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The Department of Human Service’s (DHS) Bureau of Contract Management (BCM) was created to centralize DHS’s contracting efforts.  BCM holds a delegation from State Purchasing to manage the procurement of all “direct client services”.  State Purchasing facilitates the procurements for non-direct client goods/services and statewide cooperative contracts.  Regardless of the procurement authority, all DHS contracts are processed through BCM’s contract system, “BCMS”. A step by step guide to the procurement and contract process “Overview: DHS Procurement and Contract Process” can be found on BCM’s website under the Contract Information tab. If you have questions about who should handle a procurement project at hand, please contact dhspurchasing@utah.gov or call BCM’s front desk at 801 538 4225 and we will be happy to assist you.  
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* Favorite these in your web browser
1.	BCM’s Webpage is located within the Office of Fiscal Operations and is divided into five tabs:  
Contract Forms
This tab houses all of the most current forms and templates necessary for DHS contracts, including: a link to the most current IRS W-9 form, Vendor Contract Forms (for non-client services), DHS Service Contract Template (for direct client services), amendment forms, and the DHS Budget Form.  
Contract Information
Here you can find many helpful resources to assist you with building and organizing a Scope of Work, BCM Polices & Procedures to help guide you through terminating a contract or knowing what to submit when a provider changes their name. BCMS Access forms and an introductory training to BCMS are also available.
DHS Purchasing
This tab houses all of the necessary information for DHS procurements including the required procurement questionnaires used when submitting direct client procurements to dhspurchasing@utah.gov and links to the current procurement system.
QA Manual
This tab houses guidelines to assist you in your Division’s monitoring efforts.
Rate Setting 
Here you will find resources to help you better understand cost components as well as where you can find the rate setting form used to create and edit DHS service codes. You can look up the service code in BCMS under the “Tools” tab.
2.	State Purchasing
* State Purchasing Forms, used when State Purchasing is facilitating your procurement. If State Purchasing executes the procurement, please be sure to use the appropriate vendor contract form found on BCM’s Contract Forms.
* Search current State of Utah “BEST VALUE” Cooperative Contracts
* Search the Status of an Agency Contract
	* A history of PEP & Agency Trainings
3.	Division of Corporations and Commercial Code: Business Search
4.	Utah Procurement Code Title 63G Chapter 6a and Utah Administrative Code, Title R33 
5.	BCM’s Quarterly Contract Administrator and QA Manager’s Meeting Archive
6.	DHS Data Warehouse BCM data dumps into this data warehouse. Divisions can pull and manipulate the data to obtain information such as: a list of current contracts, a list of contracts by procurement number, a list of contracts by expiration date, etc. If there are any pieces of information not being pulled into the DHS Data Warehouse that would help your team, please reach out to your BCM Analyst and we will be happy to help you. 
7.	DHS Policies Including the DHS Provider Code of Conduct and the Department’s Contracts and Agreements policies.
8.	HSE: Human Services Employee’s page is where you can log into BCMS ( at the bottom of the page by selecting the icon “BCM”) and other essential Department links. 
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BCM is working to collaborate with Divisions as they plan out their procurement and contracting needs.  As a result together we have created the following resources to help guide us through the processes.
1. First, the “Overview: DHS Procurement & Contract Process” found on the Contract Information tab provides an overview of the DHS procurement and contract processes divided into Division and BCM Responsibilities. 
2. Second, the “DHS Procurement and Governmental Entity Expiration Report” found on Contract Information and DHS Purchasing tabs, is a monthly report that provides insight into the procurements and Utah Governmental Entity Contracts that are expiring over the next year. This report lists only the procurement numbers as the majority of procurement have numerous contracts which would make this report too large. You can look up the procurement in BCMS or DHS Data Warehouse to determine the number of current contracts pursuant to that procurement.
