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STATE OF WASHINGTON

DEPARTMENT OF SOCIAL AND HEALTH SERVICES

AGING AND DISABILITY SERVICES ADMINISTRATION

PO Box 45600 ( Olympia, WA 98504-5600


August 28, 2003

TO:

Area Agency on Aging (AAA) Directors



Home and Community Services (HCS) Regional Administrators



AAA and HCS Social Workers and Case Managers

SUBJECT:
CLIENT SERVICES CONTRACT/INDIVIDUAL PROVIDER SERVICES FORMS
The Client Services Contract (Individual Provider Services) has been translated into Spanish, Vietnamese, Chinese, Laotian, Korean, Russian and Cambodian for the convenience of the contractor.  The translated versions should be used as an addendum to the English version.  The English version is the version that will be signed by the contractor and the Department of Social and Health Services (DSHS) representative.  The Agency Contracts Database (ACD) has provided this link on the Individual Provider (IP) Contract face sheet.  The translated versions can be viewed at: http://adsaweb.dshs.wa.gov/hcs/IPForms.htm 

If you have difficulty printing or downloading these versions, you may contact Patty McDonald, LEP Coordinator for Aging and Disability Services Administration.

The Agency Contracts Database (ACD) can now capture translation data.  Go to the intake screen first, then go to the checks screen, users can now select “IP Contract Translation Provided”, in the same area where they would select IP Orientation or Criminal History Background Check.  In the field directly under that, they can select one of seven languages – the entries all read “IP Translation – Language.”  There is also a date field available to record the date. 

The Agency Contracts Database – Step-by-Step Instructions for IP Contracts – dated July 29, 2003 is attached to this document.  The instructions will be incorporated in the Individual Provider section of Chapter 7 of the Long Term Care Manual. 

Inquiries to: 
Patty McDonald, Program Manager

Home and Community Services Division 

State Unit on Aging

(360) 725-2559 

FAX: (360) 438-8633

Email: mcdonpm@dshs.wa.gov
Inquiries regarding Individual Providers:

Sue McDonough, Program Manager

Home and Community Services Programs

(360) 725-2533 

FAX: (360) 438-8633

Email: mcdonsc@dshs.wa.gov
_______________________________

Penny Black, Director

Home and Community Services Division

Agency Contracts Database – Step by Step Instructions for IP Contracts

V.2.06 – July 29, 2003

Log on to the Production Server.  Double-click on the Shortcut to CONTRACTS icon, go to 

the PRODUCTION SERVER, log-on with your last name and password. Then:

Look for your Contractor.  In the Contractors Menu, choose Search.  

· In the “Search On“ field choose “Contractor name contains” 

· In the “Search For“ field, put in a sequence of letters from the name, like Smith. Press the Enter Key.  You will see a list of Contractors with names that contain the sequence of letters.

· If your Contractor is already in the ACD, proceed to Step d.
· If your Contractor is not in the ACD, proceed to Step c:

Create a New Contractor Intake Record.  In the Contractors Menu, choose Intake.  This will take you to the Contractors Intake screen where you can fill in their information, as follows:

· Click on the “Yellow Sticky Note” Icon, and choose “Add a New Contractor – Sole Proprietor” 

· Working from the Contractor Intake Form, put in the Contractor’s name, Social Security Number (remember that you just use the nine digits – no dashes), address, telephone and email info. The yellow arrows indicate mandatory fields.

· Click on the “Double Document” icon (bottom left) to fill in “Contractor Contact Person”

· Click the “Save Changes” icon.  Make note of the DSHS Index Number displayed in the upper right portion of the blue status bar.

Create a New Contract Record.  In the Contracts Menu, choose Contract.  

· Click on the “Yellow Sticky Note” Icon, and choose “Create a new DSHS Contract” 

· Enter the contract data.  Once again, the yellow arrows indicate mandatory fields.

· Contract Type = 12 Client Service Contract Not Competitively Procured
· “Contract Start” and “Contract End” – use the calendar tool to set up the four-year term.

· Contract Code = 1022XP, “Individual Provider Services” You must not choose any other Contract Code.

· Click the “Save Changes” icon.  Your contract number will display in the upper right of the blue status bar, along with the indication that the contract status is Pending.

· In the Funding section of the Contract Information screen, Subrecipient and Payment Method will be filled in automatically.

· Go to “Page Two” – fill in the Document Location field in the lower right

· To put your name in the “Approval By“ field, click on “Hand” icon (bottom left).  Find your name in the list, click once on your name, then click SAVE
· Click the “Save Changes” icon at the top of Page Two.  Go back to “Page One”

Approve and Print the Contract – Get it Ready for Signature.  In order to print the contract so that the IP can read and sign it, you’ll need to approve the contract.

· Click on the “Quick Approve“ Icon, this is the bottom one on the left side of the screen;

· Message Box asks: Would you like to view or edit the document, click “Yes”;

· Document Generation window pops up, click on the “Edit” button;

· The contract document will come up in MS Word – print it by clicking on the “Printer” icon on the Word standard toolbar;

· Close Word by clicking the “X” in the upper right corner;

· Click “Yes” you would like to save your changes;

· Click “No” you do not want to save a copy to your local drive;

· Click “Yes” you do want the contract to be in Approved status.

Put the Contract in Signed Status.  The important final step for those with the authority to sign IP contract is to input the signature dates.  Your contracts are not reported to OFM, as required by law, until you’ve put them into Signed status.

· In the Contracts Menu, choose Status History.  

· Using the calendar tool, put in the date of signature for the IP in the “Contractor Signed” field, and the signature date for DSHS in the “DSHS Signed” field.

· Click the “Save Changes” icon at the top of the screen.
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