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Which form version should I be using?
· The latest version of our forms are on the DSHS Contract website: DSHS Community Health Services Forms

How do I submit the form?
· The form can be sent two different ways:
1. You can submit through the “Submit Form” button on the top right of the 225 form 
2. Email sent to both CDSB@dshs.state.tx.us AND invoices@dshs.state.tx.us 

What do I need to include in my submission email?
· Please submit the 225 form along with the B13 form at the same time.
· Note: Because the 225 form and the 275 form have been separated, please send each form in a separate e-mail. 

How should the Vendor ID, Purchase Order, and Contract Numbers be formatted?
· Vendor ID – The 14 digit DSHS vendor ID
· Purchase Order – 10 digit number beginning with four zeroes 
· Contract Number – The Contract Numbers should be in the following format: [(Contract Fiscal Year)-(6-digit Contract ID)-(Attachment Number)] Ex. 2016-111111-001, 2016-111112

What are Unduplicated Clients?
· The number of new clients seen under PHC that have not been previously served in the contract period (even if they are an established client before the contract period begins)

If a client turns 18 during the contract period which column should they go into?
· In Section A, the client should be entered at the age when they first received services.
· In Section B, the client count for each category should be entered at the age when the service was first delivered.

What information should be entered into Section B?
· The Service Categories in Section B are independent.  Clients can be entered into multiple categories.
· For example, one client can come in for an Office Visit, Hypertension Screening, and Diabetes Screening.  The client should be counted once for each Service Category.

What does the error “Service category YTD totals cannot exceed total number of clients” mean?
· The 225 form requires clients to be counted rather than encounters or visits. Therefore, a single Section B Service Category total cannot be greater than the Section A total for that column.

When should I complete Section B?
· You are only required to complete Section B for the November, February, May, and August reports (each fiscal quarter).
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