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Consumer Directed Services- Nutrition (CDS-N)

Billing Procedures

WORKER/EXPENSE REIMBURSEMENT:

1. The worker will bill the consumer for services provided on the CDS-N worker’s invoice provided by Elderberry Institute.

· CDS-N Worker’s Invoice
2. If the consumer has chosen to have Elderberry Institute serve as the Transaction Processor:

a. The consumer will sign the worker’s invoice or any other invoice for qualifying expenses the consumer has incurred to verify that it is accurate, and submit it (along with any contribution they choose to make) to Elderberry Institute. The consumer will also document the amount of volunteer or cash match they have provided on an expense invoice.
b. Elderberry Institute will verify that the worker’s invoice (and payroll taxes) or invoice for qualifying expenses fits within the scope and dollar amount available in the Individual Purchasing Plan (IPP). If it does not, Elderberry Institute will contact the Counselor/Support Planner or consumer to resolve any problems.

c. Elderberry Institute will pay the entire qualifying amount of the worker’s invoice directly to the worker and will withhold the applicable payroll taxes. Elderberry Institute will also pay the entire amount of any invoice for qualifying expenses to the person named on the invoice.
d. Elderberry Institute will provide a statement to the consumer and the Counselor/Support Planner of:

· The amount of money paid by Elderberry Institute for worker invoices (including the amount withheld for payroll taxes) and other expense invoices,
· The amount of money that the consumer submitted as a donation (if any) for services paid for by CDS-N dollars,
· The amount of remaining money available to be used by the consumer through CDS-N.

3. If the consumer has chosen to serve as his/her own transaction processor:
a. The consumer will sign the worker’s invoice or any invoice for qualifying expenses to verify that it is accurate, that the amount of the worker’s invoice plus payroll taxes or invoice for qualifying expenses 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 invoice directly to the worker, and will pay the applicable payroll taxes. The consumer will also pay the entire amount of any invoice for qualifying expenses to the person named on the invoice.
c. The consumer will invoice Elderberry Institute for the amount of qualifying payment indicated on the worker’s invoice (plus applicable payroll taxes) or invoice for qualifying expenses MINUS the amount of donation that the consumer chooses to contribute for the CDS-N services received. The consumer will also document the amount of volunteer or cash match they have provided on an expense invoice.
d. Elderberry Institute will provide a statement to the consumer and the Counselor/Support Planner of:

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

· The amount of money that the consumer submitted as a donation (if any) for services paid for by CDS-N dollars, and

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

IPP PREPARATION/ COUNSELOR/SUPPORT PLANNER REIMBURSEMENT:

1. Upon receiving a completed IPP from a consumer and/or Counselor/Support Planner, Elderberry Institute will set aside the IPP preparation fee ($60- if the IPP indicates that the agency has assisted in its completion), and the anticipated Counselor/Support Planner fees ($25/month- if the IPP indicates that the consumer wishes to use a Counselor/Support Planner) in the CDS-N account. 

2. After assisting consumer(s) to complete an IPP, the agency will submit an invoice to Elderberry Institute for the cost of preparing the IPP (if applicable) and/or for providing Counselor/Support Planning(if applicable) for the time period covered by the IPP.
· Request for Reimbursement for Individual Purchasing Plan and Counselor/Support PlanningServices- Invoice

3. Upon receiving the monthly invoice for IPP preparation and/or Counselor/Support Planningfrom the agency/Counselor/Support Planner, Elderberry Institute will pay the appropriate fees to the agency/Counselor/Support Planner from the CDS-N account.

ELDERBERRY INSTITUTE REIMBURSEMENT:

1. Upon receiving an IPP from a consumer and/or a Counselor/Support Planner, Elderberry Institute will set aside the anticipated fiscal agent fees ($40/month) in the CDS-N account.

2. Elderberry Institute will request payment from the Consumer Directed Services- Nutrition account for fiscal agent fees, and transfer those funds to Elderberry Institute from the account.
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