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King County




Developmental Disabilities Division

Billing Instructions for Employment and Community Access Services
July 1, 2017 – June 30, 2018
Due Dates for monthly billings

The monthly county billing reports are due on or before the tenth working day after the close of the calendar month in which the services were delivered.  The months of June and December will have a shortened due date.  A list of billing due dates will be sent to all Providers. 
Instructions for submitting monthly billings:
1. Email the billing spreadsheets (also called “CHRIS form”) by replying to the original email sent by kc.chris@kingcounty.gov.  This ensures that the billing information is encrypted.  
2. Email the invoice page(s) with signature to kc.chris@kingcounty.gov or fax them to the attention of the “Fiscal Specialist II” at 206-205-1632.
3. Please contact your assigned Program Manager directly for retroactive billing inquiries.
4. If you have any questions, please forward your emails to kc.chris@kingcounty.gov.
Fiscal staff training is available
Esther Wu, Business Finance Officer, King County Developmental Disabilities Division (KCDDD) and her fiscal staff are available to provide training and other assistance to agencies regarding the monthly billings.  For assistance, please contact Esther Wu, 206-263-9054, esther.wu@kingcounty.gov.
Billing Report Instructions

Individual Employment (IE)

Provider Hours
Phase 1 through Phase 4 – Enter the total hours according to the Employment Phases and Billable Activities: https://www.dshs.wa.gov/sites/default/files/DDA/dda/documents/CO%20-%20Employment%20Phases%20and%20Billable%20Activities.pdf 
Customer Employment Hours

Paid Hours - Enter the total number of hours the participant spent in paid community employment (including paid hours for vacation, sick or holiday) during the service month. 
Gross Wages - Enter the total earnings of the participant during the reporting month. This should include all wages, any paid holidays, or sick leave. For participants who are self-employed report the gross earnings and the hours worked.
Client Pathway Hours
Volunteer – Enter the total number of hours the participant spent in a volunteer setting during the service month in non-segregated community activities designed to build skills and broaden awareness of job opportunities. 
Other – Enter the number of hours the participant spent in other activities during the service month in non-segregated community activities designed to build skills and broaden awareness of job opportunities. Do not include lunchtime. 
KC Data

Additional Provider Hours – Enter the total number of Provider hours that are not billable through the contract.  

Funding Entity – Select DVR when services are funded through the Division of Vocational Rehabilitation (DVR).  (Enter no Provider or Customer hours.) Select “KC & DVR” when utilizing DVR while simultaneously billing King County for different services.  (Program Manager approval required.  Enter only those hours billed through the County.)
Group Supported Employment (GSE)

Site Hours

Enter the total number of hours the individual participated in GSE during the report month.  Do not include lunch time.

Community Hours

Phase 1 through Phase 4 – Enter the total hours according to the Employment Phases and Billable Activities: https://www.dshs.wa.gov/sites/default/files/DDA/dda/documents/CO%20-%20Employment%20Phases%20and%20Billable%20Activities.pdf
Customer Employment Hours

GSE Paid Hours - Enter the total number of hours the participant spent in a GSE setting and earned money (including paid hours for vacation, sick or holiday) during the service month. 
GSE Gross Wages - Enter the total earnings of the participant in a GSE setting during the reporting. This should include all wages, any paid holidays, or sick leave. 
Community Paid Hours - Enter the total number of hours the participant spent in paid community employment (including paid hours for vacation, sick or holiday) during the service month. 
Community Gross Wages - Enter the total earnings of the participant during the reporting month. This should include all wages, any paid holidays, or sick leave. For participants who are self-employed report the gross earnings and the hours worked.
Client Pathway Hours
Volunteer – Enter the total number of hours the participant spent in a volunteer setting during the service month in non-segregated community activities designed to build skills and broaden awareness of job opportunities. 

Other – Enter the number of hours the participant spent in other activities during the service month in non-segregated community activities designed to build skills and broaden awareness of job opportunities. Do not include lunchtime. 
KC Data

Additional Provider Hours – Enter the total number of Provider hours that are not billable through the contract.  

Funding Entity – Select DVR when services are funded through the Division of Vocational Rehabilitation (DVR).  (Enter no Provider or Customer hours.) Select “KC & DVR” when utilizing DVR while simultaneously billing King County for different services.  (Program Manager approval required.  Enter only those hours billed through the County.)
Pre-Vocational Services (PVS)

Site Hours

Enter the total number of hours the individual participated in PVS during the report month.  Do not include lunch time.

Community Hours

Phase 1 through Phase 4 – Enter the total hours according to the Employment Phases and Billable Activities: https://www.dshs.wa.gov/sites/default/files/DDA/dda/documents/CO%20-%20Employment%20Phases%20and%20Billable%20Activities.pdf
Customer Employment Hours
PVS Paid Hours - Enter the total number of hours the participant spent in a PVS setting and earned money (including paid hours for vacation, sick or holiday) during the service month. 
PVS Gross Wages - Enter the total earnings of the participant in a PVS setting during the reporting. This should include all wages, any paid holidays, or sick leave. 
Community Paid Hours - Enter the total number of hours the participant spent in paid community employment (including paid hours for vacation, sick or holiday) during the service month. 
Community Gross Wages - Enter the total earnings of the participant during the reporting month. This should include all wages, any paid holidays, or sick leave. For participants who are self-employed report the gross earnings and the hours worked.
Client Pathway Hours
Volunteer – Enter the total number of hours the participant spent in a volunteer setting during the service month in non-segregated community activities designed to build skills and broaden awareness of job opportunities. 

Other – Enter the number of hours the participant spent in other activities during the service month in non-segregated community activities designed to build skills and broaden awareness of job opportunities. Do not include lunchtime. 
KC Data

Additional Provider Hours – Enter the total number of Provider hours that are not billable through the contract.  

Funding Entity – Select DVR when services are funded through the Division of Vocational Rehabilitation (DVR).  (Enter no Provider or Customer hours.) Select “KC & DVR” when utilizing DVR while simultaneously billing King County for different services.  (Program Manager approval required.  Enter only those hours billed through the County.)
Community Access Services (CA)

Provider Hours

Phase 1 through Phase 4 – Enter the total hours according to the Community Access Billable Activities: https://www.dshs.wa.gov/sites/default/files/DDA/dda/documents/CO%20-%20Community%20Access%20Billable%20Activities.pdf
Customer Hours

Volunteer – Enter the total number of hours the client spent in non-paid Volunteer activity during the service month.
Other – Enter the total number of hours the client spent in other activities during the service month.  
KC Data

Enter the total number of Provider hours that are not billable through the contract.  
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