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Between 

MEDICAL TRANSPORTATION MANAGEMENT, INC. and 

 

 

MEDICAL TRANSPORTATION MANAGEMENT (MTM)  

TRANSPORTATION PROVIDER GUIDELINES  
(Quality Management and Risk Management Program)  

INTRODUCTION 

 

Medical Transportation Management, Inc. (“MTM”) is a transportation management organization 

which contracts with Managed Care Organizations (“MCO”), State and local governments and 

other medical businesses, organizations, agencies, and facilities (“MTM Clients”). These 

contracts provide for MTM coordination and management of scheduled non-emergency and 

“urgent” vehicular ground transportation for the MTM Client’s Members, Customers, and 

Recipients (referred to in this document as “Passengers”) through a network for transportation 

companies and services (“Transportation Providers”).  

 

Transportation Providers are under contractual agreement to provide transportation for MTM 

Clients and their Passengers as defined by the terms of the “Medical Transportation Services 

Agreement.” It is the Transportation Provider’s responsibility to be aware of, and to comply with, 

all terms, conditions, and requirements of their contractual agreement with MTM and to comply 

with the “MTM Transportation Provider Guidelines.” The Transportation Provider understands that 

Transportation Provider misconduct will not be tolerated and could result in disciplinary measures 

including reduction of trips, probations, suspension, or removal from the Transportation Provider 

Network. 

 

Transportation Provider understands that selection of the Transportation Provider’s transportation 

services by MTM will be based solely upon the quality and availability of their service and, where 

applicable, upon competitive pricing of its services relative to other Transportation Providers 

doing business in their services area. Transportation Provider warrants that no monies have been 

or will be paid directly or indirectly to any employee of MTM as wages, compensation or gifts in 

exchange for favors in granting of transportation services to Transportation Providers.  
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The “MTM Transportation Provider Guidelines” are the basis for the MTM Transportation Provider 

Quality Management and Risk Management Program and are intended to provide consistency 

and uniformity in MTM’s operations. These Guidelines comply with MTM Client requirements and 

provide procedures, processes, routines, and documents which will clearly establish defined 

standards for the Transportation Provider’s participation in the program. These Guidelines are 

subject to periodic revision, as needed, to further enhance the MTM Medical Transportation 

Program and to comply with MTM Client requirements. The Transportation Provider Guidelines, 

and any revisions or amendments thereto, are effective upon receipt by the Transportation 

Provider. Transportation Providers understand adherence to the MTM Transportation Provider 

Guidelines is required. Trip/log sheet documentation referenced in Appendix E must be provided 

to MTM contemporaneously with submission of claims. All other documentation referenced herein 

must be available at no charge to MTM upon request. 

Note: See definitions section of the Medical Transportation Services Agreement and 

Appendix F for guidelines specific to your contract.  

 

MTM TRANSPORTATION PROVIDER REQUIREMENTS 

 

1.0 General Transportation Requirements 

 

1.1 Transportation Provider agrees not to differentiate or discriminate in the treatment of any 

passenger on the basis of sex, marital status, age, race, color, national origin, ancestry, 

religion, disability, medical condition, veteran status, political affiliation, economic status, or 

sexual orientation.  

 

1.2 Transportation Provider must immediately report to MTM any change in Transportation 

Provider’s ownership, corporate officers or controlling interest.   

 

1.3 Transportation Provider must immediately report to the MTM Network Management 

Department any change in Transportation Provider’s address, phone number and/or fax 

number, or federal tax ID number.  

 

1.4 Transportation Provider and its employees and agents must maintain the confidentiality of 

any and all information related to MTM services, Clients, and passengers, and comply with 

the Health Insurance Portability and Accountability Act of 1996 (HIPAA).    
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1.5 Breach of confidentiality may result in suspension and/or termination from the 

Transportation Provider Network.  

 

1.6 Transportation Provider understands if there is suspicion of fraudulent Transportation 

Provider activity, an investigation will be conducted by MTM, with appropriate action taken, 

including notification to the MTM Client, recovery of overpayments from Transportation 

Provider, or offset future Transportation Provider payments, and potential termination of the 

contract between the Transportation Provider and MTM.  

 

1.7 Transportation Provider agrees to cooperate with MTM and the MTM Client in the 

investigative process of suspected fraudulent activity.  

 

1.8 Transportation Provider and driver shall ensure that services available to MTM passengers 

are at least comparable in quality to services available to the general public.   

 

1.9 Transportation Provider agrees that MTM trip requests will have equal priority with 

Transportation Provider’s day-to-day services. 

 

1.10 Transportation Provider must not inquire as to the nature of a passenger’s illness or 

medical services received, except in the following instances:  

a) Transportation Provider needs to know such information due to medical 

necessity relating to appropriate transportation. 

b) The passenger becomes ill during the course of the trip and acquiring such 

information is considered pertinent to assuring the passenger’s safety and well 

being. 

 

1.11 Transportation Provider shall provide drivers with visible employee picture identification 

card, picture ID badge and uniform with name for security and identification purposes. 

 

1.12 Transportation Provider, for itself and its drivers, must obtain and maintain in current 

status any and all licenses, permits, certificates, and registrations that are required by 

Federal, State or local laws, rules and regulations. 
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1.13 It is the Transportation Provider’s responsibility to understand and comply with all 

applicable State and Federal laws including, but not limited to, the Americans With 

Disabilities Act (ADA) of 1990; Federal Transit Administration (FTA) regulations (including 

FTA’s drug and alcohol regulations); the Federal Highway Administration’s drug and 

alcohol regulations’ Rehabilitation Act of 1973, Section 504; the requirements of 42 Code 

of Regulations, Part 431, Subpart F; and Title VII of the Civil Rights Act of 1964. 

 

1.14 Transportation Provider must display any applicable current State and local motor vehicle 

inspection sticker. 

 

1.15 Transportation Provider must provide to MTM their Federal Tax ID (“EIN”), or Social 

Security number, whichever is applicable, and Form W-9. 

 

1.16 Transportation Provider agrees to respond to complaints within twenty-four (24) hours and 

to provide resolution and/or a corrective action plan approved by MTM. 

 

1.17 Transportation Provider agrees to allow, cooperate, and participate in MTM on-site visits 

of the Transportation Provider’s place of business and inspection of business records and 

vehicles. 

 

1.18 Transportation Provider agrees to respond to MTM recommendations of the on-site visit 

and understands that failure to respond by the requested date may result in a Corrective 

Action Plan (CAP) and/or future trips not being scheduled with the Transportation Provider 

until such time that satisfactory responses are in place. 

 

1.19 Transportation Provider must comply, at a minimum, with their chosen service level. MTM 

service levels are: 

a) Curb to Curb 

 Driver must pull the vehicle up to the pick-up and destination entrances. 

b) Door to Door 

 Driver must go to passenger’s residence door or facility entrance and 

announce arrival as referred to in Guideline 10.5. 

 Upon arrival at the destination, it is the driver’s responsibility to bring the 

passenger to the appropriate entrance or specified office as requested. 

 Return trip must follow the above instructions. 