3. Lastly, the RFP Timeline found on the Contract Information tab establishes a timeline to follow as you plan the replacement procurements and UGE contracts listed on this report.  An important part of this new process would be a kick off meeting one year out from the current project’s expiration.
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The Scope of Work (SOW) is critical to the success of your Division’s contracting efforts.  BCM provides the following resources to assist you as you work through Steps 1-8 of “Overview: DHS Procurement & Contract Process”. These resources can all be found on BCM’s Contract Information tab.
[bookmark: _GoBack]1.  SOW Tool & Checklist: This resource guides the user through basic sections of a SOW along with helpful hints, pointers for avoiding common mistakes, and insight into best practices. This tool is best utilized by working with program managers to obtain short and concise specifications that can be drafted into more formal language as the project is solidified. This tool can also be used as a resource in your future procurement project. You can go back to the document 5 years later to identify the key specifications that have altered since the original project. This is helpful for understanding any potential increases to cost components, and communicating to management anticipated changes in the replacement procurement.
2.	General SOW Outline: This resource is best used for simpler SOW that do not need as much work in developing the specifications or where specifications are already determined. This resource contains standard outline formatting used in DHS contracts and the most common sections of a SOW.
3.	Writing Stellar Specifications: This power point by Maggie McConnell is a thorough overview of best practices when writing a SOW.
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As you work with your providers to obtain the required certificate of insurance and additional insured endorsement the following resources are available to help:
1.	Checklist of Required Commercial Insurance Coverage provides an overview of the requirements of the DHS Service Contract Template and the Vendor Attachments A and B (found on the Contract Information tab).
2. Steve Elam, Quality Assurance Manager (801) 538-9887 or stevenelam@utah.gov. If you have any questions or would like some one on one training on the certificate of insurance/additional ensured endorsement please reach out to Steve.
3. Insurance is a common training topic at the Quarterly BCM Meetings. All training and materials from the quarterly meetings are maintained on the shared Google Drive. 
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BCM hosts a quarterly meeting to promote Department wide shared and collaborative approaches to our procurement and contracting efforts. If you have ideas for training topics please submit them to the BCM Contracts Manager.  BCM maintains an archive of these trainings and meeting minutes on the shared Google Drive. 
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The following is an overview of basic guidelines for contract analysts and administrators. This is an excerpt from the BCM Contract Analyst Manual and meant as a resource to help you understand basic elements of what BCM Analysts ensure during their review.
[bookmark: _Toc463345575]A.	PROCUREMENT/SCOPE OF WORK (SOW) REVIEW:
Some of the items the CA should be reviewing for:
1.	Outline/Formatting: Ensure the SOW is following a consistent outline. The standard outline format used in DHS contracts is defined below. 
I.	First-level division (Generally in template, SOW beginning with second level)
A.	Second-level division
1.	Third-level division
a.	Fourth-level division
(1)	Fifth-level division
(a)	Sixth-level division
i	Seventh-level division
	(i)	Eighth-level division

2.	The contracted services are sufficiently described to define a clear understanding of all requirements. This includes the population(s) to be served, contractor’s qualifications (including its staff’s qualifications), service requirements, staffing requirements/staff-to-client ratios, reporting requirements, administrative requirements, and billing requirements that are in addition to the applicable contract template. Please consider “How will the contractor demonstrate this requirement”, or, “How will DHS audit to this requirement?”
3.	Compliance Issues: Compliance issues must be resolved before the CA can approve a SOW. All reviews will be comments only reviews and will have anything that must be resolved marked as “COMPLIANCE” in the comment.  Some examples of compliance issues are:
a.	Requirements are scattered throughout instead of organized under one specific section. Examples:
A requirement to submit a monthly client update report is scattered about in the service requirements, but it is not fully detailed in the section “Reporting Requirements”.
