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DHS CONTRACTING AT A GLANCE

The following table briefly outlines the steps in the Department of Human Services’ contracting process for new services from identifying the services to be delivered (including non-client services), to monitoring the contractor’s performance.  The steps are numbered consecutively under the name of the entity responsible for completing the step.  Steps that are concurrent or require ongoing interaction between both the Division and the Bureau of Contract Management (BCM) are identified with the same number. 
	DIVISION RESPONSIBILITIES
	BCM RESPONSIBILITIES

	1.
Identify the need for services and determine whether the services can and will be provided.  When deciding whether or not to provide services, obtain input as well as approval of the final decision from all necessary parties.

Once the decision to provide services has been made, define how the services will be provided.  (Identify stakeholders and potential partners, the population to be served, the sources and amount of funding available to support the service, the scope of the service, and a timeline for implementing the service.)
	

	2.
Determine how the services will be paid (i.e., DHS approved rates (rate-based) or cost of service supported by an approved budget (cost-reimbursement)).

a)
If payment for services provided will be based on a rate, contact the BCM Rate Manager.

b)
If payment for services provided is to be based on the service provider’s actual expenses (cost-reimbursement), skip to Paragraph #8.
	

	
	3.
For rate-based services, determine whether a similar DHS service and rate already exist or whether a totally new rate must be established.  (If a similar service and rate exist, the time needed to set the rate for a new service may be less, depending on the comparability of the existing and new service.)

	4.
Identify all of the cost components of the new service (i.e. service requirements with a cost impact such as licensure; professional qualifications; staff training, age, experience and education; staff ratios; client supervision; client therapy, treatment, training, and education; transportation; travel; insurance; facility needs; reporting; etc.)
	4.
Review and approve the identified cost components of the new service.


Identify the specific rate setting methodology to be used in establishing the new rate and assign the necessary tasks.  (Because DHS currently has only one rate setter, Division personnel may be asked to help gather the data necessary to set the new rate.)

	5.
Begin drafting a complete service description using the BCM approved cost components for the service.  Specifically identify all performance expectations and requirements the contractor will be expected to meet in providing the service.
	

	6.
For each rate requested, prepare and submit a DHS Rate Setting Packet to the BCM Rate Setting Manager.  Include any data the Division may have gathered pursuant to assignment from the Rate Setting Manager.
	6.
Assist the Division in preparing the packet as needed.

	
	7.
Review the Rate Setting Packet submitted by the Division.  Determine a rate for the service using the rate setting methodology selected and the data developed.  Approve a service code for the new rate if one does not already exist.



	8.
Consult with the DHS Purchasing Agent (PA) regarding the required procurement process for soliciting contractors to provide the required services (i.e., Exempt – Government, Sole Source, Request for Proposals (RFP), Request for Grant Applications (RGA), etc.)).  If DHS will be handling the procurement, ignore a & b below and go to step 9 after consulting with the DHS PA.

a.
If State Purchasing will handle the procurement, prepare the SOW and then submit it to your BCM Contract Analyst for review.  Do not go to Step 10 until you have received the finalized SOW from the BCM Contract Analyst.  


b.
If the Contractor is a Utah governmental entity, you do not have to go through procurement and can go directly to step 20.


	8.
Determine the appropriate procurement process for soliciting contractors and advise the Division.



	9.
Prepare draft procurement using the appropriate template type (i.e., Sole Source Request Form, RFP, RGA, Statement of Interest and Qualifications (SOIQ), etc.).    


a.
Rate-Based Services:  If the services addressed in the procurement are rate based, the Scope of Work portion of the procurement document must include a detailed service description for each service covered by the procurement and a rate table that reflects the DHS approved contract rate for each service.

b.
Cost Reimbursement Services:  If services in the procurement will be paid on a cost reimbursement basis, the Scope of Work portion of the procurement must include a detailed description of the desired services and Offerors shall be required to submit a budget that distinguishes administrative costs from program costs.  (If the contracts awarded as a result of the procurement will be prepared on the DHS Service Contract template, the Offeror must submit a budget using the DHS budget forms.  These forms may be found at:    

http://hsofo.utah.gov/services/contract-forms/ (then click on DHS Budget Forms April 2007 download) 

c.
All Services:  Obtain internal approval of the final procurement document, especially the Scope of Work, from all required Division personnel.
	9.
Advise and assist the Division in the preparation of an appropriate procurement document as needed.

	10.
Submit the Division’s approved draft procurement to the appropriate Purchasing Agent for review and approval.

a.
Submit procurements for both direct client services and non-client services to the DHS Purchasing Agent.

b.
Submit procurements for goods to the appropriate Purchasing Agent at State Purchasing for handling.  After the procurement process at State Purchasing has been completed and a contract awarded, proceed to Paragraph #20 below.  
	


	
	11.
Review the draft procurement to ensure:


a.
compliance with State procurement law and rule as well as DHS policy.


b.
the appropriateness of the technical requirements and evaluation criteria 

Circulate the Scope of Work portion of the procurement to all required BCM personnel for review.

Return the draft procurement, including all BCM edits and feedback, to the Division.

	12.
Review and respond to BCM edits and feedback and finalize the draft procurement.  Obtain internal approval of the final procurement from all required Division personnel.
	12.
Discuss any issues regarding BCM edits with the Division.

	13.
Return the final Division-approved procurement document to BCM for publication together with a list of suggested sources to be notified of the procurement’s publication.
	

	
	14.
Publish the final Division approved procurement document on the State procurement website (BidSync).


Send the Division’s suggested source list to BidSync for notification of the sources.