 Door to Door service will also encompass points noted in Curb to Curb. 
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c) Door through Door 

 Driver must enter the residence or facility and help passenger to assure 

safe assistance to and from the vehicle. 

 Driver must deliver the passenger at destination inside the facility or 

residence to an appropriate facility representative. 

 Return trip must follow the above instructions. 

 Door through Door service will also encompass Door to Door and Curb to 

Curb service. 

 

2.0 Driver Qualifications  

 

2.1 All drivers for MTM trips must possess a current, valid driver’s license appropriate for the 

services rendered and for the size vehicle driver is operating and as required by the State 

and local governmental entity in which driver provides transportation.  A legible copy of 

each driver’s license must be provided to MTM as part of the credentialing process. 

 

2.2 Drivers must be at least 21 years of age and must be a U.S. citizen or legal resident alien. 

 

2.3 Drivers must be able to read, write and communicate effectively in English. It is in the 

Transportation Provider’s best interest to employ drivers and/or office personnel who are 

also fluent in any other languages prevalent in Transportation Provider’s service area. 

 

2.4 Drivers must be physically able to assist passengers entering and exiting vehicles, and 

capable of safely providing transportation services.  By submission of a driver for 

credentialing approval by MTM, both Transportation Provider and driver represent that 

driver has no physical or mental impairment that would hinder or prevent driver from 

performing the services and safely transport MTM passengers. 

 

3.0 Driver Requirements 

 

3.1 Drivers must obey all Federal, State and local traffic laws in the transport of passengers. 
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3.2 Drivers understand that in the event a driver or passenger feels there is a need for 

emergency medical assistance, the driver must immediately call 911. 

 

3.3 Drivers must drive in a safe and courteous manner, such that all passengers must be 

transported safely to their destinations. 

 

3.4 Drivers must conduct themselves in an appropriate, courteous and professional manner. 

 

3.5 Drivers must maintain an acceptable standard of dress, personal grooming and behavior 

in order to present a neat, clean and professional appearance. Transportation Provider 

shall provide drivers with visible employee picture identification card, picture ID badge and 

uniform with name for security and identification purposes. 

 

3.6 Drivers must not smoke in the vehicle, or smoke in the presence of, or while assisting, any 

MTM passengers. 

 

3.7 Drivers must not allow passengers to smoke in the vehicle. It is required that 

Transportation Provider post a “NO SMOKING” sign in all vehicles. 

 

3.8 Drivers must not eat while driving MTM passengers. 

 

3.9 Drivers must maintain a “trip” or “log sheet” listing all MTM trips for each individual day. 

The trip or log sheets must be legible and complete. Required log information is found in 

Appendix E. 

 

3.10 Drivers must not use alcohol or drugs at any time, and if taking medication, must still be 

able to perform his/her duties in a safe manner. Any driver taking medication which may 

hinder his/her performance must report such use to his/her supervisor, and not transport 

MTM passengers. 

 

3.11 Drivers must not allow personal friends or family to ride in vehicle while transporting MTM 

passengers, unless specifically authorized by MTM. Exceptions may be made for larger 

multi-passenger vans and buses designed for shared rides, or for approval for a ride-a-

long spouse for a long distance trip. 
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3.12 Drivers must not allow animals in the vehicle unless necessitated by the passenger for 

medical purposes, and requires pre-authorization from MTM. 

 

3.13 Drivers must not make personal stops, other than for restroom and 

passenger/Transportation Provider agreed-upon restaurant breaks, while transporting 

MTM passengers unless specifically authorized by MTM. 

 

3.14 Drivers must require passengers to use seat belts properly and assist in fastening seat 

belts where necessary, and must refuse to continue travel if passengers are non-

compliant. Drivers must carry and be knowledgeable in the use of seat belt extensions for 

securing passengers of wide girth. 

 

3.15 Drivers understand infants/children are to be in proper infant/child restraint seats as 

required by State or Federal law. In the event a proper seat is not available, or the use of 

proper child restraint seat is refused, the driver must deny transportation. 

 

3.16 Drivers must not place children in child restraint seats in the front seat of a vehicle. 

 

3.17 Drivers must exit the vehicle to open and close vehicle doors when passengers enter or 

exit the vehicle. Drivers must offer a helping hand or arm to assist passengers exiting the 

vehicle. Such limited assistance is included in curb to curb service as well as higher 

modes of service. Except where service is curb to curb, they must provide safe assistance 

to or from the main door or reception desk of the place of destination, when needed. 

 

3.18 Drivers must assure passengers enter and exit the vehicle in an unobstructed and safe 

location. 

 

3.19 Drivers are required to store in the trunk of the vehicle, or properly secure for safety, 

folding wheelchairs, carry-on packages, and walking aids such as canes, walkers, etc. 

 

3.20 Drivers must not touch any passenger except as appropriate and necessary to assist the 

passenger into or out of the vehicle, into a seat and to secure the seatbelt, or as 

necessary to render first aid or assistance for which the driver has been trained. Drivers 

must request permission from the passenger prior to touching the passenger. 
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3.21 Drivers must not make sexually explicit comments or solicit favors, medications, or money 

from passengers. 

 

3.22 Drivers must properly identify and announce his/her presence at the entrance of the 

building or with attending facility staff at the specified pick-up location, if a suitable 

curbside pick-up is not apparent. 

 

3.23 Drivers must not enter the passenger’s home except under prior authorization from MTM. 

 

3.24 Drivers shall not wear any type of headphones while on duty. Driver shall have the volume 

of the radio at a level acceptable to passengers. 

 

3.25 Drivers shall not accept responsibility for any of passenger’s personal items. 

 

3.26 Drivers must confirm that all wheelchairs and motorized scooters are properly secured to 

the vehicle and wheelchair and motorized scooter passengers are properly secured in the 

wheelchair before allowing the vehicle to proceed. 

 

3.27 Drivers must not allow firearms, alcoholic beverages in open containers, unauthorized 

controlled substances, or highly combustible materials to be transported in the vehicle. 

 

3.28 Drivers must check their vehicle to ensure that at the end of each trip or trip route, all 

passengers have vacated the vehicle. 

 

4.0 Driver Training 

 

4.1 Transportation Provider must develop and maintain a specific Transportation Provider 

Driver Training Policy for providing appropriate training for newly hired vehicle operators 

(drivers), and a Driver In-Service Training Policy for annual Training of current drivers. 

Suggested training activities may be a combination of reading materials, film or video 

media presentations, verbal instruction and on-the-job training. All training and education 

of drivers is the responsibility of Transportation Provider. 

 

4.2 Transportation Provider’s Driver Training Policy and Driver In-Service Training Policy are 

subject to review by MTM, and a copy provided to MTM upon request. 
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4.3 MTM requires Transportation Providers to provide all drivers with training in Basic First 

Aid, Defensive Driving, Assisting Passengers With Disabilities, Transportation Provider’s 

established Emergency Procedures, Universal Precautions for bloodborne pathogens, and 

use of a fire extinguisher. Basic First Aid and Defensive Driving Training is to include 

training listed in Appendix A. The training must be documented in the employee’s file. 

Additional suggested training and training resources are listed in Appendix B. 

