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PROGRAM and CONTRACT INSTRUCTIONS

Division of Family Development (DFD) – Contract Administration
Summary of Contract Award or Renewal Process
Effective July 1, 2013 there are several new requirements and forms that are required for contract awards and renewals.  Provider agencies with renewing contracts should pay particular attention to the new requirements and changes in order to prevent delayed contract approval and to ensure timely issuance of the advance payment.
A contract is awarded after the Request for Proposal (RFP) evaluation process.  The successful bidder will be notified of the contract award as specified in the RFP.  RFP’s are planned to occur periodically as program requirements change and to maintain a competitive environment to ensure the best delivery of service to the clients.  In the years between an RFP, a provider agency may be awarded a renewal contract.
The Division of Family Development (DFD) website includes all pertinent contract documents, forms, instructions.  The basic contract consists of the Standard language Document (SLD), Annex A, and Annex B and any other pertinent documents.
The SLD is the official “contract” and incorporates all DHS/DFD contract terms, conditions and requirements as well as all RFP requirements.   The 23 page document, sets forth the responsibilities, obligations and rights of the parties and captures the signatures of the contracted parties.  The Annex A establishes the program specific requirements including the level of service and program reporting requirements.  The Annex B is the official budget and once approved requires strict adherence to the modification policy in order to execute any changes.
Each contract is subject to DHS regulations including but not limited to the contract award, renewal, modification, monitoring and oversight, reporting, performance, close-out process and termination.
Contract Package Due Dates
DFD makes every attempt to notify provider agencies of the renewal awards 2-3 months prior to the start data and will advise provider agencies of important due dates.  Contract renewal packages are due to DFD 30 days prior to the start of the contract.  The contract renewal letter will include specific instructions and due dates.  Failure to submit the renewal package and all required documents will result in delays of contract approval and the issuance of advance payments. 
The DFD website includes all pertinent contract documents, forms, instructions, and DHS regulations.

	http://www.state.nj.us/humanservices/dfd/info/

See http://www.state.nj.us/humanservices/ocpm/home/resources/manuals/index.html for access to the Cost Reimbursement Manual (CRM) and Contract Policy and Information Manual (CPIM).

The following section summarizes important reminders of critical regulations as they relate to the contract and contract renewal process.

Contract Award/Renewal Package – Minimum Required Documents

Contracts shall not be executed without the minimally required documents.  Policy P1.01 details all required documents including the minimum required documents that must be submitted to initiate the process when executing a contract regardless of the Contract value, funding source or Departmental Component responsible for managing the contract.  No contract shall be awarded or renewed without first obtaining DFD authorization for the award, as contained in the award letter.

Each contract award letter includes the contact information for the assigned Contract Administrator who will serve as the focal point for all questions and guidance.

Conditional Contracts
On occasion, a contract may be signed and awarded on a conditional basis.  This will allow for the processing of the contract subject to receipt of the necessary additional or clarifying information that is not deemed significant enough to prevent the contract from being processed.  Your agency will be notified when a conditional contract status occurs and the required actions necessary and due dates. Failure to address the outstanding/conditional issues will prohibit future payments until such time that DFD is satisfied that all actions have been resolved.
Contract Modifications
A contract is modified when DFD initiates a contract change or upon approval of an agency request.  In all cases, contract modifications must be communicated in writing to DFD based on the time periods required by contract regulations.  All authorized and approved contract modifications must be competed using a modification P.1.10 form.  If the modification is agency initiated, there must be narrative justification for the change and a budget summary detailing the modification change by budget category (from/to).
Audit, Monitoring and Oversight
All contracts are subject to audit, monitoring and oversight from DHS/DFD and/or our designee.  As noted in Section 3.13 of the SLD, at any time during the Contract term, the Provider Agency's overall operations, its compliance with specific Contract provisions, and the operations of any assignees or subcontractors engaged by the Provider Agency under Section 5.02 Assignment and Subcontracts may be subject to audit by the Department, by any other appropriate unit or agency of State or federal government, and/or by a private firm or firms retained or approved by the Department for such purpose.

Whether or not such audits are conducted during the Contract term, a final audit of Contract operations, including the relevant operations of any assignees or subcontractors, may be conducted after Contract Termination or Expiration.  

The Provider Agency is subject to audit up to four years after Termination or Expiration of the Contract.  If any audit has been started but not completed or resolved before the end of the four-year period, the Provider Agency continues to be subject to such audit until it is completed and resolved.

During contract performance, issues may arise that require additional monitoring, oversight, and/or need for a contract modification.  There are specific requirements noted in the DHS/DFD contract regulations and time limits for when actions must occur.  In all communications with your agency you will be notified of all required due dates for any actions.   Failure to meet due dates may result in denial of the contract modification.
DFD will also take administrative actions to ensure the satisfactory performance of all contract obligations including program, fiscal and level of service reporting.  Failure to meet any prescribed contract requirements may result in sanctions or fiscal penalties.
Provider agencies are required to submit their organization-wide, annual independent audit, including the Single Audit prescribed by Federal Circular A-133 if the funding thresholds are met, to DHS and to DFD.  Audits are due to DFD within 120 days after the completion of the agency year end.  Delays in submitting reports or failure to obtain written extension may delay contract approval and issuance of payments.

Non-compliance will be grounds for termination.

Pass-Through Entity Responsibilities (Provider Agencies)
A Pass-Through Entity shall perform the following for the federal/State Awards it makes:
(1) Identify federal/State Awards made by informing each subcontractor of CFDA title and number, Award name and number, Award year, if the Award is Research & Development, and name of federal/State agency.  When some of this information is not available, the Pass-Through Entity shall provide the best information available to describe the federal/State Award.

(2) Advise subcontractors of requirements imposed on them by federal laws, regulations, and the provisions of contracts or grant agreements as well as any supplemental requirements imposed by the Pass-Through Entity.

(3) Monitor the activities of subcontractors as necessary to ensure that federal/State Awards are used for authorized purposes in compliance with laws, regulations, and the provisions of contracts or grant agreements and that performance goals are achieved.

(4) Ensure that subcontractors expending $300,000 or more in either federal/State Awards during the subcontractor’s fiscal year have met the audit requirements of this part for that fiscal year.

(5) Issue a Management Decision on audit findings within six months after receipt of the subcontractor’s audit report and ensure that the subcontractor takes appropriate and timely corrective action.

(6) Consider whether subcontractor audits necessitate adjustment of the Pass-Through Entity’s own records.

(7) Require each subcontractor to permit the Pass-Through Entity and auditors to have access to the records and financial statements as necessary for the Pass-Through Entity to comply with this part.

Refer to DHS Policy Circular P7.06, Audit Requirements, for the specific contract requirements.  Below is a recap:  


A. Private Provider Agencies

1.	The Provider Agency must submit one copy of the audit report to the DHS Office of Auditing and two copies to the Cognizant Departmental Component within 120 days after the Provider Agency’s fiscal year end.
2.	In conjunction with the audit report submission to the DHS Office of Auditing, the Provider Agency shall submit the Notification of Licensed Public Accountant (NLPA) form, which identifies key information about the Provider Agency.  The NLPA form also identifies the federal/State funding from all sources as well as the licensed public accountant who will audit the subsequent or next audit period.
a.	All information in the NLPA form ( see Attachment B of policy) shall pertain to the subsequent audit period.
b.	If the auditor has not yet been selected for the upcoming audit, the Provider Agency shall only complete the top half of the NLPA form and mail the form with the audit report.
c.	Once an auditor has been selected, an updated NLPA form shall be completed and mailed to the DHS Office of Auditing.
d.	If an updated form has not been received by the DHS Office of Auditing, it will contact the Provider Agency approximately 90 days prior to the next audit fiscal year end date to obtain any previously omitted information on the original NLPA form.\
3.	The audit report and NLPA form shall be mailed to the Department of Human Services, Office of Auditing, PO Box 700, Trenton, NJ 08625-0700.  Failure to submit these documents can lead to Contract default proceedings.

4. At least once every three years, the audit report submission to the DHS Office of Auditing shall include the licensed public accountant’s external quality control review.  If a new auditor has been selected for the upcoming audit, an external quality control review of the new auditor shall be included with the audit report. 

5.	In addition to the audit report, the Provider Agency shall submit to the DHS Office of Auditing and the Cognizant Departmental Component, a corrective action plan to address each audit finding in the current year’s audit report.  The corrective action plan shall provide the name(s) of the contact person(s) responsible for corrective action, the corrective action planned, and the anticipated completion date.  Corrective action shall be initiated within six months of the audit report submission.

6.	When expenditures of federal Awards totaling $300,000 or more are incurred by the Provider Agency during the fiscal year, it shall submit a data collection form as described in federal OMB Circular A-133, Section 320(b) to the Federal Clearinghouse.  The reporting package as described in A-133, Section 320(c), must also be forwarded.  Both the data collection form and the reporting package should be sent to the Single Audit Clearinghouse, 1201 E. 10th Street, Jefferson, IN 47132 within 9 months of the audit fiscal year end.  The Provider Agency shall also forward a copy of the data collection form to the DHS Office of Auditing.

7.	In accordance with Section 6.3 of the Department's Contract Reimbursement Manual, the Provider Agency shall submit to the Cognizant Departmental Component (and other appropriate Departmental Components when requested) copies of its worksheets used to reconcile the Department’s final report of expenditures to the audited financial statements.

8.	Summarization of audit report submission to:
a.	DHS Office of Auditing
(1)	Copy of audit report
(2)	Corrective action plan (for internal control and compliance findings in the current year’s report)
(3)	Data collection form (if federal expenditures are $300,000 or more)	
(4)	NLPA form (for subsequent year’s audit period)
(5)	External Quality Control Review
b.	Cognizant Departmental Component
(1)	Two copies of audit report

(2)	Corrective action plan (for internal control and compliance findings in the current year’s audit report)
(3)	Reconciliation worksheets (crosswalk between the final report of expenditures and the audited financial statements)

9.	Provider Agencies should use a competitive request for proposal process in procuring audit services.  The Provider Agency shall include this policy circular in its contract with the licensed public accountant.  Whenever possible, agencies shall make positive efforts to utilize small businesses, minority-owned firms and women’s business enterprises.  Provider Agencies should also consider procurement of a new accounting firm every three years.

Unsatisfactory Performance, Failure to Meet Program or Level of Service Requirements or Other Violations
The agency must meet all contract expectations as described in the RFP as well as those detailed in the SLD and related Annexes that constitute the contract.  Failure to meet any performance standard and contract expectations may be grounds for revision of the contract whereby current funding is reduced, contract is suspended or terminated and can affect future consideration for funding.   

Reporting Requirements
Provider agencies are required to submit program and fiscal reports as specified in the Annex A.  Failure to submit the required reports in the format prescribed will delay the issuance of future advance payments, may become grounds for the adjustments of the contract ceiling and/or possible termination. 

Close-out
Provider agencies are required to submit the final cumulative report of expenditures no later than 120 days after contract termination.  Failure to submit the required final report may result in DFD closing out the contract based on the latest report submitted.
Summary of New Forms and Certifications:
Business Associate Agreement 
All provider agencies must have a Business Associate Agreement (BAA) on file with DFD.  If the terms of the agreement must be amended then a new agreement must be submitted.  Please note that in accordance with Section 3.04 of the SLD, the provider agencies must notify DFD within 20 days of any breaches to the agreement.
Certificate of Suspension and/or Debarment
In accordance with NJ Executive Order No. 34 (1976), DHS/DFD is required to ensure that all firms and individuals providing goods and services to the State conduct business ethically and honestly.  Debarment, suspension, and/or disqualification are measures that will be used to exclude or render ineligible firms and individuals from participating in contracts and subcontracts with the State.  All contract packages must include the Certificate of Suspension and Debarment.
Federal Funding Accountability and Transparency Act
In accordance with Federal requirements, all provider agencies receiving contract awards in excess of $25,000 must submit the details of the award in the Federal Funding Accountability and Transparency Act (FFAT) worksheet.  Any agency that receives $25 million and 80% of its annual revenue from Federal funding sources must also provide details of the executive compensation for the top five executive management staff.


XXX PROGRAM
ANNEX A
ADMINISTRATIVE REQUIREMENTS

Mission and Purpose 

The mission of the Division of Family Development (DFD) is to support the well-being of families with financial assistance and/or supportive services to help families move towards and/or sustain economic stability.   Through the administration of several Federal and State programs including the Child Care Development Block Grant (CCDBF), Temporary Assistance for Needy Families (TANF), Title IV-E (Foster Care), Social Services Block Grant (SSBG), Refugee Resettlement Services, Transportation Services Funding, and other funding sources, DFD collaborates with our provider agencies to support the various programs and services administered.   

Provider Agencies will be responsible for locally managing the daily program with DFD oversight and monitoring. Provider agencies have administrative, fiscal accountability, reporting requirements, and program integrity obligations to ensure program compliance and performance standards.  As recipients of government funds, Provider Agencies must adhere to all Federal and State laws and regulations as stated above. 
     
As contractual agents for DFD, our Provider Agencies are primarily responsible to:

1. Provide program management services 
2. Provide supportive services to clients
3. Maintain community outreach, partnership collaboration and service coordination
4. Ensure program accountability, integrity and oversight
5. Maintain compliance with all program and contractual requirements and regulations

General Program Requirements

Each program entails specific program components and standards, administrative and fiscal requirements, deliverables, and assurances for the successful delivery of client services.  Performance standards and key statutory requirements are annotated in the Annex A and require immediate focus and attention of all stakeholders to ensure administrative oversight and fiscal accountability, while providing quality services.         

The agency must comply with State and Federal rules and regulations governing the purchase of services contract process, in addition to compliance with the Affirmative Action Requirements of Public Law 1975, c. 124 (N.J.A.C/ 17:27) and the requirements of the Americans with Disabilities Act of 1991 (P.L. 101-336), as well as all other Federal, State and contract regulations.     

