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The table below outlines the steps to follow when contracting for services in the Department of Human Services. The steps run from identifying service needs and developing service requirements, through procuring the services, preparing the contract, and monitoring the contractor’s performance.  The steps in the outline are numbered consecutively under the name of the entity responsible for completing each.  Steps that are concurrent or require ongoing interaction between both the Division and the Bureau of Contract Management (BCM) reflect the same number.  It is noted that this document outlines the general process.  Because it is impossible to address all possible scenarios, some variation may be required. 

As used in this document, the following acronyms and terms mean:


1
BCM 		Bureau of Contract Management    
BCMS 	Bureau of Contract Management System, BCM’s contract tracking database
BidSync/	Where State of Utah procurements are published
Sciquest 

BCA 		BCM Contract Analyst
Division 	All divisions, institutions, offices, and bureaus in the 
Department of Human Services
BPA		BCM Purchasing Agent
QAM		BCM Quality Assurance Manager
BRM 		BCM Rate Manager
SOW 		Scope or Statement of Work, service specifications
SP 		State Purchasing
SF		State Finance


	DIVISION RESPONSIBILITIES
	BCM RESPONSIBILITIES

	1.	a.	At least one year prior to the date contracts expire or new services are to commence follow the Division’s internal development, review, and approval processes to determine the viability of procuring new services or the need to continue existing services.

 	For assistance in identifying expiring procurements/contracts see the following: 
	“DHS Procurement and Governmental Entity Expiration Report” found at: http://hsofo.utah.gov/services/contract-information/ or http://hsofo.utah.gov/services/dhs-purchasing/.
 
To be added to State Purchasing’s Contract Expiration Notification Report mailing list contact your BCA.

	b.	If the decision is made to pursue new or continue existing services, obtain all required Division approvals to proceed, including budget officer approval of the necessary funds.

	c.	(OPTIONAL) Request Kick-Off Meeting from the Division’s BCA via email. Provide a brief summary of the project and the names of all Division stakeholders in the project. 
	1.c. 	Facilitate and schedule the Kick -Off Meeting. The purpose of the Kick-Off Meeting is to promote collaboration between all stakeholders early on so as to promote the successful completion of the Division’s project in a timely manner through thoughtful discussion and constructive solution-oriented problem solving. To assist in the process BCM may provide information and guidance such as:

Expiring SOW with all addenda incorporated
Questions and answers from the expiring solicitation
Questions and answers from other pertinent solicitations
Guidance on current procurement options
Guidance on rates
Guidance on building/organizing SOW




	2.	If services will be rate-based or cost-reimbursement, consult with the BRM. 


	2.	a.	If services will be rate-based, determine whether the same or similar DHS services and rates already exist or whether new rates must be established (if similar services and rates exist, the time needed to set the rates for the new services may be less, depending on the comparability of the services);

b.	If payment will be made on a cost-reimbursement basis. BRM and Division must establish best method for procuring per 63G-6a-1205 (3)

	3.	If services will be or are paid based on a DHS set rate:

	a.	New services:  identify the cost components* of each new service.

	b.	Existing services:  Identify any changes made to existing cost components*. 

*Cost components are service requirements with a cost impact such as; business and other licensing requirements; facility requirements; insurance and transportation requirements; staff qualifications such as age, experience, education, and professional licensure requirements; background screening requirements; staff training requirements; staff to client ratios; client meals; therapy, treatment, training, and education requirements; reporting requirements; etc. A list of common cost components can be found at http://hsofo.utah.gov/services/rate-setting/ 
	







	
	4.	a.	New Services:  Review the identified cost components and identify the specific rate setting methodology to be used in establishing the new rate.

	b.	Existing services:  Review the changes to the SOW to determine whether the existing rate is impacted.

	c.	Determine and assign any rate setting tasks required of the Division.

	5.	a.	Complete assigned rate setting tasks, if any and prepare and submit a DHS Rate Setting Form (Found at http://hsofo.utah.gov/services/rate-setting/) , including any data gathered, to the BRM for each rate to be established.

b.	Draft the SOW* using the identified cost components of each service. (*SOW tools can be found at http://hsofo.utah.gov/services/contract-information/ under the section “Building & Organizing a Scope of Work”).
(1) Specifically identify all performance expectations and requirements the contractor will be required to meet in providing the service.  
(2) Track and advise the BRM of any changes to cost components that occur during drafting. 
(3)	Highlight cost components if new SOW
	5.	a.	Work on rate-setting tasks which can be accomplished while waiting for any required Division input.

	b.	Assist the Division in preparing the DHS Rate Setting Form as needed. 

	

	6.	a.	Review the DHS Rate Form submitted by the Division. 

	b.	Establish a rate for each service using the rate setting methodology selected and the data developed.

	c.	Approve a service code for each service if one does not already exist.

	7.	Obtain all of the necessary Division reviews and approvals of the procurement and ensure compliance with all Department Policies regarding contracts (http://hspolicy.utah.gov).
	

	8.	Consult with the PA regarding the most appropriate procurement process for soliciting contractors to provide the services. The vendor guide includes types of procurements and can be found here.  

