
 
Quick Reference Guide                       
to County Process 
Clark County Community Services          
Developmental Disabilities Program  

 

  



1 

Table of Contents 

MISSION STATEMENT & GUIDE OVERVIEW ............................................................................................................. 2 

COUNTY CONTACT INFORMATION .............................................................................................................................. 2 

INFORMATION FOR ALL PROVIDERS ...................................................................................................................... 3 

BILLING ......................................................................................................................................................................... 4 

COUNTY INVOICES .................................................................................................................................................. 5 

COUNTY SERVICE AUTHORIZATIONS (CSA) ............................................................................................... 6 

SAMPLE CSA ................................................................................................................................................................. 7 

CSA – TERMINATION OF SERVICES ................................................................................................................. 8 

INCIDENT REPORTS ................................................................................................................................................ 9 

GENERAL COMMUNICATION & CONFIDENTIALTY ............................................................................... 9 

DOCUMENT SUBMISSION ................................................................................................................................... 10 

INTERPRETER REQUESTS ................................................................................................................................... 12 

TRANSLATION REQUESTS .................................................................................................................................. 13 

INFORMATION FOR ADULT SERVICE PROVIDERS........................................................................................ 14 

LONG TERM SUPPORTS........................................................................................................................................ 15 

SHORT TERM EXCEPTION (STE) & EXCEPTION TO RULE (ETR) REQUESTS .............................. 15 

ADDITIONAL HOURS REQUESTS .................................................................................................................... 16 

INDIVIDUALIZED TECHNICAL ASSISTANCE (ITA) ................................................................................. 17 

ITA EXTENSIONS/ADDITIONAL HOURS ..................................................................................................... 18 

 

  



2 

MISSION STATEMENT & GUIDE OVERVIEW 
 

The mission of Clark County government is to enhance the quality of life in our diverse community by providing 
services with integrity, openness and accountability. 

 
Clark County Developmental Disabilities Mission Statement  
Clark County will assist all people with developmental disabilities to achieve full, active, and productive lives.   
 
We value our partners and providers!   
 
This guide was created to support our providers by providing a quick reference to County processes and 
procedures. 
 

COUNTY CONTACT INFORMATION 

 
Office Aide    Office Assistants  
Alex Koval - 564.397.7829  Cheri Osterman - 564.397.7833 Trudi Cumberbatch - 564.397.7846 
alex.koval@clark.wa.gov   cheri.osterman@clark.wa.gov  trudi.cumberbatch@clark.wa.gov 
 
Program Coordinators       Program Manager 
Angela Gomez – 564.397.7825  Kristin Wade – 360.635.3370  Patricia Buescher - 564.397.7826 
angela.gomez@clark.wa.gov  kristin.wade@clark.wa.gov  patricia.buescher@clark.wa.gov  
 
 

 

  
This Photo by Unknown Author is licensed under CC BY-NC-ND 

mailto:alex.koval@clark.wa.gov
mailto:cheri.osterman@clark.wa.gov
mailto:trudi.cumberbatch@clark.wa.gov
mailto:angela.gomez@clark.wa.gov
mailto:kristin.wade@clark.wa.gov
mailto:patricia.buescher@clark.wa.gov
http://kairosct.com/home/contact/
https://creativecommons.org/licenses/by-nc-nd/3.0/
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INFORMATION FOR 
ALL PROVIDERS 

  



4 

BILLING 

 
On the 1st day of the month or earlier, a billing spreadsheet called the Care Management Information System 
(CMIS) will be uploaded to the County file sharing system (Serv-U) to complete and submit to the county to bill 
for services provided to each customer.  
  
Per contract, contractors are required to submit their CMIS with a county-issued invoice by the 10th day of 
each month for the prior month.  
 
Unless otherwise requested, IE, CI and ITA providers, do not need to submit additional billing documents with 
billing (i.e. internal invoices, etc.).   
 
*For Employment and Community Inclusion providers - a list of customers which contractor did not have face 
to face contact, identifying the reason no services were provided and a plan for reengagement for that billing 
month is also required to be submitted with billing. 
 
