
Billing and PA Technical Assistance 
 
Please read the instructions carefully as there are specific procedures and protocols  DDA and 
DHCF has implemented to address these areas of concern.  
 
Corresponding Information: 
If the services identified in the Service Authorization (SA) letter from DDS are incorrect, please 
send an email to the following persons: 

 Service Coordinator 

 Service Coordinator Supervisor 

 Waiver Specialist that approved service  

 Waiver Unit Supervisor  
 

Providers must pay close attention to this as when the information gets sent to Delmarva the PA 
will be incorrect. Remember Garbage In, Garbage Out! Service Coordinators cannot assist 
providers with billing or PA issues. They can only provide assistance with service requests.  
 
Prior to billing Everything Must Match! The Service Authorization from DDS must match the 
Remittance letter from ACS (PA letter). If the information does not match DON’T BILL.  Providers 
must send the copy of the Service Authorization and the PA letter and identify what is the 
discrepancy.  
 

For example: 
SA letter states Supported Living (Moderate) T2016 U4 

PA letter stated Supported Living (Basic) T2016 U8 

 
NOTE: WHEN YOU RECEIVE THE SA LETTER FROM DDS MAKE SURE IT IS CORRECT; IF IT NOT 
CORRECT IT WILL POST INCORRECTLY IN MMIS. IF YOU BILL OFF INCORRECT INFO, YOU MUST DO 
A BILLING ADJUSTMENT.  
 
Discrepancies:  
If there is discrepancy between the SA letter and the PA letter, please send email to the following 
persons: 

 Emilie1.Monroe@dc.gov 

 Cheryl.Smith@dc.gov 

 Derrick.Bailey@dc.gov 

 Mary.Devasia2@dc.gov 
 
Service Coordinators cannot assist providers with billing or PA issues. They can only provide 
assistance with service requests.  
 
Providers must send the following information when making inquiries regarding discrepancies: 

 Name of Individual 

 Name of Service 

 Procedure Code/Modifier  

 Date Range of the Service  

 Action Date (Date that service was authorized by waiver unit)  

 PA #  

 Reason for denials  

 TCN # (only applies if you have already billed for the service) 
 

IT IS IMPERATIVE THAT ONE CONSISTANT PERSON FROM THE AGENCY SENDS THESE INQUIRES, 
HOWEVER THE AGENCY CAN COPY AS MANY PERSONS WITHIN THE AGENCY ON THE EMAIL.  
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