TFS

Directions for Completing Service Delivery Forms (SDF’s)
1. Each client visit for the same pay period should be placed on one (1) Service Delivery Form.
2. Do not put visits that occurred in different pay weeks on the same form.
3. Each level of service (BA, IIC, mentor) needs an individual SDF form.
4. Individual therapy and Family therapy (if you get a case authorized as such)  each require their own SDF form. They cannot be combined under any circumstances.
5. Progress notes must be accompanied by an SDF. 
6. Separate progress notes are required for each session. EXAMPLE: IF THERE ARE 2 sessions in the same pay week, TWO PROGRESS NOTES must accompany the SDF.
7. Progress notes are for each level of service. EXAMPLE: If there is Family therapy a separate progress note needs to be present. If there is individual therapy a progress notes needs to be present. Please, DO NOT COMBINE DIFFERENT SERVICES ON THE SAME PROGRESS NOTES 
8. MONTHLY NOTES MUST ALSO BE SEPARATE. DO NOT COMBINE MONTHLY NOTES FOR FAMILY AND INDIVIDUAL THERAPY
9. All paperwork must be signed by you, the client and/or guardian. 
10. All notes must include the date, the time, and the name of the REFERRAL Source.(i.e. VO , CMO, YCM, CMR etc.).
11. Times and dates must match on the SDF and the progress notes.
12.  If an error is made cross out with one line, initial and add correction. 
13. There can be no white out marks, and no write-overs.
14. Please pay attention to auth periods and auth hours on the SDF forms.
15. Please be sure to CHECK OFF THE SECTION #14E (PROGRESS NOTES ON FILE, AND SIGN SECTION 14 F.
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