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Consumer Directed Services- Nutrition (CDS-N)

Billing Procedures

WORKER REIMBURSEMENT:

1. The worker/service provider will bill the consumer for services provided on the CDS-N timesheet provided by Elderberry Institute.

2. If the consumer has chosen Elderberry Institute as their Fiscal Support Entity and has selected either the Payroll Agent model or Agency With Choice model of consumer involvement:

a. The consumer will sign the timesheet from a worker(s) to verify that it is accurate and submit to Elderberry Institute for payment bi-weekly on Elderberry Institute’s payroll schedule. 
b. Elderberry Institute will verify that the worker’s invoice fits within the scope and dollar amount available in the Individual Purchasing Plan (IPP). If it does not, Elderberry Institute will contact the consumer or Support Planner to resolve any problems.
c. The Consumer will sign any non-payroll invoices to verify that the services were provided and submit for payment monthly to Elderberry Institute.

d. The Consumer will prepare and sign a Documentation of Match form as needed to document the agreed upon provision of match (based on the amount agreed upon in the IPP).
e. Elderberry Institute will pay the entire qualifying amount on the timesheet or on the non-payroll invoice directly to the worker or to other non-payroll service provider.

f. Elderberry Institute will provide a statement to the consumer, the /Support Planner, and the local Nutrition program that indicates:

· The amount of money paid by Elderberry Institute to the worker,

· The amount of money that the consumer submitted as match that is needed for services paid for by CDS-N dollars,

· The amount of money remaining available to be used by the consumer through CDS-N.

3. If the consumer has chosen the Fiscal Conduit model of consumer involvement:

a. The consumer will sign the worker’s timesheet to verify that it is accurate, that it fits within the parameters set forth in the IPP, and retain it for his/her records.

b. The consumer will pay the entire qualifying amount of the worker’s timesheet directly to the worker/service provider, including all payroll taxes.

c. The consumer will invoice Elderberry Institute for the amount of qualifying payment indicated on the worker’s timesheet and within the amount that was committed to pay in the IPP.  Also, the consumer provides the Documentation of Match form to Elderberry Institute based on the amount that the consumer committed to pay in the IPP.  Invoice forms and Documentation of Match forms are available from Elderberry Institute (contact them for more details).
d. Elderberry Institute will provide a statement to the consumer, the Support Planner, and the local Nutrition program that informs them of:

· The amount of money paid by Elderberry Institute to the consumer,

· The amount of money (either in-kind or cash) that the consumer has provided as match. and

· The amount of money remaining available to be used by the consumer through CDS-N and the amount of match still needed.

PROGRAM REIMBURSEMENT:

1. Upon receiving a completed IPP from a consumer and/or Support Planner, Elderberry Institute will set aside additional funds for preparation of the IPP, Support Planner fees, or local Nutrition program fees, only if the Nutrition funding source is NOT already paying these fees as part of a grant to the local Nutrition program.  
ELDERBERRY INSTITUTE REIMBURSEMENT:

1. Upon receiving an IPP from a consumer or a Support Planner, Elderberry Institute will set aside the anticipated Fiscal Support Entity fees according to the model of consumer involvement selected by the consumer (based on the annual fee schedule by Elderberry Institute and authorized by the Area Agency on Aging) in the CDS-N account for that consumer.

2. Elderberry Institute will request payment from the Consumer Directed Services- Nutrition pool as authorized by the Area Agency on Aging for Fiscal Support Entity fees, and transfer those funds to Elderberry Institute.
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