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Attachment 5

1.0 Stale Dated Check Clerk

1.1
Contractor Responsibilities:

· Research Provider Requests for Stop Payment.

· Send Stop Payment Requests to Fiscal Management.

· Create and Mail Stale Dated Check Notices.

· Request Mass History Credits for Stale Dated Checks.

· Mail remittance advice copy with Reissued Checks.

· Act as relief and back-up to receptionist.

· Provide Check Request Affidavits as needed.

1.2
Performance Standards

· 95% of provider requests for stop payment will be researched within one (1) business day of receipt of request.  100% of provider requests for stop payment will be researched within five (5) business days of receipt of request.

· 95% of requests for stop payment will be made to Fiscal Management within two business days of receipt of request.  100% of requests for stop payment will be made to Fiscal Management within four (4) business days of receipt of request.

· 95% of stale dated check notices will be created and mailed five business days prior to the 90 day and 120 day intervals of an issued check.  100% of stale dated check notices will be created and mailed six (6) business days prior to the 90 day and 120 day intervals of an issued check.

· 95% of remittance advice copies related to the reissued checks will be mailed within one business day from receipt of check from Fiscal Management.  100% of remittance advice copies related to the reissued checks will be mailed within two (2) business days from receipt of check from Fiscal Management.

· 95% of check request affidavits will be delivered to the mailroom within one business day of request.  100% of check request affidavits will be delivered to the mailroom within two (2) business days of request.


2.0 Iowa Medicaid Enterprise (IME) Receptionist

2.1
Contractor Responsibilities:

· Meet and Greet IME visitors.

· Sign in and issue ID badges to IME visitors.

· Notify Appropriate IME staff when visitors arrive.

· Research and route mail from the OnBase Miscellaneous Queue.

· Notify IME Units of parcel mail delivery.

· Assist Stale Dated Check Clerk as needed.

2.2 Performance Standards:

· Each working day the receptionist area shall have 100% coverage from 7:45 AM to 4:30 PM Central Time, Monday through Friday excluding State holidays.

· 100% of all visitors requiring visitor passes shall sign in, be issued a visitor badge, and shall be escorted by appropriate staff into the building.

· 95% of research and routing of mail from the OnBase miscellaneous queue shall be routed within two business days from the date it enters OnBase.  100% of research and routing of mail from the OnBase miscellaneous queue shall be routed within three (3) business days from the date it enters OnBase.

· Notification of IME Units receiving parcel mail delivery will be within two hours of receipt of delivery.

