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I. OBJECTIVE: To utilize a standardized workpaper package with instructions when gathering
information to use in preparing a cost report to be filed to Medicare or Medicaid.

II. POLICY: The Director of Reimbursement/Cost Report Consultant will provide to all facilities
a standardized workpaper package with instructions that will be utilized in preparing cost
reports to be filed to Medicare or Medicaid. The standardized workpaper package with
instructions will provide guidelines to promote compliance throughout the cost reporting
process. The standardized workpaper package with instructions will address the following
issues:

Appropriate and accurate documentation of all claimed costs
Appropriate identification and treatment of unallowable costs
Accurate and supportable allocation statistics
Appropriate and accurate documentation of all reported revenues
Appropriate and accurate matching of revenue and expense
Accurate and supportable third-party payor data

The standardized workpaper package with instructions will be uniformly used to provide
consistency in the preparation, organization, presentation and review of the filed cost report.
The standardized workpaper package with instructions will include a statement that all
known non-allowable expenses, unsupported statistical data, and any other unsupported
element of the cost report, will be excluded from the Medicare and Medicaid cost reports
regardless of materiality or settlement impact.

III. PROCEDURE: For each cost reporting period, the Director of Reimbursement/Cost Report
Consultants will submit to the facility a standardized workpaper package with instructions by
the facility’s fiscal year end.  The Director of Reimbursement/Cost Report Consultant will
supplement the standardized workpaper package as necessary to specifically meet the
individual hospital’s cost reporting requirements and to facilitate the completion of the 
standardized workpaper package. An alternate format to the standardized workpaper will be
acceptable if it contains all information requested.
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