DME/HME Checklist for New & Current VGM Members

	Task 


	Completed
	Comments

	Download and review Medicare supplier standards at:

http://www.pgba.com than go to NSC 21 supplier standards
	
	

	Obtain EIN – see CPA about type of business structure (LLC, S Corp, C Corp) ***VGM Consultant List***
	
	

	Obtain all necessary licenses according to state regulation – medical gasses, business license, etc.  – check your state at: http://www.palmettogba.com/palmetto/statelicensure.nsf
	
	

	Obtain business liability insurance

VGMInsurance.com
	
	

	Determine office location / get phone line established

** Phone service information  VGM Technologies** (Meredith)
	
	

	Complete CMS Medicare supplier number application form – download at: 

http://pgba.com than National Supplier Clearing House

** Pull NSC info. From VGM.com or call Peggy Walker at 800-401-3643
	
	

	Obtain and complete contract applications for other major DME payers in the area (Homelink)
	
	

	Prepare physical site for Medicare Supplier survey – patient communications, inventory acquisition, and medical gas handling plans needs to be complete prior to survey (get check list from VGM)
	
	

	Evaluate and choose HME systems software options, computer and network hardware requirements
	
	

	Determine product formulary and begin contacting equipment and supply vendors for pricing

**Inventory contracts copies for Medicare Application will be requested either during site visit or from reviewer if adequate inventory is not in stock.** No descriptor of what “adequate” inventory refers to from NSC.
	
	

	Begin implementation of HME systems software, hardware, and network – billing, sales, inventory management, payers, referral sources. 

Each DMERC offers its own version of Medicare billing software – contact your DMERC EDI department.
	
	

	Obtain standard forms to fit your systems software – supplier standards, assignment of benefits, liability, release

 of information, delivery tickets, CMNs, patient documents **check VGM forms library**
	
	

	Prepare marketing material – logo, patient education guides, company brochures, fax order forms, business cards, pens, cups, and other material (VGM Creative)
	
	

	Develop policies and procedures, patient information material, mandatory forms (DOT, CMS, FDA, OSHA)

**VGM forms library**
	
	

	Complete on-site Medicare Supplier survey 

(see VGM check list- call Peggy Walker)
	
	

	Acquire Inventory or contract with Manf/VGM Financial  
	
	

	General DME – canes, crutches, commodes etc.
	
	

	Power chairs – Manual wheelchairs
	
	

	Concentrators – Respiratory equipment 

**NationWide Respiratory*** A VGM company
	
	

	Diabetic Supplies etc.
	
	

	Enteral nutrition and supply kits 
	
	

	Bathroom aids
	
	

	Determine pricing – contract payers, Medicare, Medicaid, retail, special contracts (HMOs, Hospice, Private Insurances, Homelink [VGM])
	
	

	Enter pricing and inventory on hand into software system
	
	

	Place ads, interview and hire staff – intake/billing, warehouse/delivery, sales and marketing
	
	

	Define paper flow process – intake through delivery and reimbursement ** VGM Conslultants**
	
	

	Train intake and billing staff – reimbursement regulations, Medicare and Medicaid compliance, system software

{VGM University – Peggy Walker}
	
	

	Train warehouse / delivery staff – DOT, FDA, OSHA regulations; delivery procedures; equipment competency 

{VGM University}US Rehab Tech training
	
	

	Train sales and marketing staff – sales techniques, Medicare compliance Hippa - Mark Higley{VGM.com}

Medicare (Peggy Walker) - 
	
	

	Train operations staff – all of above, plus management reporting    ***VGM Sales training***
	
	


