Suburban Access, Inc.

DHS Bureau of Early Intervention

	Payee Review Checklist 

	Copies of the following documents must be available or provided to the Early Intervention Monitor for completion of the review:  Fiscal year  2020: (July 1, 2019 – June  30, 2020)

	

	Administrative Review Items
· Proof of Professional Liability Insurance – DATES must cover 7/1/19 - 6/30/20
 HIPAA Compliance Documents (must be separate):
1. Administrative Directives (see Provider Tool #’s 4-10)
An internal administrative document that outlines the privacy/security
policies and procedures within a providers private office or agency.
2. Notice of Privacy Practices (see provider Tool # 11)
A document that is given to the client that identifies the uses and
disclosures of PHI that may be made by the provider as a covered entity,
the clients rights and the providers legal duties with respect to PHI
If Provider works with Associate Level Providers, the following will also be needed:

· Agency organization chart, or some other document, that shows the assignment of associate level providers to supervisors.

· Credentials of any associate level providers that work under the supervision of credentialed providers

· Documentation of direct service supervision and IFSP implementation supervision of the associate level provider by the credentialed supervisor



	File Review Items

	· Daily documentation (evaluations, assessments, direct service and IFSP development)

· IFSPs -entire document that covers FY 2020 (7/1/19 - 6/30/20)
· All authorizations for services
· All correspondence

· All evaluation and assessment Reports (only for the individual rendering provider(s) being reviewed)
· 14 Day documentation for all evaluations and assessments (documentation to support submission to the CFC)
· Physician’s authorization for all licensed professionals 

· 6-Month review reports
· Discharge report and documentation to support timely submission to the CFC
· All insurance EOBs and completed claims that were submitted to CBO need to be available upon request of the monitor**These do not need to be mailed in with review material**

 

	Additional Review Notes:  Please contact your monitor and/or the website, www.earlyinterventionmonitoring.org prior to your review for any clarification.
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