**Training or other types of reimbursement must have prior approval from your assigned County Coordinator 
and supporting documentation requested by coordinator.  Details of documentation necessary will be provided to 
you in advance.  If clarification is needed, please connect with your assigned County Coordinator. 
 
 

Monthly Billing Email/Submission 

When your billing is uploaded, an email will be sent with the following instructions. 

 

1. Please review the spreadsheet as soon as possible. If someone appears on your spreadsheet that should 
not be or if someone needs to be added, please send an encrypted email to your county contact person, 
and CC Cheri Osterman, with the person's name, ADSA ID number and the change needed before filling 
out the billing and service information. We will update our records, your spreadsheet, and resend. 

 

2. Complete the billing and service information, per your data dictionary. If you do not have a data 
dictionary or need a new one, please contact Cheri Osterman. 

 

3. Upload the completed/revised/renamed file to Serv- U, by the 10th of the month. 

 

Due to multiple CMIS files being kept in one folder please use the following file naming structure: 

[Contractor Name] [Type of Service] [MthYY] [Sender Initials] [Date Sent] 

EXAMPLE - EO IE JAN23 ZZ 1.10.23 

The file name structure is already set when it is uploaded by Clark County, to have the Contractor Name, 
Type of Service, Month & Year, ORG (indicating it’s the original of the month).  

All that the contractors need to change is the ORG to the [Sender Initials] [Date Sent] 

 

4. Upload your Invoice and any other required reports or documents to Serv-U by the 10th of the month. 

 

5. Once you have downloaded the file(s) from Serv-u, you may delete the file(s). 
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COUNTY INVOICE 
 

The county invoices are provided to you by your assigned County Coordinator.  Each invoice has a 
unique/assigned CV#, which is specific to each monthly billing submission.  Each county invoice is tracked 
within the internal finance systems and can only be used one time. 
 

If you require additional copies of invoices, please email your request to your assigned county coordinator.   
 

*Per contract, invoices shall adequately identify services being billed, the month and year of service, the contract 
number, and be categorized by statement of work/work order.   
 

See the sample invoice below for details.  

 

 

  
  

BARS CODES 
These are the most 

frequently used 
codes, but there are 

more codes for other 
services.  Please 

connect with your 
county coordinator if 

code you need for 
billing is not listed 

SERVICE 
DESCRIPTION 
Some services will 
use the same code 

for billing (i.e. 
Mentoring/QA for 
concurrent services 

is also .31).  You 
will need to add the 

correct service 
name for billing and 
align it to bars code. 
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• Contractors will utilize individual case notes created for each 
service/customer to correlate with all service hours billed to 
the County.  
 

• The Contractor certifies that work for services billed under 
this Contract does not duplicate any work to be charged to 
any other source. 

COUNTY SERVICE AUTHORIZATIONS (CSA) 
 

County contractors will receive County Service Authorizations (CSA) to begin services with customers.  These 
Authorizations are sent to contractors via email and provide details about customer, including contact 
information, number of authorized hours and date service is authorized.  See sample CSA on next page for 
reference. 
 

The CSA is created after DDA authorizes services for customers and must be maintained in your customer file 
system.  The same CSA will be sent to the county when services are terminated for the customer.  

 

Upon receipt of the CSA, the Contractor will: 

 review AND: 

• Download CSA from file sharing program (Serv-U) then delete the document from the folder. 

• If approving new referral, sign and return to County within 5 business days via file sharing program (Serv-
U).   

• CSAs electronic file name remains the same as when it was sent. The CSA file names consist of the 
following information (in the following order) and are kept in the county customer e-file: 

1. the customer ADSA #  

2. the customer initials 

3. the service type (IE, CI, ITA or CDS)  

4. name of document (CSA)  

  EXAMPLE – 123456 AA IE CSA 

• If contractor prints the CSAs to sign and scans to email to county, please ensure that CSAs are not 
scanned together in one batch.  CSAs must be scanned individually and uploaded separately with the 
correct file name (see above), as the county saves each CSA separately in customer e-files. 

 

Additional Information for IE/CI/ITA CSAs Only 
The DDA Person Centered Service Plan (PCSP) created by the assigned DDA Case Resource Manager (CRM) is 
the driver for service. The amount of service the customer receives should match the County Service 
Authorization and updated Planned Hours information. 
 