Criteria are listed in the rate table but not in the SOW.
b.	References to State, federal and Department statutes, rules, policies and laws are accurate.
c.	Requirements are specific: Certifications, licenses, and required experience are specific. The official name of what is required is clearly indicated in the SOW and matches the procurement criteria.
d.	The contractor is being held to unenforceable (use judgment or seek input from Contracts Manager) or illegal requirements.
e.	Performance requirements are stated in clear, measurable terms.  For Example:
The SOW should avoid terms that are general or open to interpretation such as “sufficient, adequate, regular, timely, or enough”. 
f.	Rates: If the contract is rate based, ensure the rate table matches the service descriptions in the SOW.  Ensure the service title and service code matches the language in the SOW and the rate table is inclusive of all services the contractor is being asked to provide. 
g.	The contract rate table contains non-contracted service codes. 
4.	Terminology:
a.	Acronyms are spelled out the first time and used consistently throughout the SOW.
b.	If the SOW contains a definitions section, it includes terms that are used in this SOW (sometimes sections are pulled from other contracts and the definitions do not apply to this SOW).  Definitions should not include service requirements; service requirements should be detailed in the service description. 
c.	Terms used consistently throughout the document when referring to a specific person, place or thing. Examples: 
State “Department of Human Services, Division of Child and Family Services (DHS/DCFS)” before using “DHS/DCFS”.
State “domestic violence shelter (shelter)” before referring simply to “shelter”.
5.	Cost Components: Review cost components of the SOW. 
6.	Procurement Purpose Statement: Review the procurement purpose statement for clarity. Please note, sometimes there is a “general description” or “general purpose” already in the SOW and often that language will suffice. 
7.	Criteria: Review the criteria against the qualifications outlined in the SOW. 
8.	“Shall” is used throughout the SOW when referring to requirements the contractor must meet rather than terms such as “may”, “is responsible for” or “encouraged”, etc.
9.	Requirements of the contract template (DHS Service contract or Vendor) are not duplicated in the SOW.
10.	Attachments: Review any items that the Division is requesting to include with the procurement or resulting contract as an attachment. Ensure the attachment is listed in the appropriate sections (could impact the criteria, attachments to the procurements, the contract coverage, etc.) and does not contradict other sections of the procurement or contract.  
[bookmark: _Toc463345576]B.	CONTRACT PROCESSING
	The CA should review for the following:
1.	 Required Attachments: Using the “required attachments” list from BCMS, in addition to any attachments not listed that current policy requires (i.e. certificate of insurance and additional ensured endorsement for new contracts [not amendments]), the CA should review as follows:
	a.	W-9:
(1) 	Legible, and signed within the past twelve months. Electronic signatures cannot be accepted at this time.
(2)	Governmental Entities: Legible and signed within the past three years.
(3)	Verify the contractor’s name is written on the first line of the W-9 and that if there is a name on the second line it is different than the name on the first. Work with the Contracts Manager if further clarification is needed.  
(4)	Verify the contractor’s legal name against how it is recorded in the Primary Provider record in BCMS and how it is recorded with Utah Department of Commerce (“DOC”).  For example, the W-9 says “Front Line Services” but BCMS has “Front Line Services, Inc.” and DOC says “Front Line Services Inc.”  Contact the Division so that the Division can contact the contractor to ask about the name and clarify the issue.  The W-9, DOC, and BCMS name must all match before accepting the W-9.  If a DBA is listed on the W-9, it must also be listed on the DOC website as a DBA.   *Contractors who are providing services out of State (for example a child being placed into a residential facility in Colorado that will not be providing any treatment/contracted services in Utah) cannot be required to register with DOC since they have no businesses operating in Utah. 
(5)	Check the address against the Primary Provider record in BCMS.  
(6)	Verify the box for tax classification is marked and that it matches what is listed in BCMS and with DOC.  
(i)	If the LLC box is checked make sure they list the tax classification, (“C,” “S”, or “P.”)  If there is no tax classification listed, then you will need to contact the Division.  
(ii) 	A nonprofit should either a) Check the C Corp box, or b) check the “Other” box and then write an explanation such as "Nonprofit Corporation” or 501(c)(3). 
