Healthcare Home Start-up Reimbursement Request Instructions 
Fill in Agency name and month in which qualifying expenses were incurred in the top left hand corner of the form.
There are two (2) sections, one for Healthcare Home Team staff, and one for Other staff.
Healthcare Home Team section
1. Healthcare Home Team staff include: HealthCare Home Director, Physician Leadership, Nurse Care Managers, and Clerical Support. Enter each team member name, position, start date, and salary plus fringe.
2. In Column E (% time HCH), enter the percent of time each team member is devoted to Healthcare Home. 
3. In Column F (% of HCH time on billable services), of the time devoted to Healthcare Home, enter the percentage of that time that was devoted that month delivering billable services. Please estimate the percentage of time, do not use actual hours. This time will not be counted in HCH start up costs, as the agency is receiving reimbursement from another payer (DMH, Medicaid, etc.). For example, if a person is devoted full time to HCH, and one day per week is spent delivering billable services, Column E will be 100%, and column F will be 20%. If a person is devoted 4 days a week to HCH, and one day per week was spent delivering billable services in the reporting month, Column E will be 80%, and column F will be 25% (not 20%).  

4. Do not complete Columns G or I; those are for DMH staff only where we will calculate your allowable costs.
5. In Column H (non-capital operating expenses), enter the total of your non-capital operating expenses for each HCH Team member for the month reported. Allowable expenses in this category include the following:
· Lodging (hotel) costs when attending DMH required training for Healthcare Homes.
· Mileage and meals when attending DMH required training for Healthcare Homes, according to your agency travel reimbursement policies.
· Mileage associated with development of your Healthcare Home, including travel to train staff, according to your agency travel reimbursement policies.
· Please note, when you submit dollar amounts for non-capital operating expenses, i.e., costs associated with training activities such as lodging and mileage, you do not need to submit itemized receipts or documentation. However, you must maintain documentation of these expenses in your agency files and make them available as necessary to any authorized individual who may need to verify the amounts paid. 

*DMH required training at this time includes attending Access to Care by MTM and HCH 101 training for both agency leadership and the HCH Team.
Other Staff section
1. You may also request reimbursement for costs you incur for other staff who attend required training associated with the development of Healthcare Homes. These staff could be administrative/management or staff who are involved in delivering billable services.
2. In Column B (non-capital operating expenses), enter the total of your non-capital operating expenses for each other staff for the month reported. Allowable expenses in this category include the following:

· Lodging (hotel) costs for any staff when attending DMH required training for Healthcare Homes.
· Mileage and meals for any staff when attending DMH required training for Healthcare Homes, according to your agency travel reimbursement policies.
· For staff who provide billable services, the agency may request reimbursement for actual time spent attending required training, up to but not exceeding three (3) hours per day. When calculating costs for these staff, the agency shall use the flat contract rate established by the Department.
· Please note, when you submit dollar amounts for non-capital operating expenses, i.e., costs associated with training activities such as lodging, mileage and time of staff who provide billable services, you do not need to submit itemized receipts or documentation. However, you must maintain documentation of these expenses in your agency files to support the amount requested and make them available as necessary to any authorized individual who may need to verify the amounts paid.
*DMH required training at this time includes attending Access to Care by MTM and HCH 101 training for both agency leadership and the HCH Team.
Reimbursement procedures
Healthcare Home start-up reimbursement request reports should be submitted by email to Natalie Fornelli at Natalie.Fornelli@dmh.mo.gov. 
Please submit reimbursement requests on a monthly basis, no later than the 20th of the following month.

As reimbursement requests are reviewed and approved, you will be notified of the approved amount. Allocations will be made in CIMOR to the CPS Special Initiatives service category.
To draw down approved start-up funds each month, you must submit a one line service encounter on the non-consumer services screen in CIMOR, using the CPS Special Initiatives service category and the procedure code 0150H (Medicaid Administrative Case Management).