 

4.4 All drivers responsible for transporting passengers in wheelchairs must be trained in 

proper loading, unloading and wheelchair tie-down procedures prior to transporting MTM 

wheelchair passengers. The training must be documented in the employee’s file. 

 

4.5 All required training must be completed within 90 days of the driver’s hire date, and must 

be documented in driver’s file in order to continue to transport MTM passengers. 

 

5.0 Transportation Provider Personnel Policies/Documentation 

 

5.1 Transportation Provider must maintain a file on each driver, including owners, when they 

have driving responsibilities, which shall include: 

a) Documentation of training 

b) Copy of current driver’s license 

c) Driver evaluations 

d) Results of a criminal background check 

e) Results of a child abuse or neglect background check 

f) Results of an elderly abuse background check  

g) Results of a State specific driver history record check. 

h) Results of Excluded Provider List check 

i) Signed Drug-Free Workplace policy 

Note: d-f will be performed, to the extent permitted by law, in Transportation 

Provider’s state of operation. Copies of the background record checks (d-h) shall 

be provided to MTM within ten (10) days of the date on the records check. 

 

5.2 Transportation Provider must develop a Driver Orientation Policy and Procedure, and 

provide MTM a copy upon request. 
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5.3 Transportation Provider must assure current laws regarding drug and alcohol testing are 

enforced for any of their drivers or attendants. Documentation must be available to MTM 

upon request. 

 

5.4 Transportation Providers must establish and maintain a Substance Free Workplace Policy 

to include, reasonable suspicion and a for-cause testing procedure. This policy must 

include a pre-employment drug screening for all drivers and attendants. This policy must 

be in writing and signed by all drivers and attendants. Results must be documented in the 

files of drivers and attendants. 

 

5.5 If the Transportation Provider has reasonable suspicion of a driver or attendant to be 

under the influence of alcohol or drugs, the Transportation Provider must immediately 

remove the driver or attendant from MTM service until a proper medical evaluation can be 

made. 

 

5.6 If MTM has reasonable suspicion, MTM reserves the right to require a driver or attendant 

to have an alcohol and/or drug screening at any time at the expense of the Transportation 

Provider. Screening tests must be accomplished within the time frame designated by 

MTM. A driver or attendant will not be allowed to transport MTM passengers, or provide 

services to MTM passengers, until a proper medical evaluation has been received and 

approved by MTM. Refusal to submit to testing within the designated time frame is 

considered a positive test result and will have the same disciplinary consequences. 

Drivers or attendants testing positive for drugs and/or alcohol will no longer be permitted 

to transport MTM passengers or provide any other service to MTM passengers. 

 

5.7 Transportation Provider must subject all drivers, including new drivers, to a State specific 

driver history record acquired through the State’s Department of Motor Vehicles and the 

results must be documented in the driver’s file. 

 

5.8 Transportation Provider must run State specific driver history records once per year, at a 

minimum, on all drivers providing MTM service, and copies shall be available to MTM 

upon request. 

 

5.9 To the extent permitted by law, all drivers and attendants, including new drivers, must be 

subjected to a criminal background check through the State law enforcement agency on 

an annual basis. The results must be documented in the driver’s file and copies provided 

to MTM. 



               ATTACHMENT I 

             TO MEDICAL TRANSPORTATION SERVICES AGREEMENT 

  

        *Reference to ADA Guidelines can be found at www.ada.gov   Page 11 of 35 

5.10 To the extent permitted by law, all drivers and attendants, including new drivers, must be 

subjected to a child abuse or neglect background check through the appropriate State 

agency if such information is not included in the criminal background check. The results 

must be documented in the driver’s file. The record of the background check MUST be 

provided to MTM. 

 

5.11 To the extent permitted by law, all drivers and attendants must be subjected to an elderly 

abuse background check through the appropriate State agency if such information is not 

included in the criminal background check. Results must be documented in the driver’s 

file. The record of the background check must be provided to MTM. 

 

5.12 No driver may perform transportation services for MTM until the appropriate criminal 

background check, child abuse/neglect background check, and elder abuse background 

check have been obtained, and the driver has been fully credentialed and approved by 

MTM. 

 

5.13 Transportation Provider must not use any driver or attendant with any of the following 

convictions or substantiated incidents: 

a) child abuse or neglect 

b) spousal abuse 

c) a crime against a child 

d) a crime against an elderly or infirm individual 

e) a crime involving rape, sexual assault, or other sexual offense 

f) homicide 

 

5.14 Transportation Provider must not use any driver or attendant who has the following return 

notification from the Background Screening/Investigation Unit of the Children’s Division (or 

similar agency): 

a) “Category” is shown as physical abuse or sexual maltreatment; 

b) “Severity” is shown as moderate, serious/severe, permanent damage, or fatal; 

c) “Conclusion” is listed as court adjudicated or probable cause. 

 

5.15 Transportation Provider must not use any person as a driver or attendant whose name 

appears on the Department of Social Services, the Department of Mental Health, or the 

Department of Health and Senior Services Employee Disqualification List (EDL), or on 

other similar agency list(s). 
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5.16 Transportation Provider must not use any person as a driver or attendant whose name, 

when checked against the Family Care Registry (or similar agency registry), registers a 

“hit” on any list maintained and checked by the registry. 

 

5.17 Transportation Provider must not use any person as a driver or attendant in the conduct of 

MTM services who has a felony criminal conviction of a felony offense within the 

immediate past five (5) years. Further, any conviction (misdemeanor or felony) for any of 

the following driving offenses within the previous five (5) years shall disqualify a driver 

from performing MTM services: 

a) DUI or DWI, or other alcohol related offense 

b) Careless and imprudent, or reckless driving 

 
5.18 For purposes of these Transportation Provider Guidelines, the term “conviction” shall also 

include any plea of guilty, finding of guilty, plea of “nolo contendere”, or similar disposition, 

whether or not such disposition results in a sentence or conviction under applicable state or 

local laws.  MTM further reserves the right to disapprove of any driver or attendant for safety 

reasons; or where disqualification of a driver or attendant is requested by an MTM Client; or 

for other reasons of good cause within MTM’s sole discretion. Transportation Provider 

acknowledges that the offenses listed herein are not an exclusive listing, but that there are 

other offenses and pertinent circumstances which can result in the disapproval of a driver or 

attendant. 

 

5.19 Transportation Provider must not allow drivers or attendants to perform MTM services who 

are currently on work release, probation, or parole for any felony, or any offense of the 

type identified in 5.13-5.17. 

 

5.20 Transportation Provider must not use any driver with the following: 

a) Convicted of more than two (2) minor motor vehicle moving violations, such as 

speeding, failure to stop, improper operation, etc., within the previous twenty-

four (24) months 

b) More than one (1) at-fault incident (accident) resulting in personal injury or 

property damage within the previous thirty-six (36) months, or three (3) or more 

cumulative vehicle accidents within the previous five (5) years 

c) A combination of one (1) unrelated minor motor vehicle moving violation and 

one (1) at-fault incident (accident) resulting in personal injury or property 

damage within the previous twenty-four (24) months 

d) Revocation or suspension of the driver’s vehicle operator’s license within the 

previous three (3) years for accumulation of points or alcohol related incident 
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5.21 Transportation Provider must perform periodic performance evaluations of all drivers, at a 

minimum, every twelve (12) months and maintain documentation of each evaluation in 

each driver’s file, copies of which shall be provided to MTM upon request. 