 (7)	Verify the IRS number on the W-9 against the number recorded in the Primary Provider record in BCMS.  
(8)	W-9 signature date is recorded in the Primary Provider record.
b.	Subrecipient/Service Provider Checklist: Check to make sure the document is complete and matches what was entered into BCMS. The term “Vendor” and “Service Provider” are synonymous. 
c.	Conflict of Interest form: Review for signature, Division approval, dates, and notarized if necessary. This can be a scanned or non-original copy. 
d.	SOW: If the SOW was not part of procurement, the CA can follow the SOW review process outlined in the section 1 “CA Procurement Review” of this document. 
e.	Vendor Form (For Vendor contracts):
(1) 	Ensure, the information is correctly mirrored in BCMS.
(2) 	Review the attachments (A, B, C…) to ensure the correct type was used and name matches the cover page.
(3) 	Contractor Information (Name, address, legal status, etc).
(4)	Vendor # & Commodity Code.
f.	(If a Late Memo is required) Ensure the memo goes through the BCM Contracts Manager.
g.	(If a sole source or emergency procurement) Ensure the supporting sole source/emergency document is attached and signed by the appropriate PA (State Purchasing or DHS PA). Ensure the SOW reflects the specific and unique requirements specified in the approved sole source/emergency document. 
2.	BCMS Data: Review the following:
a.	Purpose Statement: Ensure it summarizes the SOW and/or matches what was published with the procurement. 
b.	Contract Period:  Effective & termination dates. 
c.	Type of Contractor:  Verify against the subrecipient checklist.
e.	Template Type: Verify the correct template type was selected (i.e. Vendor).
f.	Type of Contract: Verify the correct type was selected (Unit of Service/Cost Reimbursement).
g.	Type of Contract Payment:  Verify all the applicable fields were selected and are accurate (i.e. Open-Ended verses Fixed Amount/Rate Based). Verify rates, contract totals and payment methods are accurate.
h.	Service Codes:	  Review each Service Code and Rate against the Service Code and Rate listed in BCMS.  
3.	Standard Contract Review Process; Any variances or requests to rush processing must be approved by the BCM Contracts Manager. 
Contract Analyst
Purchasing Agent
Financial Analyst
Typist
Division for Proofing
Signatures
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Amendments should follow the same review process as contracts (depending on what is being amended) except it is imperative that you review the draft amendment against the hard copy of the contract to ensure that the requested changes are within the parameters of the procurement and the contract terms.  
1.	Amendment form: Ensure the amendment is submitted on the appropriate amendment form. Vendor contracts are amended using the vendor amendment form (these are mostly non-client services) and amendments to DHS Service Contracts are processed on the DHS Amendment form. Both are found on BCM’s Contract Forms tab.
2.	Purpose Statement: Ensure it summarizes the changes being made in the amendment. 
3.	Contract Period:  Effective & termination dates. If the contract is being amended, ensure the date in BCMS reflects the extension. If the contract is awarded pursuant to a DHS procurement, the Division will need to request that the BCM PA grant the extension (this should take place prior to inputting the amendment). The PA will update the procurement record, which will then allow the contract period to be edited to match the procurement record. 
	When extending the termination date of a contract, please take caution of lapsed time between the current contract termination and proposed amended termination dates (see “Division of Purchasing & General Services contract Renewal Policy”).
4.	Type of Contract Payment:  Verify rates, contract totals and payment methods are accurate and reflect what is being amended. Contract totals should be cumulative over the life of the contract, not specific to each fiscal year. 
5.	Attachments: Verify attachments are correctly labeled over the life of the contract. For example, if the purpose of the amendment is “To add FY19 funding and FY19 Budgets”, the FY19 budget should be identified as a new attachment. Be careful of replacing an attachment verses adding an attachment.  Attachments should remain to document the story of that contract’s evolution over the contract period.  
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