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Documenting Case Consultations Tip Sheet
Items with an ** are mandatory to count on the M004 report.

1. Contact Date- Enter the date of the consult 
*The contact date must be during the reporting period of the report (example: M004 runs on 8/6, a contact date must have been made during 7/1-7/31.)
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2. Contact Individual- Select all applicable case individuals
[image: image2.png]Contact Details

* Contact Date: |8/4/2020

Case Individuals(Check all that apply)

[V BEDWELL, ROY





3. Contact Type-  Must be Staffing/Consultation
**
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4.   Contact Location- Enter applicable contact location
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5. Service Activities- Must include Supervision/MSW consultation
**
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6. Case plan/OOHC case plan objective-  Select all that apply
7. Description of Service Activities-  Document service activities
8.  Contact Frequency- Consults should occur once a month
9. Data Entry- Reports to monitor visits are run on the 6th of each month.  In order for a contact to be included in the report, it must be entered into TWIST contact screens by the 5th of the next month.
10. TWIST Management Reports- The following management reports are designed to target case consultations.
a. M004 case listing report
b. M004s case listing report summary

** Don’t forget to finalize your contact!

