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Section I: DPH Branch and Section Names

DPH Branch Name

DPH Section Name

Previous DPH
Section Name

Population Health Division

Community Health Equity
and Promotion (CHEP)

HIV Prevention Section
(HPS)

Population Health Division

Applied Research,
Community Health
Epidemiology &
Surveillance (ARCHES)

HIV Surveillance
(HIV SURV)

Population Health Division

Center for Public Health
Research (CPHR)

HIV Epidemiology
(HIV EPI)

Population Health Division

Bridge HIV

HIV Research
(Research)

SF Health Network

Ambulatory Care-Primary
Care (PC)

HIV Health Services
(HHS)

Population Health Division

Community Health Equity
and Promotion (CHEP)

Community Health
Promotion and
Prevention (CHPP)

SF Health Network

Ambulatory Care-Behavioral
Health Services (BHS)

Community Behavioral
Health Services
(CBHS)

Mental Health
Substance Abuse

SF Health Network

Ambulatory Care-Primary
Care (PC)

Primary Care (COPC
contracts prepared by
1380 Howard Contract
Office)

SF Health Network

Ambulatory Care-Maternal,
Child, and Adolescent
Health (MCAH)

Maternal, Child and
Adolescent Health
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Section Il: Invoice Processing Flowchart: Fee-For-Service
DPH BUSINESS OFFICE

DPH Contract/MOU Invoice Payment Process — Fee For Service (FES)

Contractors’ invoices
received by Invoice

Analyst (I1A)
* Incorrect invoice
» template will not be
> e
hecks if processed, IA will inform
1A (.:f. ecks | (_:ontlract contractor and request
cgr_tl ied, PO in p age, resubmission of invoice
and invoice prepared on on correct template
approved template ¢
+ Contract

IA inputs all information Modifications:
Change in Unit

from invoice, UOS, UDC, .
IA prepares quarterly Unit Rate (FFS), PO #, Rate or change in
Milestone etc. into Invoice contracted UOS

UOS/deliverables analysis Database/invoice
template spreadsheet

A

per approved
contract
modification

]
IA reviews Agency’s UOS/ v
deliverables. If they are below or . i
above quarterly benchmark %, 1A submits to SOC PM Change |n'contracted Change in contracted
then... for authorization, if UOS/deliverables Unit Rate
predetermined
v ¢ A\ 4 A 4
Email Contract Development & 1A &g_ns_/pro_cesses_ and <
Technical Assistance (CDTA) submit invoice to Fiscal Reflept the i Single Adjustment
Program Manager (PM) and for payment changes n UQS " Invoice d fi
the next invoice. prepared for
System of (_:are (SQC) PM. L Agency does not retrogctlve period to
CDTA PM will coordlnate_ wnh need to revise the provide payment at
SOC PM on plgn resolution, if ] B previously new rate. Agency
required Fiscal verifies fund submitted signs. Agency does
availability/ invoices. not need to revise
compensation caps/ the previously
insurance update submitted invoices.

v

Fiscal posts to City
Accounting Systems
(PeopleSoft)

v

PeopleSoft batch
processing (occurs
everyday 12:10-
12:15pm and 6:10-
6:15pm)

v

Fiscal reviews and
approves payment

v

Controller approves/
generates payment
(1-2 days)

v

Checks mailed/
electronically
deposited directly to
Agency’s’ account by
Controller (1 day)

END OF PROCESS

Invoice Procedures Manual
Page 5 Revised November 16, 2020



Section llI: Invoice Processing Flowchart: Cost Reimbursement

DPH BUSINESS OFFICE

DPH Contract/MOU Invoice Payment Process — Cost Reimbursement (CR)

IA will conduct monthly review
to ensure UOS/deliverables
reported. Invoice payment
withheld if UOS/deliverables
not reported (NOTE: Not all
CBHS Cost Reimbursement
invoices include UOS)

|IA prepares Quarterly
Milestone
UOS/deliverables analysis

A 4

IA reviews Agency’s UOS/
deliverables. If they are below or
above quarterly benchmark,
then...