A new CSA will not be provided if hours change.  Notification of hours changes will be sent to provider via email 
and may be updated by provider by writing it on the CSA or within internal databases. 
 
Additional Information for ITA CSAs Only 
For ITA Contractors, the number of units per month on the county service authorization indicates the total 
hours for the authorization period. If the Contractor identifies a need for additional hours or to extend the 
timeframe, see ITA provider section on pages 18-19. 
 

  

 
  

ADDITIONAL 
CONTRACT 

REQUIREMENTS 
REGARDING  

BILLING 
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SAMPLE CSA 

 
 
 

 

 

• Upon receipt of the county service authorization, the 
Contractor shall contact the customer to complete intake 
information. Releases of information shall be requested for 
previous service providers.  

• Contractor shall obtain information about previous services 
within 15 days of the authorization start date. 

  

ADDITIONAL 
CONTRACT 

REQUIREMENTS 
REGARDING  

CSAs 
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CSA – TERMINATION OF SERVICES 
 

When services end for customers, the Contractor will complete the Service Termination Section on the original CSA 
and will 
 

• Upload to county file sharing program (Serv-U) 
 

• Ensure the CSAs electronic file name remains the same as when it was received/approved (see CSA on 
pg. 2 for file name example) 

 

• Use one of the listed termination reasons (if none apply, please contact assigned coordinator) as these are 
options in the county database.  

 

• Per contract, providers are to submit CSA termination within 5 days of termination of services (for ITA 
providers, a final report (or the PCP) needs to be sent with the CSA termination.  

 

 
  

Termination Reason List 

• Active authorization 

• Authorization denied 

• Authorization in process 

• Changed service to community inclusion 

• Changed Service to community protection 

• Changed service to individual employment 

• Closed in error & reopened - no approval needed 

• Closed in error/reopened-see new authorization 

• Customer aged out of program 

• Customer changed providers 

• Customer decision 

• Customer lost funding 

• Customer met goals 

• Customer moved out of area 

• Customer moved out of state 

• Customer passed away 

• Customer retired 

• Guardian choice 

• Health reasons 

• Non-Participation 

• Parent decision 

• Service complete 

• Service inappropriate at this time 

• Service opened with incorrect provider 

• Service opened with incorrect service type listed 
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INCIDENT REPORTS 
 

Complete notification and a written incident report within the timeframes indicated in DDA Policy 6.08 and 
submit to Clark County, DDA case management, and other agencies as appropriate.  The report shall be filed on 
the Clark County Incident Reporting form. 
 

View DDA Policy 6.08 
 

Incident reports timelines are different based on the reason for reporting and Policy 6.08 outlines these 
requirements. Incident reports must be made to the county within the timeline identified in policy and on the 
county approved form.   
 

Submit incident reports to dd.reporting@clark.wa.gov, your assigned county coordinator and the DDA CRM.  
Notification/submission may need to include other entities based on the nature of the incident. The form 
requires that you identify who has received the report and if it required a call to CPS/APS/law enforcement.   
 

GENERAL COMMUNICATION & CONFIDENTIALTY 
 

Ensuring we are compliant with confidentiality is essential in email and phone communication.  Encrypted email 
supports emailing customer names and ADSA ID within the body of the email, but not in the subject line.   
Please do not list customer name in the subject line, instead use the following examples to ensure confidentiality 
in communication with partners.  
 
Email Subject Line 
Customer Initials – what the email is regarding  

EXAMPLE  
AB – STE Request  

 
Phone Communication 
If you are calling regarding a customer and need to leave a message, do not use the full customer name.  Instead 
you may provide customer initials.   
 

*Data Security Contract Requirements - Phones: when leaving messages only use initials. Minimal necessary info. 
 
County Response 
The county strives to respond to your requests/questions within 2 business days.  If the person you are sending a 
request or question to is out, you will receive an automated response providing details of who to contact in their 
absence.  If you do not hear back with 2 business days or do not receive an out-of-office message, please resend 
your request/question again.  Please consider urgency of the matter and follow-up accordingly.  Contact 
information is listed on page 2 of this guide. 
 
