
Paperwork Turn-In Instructions 

Pile 1: 

 Original “Employee Monthly Billing Document” 

 Copies of each clients “Individual Client Billing Document” 

 * All stapled together 

 

Pile 2: 

 Copy of “Employee Monthly Billing Document” 

 

Pile 3: 

 Copies of client’s Habilitation Data/Summary Sheets, and/or 

“Attendant Care Checklist.”  

* Each client separately stapled together.  

 

Pile 4: 
Originals:  

* Separate by client, each clients paperwork stapled together. 

 “Individual Client Billing Document” 

 Habilitation Data/Summary Sheets and/or “Attendant Care 

Checklist.” 

 “Daily Notes”  

 

Providers, please assemble your paperwork in the following order  

before turning it in to your field supervisor.  



Visual Paperwork Turn-In Instructions 

Providers, please assemble your paperwork in the following order  

before turning it in to your field supervisor.  

Pile 1: 

 

 

 

 

 
Pile 2: 

 

 

 

 

 

 

Pile 3: *Staple separately by client 
 

 

 

 

 

Pile 4: *Staple separately by client 
 

 

 

 

 
 

(Alphabetical order) 


