[image: image1.wmf]
City Pro Group, Inc.

Early Intervention Agency

2625 East 14th Street, Suite 200
Phone (718) 769-2698

Brooklyn, NY 11235
Fax    (718) 943-7035
Dear Service Providers:

(New Twice a Month Billing Requirement) 
As you already know, all services provided on or after October 1st, 2011, must be billed to New York City Early Intervention Program (NYCEIP) within 60 days in order to receive payment for those services. Several weeks ago, we sent you notice that you are now required to submit your billing by the 4th of each month to help ensure your timely billing. However, a recent analysis showed that this change will not be sufficient to meet NYCEIP’s new deadline due to the number of session notes that have been consistently submitted incorrectly or incomplete. Because these notes often take weeks to correct completely, our analysis shows that session notes requiring corrections often aren’t submitted to NYCEIP for up to 90 days after the date of service. With NYCEIP’s new deadline, these would not be paid. We need to accelerate as much of the process as possible to ensure you continue to be paid for your work.
To ensure that you will be paid for your timely billing, we are making the following adjustment to our billing procedure:  

YOU WILL BE REQUIRED TO SUBMIT YOUR BILLING TWICE A MONTH TO CPG
Effective immediately:

· The 1st to the 15th dates of services are due to CPG by the 19th of that month. 
· The 16th to the end of the month is due on the 4th of the following month.
For example, all billing from October 1st-October 15th must be received by City Pro by October 19th.  All billing related to services provided from the 16th to the end of the month must be submitted by the 4th of November.
Before bringing your session notes to CPG, please make sure to double check all of your notes for missing signatures, credentials, CPT and ICD-codes etc.


Lastly, please sign the attached Addendum to your contract and submit it to our HR Department as soon as possible.  Attention:  Tanya Murodova.

As always, thank you for all your hard work and efforts.

Sincerely,

Michael Markakis

Director of Operations/Compliance Officer