 

5.22 Transportation Provider must maintain a driver’s health record, signed by the driver, that 

no physical or health limitation exists that prevents safe, competent operation of the motor 

vehicle or ability to assist any passenger in and out of the vehicle, or the performance of 

any other passenger assistance services, when a passenger requests such assistance. A 

copy shall be provided to MTM upon request. Transportation Provider’s assignment of a 

trip to a driver, and the driver’s acceptance of the trip, constitute a representation by both 

Transportation Provider and driver that driver has no physical, cognitive or other health 

limitation that prevents driver from safely performing the trip and all duties and assistance 

necessary. 

 

5.23 MTM reserves the right to deny the approval of any driver, or to require a Transportation 

Provider to suspend, or otherwise discontinue the use of any driver, in the performance of 

MTM services at the sole discretion of MTM. 

 

5.24 Transportation Provider must not use any driver who has a pending felony charge, or any 

other pending charge, which if the charge were to result in a conviction, would disqualify 

the driver under these Guidelines. The driver and Transportation Provider must report all 

pending felony charges to MTM, and the final disposition/resolution of such charges. 

 

6.0 Vehicle Requirements 

 

6.1 Transportation Provider must provide the make and model, model year, vehicle 

identification number (VIN), license number, and vehicle type (sedan, minivan, paralift, 

etc.) to MTM for every vehicle used to transport MTM passengers. This information must 

be provided no later than the vehicle’s first day of service. Additionally, the Transportation 

Provider must notify MTM of any vehicle permanently added or removed from MTM 

service. Use of any vehicle prior to approval of MTM will result in nonpayment for the trip, 

and assessment of liquidated damages. 

 

6.2 All seat belts must be in proper working order and accessible to the passenger. 
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6.3 Transportation Provider shall provide seat belt extensions when needed. 

 

6.4 All vehicles must prominently display Transportation Provider’s name, and phone number 

in the interior of the vehicle. 

 

6.5 All vehicles must be clearly marked showing Transportation Provider’s business name on 

both sides of the exterior of the vehicle. 

 

6.6 All vehicles must be equipped with operable heating, air conditioning and ventilation 

systems so as to ensure the comfort of the passenger. 

 

6.7 All vehicles in use for MTM services must have: 

a) emergency first-aid kit 

b) fire extinguisher – (A,B,C) 

c) three (3) reflective triangles or similar emergency warning devices 

d) blood borne pathogen spill kits 

e) extra electrical fuses 

f) flashlight 

g) ice scraper 

h) current insurance card 

i) current vehicle registration 

j) MTM or Transportation Provider Accident/Incident forms 

k) Transportation Provider Accident Procedure 

l) such other equipment as may be required by MTM 

m) no-smoking sign 

Additional equipment is recommended in Appendix C. 

 

6.8 Passenger cars (sedans) must have four (4) doors. Two-door vehicles are not acceptable 

when transporting MTM passengers. 

 

6.9 When a Transportation Provider utilizes a high profile/tall vehicle to transport MTM 

passengers that has greater ground clearance than an average-sized sedan, 

Transportation Provider must provide a sturdy, non-skid, stepping aid to assist the 

passenger in entering and exiting the vehicle. This stepping aid must be capable of safely 

supporting 300 pounds, must be no higher than twelve inches (12”) above the ground, 

with a nonskid top surface not less than eight inches by twelve inches (8” x 12”). 
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6.10 For all vehicles used for paralift operations, the overhead clearance between the top of the 

door opening and the raised lift platform, or highest point of ramp, shall be a minimum of 

56 inches, or such other distance as may be required by ADA or other federal or state 

laws or regulations. 

 

6.11 MTM requires all wheelchair lifts have a design load of at least 600 pounds. 

 

6.12 All ramps used for the loading and unloading of passengers must meet ADA Accessibility 

Guidelines. 

 

6.13 All tie-downs or other securement devices used for paralift operations must meet the ADA 

Accessibility Guidelines. 

 

6.14 Vehicles must not be more than eight (8) years old without specific written approval of 

MTM. 

 

6.15 Vehicles, regardless of age, may be taken out of service for use with MTM passengers at 

the discretion of MTM after a vehicle assessment is performed. 

 

6.16 Vehicles are required to have a form of two-way communication, which enables a central 

dispatch to contact the driver at any time. 

 

6.17 Vehicles must be clean, mechanically safe, and road-worthy. 

 

6.18 All vehicles in use for MTM service must have: 

a) Functional door handles 

b) Accurate speedometers and odometers 

c) Functioning interior lighting 

d) Adequate side-wall padding and ceiling covering 

e) One (1) interior rearview mirror 

f) Two (2) exterior rearview mirrors – one on each side of the vehicle 

g) Passenger compartments that are clear and free from unsightly and potentially 

hazardous, torn upholstery, torn floor covering or dangling seat belts 
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h) Cell phones are not to be used unless responding to a dispatcher call or 

making an emergency call; and use of cell phone must be in compliance with 

state and federal laws and regulations. 

i) Vehicles must have tire tread-life meeting manufacturer’s minimum 

specifications 

 

6.19 All vehicles in use for MTM service must not have: 

a) Damaged or broken seats 

b) Protruding or sharp edges 

c) Dirt, oil, grease or litter in the vehicle 

d) Broken mirrors or windows (other than small rock chips) 

e) Excessive grime, rust, chipped paint or major dents 

 

6.20 Transportation Provider agrees to remove from MTM service any vehicle to be found 

unsatisfactory in reference to conditions listed in this section, or is questionable with 

regards to safety or roadworthiness until repairs are completed. 

 

6.21 A vehicle with an inoperative two-way communication system must be placed out of 

service until the system is repaired or replaced. 

 

6.22 Daily pre-trip inspections are required, must be documented, and maintained for three (3) 

months. See requirements in Appendix D. 

 

6.23 Transportation Provider must maintain documentation that each vehicle has: 

a) passed periodic mechanical safety inspections as required by the state in 

which the vehicle is licensed and 

b) documentation is also to include maintenance of fire extinguishers, first aid kits, 

warning devices (triangles, flares, etc.) and bloodborne pathogen spill kits. 

 

6.24 Documentation of regular maintenance procedures and repairs must be available to MTM 

upon request. 

 

6.25 All vans and busses shall have accessible emergency exit(s) with appropriate emergency 

procedures posted in compliance with Federal Motor Vehicle Standard No. 217. 
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6.26 All vehicles used to transport passengers who must sit in wheelchairs during transport 

must have raised roof or lowered floor. 

 

6.27 For wheelchair transports, if more than minimal assistance is required, a wheelchair lift 

vehicle must be provided, which meets all ADA standards. 