Email Contract Development
& Technical Assistance
(CDTA) Program Manager

Contractors’ invoices
received by Invoice
Analyst (1A)

v

IA checks if contract
certified, PO in place,
and invoice prepared on
approved template

>

v

1A inputs all information
from invoice, UOS, UDC
unit rate (FFS), PO #,
etc. into Invoice
Database/invoice
template spreadsheet

Incorrect
invoice
template will
not be
processed, IA
will inform
contractor and
request
resubmission
of invoice on
correct
template

IMPORTANT NOTE:

APPROVED BUDGET/
MODIFICATION
All Invoices should be in
accordance with the approved
budget, modified or revised.

v

If budget is revised, contractor

v *%

IA submits to SOC PM
for authorization, if
predetermined

v

(PM) and System of Care
(SOC) PM. CDTA PM will
coordinate with SOC PM on
plan resolution and to obtain
payment authorization, If
under quarterly benchmark,
payment will be withheld

IA signs/processes and
submits invoice to Fiscal
for payment

A

v

Fiscal verifies fund
availability/
compensation caps/
insurance update

v

Fiscal posts to City
Accounting Systems
(PeopleSoft)

v

PeopleSoft batch
processing (occurs
everyday 12:10-
12:15pm and 6:10-
6:15pm)

v

Fiscal reviews and
approves payment

v

Controller approves/
generates payment
(1-2 days)

v

Checks mailed/
electronically
deposited directly to
Agency’s’ account by
Controller (1 day)

END OF PROCESS

will include adjustment/
disallowed expenditures in the
next month’s invoice. No
need to submit revised
invoices for prior months

IA conducts review of contract expense
categories.

e«Unless otherwise indicated by grant
provisions or other funding requirements,
actual invoice expenses may exceed the
expense category bud?et by up to 10% or
$10,000, whichever is less, and the invoice
will be paid.

«Any overspending in one expense category
must be offset by underspending in another
eernse category(ies).

«The result of any changes cannot exceed
the total budget of the invoice.

«In cases where the expected overspending
in an expense category exceeds 10%, but
the total amount of the overspending is
$1,000 or less, then the requirement to revise
the budget is also waived.

«This rule does not apply to all expense
categories and is only implemented if the
funding source allows. (Refer to Section Xl)

¢ \ 4

policy. (Refer
to Section XI)

«$1,000 or «Overspending in an
less and 10%/ existing expense category
$10,000 exceeds $10K or

«Overspending in an
existing expense category

exceeds 10% of the

expense category budget,
and the increase amount
exceeds $1,000

v

IA will notify Agency that invoice will be paid up to
expense category budget only. Contractors may
request an approval by submitting the Invoice
Variance Request Form (attachment G) and an
accompanying justification (there is space provided
for the justification on the back of the Invoice
Variance Request Form). Any overspending in an
expense category must be offset by underspending
in another expense category(ies). The result of any
changes cannot exceed the total budget of the
invoice.

Please Note: The Invoice Variance Request Form
may only be filed once per fiscal year and only at
the time the final invoice is submitted. The form is
used only to authorize the payment of an invoice
\variance resulting from overspending in the last
month of the fiscal year or funding term.
Changes or moves between line items during the
year must be made via the normal contract
modification process.
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Section IV: Payment Timeline & Processing Issues

Invoices are due to DPH Invoice Analyst by the 15™ calendar day of each month for

expenses and deliverables from the previous month.

Contractors can expect to receive

contract payments approximately 15 to 20 working days following receipt of the invoice by

DPH.

Incorrectly prepared invoices or other factors may result in delayed processing. Common
errors include:

Invoice sent to wrong person or office (Note: the name and address where the
invoice should be sent is indicated on the official invoice template).

Using an invoice template not provided by the DPH Invoice Analyst. For
example, not using the latest invoice template prepared by the DPH Invoice
Analyst after budget modification.

Billing estimated expenditures or deliverables, not actual expenditures or
deliverables incurred for the billing period (for example, billing 1/12 of the
budget). Monthly expenditures or deliverables reported should be based on
actual expenses/units of service delivered.

Inaccurate Delivered-to-Date or Expenses-to-Date figures caused by overriding
formulas placed in the electronic invoice template.

Absence of Fee-For-Service reconciliation along with final invoice (if applicable).
Absence of Contractor's authorized signature for non-electronic invoice.

The subcontract/consultant agreement has not been received by DPH.

The name of the consultant on the invoice does not match the name in the
subcontract agreement.

The term indicated on the invoice does not match the term on the subcontract
agreement.

Invoice expenses exceed the budget. For example, the indirect cost rate (%) is
higher than the budgeted rate or billed expenses are not budgeted.

Absence of required supporting forms or documentation such as Page B, Detalil
of Personnel Expenditures, or staff name.

