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1) Recordkeeping

2) Billing

3) Annual Audit/Assessment Concerns

4) Exhibits
A. Client Service Log

B. Missed Visit Log

C. Transportation Log

D. Summary Report

E. Invoice



˅ A Client Service Log is required with the following components incorporated per MDCH 
requirements:

o Time the aides spend on each type of service are required to be broken down for : HMK , PC,
RC, etc. Units of service billed should match actual services provided on client service
log/time sheet . (Exhibit A)

o Start and End times for each day of service are required to be noted on each day of the Client
Service Log.

o Client signatures are required daily on every Client Service Log. Clients can only sign once
services are completed . If a client is unable to sign, aides are not allowed to sign for the
client and òclientunable to signóshould be written .

o If the aide leaves earlier than the scheduled time, the time should be reflected as such on the
time sheet and noted on the Missed Visit Log (Exhibit B)

o To ensure HIPAA Compliance, multiple clients are not to be signing the same Client Service
Log, this includes congregate meal logs.

o Billing should reflect actual services provided , and should not exceed your allotted Care Plan
units . DO NOT BILL BY THE CARE PLAN.

o If your company provides transportation a log is required, with a client signature (Exhibit
C). Aides should not be transporting clients without prior approval of the clientsõSupport
Coordinator, and proper authorization via Vendor View. Notes listed to provide
transportation ARE NOT AUTHORIZATIONS! You MUST have a transportation authorization
via vendor view.



˅Do not perform services until you have received WRITTEN authorization via
Vendor View . If you do not receive vendor view authorization within 2
business days please immediately call the Intake Specialist and/or the Support
Coordinator, otherwise your invoice could be rejected.

˅Send your Summary Report (Exhibit D ) and Invoices (Exhibit E) in on time .
Your billing is due by the 8th of each month .

˅Only original copies of invoices and summary reports are acceptable.
Summary Reports require original signatures , the invoices may be stamped
or have a digital signature .

˅Please utilize TSA billing forms only, they are Excel files that have pre-
calculated protected fields, that will help reduce the amount of calculation
errors we receive and save you time as well! Please see next page for step-by-
step instructions on how to get to these forms .

˅Checks are cut the FOURTH Thursday of every month, and mailed the next
business day. Please allow 5 business days before calling and inquiring about
your check.

˅If you have client concerns, you must contact the Support Coordinator .
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Follow these links (once youõre on our website):

× Doing Business with TSA (left hand side)

˅Purchase of Service (POS) Provider

Purchase of Service (POS) Provider

˂ Service Authorization, Billing, and Monthly Reporting

Service Authorization, Billing, and Monthly Reporting

Note: To save documents, place your cursor over the link, right -click, then press "Save Target 
As". Then choose a location on your computer to save the document. 

ü Vendor View Registration form

ü Vendor View for MICIS: Vendor User Guide

ü Purchase of Service Procedure for Vendors

ü Billing - POS Monthly Report -Invoice

ü Billing - Direct POS Monthly Invoice Summary Report

ü Sample Client Service Log

ü Transportation Log

ü Missed Visit Log

ü Billing Deadlines & Payment Schedule
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˅Fiscal and Programmatic Audits are done annually to check for proper

documentation of units billed, payroll, various logs and compliance with

MDCH and TSA requirements . These audits will be conducted together . We

found numerous discrepancies at the time of the audits, as well as vendors

being unprepared upon the auditorõsarrival .

o We recommend that you keep your billing invoice with the client service

logs and file invoices by the month and then alphabetically by client (this

will be required at audit time) .

o If TSA finds that your agency is not in compliance with all guidelines set

forth, your agency may fail the audit, be put on probation, and monies will

be deducted from your check.

o TSA found that numerous vendors are still combining more than one client

on a client service log; for example, a husband & wife listed on the same

client service log, is not permitted .



˅Compliance with Operating Standards set by MDCH

˅Compliance with The Senior Alliance requirements

o Personnel Files

o Training of Workers

o Supervision of Workers

o Confidentiality of Records

o Policies and Procedures

o Where to Find Guidelines



The following items are required elements of records:

}Service orders

}Changes to service orders

}Release of Information, if necessary

}Assessment/reassessment information

}Progress notes

}Accident reports

}Termination notices


