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e Thursday & Friday, November 26 & 27,
2009- Thanksgiving Day / Office Holiday

« Friday, December 25, 200Christmas Day : Q/

o Friday, January 1, 2010New Year 6

Inside Allied 1

m The Allied Community Resources, Inc
: team of Directors includes Don
e Waddell, Kevin Ward and Carol Bohnet.

5 t Our
Director of Program Services, started with
t Allied on July 13, 2009. Kevin comes with
: over twelve years of supervisory
experience working in the Human
Services field. Kevin oversees the
: Customer Service, Provider Applications
u Processing & Credentialing, Outreach &
: Training Services and Office Support/
: Document Control departments. Specific
: p concerns regarding these areas should be
: @€ directed to Kevin. Kevin says that one of
: AL his goals is to make a significant
contribution to the overall improvement
of All i edds
with the Quality Assurance Manager in
the prevention and/or resolution of
: QL consumer issues.

newest member Kevin Ward,

. e

9 Don Waddell, Director of Financial
Services, started as the Accounting
Manager and has been with Allied for
seven years. He oversees the financial

E n operations of the Connecticut and
Alabama Waiver programs. Specific
t concerns regarding tax or financial issues
should be directed
1 &J the future is the further automation of
: @ our system processes.

E a Carol Bohnet, Executive
Director of Allied
ACommunity Resources, Inc
/ & has been with the company

@ for fifteen years
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SATISFACTION SURVEYS

Allied conducts a variety of satisfactions surveys
throughout the year. The surveys cover topics
ranging from satisfaction of payroll services, to ease
of communication, to usage of the provider
directory to assist with hiring needs, to ease

of contacting us when needed.

We mail surveys out with payroll or via
newsletters. We allow optional ways for you to
respond by returning the survey back to us in the
mail, by fax, or you may telephone your responses
in to us. We take immediate action to address any

areas not meeting our service expectations.

We encourage all consumers or representatives to
take a few moments to complete the surveys, even
if you are completely satisfied. Your input is very

important to us.

PERSONAL INFORMATION UPDATES

Our systemsod0 databases
changes in writing. If you or your employee need to
inform us of an address or name change, please do so
in writing and send it to us via mail, fax, or email. That
way we have a written verification on file of the change
and when it took place. It also enables us to make sure
all systems have been updated thoroughly in our

database as well as payroll records.

If you call our office with that information, we will fill
out a Personal Information Update form listing your

new and old address, identity verification information
and then wedll send it

will authorize us to update all records accordingly.

You may request a copy of the form to use by calling

our office or downloading it from our website :

www.acrfi.org

New Hire Applications Processing |
Some tips to make the process quicker...

Application packets come with a checklist to assist
you to make sure all required documents are
completed, signed and returned. A completed

application can be processed in as little as a week.
Incomplete applications can take up to 2 to 3

weeks before they get passed on to set up
your provider for payroll.

Our application processing department

will always call you to inform you of the

status of the new hire application, either to let you
know that it is complete and ready for payroll or
that we are missing parts that we need in order to

complete the process.

Please mail all ID copies so we can obtain clear
copies even if you fax the application in to us.
Many times IDs that are faxed come out too dark
for us to read.

You can download application packets for all
Programs from our website or call us to

request as needed.

Inside Allied

E-Verify coming soon...

By the end of this year Allied will begin using EVerify,
an employment eligibility system to process all new hire
applications.

E-Verify is a free Internet-based system that allows
employers to confirm the legal working status of new
hires in seconds. With one click, E-Verify can match

your new hire's Social Security Number and other

identification information.

E-Verify works by allowing participating employers to
electronically compare employee information taken
from the Form -9 (the paper-based employment
eligibility verification form used for all new hires)
against more than 449 million records in Social
Security Administration's database and more than 80
million records in Department of Homeland Security's
immigration databases. Results are returned within
seconds.

E-Verify reduces unauthorized employment, minimizes
verification-related discrimination, is quick and non-
burdensome to employers, and protects civil liberties

and employee privacy.
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[nternal Restructuring of Departments

* As Allied Community Resources continud@X Ppaperwork, conduct ABI  Provider

to grow, we have restructured our internaff@nings, provide outreach to acquire more

departments by functionality to make ouProviders to PCA/Elder Directory. #

service to you as efficient and thorough &Srgyider Applications & Credentialing
possible. When calling with questions Ogeceive, verify and process all new hire
requests, it is helpful if you can tell us ?'&%plication paperwork, run Criminal
program in which you receive services: PCAgckground Checks, process Direct Deposits,

Elder, DDS, ABI, MFP, Alabama Persafgdl p pDS Providers for CDS training.
Choices. Following is a brief description of the

departments within our office and §Payro|i Receive and process timesheets for bi
what each will do for you: .weekly payroll services, answer questions
related to payroll.

