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Learning Objectives 

 Understand the following about the enrollment 
record review process: 
 Goals – purpose of the record review 
 Provider process 
 Completing the enrollment forms 
 MHCP provider enrollment process 
 Impacts if process is not complete 
 Provider resources available 

 Understand the 245D licensing process and 
timelines 
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Agenda 

 Overview – waiver/AC provider record review 
 Completing & submitting enrollment documents 
 MHCP enrollment processes & timelines 
 245D Licensing timelines 
 Provider Impacts 
 Provider Resources 
 Question & Answer 
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Overview  
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Waiver/AC Provider Record Review 
History & Purpose 

 Provider Enrollment Provider Standards Initiative - 
PEPSI  

 Waiver Provider Standards - WPS  
 245D Licensure  
 Contract changes January 1, 2014 
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Waiver/AC Provider Home 
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HCBS Waiver Provider Standards  
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Completing & Submitting 
Enrollment Documents 
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Enrollment Documents 

 Access record review documents: 
 Waiver/AC Home Page 
 MHCP Provider Manual 

 HCBS  
 EW/AC 

 Follow instructions for Record Review 
 Separate from New Enrollment or Adding Services 
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Enrollment Information 
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HCBS Waiver/AC Enrollment 
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Record Review 
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MHCP Waiver/AC Provider 
Application (DHS-4015) 
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MHCP Provider Agreement 
(DHS-4138) 
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Disclosure of Ownership & Control 
Interest (DHS-5259) 
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Waiver/AC Service Request Form  
(DHS-6638) 
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Proof of Qualifications 

 License 
 Certifications 
 Letters from employers 
 Degrees/Diplomas/College Transcripts 
 MHCP Enrollment as a provider 
 Lead Agency Enrollment Request Form (DHS-6383) 
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Lead Agency Enrollment Request 
Form (DHS-6383) 
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Lead Agency Enrollment Request 
Form (DHS-6383) 

 Lead agency – county/tribal human services/MCO 
 Either lead agency or provider can complete the form 
 Form must be signed by Lead Agency 
 Suggest provider submit form yet allow either provider or 

lead agency to fax to MHCP 
 Shows proof of a contractual relationship with lead agency 

Use only if meet no other option listed on form 6638 for the 
specific service(s) 

  Used only for services listed on the form 
 Only needs to be completed by one lead agency if 

contracted with multiple lead agencies 
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Provider Assurance Statements 
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Example Assurance Statement  
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Assurance Statements 

 Only required for some services 
 In addition to proof of qualifications 
 Allows provider to attest qualifications and 

compliance with some requirements 
 Each listed and linked with each service on the 

Service Request form (DHS-6638) 
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MHCP Enrollment  

Process & Timelines 
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Process & Timelines 

 Visit the MHCP Waiver/AC Home page for 
processing dates 

 Processed by service 
 If complete no response 
 Once processed, if incomplete will receive a Request 

for More Information (RFMI) letter 
 Similar to  initial letter of request 
 Enrollment representatives selects items needed  
 Other field for additional explanation 
 Sent to PRVLTR folder in the MN–ITS mailbox 
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MN–ITS Mailbox 
Speedy Delivery 

MN-ITS 
Mailbox 
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Login To MN–ITS 
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MN–ITS Home 
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Links & Archive Folders 

 Links 
 Information displays & available for 30 days 
 MHCP communicates important announcements 

 Provider updates 
 Provider News 
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Miscellaneous Received Folders 

 Remain in the mailbox for 90 days 
 Displays the most current 30 days 
 Folders include: 
 SAL – Service Authorization Letters (Waiver/AC/CD)  
 PRVLTR – Provider Enrollment Notification Letters 
 CML – Case Manager Service Authorization Letters 
 CMRPTS – Lead Agency Reports from DHS 
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Miscellaneous Received 
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Adjust Search Dates 
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Search PRVLTR Folder 
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Select Link to the Letter 
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Waiver/AC - Provider Record Review 
Request for More Information (RFMI) 
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Obtaining 245D License 
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Accessing Licensing Information 
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Application Fees 

 Beginning July 1, 2013, 245D license applicants will 
pay an application fee equal to the annual license 
renewal fee or $500, whichever is less.  

 Applicants submitting a 245D license application 
after January 1, 2014, will pay the $500 application 
fee.  

 Qualifying 245B license holders will not pay an 
application fee for the conversion of their 245B 
licenses to a 245D license. 
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License Holder Required Information 

 License holder name and location and type of business 
 Controlling individuals, i.e., the license holder, owners, and 

managerial officials 
 Authorized agent 
 Sensitive background study (BGS) information person 
 Program name(s) and location(s) 
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Existing DHS License Holders 

 Existing DHS license holders received notice to provide all 
but the BGS and program information as part of a 2012 
legislative update. 

  
 Existing license holders will complete an abbreviated 

application/conversion.  
 
 DHS licensed providers must complete the 2012 update 

before they can proceed with an application or conversion.  
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245D HCBS Program License 
Application Process 

 Providers who do not hold a 245B DD services license must 
apply for a 245D-HCBS program license. 

 
 Pre-application checklist will be available online to help 

prepare for the application 
 
 Complete online application using the eLicensing system; 

instructions for establishing log-in credentials will be 
provided when the user begins the application 
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245 D Application Process (continued) 

 Program policies and procedures; samples of the policies required 
for application will be available online before July 1, 2013, for the 
applicant to modify for their program: 
 Drug and alcohol prohibition policy, MS § 245A.04, subd. 1 (c) 
 Vulnerable adults & minors maltreatment reporting & internal 

review, MS § 245A.65, subd. 1 (a) and (b) & 626.557, subd. 4a; 
245A.66 and 626.556 

 Emergency use of manual restraint, MS § 245D.06, subd. 1 (a); 
245D.06, subd. 5; & 245D.061, subd. 10 

 Grievances, MS § 245D.10, subd. 2 
 Service suspension and service termination, MS § 245D.10, subd. 