Contract modification or budget revision has not yet been approved, so the
expenses don’'t match the approved budget.

Invoice Analyst has not received the work plan to address low UOS/UDC (when
applicable).

The $1,000 threshold and 10%/$10,000 of the Expense Category Change rule is
not complied.

A credit invoice has not been submitted to indicate the transfer funds to the
updated invoice templates for change of BHS program, funding amount in
different funding source, or payment method,

Invoice Procedures Manual
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Section V: Obtaining Official Invoice Templates

A. The DPH Invoice Analyst creates the appropriate invoice template (Fee-For-Service or
Cost Reimbursement) for each contract appendix. The Contractor is to only use the
invoice template provided by the DPH Invoice Analyst. Contractors are not to modify
any part of the invoice template except to enter data.

B. The invoice template will match the certified contract. The Contractor will receive a
copy of the current certified contract from the DPH Contracts Unit via e-mail.

C. The contractor will receive an electronic copy of the invoice templates that match the
latest approved budget from the Invoice Analyst.

Section VI: Definition of Invoice Format Components & Funding Sources

The two invoice formats are defined below.

e Fee-For-Service - Invoicing and payment are based on the number of units of
service delivered multiplied by the contracted unit rate, less initial payment
recovery, if applicable.

e Cost Reimbursement - Invoicing and payment are based on actual line-item
expenses (salaries and benefits, materials and supplies, general operating, etc.)
less initial payment recovery, if applicable. Page B, Detail of Personnel
Expenditures, must accompany cost reimbursement invoice submissions.

The fields on the invoice template are defined below.
1) Contract Purchase Order Number — A Contract Purchase Order Number
is an automated number generated by City’s Financial System,
PeopleSoft, when a purchase order (encumbrance) is issued. This is
used as a reference by the Fiscal Unit to identify the corresponding
funding sources to process invoice payments. Refer to Attachment C. A
new purchase order number is generated annually.

2) The Contract ID number represents a unique contract.

3) Invoice Number — A unique identifier assigned to each monthly invoice.
The components in the identifier vary by section, as described below.
Standardization is anticipated, but current procedures are being
continued at this time.

Invoice Procedures Manual
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Population Health Division — CHEP, ARCHES, CPHR, Bridge HIV, and SF

Health Network Ambulatory Care-Primary Care (HHS) with ACE
Requirements

The invoice template for services that have an ACE data entry requirement has
15 characters:

a) The first four digits of the ACE number identify the contractor.

b) The second four digits identify the year of funding and the specific program.
For example, 1906 represents the year 2019 and the program 06.

c) The next two characters (Al, A2, etc.) represent the modalities of the
contract.

d) The next three characters (JUL, AUG, etc.) represents the invoice billing
month.

e) The last two numbers represent the invoice billing year.

Example:

3871 1906 Al JUN 19
—— —— —— ——

Contractor  The year of  Modalities The month  The year
Number funding & of June of 2019

specific program

San Francisco Health Network — Primary Care (COPC), BHS, MCAH, and
Population Health Division - CHEP (CHPP) Section, and HIV Health
Service:

These invoice templates (except those with an ACE data entry requirement),
have 6 characters.

a) The first character identifies the section.

“S” references a Behavioral Health Services -Substance Use Disorder
contractor

“M” references a BHS-Mental Health contractor

“‘PR” references a Community Health Equity and Promotion (CHEP)
contractor (funding included in the BHS contract)

“HS” references a HIV Health Service contractor

“PC” references a Primary Care (COPC) contractor

“MC” references a Maternal Child & Adolescent Health contractor

b) The next two numbers (01, 02, etc.) are the sequence numbers assigned for
that invoice template.

c) The next two characters (JL, AU, SE, etc.) represent the invoice billing
month.
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d) The last number represents the invoice billing year. For example, 20’
represents the year of 2020.

Example:

M 01 JuU 20
Yoo o

Mental Sequence The month The year
Health Number of June 2020

3) Invoice Period — The billing month in which the units of service were
delivered and expenses were incurred.

4) Unduplicated Client (if applicable) — is an individual who is counted once
even though he/she receives more than one service during the fiscal year or
funding term.

5) Units of Service — specific number of deliverables as stipulated in the
contract.

6) Unit Rates (Fee-For-Service invoices only) — is the approved rate stipulated
in the contract to deliver a unit of service.