Customer ServiceReceive and process :
requests for forms, timesheets, new hifccounts Payable Receive and process
applications, Provider Directorieyendor and agency invoices for monthly
Employment Verifications, change of addreggyments, answer questions related to
information, answer questions related tpayments.

unemployment compensation claims . . :
conduct telephonic satisfactions surveys. 2ocument Control/Office Support:Receive

~and process all incoming faxes and mail for
Intake Servicekeceive all consumer budgesorting and distribution to all departments
and plan information for processing into ouwvithin the ACR office.

database, including hospitalizations ahsgual'

: : 5 ran le. Do
discharges; Wor ker 0%00m%ﬁ§gf%rgﬁa§ﬁot e?iﬂvalidp* et es

and audits. e

payments, Internal auditing,
Outreach and Training ServicesEmployer Satisfaction surveys, and the Documentation
Training visits/scheduling, process employaontrol system.

www.acrfi.org

Allied Community Resources websi@élease visit our
website for a wealth of information pertaining to the
services we provide to consumers in State of Connecticut and Alabama Waivger
programs. We have recently wupdated he OF
You can download updated versions of all provider and new hire applications, sjate

and federal tax forms, general forms such as direct deposit applications, ABI and DDS
provider training information, Pay schedules, Vendor invoices, and copies o
timesheets for your usage. Once you have had a

chance to visit our website, we are always
appreciative of your feedback or commentPlease
contact us.
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Quality Assurance Department

Recently to enhance our operation, Allied
undertook some reorganization of tasks among
various departments. This reorganization has
required some departments be renamed to
accurately reflect the work done. The Program
Compliance Department is one that has expanded

M
e

e
¢

e

The new department is made up of Program
Assistants Judy Catania x 104, Vanessa Rodriguez
x 153, Carol Daley x 109 and newly promoted
Manager, Karen Hansen x 126. Please call us with
questions about our work described here.

reflect the addition of Quality Assurance
activities to this department.

as a result of the reorganization. The new

sil name is the Quality Assurance department to
O O b bdéumentation Control system manages
the procedural documents used to operate all
aspects of the office. Documents are tracked by

The Quality Assurance Department has
responsibility for a variety of activities.

their Control numbers and changes to the
documents are indentified by updating their
Version.

Satisfaction surveys are sent to numerous groups

services and ideas for improvement. We use this
information to review our performance and
identify ways we might do things differently to
provide better service to our customers.

Sl o™>™x

Reports of potential biling fraud or
payroll fraud are taken over the phone

_\
e

either personally or to the Fraud Hotline at x 326.
Written statements are requested and are
submitted to the appropriate State agency for
evaluation and investigation. Reports can be
anonymous.

Internal Control is measured by completing a
variety of audits done to ensure our business
activities are being done as required, and that our
database information is correct.

OOWOEUEDPOwWDHOI OUOGE UP OO wE ECompliancel rhoni@ridd @BsUréswiiiai allied D1 Ez Uw

following applicable Federal and State
requirements, and contractual requirements of the
various programs administered by Allied. Data
analysis or external audits are sometimes
requested by the State Agency to determine if
incorrect payments have been requested by or

made to service providers. %

"

GAZI NCORRECTPAYMENT S|Activity with various Police
NB I QPRELMBCYWYVXUPD K Y|Departments is also handled by this
| FSNLONOI TATNEMUCO D E|department.
RMJUXZIMPEWQNCBNQVKYV
OEVANESSARODRI GUE ZDR
TQFXGOYNQYJTUSAI RMUU Now that you have an
Il AKPKUFDUARFLLORYAPS understanding of the Quality
NFNOZPWIJGHEIAJUETI SN UUUUEOGET w#l xEUU0UOI OC
ORELYJUDYCATANI ABNEDSO
MASIDQKMOFYOKZUSCVG.I Do some searching and checking of your
ZUFCOMPL I ANCEDRDAEOT own!
ODUEUXAUSDLJIDLLRSLZC . .
PHCLVWESCKHTYWKPOGS A See if you can find the
DORHEYUABOSEMPJHLARF underlined words
FTINORXNSPBNQDGEDTPS / @  fromtheabove article
KLJPAMGNILLIBAFCAIMI in this word search
M1T I NTERNALCONTROLOXT grid.
HNCZOWTKARENHANSENTCA *
XEVALUATI ONQANALYS I S -
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