3 
 Workers compensation insurance verification 
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245D Application Process (continued) 

 Authorized agent must attest to the license applicant 
agreement 

 
 Submit application and pay application fee online via US 

Bank using a credit card 
 
 Temporary NETStudy access will be issued to the 

applicant’s sensitive BGS information person. BGS must be 
initiated and clear on all controlling individuals in order to 
complete the application  
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245D Application Process (continued) 

 Once the CI BGS have cleared the applicant will be notified 
that a PDF version of the completed application is available 
for printing  

 
 DHS Licensing will evaluate the application once a 

complete application has been received; DHS may take up 
to 90 working days to take action on the application 

 
 If the application is substantially incomplete or deficient a 

written notice will be issued to the applicant identifying 
what must be corrected and resubmitted within 45 days. 
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Conversion 245B to 245DD 

Applicants who meet the following criteria will be subject to a 
modified application process identified in section 245A.042, 
subd. 2, and are exempt from paying an application fee: 
 the applicant holds a chapter 245B license issued on or before 

December 31, 2013, at the time of application; 
 the applicant's chapter 245B license or licenses are in 

substantial compliance according to the licensing standards in 
this chapter and chapter 245B; and 

 the commissioner has conducted at least one on-site 
inspection of the chapter 245B license or licenses within the 
two-year period before submitting the chapter 245D license 
application. 
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Conversion of Rule 203 Adult Foster Care Licenses to  
245D Community Residential Setting License 

 Corporate adult foster care homes where services licensed 
under 245D will be provided must convert to a 245D 
Community Residential Setting license.   

 
 There is no application fee required for the conversion of 

these licenses. 
 
 The conversion will be processed using the DHS eLicensing 

system as part of the application or conversion to a 245D 
Home and Community-Based Services program license. 
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Annual Renewal Fees – Amount & 
Payment 

 All DHS licenses expire on Dec. 31 of each calendar year 
and an annual license fee must be paid before Jan. 1, to 
renew the license for the next calendar year. DHS Licensing 
issues an invoice to license holders starting in Oct. for the 
annual license fee.  Annual licenses fees are paid online 
through US Bank. 

 The 245D annual license fee is based on revenues derived 
from the provision of services that would require licensure 
under chapter 245D during the calendar year immediately 
preceding the year in which the license fee is paid.  The 
lowest fee is $200 for revenues equal to or less than 
$10,000 and the highest fee is $18,000 for revenues equal 
to or greater than $15 million.  
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Annual Renewal Fees – Verification of 
Provider Revenue 

 If requested, the license holder must provide information to 
DHS to verify the annual revenues or other information as 
needed, including copies of documents submitted to the 
Department of Revenue. 

 
 At each annual renewal, a license holder may elect to pay 

the highest renewal fee, and not provide annual revenue 
information to DHS. 
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Annual Renewal Fees – Verification of 
Provider Revenue (continued) 

 A license holder that knowingly provides incorrect revenue 
amounts for the purpose of paying a lower license fee shall 
be subject to a civil penalty in the amount of double the fee 
the provider should have paid. 

 
 A license holder providing services under one or more 245B 

licenses in effect on May 15, 2013, shall pay an annual 
license fee for calendar years 2014, 2015, and 2016, equal to 
the total license fees paid by the license holder for all 
licenses held under chapter 245B for calendar year 2013.  
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eLicensing Application 
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Access Licensing Web Site 
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Select Depending on Current Licensing 
Status 
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245D License Application 
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Provider Impacts 
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Provider Impacts Incomplete Record Review 

 No impact through 9/30/2013 
 Beginning 10/1/2013 if record review not complete: 
 Edits post on Service Authorizations (SA) – provider cannot be 

authorized for service 
 Edits post on claims – able to pay through 12/31/2013  

 Beginning 1/1/2014 if both record review incomplete 
complete and new standards unmet: 
 Edits post on Service Authorizations (SA) – provider cannot be 

authorized for service 
 Edits post on claims – no payment beginning 1/1/2014 until 

both record review and standards met 
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Provider Resources 
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Online Resources 
www.DHS.state.mn.us/provider 

 MHCP Provider home 
 HCBS Waiver/AC 

Provider Home page 
 HCBS Waiver Provider 

Standards web page 
 MHCP Enrollment 

Information 
 DHS Licensing  - 

Licensed Programs and 
Services ** 
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**License Holder & Applicant Resources 

 Resources for license holders and applicants will be 
available online before July 1. There will be links to 
information and resources from Licensing, Provider 
Enrollment and Continuing Care – Disability and 
Adult & Aging Services Divisions. 
 General information on HCBS licensing requirements 
 eLicensing online application 
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License Holder & Applicant Resources 

 Additional resources will be posted after July 1 as 
they’re developed by DHS: 
 Samples of all 245D required policies and procedures for 

programs to modify and use within their programs 
 Samples forms and records for programs to modify and 

use within their programs 
 245D self-monitoring checklists 
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All Other Questions 

 MHCP Provider Call Center at: 
 651-431-2700 
 Toll free 1-800-366-5411 
 Select Option 1 for Call Center 
 Select Option 4 Home care/Waiver 

 MN–ITS only question: 
 Select Option 6 for assistance with: 
 Changes to primary administrator 
 Using MN–ITS 
 Retrieving mail from the mailbox 
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Thank You! 
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