Provider Response 
Contract requirements regarding communication are as follows – Contractor communicates directly with the 
assigned County Program Coordinator on issues related to service provision and/or funding for supported 
customers.  All required submissions regarding this Contract shall also be directed to the assigned County 
Program Coordinator, including communication regarding planning, exceptions to policy, and incidents.  The 
Contractor shall return all phone calls and emails within 2 business days. 
 
 
 
 
 
 

https://www.dshs.wa.gov/sites/default/files/DDA/dda/documents/policy/policy6.08.pdf
mailto:dd.reporting@clark.wa.gov
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DOCUMENT SUBMISSION – FILE SHARING PROGRAM 
 

The county has a file-sharing program (currently Serv-U) that allows you to upload and download documents, 
however each type of document submission is covered in this guide and will be specific to that type of document 
and process. The county document submission process allows for the team to process and file documents as they 
are submitted to the county in a secure way.  
 
The designated individuals at your agency will receive an email notification when documents are uploaded to 
specific folders and subfolders. If you are receiving notifications that you should not be, please email 
DDTechSupport@clark.wa.gov 
 
Serv-U Process & Notifications 
Each agency should have access to the folders shown below when logged in to Serv-U (it may look different for 
some agencies).  You should be able to open each one and upload (share to county)/download (sent from 
county) to each folder.  See the user guide created by IT for details on how to navigate/upload/download within 
these folders.  
 

 
 
Folder Descriptions/Information 

• Once you have downloaded a file, we ask that you delete it from the folder. 

• All files in all folders will expire after 30 days of upload.  
 
Billing – This folder will be used by agencies to download all files/documents sent by the county regarding 
billing.  Agencies will upload billing documents including but not limited to (completed CMIS, invoice, 
supporting documentation, etc.)  
 
County Service Authorizations (CSA) – This folder has the following subfolders (it is the only folder that 
contains subfolders) 

 
1 - Unsigned (new) CSAs – This folder will be used by the county to provide agencies with CSAs – agencies will 

download the files in the folder, then delete the document.   
2 - Signed (approved) CSAs – This folder will be used by agencies to return signed/approved CSAs – the county 

will download the files, then delete the document. 
3 - Termination CSAs – This folder will be used by agencies for Terminated CSAs – the county will download the 

documents, then delete the document. 
 
Customer Documents – This folder can be used by the county and agencies to share customer documents 
including but not limited to Employment Plans, STE/ETR requests, ITA requests, Incident Reports, etc. 

mailto:DDTechSupport@clark.wa.gov
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TECHNICAL SUPPORT – FILE SHARING PROGRAM 
 

If you are experiencing technical difficulties with the file sharing program (currently Serv-U), the county has set 
up an email address to support your work within this system. 
 
Send email to - DDTechSupport@clark.wa.gov if you are… 

• experiencing any technical issue(s) 

• need to add or remove users  

• require password support  

• changes to email notifications 

• having issues with documents within folders 

• or any other support needs 
 
The county IT department has shared a User Guide for additional support and technical information, and it has 
been provided to all contractors.  Updates and copies can be accessed at https://clark.wa.gov/community-
services/provider-resources 
 
For more information about operating within the file sharing program, please refer to the user guide.  
 

 
  

mailto:DDTechSupport@clark.wa.gov
https://clark.wa.gov/community-services/provider-resources
https://clark.wa.gov/community-services/provider-resources
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INTERPRETER REQUESTS 
 

For Interpreter Services the county works with NWI Global.  
 

For all requests for interpreters (spoken language requests) agencies will designate one individual within their 
agency to make these requests. 
 

Interpreter requests should be sent to angela.gomez@clark.wa.gov and dd.reporting@clark.wa.gov 
Include your assigned county coordinator, if that is not Angela and include the following minimal 
information (more information will need to be provided once approved, see details below): 
 

 Email subject line: Customer Initials -Interpreter Request  
o Customer Initials  
o Date of Encounter 
o Language Requested  
o Start Time 
o End Time 
o Location of Encounter 
o General description supporting the need for interpreter 

 
EXAMPLE 

 Email subject line - AB - Interpreter Request 
o Customer Initials – AB  
o Date of Encounter – 1/1/2025 
o Language Requested – Russian  
o Start Time – 2pm 
o End Time – 3pm 
o Location of Encounter – Customer Home – 123 Home Street, Vancouver, WA  
o General description supporting the need for interpreter – Review of service plan with 

customer and guardian 
 
 

• If approved, the County Contact will respond to request and include NWI Global.  NWI Global will then 
begin working to assign an interpreter to ensure timelines are met.   
 