The administration of the program must adhere to all governing laws and regulations including those contained in the:

· Federal regulations;
· New Jersey regulations;
· DHS/DFD Contract terms contained in the SLD and RFP;
· DHS/DFD contract rules and regulations contained in the Contract Reimbursement Manual and Contract Policy and Information Manual and clarification memorandums;
· DFD instructions and guidance memos, including all approved amendments or revisions; and
· All other Federal, State and local laws and regulations.   

The agency must meet all contract expectations as described in the RFP as well as those detailed in the SLD and related Annexes that constitute the contract.  Failure to meet any performance standard and contract expectations can be grounds for revision of the contract whereby current funding is reduced, contract is suspended or terminated and can affect future consideration for funding.   

Detailed contract obligations, responsibilities, rights and relationships are detailed in the SLD.  Some of the provisions of the SLD terms are also noted below for further discussion.

Contract Transition

In the event services end by either contract expiration or termination, the Provider Agency shall be required to continue services, if requested, until the replacement agency is in place.  The Provider Agency agrees to cooperate fully with the replacement agency and with DFD to ensure a smooth and timely transition to the new agency. 



Summary of Select Contract Terms and Conditions

This section provides highlights of key critical contract terms and conditions.  Please note that not all contract terms, conditions and requirements are outlined in this section.  Provider Agencies are responsible for compliance with all contracts terms and conditions outlined in the SLD, RFP (As applicable), DHS rules and regulations.   

Copyrights

Section 5.10 of the SLD states that New Jersey reserves a royalty-free, nonexclusive and irrevocable right to reproduce, publish or use any work or materials developed under the contract or subcontract.  DFD has the sole right to authorize others to reproduce, publish or otherwise use any work or materials developed under the contract.

Further clarification regarding copyrights can be found in the DHS Policy P8.13:

III.	POLICY

A. The State of New Jersey, Department of Human Services reserves a royalty-free, nonexclusive and irrevocable right to reproduce, publish or otherwise use any work or materials developed with State or federal funding under a Department funded Contract or subcontract.  The State of New Jersey, Department of Human Services also reserves the sole right to authorize others to reproduce, publish or otherwise use any work or materials developed under said contract or subcontract.

B.	The contracting Departmental Component shall ensure that it receives a copy of any Copyrighted Material.

C.	When a Provider Agency decides to publish any Copyrighted Material, the following steps shall be taken by the Departmental Component:

1.        Ensure that there is proper acknowledgment of the source of funds used to
       develop the copyrighted work.  The following statement is sufficient:

This material is based upon work supported by the Department of Human Services, State of New Jersey under Contract # _________.

2.	Ensure that the following disclaimer appears with the publication:

Any opinions and conclusions or recommendations expressed in this publication are those of the author(s) and do not necessarily reflect the official opinion of the State of New Jersey or Department of Human Services.

3.	Ensure that the Provider Agency includes in the publication contract/agreement a reference that stipulates the inclusion of a statement that protects the rights of the State of New Jersey, Department of Human Services with regards to Copyrighted Materials, as well as the addition of contract/agreement language that guarantees the inclusion of acknowledgment and disclaimer statements for any State supported, published material(s).

4.	Determine whether it is in the best interest of the Departmental Component to have the provider agency obtain prior approval of any proposed commercial publication, including approval of the process by which a publisher is selected.  If prior approval is required, it must be included in the Contract Annex A.

D.	Provider Agencies must have Department approval to keep Program Income earned from license fees and royalties for Copyrighted Material.

Access to Records, Record Retention and Confidentiality

As noted in DHS Policy P8.01, certain contract documents are considered public records and therefore open to public inspection.  Please note, client records of any kind are not public records.  Provider Agencies are required to make available the records deemed open to the public.  Records are required to be maintained for a minimum of four years after submission of the final report.  However, these limits may be expanded for instances of litigation, audit resolution, or tax compliance.  Record retention and destruction policies are detailed in the General Records Retention Schedule issued by the Department of Treasury.  All client records are subject to all applicable Federal and State legislation and regulations regarding confidentiality.
 
Subcontract Terms and Conditions, Assignment of Contract
The use of subcontracts on any contract requires DHS approval.  Any changes in subcontracts also must be approved by DHS.  

Provider Agencies are required to submit copies of subcontract agreements to DFD within 30 days of the effective date of the subcontract.  Failure to do so may result in termination.  Submission of a fully executed subcontract shall be evidence that the Provider Agency has reviewed the subcontract and determined that it complies with all of the requirements of this Information Memorandum.

Per DHS Information Memoranda P99-2:

Provider Agency may not subcontract any of the services that it has committed to perform or provide pursuant to the Contract without the prior written consent of the Department.  Such consent to subcontract shall not relieve the Provider Agency of its full responsibilities under the Contract.  Consent to the subcontracting of any part of the services shall not be construed to be an approval of said subcontract or any of its terms, but shall operate only as an approval of the Provider Agency’s request for the making of a subcontract between the Provider Agency and its chosen subcontractor.  The Provider Agency shall be responsible for all services performed by the subcontractor and all such services shall conform to the provisions of the Contract.

If a Provider Agency chooses to subcontract, it must ensure that subcontractors comply with all applicable federal, State and local laws, rules and regulations, including the Department’s Standard Language Document and the Department’s Contract Policy and Information Manual and Contract Reimbursement Manual.  The subcontract shall not be in conflict or less restrictive than any of the DHS policies or procedures.  The Provider shall outline in the Annex A of the Department Contract description of how the Provider intends to monitor any subcontract it signs to ensure compliance with the Departmental Contract.

All subcontracts services must include the standard DHS/DFD terms and conditions in any subcontract agreement.  
The Provider shall also ensure that:

1.	the subcontract document shall include, at a minimum: 

a.	terms and conditions written so that they do not contradict or compromise any of the language in the Department/Provider Agency Contract;

b.	a program (service) description, including level of service; and

c.	a budget or rate(s).

2. the subcontract contains provision(s) for adequate insurance, and a written assurance that the subcontractor will indemnify, defend and hold harmless the State of New Jersey and its employees from and against all claims, demands, suits, actions recoveries, judgments and costs and any other expenses therewith.  The State of New Jersey shall also be named as an additional insured on the subcontractor's insurance coverage.

3.	necessary licenses and credentials required by the Departmental component are maintained by the subcontractor(s).

4.	the subcontractor maintains the confidentiality of all subcontract client records and reports pertaining to the client(s) served (N.J.S.A. 30:4-24.3); this includes any medical condition(s) of the client(s), or any subject of a personal or intimate nature regarding the client(s).

5.	the Department and Provider Agency have access to all subcontract documents applicable to the Departmental Contract.

6.	interim service and financial reports necessary to support the contractual conditions and obligations of the Department/Provider Agency Contract are complete and received from the subcontractor(s) in a timely manner.

7.	all subcontractors follow the audit requirements specified in Department of Human Services’ Audit Requirements, Policy Circular P7.06, as from time to time amended.

8.	the fully executed subcontract and any copies required shall be received by the Departmental Components within thirty (30) Days of the subcontract begin date.  The thirty (30) Day time frame shall be applicable for any subsequent subcontract amendments or modifications.

As detailed in Section 5.02, Assignment and Subcontracts, of the SLD:

This Contract, in whole or in part, may not be assigned by the Provider Agency or assumed by another entity for any reason, including but not limited to changes in the corporate status of the Provider Agency, without the prior written consent of the Department.  Upon prior written notice of a proposed assignment, the Department may: (1) approve the assignment and continue the Contract to term; (2) approve the assignment conditioned upon the willingness of the assignee to accept all contractual modifications deemed necessary by the Department; or (3) disapprove the assignment and either terminate the Contract or continue the Contract with the original Provider Agency.  

Conflict of Interest

DHS Policy P8.05, sets forth the minimum standards for Provider Agencies in the development of and implementation of the required Conflict of Interest Policy.  Provider Agencies are required to maintain written conflict of interest policies that are designed to prevent:
a. personal interest of staff members, officers or Governing Board members from interfering with the performance of their responsibilities or the Provider Agency and its clients;
b. personal, financial, professional and/or political gain on the part of such persons at the expense of the Provider Agency’s and/or clients’ interest. 

At a minimum, the policy must require disclosure of and procedures to prevent conflicted situations such as relationships between the Governing Board, staff, supervisors, or anyone receiving payment for services, or anyone providing support to the agency.    

Generally, a Provider Agency’s Board of Directors, Officers, staff members or any other person in a position of trust, shall not use his or her position, or knowledge gained from that position of trust, in such a manner that a conflict arises between their personal or financial interests and the interests of the DHS or its contracted Provider Agency.  No Provider Agency shall own, operate or have an interest in any supplier of goods or services to the Provider Agency, or any organization that is engaged in doing business with or serving the Provider Agency.  No Provider Agency Board Member, Officer, staff member, or any other person in a position of trust (e.g., consultants, agents, lawyers, advisors or benefactors of any sort), or any member of his or her immediate family shall have any personal or financial interest in, or substantial obligation to, any supplier of goods or services, or any other organization that is engaged in doing business with or serving the Provider Agency unless it has been determined by the Board of Directors, based on the full disclosure of facts and circumstances, that such interest does not give rise to a direct conflict of interest or the substantial appearance of a conflict of interest. A position of trust may include Provider Agency staff members, Officers, Governing Board Members, legal advisors, agents, consultants or benefactors.  See, Contract Reimbursement Manual, Glossary of Terms, for definition of “Conflict of Interest.”

Any Board Member who is aware of a potential conflict of interest with respect to any matter coming before the Board of Directors shall disclose such potential conflict to the Board.  If it is determined that a conflict exists, the Board Member shall recuse himself or herself from any discussion or vote in connection with the matter involving a conflict.

Any agency that fails to adhere to this policy will be considered to be in breach of the contract and subject to the sanctions contained in DHS policy. 

A CCR&R contract will not be awarded to an agency that owns and/or operates a child care facility that is registered or licensed by the Office of Licensing, Department of Children and Families.  

By signing this contract, the undersigned acknowledges that for the duration of this contract, the awarded agency is prohibited from initiating or operating a licensed child care center, or any affiliation in violation of the Conflict of Interest Policy.  Any agency that fails to adhere to this policy will be considered to be in breach of the contract and subject to the sanctions contained in DHS policy. 




Financial Management System, Procurement Standards, and Contract Costs
As detailed in section 3.11 of the SLD, the contract requires a sound financial management system and the implementation of internal controls.  Provider Agencies shall comply with all applicable policies and procedures issued by the Department including, but not limited to, the policies and procedures contained in the Department's Contract Reimbursement Manual and the Department's Contract Policy and Information Manual.  Failure to comply with these policies and procedures shall be grounds to terminate this Contract.
	The Provider Agency's financial management system shall provide for the following:

(a) accurate, current and complete disclosure of the financial results of this Contract and any other contract, grant, program or other activity administered by the Provider Agency;

(b)	records adequately identifying the source and application of all Provider Agency funds and all funds administered by the Provider Agency.  These records shall contain information pertaining to all contract and grant awards and authorizations, obligations, unobligated balances, assets, liabilities, outlays and income; 

(c)	effective internal control structure over all funds, property and other assets.  The Provider Agency shall adequately safeguard all such assets and shall ensure that they are used solely for authorized purposes; 

(d)	comparison of actual outlays with budgeted amounts for this Contract and for any other contract, grant, program or other activity administered by the Provider Agency;

(e)	accounting records supported by source documentation; 

(f)	procedures to minimize elapsed time between any advance payment issued and the disbursement of such advance funds by the Provider Agency; and

(g)	procedures consistent with the provisions of any applicable Department policies and procedures for determining the reasonableness, allowability and allocability of costs under this Contract.

All procurement transactions must meet general procurement standards.  These standards include:
1. Free and open competition
2. Conflict of interest 
3. Economic Evaluation
4. Small Business
5. Procuring Instrument
6. Records
In addition to Local Public Contracts Law (LPCL) as prescribed by the NJ Division of Consumer Affairs, the New Jersey Office of State Comptroller has outlined Best Practices for procurement of goods and services.
  See http://www.nj.gov/comptroller/resources/ for additional details.

Contract Acquired Property and Equipment

As noted above, Provider Agencies are required to maintain a financial management system.  This system must include an appropriate asset management system.  

As defined in the SLD and DHS Policy P4.05, assets acquired with funds awarded in the contract are required to be properly identified in the Provider Agency financial and asset records; safeguarded against loss, damage, theft, misuse; subject to appropriate maintenance for good working condition; subject to physical asset inventory; covered under appropriate insurance provisions; and subject to final disposition instructions from DFD.

While title to the assets rests with the Provider Agency, the State maintains an equitable interest in the assets.  See Policy Guidelines P97-1 for further clarification of the equitable interest.

Each contract award or renewal should include an equipment inventory report for all DFD funded property.  At a minimum, assets records should include the following for each item:

	Description of the property including:
	 (make, model, vendor, serial number)
	Identifying number of the asset and contract it was acquired
	Date acquired
	Purchase price
	DFD’s interest (percent of funds paid from DFD contract)
	Physical Inventory Information (date of last inventory)

The Annex B requires separate reporting for all equipment with an acquisition cost of $5,000.  

Prior written approval is required for the disposition of all contract acquired assets.


Allowable Costs

All funds received in support of the program must be for the support of the program.  The determination of allowable costs is defined in the SLD, RFP, DHS and DFD’s Cost Reimbursement Manual (CRM), and Contract Policy and Information Manual (CPIM).  