Funding Source Description:

The four generic funding categories are described below. The funding source included in
the contract will match the applicable Funding Notification letter.

e Grant Funds: Grant revenues passed through from the City to a contractor or
subcontractor.

e Work Order Funds: Work order funds are provided to the Department of Public
Health to perform a service on behalf of another City department. The
Department allocates these funds to a contract agency for the provision of these
services. The Department has reporting responsibilities to the requesting work
order department.

e General Fund: General Fund, for the purpose of preparing invoices, includes all
non-work order, non-grant dollars. This includes Federal Medi-Cal, State
Realignment, General Fund, Public Safety Realignment (2011 Realignment),
etc.

e State Funds: State revenue passed through from the City to a contractor or
subcontractor that requires separate reporting such as Mental Health Services
Act (MHSA).
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Section VII: Preparing the Fee-For-Service Invoice Template
(see Attachment A)

Differences by DPH Sections:

Ambulatory Care - Behavioral Health Services (BHS) Section

As general rule, the DPH Invoice Analyst will prepare a separate invoice template by
funding source, funding term, and FSP chartfields. However, if a single program is funded
with more than one funding source, then a single invoice may be prepared. (Refer to
example 1) Additionally, multiple programs sharing a funding source may all be listed on a
single fee-for-service invoice. (Refer to example 2)

e Example 1: An invoice is prepared for a program funded by both general fund and
MHSA, when MHSA is used as a match to Medi-Cal services, or the cost is
shared equally and it isn’t appropriate to separate.

e Example 2: Several programs use one “General Fund Invoice” (per the city
definition of general fund that includes Short Doyle Medi-Cal and Realignment) for
various programs on one invoice. This invoice is settled to the bottom line. In
other words, one program may be under spent and another may be overspent, but
total expenses do not exceed the bottom line of the reimbursement budget. For
example, a Behavioral Health children’s contractor invoice may include Intensive
Therapeutic Foster Care, Short Term Connections, Connections WRAP, Youth
Transitional Services, School Based, and AIM higher. This is done for efficiency
purposes and to decrease contract modifications as children move in and out of
the various contract components as their needs change.

¢ Indirect service (mode 45 and 60) expenses will be submitted on a separate

invoice. Over production of indirect service units cannot be used to offset with
under production of direct service units.

Other Sections (Non-BHS)

The DPH Invoice Analyst will prepare a separate invoice template for each program, each
funding source, each funding term, and each FSP chartfields and will not combine
programs if any of the above components differ.

e Invoices are prepared by program and FSP chartfields. Programs with the same
funding source would still have separate invoices created to reflect each
program. For grant funding, an invoice is prepared by program and by grant
chartfields.
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1)

2)

3)

4)

5)

6)

7

Completing the Invoice: To be Filled Out by the DPH Invoice Analyst

The DPH Invoice Analyst will insert the Purchase Order number which is
located on the “Certified Contract Purchase Order” Document (see
Attachment C).

The DPH Invoice Analyst will insert the appropriate Contract ID Number in
the top center of the invoice.

The DPH Invoice Analyst will insert the appropriate Invoice Number in the
upper-right corner.

The DPH Invoice Analyst will insert the appropriate Invoicing Period in the
upper-right corner.

The DPH Invoice Analyst will fill in the Fund Source name in the
corresponding space in the upper-right corner. The Fund Source will
coincide with the DPH revenue section of Contract Appendix B. This box will
clearly identify: (a) General Fund; (b) a specific work order; or (c) a specific
grant.! Each work order and grant must have a separate invoice if the
funding is used for different programs (contract appendix) as designated by
the funding agency. For example, if the Human Services Agency (HSA)
funds two programs through one work order, the DPH Invoice Analyst will
prepare invoice templates for each program (e.g. HSA-WO-Childcare or
HSA-WO-CalWORKS).

The DPH Invoice Analyst will enter the information for the columns titled
Deliverables, Total Contracted Units of Service, Unit Rate, and Unduplicated
Clients (if applicable).

The DPH Invoice Analyst will place formulas in the remaining columns
(Amount Due, Delivered-to-Date, Percentage of Total and Remaining
Deliverables) which will automatically calculate the data.

All Sections: Fee-For-Service Adjustment Invoice (to reflect Contract
Modifications)

The DPH Invoice Analyst will issue revised invoice templates following a
contract modifications. Additionally, an Adjustment Invoice will be created to
adjust for any differences between the original and modified contract.