• A link for the requester to access the NWI Global secure portal to enter the request with 
confidential/additional information for the interpreter.  Requests on portal should be completed soon 
after receiving the approval email and will need to include the customer name and more details about the 
request, if necessary. 

 

• If you receive an out-of-office reply from County Contact, please forward the request to the identified 
individual to contact in the out of office message.   

 

• 3 business days’ notice should generally be sufficient to make arrangements for an interpreter, but the 
further in advance the notice, the better.   
 

• NW Interpreters typically responds within 24 hours to requests.  
 

• NW Interpreters will bill the county for service.   
 

mailto:angela.gomez@clark.wa.gov
mailto:dd.reporting@clark.wa.gov
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TRANSLATION REQUESTS 

 

For Translation Services the county works with WISE.  
 

For all requests for translation (written language requests) agencies will designate one individual within their 
agency to make these requests. 
 

Translation requests should be sent to your assigned county coordinator and be sent using the following 
information:   
 

 Email Subject Line: Translation Request – Customer Service Plan 

• Attach the document that you would like to have translated. Please ensure that you are sending an 
editable version of the document (i.e. Word Document without restrictions, instead of PDF) 

• Identify the translation language(s) requested  

• General description of the need for translation 
 

The county will review the request and approve, then submit to WISE for translation (if not approved, we will 
connect and discuss options for translation support). Documents will be submitted and returned to you within 
10-15 business days.   
 

For Service Plans, the document should be completed in English and submitted for content translation.  Clark 
County has had the service plan templates translated to Spanish and Russian, which will only require the content 
translation for Service Plans.  If you require the document in another language, then it may take a few more days 
for the translation.  
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INFORMATION 

 FOR ADULT 

 SERVICE 
PROVIDERS 
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LONG TERM SUPPORTS 
 

Customers that are DVR only may require ongoing services to be successful on the job.  If this occurs with a 
customer at your agency, and you do not know if they are connected with DDA, you will need to submit a Long 
Term Supports Inquiry to the County. DVR will also send long term supports inquiries to the County if they are 
unsure if DDA is involved.  
 

Send long term supports email to dd.reporting@clark.wa.gov and CC Kristin Wade 
 Email Subject Line - Customer Initials Long Term Supports Inquiry  

o Attach a signed release of information to County DD program  
o Include customer name and date of birth in the request 

 
EXAMPLE  

 Email Subject Line – AB - Long Term Supports Inquiry  
o Attach a signed release of information to County DD Program  
o Include customer name and date of birth in the request 

 

The county will respond to your request within 5 business days.  If you do not receive a response within 5 
business days, follow-up by sending a reminder to the request.  
 

SHORT TERM EXCEPTION (STE) & EXCEPTION TO RULE (ETR) REQUESTS  
 

Customers may require support hours beyond what has been authorized.  If this is the case, a STE or ETR 
should be requested.   
 

ETR requests are made when the customer has a long-term need and STE has been utilized 3 consecutive times.   
 

All requests (including STE extensions) should be submitted by the 1st day of the month prior to the month 
when it is needed.  
 

Requests that are submitted within the last 10 days of the month, are considered urgent. Mark requests as 
URGENT in the subject line and address why it’s urgent in the email and form. 
 

It is also important to have one individual assigned at your agency to review requests and be the primary contact 
for these requests. 
 

STE/ETR request process 
1. Complete the County-approved request form. 

 

2. Submit request form and current employment plan via encrypted email to CRM, assigned county 
coordinator and dd.reporting@clark.wa.gov 

 

3. Submit the request using the following subject line  
Customer Initials – STE Request or ETR Request (add urgent, if necessary) 
i.e. AB – URGENT STE Request 
 

4. STE hours may not be provided nor billed for until written approval has been received from the CRM or 
county. 

 

The case manager can proceed with the request process assuming the county agrees. The county will respond 
prior to finalization of the hours.  Check in with your assigned county coordinator and DDA Case Resource 
Manager if you do not receive a response within 2 weeks. 
 

