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DDA MANAGEMENT BULLETIN
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April 7, 2020

	TO:
	DDA Field Services Staff

	FROM:
	Debbie Roberts, Deputy Assistant Secretary
Developmental Disabilities Administration

	SUBJECT:
	New DDA Contract Option for Purchasing Goods and Services under CFC, PASRR, and RCL

	PURPOSE:
	To inform field services staff that a new contract is available for purchasing assistive technology goods and necessary household goods and items

	BACKGROUND:
	The Purchasing Goods and Services contract is intended to provide assistance and support to eligible clients enrolled in Community First Choice (CFC), Preadmission Screening and Resident Review (PASRR), and Roads to Community Living (RCL) by purchasing assistive technology and necessary household goods and items.

For information about contracts for assistive technology, see D19-026.
For information about contracts for Specialized Equipment and Supplies, see H16-019.

	WHAT’S NEW, CHANGED, OR CLARIFIED:
	This new contract allows reimbursement to a provider for purchasing:

· Assistive Technology (AT) Goods refers to adaptive and assistive items, devices, equipment, and product systems that increase a client’s independence, improve or maintain a client’s functional ability, or substitute for human assistance to the client.

· Assistive Technology (AT) Services directly assist clients and their caregivers to select, acquire, and use assistive technology. Services include consultation for the correct type of AT goods, set-up, evaluations, repair, and short-term training on the use and maintenance of goods purchased under this service.

· Community Transition Services refers to non-recurring set-up expenses for clients who are transitioning from an institutional setting to a living arrangement in a home or community-based setting where the client is directly responsible to set up his or her own home  and will be receiving CFC services. CTS funds are used for a one-time package of services and are completed within 30 days of discharge. 

· Allowable expenses are those necessary to enable a person to establish a basic household that do not constitute room and board except first month’s rent and deposit.  This may include essential household furnishings, such as furniture, window coverings, basic kitchen supplies, bed and bath linens, and other basic items essential for living in the community. See WAC 388-106-0270 and the Long-Term Care Manual, Chapter 7b. 

Note: The community transition services can’t be used if the client is on RCL and moving into a setting where they will be receiving services besides CFC.

Regional contracts staff will execute the Purchasing Goods and Services contract in the local office. 

Qualified contracted providers will be: 

1. Compensated for the time spent purchasing or issuing payment; and

2. Reimbursed for the actual amount spent on goods or services.

All purchasing tasks performed with or without the client present will be compensated at a standardized, statewide rate of $8.00/OF or 15 minutes ($32.00/hour). The purchasing service code SA266-U1 Purchasing Goods and Services has been reconfigured in ProviderOne to the standardized rate. 

Providers must submit an invoice or the attached tracking form to case managers to justify the amount of reimbursement they are requesting. 

Providers can only make purchases and bill their time for one client at a time and must not be reimbursed for mileage.

To be reimbursed for purchases and payments made on behalf of a client, a provider must use a financial business account (e.g., credits or checks).

	ACTION:
	Below are the steps to follow when authorizing payment under this contract.

Case resource managers must do all of the following:

1. Review Agency Contracts Database (ACD) to confirm the provider has a Purchasing Goods and Services contract in “signed” status.

2. Obtain a written itemized quote from the contracted provider that includes:

a. The most appropriate and cost-effective items and services;
b. The anticipated dates of service; 
c. The estimated time it will take; and 
d. The presumed total cost prior to the items and services being provided. 

3. Create an authorization in CARE using the appropriate service code below and modifier and keep the authorization in “reviewing” status. Reviewing status allows the service line to be submitted to ProviderOne, but not to be claimed or paid. 

· Use ProviderOne service code SA266-U1 to pay for the provider’s time spent making purchases with or without the client present.

· Use ProviderOne service code SA075-U1 to pay for the AT item.

· The compensation for time spent making purchases with or without the client present and the cost for the AT item will be deducted from client’s CFC State Fiscal Year of $550.

If the purchase is for community transition services for necessary household goods or items for a client transitioning from an institution to a home and community-based setting: 

· Use ProviderOne service code SA266-U1 to pay for the contractor’s time spent making purchases with or without the client present.

· Use ProviderOne service code SA296 to pay for household goods and items, such as basic kitchen supplies, bed and bath linens, furniture, and window coverings.

· Use ProviderOne service code SA297 to pay for services, such as a security deposit, set-up fees, and utility hook-up charges.

· The compensation for the time spent making purchases and for the cost of necessary household goods and services is deducted from the $850 maximum allowable for transition items and services.

4. Change the status of the authorization to “approved” after confirming with the client, NSA, or legal representative that the items or services were received. This will allow the provider to claim for the one-time payment to be issued. The total amount can be adjusted if the cost of the item or service, or the amount of time the provider needed, ended up being slightly different from what the quote on the invoice indicated. If the provider asks to bill for more than what they quoted, the CRM must use their professional judgment to determine if the request is reasonable.   

