DEPARTMENT OF HUMAN SERVICES

Content Sheet for Contracting Fundamental Training Modules

Introduction to the Training Modules

Module 1-Introduction to DHS Contracting

I.
History of the Department of Human Services Contracting

A.  Social changes


B.  Why DHS contracts for services
II.
Differences between Human Services and Treasury Contracting Systems

A.  Department of Human Services


B.  Department of the Treasury

Module 2-Contracting Parties: Roles, Responsibilities, Authority

I.
Structure and Responsibilities of Primary Department Contracting Units


A.  Office of Contract Policy & Management (OCPM)



B.  Contract Administration Managers



C.  Office of Finance (Rate Setting)



D.  Office of Legal and Regulatory Liaison

II.
Structure and Responsibilities of Departmental Component Contracting Units

A.  Responsibilities


B.  Roles

III.
Other Departmental Offices with Contract Related Responsibilities

A.  Rationale


B.  Signatories

IV.
Relationships Between Central Office Units and Departmental Component Units

A.  Differences Across Departmental Components


B.  Common Goals


C.  Proper Protocol


D.  Technical Assistance


E.  Resources Available

V.
Optional Application Activity - What should I do?

Module 3-Aspects of the Legal Contracting Process

I.

Definition of Contract

II.

Essential Elements of a Contract

A.  Offer


B.  Acceptance


C.  Requirements 

III.

Descriptive Terms Used to Identify Contracts

IV.

Formation

A.  Rejection


B.  Revocation


C.  Mistake

D.  Misrepresentation


E.  Undue Influence


F.  Duress


G. Fairness and Public Policy


H. Fraud


I.   Parole Evidence Rule

V.

Performance and Non-Performance

A. Discharge of Duty


B. Breach


C. Assignment


D. Delegation


E. Rescission


F. Novation


G. Usage of Trade


H. Course of Dealing

VI.

Remedies

A. Damages


B. Specific Performance


C. Restitution

Module 4-Components of a Contract
I.
Standard Language Documents

A.  What are they?


B.  Why they should be used & not modified ?

C. Definition & purpose of each

II.
Important SLD sections of P2.01

A.  Contract Services


B.  Reporting


C.  State Tax Set-off


D.  Affirmative Action


E.  Financial Management Systems


F.  Audit


G.  Federal Davis-Bacon Act and NJ Prevailing Wage Act


H.  Contract Termination


I.   Assignment and Subcontracts


J.  Modifications and Amendments


K.  Copyrights


L.  Collective Bargaining


M.  Independent Employer Status


N.  Indemnification


O.  Insurance


P.  Executive Order No. 189


Q.  Contract Signature and Dates

III.

Standard Contract Forms

IV.
Annex Documents

A.  Annex A


B.  Annex B


C. Annex B-2

V.
Contract Modification

A.  General Concepts


B.  How/When Used ?

C.  Cluster of Services Contract Modification


D.  Fixed Unit Rate Service Programs

VI.
Related Issues

A.  Sub-Contracts


B.  Conflict of Interest


C.  Open Public Records Act (OPRA)
Module 5-Overview of the Contracting Manuals

I.
The Two Manuals


A. Description



B. Rationale



C. Distribution

II.
Purpose and Use of the Contract Reimbursement (CRM) Manual

A. Purpose


B. Getting Familiar with the Manual

III.
Purpose and Use of the Contract Policy and Information Manual

A. Purpose


B. Format


C. CPIM Document Types


D. Department-wide v. Departmental Component-specific policies


E. Finding Help in the Manual

Module 6- Types of Contracts

I. 
Types of Contracts

A.  Non-Cost Related
1.  Determining Contract Value

2.  Contracting Requirements

3.  Payment Methodologies

B.  Cost Related
1.  Determining Contract Value

2.  Contracting Requirements

3.  Payment Methodologies
C. For-Profit Contracts
D. Professional/consultant services contracts (not third party)

II.
Advantages/Disadvantages of each
A.  Non-cost related

B.  Cost related

C.  Department advice

D.  Which to use and when - case study

Module 7-How Contracts are Awarded

I.
Contract Awards

A. Contract Awards


B. Issuing an Request for Proposal (RFP)

C. Evaluating an RFP


D. Post Award 

II.
The Contracting Process

A.  Contract Proposal Procedures


B. Concurrent Contract Term and Provider Agency Fiscal Year


C. Timely Execution of Contracts


D.  Impact of Process Breakdowns

Module 8-Principles for Determining Costs

I.
Introduction to Principles for Determining Costs

A.  Application to Cost Related Contracts


B.  Mutual Understanding


C.  Uniform Approach to Determining Costs


D.  Factors Affecting Allowable Costs


E.  General and Administrative Costs


F.  Applicable Credits


G.  Revenue 

II.
Cost Objectives
 
A.  Direct costs


B.  Indirect costs

C.  The Distribution Base

 
D.  Simplified Allocation Method

III.
Selected Items of Cost

A.  Application of Principles and Procedures

 
B.  Mutual Agreement

IV.
Allowable & Unallowable Items of Cost

A.  General Standards for Allowable Costs


B.  General Standards for Unallowable Costs

V.
Cost Accounting Standards – Consistency

Module 9-How to Complete a Budget
I. Non-Cost Related Contract(Annex B-2)

II.
Cost Related Contracts (Annex B)

A.  Introduction


B.  Cost Issues


C.  Budget Periods

II. Completing the Contract Budget - Budget Forms
A.  Annex B: Contract Information Form (Cover Form)


B.  Annex B: Contract Expense Summary Form


C.  Annex B: Contract Expense Detail- Personnel


D.  Annex B: Contract Expense Detail – Other Than Personnel


E.  Schedules

III. General Comments About Forms I through 4

IV.
Application Activity

Module 10-Fiscal Reporting

I. Expenditure Reports
A.  When expenditures are reported

B.  How expenditures are reported

II. Interim Report of Expenditures (ROE)

III. Fiscal Year ROE

IV.
Final Report of Expenditures (FROE)

V.
Treatment of Unpaid Expenses and Uncollected Revenue

Module 11-Programmatic Monitoring and Reporting

I. Expenditure Reports
A.  When expenditures are reported

B.  How expenditures are reported
II.
Interim Report of Expenditures (ROE)

III.

Fiscal Year ROE

IV.

Final Report of Expenditures (FROE)

V.

Treatment of Unpaid Expenses and Uncollected Revenue

Module 12-Audit

I. Introduction to Auditing

II. Types of Audits
A.  Single Audits

B.  Contract Audit

C.  Pre-Award Survey

D.  Special Purpose Audit

III. 
Staff Audit Responsibilities
A.  Departmental Component

B.  Office of Auditing

IV. Provider Agency Responsibilities

V. Distinguishing Between Subrecipient and Vendors
A.  Characteristics of a Recipient/Subrecipient

B.  Characteristics of a Vendor

Module 13-Contract Close-out

I. Overview of the Contract Closeout Process

II. Components of the Contract Closeout Process
A.  Preliminary Contract Closeout

B.  Final Contract Closeout

C.  Appeals

III.
Appendix - Closeout Letters and P7.01
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