1 A Fee-for-service invoice can be utilized for grant payment if the granting agency allows reimbursement by
deliverables. Otherwise, a cost reimbursement invoice will be used.
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e The DPH Invoice Analyst will prepare a separate, one-page budget
adjustment form reflecting program deliverables, the value of units invoiced
at the former rate, the value of invoiced units at the revised rates, and the
difference between the two values. After preparing, the DPH Invoice Analyst
will provide the Invoice Adjustment form to the affected contractor for
signature. There is no need to revise the previously submitted invoices. This
only applies to Fee-for-Services invoices.

e For Cost Reimbursement Invoices (See Page 15), a contractor will simply
make adjustments on the next monthly invoice.

Credit Invoice to be completed by the contractor

A credit invoice needs to be submitted by the contractor when there is a contract
modification involves a change in
o program
o funding source
o method of payment (change from cost reimbursement invoice to fee-for-
service invoice or vice versa)
o All units of services and expenditure amount need to be zero out from the
previous invoice template(s) and transfer to the new invoice template(s)
o There should be a lump sum credit from the old invoice to transfer the
previously billed to the new invoice.
o Indicate on both (old and new) invoices of the transfer of changes in the
“Note” section of the invoice
= Example: Transfer 5,000 units and $10,000 from Invoice M0O1 to
Invoice M02

Completing the Invoice: To be Filled out by the Contractor and General
Instructions

1) Contractor will fill in each column with the appropriate information for
Contracted Units of Service (UOS), Clients (UDC), and UOS and Clients
(UDC) delivered during each respective invoice period. Delivered-to-Date
UOS and UDC, % of Total, and Remaining Deliverables are automatically
calculated.

2) The contractor is to complete the Signature/Date/Title section. Authorized
signatories must sign every invoice except as noted below. Typically, the
authorized signatories are the Executive Director, Chief Financial Officer, or
Agency Program Manager.

Invoice Procedures Manual
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3)

4)

5)

6)

7

8)

9)

10)

b)

c)

All professional services suppliers and contractors must submit invoice
electronically in PDF format. On other method of invoicing should be used.
Refer to Attachment H.

DPH Fiscal will determine the Initial Payment Recovery in accordance with
the contract boilerplate “Method of Payment” section. Contractors are not to
enter amounts in this cell. Generally, initial payments will be made available
for General Fund and MHSA contract appendices, while this is not generally
the case for grants and work orders.

DPH Fiscal will enter information in the “Other Adjustments” row (i.e. cost
report settlement). Please leave blank.

Each month of the funding term will have a separate invoice that covers
expenses and deliverables for the entire month.

Contractors are required to submit invoices in sequential order. DPH Fiscal
will not pay invoices if there is a gap in sequence. For example, a May
invoice cannot be paid without first paying an April invoice, an April invoice
cannot be paid without first paying a March invoice, and so forth.

Contractors submitting Fee-For-Service invoices for months with no UOS
delivered are to report “0” (zero) UOS and show a total reimbursement
amount of “$0.00”.

Since contract settlement for fee-for-service programs is based on units

entered into Avatar, contractors should ensure that units entered on invoices
reconcile to Avatar data.

Submission of Final Invoice of Fiscal Year

Check the Final Invoice box.

Contractors are to submit a final closing invoice, clearly marked “FINAL, no
later than forty-five (45) calendar days following the closing date of the
contract unless specified otherwise, e.g., some grant awards may specify 30
days. If no “final” invoice is submitted during this time period, DPH is NOT
obligated to make any additional payments, and any funding balance will
automatically revert to the Funder.

Contractors are to check the Final Invoice box if this is the final invoice of the
contracted period. Otherwise, leave blank.

Ambulatory Care - Primary Care (HHS), Community Health equity and
Promotion (HPS), Applied Research, Community Health Epidemiology &

Invoice Procedures Manual

Page 14

Revised November 16, 2020



Surveillance (HIV Surveillance), Center for Public Health Research (HIV
Epidemiology) and Bridge HIV (HIV Research) contractors with Fee-For-
Service contracts are required to submit an annual reconciliation comparing
revenues received to actual costs incurred. This reconciliation is due with the
final invoice, 45 calendar days after the end of the contract appendix term.
Revenues received in excess of actual costs incurred for delivery of services
reported must be returned to the Department of Public Health. Reconciliation
detail is by Service Mode, not by contract appendix total. If contractor must
return funds to the Department, please submit a check, made payable to the
Department of Public Health, along with the FFS reconciliation and final
invoice. Sample courtesy letters referencing this requirement, as well as a
copy of a suggested reconciliation form/format, are attached as Attachment
L.