See http://www.state.nj.us/humanservices/ocpm/home/resources/manuals/index.html for access to the Cost Reimbursement Manual (CRM) and Contract Policy and Information Manual (CPIM).

Expenditures are defined as those costs which are restricted to activities related to programmed plan development; complaint files management; public hearing information; program monitoring and coordination; report preparation; evaluation of program outcomes; personnel management; travel; equipment; supplies; audits and response management; and indirect costs such as maintenance of facilities, utilities, and  general management staff.  

Special Cost Considerations:

Travel

As noted in Section 5.20 of the SLD, contract funds may be used for allowable costs associated with DFD pre-approved travel, including lodging, per diem, and other related expenses associated with specific child care related conferences, meetings and trainings.  All requests must be made in writing and submitted to the DFD program representative 1 month or more prior to the travel date.  Only those trips that have been approved - in writing - will be considered allowable cost.  Allowable costs are subject to the SLD, DHS/DFD regulations and cannot exceed the Federal per-diem rates.

Executive Salary Limits

As detailed in Section 5.16 of the SLD, executive salaries are limited to the following:

For Provider Agencies with gross revenue (based on the last annual audit report) for the entire organization of:
a. Over $20 million, the limitation shall be $141,000 (Benchmark Salary),
b. Over $10 million, but less than or equal to $20 million the limitation shall equal 90% of the benchmark salary ($126,900)
c. Over $5 million, but less than or equal to $10 million the limitation shall equal 85% of the benchmark salary ($119,850),
d. Less than $5 million, the limitation shall equal 75% of the benchmark salary ($105,750).   

Non-Subsidy Direct Services

Allowable costs are directly associated with the delivery of client care services.  Allowable expenditures in this category are all activities which are required to ensure direct services are provided to eligible clients.  These include functions, as well as personnel costs, which are related to eligibility determination and re-determination; preparation and participation in judicial hearings, delivery of client services, recruitment, licensing, inspection, reviews and supervision of client services, including travel expenses; rate setting; resource and referral services, including telephones; training, and the establishment and maintenance of computerized client information.  





As contained in the Cost Reimbursement Manual (CRM) - Section 4.6, below is the index of Section 4.6 for allowable costs discussed in further detail in the CRM.  Certain costs have special cost rules and limits on the allowable amount.  
CRM – Section 4.6	Allowable Items of Cost

		Page

	1.	Advertising Costs	1
	2.	Bonding Costs	1
	3.	Communication Costs	1
	4.	Salary Compensation Limitations/Physician and Advanced 
		Nurse Salary or Payment Compensation Limitations	2
	5.	Depreciation and Use Allowance	5
	6.	Employee Morale, Health, and Welfare Costs and Credits	7
	7.	Compensation Limitations for Fringe Benefits	7
	8.	Insurance	7
	9.	Interest Applicable to Depreciable Capital Assets	8
	10.	Labor Relations Cost	11
	11.	Maintenance and Repair Costs	12
	12.	Materials and Supplies	12
	13.	Compensation Restriction for Provider Agency 
		Sponsored Meetings, Conferences, Training, or 
		Special Events	12
	14.	Memberships, Subscriptions, and Professional Activity
		Costs	13
	15.	Overtime, Extra-Pay Shift, and Multi-shift Premiums	13
	16.	Plant Security Costs	13
	17. 	Professional Service Costs	13
	18.	Profits and Losses on Disposition of Depreciable 
		Property or Other Capital Assets	14
	19.	Rearrangement and Alteration Costs	15
	20.	Recruiting Costs	15
	21.	Rental Costs	15
	22.	Severance Pay	16
	23.	Taxes	17
	24.	Termination Costs	28
25.	Compensation Limitation for Employee Tuition 
Reimbursement	19
	26.	Transportation Costs	20
	27.	Compensation Limitations for Employee Travel Expenses	20
	28.	Criteria for and Processing a Vehicle Request	21
	29.	Pension Plan Costs	23


Special Cost Considerations….

Overtime - must meet DHS policy and regulations detailed in the Cost Reimbursement Manual.

Subcontracts/Consultants - must have a detailed, signed contract with specific scope of work, effective dates, payment terms

Severance Pay – must be based on established policy and not exceed limits.


Unallowable Costs
Section 4.7 of the Cost Reimbursement Manual addresses unallowable costs.  Below is the index from Section 4.7 for the unallowable costs discussed in further detail in the CRM.

CRM Section 4.7	Unallowable Items of Cost

			Page
1.	Bad Debts	1
2.	Contingency Provisions	1
3.	Contributions	1
4.	Donations	1
5.	Entertainment Costs	3
6.	Equipment and Other Capital Expenditures	3
7.	Fines and Penalties	4
8.	Idle Facilities and Idle Capacity	4
9.	Interest, Fund-Raising, and Investment Management Costs	5
10.	Losses on Other Contracts or Grants	5
11.	Organization Costs	5
12.	Participant Support Costs	6
13.	Pre-Award Costs	6
14.	Public Information Service Costs	6
15.	Publication and Printing Costs	6





 ADDENDUM TO ANNEX  A

The following section summarizes key terms, conditions and obligations of the provider agency.  This does not include all requirements.  Refer to the Standard language Document (SLD) and the complete renewal package fir details of all contract terms.

I. General Requirements of the Contract

1) The Provider Agency shall comply with all the administrative, programmatic and fiscal terms and conditions described and approved by the Division of Family Development (DFD) and any other standards or special terms or conditions identified in the Provider Agency Contract Policy and Information Manual and the Provider Agency Contract Reimbursement Manual.  
a) Failure to carry out these terms and conditions as described by the Department of Human Services may result in suspension, termination and/or ineligibility for future funding.

2) The Provider Agency shall accurately complete and submit, according to instructions and time frames provided by DFD, all reports described in Annex A, including program Level of Service (LOS) reports, expenditure reports and any other reports as requested.   

3) The Provider Agency shall develop and maintain written policies and procedures that insure the proper administrative controls as prescribed by the DFD for this contract.  Copies should be placed in a "policy" manual for easy access.  The content of this manual should include protocols for communications with the governing body and policies relating to internal controls, procurement, travel and personnel, salary ranges for each position, professional development of staff.  The Provider Agency shall add new policies and protocols as they become necessary.

4) The Provider Agency shall provide staff, facilities, equipment and supplies as needed to efficiently, economically and effectively satisfy the requirements of this contract.  

5) The Provider Agency shall ensure that all key personnel hired to provide the services for the program meet the requirements as identified by the DFD under this contract. Key personnel are defined as the Executive Director and Fiscal Officer. The Provider Agency shall request approval DFD Project Coordinator(s) before changing any requirements or within 20 days of replacing key personnel. It is recommended that the Provider Agency make every effort to recruit and hire individuals that are culturally sensitive to the needs of the target population. 

6) The Provider Agency shall ensure that all staff members funded under this grant are available on site during scheduled working hours unless attending off site meetings, conferences, etc. which are directly related to contract operations; accurate staff schedules shall be maintained and available for review.

7) The Provider Agency shall ensure that all program, administrative, clinical and fiscal records are stored and maintained on site in the administrative or clinical office.  As the “Funding Agency,” DFD is the owner of all records and reserves the right to monitor all records or data bases or staff records as part of the grant.  


8) The Provider Agency shall store and maintain an adequate client record system, available for review, which includes, but is not limited to: adequate supporting documentation for client services, expenditures, overall program assessment, case management and accomplishments.  

9) The Provider Agency shall ensure that funds made available under this contract shall not be used to supplant other funding, to engage in lobbying activities or used for sectarian purposes.

10) The Provider Agency shall report all related party transactions of employees, governing board members and/or their families as required by DHS regulations.  Any and all transactions of related parties shall also be addressed in the agency audit. 

11) The Provider Agency shall ensure through policy, procedure and monitoring of transactions that no conflict of interest or the appearance of conflict of interest on the part of the provider agency staff, governing board members and or their families.

12) The DFD shall approve any subcontract entered into by the Provider Agency with the third-party providers of service authorized under this contract.  Reimbursement for services provided by such subcontract shall not be authorized unless the legal agreement for such services has been approved by DFD.
 
13) The Provider Agency shall be responsible for managing the funds awarded by a subcontract to include a review to insure that adequate financial controls are in place and the agency is in compliance with the terms and conditions of the contract as it relates to specific requirements in this grant.

14) The Provider Agency shall submit adequate information to demonstrate that they shall monitor all third-party expenditures and insure that a financial and compliance audit of the subcontract is performed and issue a report to the DFD to clearly indicate that subcontract has met all conditions of the contract as stipulated in the agreement.  

15) The Provider Agency shall submit to DFD at the start of this contract and thereafter within 90 days of the end of the fiscal year an annual organization-wide audit of its agency conducted by a licensed certified public accountant or licensed certified public accounting firm.

16) The Provider Agency shall submit all Certificates of Insurance that ensures liability insurance in accordance with the standards of insurance established by DFD to cover liabilities imposed by law and assumed under this contract.  


II. Performance Requirements of the Contract

1) The Provider Agency shall implement the program requirements according to the Annex A and technical guidance and specifications of the DFD as communicated by the DFD Program Staff. 

2) The Provider Agency shall ensure that staff are collecting and adequately documenting referrals, outreach, assessments, prior authorizations, client services, and other program participation and compliance requirements, deemed necessary to ensure the integrity of the program services and evaluation.

3) The Provider Agency shall ensure that program and client outcomes are used to make recommendations to DFD on modifications in services and service delivery.

4) The Provider Agency is responsible for tracking the obligation of all program activities and client services and for monitoring actual expenditures of authorized services to ensure that funds are not over-encumbered or over spent.  Problems with provider services, reimbursement, or other provider issues that affect client services are to be reported in a timely manner to DFD and at least quarterly to DFD.


5) The Provider Agency is responsible for implementing a Management of Information Systems for tracking client services, referrals, utilization, client demographics, recommended and actual utilization of services and other data as required by DFD.

6) The Provider Agency is required to accurately submit required program and level of service reports in the format prescribed by DFD.


7) The Provider Agency shall meet the standards prescribed by DHS Confidentiality regulations and HIPAA. Staff shall receive training on confidentiality guidelines and its limits.  The agency shall have written policies on the storage and maintenance and sending and receiving of all confidential electronic and physical records and information.   DFD has authority to evaluate and audit all records


III. Data Collection and Dissemination Requirements of the Contract

1) The Provider Agency or any of its National or State affiliates, employees, partners, consultants, subcontractors, or vendors agree that all data, publications, presentations, work products on the program are the property of the State of New Jersey and cannot be disseminated to others without the prior written approval of the DFD.  

2) The Provider Agency or any of its National or State affiliates, employees, partners, consultants, subcontractors, or vendors agree to collect data on this program for the purposes of  performing its duties and responsibilities as the vendor and not for the purposes of any unauthorized research and evaluations activities.  

3) The Provider Agency or any of its National or State affiliates, employees, partners, consultants, subcontractors, or vendors agree to coordinate all research and evaluation activities with DFD before collecting data to write or produce or make any publications, papers, presentations, or other work products emanating from the program.  

4) The Provider Agency agrees to submit for review all research and evaluation requests, proposals grants or other activities for the program to DFD prior to making any application to determine how this request might affect the current research and funding.

5) The Provider Agency agrees to collaborate with DFD to evaluate client and program outcomes to improve services and service delivery.




IMPORTANT REMINDERS
The Contract terms and conditions are noted in the:

SLD;
Contract Renewal or Award instructions;
Addendum to Annex A;
RFP (as applicable to the program);
Annex B;
DHS, Federal and State regulatory and compliance requirements (including but 
	not limited to the CPIM and CRM).

Provider agencies are responsible to:

	a.  read all requirements and ensure compliance with all regulations,
	b. pay attention to new requirements and forms noted in this package,
	c. return all required certifications and contract forms in the time period required,
	d. required to submit all required documents as noted in the index of contract 
		documents.  

The renewal package and all required documents should be returned to with the checklist and document verification sheet to the contract administrator 30 days prior to the start of the contract. 

The Annex B should be an agency-wide wide budget with appropriate direct and indirect cost identified including the basis of allocation as applicable.  The budget should include sufficient details of all expense items proposed to allow DFD to review and analyze all costs.  Details for all indirect cost rates should be included in the package.  

Copies of subcontract agreements should be submitted to DFD within 30 days of the contract start.

Failure to follow these requirements will delay the review and approval process.





ANNEX A


Contract Summary Sheet
Section I – Signature Page
Section II – Service Delivery Information
Section III – Program Narrative
 SUMMARY PAGE INSTRUCTIONS


Enter Agency Name, Address, Telephone and Contract No., Federal Identification No., Contract effective dates (as noted in the DFD contract award letter) and contract ceiling (per Annex B). 


Enter CEO and Agency notice information.  All data must be completed.  

	
Section 1 - Authorized Signatures

Enter Authorized Signatory for the Contract (as authorized by Agency Bylaws or Board Resolution).  

IMPORTANT - This is the address where the signed contract and all relevant legal correspondence will be mailed – so please ensure this is the accurate address.

 			Section II – Service Day
Service will be provided as follows for each day of the week, enter the hours the agency will provide contracted services.  Please indicate if there is a difference among any of the contracted services in the program specific narrative.  

Emergency Provisions   Describe any special arrangements which have been made to handle emergencies, e.g. voice mail instructions, special telephone numbers etc.

Service will not be provided on the following occasions   List the occasions and dates when service will not be provided, e.g. December 25-Christmas,  July 4-Independence Day,  etc.  





