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D12-018 – Procedure
October 23, 2012
	TO:
	Regional Administrators

Field Service Administrators

Supervisors

Case Resource Managers

Social Workers

Administrative Support Staff

	FROM:
	Linda Rolfe, Director, Division of Developmental Disabilities

	SUBJECT:
	USE OF DDD SELF-ADDRESSED, POSTAGE PAID ENVELOPES

	Purpose:
	To provide clarification to Division staff on when to use DDD self-addressed, postage paid envelopes.

	Background:
	It has been determined that regional procedures are not consistent regarding the use of DDD self-addressed, postage paid envelopes when sending documents to DDD enrolled participants that require a response.

	What’s new, changed, or Clarified:
	DDD staff will use self-addressed, postage paid envelopes in correspondence to DDD enrolled participants and their legal representatives when a response from them is requested.

	ACTION:
	· Effective immediately, DDD staff will include a self-addressed, postage paid envelope when sending documents to DDD enrolled participants that require a document be returned to the office for processing.
For example, an Individual Service Plan (ISP) will be sent to a DDD enrolled participant with a self-addressed, postage paid envelope to be used to return the signed signature page to the assigned Case Resource Manager or Social Worker.

· DDD self-addressed, postage paid envelopes are NOT to be sent with intake/eligibility packets.  It is the individual’s responsibility to return these documents for consideration.
· Use of self-addressed, postage paid envelopes will continue to be used for training registrations.

	Related REFERENCES:
	None

	ATTACHMENT(S):
	None

	CONTACT(S):
	Marci Arthur, Mental Health Program Manager

360/725-3406
marci.arthur@dshs.wa.gov
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