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4300.
INSTRUCTIONS FOR UNIFORM DESK REVIEW PROGRAM (FORM HCFA-3182)

The Uniform Desk Review Program is required for all providers filing Medicare cost reports.  Where the results of the professional preview (§4104.1) have determined that a professional desk review is necessary, these instructions and the professional review program in Exhibit I must be adhered to for those areas selected for review.  The objective of this Uniform Desk Review Program is to determine the need for audit or to scope the audit or both.  

The Uniform Desk Review Program is comprised of a clerical portion and a professional review portion.  Instructions for the clerical portion are specific as to mathematical verification (§4301) and comparative analysis (§4302) and is mandatory for all cost reports.  Instructions  for performing the professional desk review program (Exhibit I) are contained in §4304.  If an automated desk review (ADR) program is used to perform the clerical portions of the uniform desk review, the ADR standards contained in §4303 must be met.  Those cost reports which cannot be adapted to an ADR program must be reviewed and submitted to the Hospital Cost Report Information System (HCRIS) in accordance with §4020ff.

4301.
MATHEMATICAL VERIFICATION

Each cost report must be verified for mathematical accuracy.  This includes all:

footings

cross-footings

calculations

tracings.

Clerical errors are to be corrected and noted in total as adjustments for the purpose of final settlement.  If extensive clerical errors exist in the cost report that may require a significant amount of time to correct, the cost report may be returned to the provider for correction on the basis that the provider failed to submit an acceptable cost report.  This will not be sufficient reason for granting an extension to the due date for filing an acceptable cost report.  If the due date for filing the cost report has elapsed, initiate action against the provider for failure to file an acceptable cost report timely as outlined in the HCFA Pub. 15-1, §2409ff.

4302.
COMPARATIVE ANALYSIS

The purpose of performing a comparative analysis is to determine those cost report items that appear to be out-of-line for the period and warrant further consideration.  Variances could exist as dollar variances, statistical variances and per diem or per visit variances. A comparative analysis should be made between the current and prior reporting periods and should identify those cost report entries that warrant further professional review. Within each subsection a cross reference has been provided for performing a comparative analysis between Form HCFA-2552-81 and Form HCFA-2552-83. Where no change exists, no cross reference is provided.  Where select line items are affected in a group and one or
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more items are not, this will be indicated by the word "same."  These cross references should be used as a guide when performing the comparative analysis.  The cross references are the minimum amount of work required to satisfy the responsibility to desk review the cost report.

In making the comparative analysis, the materiality of the variances will be a determining factor in deciding whether the variances warrant professional review.  A standard definition of materiality must be established that is:

1.
Documented and communicated to all staff,

2.
Is reasonable under the existing circumstances, and

3.
Is applied consistently.

If the variance of a particular item exceeds the established tolerance but is determined to be immaterial, the determination of immateriality must be explained in the professional review.  Variances that are in excess of the stated tolerance levels must be referred for further professional review (Exhibit 26, page 4-65).

Obtain a copy of the prior year and current year cost reports and make a comparative analysis of pertinent cost report entries according to these instructions.  Only exceptions need to be listed as a result of the comparative analysis.

All exceptions noted from comparative analysis and all statistical comparisons will contain the following elements:

               Cost Report Reference               
   Amount   
Difference

Prior
Current


   Worksheet   
 Column 
Line
 Description 
 Year 
 Year 
Amount
 % 

A.
Comparative Analysis of Patient Service Cost.--These comparisons are on costs giving effect to utilization.  These are made in order to determine those cost centers that incurred significant variances between current and prior years and warrant further professional review.  The cross walk shown below should be followed when making the comparative analysis.  The comparisons will be performed for each cost report line item by subtracting the prior year's amount from the current year's amount to obtain a plus or minus difference.  The difference will be divided by the prior year's amount to obtain the percentage increase/decrease.  Variances that are in excess of the stated tolerance levels must be referred for further professional review.
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Form HCFA 2552-83

Form HCFA 2552-81
WORKSHEET
COLUMN
LINE
WORKSHEET 
COLUMN
LINE
      C
     2
 ALL
      C
     2
 ALL

D-l Part II
     1
   24
D-l Part I
l thru 4
 19

D-l Part II
     1
   42
D-l Part I
1thru 4
32

D-l Part II
     C
   29
D-l Part I
    3
39

D-l Part II
     C
   30
D-l Part I
    3
40

D-l Part II
     C
   31
D-l Part I
    3
41

D-l Part II
     C
   32
D-l Part I
    3
42

Form HCFA-2552-83-H
SUPPLEMENTAL           

        
WORKSHEET
COLUMN
LINE
H-5 Part I
4
All     

H-5 Part III
4
All     

Form HCFA-1728-8l
      
WORKSHEET
COLUMN
LINE
C Part I
4
All     

C Part III
4
All     

Form HCFA-2088-79
SCHEDULE
COLUMN
LINE
C

4

1.
Comparative Analysis of Full Time Equivalents (FTEs).--A comparative analysis should be made to determine if there is a staffing change when compared to the prior period.  This information should be weighed with any changes in cost for which there may be a correlation.