STATE OF NEW JERSEY - DIVISION OF FAMILY DEVELOPMENT
ANNEX A – CONTRACT SUMMARY SHEET
	[bookmark: Text301]Provider Agency
	     
	Contract #
	[bookmark: Text380]     

	Mailing Address
	     
	Federal ID #
	[bookmark: Text302]     

	
	     
	

	
	     
	

	Telephone Number
	[bookmark: Text405][bookmark: Text406][bookmark: Text407]    -     -    	
	

	Provider Agency Fiscal Year End
	     
	
	

	
	
	
	
	
	

	Contract Effective Date
	     
	to
	[bookmark: Text404]     
	Contract Ceiling
	$     

	
	
	
	

	Organization Type
	County
	|_|
	
	

	
	Municipal (i.e. School)
	|_|
	
	

	
	Private, Non-Profit
	|_|
	
	

	
	Private, For-Profit
	|_|
	[bookmark: Text303]     %
	Indicate % of profit charged towards contract

	
	Faith-Based
	|_|
	
	


	
	Hospital-Based
	[bookmark: Check49]|_|
	
	

	

	Chief Executive Officer
	     
	

	Title
	[bookmark: Text408]     
	

	Mailing Address
	[bookmark: Text409]     
	

	
	[bookmark: Text297]     
	

	
	     




	

	Telephone Number
	    -     -    
	

	Fax Number
	    -     -    
	

	E-Mail Address
	     
	

	
	
	
	

	All routine notices relevant to the administration of the program should be sent to:

	Name & Title
	     
	

	Mailing Address
	     
	

	
	[bookmark: Text298]     
	

	
	     
	

	Telephone Number
	    -     -    
	

	Fax Number
	    -     -    
	

	E-Mail Address
	     
	


Do you currently receive payment by Automatic Deposit (ACH) for this contract?

|_| Yes      |_| No

Division of Family Development
Annex A – Section I continued
Authorized Signatures

List names and positions of persons authorized to sign the following and number of persons required to sign each transaction.

	
	Name/Address
	Position
	# of Signatures Required

	
Contract

	[bookmark: Text7]1        
	[bookmark: Text10]     
	1

	
	[bookmark: Text8]2        
	[bookmark: Text11]     
	

	
	[bookmark: Text9]3        
	[bookmark: Text12]     
	

	Quarterly and Final Financial Reports
	1        
	     
	1

	
	2        
	     
	

	
	3        
	     
	

	Contract
Budget Modification
	1        
	     
	1

	
	2        
	     
	

	
	3        
	     
	

	
Checks

	1        
	     
	  

	
	2        
	     
	

	
	3        
	     
	

	Other Contracts and Agreements
	1        
	     
	  

	
	2        
	     
	

	
	3        
	     
	



Note 1 - Enter Authorized Signatory for the Contract (as authorized by Agency Bylaws or Board Resolution).  This is the address where the signed contract and all relevant legal correspondence will be mailed.  This should be the individual who signs the SLD (page 23). This may not be the same individual as noted in the Annex A summary sheet.  In the event of emergency notification, please include e-mail and fax number.

	Contract Signatory
	     

	Title
	     

	Mailing Address
	     

	
	     

	
	     





	Telephone Number
	    -     -    

	Fax Number
	    -     -    

	E-Mail Address
	     



						
	Contract #
	[bookmark: Text204]     


Division of Family Development
Annex A – Section II
Service Delivery Information

	Program Name:
	     

	Site Address:
	     

	City, State, and Zip
	     

	Site Phone Number:
	    -     -     

	Program Director/Coordinator 
	     

	Telephone #:
	    -     -     

	Fax:
	    -     -     

	E-Mail:
	     



Service will be provided as follows (designate time):

	
	From
	
	To

	Sunday
	     
	
	     

	Monday
	     
	
	     

	Tuesday
	     
	
	     

	Wednesday
	     
	
	     

	Thursday
	     
	
	     

	Friday
	     
	
	     

	Saturday
	     
	
	     



Services will not be provided on the following occasions:

	Date (s)
	
	Occasion

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     











Division of Family Development
ANNEX A – SECTION III

PROGRAM OPERATIONS NARRATIVE

Introduction and Instructions:
Following are the contract components to be administered for the program.  The Provider Agency shall describe the components as they are administered internally.  The Annex A, Program Description information should match the details included in the Annex B - Budget. 

The Provider Agency must provide information in the Annex A narrative describing how each service component of this contact will be administered including internal processes and controls for each program/service component.    Answer all questions by providing information that is quantifiable and qualifiedly measurable to the extent feasible.  

Please note that the contract is on the Federal Fiscal Year 2014.  The FFY is the same as the contract term.   FFY 2014 begins October 1, 2013 and ends September 30, 2014.

Key Statutory and Regulation Requirements under this contract
   
1. Determine who is eligible to receive Federal and State financial assistance;
2. Have internal controls and Performance Measures to determine whether the rules are accurately applied;
3. Adherence to applicable Federal rules and State program compliance requirements; and
4. Assurance of appropriate use of allowable government funds to carry out the goals and objectives of the child care program. 

Contract Goals 

1. Promote sound and accountable administration of public funds;  
2. Ensure children are in safe and healthy quality child care settings;
3. Increase the number of families and children access to higher quality programs
4. Establish a child care service delivery system that is child-focused, family friendly, and fair to providers’ policies.
5. Create a pathway of effective practice and professional development training that align with high quality standards and advance careers   

The Agency assures that it will:

Comply with the following CCDF statutory requirements and ensure federal funds are applied to:   

Eligible Families – By statue – only families that meet CCDF eligibility criteria including income, work and/or educational training activities shall be served. 

Eligible Children – By statue, only children up to age 13, or under 19 years old, if they meet the eligibility criteria, citizen or qualified legal alien shall be served.

Eligible Providers – By statue, only eligible child care providers, center-based,  family child care provider, or approve/relative care provider, or other provider of child care services that is licensed, regulated, or registered under applicable State or local law and satisfies State and local requirements, including health and safety requirements shall receive CCDF funds. 

Establishing Priorities – By statute, priority levels as defined in policy should be followed when servicing families. 

Payment Eligibility– By regulation, written agreement authorization must first be established for eligible families and providers before service should be rendered. 


Required Contract Infrastructure and Personnel Requirement


Expectation - The Agency must establish and maintain an infrastructure to meet and support the child care service delivery system goals and personnel requirements as outlined in this contract.

Program Standard:	Establishment of a formal case management model (caseload size and specialization, clerical and other supports, and specialized handling of some tasks), along with strong computer applications, management tools and mechanisms to enhance and communicate tasks to support operation. 

Program Standard:	The Agency must have administrative personnel that can effectively resolve problems and employ effective strategies to enhance the service delivery system. Staff must be qualified at every level.  
In an effort to improve our child care program and quality improvement efforts, the following additional full-time expert staff member are required for this contract, a full-time subsidy manager/coordinator, e-Child Care (ECC) specialist, Trainer, and Policy Specialist. 

In an effort to raise efficiency, especially with administrative errors, enhance customer service, and improve timely payment reconciliation efforts, the additional units and personnel structure are required for this contract.

Infrastructure Requirement:

Intake Unit: 

· Review and screen applications, and documents 
· Follow-up and work with families to quickly complete application process
· Make referrals 
· Provide optimal customer service to families, providers, and public at large
· Provide consumer education which must include making families aware of the different type of child care programs, options and levels of quality, as well as key quality components of higher quality programs  

Quality Control Assurance Process and FTE staff 

· Establishment of internal quality assurance mechanisms to minimize risk and errors
· Establishment of benchmarks for specific tasks and activities 
· Provide integrated platform for better coordination of services across units 
· Establishment of uniform practice standards and procedures
· Monitor performance and practice against those standards
· Ensure staff are appropriately trained
· Conduct case file desk reviews quarterly sampling a minimum of 10 cases each in program (CCAP, WFNJ, CCVC & CSP) and 10 cases that were denied for CCAP).  

Personnel Requirements
  
A full time Executive or Program Director shall be employed by the agency to serve as lead Management Official of the agency directly responsible for all contract services.  This person supervises provider agency personnel in the administration and delivery of contract services and serves as the primary/sole contact/ liaison for program and fiscal coordination with DFD.    Oversee the daily agency operations and administration of the entire child care resource and referral and subsidy programs.  Provide leadership and management outlining priorities and mandates to ensure program compliance, delivery of services as outlined in the contract, and efficient operations.  Ensure that staff are fulfilling their responsibilities, providing quality work and acting as the liaison between the agency and DFD.  Ensure that appropriate staff attends specialized meetings, trainings, conference calls, work groups and other committees.  Ensure that agency staff members serve the children and families of our State with dignity and respect.   The Agency Director or program designee must attend and participate in DFD-sponsored in-person meetings and trainings, or conference calls as directed by the Program Staff. 
    
A full time Fiscal Officer is required to prepare contract budgets, monitor spending, prepare budget modifications as necessary, report monthly expenditures to the Division, and serve as fiscal liaison/contact for all contract budget/fiscal, fiscal reporting, and to manage provider payment issues.

Program Supervisor  - Core functions are direct supervision of staff and work. Help problem solve and resolve issues.  Help staff gain knowledge and build skills to effectively perform job, manage caseload and ensure program compliance.
 
Subsidy Coordinator/Manager - Coordinate services and communicate across multiple child care programs; and ensure compliance of program rules and standard continuity; such as eligibility, verification and collection and review of documentation are consistent.     

ECC Specialists – Required full-time positions to resolve ECC related issues and concerns. Conduct daily reviews of rejects and resolve discrepancies.  Provide technical assistance for in-house staff and on-site provider support.  Provide guidance on how to research, trouble shoot to resolve ECC related concerns and questions.  Work with trainer to conduct orientation and ongoing training.     

· ECC Card-Linking via Administrative Terminal (AT), status of lost card or ordering new cards via AT
· ECC parent/provider orientation
· Handling all ECC related issues
· Sanctioning parents/providers in partnership with the case manager 
· Provide Technical Assistance(TA) to current providers, new providers
· Provide ECC Provider Portal/Payment TA
· Provide ECC Equipment Triage
· Provide ECC Banking Triage and Processing
· Provide Interactive Voice Response (IVR)Triage
· Parent Triage when challenges are faced with use of IVR, or Point of Service (POS)device 

Lead Trainer– Support and train in-house staff and child care community on DFD’s programs and special initiatives. Serve as training liaison and lead for all training related activities. Develop customize training plans for agency.  Attend specialized training aligned with DFD’s goals. 

Technical Assistance Quality Specialist Staff (FTE)– to support quality initiative activities, and Grow NJ Kids, NJ’s Quality Rating Improvement System – currently piloted in Middlesex, Morris, Somerset, and Newark. Provide targeted technical assistance and training on quality improvement initiatives, PINJ core knowledge competencies, and State Early Learning Standards. Provide technical assistance and training to improve health and safety standards, and help programs continuously improve.   Staff must have degree and training in formal assessments (ECERS, CLASS, etc.), knowledgeable of State Early Learning Standards, coaching experience, as well as meet PINJ instructor approval criteria. (Major role is to provide on-site technical assistance and coaching to the child care programs to help improve program quality and navigate through Grow NJ Kids process; i.e. understanding of Grow NJ Kids, self-assessment and improvement plan).  Specific guidance and training will be provided.                       

Policy Specialist – Liaison and lead policy person to support agency staff and child care community understand DFD’s child care policies, federal mandates and eligibility requirements; as well as build capacity.  Participate on committee and workgroups to review policies.  Track policy revisions and ensure agency staff have current information across all child care programs.  Work with agency staff to ensure policies are being applied correctly; especially for eligibility determination, termination and appeals.           

Fraud Specialist – Liaison and lead person to research and investigate program non-compliance/violation and/or improper payment, i.e. wage match discrepancies, misuse of ECC related activities. Track and monitor re-payment agreements.  Conduct investigation and follow-up on alleged reports of fraud activities or intentional program violations, including misuse of ECC cards, or inappropriate misuse of ECC system.          

Subsidy Case Managers or Eligibility Specialist–Manage the daily eligibility process and subsidy related tasks from application review to data entry and/or completion of child care arrangement.  DFD is strongly recommending a formal case management model based on size and specialization, i.e. CPS and WFNJ. DFD supports a caseload (1 to 200) and (1 to 175) for specialized programs (CPS and WFNJ). 

Specialized Case Managers or Eligibility Specialist -   Manage the daily eligibility process and subsidy related tasks from application review to data entry and/or completion of child care arrangement for CSP and/or WFNJ. Provide individualized support, monitor participation more stringently, and to follow up more quickly on attendance or other concerns with intense cases, such as WFNJ and CPS. 

Fiscal Specialists – Manage daily payment related activities and function; such as discrepancy forms/attendance logs, payment adjustments, and provide technical assistance to providers.   

Management Information and Technology System Coordinator – Liaison and lead person for the legacy systems (CARES and OMEGA), ECC, and CASS;  provide support to agency staff and work with DFD OIS staff, as well as,  related IT, web and email issues and/or concerns. Develop technological improvements to quickly communicate and disseminate information, as well as alleviate call volume.          

Support Staff – clerical and case aids to staff and provide office support.     


Please submit resumes and job descriptions for all staff positions. 


Fiscal Standards and Accountability

Recipients and sub-recipients of Federal and State funds are responsible for the proper use of such fund.  Simply, this means that the funds are used for the intended purpose with compliance with all Federal, State and contract regulations.  All parties are responsible for the transparency and accountability for the funds and are subject to administrative, contractual and legal sanctions for the misuse and/or improper use of these funds.  Provider Agencies are considered sub-grantee/recipients under this contract and are subject to Federal laws, regulations and provisions of this contract as set forth in this document; and must ensure adherence to all applicable regulations.

The agency must meet all contract expectations as described in the RFP as well as those detailed in this contract.  Failure to meet any performance standard and contract expectations can be grounds for revision of the contract whereby current funding is reduced, contract is suspended or terminated and can affect future consideration for funding.   

