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Policy
AbleNet is considered to have a mail order service when it:
· Provides products to clients in their residence exclusively by means of delivery via the U.S Mail, Federal Express, U.P.S. or other similar residential delivery provider.
· Does not have direct face-to-face contact with the client or caregiver in a place of residence or retail setting.
· Does not have an opportunity for one-to-one teaching or instruction, or any live interaction with the client.
· May, in fact, be located in a different state than the client.

Procedure
All mail orders are received by Customer Service and/or Customer Service Manager.  All mail orders are recorded on pre-numbered sales order forms (a unique sequential Sales Order number is generated by our financial system X-3 once the order has been entered).  Once received, they are reviewed by customer service team to ensure the appropriate price, sales terms, credit and account limits are recorded.  

AbleNet ensures that products provided strictly by mail order are, by definition, items that do not require one-to-one interaction for teaching on operation or use. No product is sent via mail order that requires individual instruction.

AbleNet ensures that documentation of items shipped or received is filed in the client medical record. 

AbleNet complies with all laws, licensure requirements and regulations for all residential areas where product(s) is/are sent.

All items delivered via mail order:
· Include clear and concise instructions for use, potential for incorrect use, or misuse and any applicable warnings.
· Provide appropriate educational materials for client/ caregiver use and any relevant contact numbers for additional assistance.
· Include instructions for replacement or return as applicable.
· Are packaged in a safe and secure manner, with the name and address of the recipient clearly marked.
· Are labeled appropriately (i.e. “Fragile,” “Time Sensitive,” etc.).
· Follow all HIPAA guidelines.

AbleNet ensures that for all items delivered via mail order, the recipient is aware of and agrees to all relevant shipping or handling charges or co-payments when these are due by the recipient.

AbleNet employs tracking mechanisms to ensure that mail order items are delivered and received in a timely manner, or replaced if lost in transit.




Medicare:

AbleNet provides a user manual with each of our products.  Included in the user manual is additional information to help support a client/patient should the manual not provide enough instructional support.
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