
Letter of Clarification:   FY03-01
Maintenance of Medicaid Documentation

July 3, 2002

Maria Busick
2203 National Road
Wheeling, WV 26003-5299

Dear Ms. Busick:

          This is to further clarify the section of the School-based Medicaid Operations Manual that addresses
the maintenance of documentation for Medicaid reimbursement to local education agencies (LEAs).

          In review, there are two types of documentation required for the Medicaid reimbursement process:
1) student-related documentation and 2) billing-related documentation.  The student-related
documentation supports or backs-up the billing that was submitted for reimbursement.  This documentation
consists of progress notes or logs of direct and indirect services such as speech therapy, occupational
therapy, physical therapy, and psychotherapy.  For  evaluations, the report supports the billing.  For IEP
meetings, the IEP form supports the billing.  For Care Coordination, letters, progress reports, or progress
notes/logs support the billing.  The billing-related documentation communicates the minimal information
needed by the RESA Medicaid Specialist in order to submit a claim.  

          The following procedures are to be used beginning July 1, 2002 in order to standardize the collection
and maintenance of student-related documentation for the Medicaid reimbursement process across the
state.  These procedures will ensure that LEAs can readily provide student-related documentation upon
request.

       All student-related documentation for Medicaid reimbursement in paper form must be maintained
with the individual student’s cumulative record.  Therapy records in paper form may be placed with the
student’s cumulative record at the end of the school year and maintained for a minimum of five years.  A
separate file folder for this documentation may be assembled and placed with the rest of the record.  If the
student-related documentation for Medicaid reimbursement is in electronic form, it will be maintained in
WVEIS until requested in paper form. 
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            Billing-related documentation in paper form was recently updated for use beginning July 1, 2002.
If the LEA uses paper forms to communicate the billing information to the RESA Medicaid Specialists, the
RESA Medicaid Specialists will enter the information into WVEIS and transmit to Medicaid for processing.
If the LEA enters the billing information into WVEIS, the RESA Medicaid Specialist will have access to
the information and transmit it to Medicaid for processing.  In either case, the billing-related
documentation will be maintained in WVEIS.   

              If the LEA uses the paper billing-related forms for Specialized Transportation and Personal
Care, the paper forms also serve as the student-related documentation.  The electronic form of the
student-related documentation for Specialized Transportation and Personal Care is the student’s
attendance record on WVEIS.

            If you have further questions, please contact Vickie Mohnacky at 1-800-642-8541 or 58-2696
(V/TDD), or e-mail her at vmohnack@access.k12.wv.us.

                                                                                   Sincerely,

                                                                                   Dee Bodkins
                                                                                   Executive Director

Office of Special Education

c: Superintendents
       Special Education Directors
       RESA Coordinators
       RESA Medicaid Specialists                        
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