 

7.0 Insurance Requirements 

 

7.1 Transportation Provider is required to provide proof of commercial automobile liability 

insurance for any vehicle used for MTM service, in accordance with contract terms by 

means of: 

a) Certificate of Insurance from the carrier with MTM named as a Certificate 

Holder. 

b) MTM named as an “Additional Insured” on a primary, non-contributing basis on 

Transportation Provider’s Certificate of Automobile Liability insurance and 

General Liability insurance. 

c) Certificate of Insurance must be furnished to MTM upon initial application of 

Provider, and as insurance coverage renews. 

 

7.2 Transportation Provider’s Commercial Vehicle liability insurance and Commercial General 

liability insurance must meet the coverage limits set by MTM, MTM’s Client, or the 

applicable federal, state, and local laws and regulations, whichever is greater. MTM may 

amend the required minimum coverage limits at its discretion. The minimum vehicle 

liability insurance coverage required by MTM is $300,000 combined single limit (CSL), or 

the state minimum, whichever is greater. Transportation Provider must also maintain 

Commercial General liability insurance in the amount of $300,000 Combined Single Limit 

(CSL), or the state minimum, whichever is greater. Vehicle and Commercial General 

liability insurance must be issued on a primary, non-contributing basis. MTM strongly 

encourages increased coverage for the Transportation Provider’s protection. Higher 

coverage limits required by specific MTM Clients may limit Transportation Provider’s ability 

to take trips for those Clients. 
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7.3 Transportation Provider must comply with State’s coverage requirements for Worker’s 

Compensation Insurance. A Transportation Provider that fails to obtain Workers 

Compensation for all its drivers, agents and employees must provide MTM with sufficient 

documentation that the Transportation Provider is exempt under applicable state law from 

maintaining Workers Compensation insurance coverage. A mere statement from the 

Transportation Provider that it is exempt is not sufficient. MTM reserves the right to require 

all Transportation Providers, including those otherwise exempt, to maintain Workers 

Compensation insurance. 

 

7.4 Transportation Provider must notify MTM immediately in the event their insurance 

coverage is modified or terminated. 

 

7.5 Transportation Provider, at it’s sole cost and expense, must procure and maintain such 

policies of general and automobile insurance liability, both of which policies shall include 

contractual liability, Workers Compensation insurance and other insurance as shall be 

necessary to insure Transportation Provider, and its agents, employees, subcontractors 

including subcontracted transportation companies, owner/operators, drivers and assigns, 

including volunteer drivers, and MTM against any claim or claims for damages arising 

from performance of any services by Transportation Provider to MTM. 

 

7.6 When proof of insurance is requested by MTM, Transportation Provider must provide 

documentation five (5) business days prior to the date of expiration or no future trips will 

be awarded. Additionally, MTM will begin canceling all existing trips. Canceled trips will 

not automatically go back to the Transportation Provider when they produce current and 

correct insurance documentation. 

 

8.0 Operational Requirements 

 

8.1 Transportation Provider’s dispatch/office must be able to be reached by phone during 

Transportation Provider’s regular business hours, and answered by a “live” person, not by 

an answering machine or answering service. 

 

8.2 Transportation Provider must maintain all records and documentation, including driver 

logs, trip sheets, and billing reports pertaining to MTM services for ten (10) years, from the 

end of the calendar year during which services were provided, and retained further if the 

records are under review or audit until the review or audit is complete. 
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8.3 Transportation Provider understands records requested by MTM must be original 

documents sent at Transportation Providers expense, and will not be returned. 

Transportation Provider must maintain copies at their expense. 

 

8.4 Transportation Provider must allow on-site general performance evaluation, inspections, 

auditing, monitoring, and duplication of records at no charge, of any and all data, billing 

reports, trip/log sheets, vouchers and other records maintained by Transportation Provider 

on MTM passenger trips, by agents of MTM, MTM Clients or State or Federal government 

officials during normal business hours. MTM may conduct such evaluations and 

inspections unannounced. The failure of Transportation Provider to timely allow on site 

inspections may result in a Corrective Action Plan (CAP), assessment of liquidated 

damages, and/or termination of Transportation Provider at MTM’s discretion. 

 

8.5 Transportation Provider understands if the Service Agreement (contract) is terminated for 

any reason, if requested by MTM, Transportation Provider must forward all required 

records not previously sent to MTM for the ten (10) year retention period to MTM. 

Transportation Provider agrees that MTM payment for all unpaid claims at time of 

termination will be withheld until MTM has received these records, and all transportation 

provider service records have been audited by MTM for correctness and accuracy.  MTM 

reserves the right to audit records received from Transportation Provider within sixty (60) 

days of final receipt of all such records by MTM. 

 

8.6 Transportation Provider must provide transportation services as requested by MTM on an 

efficient and timely basis. 

 

8.7 If passenger is delayed due to late pick-up or drop-off by Transportation Provider, and 

cannot be seen at appointment, Transportation Provider will not be reimbursed for trip. 

 

8.8 Transportation Provider agrees to notify MTM immediately of any significant delays such 

as a breakdown or stopped traffic, which cause the passenger to be 15 minutes or more 

late for his/her medical appointment. In addition to MTM notification, Transportation 

Provider will make subsequent alternative plans for completing the trip in a timely manner 

if the medical appointment can still be attended. 
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8.9 Transportation Provider agrees to contact the passenger, if phone number is provided by 

MTM, to notify of a significant pick-up delay and obtain information as to whether or not 

the passenger will still be able to attend the scheduled appointment. 

 

8.10 Transportation Provider understands if they are consistently late for pick-up and/or drop-

off by MTM’s assessment, Transportation Provider may face disciplinary action and be 

assessed liquidated damages. 

 

8.11 Transportation Provider must not sub-contract with other transportation companies for 

MTM services without prior written approval of MTM. If MTM becomes aware a 

Transportation Provider uses a sub-contracted company without written approval from 

MTM, Transportation Provider will not be paid for any trip for which an unapproved 

subcontractor was used. 

 

8.12 Approved sub-contracted Transportation Providers must meet the same standards and 

adhere to the same “MTM Transportation Provider Guidelines” as does Transportation 

Provider, and Transportation Provider must be responsible for their approved sub-

contracted Transportation Providers. 

 

8.13 Transportation Provider may not solicit money from MTM Clients or their passengers for 

payment of MTM authorized transportation services; except that Transportation Provider 

may collect a co-pay amount approved by MTM and MTM’s Client from the passenger, 

where applicable. 

 

8.14 Transportation Provider understands that all trips, including recurring trips, may be 

assigned or reassigned by MTM in its sole discretion. Transportation Provider has no 

claim or right to transport any particular person, nor any claim or right to transport any 

person attending any particular health care services facility. 

 

8.15 Transportation Provider shall have a MTM approved accident/incident investigation 

procedure in writing, and shall follow that procedure to respond to and review all 

accidents/incidents. 

 

8.16 Transportation Provider must provide a copy of the Transportation Provider’s 

Accident/Incident Investigation Procedure to MTM. 
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8.17 Transportation Provider must report all incidents, accident and injuries occurring while the 

Transportation Provider or a sub-contracted Transportation Provider is transporting any 

MTM passenger(s). 

 

8.18 Transportation Provider accident/incident reports must be made in writing by the end of 

the next business day following an accident/incident while transporting an MTM 

passenger. If there are injuries involved, Transportation Provider must also report verbally 

to MTM within three (3) hours of the accident/incident. 

