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Provider Instructions for the Billing Process
Region 3B Area Agency on Aging, D.B.A. CareWell Services Southwest

CareWell Services’ Weekly Billing Process period runs:  Sunday through Saturday.
· Bills submitted that run in a different succession of the week appear as “overages” and will have the overage amount denied.
METHOD OF SUBMISSION: 
· Vendor Billing System for Providers that are signed on to the system.

· Billing must be submitted by mail 
· Exceptions for faxed billing can be made for smaller billings with the Data Specialist Supervisor, as appropriate. You may also drop off submissions at our office in Battle Creek.

BILLING FORMS:

1. Purchase of Service Monthly Participant Billing

· Billing month, year, provider name, phone, participants name

· Bills must be in Alpha order by participants last name

· Fill calendar by service and units on date of delivery

· Summarize cost at the bottom
      2.  DPOS Summary Report
· Total by service, units, and total cost for all participants on this summary sheet.

      3.  Non-Service Delivery Form
· When service is not delivered as ordered, providers are required to submit a Non-Service Delivery form via fax to the Data Department.  
· Fax the form to the Data Department on the date the service is not delivered as ordered.  
· Vendor View notification is not proof of non-service delivery.  Submission along with the bill is not acceptable.

TIME FRAMES:
· Date Stamped by CareWell Services staff no later than 10th of month following end of billing month will be processed for payment by the end of the month
· Date stamped by CareWell Services staff after the 10th will be paid the following month on the 15th, provided all issues are clarified

· Problems with the billing such as overages, shortages, and billing for incorrect services may cause the bill to be paid later than the end of the month

· Faxing will only be allowed with prior approval from the Data Staff.  Bills over 
      10 pages cannot be faxed.

· To ensure your billing is completed timely, address all mailings to the attention of: DATA.
AMENDED BILLING

When submitting amended billing:

· Submit only for the units’ still needing reimbursement.
· Attach a summary sheet with the billing.
· Do not mix amended bills with next month’s bill i.e. (March with April).
· Submit amended bills as soon as possible as it affects Quality Indicator reports along with State and Federal reporting.
  CORRECTIONS:
· Any corrections/denials made by the data staff on the participants bill will be copied and sent with the payment

· If changes are made due to billing of incorrect services please make sure that the changes are made in your system, we can not make the same changes month after month

FISCAL YEAR END (OCTOBER THROUGH SEPTEMBER):
· Cutoff for bills into data for end of fiscal year billing is November 1st following the fiscal year end on September 30
· Amended bills from October through December must be submitted by February 1st
· Amended bills from January through March must be submitted by May 1st
· Amended bills from April through June must be submitted by August 1st
· Amended bills from July through September must be submitted by November 1st
· Amended bills submitted outside of these time frames WILL BE DENIED.
DATA DEPARTMENT CONTACTS:


Karen C., Data Specialist Supervisor:




269-441-0977

-  Vendor View, Account Set-Up/Changes, Billing/Process Questions, 


    Fiscal Yr End Questions


Brenda B., Data Specialist:





269-441-0905


- Billing, Corrections, Forms Requests, Process Questions


Brandy A., Data Specialist:





269-441-0956


 - Billing, Corrections, Forms Requests, Process Questions


Paula Roush, Chief Information Officer:



269-441-0936
Main Data Fax Line:
269-966-2493

Billing Address:  CareWell Services Southwest



    Attn:  Data Department



    200 W. Michigan Avenue, Suite 102, Battle Creek, MI  49017
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