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Disclaimer 

This handbook is intended solely for the use of the individual or entity to which it was given.  It cannot be given away or copied.  

The information in this handbook is presented for use to Members who choose to Self-Direct.  LKiChoice (Lori Knapp Richland 

as Fiscal Agent) is not liable for any decisions made or actions taken by anyone based on the information contained in this 

handbook. 
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Referral Processing Contacts  
 

 

Do not schedule your Employee to start working until you receive a phone 
call with a start date. 

Please call us!  We will help you fill these forms out and  
answer any questions you may have. 

 

Beth F. 
Phone Extension: 1279 

Email: beth.flansburg@lkichoice.com 

Jenny J. 
Phone Extension: 1219 

Email: jennifer.jeidy@lkichoice.com 

Jessica B. 
Phone Extension: 1281 

Email: jessica.brewer@lkichoice.com   

Andrea O. 
Phone Extension: 1280 

Email: andrea.oppermann@lkichoice.com   

Tricia H. 
Phone Extension: 1250 

Email: tricia.hummel@lkichoice.com 

Kerrin T. 
Phone Extension: 1234  

Email: kerrin.thompson@lkichoice.com   

Karen C. 
Phone Extension: 1232 

Email: karen.carver@lkichoice.com 

Sara S. 
Phone Extension: 1237 

Email: sara.seitz@lkichoice.com 

 Please complete forms using your full legal name on your Social Security Card. 

 If you have a Guardian, your Guardian must sign all documents, if you have a POA 
then you or your POA can sign all documents. 

Note(s):   

Please call with any questions or for help to complete the forms in this packet!  
Thank you 

  

Main # 1-608-326-0434             106 S Beaumont Road 
Toll Free Phone # 1-844-534-7225           Prairie du Chien, WI  53821 
Toll Free Fax # 1-844-634-7225            Website Portal: www.lkichoice.com  

Email payroll@lkichoice.com 



 
Payroll Contact 

------------------------------------------------------------------------------------------------------------- 

   
   
 

 

 
 

 

Your Payroll Specialist is marked below. 
608-326-0434 or 844-534-7225 

 
 

Brittany R. 
Phone Extension:  1224 

 

Carrie L. 
Phone Extension:  1282 

Jayne M. 
Phone Extension: 1205 

 

Justina O. 
Phone Extension: 1264 

Kasara S 

Phone Extension: 1266 

 

Michelle C. 
Phone Extension: 1203 

Melissa J. 
Phone Extension: 1265 

Tammy H. 
Phone Extension: 1206 

Nikki D. 
Phone Extension: 1238 

Tessa R. 
Phone Extension: 1204 

Stacy D. 
Phone Extension: 1286 

 

 

Reminders when completing timesheet: 
 

 Work week and authorizations run from Sunday to Saturday. 
 Must have an in and out time for each shift listed.   
 Stay within your authorized hours, miles, or services. If unsure of your authorized hours or service 

code, please call your Payroll Specialist listed above. 
 Write clearly and in dark blue or black ink only and enter only one shift per line. 
 When working past midnight, start a new line for the new workday. 
 Don’t write over numbers already written on timesheet.  If you make an error place a line through it, 

initial, and write clearly next to it or on a new line. 
 Have the member/legal rep and employee sign off on the timesheet after all days of service have 

been worked for that pay period. Date the signatures for the same date as the signatures were 
written. 

 Write the total number of hours and minutes worked on each individual timesheet. 
 Check your correct Funding Source at the bottom of all timesheets. If unsure of Funding Source 

contact your Payroll Specialist. 
 

Contact Information 
Main phone number:  1-608-326-0434 
Toll-Free phone number: 1-844-534-7225                      
Toll Free Fax number: 1-844-634-7225             
Payroll Email: payroll@lkichoice.com 
Mailing Address: 106 S. Beaumont Rd, Prairie du Chien, WI 53821 



 
 
 

------------------------------------------------------------------------------------------------------------- 

   
   
 

 

EVV: Electronic Visit Verification (CareTime) 
608-326-0434 or 844-534-7225 

 
 

Tanya D. 
Phone Extension: 1283 

Beth A-P. 
Phone Extension: 1284 

Heather W. 
Phone Extension: 1285 

Jennifer M. 
Phone Extension: 1240 

 

Electronic Visit Verification is a federally mandated to be used for service codes of: 

S5125, S5126, T1019, and T1020. 
If you are a verified Live-in provider, you are exempt from using EVV.  If you have one of the codes above and 
you are not a verified live-in provider, you will need to use EVV to clock in and clock out for every shift 
worked. 