Check in with the county contact and case manager if no response within 5 days or before the end of the month. 
* If an ETR is completed at the annual assessment or the request is coming from a 3rd party, such as a guardian, 
residential, etc., then no form is required. 
 

mailto:dd.reporting@clark.wa.gov
mailto:dd.reporting@clark.wa.gov
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ADDITIONAL HOURS REQUESTS 

 

Email assigned DDA Case Resource Manager AND CC COUNTY CONTACT to request additional hours (no 
form needed).  See the hour allocation chart for additional details about max hours to meet customer needs. 

U RS 
REQUESTS 
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INDIVIDUALIZED TECHNICAL ASSISTANCE (ITA) 
 

Clark County has 5 providers of ITA services:  
 

• Employers Overload 

• Monica Meyer Consulting, Inc. 
 https://monicameyer.com/ 

• Tangible Systems Inc.  

• Trillium Employment Services  

• WISE  
 https://www.gowise.org/consulting-services/individuals-families-ita/ 

 
DDA ITA Service Level Guidelines for Employment 
Person Centered Plan (PCP)  
Hours - 10 hour is typical. Not to exceed 15.  
Dates - 3 months is typical 
*Virtual PCP may require additional time and 15-hour request is recommended. 
 

Behavior Support  
Support staff/family consultation should be accessed first.  Assure that BHO (for Positive Behavior Supports) is 
not an option before ITA is requested.  
Hours - 30 hour is typical.  
Dates - 6 months is typical 
This number will be very individualized but should typically not exceed 30.   
 

Customized Employment  
Hours - 30 hour is typical.  
Dates - 6 months is typical 
This number will be very individualized and will vary more but should typically not exceed 30.  Connect with 
preferred ITA provider about availability and time needed prior to finalizing the referral. 
 

Communication Plan  
Hours – 10 hours is typical – not to exceed 15 
Dates - 6 months is typical 
 
If another ITA service is recommended during ITA consultation, the referring agency (employment/community 
inclusion provider) will need to submit another referral for those recommended services. 
 

If more than 30 hours are requested, a breakdown of the service hours should be requested from the subject 
matter expert (SME)/ITA Consultant. 
 
 
 
 
 
 
 
 
 
 
 
 

https://monicameyer.com/
https://www.gowise.org/consulting-services/individuals-families-ita/
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ITA EXTENSIONS/ADDITIONAL HOURS 
 

When/If the ITA Provider identifies a need for additional hours or to extend the timeframe of the authorization, 
the ITA provider shall make a request via email to the DDA Case Resource Manager and the County 
Coordinator (please DO NOT include dd.reporting@clark.wa.gov), cc’ing the provider.   
 

Requests for additional hours or an extension, need to include the following: 

• Customer Initials 

• Type of ITA Service currently being provided (PCP, Behavioral Supports, etc.) 
o Date of discussion with customer/guardian/provider 
o Date extension requested (include current end date and proposed end date) 

 AND/OR 
o Additional number of hours requested 
o Justification/Details on why extension and/or additional hours are needed (This can be in the form of an attached 

proposal or outlined in the email request).  
 
EXAMPLE 

• Customer Initials - AB 

• Type of ITA Service currently being provided (PCP, Behavioral Supports, etc.) – Behavior Supports  
o Date of discussion with customer/guardian/provider – 1/1/2023 
o Date extension requested (include current end date and proposed end date) – Current - 6 months 1/2023–

6/2023 - Proposed – 3 additional months 1/2023 – 9-2023 
o Additional number of hours requested – Current – 30 hours – Proposed 10 additional hours 
o Justification/Details on why extension and/or additional hours are needed (This can be in the form of an attached 

proposal or outlined in the email request). – Customer was unavailable for 2 months due to medical 
issue or more needs identified 

 
If ITA Provider recommends another service entirely while providing services under current authorization, a new 
referral will be required to be made by the employment or community inclusion provider.  
 

If you have questions about the process, please contact Angela Gomez at angela.gomez@clark.wa.gov 
 

 

mailto:dd.reporting@clark.wa.gov