	ATTACHMENTS:
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	CONTACTS:
	Pon Manivanh
Community First Choice Program Manager
manipon.manivanh@dshs.wa.gov
360.407.1572

Jaime Bond
State Plan Unit Manager
jaime.bond@dshs.wa.gov
360.407.1567

Terry Hehemann
PASRR Program Manager
terry.hehemann@dshs.wa.gov
360.407.1560

Tom Farrow
Transition Unit Manager
tom.farrow@dshs.wa.gov 
360-407-1562
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DSHS Contract Number:

ﬁ V Washington State CLIENT SERVICE CONTRACT Click here to enter text.

Department of Social Resulting From Solicitation Number:
& Health Services Click here to enter text.

Transforming lives Purchasing Goods & Services

Program Contract Number:

This Contract is between the State of Washington Department of Social Click here to enter text.

and Health Services (DSHS) and the Contractor identified below. Contractor Contract Number:
CONTRACTOR NAME CONTRACTOR doing business as (DBA)

Click here to enter text. Click here to enter text.

CONTRACTOR ADDRESS WASHINGTON UNIFORM DSHS INDEX NUMBER

BUSINESS IDENTIFIER (UBI)
Click here to enter text.

Click here to enter text., Click here to enter text. Click here to | Click here to enter text. Click here to enter text.
enter text.

CONTRACTOR CONTACT CONTRACTOR TELEPHONE CONTRACTOR FAX CONTRACTOR E-MAIL ADDRESS
Click here to enter text. Click here to enter text. Click here to enter text. Click here to enter text.
DSHS ADMINISTRATION DSHS DIVISION DSHS CONTRACT CODE

Click here to enter text. Click here to enter text. Click here to enter text.

DSHS CONTACT NAME AND TITLE DSHS CONTACT ADDRESS

Click here to enter text. Click here to enter text.

Click here to enter text. Click here to enter text., Click here to enter text. Click here to enter text.
DSHS CONTACT TELEPHONE DSHS CONTACT FAX DSHS CONTACT E-MAIL ADDRESS

Click here to enter text. Click here to enter text. Click here to enter text.

IS THE CONTRACTOR A SUBRECIPIENT FOR PURPOSES OF THIS CONTRACT? | CFDA NUMBER(S)

Click here to enter text. Click here to enter text.

CONTRACT START DATE CONTRACT END DATE CONTRACT MAXIMUM AMOUNT

Click here to enter text. Click here to enter text. Click here to enter text.

EXHIBITS. The following Exhibits are attached and are incorporated into this Contract by reference:
[] Exhibits (specify):
[] No Exhibits.

The terms and conditions of this Contract are an integration and representation of the final, entire and exclusive
understanding between the parties superseding and merging all previous agreements, writings, and communications, oral
or otherwise, regarding the subject matter of this Contract. The parties signing below represent that they have read and
understand this Contract, and have the authority to execute this Contract. This Contract shall be binding on DSHS only
upon signature by DSHS.

CONTRACTOR SIGNATURE PRINTED NAME AND TITLE DATE SIGNED

Click here to enter text.

DSHS SIGNATURE PRINTED NAME AND TITLE DATE SIGNED

Click here to enter text.
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DSHS General Terms and Conditions

Additional General Terms and Conditions — Client Service Contracts:
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Special Terms and Conditions

1. Definitions. The words and phrases listed below, as used in this Contract, each have the following
definitions:

a. “Assistive Technology (AT) Goods” means adaptive/assistive items, devices, pieces of equipment,
or product systems used to increase a Client’s independence, improve or maintain a Client’s
functional ability, or to substitute for human assistance to the Client.

b. “Assistive Technology (AT) Services” means services provided to directly assist the Client and their
caregiver(s) to select, acquire and use the technology. AT Services include the following:
consultation for the correct type of AT, set-up, evaluations, and short-term training to the Client and
their caregiver(s) in the use, maintenance or repair of the AT equipment purchased under this
service.

c. “Authorized” means approved by DSHS as evidenced by an authorization created by the Case
Manager or approved by a DDA PASRR Assessor in ProviderOne.

d. “Case Manager’ means the DDA Case Resource Manager assigned to a Client or DDA PASRR
Assessor assigned to a client.

e. “Client” means an individual whom DSHS has determined financially and functionally eligible to
receive services or has been determined eligible by DDA to receive PASSR services.

f. “Community Transition Services (CTS)” means non-recurring set-up expenses for a Client who is
transitioning from an institutional setting to a living arrangement in a home-and-community-based
setting where the Client is directly responsible for their own living expenses.