In addition to the core areas of program delivery, Provider Agencies must maintain administrative and fiscal accountability, meet reporting requirements, and ensure program integrity to meet all program compliance and performance standards.  As recipients of government funds, all agencies must adhere to all federal and state laws and regulations as stated above.      


Reporting Requirements

The agency is required to submit program and fiscal reports within the required timeframes.  At a minimum, the following reports are required:
   
I. Fiscal Reports 

A.	Report of Expenditures

Fiscal reporting is required on a quarterly basis combining subcontracted and direct agency expenditures.  Actual expenditures must be reported using the Annex B form on a cumulative basis by the 20th day of the following month after the close of each calendar quarter.

The Final Report of Expenditures is due 120 days after the contract period ends. 

The expenditure reports must contain an original signature of the CEO and fiscal officer designated by the agency for this program.  

An initial advance payment will be issued when the contract is fully executed.  Future quarterly reimbursements will occur subsequent to DFD’s receipt and review of the expenditure report for the previous quarter and as long as all other contract deliverables are met.

All reports are to be sent to:
 DFD, Office of Contract Administration
 P.O. Box 716
 Trenton, New Jersey 08625-0716  
Attention:  Contract Fiscal Unit

A.	Unassigned Adjustments

Periodic update of childcare program and funding stream data for all payments processed to providers will be required for all adjustments entered in EPPIC that are not assigned to a Case and Agreement (thus are reported as unassigned in EPPIC).  

B.	Parent and Provider Collections

a. Refer to DFDI – Sanction policy for applicable reporting and remittance regarding Parent and Provider Repayments and reimbursement to DFD.  This includes reporting of IRS Levies.  


II. Program Reports

Program reports are to be submitted to the Office of Child Care Operations no later than the 15th of the following month due.  DFD requires electronic submission in DFD format and approved reports.

A.       Program and Client Level Reports
a. Program Statistical LOS Reports (number of applicants, type of care, program enrolled, etc) 
b. Family Registration Program (number of new providers, inactive, terminated, violations, etc.)
c. Number of contacts with families
d. Number of contacts informing of quality and educational materials

B.	Technical Assistance and Training Reports
a. Provider Development Trainings and Technical Assistance
b. ECC on-site TA, consultation or training 
c. Provider Orientation, conference, meetings or workshops

C.	Program Integrity Reports
a. Program Integrity Tracking Report
b. Fraud Investigation or Program Violation visits  

D.	Quality and Special Initiatives Reports
a. Special Initiative Reports
b. Waiting List Reports

E.	Community Outreach and Coordination
a. Number of community presentations
b. Number of coordination meetings

F.	Other type of Reports/Plan
a. Biennial RFA Plan
b. Agency Staff Professional Development Plan

G. 	Other Reports as Requested
 

III. Payment Terms
The initial advance payment representing 25% of the contract ceiling will be issued when the contract is approved and signed.  Subsequent quarterly advance payments are issued upon receipt and review of the quarterly report of expenditures (ROE) and, assuming all other contract obligations are current and there are no violations of any other contract provisions.  Adjustments to a quarterly payment may be made for a variety of reasons, including provider agency spending patterns, DFD fiscal review issues, audit matters that come to our attention, or as needed to meet program delivery and DFD Budget/ Fiscal issues.
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Statement of Assurances
CHILD CARE RESOURCE AND REFERRAL AGENCY
STATEMENT OF ASSURANCES

The Agency assures that it will:

I.	ADMINISTRATIVE
	A.  General Administrative Requirements
· Use public (Federal and State) funds effectively and efficiently, and with integrity to the benefit of eligible children, families and providers. 
· Comply with all terms of this contract.
· Ensure all programs, services and initiatives be conducted in accordance with established regulations, policies, procedures and guidance. 
· Comply with the terms and conditions of the Department of Human Services (DHS), Division of Family Development (DFD) Standard Language Document (SLD), and Request for Proposal (RFP), as well as additional requirements noted in this contract.
· Develop partnerships with key state and local government, and with any other entities that impact families and children to coordinate services and resources. 
· Establish formal coordination and referral agreements; especially with CWAs, DCPP, OOL, School-based programs, DOE, Head Start and other essential family and human service agencies to enhance continuity of care and the well-being of children and families.
· Administer the service/program components of the unified child care service delivery system through State-provided, approved and/or funded automated systems.  The automated systems which will be used are all DFD’s eligibility systems (OMEGA, CARES, CASS), NACCRRAware or DFD approved compatible provider, parent and referral system, Professional Impact of New Jersey (PINJ) Registry and Trainer Module, and EPPIC.     
· Provide DFD access to the Provider Agency systems and data, funded in whole or in part by DFD. 
· Maintain and support computer equipment provided by the State that is necessary to access and operate the State's automated child care system(s).  The establishment of any additional sites requiring system access will be the responsibility of the Agency.  
· Assume the cost of installing telecommunication equipment and operating and maintaining all computer equipment furnished, as well as any physical site modifications and/or preparations necessary to accommodate that equipment is included in their Budget Information Summary (Annex B).  
· Certify that the automated systems for fiscal and programmatic accountability and reporting which will be provided by DFD will be utilized as required.  The automated systems provided shall be used to administer the voucher programs funded through WFNJ, TCC, EEI, Post TCC, CCAP, CPS, PACC, Kinship, and DOE Wrap-Around Child Care. 
· Cooperate with DFD to meet all the requirements for Family Child Care Providers and Approved Homes in accordance with statue, and as outlined in the Child Care Workers Union (CCWU), and policy.
· Develop and utilize sound fiscal and programmatic accountability systems which are approved by DFD for all other service components of this unified child care service delivery system.
· Maintain acceptable financial reporting, including:
1. Ensure that a separate bank account for operations and administrative funds is maintained and allow the State of New Jersey to electronically transfer funds into these accounts.
2. Ensure all funds are disbursed and tracked through the appropriate funding stream and automated system in accordance with program requirements.
3. Ensure that communication exists between fiscal and program staff to guarantee that subsidy funds are available in a timely manner to serve families when funds become available.
4. Ensure fiscal accountability for all agency developed payment processes.
5. Provide fiscal and program reports to DFD on a timely basis as required.

B.  Contract Transition
In the event services end by either contract expiration or termination, the CCR&R shall be required to continue services, if requested, until the new services can be in place.  The CCR&R agrees to cooperate fully with the replacement agency/ies and with DFD to ensure a smooth and timely transition to the new agency/ies.  DFD will reimburse the CCR&R for services during the transitional period at the rate in effect when this section is invoked by DFD.

C. Child Care Centers
By signing this contract, the undersigned acknowledges that for the duration of this contract, the awarded agency is prohibited from initiating or operating a licensed child care center.  Any agency that fails to adhere to this policy will be considered to be in breach of the contract.

II.	SUBSIDY PROGRAM REQUIREMENTS
	Ensure the following will be conducted in accordance with established regulations, policies and procedures:
1. Make program applications available, as appropriate, to the public throughout the county to ensure potentially eligible families are afforded the opportunity to apply for child care assistance.  
1. Inform families who request child care services on how to obtain complete information and how to submit program applications and the required attachments.  
1. Provide families with information regarding child care concerns, such as licensing and regulatory requirements, complaint procedures, and policies and practices relative to child care services available in the State, through consumer materials developed by the agency or provided by DHS.  
1. Inform families of applicable State or local health and safety requirements for all categories of child care.  
1. Maintain, store and retain appropriate file documents for families and providers as required by State and Federal requirements.  
1. Utilize only DFD developed and or approved forms to document and verify child care services to be delivered.
1. Provide training and technical assistance to child care providers to inform of their rights, responsibilities and DFD eligibility policies.
1. Inform providers of ACF and DFD goals and priorities, (i.e. strengthen standards to ensure safety, healthy, and the well-being of children while supporting providers to meet those standards), of policies and requirements.   
1. Provide information to all families regarding their responsibilities and rights, i.e. parental choice, fair hearing, and access to visit programs, etc.
1. Educate parents on the different type of programs, settings, and level of quality, and research findings of the benefits to children of higher quality programs. 
1. Establish an internal appeals process for dispute resolutions raised by parents for issues other than child abuse/neglect, prior to the matter being forwarded to DFD.  Written appeal information must be attached to all adverse action status letters.



1. Attach a list of the members of the Internal Appeals Review Team.  Cooperate with DHS, DCF, and the CCWU to resolve provider disputes as agreed upon in the CCWU Agreement. 
1. Inform WFNJ/TCC participants of their rights to request a fair hearing.  
1. Inform parents of their responsibilities and rights for the receipt of services (i.e., their right to visit the child care site(s) to which they have been referred and responsibility to report to the agency staff member their choice of provider).  
1. Inform the CWA/BSS if child care is unavailable, inaccessible or unacceptable to parents and indicate the reason for same in the Monthly WFNJ Child Care Report.
1. Maintain open line of communication with respective Division of Child Protection and Permanency (DCP&P) Local Offices for the processing of applications and payments. 
1.  

III.	 EARLY CARE AND EDUCATION DELIVERY SYSTEM SERVICE REQUIREMENTS

The administration of the child care program must adhere to all applicable governing laws and regulations
including those contained in the:

· CCDF regulations;
· New Jersey regulations;
· DFD Child Care Service Manual;
· DHS/DFD Contract terms contained in the SLD and RFP;
· DHS/DFD contract rules and regulations contained in the Contract Reimbursement Manual and Contract Policy and Information Manual;
· DFD Child Care Operations Manual; 
· DFD instructions and guidance memos, including all approved amendments or revisions; and
· All other Federal, State and local laws and regulations.   

The administration of the child care service delivery system must be administered using practices that are
aligned with the goals of this contract. 

The following represent guiding principles to ensure a quality child care service delivery system and
environment to all families, providers, partners, and community at large. 

Guiding Principles
· Transparency and accountability – ensure public funds are directly linked to the goals and priorities of CCDF and DFD and ensure that resources are expended in ways that are most effective and efficient; and used to the benefit of eligible children and families.
· Sound fiscal and programmatic accountability systems and internal controls - to assess and identify risk to reduce and prevent errors and improper payments.  
· Equity and access to services – strategies for conducting local assessments of community child care needs and outreach surveys so all families and providers have equity and access to services
· Coordination and linkages of services across programs and key partners (federal, state and local levels) - mechanism for coordination of services and supports to families and providers so that the broad range of factors, needs, and contexts are addressed.  
· Program guidance and communication of program policies: Inform families, programs, providers and the community at large about the child care program and services, and the appropriate rules. 
· Public awareness and consumer education:  Increase public awareness of how families can access affordable quality child care services; and help the general public understand the importance and benefits of higher quality child care programs for children.  Educate parents about the different type of child care programs, options and program quality and health and safety regulations so they can have access to the best, most complete information when choosing the right child care setting for their children.  
· Commitment to continuous improvement: At every level, agency must be committed to creating an environment that values and practices continuous improvement for the enhancement of services and supports to the family and child care community.
· Professional Development Training: Align training and technical assistance with CCDF mandates, DFD goals, PINJ Instructor Approval and Core Knowledge and Competencies, Health and Safety regulations, and evidence-based trainings that are culturally appropriate and in alignment with Grow NJ Kids that enhance the knowledge and skills. 
· Cross-agency collaboration: Stimulate and formalize cross-agency collaboration—sharing resources, joint training, coordinated planning and service delivery—that will build coherent systems in communities to provide the continuum of supports and services to families and providers, prevention of duplication. 
· Financing: Identify and secure other financing and resources to cover the continuum of support and services needed by families, provider and staff. 
· Self-Assessment and evaluation: Support ongoing evaluation to ensure that practice is informed by research, best practices and to measure the impacts of service delivery on families and providers; ultimately providing more targeted and effective services where needed.
· Capacity building of higher quality providers – increase children and family access to higher quality programs
· Strengths-based Approach – development of trusting relationships that will meet families and providers where they are and make addressing families’ needs and providers quality improvement efforts more successful   
· Accessible – operational hours that meets families and providers needs so they can access child care services and supports.   Ensure staff recognizes the importance of understanding the values, beliefs, and practices of diverse cultures. Agency integrates diversity into the policies, practices, and products of the agency so that the ultimate interactions with individual children and their families can be mindful of and honor their culture.

The administration of all special initiatives or collaborations must follow the established program rules and
policies, as well as utilize the required items/materials. The agency must follow county or statewide established
procedures for:

· The Voluntary Family Child Care Registration Program;
· The Strengthening Families;
· Grow NJ Kids; and any other implemented initiatives   

For the administration of the Voluntary Family Child Care Registration Program:  These items shall include:

1.	The Manual of Requirements for Family Child Care Registration 
2.	Certificates of Registration
3.	The Technical Assistance Handbook for Family Child Care Registration  
4.	Information to Parents Statements 
5.	Outreach/public relations materials 
6.	Training films and information about training materials
7.	Sample forms applicable to the registration process, such as: provider registration application forms; health/physical examination forms; registration checklist; evaluation/monitoring report form; registration renewal notification form; emergency contact information form injury and/or accident report form; authorization form for emergency treatment; and guidelines for care of sick children, administration of medication, and current listing of reportable and communicable diseases and immunization requirements.



By: Signature:



 Name of Authorized Person/Agency						Title											
	Date:__________________________

DIVISION OF FAMILY DEVELOPMENT
CHILD CARE RESOURCE & REFERRAL AGENCY CONTRACT

TERMS AND CONDITIONS
FISCAL YEAR 2014 – ANNEX A

By acceptance of this contract, the Child Care Resource and Referral Agency (CCR&R) agrees to comply with the terms and conditions of the Department of Human Services (DHS), Division of Family Development (DFD) Standard Language Document (SLD), Request for Proposal (RFP), and additional requirements noted in this document and detailed below.  This includes the submission of required contract documents, budgets, modifications, fiscal and program reports in the quantities and time period specified.  Failure to comply with these terms and conditions may result in the loss of administrative funds and may be grounds for the suspension or terminations of this contract.

