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Division of Developmental Disabilities 

September 2009 

e – Therapist Bulletin 

From Business Operations... 
We now have a PowerPoint presentation on the new 
DDD billing format on the DDD website.   It’s an easy to 
understand presentation and goes step-by-step through 
the billing process.  Click on “Training Opportunities” on 
the left side.  Once there, click on “Billing documenta-
tion” under “Presentations”.   
 
To begin using the new formatted Uniform Billing Docu-
ment, click on “Help For Providers”.  Scroll down to 
“Billing” and click on “Uniform Billing Template”. 
 
We are offering additional trainings on the new DDD 
Billing Document.  First time attendees as well as pro-
viders who need a refresher are welcome.  Bring your 
questions, concerns and laptops. 
 
Training dates: 

 
Central Office—1789 W. Jefferson, Phoenix   
SW Conference Room-4th Floor 
September 16th from 9:00 to 12:00 pm 
September 22nd from 12:00 pm to 3:00 pm 
September 29th from 9:00 to 12:00 pm  

     
Flagstaff 
September 23rd from 1:00 pm to 5:00 pm 
East Flagstaff Community Library 
3000 N. 4th Street 

Report forms are now online  
The Therapy Assessment/Evaluation and the Quar-
terly Therapy Progress Report are now ready for you 
to use; the fields within the form are now expandable. 
The forms can be obtained and downloaded from the 
DES-DDD website @ www.azdes.gov/ddd under the
“Policy and Forms” section.  The forms can be submit-
ted by fax, email or post office mail as needed.  The 
fields in the headers on successive pages will fill in 
when you Save and/or Print the form. You can view this 
action by using Print Preview; be assured that it will ap-
pear when the form is printed or saved. 
 
The goal is to standardize the categories and informa-
tion that therapists provide to Division Support Coordi-
nators for planning at the ISP or IFSP and in some 
cases to the Medical Director for review/denial/approval. 
Each field in the form must be completely filled out 
unless noted (optional). 
Word has some limitations in the types of things you 
can do with a fillable field. You cannot insert graphic 
images or pictures. The signature field can be changed 
when the form is unprotected. Delete the field and insert 
your scanned signature image.  

To protect/unprotect the form for filling in fields 
(Applicable to Word 2003): Go to the Tools drop-down 
menu, select Protect Document. Under "2. Editing Re-
strictions", click the box "Allow only this type of editing in 
the document", and choose "Filling in forms" from the 
drop-down window. The click Yes, Start Enforcing Pro-
tection and add an optional password. Click OK.  

Helpful hints: Always keep a back-up copy of your form 
before starting any alterations. Work with a copy. If you 
get stuck, Word has provided many helpful tips directly 
accessible through the Help drop-down menu. 

If you need to file a claim dispute, 
please forward it to the following 
unit: 
 
DES/DDD 
Office of Compliance & Review 
1789 W. Jefferson, 4th Floor NW 
Phoenix,  AZ  85007 

 



From Contracts...  

 

Please keep your “Vendor Contact Information current in the QVA online.  When in your QVA and 
updating contact information, “save” your changes and then “submit” the changes.  Without saving 
the change first, the change is not made in the system. 

Policies are being enforced and in the near future, authorizations and payments will be stopped for  
providers who do not comply with the contract insurance requirements.    

 

There is required verbiage that needs to be on the Insurance Certificate, also known as an 
"Acord" form. We cannot accept the Declaration pages of your policy as proof of insurance. 
Please ask that your insurance agent include the following on your Insurance Certificate: 
 

1) Your Contract Number 

2) The Services Awarded 

 

General Liability and Automobile Liability policies need to name the State of Arizona, Depart-
ment of Economic Security as Additional Insured. 

 

3) The verbiage for "Additional Insured" for the General Liability and Automobile Liability poli-
cies shall be endorsed to include the following additional insured language: “The State of Ari-
zona and the Department of Economic Security shall be named as additional insureds with 
respect to liability arising out of the activities performed by or on behalf of the Qualified Ven-
dor”.  Please list the Certificate Holder and Additional Insured as follows, without further 
abbreviation: 

State of Arizona 
Department of Economic Security 
1789 W. Jefferson, Site Code 791A 
Phoenix, AZ 85007 

 

4) 30 day cancellation notice 

5) Certificate Signed by Agent or Authorized Representative 

6)  "X" under the "Add'l Insrd" column next to the General Liability and Automobile Liability 
lines of insurance. 

 

The contract requires that the renewal Insurance Certificates be provided on or before dates 
of expiration or when policies changes are made during the period covered. 
 
If you have questions regarding your contract, please contact Terry Black in the Contracts Di-
vision at TBlack@azdes.gov—see the next page for insurance requirements. 
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Insurance Requirements 

General Liability 
 
$1,000,000   Blanket Contractual Liability 
$1,000,000  Each Occurrence 
$     50,000  Fire Legal Liability 
$1,000,000  Personal & Advertising Injury 
$2,000,000  General Aggregate 
 

Automobile Liability 
 
$1,000,000  (CSL)   Combined Single Limit 
 
 

Workman’s Compensation Insurance 
 
$   500,000  Each Accident 

$   500,000  Disease Each Employee 

$1,000,000   Disease Policy Limit 

 

Professional Liability 
 
$1,000,000  Each Occurrence 

$2,000,000  Annual Aggregate 

 

Sexual Abuse & Molestation Insurance 
(For agencies who also provide Habilitation Music) 
Required for Habilitation, Music Component 
 
$1,000,000   Each Occurrence 

$2,000,000  Aggregate 

Page 3 of 4 



 

On the first Friday of the month you will receive a Statewide electronic network needs waitlist of 
ALTCS-eligible individuals who are in need of therapy services. Individuals will be identified by age, dis-
trict, and zip code. The intent of sharing this information is to help both you and the Division coordinate 
the provision of therapy services.  Therapists should contact the appropriate District Therapy Coordina-
tor in initiate the therapy service referral process. 

 
 
 
Your contact person for each district is 
listed below. 
 
District I: Kathy Hornburg 
Phone: 602-246-0546  
Fax: 602-246-0880 
KHornburg@azdes.gov 
 
District II: Altagracia Gasque 
Phone: 520-519-1711 x 1133 
Fax:  520-748-8765 
AGasque@azdes.gov  
 
District III: Tobie Trejo 
Phone: 928-526-0334 
Fax: 928-773-8496 
TTrejo@azdes.gov 
 
District IV: Esther Panuco   
Phone: 928-669-9293 x 231 
Fax: 928-669-5539 
EPanuco@azdes.gov 
 
District V: Dawn Stoddard 
Phone: 480-474-3973 
Fax: 480-982-7231 
DStoddard@azdes.gov 
 
District VI:  Linda Southwell 
Phone: 928-428-0474 x 1140 
520-860-0044 (cell) 
Fax 928-348-7725 
LSouthwell@azdes.gov 
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Monthly reminder about evaluation reports... 
Quarterly progress reports are due to Support Coordinators no later than fifteen
(15) days after the end of each quarter that the service is provided.  There are no 
exceptions to this contractual rule. 
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