g. “DDA” means the Developmental Disabilities Administration within DSHS.

h. “Person-Centered Service Plan” means a written plan, which identifies ways to meet the Client
goals and assessed support needs, as well as the most appropriate services as described in Title
388 WAC and/or Title 74 RCW or a PASRR Level Il, a type of assessment performed by DDA for
PASRR clients.

i. “ProviderOne” means the Washington State Medicaid Management and Information System, which
is the payment system used for all Medicaid services.

j.  “Purchasing Services” means assisting a Client to obtain assistive technology or goods for
community transition services identified in the Person-Centered Service Plan. If applicable, this
service may include transportation for the client to participate in purchasing the item. The
Contractor must meet qualifications for transportation.

k. “Transportation” means transporting a Client from one location to another for the purpose of
purchasing goods authorized in the Client’s Person Centered Service Plan.

2. Purpose. The purpose of this Contract is to provide assistance and support to Clients with the
purchasing of assistive technology goods to increase the Client’s independence or substitute for human
assistance, and assist with purchasing necessary household goods/items to help stabilize community
living for eligible Clients discharging from an institutional setting to a home and community based
setting.
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Special Terms and Conditions

3. Provider Qualifications. The Contractor shall meet the following minimum qualifications:

a. A current Washington State Business License or a valid explanation of why the person is exempt
from registering the business with the state of Washington.

b. The Contractor and any employees of the Contractor must maintain all necessary license
registration and certification as required by State statues or regulations.

c. Contractors who provide purchasing and payment services must use a financial business account
(i.e. credit cards or checks) to make purchases on behalf of Clients which will be reimbursed.
Contractors personal financial accounts may not be used.

d. Contractors who provide transportation services must meet the following qualifications:

(1) Operate and maintain the transportation vehicles in a manner consistent with protecting and
promoting the Client health and welfare.

(2) Have a current, active driver’s license, or employ drivers who have current drivers’ licenses,
appropriate to the operation of the vehicle(s) utilized in the transport of Clients.

(3) Have applicable Business Automobile Liability Insurance as described in this Contract before
providing transportation.

4, Statement of Work. The Contractor shall provide the services and staff, and otherwise do all things
necessary for, or incidental to the performance of work, as set forth below:

a. All services below are only to be provided as authorized by Case Manager and in accordance with
the Client’s Person-Centered Service Plan. Additionally, all services listed below must be provided
in a manner consistent with protecting and promoting the Client’s health and welfare, and
appropriate to the Client’s physical and psychological needs.

b. Duplicative services are not allowed for the same Client when other providers are performing the
same or similar service(s).

c. The Contractor may provide any or all of the following services when qualifications are met:

(1) Community Transition Services: The Contractor shall provide assistance to set-up non-
recurring expenses and to assist with purchasing necessary household goods/items for Clients
who are transitioning from an institutional setting to a living arrangement in a home-and-
community-based setting where the Client is directly responsible for his or her own living
expenses. Allowable expenses are those necessary to enable a Client to establish a basic
household that does not constitute room and board and may include the following:

(a) Security deposits that are required to obtain a lease on an apartment or home, including first
month’s rent;

(b) Essential household furnishings and moving expenses required to occupy and use a
community domicile, including furniture, window coverings, food preparation items, and
bed/bath linens;

(c) Set-up fees or deposits for utilities and/or service access, including telephone, electricity,
heating, water, and garbage;
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Special Terms and Conditions

(d) Services necessary for the Client’s health and safety, such as pest eradication and one-time
cleaning prior to occupancy;

(e) Moving expenses; and
(f) Activities to assess need, arrange for, and procure needed resources.

(2) Purchasing: Purchasing services must only be provided to eligible Clients as authorized in the
Client’s Person-Centered Service Plan. For Contractors who provide purchasing and payment
services, the Contractor must;

(a) Make purchases only after authorized by the Case Manager;
(b) Not be reimbursed for any purchases that are not clearly authorized by the Case Manager;
(c) Obtain input from Client before making purchases;

(d) Provide a written, itemized quote for the most appropriate and cost-effective goods to meet
the Client’s need;

(e) Provide paper or electronic receipts signed by Client to Case Manager for all purchased
items verifying that Client has received the item(s) prior to reimbursement;

(f) Provide Case Manager with receipts and other documentation if items are returned or
exchanged. If items are returned, Contractor must return payment to Case Manager
following the ProviderOne recoupment process;

(g) Be responsible for arranging transportation/delivery of items to Client’s appropriate location;

(h) Be responsible to replace the goods if items are lost, stolen, or broken prior to providing the
goods to the Client;

(i) Arrange for the repair of the purchased goods. Reimbursement for repairs will be made after
Client receives the repaired goods and the Case Manager receives the original receipt
signed by the Client for repairs made; and

(i) Assist the Client in rectifying any unresolved issues associated with purchased goods.

