INSTRUCTIONS FOR COMPLETING THE INTERPRETER/TRANSLATOR

SERVICE TIME SHEET
VMRC pays for authorized interpreter/translator services on a monthly basis after the service has been provided. Only ‘direct services’ are billable. ’Direct services’ are VMRC authorized translation services provided to consumers and their families in accordance with the consumer’s IPP or IFSP.  A blue Turn Around Invoice will be generated every month for each service authorized by consumer.  Each invoice submitted for reimbursement will require a completed time sheet for each individual consumer. The completed invoice and time sheets must be received by VMRC on or before the 3rd of the month for a check to be issued on the 10th of the month. Invoices received after the 3rd and before the 10th will be paid on the 15th. 

In accordance with Title 17, these records need to support services rendered and are subject to audit. Please follow the directions below to prevent errors that may delay payment.

· The time sheet must be filled our completely. Please sign and date the form at the bottom certifying the information is accurate. A separate time sheet will be needed for each consumer and each month of service. 

· Please follow these time sheet guidelines to ensure completeness:

· Service Date: This should reflect the actual date of service

· Service Code: This should be the service code that most accurately reflects the type of interpretation/translation provided to the consumer and/or family. (Please refer to the Service Code Key at the bottom of the time sheet.) If the service code is reflected as OT, a detailed explanation of the ‘other service’ will be required.

· Explanation of service provided: Document specific information about the actual services provided. For example, a telephone call should be noted ‘telephone call to schedule appoint and obtain clarification on medication’.  If the documentation states ‘telephone call’ with no additional information, units billed will not be payable. All services where the Service Coordinator is present, with the exception of a telephone call, will require signature on the time sheet.

· Billable Time: The start time and the end time must be documented for all services. Indicate the total time billed in increments of 15 minutes. For example, if the total start through end time is 11 minutes, the billable time is 15 minutes. If the start through end time is 7 minutes, no time may be billed. Always round the time to the nearest 15 minute increment.

· If the consumer or family does not show for an appointment the service is not billable.
· Please submit a time sheet for each consumer served during the billing month along with the corresponding VMRC blue Turn Around Invoice. It is highly recommended that you keep a photocopy of the completed and signed documents for your records.

· If you have any questions or concerns about the time authorized, please contact the consumer’s service coordinator. 