The agency is a third party provider of services to DFD subject to administrative, fiscal and programmatic monitoring and oversight from DFD.  The provider agencies are responsible to adhere to all DHS and DFD contract rules and regulations and to adhere to all directives issued by DFD.  Provider Agencies acceptance and use of Federal and State funds from this contract constitutes the CCR&R acceptance of these terms and conditions.  

Recipients and sub-recipients of Federal and State funds are responsible for the proper use of such funds.  Simply, this means that the funds are used for the intended purpose with compliance with all Federal, State and contract regulations.  All parties are responsible for the transparency and accountability for the funds and are subject to administrative, contractual and legal sanctions for the misuse and/or improper use of these funds.  CCR&Rs are considered sub-grantees/recipients under this contract and are subject to federal laws, regulations and provisions of this contract as set forth in this document; and must ensure that ;

· Contract funds are allocated to meet program objectives and for the purpose as intended;
· Fiscal and accounting procedures are sufficient to permit the preparation of required reports and the proper reconciliation of expenditures to adequate source documentation to establish funds have been used appropriately for the intended purpose in accordance with all applicable laws, regulations, and contract cost principles;
· Annual  completion of the Single Audit as required;
· Funds are not used to support inherently religious activities, such as religious instruction or activities;
· Funds are not  used to support lobbying activities to influence proposed or pending Federal or State legislation or appropriations;
· Funds are expended in accordance with all pertinent laws and regulations.

FY 2014 contracts will include expectations and performance standards for the following major programmatic components and fiscal tasks:
 
8. Administrative Oversight
8. Program Integrity
8. Subsidy Program Management
8. Health and Safety
8. Supportive Services and Technical Assistance
8. Consumer Education
8. Fiscal Accountability
8. Professional Development Training 
8. Quality Improvement and Special Initiatives

Administrative Requirements

This contract is subject to the requirements of Child Care and Development Block Grant (CCDBG) Act of 1990 and Section 1418 of the Social Security Act, as amended, and the provisions of Request for Proposals (RFP). 

The CCR&R Director or designee, and newly required program component liaisons from the CCR&R, must attend and participate in DFD-sponsored and regional in-person meetings and trainings, or conference calls as directed by the Office of Child Care.

CCR&R must comply with State and Federal rules and regulations governing the purchase of services contract process, in addition to compliance with the Affirmative Action Requirements of Public Law 1975, c. 124 (N.J.A.C/ 17:27) and the requirements of the Americans with Disabilities Act of 1991 (P.L. 101-336), as well as all other contract documents.       

General Program Requirements

State funds and the Federal Child Care Development Fund (CCDF) provide available, affordable, and quality child care services to eligible families who meet the work and educational requirements set by the New Jersey Department of Human Services, Division of Family Development.  
 
The agency must meet all contract expectations as described in the RFP as well as those detailed in this contract.  Failure to meet any performance standard and contract expectations can be grounds for revision of the contract whereby current funding is reduced, contract is suspended or terminated and can affect future consideration for funding.   

The purpose of this contract is to set forth the program components and standards, administrative and fiscal requirements, and deliverables in alignment with ACF priorities and goals, and assurances for a unified child care delivery system. 

Child Care Resource and Referral (CCR&R) agencies will be responsible for locally administering and managing New Jersey’s Child Care Assistance Program. As contractual agents for DFD, CCR&Rs primary functions are to administer an efficient and effective child care delivery system, be a single entry point to all eligible families, and community resource and linkage for families, the child care community, and general public to access child care services.  In addition to the core areas of program management, the CCRRs have administrative and fiscal accountability, reporting requirements, and program integrity obligations to ensure program compliance and performance standards.  As recipients of government funds, CCR&Rs must adhere to all federal and state laws and regulations as stated above.      
 


	CCRR PROGRAM REQUIREMENTS AND STANDARDS

The agency is required to meet the following performance standards and expectations.  Please refer to the RFP for the full list of standards and expectations.   

· Demonstrate the capacity to coordinate, develop and carry out the administrative, fiscal and service delivery elements of the specific child care programs in accordance with Federal and State laws, regulations, policies and procedures. 
· Demonstrate the ability to coordinate respective operation with preschool programs funded under Chapter 1 of the Education, Consolidation and Improvement Act of 1981 (Public Law 97-35); school and non-profit child care programs (including local public schools and community-based organizations receiving funds designated for pre-kindergartens and programs for handicapped children); with organizations sponsoring before-and-after school activities; private child care providers; Head Start grantee agencies; sectarian providers; and with Federal and/or State demonstration programs.
· Comply with State and DHS rules and regulations governing the purchase of services contract process, the DHS’ Standard Language Document, the Contract Reimbursement Manual and the Contract Policy and Information Manual, in addition to the terms and conditions set forth in the RFP, and as noted in the contract terms.  
· Comply with the Affirmative Action Requirements of Public Law 1975, c. 124 (N.J.A.C. 17:27) and the requirements of the Americans with Disabilities Act of 1991 (P.L. 101-336). Applicants must also sign the Statement of Assurances (Attachment F) and the Certification Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion (Attachment G).  
· Review DHS’ contracting rules and regulations, as defined in the Contract Reimbursement Manual, and the Contract Policy and Information Manual. 
· Maintain a financial management system including adequate internal controls and develop and utilize sound fiscal and programmatic accountability systems which are approved by DFD for all other service components required in this contract.
· Comply with guidelines and general criteria regarding allowable use of funds set forth in the RFP, DHS/DFD contract reimbursement manual and contract policy and information manual.  
· Maintain a separate bank account for operations and administrative funds. Ensure the necessary information which authorizes the State of New Jersey to electronically transfer funds into the accounts is continued.
· Provide all required (i.e. fiscal, program, closeout reports) to DFD on a timely basis as required.
· Ensure payments to providers in accordance with DHS/DFD instructions in a timely manner.
· Appropriately administer all subsidy programs and other child care services and initiatives in accordance with established State and Federal regulations and policies.  Program requirements for the majority of child care voucher programs are contained in the Child Care Services Manual (N.J.A.C. 10:15).  
· Ensure that all families and providers represented in the service delivery area have access to services.  
· Establish an internal appeals process for dispute resolutions raised by parents prior to the matter being forwarded to DFD.  Written appeal information must be attached to all adverse action status letters.
· Maintain, store and retain appropriate file documents for families and providers as required by State and Federal requirements.
· Promote, educate and inform the public and child care community about high quality child care and encourage providers to strive for high quality child care and/or accreditation.
· Provide families with information regarding health and safety (licensing and regulatory requirements, complaint procedures), risk factors, parental choice, and high quality child care choices.
· Cooperate with DHS, DCF, and the Child Care Workers Union (CCWU) to quickly resolve provider disputes as agreed upon in the CCWU/DHS agreement.
· Coordinate with other agencies and schedule meetings to discuss child care concerns
· Establish a local process with DCF, and CWA/BSS to coordinate services and resolve child care concerns impacting access to child care services and prompt payment to providers.
· Follow established procedures and guidance for all special initiatives; such as Strengthening Families Initiative and comply with the regulations governing the Family Child Care Registration.
· Maintain bilingual or multilingual outreach strategies to counties with significant numbers of non-English speaking residents 
· Ensure that all families and providers represented in the service delivery area have access to information about child care.
· At a minimum, provide quarterly update NACCRRAware  or state approved referral/provider system to include information on local licensed child care facilities, Head Start centers, registered family child care providers, approved homes, licensed summer camps, and pre-schools.
· Effectively manage and update the waiting list, as well as ensure families access child care services in the shortest time.    

The agency will be required to document activities and submit the required program and fiscal reports describing how they will deliver an effective and efficient child care delivery service system.
 


ANNEX A – Section III PROGRAM COMPONENTS 
and PERFORMANCE STANDARDS

Please thoroughly answer each of the following questions as it relates to CCR&R agency administration of the subsidy programs and special initiatives and provide the following documents where indicated:

	Administrative Oversight



· Expectation - to administer an efficient and effective child care delivery system to all eligible children families, and providers.

Performance Standard - the agency must demonstrate the capacity to coordinate, develop and carry out the administrative, fiscal and service delivery elements of the specific child care programs in accordance with Federal and State laws, regulations, policies and procedures. 

Performance Measures

1. Please provide organizational chart
a. Include total number of agency staff allocated to this contract.  Include number of full-time, part-time staff – identify number of staff bilingual staff,   temps, etc. and titles.   	
b. Provide a list of the agency consultants – indicate if they are affiliated with any other organization, including advocacy organization and indicate their specialized areas of consulting expertise (i.e. training, fiscal, IT, etc.)   

2. Provide calendar of regular staff trainings and/or workshops dates that require the agency closing to be off-site and/or closed.   

3. Provide list and/or copies of materials and documents (i.e. check list, desk guide, written procedures, etc.) staff uses to help them perform their job?

4. Provide copy of quality assurance and staff accountability policies and/or procedure.   
 
5. What is current staff/case ratio (i.e. 1 staff to 200 applicants, 1 staff to 60 providers, etc.?) 

6. Provide quality standards and safeguards outlining expectation to ensure eligibility and timely client flow processes (from receipt of application, verification of documents, review and approval process) are met by staff.  

7. Submit outreach plan and strategies to inform families of available child care, include the Agency’s approach used with limited English proficiency? 

Performance Standard - A minimum of four community events is required to ensure the child care community is adequately aware of changes in program policies or informed of new initiatives.  Include what events will be held, include projected time and outreach efforts to inform of policies and special initiatives in the outreach plan.   




	Program Integrity 



Program integrity is any efforts made to ensure effective internal controls over the administration of DHS/DFD subsidized child care assistance program and funds. 

· Expectation - The agency has the responsibility for monitoring programs and services, ensuring compliance with the rules of the program, and administrative oversight of the expenditure of funds. The agency is required to conduct a risk assessment to analyze the program operations to determine where risks exist and what they are to minimize and reduce future errors. 

Performance Standard – The agency must have accountability measures and strategies to prevent, minimize and address administrative error, which includes unintentional agency error.  Improper payment errors should not exceed 10% and program monitoring review errors findings should not exceed 20%.

Performance Standard- The agency is required to conduct quarterly internal audit reviews of 10% of their cases, and submit findings to DFD quarterly. 

1. Describe the strategies the agency will utilize to ensure effective internal controls are in place to minimize errors.  Internal controls may include, but is not limited to a description of processes to ensure sound fiscal management, to identify areas of risk or to establish regular evaluation of internal control activities. 

Performance Measures – Annual case file reviews and ongoing program monitoring  
 
	Subsidy Program Management



· Expectation: The agency must demonstrate the ability to effectively administer the child care subsidy program in accordance with established State regulations and policies. 

Performance Standard – the agency is required to conduct quarterly outreach campaign and awareness events to ensure families are aware and afforded the opportunity to access child care services.  DFD is requiring a minimum of four outreach events. 
    
Performance Measures – Monitoring, case file reviews, report, complaints 

Submit the agency materials that promote awareness of child care services and list marketing and communication strategies utilized to inform the public of availability of funds.

Provide the agency’s recent assessment/ evaluation to ensure that agency is conducting self-assessments to measure the impacts of service delivery on families and providers; ultimately meeting timeline benchmarks and providing more targeted and effective support where needed..

Performance Standard –the agency is required to help applicants navigate the administrative processes and paperwork required to maintain their eligibility in the most efficient and timely matter, i.e. Phone calls, face to face, walk-in, established response time standards, and various communication  modalities.        

Performance Measures – monitoring, complaints, process reviews
Performance Standard- the agency is required to process and determine eligibility in the quickest timeframe. An eligibility determination should be made within ten days for completed applications.       
Performance Standard – the agency is required to participate in local meetings with CWA and DPP to coordinate services to resolve discrepancies and concerns, reconcile case information, such as missing SS# or birth certificates, etc.    
Performance Measures – meetings, reports and collaboration agreements 
1. What activities are conducted to encourage coordination of services and partnerships that promote meeting the needs of families and children with following entities: County Welfare Agency, and Division of Child Permanency and Protection (DCPP).

Performance Standard: The agency is required to conduct 12 month eligibility re-determination reviews for applicable applicants or when reported changes necessitate such a redetermination.  

Performance Measures – monitoring, reports, review of agreements 

If not currently conducting 12 month reviews what strategies will the agency employ to assure applicants receive 12 months of continuous child care upon eligibility determination for child care services, include timeline?

	Health and Safety



· Expectation – DFD as the lead agency for CCDF has significant responsibility for ensuring the health and safety of children in child care receiving public funds and is also required to certify that that procedures are in effect to ensure that child care providers caring for children receiving public funds comply with the applicable health and safety requirement.

Performance Standard – The agency must verify all applicable providers have either a valid license or certification on file. The agency will be required to take the necessary steps to help child care providers improve their program beyond basic health and safety standards through training, providing targeted technical assistance and collaboration with OOL and other agencies.

New requirement - The agency will be required to provide targeted technical assistance and/or training related to health and safety standards to a minimum of 25% of provider.  Strongly recommending training on conducting self-assessment such as stepping stone or research-based tool.       


1. Describe your plan of action to coordinate with OOL and other agencies or opportunity to help programs improve their health and safety standards beyond OOL standards. 

2. Please provide recommendations of innovative ways to evaluate the health/safety risk of providers and explain how the agency will share monitoring data and information to help providers improve in the areas of need.
  
Performance Standard – The agency must maintain a record of parental complaints about providers and follow-up with OOL on parental complaints substantiated and/or which pose imminent danger (i.e. lack of supervision, child/staff ratio, and inappropriate discipline).   

