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Friendly Reminder - June 2025

Greetings from Consumer Direct Care Network Virginia (CDVA)! Here are a few friendly reminders and
tips to ensure that the enrollment process goes smoothly.

e [fyou are submitting the enrollment packet(s) via DocuSign, please review the documents before
submitting them. Did you know you can download and review the document BEFORE it is
submitted? We recommend doing this to ensure that the packet(s) are submitted with no errors.

Some common errors to look for are:
o Making sure all documents have been signed by all parties involved.
o Making sure section 2 of the I-9 is completed totally and correctly.
o Making sure the name and roles are consistent throughout the packet.

o Making sure every section of every document is completed in its entirety.

e REMINDER: Please get in touch with CDVA if attendants are having issues submitting shifts past
30 days. Our Contact Center can be reached at 888-444-8182. Exceptions will be approved only if
they meet one or more criteria. Our team will review your case to determine whether the following
exceptions apply:

1. Background Check Delay (Criminal History Record, Name Search Request, and/or Child
Abuse and Neglect Central Registry Records Check if caring for a minor under 18) - The
attendant cannot submit shifts due to pending criminal background results beyond 30
days. Upon receipt of a passed criminal background check, the attendant may submit
shifts worked after 30 calendar days for reimbursement.

2. Eligibility - The attendant cannot submit shifts due to unforeseen member eligibility
issues. Once the members’ eligibility has been reinstated, the attendant may submit
eligible shifts worked after 30 calendar days for reimbursement.

3. Enrollment Delay - The attendant cannot submit shifts due to unforeseen delays in the
enrollment process. Once the enrollment packet has been successfully processed and the
attendantis in a good-to-go status, the attendant may submit shifts worked after 30
calendar days for reimbursement.

4. Service Authorization Delay - Due to unforeseen delays with the members’ service
authorization, the attendant cannot submit shifts. Once the members' service
authorization is loaded in the Fiscal Employer Agent’s (F/EA) portal, the attendant may
submit eligible shifts worked after 30 calendar days for reimbursement.

STAY TUNED for more tips and tricks from CDVA!
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