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Vendor Notification
For: _______________________
From: ______________________________
Lifeworks Services              
       Vendor         



Consumer’s Name


Fiscal Support Entity (FSE)
 Purpose of Notification: This notice provides you with a summary of the services I (Consumer) intend to purchase, the amount of services being purchased, and the time period I expect to use those services in.  I will tell you whether invoices should be sent directly to me or the FSE.  This notice is for informational purposes only. This is not a contract. The vendor should review the service summary below to be sure it reflects the scope and nature of the services we have discussed that you will provide.  I am responsible for making sure there is enough money in my budget to pay for the services listed below.

Vendor notification can be changed as necessary.  I will update you if there are significant service changes from what is stated below.

The Consumer or the Consumer’s Representative will fill in the information below.
Service will start on this date: ____________________
Services will end on this date: ___________________
	Service
	Unit type

(hourly, weekly, monthly, per visit etc.)
	Price Per unit
	Number of Units
	Total Cost

	
	
	
	
	


· Directly to me or my representative.  I will review the invoice and verify service was delivered before forwarding this to the FSE. For payment.  I am requesting you send me the invoice (check one)

· Through the mail

· Electronically via e-mail

· Electronically via fax 

· Directly to the FSE, with a copy sent to me
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Lifework’s reimbursement process is as follows: 

· Lifeworks will issue reimbursement checks on a monthly basis to the vendor.

· For all invoices totaling $1000 or more, checks will be released upon Lifeworks verification of the Service Agreement as well as verification that the claim submitted for the specific period of service has been paid by DHS.
· Lifeworks will not honor invoices one year from the date of service.
· New Vendors are required to fill out a W-9.  Lifeworks will release payment to new vendors when the completed W-9 form has been returned to the address/fax listed below.
· The Vendor Agreement is not an invoice nor should be used as one.

· Vendor reimbursement checks cannot be picked up at Lifeworks offices.  Mail delivery only.

Please submit invoices a least once a month if services have been delivered.  Invoices are to be submitted on a regular basis to:

FSE:  


Lifeworks Services, Inc.

 


Customized Support Department

Address: 

2965 Lone Oak Drive Suite 160   Eagan, MN 55121-1553

Phone:


651-454-2732






Fax: 


651-454-2773
______________________________________
______________________________________
__________________
Consumer/Legal Representative Print

Consumer/Legal Representative Sign

Date
VENDOR AND CONTRACTOR FRAUD AND 

ABUSE NOTICE AND WHISTLEBLOWER POLICY

As part of the Deficit Reduction Act of 2005, the federal government requires certain agencies that receive money from the federal government to notify all employees, officers, and vendors of their fraud and abuse and whistleblower policies. 

FRAUD AND ABUSE POLICIES

Lifeworks intends to comply with all applicable laws and regulations and expects its vendors and contractors, as well as directors, officers, and employees to conduct business in accordance with the letter, spirit, and intent of the law and refrain from any illegal, dishonest or unethical conduct. 

In addition to general legal compliance, we must ensure at all times that our conduct does not violate fraud and abuse laws, including the federal False Claims Act. These laws help prevent and detect fraud, waste, and abuse in public health care programs that support our services. Briefly, these laws prohibit:

· Submitting false or misleading claims. For example, submitting claims for services that were not actually provided, claims that characterize the service differently than the service actually provided, or claims which do not otherwise comply with applicable billing rules. 

· Making false representations to any person or entity to obtain payment for any service.

· Failing to properly document services provided.

· Offering anything, in cash or in-kind, to obtain or encourage referrals. 

· Offering anything, in cash or in-kind, to any individual we serve or potential client to influence the individual to attend a program or receive a service. 

The penalties for violating these laws, even unintentionally, are extremely high. In general, the use of good judgment, based on high ethical principles, will guide you with respect to lines of acceptable conduct.  

WHISTLEBLOWER POLICY

GENERAL

Lifeworks requires its vendors and contractors, as well as directors, officers, and employees to observe high standards of business and personal ethics in the conduct of their duties and responsibilities. As representatives of Lifeworks, we must practice honesty and integrity in fulfilling our responsibilities with all applicable laws and regulations.

REPORTING RESPONSIBILITIES
It is the responsibility of all Lifeworks vendors and contractors, as well as directors, officers, and employees to report violations or suspected violations in accordance with this Whistleblower Policy. In addition, you are encouraged to ask questions if you are unsure about how to proceed or whether conduct violates the law or 

Lifeworks’ policies. Lifeworks has an open-door policy and suggests that you share your questions, concerns, suggestions, and complaints with someone who can address them properly. 

Reports of violations, concerns about suspected fraud, or any questions should be directed to Vicki Gerrits, Lifeworks’ Vice President of Services/COO, who has responsibility to investigate all reported violations. She can be reached at 651-365-3734 or vgerrits@lifeworks.org.

NO RETALIATION

No vendor or contractor, or director, officer or employee of Lifeworks who, in good faith, reports a violation of applicable laws and regulations shall suffer harassment, retaliation or adverse consequences as a result of making such a report. An employee who retaliates against someone who has reported a violation in good faith is subject to discipline up to and including termination of employment. 
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