WE’VE PROVIDED Why? ARE WE PROVIDING SERVICES NOT AUTHORIZED or IS THE STATE NOT AUTHORIZING REQUESTED SERVICES??
Billing Process: NA

Billing Issues: NA
Reporting Processes: 

Reporting Issues: 

Item #   2

Service Process Name for Flowchart: Program Director assigns case to appropriate level IIC, or BA

Service Process Description: NA
Service Issues: 

Authorizations Process: NA

Authorization Issues: NA
Documentation Process: 

· Charts are opened by Lois. And kept by IICs AND BAs
Documentation Issues: 

Billing Process: NA

Billing Issues: NA

Reporting Requirements: 

· Client assignments are entered into Anasazi by Lois

· How do we track case load?
Reporting Issues: 

Item #  3 

Service Process Name for Flowchart: IIC or BA contacts client to set up intake appointment

Service Process Description: 

Service Issues: 

Authorizations Process: NA

Authorization Issues: NA
Documentation Process: Are contact efforts documented in the charts?
Documentation Issues: 

Billing Process: NA

Billing Issues: NA
Reporting Requirements: ???
Reporting Issues: 

Item #   4

Service Process Name for Flowchart: IIC or BA provides authorized services

Service Process Description: 

Service Issues: 

Authorizations Process: 

Authorization Issues: SERVICES DO NOT ALWAYS MATCH AUTHS ARE WE PROVIDING SERVICES NOT AUTHORIZED?? The initial services of non-medicaid clients who become Medicaid are supposed to be paid retroactively but we are not receiving the retroactive authorization letters necessary to the billing process.
Documentation Process: 

Documentation Issues: Some services for additional family members are being requested, authorized, and delivered but are not being documented in the system for billing.
Billing Process: 

Billing Issues: 

Reporting Requirements: 

Reporting Issues: 

Item #   

Service Process Name for Flowchart: 

Service Process Description: 

Service Issues: 

Authorizations Process: 

Authorization Issues: 

Documentation Process: 

Documentation Issues: 

Billing Process: 

Billing Issues: 

Reporting Requirements: 

Reporting Issues: 

Item #   

Service Process Name for Flowchart: 

Service Process Description: 

Service Issues: 

Authorizations Process: 

Authorization Issues: 

Documentation Process: 

Documentation Issues: 

Billing Process: 

Billing Issues: 

Reporting Requirements: 

Reporting Issues: 

Item #   

Service Process Name for Flowchart: 

Service Process Description: 

Service Issues: 

Authorizations Process: 

Authorization Issues: 

Documentation Process: 

Documentation Issues: 

Billing Process: 

Billing Issues: 

Reporting Requirements: 

Reporting Issues: 

Item #   1

Service Process Name for Flowchart: Client referred from various agencies

Service Process Description: :?????????????????

Service Issues: 

Authorizations Process: referring agency does initial authorization? Case managers print the Authorization screen from Absolute which is filed in a binder downstairs. Final auths get sent from the State directly to Access, who sends us copies. (ARE FINAL AUTHS BEING MATCHED WITH ABSOLUTE SCREEN SHOTS?)  Case Managers are also responsible to reauthorize after X days or services?

Authorization Issues: ???????????????????

Billing Process: Jane creates a Demo and gives Sue a copy of it to begin the registration and billing process. She then  assigns the case to a case manager, who makes contact with client to make 1st apt. and complete the rest of the Demo, financial and other forms. Sue faxes demo to Access who enters it into Anasazi, and obtains a registered ID # and notifies Sue?? After it’s been entered. Access also is supposed to be checking Unisys for Medicaid eligibility????  (Case managers should see new card (obtain ID#s and PN#s and get expired Medicaid cards when possible) Unisys can be billed for Medicaid eligible.  PE apps need to be done (on everyone).  Access enters Pay Source as Medicaid or Non-Medicaid. 

After 1st apt. case mngr provides Sue with updated demo, completed paperwork and fin rev. including ins. Form. Sue enters and admitted demo, fin rev. and checks insurance page for accuracy. She also changes the assignment status to admitted in Anasazi. Service Logs are completed by case managers (by client/by day) and giving them to Jane?? Who puts them in Beth’s mailbox. Beth reviews for completeness and correctness (case managers are entering info wrong) and totals billable and non-billable services. Alicia then enters the services into Anasazi. 

Billing Issues: 

Reporting Requirements: 

Reporting Issues: 