 

8.19 At a minimum, the accident/incident report must include the name of the driver, 

transported passenger(s), and specific details of the accident/incident and related injuries. 

 

8.20 A copy of the police report must be provided to MTM as soon as it is available. 

 

9.0 Trip Scheduling 

 

9.1 Transportation Provider agrees to check the MTM Daily Fax Summary and/or electronic 

trip file to make certain all trip requests have been received by Transportation Provider. 

Transportation Provider must contact MTM Provider hotline if a fax has not been received. 

 

9.2 If Transportation Provider knows that the price, designated level of service, mileage, zip 

codes, or any other data on the trip request is incorrect, Transportation Provider must 

notify MTM of the corrections immediately. Transportation Provider shall have the right to 

turn back, or refuse any trip assignment from MTM. If Transportation Provider performs a 

trip, Transportation Provider agrees to accept the amount of compensation for that trip that 

is noted by MTM on the trip assignment sheet provided in advance by MTM to 

Transportation Provider. Transportation Provider agrees not to claim compensation in 

excess of the compensation noted on the trip assignment sheet, irrespective of the level of 

service, or the totality of services provided by Transportation Provider for the given trip; 

and payment by MTM of the amount of compensation noted on the trip assignment sheet 

shall constitute payment in full and satisfaction of Transportation Provider’s claim for 

compensation for services rendered for that trip, and Transportation Provider, by 

performing the trip, waives any claim for compensation in excess of the stated 

compensation on the trip assignment sheet.  “Wait time”, where authorized by contract, 

must be approved by MTM at the time of the occurrence of wait time, and prior to 

submission of an invoice claim for payment of the trip. 
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9.3 Transportation Providers are required to schedule drivers with adequate time allowances 

so speed limits are followed and passengers arrive on time for appointments. 

 

9.4 Transportation Provider must establish, where applicable, an internal schedule for the 

passenger’s return “will call” trip pick-up which does not impose unreasonable waiting time 

for the passenger, not to exceed one (1) hour maximum from time of passenger’s call (see 

10.7). 

 

9.5 The wait time for a pre-scheduled return trip, such as dialysis, rehabilitation, etc., after an 

appointment, shall not exceed thirty (30) minutes. 

 

9.6 If Transportation Provider turns back or refuses a trip assignment, Transportation Provider 

must notify MTM as soon as the determination is made the Transportation Provider is 

unable to take an assigned trip, and in any event, no later than 48 hours prior to the date 

and time of passenger pick up. 

 

9.7 Transportation Provider must not overbook MTM trips. 

 

9.8 Transportation Provider agrees to contact the passenger by phone within a twenty-four 

(24) hour window prior to trip, if phone number is provided, to confirm the Transportation 

Provider’s estimated arrival time. 

 

9.9 Transportation Provider shall provide the Transportation Provider’s phone number to the 

passenger during the pre-trip confirmation phone call. 

 

9.10 Transportation Provider may give the passenger a ½ hour “window,” fifteen (15) minutes 

before and after ideal pick-up time, providing the passenger will arrive on time for the 

appointment. 

 

9.11 For the Transportation Provider’s benefit, the Transportation Provider must note on the 

form what time Transportation Provider made the confirming call and with whom the 

Transportation Provider spoke. 
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9.12 If a trip is canceled by the passenger directly, the Transportation Provider must notify the 

MTM Provider hotline immediately to document member cancellation of the trip, and 

document all cancellation information, using the “MTM Coding System for MTM Canceled 

Trips,” and report such on the weekly reconciliation report. 

 

9.13 Transportation Provider will not take calls directly from the passenger to arrange for 

covered transportation services except for the “will call” telephone call for pick-up for the 

second leg, or additional multiple leg trip. 

 

9.14 If passenger calls Transportation Provider directly (except for the “will call” situation), 

Transportation Provider must notify them to call the MTM toll-free telephone number or 

local number provided to the passenger to arrange and authorize their transportation. 

 

9.15 Transportation Provider will not contact passenger’s medical provider to schedule or re-

schedule appointments. 

 

10.0 Trip Process 

 

10.1 Transportation Provider acknowledges and agrees that where mileage is paid by MTM for 

a trip, all mileage will be calculated by MTM’s commercial GPS based mileage system, 

based on the shortest distance from the pick-up point to the final destination point, 

irrespective of the route actually taken by the Transportation Provider, and irrespective of 

the actual travel time incurred in the performance of the trip. MTM’s system determination 

of mileage shall be final and not subject to challenge or dispute by Transportation 

Provider. 

 

10.2 Transportation Provider must not cause a passenger to arrive more than thirty (30) 

minutes prior to an appointment, unless requested or pre-authorized by MTM or the 

passenger. 

 

10.3 Transportation Provider must allow a minimum of five (5) minutes “wait time” at pick-up 

locations for scheduled passenger(s) to enter vehicle. 
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10.4 Drivers must make “best effort” to make contact with the passenger notifying them their 

ride is waiting outside before leaving the premises without the passenger. This would 

include, at a minimum, honking, knocking at door, inquiring at reception desk and calling 

dispatch to place a call to the passengers to notify them their ride is outside. 

 

10.5 Transportation Provider agrees to present to the passengers upon leaving the vehicle, a 

business card, typed instructions, or a pre-printed sticker, advising the passenger of 

contact and phone number to call in order to arrange for a return ride home. 

 

10.6 Transportation Provider must ensure all return and “will call” trips are picked up within a 

maximum of sixty (60) minutes of the passenger’s request for a return trip (see 9.5). 

 

10.7 Transportation Provider must maintain that all trips not exceed one (1) hour “in vehicle” 

riding time, except in those cases in which an unusual traveling distance is involved. 

 

10.8 In multiple-passenger situations, passengers should not remain in the vehicle for more 

than forty-five (45) minutes longer than the average travel time for direct transport. 

Exceptions may occur in the circumstance of a long, rural multiple-passenger routed trip – 

in which case, the passenger should be notified prior to the trip of the lengthy travel time. 

Further exceptions could include pick-up and/or destinations outside of the stated local 

service area. 

 

10.9 Transportation Provider agrees to complete any pre-scheduled round trips even under the 

circumstance when the medical service extends past the approximate expected 

completion time. 

 

10.10 Transportation Provider must maintain a signed trip or log sheet, including passenger’s 

original signature and date of transport, listing all passengers’ scheduled rides for each 

individual day. Note: All driver trip logs must be maintained for ten (10) years. 

 

10.11 Transportation Provider must require the passenger to sign the trip/log sheet, or an 

individual voucher for each leg of the trip at the time of completion of the trip.  The 

passenger’s signature is used as part of the trip verification process. Trip signatures 

obtained by Transportation Provider at any time after the drop off of the passenger and 

after completion of the trip will not be accepted by MTM, and Transportation Provider shall 

not attempt to obtain such passenger signatures retroactively. The same rules and 

procedures shall also apply to obtaining the driver’s signature for each trip leg. 
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10.12 Transportation Provider must not require passenger to sign the trip/log sheet on any leg of 

the trip which is not completed; to include passenger no-shows. The passenger’s 

signature must be obtained contemporaneous with the completion of the trip. 

