REIMBURSEMENT MEMORANDUM

2003-001 – Adjustment Request Form

Issued:  November 15, 2002

Appendix B of the Reimbursement Policies and Procedures Manual has been established to file memoranda issued by Central Reimbursement throughout the year, and each memo will be assigned a number.  These memos will also be available on the intranet.  Please do not hesitate to contact anyone in Central Reimbursement if you have any questions.

ADJUSTMENT REQUEST FORM

Form developed 8/23/99, became effective 11/1/99

1.
Account Number Corrections – Merge or Renumber

-
Use to change incorrect account numbers (renumber) or to merge multiple accounts for the same consumer

-
Indicate all existing account numbers from CMHC in the left column of the form, and indicate the correct account number in the right column of the form

-
If an account number is keyed incorrectly in setting up an account DO NOT set up a second account, but request a correction to renumber the account.  This will prevent duplication of consumers when reporting statistics to DMHMRSAS and will prevent consumer from being billed incorrectly.

2.
SAL Corrections
-
Use to correct data previously submitted on a SAL, once the event has been billed.  This would include RUs, service codes, duration, and account numbers

-
Prior to the SAL deadline (around the 5th day of the following month), changes to SALs should be submitted to data entry on a copy of the original SAL.  Once the deadline has passed, an adjustment request should be submitted to Central Reimbursement.

-
If an adjustment request is needed, show the original entry on the adjustment form, and then what the correct entry should be.  There is a line on the form for each.  A copy of the SAL should be attached to the adjustment form.

-
Remember, if you are changing the duration of an event, more than one line on the SAL may need to be corrected.

-
SALs should be reviewed prior to submission in order to prevent incorrect billing.  Common errors include SALs not totaling correctly, missing service codes, missing or incorrect case numbers, and incorrectly using case management RU’s with outpatients services or vice versa.

3.
Financial Status Revisions
-
Retroactive adjustment to correct previously billed events based on updated insurance or discount information.

-
Pay attention to effective dates when completing financials.  For example, if the consumer received crisis services on the 2nd of the month, and then entered the CSB for Case Management on the 25th of the month and a financial was completed on this date, the effective date of the self-pay discount should be entered on the financial as the 2nd day of the month.  Also, if the consumer is just entering the CSB and has had coverage, which we accept, for several years, we can use the first day of the current month as the effective date.

-
Indicate whether the adjustment is for discount or insurance coverage, and compete the applicable section of the form.

-
Be sure that an updated financial has been submitted to Central Reimbursement with the correct coverage or discount, and the correct effective or lapse dates prior to submitting an adjustment request since the updated information must be keyed prior to making any adjustments.

4.
Other
-
Use to describe any type of account adjustment needed that does not fit into one of the three types of adjustments listed on the form (See 1-3 above)

-
Describe the adjustment needed, and attach any supporting documentation.

Be sure to use denial worksheets, and not adjustment forms, for any denial follow-up.

The adjustment form should be signed by the clinic/program manager in addition to the person requesting the adjustment prior to submitting the form to Central Reimbursement.

