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WRIC CCS New Vendor Checklist
Welcome to the WRIC CCS Consortium and thank you for partnering with us to become a provider within our consortium. Use this checklist as a guide to help you through the contracting and credentialing process. When all the documents on this checklist have been received, an email will be sent verifying your agreement to the non-negotiable rates for the services that your agency will provide. After this rate agreement statement has been received, the La Crosse County Contracting Team will develop the contract for your agency and email it to the email listed below in the agency application. Please allow for 5 business days to review any documents submitted. Submit all checklist documents to the WRIC CCS Administrative Supervisor at ccssups@lacrossecounty.org .

[bookmark: Text1]Vendor Agency Name:      
Agency Contact:      
Contract Date:      

Contracted Service Arrays: 
​​ ☐ ​ Individual Skills Development & Enhancement	 ​ ☐ ​ Medication Management	  
​​ ☐ Family Psychoeducation			   	 ​ ☐ ​ Family Psychoeducation by Therapist
​​ ☐ Psychotherapy				 	 ​ ☐ ​ Employment Related Skills 
​​ ☐ Wellness Management				 ​ ☐ ​ Specialty Therapy Wellness
​​ ☐ Substance Abuse Treatment			 ​ ☐ ​ Diagnostic Evaluation

Vendor Agency Documents
☐Agency Application (see below)
☐ W9 Form can be accessed on the IRS Website
Insurance Certificate 
☐ Required Insurance Certificate(s) : attach applicable insurance certificate
☐ Comprehensive General Liability - $1,000,000 per occurrence and in aggregate for bodily injury and property damage (required for all vendors)
☐ Excess Liability over General Liability and Auto Liability - $1,000,000 (required for all vendors that are required to have general liability and/or auto liability)
☐Workers’ Compensation – minimum amount statutory (required if vendor employs staff)
☐Auto Liability - $1,000,000 per occurrence and in aggregate for bodily injury and property damage (required for all CCS vendors that will get paid for travel).  If vendor is a sole proprietor, personal auto liability with an Umbrella of $1,000,000 may be accepted.
☐Professional Liability – minimum amount $500,000 (required if vendor employs staff who provide services that require state licensure through the Department of Safety and Professional Services (DSPS))

DHS Certification: 
Does your agency have a DHS 35, DHS 75 or any other DHS Certification?
If yes:
☐Attach certification
If no:
☐Complete the WRIC CCS Oversight Agreement

Residential Facility
If yes:
☐Attach DHS certification
☐Room and Board Rate Setting Spreadsheet
If no:
☐ Proceed to next step

*Each staff member who will provide services to a WRIC CCS consumer must be credentialed with WRIC CCS Consortium prior to any billing. Any claims for services provided prior to the staff member’s credential date will be denied. 
*For any questions regarding the credentialing process, please contact our Program Specialists at ISRSProgramSpec@lacrossecounty.org. 

Additional Documents for your review and use: 
Agency Referral Template: 
It is recommended that vendors indicate how they would prefer to receive referrals for their services. 
Agency Bio or Brochure: 
It is recommended that vendors provide a document that summarizes their agency, providers, services and any other important information that can be shared with consumers. 
Clinical Supervision Log Template: 
It is required that all vendors and their providers track their clinical supervision hours. 
Progress Note Template:
All billable services must include a progress note with specific details; it is recommended that vendors use this template to ensure they have all required information in their notes. 
Invoice:
It is required that all vendors use WRIC CCS invoice document for all billing; it can be accessed on the WRIC CCS Vendor SharePoint site. 
SharePoint:
Please indicate below on the agency application the email and name for access to the SharePoint site.
	WRIC CCS Administrative Comments: 
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Agency Contact Information
who should we contact with general administrative questions and concerns related to the CCS contract


	Agency Name:
	     

	Agency Address:
	     

	Contact Person:
	     
	Phone:
	     

	Email:
	     
	Website:
	     

	HIPAA Civil Rights Compliance Officer: 
	     

	Agency Legal Status: 
	☐Private, non-profit    ☐Private, For-Profit     ☐Other: LLC, LLP, Sole Proprietor

	DHS Certification:
	☐DHS 35             ☐DHS 75     ☐ N/A       ☐ Other:      

	Agency Billing Information
who should we contact when there are questions and concerns regarding billing, invoices, contracts and financial documents.

	Tax ID Number:
	                                              (☐EIN  ☐SSN)

	NPI Number:
	     
	WI Medicaid Number:
	     

	Agency Billing Name:
	      

	Billing Address:
	     
	City, State, Zip
	     

	Billing Contact Person:
	     
	Phone:
	     

	Email:
	     

	Access to the Vendor SharePoint
the SharePoint is an online site for WRIC CCS Vendors to access resources; access can only be granted to 3 individuals per agency.

	Name:
	           
	Email:
	     

	Name:
	           
	Email:
	     

	Name:
	      
	Email:
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	WRIC CCS Vendor Insurance
 the provider will at all times, during the terms of their contract, keep in force insurance policies issued by an insurance company authorized to do business and licensed in the State of WI. If applicable, the insurance coverage and minimum amounts shall be as follows:

	[bookmark: _Hlk144114226]Insurance Coverage Needed:
	☒Comprehensive General Liability - $1,000,000 per occurrence and in aggregate for bodily injury and property damage (required for all vendors)
☐ Excess Liability over General Liability and Auto Liability - $1,000,000 (required for all vendors that are required to have general liability and/or auto liability)
☐Workers’ Compensation – minimum amount statutory (required if vendor employs staff)
☐Auto Liability - $1,000,000 per occurrence and in aggregate for bodily injury and property damage (required for all CCS vendors that will get paid for travel).  If vendor is a sole proprietor, personal auto liability with an Umbrella of $1,000,000 may be accepted.
☐Professional Liability – minimum amount $500,000 (required if vendor employs staff who provide services that require state licensure through the Department of Safety and Professional Services (DSPS))
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Western Region Integrated Care (WRIC)

A La Crosse, Monroe, and Jackson county collaboration to ensure a core set of
mental health and substance abuse services is available across partner counties.