 

10.13 Transportation Provider understands actual pick-up time and drop-off time must be noted 

for each authorized passenger on the trip log sheet. Clearly designate date and time, 

using either a.m. or p.m. designation or military time. See Appendix E for all required trip 

documentation. 

 

10.14 Transportation Provider understands that lack of trip documentation set forth on Appendix 

E, including but not limited to, lack of passenger or driver signatures, or date and time of 

transport pick up and drop off, submitted at time of invoice/claim, may result in MTM 

denial of payment to Transportation Provider and the recoupment of trip charges if MTM 

has already made payment to Transportation Provider for the trip. MTM will not accept any 

passenger or driver signatures, or other trip documentation, that does not accompany the 

original invoice/claim submission to MTM. 

 

10.15 If passenger is unable to sign, driver must document reason on trip/log sheet. 

Transportation Provider understands payment may be subject to verification of noted 

reason. 

 

10.16 An adult, accompanying a minor child, may sign the adult’s name on the trip/log sheet as 

long as the minor’s name is clearly noted as well. 

 

10.17 Transportation Provider must provide MTM with the trip/log sheets, or the vouchers, upon 

request. See Appendix E for trip/log sheet information. 

 

10.18 Transportation Provider/passenger must call for approval prior to taking passenger to an 

unscheduled appointment or a pharmacy trip. If Transportation Provider does not obtain 

prior approval from MTM, they will not be paid for the trip. 

 

10.19 If there is a discrepancy on the number of additional passengers noted on the trip faxes, 

Transportation Provider must contact MTM before leaving passenger’s home/pick-up 

location. If Transportation Provider does not obtain prior approval from MTM, additional 

passenger fees will not be paid. 

 



               ATTACHMENT I 

             TO MEDICAL TRANSPORTATION SERVICES AGREEMENT 

  

        *Reference to ADA Guidelines can be found at www.ada.gov   Page 26 of 35 

11.0 Trip Requirements 

 

11.1 MTM requires, the Transportation Provider, to call, email or fax MTM with all no-shows at 

the time of the no-show. Timeliness of reporting will determine whether the no show is a 

“member” or “provider” no show. 

 

11.2 Transportation Provider must also report all passenger no-shows and cancellations, in 

accordance with the “MTM Coding System for MTM Canceled Trips,” to MTM on the MTM 

weekly reconciliation report. 

 

11.3 MTM recommends the Transportation Provider verify and document no-shows at the 

passenger’s home. 

 

11.4 Transportation Provider agrees to verbally notify MTM immediately of any incidents of 

passenger misconduct. MTM may require written follow-up from the Transportation 

Provider. 

 

11.5 Transportation Provider agrees to report to MTM any known or suspected fraud or willful 

abuse of MTM services by a passenger, which includes, but not limited to: 

a) Passenger asking to be transported to locations other than the trip destination 

assigned to the Transportation Provider 

b) Verbal or physical abuse 

c) Chronic no-shows 

d) Evidence, which could include a visual sighting, that the passenger did not 

attend the appointment to which they were transported 

 

11.6 Transportation Provider understands all “trips” are defined as one-way trips. 

 

11.7 Transportation Provider understands that, due to disability, age or mental condition, some 

passengers utilizing MTM services require assistance and/or the use of an 

escort/attendant. The escort/attendant must be recruited by the passenger or MTM, and 

multiple escorts are not permitted. Such escort/attendant’s travel is to be provided by the 

Transportation Provider free of charge. 
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11.8 Children under 16 years of age, to be transported without a parent, guardian or attendant, 

must have a signed consent by a parent/guardian provided to the driver before the time of 

service. Transportation Provider agrees to attach consent to trip/log sheet.   

 

11.9 Transportation Provider agrees the MTM contract requires, at a minimum, two (2) rides, 

from the same household ride for the price of one (1) fare, regardless of the age of the 

riders (such as husband and wife or mother and child). In the case of an attendant, the 

two (2) authorized riders will be the attendant, who does not live in the household but will 

be picked up there, and the passenger/patient. 

 

11.10 If the Transportation Provider determines a scheduled trip cannot be performed due to 

unsafe driving conditions during inclement weather, the Transportation Provider must 

contact, in a timely manner, both the passenger and MTM to notify them of the 

cancellation. 

 

12.0 Reports and Billing 

 

12.1 Transportation Provider must submit claims to MTM for authorized MTM-scheduled trips 

only. 

 

12.2 Transportation Provider agrees to bill MTM for the MTM designated level of service, 

regardless of the level of service actually provided.  Transportation Provide may not 

accept the trip assignment at the MTM designated rate, and claim additional 

compensation after performance of the trip for a higher level of service or for any other 

extras. 

 

12.3 Transportation Provider agrees there will be no charge to MTM for trips canceled by 

Transportation Provider, passenger, or in advance by MTM. 

 

12.4 Transportation Provider may not charge MTM a member no-show charge unless provided 

for in Transportation Provider’s contract rate Schedule A. 

 

12.5 If a passenger is capable of riding in a sedan type vehicle with their collapsible wheelchair 

placed in the trunk of the vehicle, the lower ambulatory rate must apply. 
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12.6 If a Transportation Provider uses a wheelchair lift van for ambulatory passengers, the 

lower ambulatory rate must apply. 

 

12.7 Transportation Provider understands that MTM will not pay for: 

a) “Waiting time” charges unless specifically authorized in the Transportation 

Provider’s contract rate Schedule A, and pre-approved by MTM. 

b) Trip charges when Transportation Provider fails to either arrive at pick-up 

location in time for timely delivery to passenger’s appointment, or fails to 

actually deliver the passenger to his or her appointment on time, the result of 

which is the appointment cannot be attended or must be re-scheduled. 

c) Any additional charge if the passenger is picked up from, or dropped off at, any 

location other than the pre-scheduled MTM authorized addresses. 

d) Any additional charge if Transportation Provider diverts to other locations/stops 

for passengers other than the pre-scheduled MTM authorized addresses, 

unless specifically authorized by MTM. 

 

12.8 The month-end billing total shall be consistent with the same total of the previously 

agreed-upon weekly report totals for that month, and shall be submitted only after final 

reconciliation with MTM has been completed for the total monthly billing. 

 

12.9 Billing shall only include charges set forth in the predetermined rate set by MTM 

transmitted to Transportation Provider. 

 

12.10 Signed Transportation Provider invoices for services provided to passengers must be 

submitted after MTM reconciliation has been completed for the month, and in no event 

more than ninety (90) days after the actual date of service. Claims for services received by 

MTM more than ninety (90) days after the actual date of service will be deemed waived 

and will not be paid. 

 

12.11 Transportation Provider shall provide invoices to MTM on forms, at times, and in a manner 

acceptable to MTM. 

 

12.12 Transportation Provider will provide passenger signed trip tickets upon request as part of 

the weekly verification process. 
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12.13 Weekly reports will be used by MTM to verify Transportation Provider/passenger trip 

records. Final billing verification at month-end will be based on the information submitted 

on the weekly reports. 

