
Add/remove names from 
distribution lists and make 

adjustments to ticket 
amounts as necessary

Commercial Transportation Billing Process

Create an envelope for each 
facility with the exact 
number of tickets and 
passes for the month

Merge separate distribution lists 
from each facility into one list and 

add waiver information

Create Purchase Order 
made out to TARTA 
based on estimated 
amounts of TARPS 
tickets and TARTA 
passes that will be 

needed

Master List of 
every TARPS & 

TARTA Rider

Distribution 
Lists for the 

Month

Send an email to 
the Medicaid 

Department with 
the number of 

tickets and passes 
ordered

Split Master List into 
separate distribution lists 

for each facility

Received Cost 
worksheet 
indicating 
TARPS or 
TARTA?

YES

NO

Distribute the envelopes to 
the facilities at least 2 weeks 
prior to the beginning of the 

month

Email Distribution Lists to 
Medicaid Department on 

1st of the month

Process or Document of 
Transportation Department

Process or Document of Medicaid 
Department



Merge separate distribution lists 
from each facility into one list and 

add waiver information



Assign a date of 
purchase to each 

ticket and pass that 
was distributed

Add PAWS information from 
1st of the month for 
comparison to catch 

potential errors

Does the 
individual 

have a 
waiver?

STOP

Does the 
TARPS/TARTA 

information 
match the PAWS 

record?

Follow up

Running totals of 
TARPS tickets and 

TARTA passes

Invoice

Error Report

Possible Errors - Service started 
later in the month, No PAWS or No 

Cost Worksheet

NO YES

YES

NO

Was the 
error 

corrected?

NOYES

Email Invoice to Billing Agent for entry 
into Gatekeeper's County Simple Billing 

Entry Window



Commercial Transportation Billing Process

Send an email to 
the Medicaid 

Department with 
the number of 

tickets and passes 
ordered

Process or Document of 
Transportation Department

Process or Document of Medicaid 
Department





Running totals of 
TARPS tickets and 

TARTA passes

Possible Errors - Service started 
later in the month, No PAWS or No 

Cost Worksheet