(3) Transportation: Transportation services must only be provided to eligible Clients as authorized
in the Client Person-Centered Service Plan. The Contractor must:

(a) Provide Clients with transportation who choose to participate in the purchase of assistive
technology goods or household goods/items if a Client has been approved to receive
Assistive Technology or Community Transition services. The Contractor shall allow the
Client’s caregiver to accompany the Client at no extra cost if the Client needs assistance
during the trip or at the destination. Transportation provided under this Contract shall not
replace Transportation Services to medical care provided under the Medicaid transportation
brokerage.

(b) Be responsible for the entire performance of the Transportation Services in accordance with
federal, state, and local ordinances, statutes, and regulations.
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Special Terms and Conditions

(c) Maintain transportation records to document the dates, times, destinations, and distances of
each Client’s Transportation Services. Upon request, the Contractor shall make the records
available to DSHS or DSHS/designee for review and audit.

5. Consideration. DSHS shall pay the Contractor for Purchasing, Shopping, Transportation, and/or
Transition services at the published rate. Current rates are published at:
https://www.dshs.wa.gov/altsa/management-services-division/office-rates-management

a. DSHS will only reimburse the Contractor for the number of units of service authorized and provided
per client.

b. The Contractor shall be reimbursed $8.00 per 15 minute units for the time spent completing tasks
under this contract (including, but not limited to shopping, arranging for set-up, and transportation).

c. The Contractor shall be reimbursed for the actual cost of goods purchased not to exceed the
approved itemized quote.

d. The Contractor shall be reimbursed for the set-up of non-recurring expenses for Clients who are
transitioning from an institutional setting to a living arrangement in a home-and-community-based
setting.

e. The rate established in this Contract is subject to change and does not require a contract
amendment. The rates will be adjusted accordingly and incorporated into this Contract on the date
the rate(s) become effective.

6. Billing and Payment. The Contractor shall bill for authorized services using the ProviderOne Payment
system which is the state of Washington’s Medicaid management system.

(a) Billing instructions are located at https://www.hca.wa.gov/billers-providers-partners/prior-
authorization-claims-and-billing.

(b) The Contractor agrees to meet the following requirements to obtain payment or reimbursement:
(1) The Client has selected the Contractor to provide services at the established rate;

(2) The Contractor has provided services to the Client which are included in the Client’'s Person-
Centered Service Plan, authorized by DSHS and has complied with all applicable laws and
regulations; and

(3) The Contractor has turned in the payment invoice on time and on the form provided by DSHS.

(c) The monthly payment for all services provided to any Client will not exceed the amount authorized
in the Client’s Person-Centered Service Plan and in ProviderOne.

(d) Contractor is responsible for notifying DSHS and ProviderOne of a change to the Contractor’s
address.

(e) DSHS will only reimburse the Contractor for authorized services and purchase of goods provided to
Clients in accordance with this Contract’s Statement of Work and the Client’s Person-Centered
Service Plan. If DSHS pays the Contractor for any other services or purchases, the amount paid
shall be considered an overpayment, and must be returned to the Department.
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Special Terms and Conditions

(f) DSHS will reimburse the Contractor for the actual cost of goods received by the Client as
authorized by the Client Person-Centered Service Plan; receipt and verification of all necessary
documentation must occur prior to reimbursement.

(g) The Contractor shall not be reimbursed for mileage to, from or between Clients; this is included in
the established rate above. Transportation costs when performing authorized transportation
services with a Client will be compensated in the rate established above.

(h) Administrative functions, such as record keeping, travel to work site, billing, and report development
are not billable as separate services but are included in the established rate schedule.
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Purchasing Tracking Form


Client’s Name: _______________________________



Provider’s Name: _____________________________



Provider P1 Number:__________________________













		Date

M/DD/YY

		

Cost of Items

		Total units worked including transportation time (15 min per unit)

		Describe activities, items purchased, and services provided



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		









Instructions:

1. Services must be authorized by the case resource manager prior to providing them. 



2. Complete and submit a separate tracking form for each client you serve. Include all the dates and tasks for which you will claim on a single tracking form for each client (do not submit a separate tracking form for each task).  Agencies must include the name of the Shopper who worked with the client on the date associated with the task performed. 



3. Include on the form: The date you did each task, the cost of the item (if applicable), the amount of time, in 15 minute increments that you spent on the task and a description of the activity. Be sure to provide detailed information to support what you have done. 



4. You may only bill for services after they have been provided.



5. Prior to billing, add all units work for the billing period.  



6. Submit to the authorizing Case Resource Manager. You may claim upon submission. 
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