 

12.14 Unless otherwise provided by contract, Transportation Provider payments of clean claims 

will be mailed U.S. Mail bi-weekly, provided Transportation Provider has timely submitted 

all reports and documentation. All claims will be either paid, denied, or suspended within 

45 days of receipt of the claim. 

 

12.15 Transportation Provider agrees to refer to MTM’s individual internal Authorization/Trip 

Number on all claims submission paperwork showing the passenger’s information relating 

to the scheduled trip, and to also refer to the Authorization/Trip Number in verbal 

conversations relating to the passenger’s scheduled trip. 

 

12.16 Transportation Provider understands disputed billings/claims must be resolved before 

payment for any disputed bill/claim can occur. 

 

12.17 Transportation Provider understands the Transportation Provider’s pricing and MTM’s 

payment is contractual and that Transportation Provider will be paid directly by MTM for 

covered/scheduled services. Transportation Provider shall not bill, or otherwise seek 

compensation for services from the transported passenger (other than collection of a co-

payment authorized by MTM where applicable) or from MTM’s Client, even in the event of 

MTM’s failure to pay Transportation Provider for services rendered. 

 

12.18 Transportation Provider understands they are only paid for loaded miles (from 

passenger’s pre-scheduled start location to pre-scheduled end location) and not for the 

distance traveled by Transportation Provider to arrive at the pick-up location, unless 

special arrangements are agreed upon by Transportation Provider and MTM in advance of 

trip. 
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Transportation Provider understands that executing a Medical Transportation Services 

Agreement and these MTM Transportation Provider Guidelines does not guarantee 

Transportation Provider any minimum number of trips and that assignment, withdrawal, and re-

assignment of all trips is within the sole and absolute discretion and control of MTM.  

Transportation Provider acknowledges that it has no property rights or legal interests in any 

particular trip or transported passenger.  

 

Transportation Provider further understands that with any violation of contract terms, MTM can 

immediately suspend assignments of passenger trips to Transportation Provider. MTM also has 

the right to discipline Transportation Provider for non-compliance with MTM Transportation 

Provider Guidelines, by restricting or reducing Transportation Provider trip assignment.  

 

Transportation Provider warrants by signing this document they have read the document in its 

entirety and have full understanding of all terms and conditions, and agrees to same. 

Transportation Provider further pledges to abide by all terms and conditions set forth herein, and 

acknowledges such by signature on the “Medical Transportation Services Agreement” and on this 

page of the “MTM Transportation Provider Guidelines” document. If Transportation Provider does 

not understand any part of this document, it is the Transportation Providers responsibility to seek 

the advice of an attorney for clarification prior to signing.  

 

MEDICAL TRANSPORTATION MANAGEMENT, INC.   

By: _______________________________________________  

Title: ______________________________________________  

Date: ______________________________________________  

By: _______________________________________________  

Title: ______________________________________________  

Date: ______________________________________________  
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Appendix A  

Basic First Aid Training must be given by a certified First Aid instructor.  

 

Defensive Driver Training must include one of the following:  

a. National Safety Council DDC-8 Training Class  

b. National Safety Council DDC-PC Online Training  

c. National Safety Council Video Self-Instruction Kit  

d. National Safety Council Self-Instruction CD-ROM Kit  

e. American Association of Retired Persons (AARP) 55-Alive Driver Safety 

Program  

f. Transportation Provider developed in-house training must include:  

i. Pre-Trip Inspections  

ii. Professional Avoidability vs. Legal Liability  

iii. Motorists/Pedestrians  

iv. Backing  

v. Intersections  

vi. Following Distance  

vii. Braking/Skids  

viii. Drugs/Alcohol/Sleep Deprivation  

ix. Courtesy  

x. Routines  

xi. Accident Procedures  

xii. On-Job Driver Demonstration   



               ATTACHMENT I 

             TO MEDICAL TRANSPORTATION SERVICES AGREEMENT 

  

        *Reference to ADA Guidelines can be found at www.ada.gov   Page 32 of 35 

Appendix B  

Driver training, both pre-service and Annual, suggested in addition to 4.3 requirements could 

include:  

a. Loading and securing persons with mobility assist devices  

b. Sensitivity training  

c. Working with passengers with all types of mental and physical disabilities  

d. Passenger relations  

e. On the road in-vehicle practical training, i.e. driving with supervision  

f. Pre/post vehicle inspection responsibilities  

g. Transporting passengers with frailties and oxygen tanks  

h. Safety issues  

i. Radio contact  

j. Review of State/Federal regulations  

k. New laws/regulations  

l. Transportation Provider internal procedures  

m. HIPAA compliance  

 

Suggested training resources:  

a. American Red Cross (ARC) for Basic First Aid and CPR  

b. Sate Department of Transportation (DOT)  

c. National Safety Council (NSC)  

d. Training given by local or regional transportation providers in your area  

e. Local fire departments (often have certified people to teach first aid)  

f. Transportation industry video tapes  

g. State and local law enforcement agencies  
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Appendix C  

Recommended equipment to carry in vehicles in addition to 6.7 requirements:  

a. Hand Cleaner ( a “waterless” cleanser is suggested)  

b. Umbrella  

c. Tire Gauge and Jumper Cables  

d. Rags and Wipes  

e. Wisk Broom, Paper Towels, Glass Cleaner  

f. Pouch with Maps  

g. Safety Manual  

h. Pre-Trip Inspection Forms  

i. Car Manual  

j. Copy of MTM Driver Guidelines  

k. Blanket  

l. Water  

m. Seat belt cutter  

 
Note: It is recommended that aerosol cans not be carried in the trunks of vehicles in hot weather.  
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Appendix D  

Daily pre-trip inspection should include:  

a. Directional lights and flashers  

b. Headlights/clearance and running lights  

c. Brake lights and tail lights  

d. Windshield wipers/washers  

e. Interior lights  

f. Horn  

g. Fire extinguisher  

h. First Aid Kit  

i. Fluid levels  

j. Tailpipe/muffler noise  

k. Fuel cap in place  

l. Mirrors  

m. Two-way Communication  

n. Tire condition  

o. Heat and/or air conditioning units operable  

p. Parking brake  

q. Door/lift operations  

r. Seat belts  

s. Door handles  

t. Speedometer and odometer  

u. General cleanliness, inside and outside  

v. Wheelchair securement devices  
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Appendix E  

Daily Trip/Log Sheet Information/Documentation Must Include the Following:  

a. Transportation Provider’s Name  

b. Driver’s Name Printed  

c. Driver’s Signature  

d. Driver’s License Number  

e. Passenger’s Signature (for each leg of trip)  

f. Passenger’s Name Printed  

g. Date  

h. Pick-up Address  

i. Scheduled Pick-up Time  

j. Pick-up Arrival Time  

k. Pick-up Departure Time  

l. Drop Off Time  

m. Drop-off Address  

n. Identification of whether the leg is a “To” or a “From”  

o. Number of Additional Passengers  

p. Ages of Additional Passengers  

q. Place to Document No-Shows  

r. Attendants Name and Signature (if applicable)  

s. Ambulatory ___ Wheelchair ___ or Stretcher ___  

t. The MTM internal Authorization/Trip number unique to each trip  

u. Vehicle ID Number 

 


