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After consideration is given by the Worker to the above items, he will
make a decision regarding the eligibility for payment of burial costs and
make a recording on the application form to support his decision.

When the Indigent Burial application is denied, the Worker must
send a completed DFA-BU-4 notification to the person who made
application for the burial. In addition, a copy of the DFA-BU-4 must
be sent to the funeral home that provided burial services for the
deceased. If the application was made by the funeral home director
or staff, when no relatives, friends, or other persons are available,
the original DFA-BU-4 is sent to the funeral home directly. The
DFA-BU-4 form is found on the DFA intranet website at:
http://intranet.wvdhhr.org/ofs.

The reason for the denial must be stated on the notice. In addition,
the Fair Hearing and/or Conference Request form, DFA-FH-1, must
be included with the denial letter and sent to the applicant. A copy of
the denial letter must be placed in the deceased’s file.

BURIAL PAYMENT PROCESS

The DFA-67-A, Burial Billing Form, is completed by the Funeral Home Director
and submitted to the Department. It is used in the payment process for the
purpose of determining the amount of payment to be made by the Department to
the Funeral Home Director.

1. Responsibilities Of The Funeral Home Director

As indicated above, the Funeral Home Director will complete the
DFA-67-A form. The signature must be in blue ink. If any questions arise
in completing the form, the Funeral Home Director should consult the
Funeral Home Director Handbook or contact the Worker for questions
about forms completion.

2. Responsibilities Of The Income Maintenance Worker

The Worker and his Supervisor will enter their signatures and date upon
the completed DFA-67-A form in blue Ink. In addition, the Worker must
compare the resources reported by the Funeral Home Director on the
DFA-67-A form with the resources reported by the applicant on the DFA-
BU-1 application form. Any discrepancies must be resolved by contacting
the applicant and Funeral Home Director. Approval will be withheld until
the discrepancies are resolved. If necessary, the Worker may request
verification of statements or claims made by the applicant or the Funeral
Home Director. The purpose of this procedure is to provide authorization
for payment since payment to the Funeral Home Director is handled
through the Office of Accounting.
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NOTE: The Worker, his Supervisor, the Financial Clerk, and the Funeral
Home Director or his designee, must sign their appropriate sections on the
original DFA-67-A in blue ink only.

Red Ink on the original document is reserved for Auditors use only.
3. Responsibilities Of The Financial Clerk

The Financial Clerk will receive the DFA-67-A, Burial Billing Form, from
the Funeral Home Director. Upon receipt of this invoice, the Financial
Clerk will be responsible for pre-auditing and editing. Items to be
reviewed before submittal for payment are:

- F.E.I.N. in the upper right-hand corner

- County number and mailing address

- Legible vendor name and mailing address

- Correct payment amount on Line Item 7 or Item 9

- Date of death

- Date of interment

- Proper signatures and dates entered (blue ink on original)

Upon completion of the audit, the Financial Clerk must stamp the DFA-67-A
with a certification stamp and sign and date the spaces made by the
stamp in blue ink. The original and two copies of the DFA-67-A will be
submitted to the Division of Family Assistance. All back-up material
pertaining to the burial will remain in the local office.

In order for the Financial Clerk to have a record of burials submitted for
payment, a Log for Burial Payments must be maintained in each local
office. On this log, the following items are suggested:

- Date the DFA-67-A was received for payment

- Name of vendor

- Name of deceased

- Date the DFA-67-A was submitted to the Division of Family
Assistance

- Date the Accounts Payable Monthly Burial Report was received
from the Division of Family Assistance
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When the Funeral Home Director indicates on the DFA-67-A form (#10) that
he has applied for, but did not receive, certain resources at the time of
burial, the Financial Clerk must develop a control to contact the Funeral
Home Director every 60 days from the date entered on the DFA-67-A form
to determine if he received the resource.

If the Funeral Home Director receives any resources at a later date, he is
required to reimburse the Department if these resources:

- are in excess of the exempted resource amount; or

- when added to the resource received at the time of burial are in
excess of the exempted resource amount.

EXAMPLE: A Funeral Home Director submits a DFA-67-A for a burial.
Resources received at the time of burial are $550. Since the resource of
$550 did not exceed the exempted resource amount of $1,200, the
Funeral Home Director received a check for $1,250 from the Department.
Later, the Financial Clerk has determined that the Funeral Home Director
received additional resources in the amount of $1,250.

Total resources received by the Funeral Home Director comes to $1,800
($550 + $1,250 = $1,800). The exempted resource amount was exceeded
by $600 ($1,800 - $1,200 = $600).

The Funeral Home Director must reimburse the Department for $600.

Computation procedures when the actual cost of burial is less than the
amount of payment requested from the Department and/or resources due
the Funeral Home Director.

In order to use this computation procedure, it is necessary to compute the
amount of payment requested from the Department as outlined on the
DFA-67-A, Burial Billing Form, Items #2 through #7.

The actual cost incurred in providing the burial is used in computing the
amount of payment entitled to the funeral home.

CORRECTIVE ACTION

Corrective Action must be taken, regardless of who made the error. When the
funeral home receives payments above the allowed resource amount of $1200,
the funeral home must reimburse the Department any amount which exceeds the
allowed resource amount.
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