	15.
Conduct the Pre-Submission Conference (when one is identified in the procurement) to go over the technical requirements of the procurement and to answer questions. 
	15.
Attend and oversee the Pre-Submission Conference, if any.


Forward any questions posted on BidSync to the Division for a written response.



	16.
Prepare written responses to Offeror questions posed at the Pre-Submission Conference and/or questions submitted on BidSync.  Submit final responses to the Purchasing Agent for publication.


If there are changes to the procurement as published, prepare an addendum to correct or clarify the same and submit to the Purchasing Agent for publication.
	16.
Review the Division’s answers to Offeror questions and publish final answers.


Review any addendum issued by the Division and publish the final addendum. 

	
	17.
Log all responses to the procurement into the Bureau of Contract Management System (BCMS).


Deliver timely responses to the Division for evaluation. 

	18.
Convene an evaluation committee to review and score Offeror responses.

Submit award recommendation(s) to the Purchasing Agent for review.
	18.
Consult with the Division regarding the responsibilities of the evaluation committee.

	
	19.
Review the Division’s award recommendation(s) to ensure compliance with evaluation criteria and procurement requirements.

Send award/non-award letters to Offerors and copy the Division.

Enter award information into BCMS.

	20.
Enter draft contract information and “Submit to BCM” through BCMS.  Send the required email and attachments (including the Scope of Work OR, if the Scope of Work was pre-approved at the procurement stage, the procurement number for the pre-approved Scope of Work) to bcm@utah.gov.

  
	

	
	21.
Accept draft contract for review once all required information and attachments are provided. 

	
	22.
Process draft contract (i.e., conduct all necessary reviews to ensure that both the contract information is complete and accurate and that the contract complies with: a) procurement, b) contracting, and c) financial requirements.), consult with the Division to resolve any problems or issues, prepare typewritten contract, and return contract to the Division for proofreading.)

	23.
Proofread typed contract to ensure it has been prepared correctly and return to BCM indicating any needed corrections.
	

	
	24.
Make any necessary proofreading corrections.  E-mail a PDF version of the final contract to the Division for signatures. 

	25.
Ensure all requested proofreading changes were made as requested.


Obtain the required contractor and Division signatures and dates on both (or all 3 if State Purchasing contract) original copies of the contract document.  Return all original signed documents to BCM.
	

	
	26.
As required: 

a.
Obtain the DHS Purchasing Agent’s signature and/or 

b.
Send the contract to State Purchasing or State Finance for signature (referred to collectively as “the Hill”).

	
	27.
Assign and/or enter the contract number assigned by the Hill into BCMS.

 

	
	28.
If the contract is paid in CAPS, double check to ensure the correct rates and contract amounts are reflected in BCMS.
(Note:  State Finance enters contracts paid through FI-NET into the FI-NET payment system.)

	
	29.
Return one original contract to the Division.  File the second original contract in the official DHS contract file maintained by BCM.

	30.
Make a copy of the original contract for the Division’s records.


Deliver the original contract to the Contractor.


	

	31.
If the contract is open-ended and paid in USSDS, enter all necessary contract approvals so that appropriate contract payments can be made.
	

	32.
Add contract to Division monitoring calendar so that it may be reviewed pursuant to the Division’s monitoring plan.  


Notify BCM Quality Assurance (QA) Unit of the new contract addition.


	32.
Add new contract information to the BCM QA
Monitoring database.

	33.
Use the contract to develop monitoring tools for reviewing Contractor performance.  Monitoring tools should address contract requirements as outlined in both the standard terms and conditions of the contract and the Scope of Work.  
	33.
Provide assistance as necessary and/or requested 
with the development of monitoring tools.

	34.
Conduct at least an annual review of the contract to ensure the Contractor is complying with contract requirements. (It is recommended that Divisions conduct a technical assistance review with all new contractors or contractors performing new services within six-months of the commencement of the contract or service.  The purpose of such reviews is to ensure the contractor understands its contract requirements early on rather than waiting until the time of its first annual review.)


	34.
Attend various Division reviews to observe, assist, 
and provide feedback regarding monitoring actions. 

	35.
Advise the Contractor of the results of the review and of any deficiencies in its performance.  

Initiate appropriate remedial action with the Contractor to correct identified deficiencies and bring the Contractor into compliance with contract requirements following Department remedial and/or corrective action procedures as developed by the BCM QA Unit.  

Immediately notify the BCM QA Unit (as well as any appropriate Division regional staff) of any remedial action initiated.


	35.
a.
Provide assistance and guidance to Division staff 
with regard to the remedial action necessary to 
bring the Contractor into compliance.  


b.
Notify both the DHS Office of Licensing (OL) and 
any other Divisions contracting with the same 
contractor of any remedial actions taken by the 
monitoring Division. 

	36.
Follow-up on any remedial action initiated to ensure identified deficiencies have been corrected and the Contractor is complying with contract requirements.


	

	37.a.
Initiate appropriate sanctions or termination 
proceedings if the Contractor’s performance 
continues to be deficient.  Notify the BCM QA 
Unit of any additional sanctions initiated or if 
termination is proposed. 


b.
In cases of termination, send a copy of the 
proposed termination letter to the BCM 
Contract Processing Unit Manager for review 
and approval PRIOR to sending it to the 
Contractor.
	37.a. 
Notify the DHS OL and other Divisions contracting 
with the same contractor, of the additional sanctions 
or of the proposed termination action.


b.
Review the Division’s proposed termination letter 
and take appropriate steps to coordinate any 
possible joint actions prior to returning the approved 
letter to the Division for mailing.
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