	If SP will be handling the procurement, submit the completed SOW to your BCA for review.  Once the BCA review has been completed and the appropriate DHS attachment(s) determined, the Division may submit the procurement to SP.    

	If the Division will be contracting with a Utah governmental entity for the services, no procurement is required.  The Division may go directly to Step 21 below, enter the required contract information into BCMS and send the completed SOW to the BCM mailbox in accordance with the process outlined there.
	8.	Determine the most appropriate procurement process for soliciting contractors and advise the Division about the documents and information needed for the procurement.

	9.	Prepare and submit the completed procurement request to dhspurchasing@utah.gov.  The request must include:
		
	a.	The appropriate DHS Procurement Questionnaire (found at http://hsofo.utah.gov/services/dhs-purchasing/) This form shall contain or have attached: (1) Publication information (i.e.: publication date; closing date; number of contracts to be awarded; contract amount; etc.). (2)Evaluation criteria to help evaluators identify and recommend the best qualified and responsible Offeror(s) for award (evaluation criteria shall be based on the requirements in the SOW and geared to the type of procurement used.  Past experience with a contractor may be taken into account if it can be objectively assessed and it is addressed in the evaluation criteria.); 

	b.	A completed SOW;
c.	Score sheets;
d.  Any required attachments; and 
	e.	A list of suggested sources.
	

	
	10.	Conduct a comments only review including suggestions for clarity. All contract and procurement issues which must be resolved prior to publication will be marked as “Compliance”.  Return the reviewed request to the Division.

	11.	a.  Address all non-compliance issues as the Division deems appropriate.  Delete all tracking from any changes made and delete the CA’s comments regarding each issue;

	b.	Resolve compliance issues using tracked changes and leave both the tracking and the CA’s comment about each issue in the request; and

	c.	Return the request to the BCA.
	

	
	12.	Review compliance issues to ensure they have been appropriately resolved.  If not resolved, work with the Division to resolve.  

	
	13. Publish the final Division approved procurement document.

	Notify the Division’s suggested sources of the procurement.

	14.	When required by the procurement, conduct a Pre-Submission Conference to go over the technical requirements of the procurement and to answer Offeror questions.
	14.	Attend and oversee any Pre-Submission Conference.	


	
	
	15.	Forward questions posted in response to the procurement to the Division for a written response. 

	16. a.	Prepare written responses to Offeror questions and submit responses to the BPA to publish. 

	b.	Prepare addenda to reflect any changes made to the procurement at the Pre-Bid Conference or as a result of posted questions and submit to dhspurchasing@utah.gov.
	16. Review Division responses/addenda, advise of any outstanding issues, provide assistance as necessary to resolve, and publish final responses/addenda.



	
	17.	If necessary make adjustments to question and answer period and/or procurement closing or initial submission date.

	
	18.	Log in all responses to the procurement and deliver all timely responses to the Division for evaluation.

	19.	Appoint an evaluation committee chairperson and convene an evaluation committee to review and score Offeror responses.
	19.	Consult with the chairperson and committee members regarding the responsibilities of the evaluation committee outlined in Procurement Code and answer committee chairperson and evaluation committee member questions.

	20. Submit award recommendation(s) to the BPA for review.
	20.	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.

	21.	Enter into BCMS and submit draft contract information to BCM.  Send the required email and attachments (including the SOW OR, if the SOW was pre-approved at the procurement stage, the procurement number for the pre-approved SOW) to bcm@utah.gov. 
	

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

	
	23.	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) contract, and c) financial requirements.).

	Advise Division of any problems or issues to be resolved. 

	24.	Resolve outstanding issues.  
	24.	Consult with division to resolve issues and problems as necessary. 

	
	25.	Prepare typewritten contract, and return contract to the Division.

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

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

	28.	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.
	

	
	29.	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”).

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

	
	31.	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 FINET into the FINET payment system.)

	
	32.	Return one original contract to the Division (or two when three originals were signed).  File the second original contract in the official DHS contract file. 

	33.	Make a copy of the original contract for the Division’s records.
	Deliver the original contract to the Contractor.
	

	34.	If the contract is paid in CAPS, enter all necessary contract approvals so that appropriate contract payments can be made.
	

	35.	Add contract to Division monitoring calendar so that it may be reviewed pursuant to the Division’s monitoring plan.  
	35.	Add new contract information to the BCM QA Monitoring database.

	36.	Use the contract to develop monitoring tools for reviewing Contractor performance.  Monitoring tools should address the requirements outlined in both the standard terms and conditions and SOW.  The QA Manual can be found at http://hsofo.utah.gov/services/qa-manual/. 
	36.	Provide assistance as necessary and/or requested with the development of monitoring tools.

	37.	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 of all new contractors as well as 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.)
	37.	Oversee Division monitoring actions and attend various Division monitoring reviews to observe, assist, and provide feedback regarding the monitoring actions of each. 

	38.	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.
	38.	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. 

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

	40.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 Contracts Manager for review and approval PRIOR to sending it to the Contractor. Instructions for Terminating a contract (both Division initiated and contractor initiated terminations) can be found at http://hsofo.utah.gov/services/contract-information/.  It is recommended that if you are terminating for cause, that your AAG review the proposed notice of termination prior to submitting to BCM.
	40.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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