Performance Measures – monthly reports submitted, monitoring and case file reviews  

	Supportive Services and Technical Assistance 



· Expectation - The agency is required to provide guidance to help providers navigate through the eligibility and payment process, as well as inform of new requirements, policies and programs.  

Performance Standard – Provide targeted technical assistance to providers to ensure they are familiar with DFD’s policies and know how to use the EPPIC system.  

Performance Standard – conduct providers meetings to inform of policies and address concerns.           

Performance Measures – monitoring, meetings, and reports

	Consumer Education


Families should make the educational choices for their children and have options that will help their children reach their full potential. This is achieved by helping child care programs increase their quality so more quality options are available to families.

· Expectation – Educate parents about the different type of child care programs and options.  Inform about key program quality indicators, and health and safety regulations, such as the inspection process and reports that outline violations, so they can have access to the best, most complete information when choosing the right child care setting for their children.  

Performance Standard –Disseminate information (brochure/newsletter/publication, etc.) to ensure that parents and the public understand what quality settings look like and the effect of a quality program on their child’s development to guide decision-making. 

Performance Standard – inform and educate parents about higher quality components in alignment with NJ Grow Kids Standards (i.e. competencies-learning environment and curricula, assessments environment and child interaction, health and safety stepping stones health and safety indicators, etc.) 

Performance Standard - Incorporate consumer education directly into the intake and eligibility process for families applying and being re-determined.

Performance Measures - Copies of materials disseminated, staff communication to families, parent survey, referrals to higher quality programs, monitoring    

1. Describe some communications strategy that will be used to promote quality early learning to providers, families, and the public to increase awareness and build capacity for higher quality program. 




	Fiscal Accountability



· Expectation - The agency has fiscal and sound accounting practices to ensure funds are used appropriately for the intended purpose in accordance with all applicable laws, regulations, and contract cost principles.

Performance Standard – Written payment processes and procedures for staff handling fiscal activities, including outlining internal controls to ensure separation of payment authorization and eligibility determination roles.

Performance Standard – Effective payment practices to ensure timely authorization of payment and reconciliation to resolve payment discrepancies within two pay cycles.  

Performance Measures – Review of payment authorization/approvals, reports, monitoring, discrepancies and complaints 

8. Provide written narrative of the payment adjustment process with specific details of the review, approval and authorization process.  Details should include time frames for each of the activities.
8. Identify the internal controls that address review, approval, authorization and follow-up of provider payment adjustments.
8. What measures does your agency have in place to ensure that transactions entered in EPPIC are processed correctly?  How do you identify any overpayments?
8. How does your agency address overpayments issued to a provider?
         
	Professional Development Training



· Expectation - To establish an integrated and unified system for tracking professional training and technical assistance that is aligned with improving the health, safety, and quality of child care services. 

Performance Standard – The agency must utilize PINJ Training Module to record participants’ attendance.   

List the number of Trainers 		 How many are not currently active members in the registry?		

1.	Provide timeline for ensuring all trainers and/or consultants are in the registry.

2.	Describe how you will coordinate with PINJ to ensure training/workshops, etc. of all professional development training funded through this contract is captured in the registry.        

Performance Standard – Provide ongoing targeted trainings focused on increasing health and safety; and
alignment with DFD recommended trainings to improve quality.    

Performance Standard – Offer professional development training that is easily accessible to all provider types, including, approved homes.

Performance Measures – training calendar in PINJ, monitoring of enrollment in PINJ and reports    

Report out on Professional Development Training activities funded by DFD and non-DFD funds FY 2013:
									DFD Funded  	non-DFD Funded
Number of Child Care Centers Serviced
Number of Family Child Care Providers Serviced 
Number of Practitioners Serviced  
Number of Participants enrolled in CDA  
Number of participants completed CDA 

The following list is essential trainings or technical assistance. The training with the asterisk represents essential trainings that should be offered and/or coordinated. Please indicate what trainings and technical assistance will be offered, coordinated or communicated to providers of where they are available, including online.     
▬First-Aid*
▬CPR*
▬Poison Prevention/ infectious disease /food handling
▬Safe Sleep or SID*
▬Shaken baby, abusive head trauma prevention*
▬Nutrition or Obesity* 
▬child abuse/neglect*
▬Emergency preparedness*
▬Special health care needs, mental health needs, developmental disabilities
▬Child development: social, emotional, physical, cognitive*
▬ECC*
▬Formative Assessment (ERS/ITERS, CLASS, PAS) Guidance*
▬Preschool Learning Standards Guidance* 
▬Strengthening Families*
▬Development of Improvement Plan*
▬Infant/Toddler Care*
▬School-Age Care
▬Inclusion*
▬Dual Language Learners
▬Development Screening*
▬Business Practices
▬Other - list 
 
Performance Measures – The agency training calendar schedule for FY 2014, PINJ, rosters, monitoring and reports      







	Quality Improvement and Special Initiatives


DFD will be piloting Grow NJ Kids, NJ’s QRIS to link supports for quality improvement into a central point and integrated system to report on quality initiative activities and investments.  
· Expectation - Link all DFD quality initiatives into an integrated Professional Development System to track and capture data to inform quality improvement support, target TA quality improvement efforts and evaluate linkage to progress toward quality improvement outcomes.
Performance Standard -   The agency is required to administer all quality initiatives in accordance with DFD’s goals and priority and coordinate with PINJ to ensure all data is accurately recorded and tracked. 
Performance Measures - monitoring and reports
1. Describe what non DFD-funded  projects and/or special initiatives are underway at your agency, 
Strengthening Families Initiative

The Strengthening Families Initiative focuses on a strength-based framework of five research-based Protective Factors that give parents what they need to parent effectively.

Performance Standard – The agency is required to work with providers using the Department of Children and Families, Division of Family and Community Partnerships Strengthening Families approach to preventing child abuse and neglect by building protective factors among families being served through early care and education programs.    

Child Development Association (CDA) 
CDA provides participants with specific coursework to meet the specific needs of children and works with parents and other adults to nurture children’s physical, social, emotional, and intellectual growth in a child development framework. In alignment with the CCDF proposed rules there are specific health and safety training that will be required for providers serving children receiving subsidy.   
· Expectation – Ensure trainings are aligned with Core Knowledge Competencies and reflective of the specific training in the CCDF proposed rulemaking 
Performance Standard - Provide training targeted at improving health and safety as a priority.  
Performance Standard- record all training and attendance in PINJ training Modules 
Performance Measures –reports, monitoring and schedule of courses  
1. Attach the courses (they must be courses identified as part of the required CDA content hours) and frequency offered to candidates to ensure they obtain a minimum of 120 training hours.
Family Child Care Registration
· Expectation – The agency must comply with the regulations governing sponsoring organizations, in accordance with the Manual of Requirements for Family Child Care Registration and assumes responsibility for the regulatory, enforcement, and support aspects of the FCC registration program.
Performance Standard - evaluate prospective provider homes and existing homes for renewal, as well as monitoring at least 20% of all registered homes on a random basis during the contract period.
Performance Standard – Offer free accessible in-service and pre-service trainings in alignment with proposed CCDF rule making list of trainings focused on improving health and safety standards.      
Performance Standard – Use various modes of communication to inform providers of available trainings     
Performance Measures – reports, monitoring, training calendar, PINJ, website  
1. Indicate the number of family child care providers visited in FY 2013? 			
2. How many providers license were suspended or revoked in FY 2013?			
3. How many providers received quality improvement training from your agency FY 2013?			 

	 Emergency Planning and Preparedness  


· Expectation – To develop a standardized and comprehensive emergency preparedness and response plan to address readiness and recovery efforts specific to child care services and programs in the event of a disaster. 

Performance Standard-The Agency shall utilized Child Care Aware “NACCRRA” A Disaster Planning Guide for Child Care Resource & Referral Agencies as guidance or comparable document.  http://www.naccrra.org/sites/default/files/default_site_pages/2012/disaster_guide_v02-072706-2_0.pdf

Performance Standard - The Agency is required to annually submit an updated plan.  The plan must include the following: 
1. Contingency plan for continuation of services to families and providers
2. Coordination efforts with local emergency management agency and key partners (OOL, DFD, CWA, etc.)
3. Outreach efforts to assess need and proving technical assistance to child care providers
4. Assisting families and providers with rebuilding efforts after a disaster 
5. Emergency contact person and team, relocation and evaluation plan, please refer to pages 98 to 101 (sample forms) as guidance.       

Performance Standard – The Agency should begin obtaining alternative contact information; (i.e. alternate phone number and email address) from providers

Performance Standard -   The Agency must use various modes of communication (i.e. email blast, group phone call One-call, website) to inform providers and parents of emergencies and continuum service policies)      

Performance Standard – The Agency shall provide technical assistance on Emergency Planning and Recovery

Performance Standard – Provide information and resources, and coordinate with key partners to help families and providers expedite recovery efforts.

Performance Measures –Emergency Plan, monitoring, training calendar and reports.    
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STATE OF NEW JERSEY
DIVISION OF FAMILY DEVELOPMENT
	CONTRACT ADMINISTRATOR:
	     
	CONTRACT NUMBER:
	     

	NAME OF AGENCY:
	     
	CONTRACT PERIOD:
	     


INDEX OF REQUIRED CONTRACT DOCUMENTS

This index provides details of all required documents that must either be included with the contract package (see checklist) or must be available on site for inspections as noted in the Document Verification Sheet (DVS). Forms that are not included in the following pages, can be found by accessing the website at www.state.nj.us/humanservices/dfd/info and clicking on the link for Standard Contract Documents.

	
	Document
	Required with first Contract and as Amended
	Required Annually and as Amended Checklist
	Required for on-site Verification - DVS Form

	Check if submitted with package

	
	Contract Documents
	
	
	
	

	
	Standard Language Document (SLD) with original signatures (additional copies requested must also have original signature) 
	
	2
copies
	
	|_|

	
	Annex A (including summary sheet and supporting schedules)
	
	3 copies
	
	|_|

	
	Annex B – Budget Form with all required forms, schedules, and signatures 
	
	3
copies
	
	|_|

	
	Executive Order 129 (Public Law 2005, Chapter 92) Source Disclosure Certification Form 
	
	●
	
	|_|

	
	Federal Funding Accountability and Transparency Act (FFATA)  Worksheet (if applicable)
	
	●
	
	|_|

	
	Certification of Suspension and Debarment
	
	●
	
	|_|

	1. 
	Agreements
	
	
	
	

	
	Copies of Subcontract/Consultant Agreement(s) 
	
	●
	
	|_|

	
	Private/Public Donor Agreement (s) for Match Responsibilities  
	
	●
	
	|_|

	
	HIPAA Business Associate Agreement (BAA)
	●
	
	●
	|_|

	
	A copy of the Acknowledgement of Receipt of the New Jersey State Policy and Procedures for EEO/AA 
	
	
	●
	|_|

	2. 
	Insurances/Licenses/Certificates
	
	
	
	

	
	Liability Insurance Declaration Page and/or Malpractice Insurance
	
	●
	
	|_|

	
	Bonding Certificate
	
	●
	
	|_|

	
	Applicable Licenses  (business and professional licenses)
	
	
	●
	|_|

	
	Current Affirmative Action Certificate or copy of renewal application sent to Treasury (AA302 – Affirmative Action Employee Information Report)
	
	●
	
	|_|

	
	Health/Fire Certificates
	
	
	●
	|_|

	
	Certificate of Occupancy or Continued Certificate of Occupancy
	
	
	●
	|_|



Rev. 2013   

	Page 2
	Document
	Required with first Contract and as amended
	Required Annually and as Amended Checklist
	Required for on-site Verification – DVS Form
[bookmark: Text402]
	Check if submitted with package

	.
	Lease or Mortgage for Property and Equipment

	
	
	●
	|_|

	
	Certificate of Incorporation
	
	
	●
	|_|

	
	New Jersey Business Registration Certificate with the Division of Revenue (Public Law 2001, Chapter 134)
	
	
	●
	|_|

	
	Documents Required for Non  Profit Agencies and as applicable for Profit Agencies

		[bookmark: Text348]S.



	Dated List of Names, Titles, Addresses, and Terms of Board of Directors
	
	●
	
	|_|

	
	Copy of the most recently approved Board Minutes
	
	
	●
	|_|

	
	Agency By-Laws
	
	
	●
	|_|

	
	Tax Exempt Certification
	●
	
	●
	|_|

	
	Form 990 – Return of Organization Exempt From Income Tax
	
	
	●
	|_|

	
	Documents Required for Profit Agencies only
	
	
	
	

	
	U.S. Corporation Income Tax Return, Form 1120
	
	
	●
	|_|

	
	Chapter 51/Executive Order 117 Vendor Certification and Disclosure of Political Contributions  (formerly known as Executive Order 134) and copy of NJ Business Registration Certificate (see separate link)
	
	bi-annual
	
	|_|

	
	Ownership Disclosure Form (Chapter 51)
	
	bi-annual
	
	|_|

	
	Agency Policies and Organizational Information
	
	
	
	

	
	Organizational Chart
	
	●
	
	|_|

	
	Personnel Manual and Employee Handbook (including job descriptions of staff) 
	
	
	●
	|_|

	
	Affirmative Action Policy/Plan
	
	
	●
	|_|

	
	Conflict of Interest Policy 
	
	●
	
	|_|

	
	[bookmark: Text365]Procurement Policy 
	
	
	●
	|_|

	
	Equipment Inventory (contract acquires property with DFD funds) 
	
	●
	
	|_|

	
	Audit
	
	
	
	

	
	[bookmark: Text363]Notification of Licensed Public Accountant (NLPA) - include copy of Accountant’s Certification (see separate link)
	
	●
	
	|_|

	
	Copy of Single Audit or Independent Audit for recent FY
	
	●
	
	|_|

	
	Other Supporting Documents
	
	
	
	

	
	Annual Report to Secretary of State 
	
	
	●
	|_|

	
	Annual Report – Charitable Organizations 
	
	
	●
	|_|

	    Page 3
	Document
	Required with first contract
	Required Annually and as Amended
	Required for on-site Verification – DVS Form
	Check if submitted with package

	
	ACH – Credit authorization for automatic deposits (for new requests only)
	●
	
	
	|_|

	
	W-9 Form (for new Agencies only)
	●
	
	
	|_|

	
	Additional Division/Office Specific Forms
	
	
	
	

	
	Document Verification Sheet (DVS)
	
	●
	
	|_|

	
	List of Agency Contracts 
	
	●
	
	|_|

	
	Standard Board Resolution (indicating authorized signatories for contracts)
	
	●
	
	|_|

	
	Checklist and Copy of Award Letter
	
	●
	
	|_|

	

	CCRR Specific Requirements:
	
	
	
	

	
	Fair Hearing / Administrative Review Process and Procedures
	
	●
	
	|_|

	
	Agency Policy on Confidentiality
	
	●
	
	|_|




The contracted agency agrees to submit, to the DFD Contract Administrator, any and all changes regarding the information presented in these documents during the term of the contract.  All documents should be current and reflect the approval of the agency’s Board of Directors, when applicable.


