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                                         Tasks for Providers to Complete when Ending Services or Dissolving their Agencies

· Submit a written request for voluntary withdrawal of all services, and the effective date of withdrawal to Suzanne Nix at snix@eastpointe.net 
· Submit a list of all active consumers to Venessia Hill at vhill@eastpointe.net   to include the following items:

· Name 
· Date of birth

· Medical record number

· Mailing address

· Telephone number

· Type of Services being provided to each consumer 
· Funding source for each consumer- indicate Medicaid number if appropriate

· Medications prescribed to each consumer

· Identify High Risk Consumers

· Name of provider agency each consumer is transferring to

· Date service ended

· Date service transferred to new provider agency

· REMEMBER:  All correspondence between the LME and the provider should be submitted via ZIX Mail or another secure e-mail software program to ensure HIPAA compliance.
· Offer each consumer the choice of an alternative service provider based on medical necessity for each consumer’s need; have consumer sign Provider Choice and Acknowledgement Form and Consent for Release of Information to the selected agency. 
· Contact the new provider agency and submit the consumer’s most recent Comprehensive Clinical Assessment, Person Centered Plan,  ITR and Consent for Release of information 
· Submit Record Storage Logs, and Eastpointe Record Retention Form to Iris Argroe at iargroe@eastpointe.net .  For more information:  
http://www.ncdhhs.gov/mhddsas/recordsmgmt/index.htm 

· Send written notification to each consumer with directions to contact Eastpointe at 1-800-513-4002 and ask for Customer Services if there are issues regarding the transfer of services to a new agency

· Complete NCTOPPS Discharge Forms for all consumers
· Complete updated NC-SNAP and Summary Report & Supplemental Information sheet for DD consumers. For change in DD support status, complete the Summary Report & Supplemental Information sheet.  Fax to Iris Argroe at 910-298-7180.

· Complete discharge ITR on each consumer

· Complete Eastpointe’s Electronic LME Consumer Admission/Discharge Form to indicate the consumer is no longer receiving services provided by the provider agency

· Complete agency specific discharge requirements for each consumer 

· A forwarding address, contact person, and phone number for future correspondence.
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