Note to Contract Administrators

This is to follow-up information regarding disabilities we shared with you at the December 2003 PCA meeting.

Due to a number of processing issues with the disability contractor, ACS, we are forced to make some changes in what we will accept as disability documentation.  We also want to remind you of requirements already in effect.  Our goal is to consistently provide a quality disability package that will be accepted by ACS.  In addition, we are revising the information that needs to be noted on the L102.  The additional information will allow us to provide customer service on these accounts.

Effective immediately

· NEW REQUIREMENT:  Note the L102 with the following:  Doctor’s Name, Doctor’s address, Doctor’s telephone number, Medical license Number, State where Doctor’s medical license issued, Customer’s disability onset date, Date of Total and Permanent Disability, Doctor’s diagnosis of Customer’s condition, Date Doctor signed the application, Date the Customer signed the application, and Preliminary Conditional Discharge Date.

· All required documentation must be on the original Total and Permanent Disability Application (TPDA).  We will no longer accept copies of missing information on faxes.

· We will no longer accept obsolete versions of the TPDA.  (Current version is Form 1845, which expires 12-31-2005.)  “Old” TPDA forms will only be accepted through Thursday, February 19, 2004.

· There can be no alterations on the TPDA (strike-over, over-right, or white-out) that are not initialed by the appropriate person.  Borrower or borrower representative must initial changes in Sections 1 and 2; doctor must initial any changes in Section 3.  
· The date medical condition began (Section 3, Number 2) cannot be after the date borrower became unable to work and earn money (Section 3, Number 3. b.).  
· The TPDA should have complete dates. That includes month, day and year.  Where that information is not available, we will accept month and year.  We will not accept forms with dates that are year only.  In instances where you have called the doctor’s office to clarify a date, you should include that supplemental information on your letterhead.  Documentation should include the name of the person contacted, their title, the date of the contact, and the name of the agency staff who made the contact, and of course, the supplemental information.  Attached is a sample showing two examples of verbiage to use for this supplemental information letter.  
· Do not send both the TPDA and your doctor clarification letter to the borrower at the same time.  The TPDA should be sent to the borrower for their doctor to complete.  If after reviewing the TPDA, you think clarification is needed, the doctor clarification letter should be sent to the doctor.  If additional information is needed, the doctor clarification letter can be faxed to the doctor.  However, the letter must be mailed back to the PCA with an original pen and ink signature of the doctor.  The doctor cannot fax the letter back to the PCA.
· You no longer need to include an R103 payment history with the disability package.
