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Today’s Date

Participant’s Name
Address
City, State, Zip
Dear ,
Maintaining and improving program integrity is one of the most important aspects of a self-directed program such as IRIS. Program integrity, including fraud prevention, is critical to the sustainability of the IRIS program.  Participants, guardians, and participant-hired workers have an important role in preventing fraud and maintaining program integrity.  
Recently, you were part of an investigation of potential fraud. As a result, you will be required to utilize a new timesheet format. Whether the allegations were substantiated or unsubstantiated, all participants who have been part of a fraud investigation are required to utilize the new timesheet format. The key change in the new timesheet format is that your participant-hired workers will be required to enter the specific time they begin working and the specific time that they stop working.
You are responsible for approving and signing timesheets and/or mileage reimbursement forms. You are responsible for ensuring that the numbers of hours and/or miles submitted are accurate. Submitting requests for payment for hours that were not worked or miles that were not driven is considered fraud. Submitted invoices, timesheets, and mileage reimbursement requests must not exceed budgeted amounts on your approved IRIS plan.
Fraudulent use of IRIS funds could result in disenrollment from the IRIS program due to mismanagement of purchasing authority.  
The following are next steps that you need to take:
Review the included sample timesheet and instructions.

Make yourself available to meet with your IRIS Consultant for an informational meeting regarding how to correctly use the new timesheet format. This meeting must take place by 

This timesheet will help you record accurate hours by your participant-hired workers. You are required to begin using it on 

Stay within the budgeted hours on your approved plan for all line items on your plan. This must begin immediately. Please note that you are responsible for: interviewing and selecting the provider; setting an hourly rate; training the provider; ensuring proper payment for services; and tracking the number of respite hours used and total amount claimed against the IRIS Budget.

You should also be aware that should you be hospitalized, enter a rehabilitation facility or nursing home, or be incarcerated at any time, your participant-hired workers cannot bill for any services while you are in the hospital, rehabilitation facility/nursing home, or jail.

You should also be aware that all hours submitted must be on the new timesheet format.  Any hours submitted on the old timesheet will not be accepted and you will be required to resubmit them on the new timesheet format.

Your IRIS Consultant will be in contact with you and will discuss these steps. Your IRIS Consultant will be available to answer any further questions you have. Failure to comply with the next steps listed above may result in disenrollment from the IRIS program.
Sincerely,


Jody Brassfield
Section Chief – IRIS
Office of IRIS Management


DHS/DLTC F-01895 (10/2016)
www.dhs.wisconsin.gov



image1.png
AEA




image2.png




image20.png




