Reminder:
Please use the following naming conventions for Attachment of Files thru Carelink.  By using the naming conventions shown in the table below, it makes it easier and quicker for the LME staff to identify and process Carelink attached files.
	Name of Form
	Naming Convention

	PCP
	pcp_11-9-09

	STR
	str_11-09-09

	Admission/Discharge
	admdisch_11-09-09

	Target Population Updates
	tpu_11-09-09

	Financial
	fin_11-09-09

	Intake
	intake_11-09-09

	Service Plan
	plan_11-09-09

	Notes
	notes_11-09-09

	Auxiliary Information
	auxinfo_11-09-09

	Justification
	justif_11-09-09

	ITR
	itr_11-09-09

	Child/Family Team
	cfteam_11-09-09

	ASAM
	asam_11-09-2009

	System of Care documentation
	syscare_11-09-09

	Request for Approval of Child Intensive Services -Day Treatment and Child Residential
	CIS_11-09-09


Additional Notes:

1) Do not attach documents under the Funding Source Option.  

2) Attach documents to the Authorization Option. Up to 6 separate documents can be attached to an authorization request. Each different form type should be attached as a separate file.   Each document cannot exceed 3 MB.  If you have a document that exceeds 3MB, please email Rafael Garcia at rgarcia@mail.ccmentalhealth.org.
(Note:  One possible solution to the problem of a file size exceeding  3 MB is to scan the document  using black and white (not gray scale) and to lower the resolution of the scan (example:  150 dpi  resolution). )
3) If you need to attach more than six documents or you do not need to request an authorization, please create a “dummy” authorization request.  You will use Service Code (1111 Dummy Auth) and request one unit.  In the comments section please state that the auth request was created for documentation submission only.
4) Make sure all file attachments have the correct file extension included in the file name (example:  pcp_11-9-09.pdf, or pcp_11-9-09.doc).

5) UM/UR is requiring that all documentation be submitted electronically beginning

January 1, 2010.  
