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D09-007 – Procedure
May 1, 2009
	TO:
	DDD Regional Administrators
DDD Field Services Administrators

DDD Supervisors

DDD Case Resource Managers

	FROM:
	Linda Rolfe, Director, Division of Developmental Disabilities

	SUBJECT:
	CLIENT RESPONSIBILITY REIMBURSEMENTS

	Purpose:
	To detail the procedures for making reimbursements to DDD clients when they have overpaid Client Responsibility in a DDD Group Home, Adult Family Home (AFH), or Adult Residential Center (ARC).  This bulletin does not apply to children in foster care.

	Background:
	Prior to the January 1, 2009 issuance of DDD Policy 6.06, Client Responsibility, all reimbursements to clients for Client Responsibility overpayments were made by adjusting the Client Responsibility amount on an existing authorization for service.  DDD Policy 6.06 requires that certain reimbursements be made by authorizing a payment directly to the client.

	What’s new, changed, or Clarified
	Effective May 1, 2009, if a full reimbursement for overpaid Client Responsibility cannot be made by making an adjustment to the authorization in the following month, a payment must be made directly to the client.
Reimbursement payments to clients will be made by DDD Central Office only.

	ACTION:
	· When a Client Responsibility overpayment is discovered the Case Resource Manager (CRM) or Supervisor will contact the DDD SSPS Program Manager to discuss the issue.

· If it is determined that a payment must be made to the client, the DDD SSPS Program Manager will direct the Field Services staff to set up an SSPS ‘Provider File’ in the client’s name so that a payment can be made through SSPS.

· The DDD SSPS Program Manager must receive the following information by email:

· The client’s name and SSPS ‘Provider File’ number;
· The residential setting where the overpayment occurred;
· Funding source of the residential service (waiver, MPC, or state-only);
· The total amount owed to the client; and
· The client’s current resources if the amount owed is over $1000.
· The DDD SSPS Program Manager will authorize payment to the client and send verification of the authorization to the CRM for the client file.

	Related REFERENCES:
	DDD Policy 6.06, Client Responsibility 

	ATTACHMENT(S):
	None

	CONTACT(S):
	Linda Lunsford, Program Manager
360/725-3440, lunsfll@dshs.wa.gov
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