 
EVV Reminders: 

 EVV is required for payment of payroll as well as a 2nd form of logging your hours.  Paper mesheet or 
the Web Entry Portal. 

 CareTime punches should match your mesheet. Paper mesheet or Web Entry. 

 LKiChoice uses the CareTime So ware for the EVV Program.  CareTime is 2-step process: 
(1) Caregivers use the CareTime app or the member’s landline phone to clock in/out of their shi s. 
(2) The member or their delegate will manage the CareTime portal website to edit and add shi s 

as well as approve all shi s at the end of each payroll. 

 If a caregiver misses a punch in CareTime it will need to be corrected by the member, delegate, or the 
EVV team. 
 
 

If you have any questions or issues with CareTime, contact the EVV Team. 
 

 

Contact Information 
Main phone number:  1-608-326-0434 
Toll-Free phone number: 1-844-534-7225                      
Toll Free Fax number: 1-844-634-7225             
Payroll Email: payroll@lkichoice.com 
Mailing Address: 106 S. Beaumont Rd, Prairie du Chien, WI 53821 
 



FOR YOUR INFORMATION 

2024 Payroll Schedule 
---------------------------------------------------------------------------------------------------- 

   
 106 S. Beaumont Rd, Prairie du Chien, WI 53821 Fax: 844-634-7225 Phone: 608-326-0434 
  

 

1. PAY PEROID 
After you complete 

your last day of work for the pay period … 
 

2. TIMESHEET DUE DATE 
Ensure that your timesheet(s) are at 

the Prairie du Chien Office by the 
following date. 

3. PAY DATE 
You will be paid on the following 

date via Direct Deposit. 

12/16/2023 to 12/31/2023 01/04/2024 01/12/2024 

01/01/2024 to 01/15/2024 01/19/2024 01/30/2024 

01/16/2024 to 01/31/2024 02/05/2024 02/15/2024 

02/01/2024 to 02/15/2024 02/20/2024 02/29/2024 

02/16/2024 to 02/29/2024 03/05/2024 03/15/2024 

03/01/2024 to 03/15/2024 03/20/2024 03/29/2024 

03/16/2024 to 03/31/2024 04/04/2024 04/15/2024 

04/01/2024 to 04/15/2024 04/19/2024 04/30/2024 

04/16/2024 to 04/30/2024 05/06/2024 05/15/2024 

05/01/2024 to 05/15/2024 05/20/2024 05/30/2024 

05/16/2024 to 05/31/2024 06/05/2024 06/14/2024 

06/01/2024 to 06/15/2024 06/18/2024 06/28/2024 

06/16/2024 to 06/30/2024 07/03/2024 07/15/2024 

07/01/2024 to 07/15/2024 07/19/2024 07/30/2024 

07/16/2024 to 07/31/2024 08/05/2024 08/15/2024 

08/01/2024 to 08/15/2024 08/20/2024 08/30/2024 

08/16/2024 to 08/31/2024 09/04/2024 09/13/2024 

09/01/2024 to 09/15/2024 09/19/2024 09/30/2024 

09/16/2024 to 09/30/2024 10/04/2024 10/15/2024 

10/01/2024 to 10/15/2024 10/18/2024 10/30/2024 

10/16/2024 to 10/31/2024 11/05/2024 11/15/2024 

11/01/2024 to 11/15/2024 11/19/2024 11/29/2024 

11/16/2024 to 11/30/2024 12/04/2024 12/13/2024 

12/01/2024 to 12/15/2024 12/19/2024 12/30/2024  

LATE TIMESHEETS:  Timesheets received after the date indicated in the column titled  

“Timesheet Due Date” will be processed in the next pay period. No Exceptions. 

FORMS & SUBMISSION – Questions call 608-326-0434 

 Forms are available on LKIchoice website:  www.lkichoice.com 

 Faxing your timesheet: (844) 634-7225 – Must call 608-326-0434 to ensure fax is received. 

 Mailing your timesheet:  106 S Beaumont Road, Prairie du Chien, WI  53821 

 Emailing your timesheet: payroll@lkichoice.com 
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