Form HCFA 2552-83                     Form HCFA 2552-81
WORKSHEET
COLUMN LINE
  WORKSHEET
COLUMN
LINE
S-2, Pt II
5
1
Page 3, Pt III
1
2
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Form HCFA-2088-79
WORKSHEET
COLUMN
LINE
Page 1
1 & 2
5a

Page 1
   
1
5b

Page 1
   
1
5c

Form HCFA-1728-81
WORKSHEET
COLUMN
LINE
Page 1, Part III
      3
1 thru 17

B.
Comparative Analysis of Cost Allocation.--A comparative analysis should be made of cost allocation to determine that reasonable consistency with the prior period exists.  This is accomplished through performing the three basic functions below.

1.
Sequence of Allocation.--The sequence of allocation for the current period should be compared to that of the prior period.  Any deviation from the sequence provided for on the official HCFA form or any change in sequence occurring in the current period should be referred for further professional review to consider items such as whether prior approval was obtained from the intermediary for allowing a sequence change.  If the sequence changes in the current period, then the actual cost allocation of the cost report item affected must be compared to determine the effect(s) of such change.  If the allocation sequence is consistent with the prior period, then the review will proceed to the next function.

The following reference tables should be followed when making the comparative analysis of the allocation sequence:

FORM HCFA-2552-83
          WORKSHEET
COLUMN
LINE
B
"Cost Center"
1-20

FORM HCFA-2552H-83
Covered as part of Form HCFA-2552-83, Worksheet B analysis.

FORM HCFA-1728-81
          WORKSHEET
COLUMN
LINE
B
"Cost Center"
1-6
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FORM HCFA-2088-79
SCHEDULE
COLUMN
LINE
B
"Cost Center"
1-16

2.
Allocation Basis.--The basis of allocation for the current period should be compared to those of the prior period for consistency.  Any changes to allocation basis should be referred for further professional review to consider items such as prior approval from the intermediary to allow the change.  If the allocation bases are consistent with the prior period, then the review will proceed to the next function.

The following reference tables should be followed when making comparative analysis of allocation bases:

FORM HCFA-2552-83
            
 WORKSHEET
COLUMN
LINE
B-1
2-20
 "headings" 

FORM HCFA-1728-81
             
WORKSHEET
COLUMN
LINE
B-1
2-6
 "headings" 

FORM HCFA-2088-79
SCHEDULE
COLUMN
LINE
B-1
2-16
"headings" 

3.
Allocation Statistics.--The statistics used to allocate costs for the current period should be compared to those of the prior period for consistency.  If the variances are deemed to be material, refer to audit.  The following reference tables should be followed when making comparative analysis of allocation statistics:

FORM HCFA-2552-83
     
WORKSHEET
COLUMN
LINE
B-1
2-20
2-78
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FORM HCFA-1728-81
             
WORKSHEET
COLUMN
LINE
B-1
2-6
2-31

FORM HCFA-2088-79
SCHEDULE
COLUMN
LINE
B-1
2-16
2-22

C.
Comparative Analysis of Adjustments and Reclassifications.--The purpose for these comparisons is to isolate possible shifts in costs.  Comparisons are to be performed on each cost report line item subtracting the prior year's amount from the current year's amount to obtain a plus or minus difference.  Divide the difference by the prior year's amount to obtain the percentage increase/decrease.  Variances that are in excess of the stated tolerance levels must be referred for further professional review.

Form HCFA 2552-83




Form HCFA 2552-81
WORKSHEET
COLUMN
LINE
WORKSHEET
COLUMN
LINE
A-6
4 and 7
All
A-1
1 thru 6
All

A-2
2 thru 5
All

A-3
1
All

A-4
1
All

A-5
1
All

A-6
"same"

A-8
2
All
A-8
"same"

FORM HCFA-1728-81
     WORKSHEET
COLUMN
LINE
A

1
All

A

2
All

A

3
All

A

4
All

A

5
All

A-4

2-7
All

A-5

2
All
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FORM HCFA-2088-79
SCHEDULE
COLUMN
LINE
A
1
All 

A-1
1
All 

A-2
2
All 

D.
Comparative Analysis of Utilization Statistics.--A comparative analysis should be made of utilization statistics.  The results of this analysis should be considered together with the results of all previous analyses to assist in making the determination whether significant variances noted are the result of changes in utilization or other factors that warrant examination.

The comparative analysis of utilization statistics is performed and listed to aid the professional reviewer.  It is not an identification of exceptions requiring resolution.  The reference tables shown below should be followed when making the comparative analysis. The comparisons will be performed for each item by subtracting the prior year's amount from the current year's amount to obtain a plus or minus difference.  The difference will be divided by the prior year's amount to obtain the percentage increase/decrease.  Where the variance appears to be out of line or suspect, refer to audit.

Form HCFA 2552-83                                                                      Form HCFA 2552-81
WORKSHEET
COLUMN
LINE
WORKSHEET
COLUMN
LINE
S-2, Pt I
All
6
Page 3, Pt II
All
6

Page 4, Pt IV
All
6

S-2, Pt I
All
7
Page 3, Pt II
All
7

Page 4, Pt IV
All
7

FORM HCFA-2552H-83
SUPPLEMENTAL      

WORKSHEET
COLUMN                       LINE
H-5, Part I
3
                       All     

FORM HCFA-1728-81
            
WORKSHEET
COLUMN
 LINE
Page 1, Part II
5
1-8

Page 1, Part II
6
1-8

Page 1, Part III
3
All     

FORM HCFA-2088-79
SCHEDULE
COLUMN
LINE
Page 1
All
1c

Page 1
All
2c

Page 1
All
3c
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