The index is for reference and is not required to be retuned with the contract package.  All documents noted here are either included in the Checklist or Document Verification Sheet (DVS).  The checklist and DVS must be returned with the contract package.


DFD OFFICE OF CONTRACT ADMINISTRATION
CONTRACT CHECKLIST

	CONTRACT ADMINISTRATOR:
	     
	CONTRACT
NUMBER:
	     

	NAME OF
AGENCY:
	     
	CONTRACT
PERIOD:
	     



PROVIDER INSTRUCTIONS: 
This checklist must be completed and returned with all documents prior to contract approval.  The correct number of copies and any additional Division documents must be returned to your Contract Administrator. Forms that are not included in the following pages, can be found by accessing the website at www.state.nj.us/humanservices/dfd/info and clicking on the link to Standard Contract Documents.

	
	Document
	Number of copies to be submitted
	Please check if submitted with package
	If not submitted with package, indicate anticipated date of  submission or reason for non-submission

	
	Complete copy of  signed DHS Standard Language Document (SLD)
	2
	|_|
	[bookmark: Text98]     

	
	Checklist, DVS and Award Letter
	1
	[bookmark: Check39]|_|
	     

	
	Executive Order 129 Source Disclosure
	1
	|_|
	     

	
	Certification of Suspension or Debarment
	1
	|_|
	     

	
	Standardized Board Resolution indicating who is authorized to sign:  Contracts and Checks
	1
	[bookmark: Check40]|_|
	     

	
	Annex A (including summary sheet and supporting schedules)
	3
	|_|
	     

	
	Annex B –Budget Form (Expense Summary, Details and Schedules 1-6)
	3
	|_|
	     

	
	List of Contracts 
	1
	|_|
	     

	
	Equipment Inventory 
	1
	|_|
	     

	
	Liability Insurance 
	1
	|_|
	     

	
	Bonding Certificate 
	1
	|_|
	     

	
	Names, Titles, Addresses and Terms of Board of Directors 
	1
	|_|
	     

	
	[bookmark: Check28]Copy of Audit Report
	1
	|_|
	     

	
	Current Affirmative Action Certificate or copy of renewal application sent to Treasury (AA302) 
	1
	|_|
	     

	
	Chapter 51, Public Law 2005—For-Profit agencies only 

	1
	|_|
	     

	
	Federal Funding Accountability and Transparency Act (FFATA)  Worksheet (if applicable)
	1
	|_|
	     

	
	Copies of Subcontracts
	1
	[bookmark: Check35]|_|
	     

	
	Document
	Number of Copies to be submitted
		Check if data
is submitted
with package



		If not submitted, provide date
when document will be provided





	
	Notification of Licensed Public Accountant (NLPA) (include  copy of Accountant’s Certification)
	1
	|_|
	     

	
	Private/Public Donor Agreement for Match Responsibilities
	1
	|_|
	     

	
	Organization Chart
	1
	|_|
	     

	
	W-9 Form (for new provider only)
	1
	|_|
	     

	
	Conflict of Interest Policy
	1
	|_|
	     

	
	
	1
	|_|
	     

	
	As Applicable:
	
	
	

	
	ACH – Credit authorization for automatic deposits
 (for new requests only)
	1
	
 |_|
	     

	
	W-9 Form (for new providers)
	1
	|_|
	     

	
	Other:
	1
	|_|
	     

	
		

	

	

	

	

	



	1
	|_|
	     






NEW JERSEY DEPARTMENT OF HUMAN SERVICES
DIVISION OF FAMILY DEVELOPMENT

DOCUMENT VERIFICATION SHEET (DVS)

	Contract Number       
	
	Contract Period         



The Provider Agency hereby certifies that the following documents are on file and are available to the Division of Family Development (DFD) for review. The contracting Provider Agency also agrees that it will inform the DFD contract administrator of any and all changes involving these documents that may occur during the term of the contract.  All documents should be current and reflect board approval.
Please do not submit documents listed below with renewal package.

	Please Check as Appropriate
	
On File
	Not Applicable

	
	
	

	1. Certificate of Incorporation and NJ Business Registration Certificate (filed with the Division of Revenue)
	|_|
	|_|

	2. Annual Report to Secretary of State and Ownership Disclosure Form
	|_|
	|_|

	3. Annual Report - Charitable Organization
	[bookmark: Check41]|_|
	|_|

	4. Agency By-Laws and Copy of Board Meeting Minutes
	|_|
	|_|

	5. Business Associate Agreement (unless new provider or revised agreement)
	|_|
	|_|

	6. Business and Professional Licenses
	|_|
	|_|

	7. Personnel Manual  and Employee Handbook (including current job descriptions for staff)
	|_|
	|_|

	8. Tax Exempt Certification, Copy of Form 990
	|_|
	|_|

	9. U.S Corporation Income Tax Return, Form 1120
	|_|
	|_|

	10. Procurement Policy 
	|_|
	|_|

	11. Certificate of Occupancy or Continued Certificate of Occupancy and Health and Fire Certificates
	|_|
	|_|

	12. Property Lease/Mortgage  and Equipment Leases
	|_|
	|_|

	13. Affirmative Action Policy and copy and acknowledgment of NJ State Police Policy on EEO/AA
	|_|
	|_|




I hereby certify that all documents are current and are available for review.

     
			
Agency Director (Please Print or Type)	Agency Director’s Signature
     

			
Agency	Date



CONTRACT FORMS
Available at the DFD website:
AA 302
Business Associate Agreement
Federal Financial Accountability Transparency Act (FFATA) Worksheet
Notification of Licensed Public Accountant

Attached:
Executive Order 129 – Source Disclosure 
Certificate of Suspension and Debarment
Standard Board Resolution 
List of Contracts 



EXECUTIVE ORDER 129 CERTIFICATION
SOURCE DISCLOSURE CERTIFICATION FORM

	Bidder:
	     
	Solicitation Number:
	     



I hereby certify and say:

I have personal knowledge of the facts set forth herein and am authorized to make this Certification on behalf of the Bidder.

The Bidder submits this Certification as part of a bid proposal in response to the referenced solicitation issued by the Division of Purchase and Property, Department of the Treasury, State of New Jersey (the “Division”), in accordance with the requirements of Executive Order 129, issued by Governor James E. McGreevy on September 9, 2004 (hereinafter “E.O. No. 129”).

The following is a list of every location where services will be performed by the bidder and all subcontractors.

	Bidder or Subcontractor
	Description of Services
	Performance Location(s) by Country

	[bookmark: Text6]     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     



Any changes to the information set forth in this Certification during the term of any contract awarded under the referenced solicitation or extension thereof will be immediately reported by the Vendor to the Director, Division of Purchase and Property (the “Director”).

I understand that, after award of a contract to the Bidder, it is determined that the Bidder has shifted services declared above to be provided within the United States to sources outside the United States, prior to a written determination by the Director that extraordinary circumstances require the shift of services or that the failure to shift the services would result in economic hardship to the State of New Jersey, the Bidder shall be deemed in breach of contract, which contract will be subject to termination for cause pursuant to Section 3.5b.1 of the Standard Terms and Conditions.

I further understand that this Certification is submitted on behalf of the Bidder in order to induce the Division to accept a bid proposal, with knowledge that the Division is relying upon the truth of the statements contained herein.

I certify that, to the best of my knowledge and belief, the foregoing statements by me are true. I am aware that if any of the statements are willfully false, I am subject to punishment.

	Bidder:
	     
	
	

	
	Name of Organization or Entity
	
	

	By:
	     
	Title:
	     

	Print Name:
	     
	Date:
	     



New Jersey Department of Human Services
Division of Family Development

Certification Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion
Lower Tier Covered Transactions


1. The prospective lower tier participant certifies, by submission of this proposal, that neither it nor its principals is presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this transaction by an Federal or State department or agency. 

2. Where the prospective lower tier participant is unable to certify to any of the statements in this certification, such prospective participant shall attach an explanation to this proposal. 







Name and Title of Authorized Representative  __________________________________



Signature _________________________


Date _____________________________












This certification is required by the regulations implementing Executive order 12549, Debarment and Suspension, 29 CFR Part 98, Section 98.510


STATE OF NEW JERSEY
DIVISION OF FAMILY DEVELOPMENT

STANDARDIZED BOARD RESOLUTION FORM – page 1 of 2


	[bookmark: Text312]Supporting Information for Contract #:  
	     

	
	

	[bookmark: Text313][bookmark: Text314]Contract Period:
	     
	to
	     

	
	
	
	

	[bookmark: Text315]Agency:
	     



Certification: 

We certify that the information contained in, or attached to, this contract document is accurate and complete.


__________________________________          ________________________
Chair, Board of Directors		Date
(Original signature)		


__________________________________          ________________________
Executive Director		      Date
         (Original signature)


Please List Authorized Signatories for contract documents, checks, and invoices:
(List full name and title)



	[bookmark: Text316]     
	
	[bookmark: Text317]     

	
	
	

	Name
	
	Title

	[bookmark: Text318]     
	
	[bookmark: Text319]     

	
	
	

	Name
	
	Title

	[bookmark: Text320]     
	
	[bookmark: Text321]     

	
	
	

	Name
	
	Title










STANDARDIZED BOARD RESOLUTION FORM – page 2 of 2

The Board endorses the following commitments as defined in this document: 

1. Health Insurance Portability and Accountability Act (HIPAA)* 

Specific to HIPAA (Health Insurance Portability and Accountability Act), the above noted Provider Agency is deemed a covered entity and must submit the required Business Associate Agreement.  

Once executed, the BAA will be included in the Department’s official contract file.  The BAA will be considered applicable for this contract.  Any changes in the Provider Agency’s status, information or the content of the BAA,  is the responsibility of the contracted Provider Agency to revise the BAA.	

The Board agrees to notify the Department of any change in its BAA Status and provide the appropriate information within 10 business days. 


2. Legal Advice

The Board acknowledges that the Division of Family Development does not and will not provide legal advice regarding the contract or any facet of its relationship with the Provider Agency.  The Board further acknowledges that any and all legal advice must be sought from the Provider Agency's own attorneys and not from the Division of Family Development. 

3. Public Law 2005, Chapter 51

The Board agrees that the Public Law 2005, Chapter 51 (formerly known as Executive Order 134) compliance forms submitted with the contract is accurate.

4.	Public Law 2005, Chapter 92




The Board agrees that the Public Law 2005, Chapter 92 (formerly known as Executive Order #129) compliance forms submitted with the contract are accurate.
STATE OF NEW JERSEY
DIVISION OF FAMILY DEVELOPMENT

List of Contracts/Grants


[bookmark: Check67]|_| Check here if this information already appears on the Annex B, Contract Information Form. If so, do not duplicate information here.

	Contracting Division/Office
	Program Name
	Type of Service
	Contract Number
	Contract Term
	Amount
	
Division/Office Contact Person and Phone Number
	Provider Agency Contact Person and Phone Number
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ANNEX B - Helpful Hints


Detailed instructions in completing the Annex B including the Cost reimbursement Manual (CRM), Section 5.3 and an Annex B tutorial are located at

	http://www.state.nj.us/humanservices/dfd/info/

The budget should detail costs to administer program and meet program goals and objectives including:

Personnel
Fringe Benefits
Consultants and Subcontractors
Materials
Equipment
Facility Costs and
Other Costs

The budget must be:

Agency wide budget
Include list of all other contracts/revenue
Identify costs as direct and indirect
Detail the indirect cost basis of allocation
G&A Costs

Copies of consultant and subcontract agreements must be submitted 



FY 13 and FY 14 Federal Award Information

TANF (SH, TS, NC, LG, DV, SF, UF)

FY 13 - Grant Number  G-1302NJTANF and the CFDA Number 93.558

FY 14 - Grant Number  G-1402NJTANF and the CFDA Number 93.558


CCDF (UC, KU, SP, TP, FS)

FY 14:
Grant Number 2014G996005       CFDA Number 93.575 Discretionary Contract
Grant Number 2014G999004       CFDA Number 93.596 Mandatory
Grant Number 2014G999005       CFDA Number 93.596 Matching

FY 13:
Grant Number 2013G996005       CFDA Number 93.575 Discretionary Contract
Grant Number 2013G999004       CFDA Number 93.596 Mandatory
Grant Number 2013G999005       CFDA Number 93.596 Matching

Refugee 

FY 13:
Grant number is 90RQ0039/01      CFDA number is 93.576