The Ambulatory Care — Behavioral Health (BHS) end-of-the fiscal year cost
report process will determine the final amount owed to a contractor. Fee-for-
Service reimbursement will be based on the actual units entered into Avatar,
(BHS electronic health record/billing system). Overpayment (or
underpayment) based on invoice reimbursement will be determined during
this process, with the Fiscal Cost Report Unit notifying the contractor of any
discrepancies.

Section VIll: Preparing the Cost Reimbursement Template (see Attach. B)

The DPH Invoice Analyst will prepare a separate cost reimbursement invoice template for
each program by funding source. Typically, grant and work order funds require cost
reimbursement invoices.

1)

2)

3)

4)

5)

Completing the Invoice: To be Filled Out by the DPH Invoice Analyst

The DPH Invoice Analyst will fill in the Contract ID number which is located in
the top center of the invoice.

The DPH Invoice Analyst will fill in the PO number which is located on the
“Certified Contract Purchase Order” Document (Refer to Attachment C).

The DPH Invoice Analyst will insert the appropriate Invoice Number in the
upper-right corner.

The DPH Invoice Analyst will insert the appropriate Invoicing Period in the
upper-right corner.

The DPH Invoice Analyst will fill in the Fund Source name in the
corresponding space in the upper-right corner. The Fund Source will
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6)

7

8)

9)

coincide with the DPH revenue section of Contract Appendix B. This box will
clearly identify: (a) General Fund; (b) a specific work order; or (c) a specific
grant. Each work order and grant must have a separate invoice if the funding
is used for different programs (contract appendix) as designated by the
funding agency. For example, if the Human Services Agency (HSA) funds
three programs through one work order, the DPH Invoice Analyst will prepare
invoice templates for each program (e.g. HSA-WO-Childcare or HSA-WO-
CalWORKS).

The DPH Invoice Analyst will enter the information for the columns titled
Deliverables, Total Contracted Units of Service, and Unduplicated Clients (if
applicable).

The DPH Invoice Analyst will include the line-item budget amount in the
Budget column.

The DPH Invoice Analyst will enter the formulas in the Expenses-To-Date,
the Percentage of Budget, and the Remaining Balance columns.

The DPH Invoice Analyst will issue revised invoice templates for certification
of contract modifications. The DPH Invoice Analyst will enter the revised line-
item budget amount in the budget column.

All Sections: Cost Reimbursement Adjustment Invoice (to reflect funding
changes between Fiscal Year contracts or budget revisions)

For each certified contract, there is a set of invoices prepared by DPH to reflect
the budget of each program. If a contractor has a revision or modification to the
existing contract that results in a new set of invoices, then the contractor will
simply include any changes in costs into the next invoice template due, within
the appropriate line-items, to reflect actual total expenses in that category. It is
not necessary to resubmit prior month invoices.

For Fee-for-Services Invoices (See Page 11), an Adjustment Invoice will be
created to adjust for any differences between the original and modified contract.

Credit Invoice to be completed by the contractor

A credit invoice needs to be submitted by the contractor when there is a contract
modification involves a change in

o program

o funding source
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1)

2)

3)

4)

5)

o method of payment (change from cost reimbursement invoice to fee-for-
service invoice or vice versa)

o All units of services and expenditure amounts need to be zeroed out from
the previous invoice template(s) and transferred to the new invoice
template(s)

o There should be a lump sum credit from the old invoice to transfer the
previously billed to the new invoice.

o Indicate on both (old and new) invoices of the transfer of changes in the
“Note” section of the invoice

= Example: Transfer 5,000 units and $10,000 from Invoice MO1 to
Invoice M02

Completing the Invoice: To be Filled Out by the Contractor and General

Instructions

Contractor will fill in the appropriate information for the units of service (UOS)
and Clients (UDC) delivered during respective invoice period. Delivered-to-
Date UOS and UDC, % of Total and Remaining Deliverables are
automatically calculated.

The Contractor will enter actual expenditures. Invoices incorporating
estimated or pro-rated amounts will not be processed. Contractors can only
be paid up to the total contracted amount.

The Contractor must complete the Detailed Personnel Expenditures form
(Appendix F, Page B) providing their position titles as they appear in the
certified contract AND the staff names along with monthly expenses. This
form should be part of the monthly invoice submission. If there is more than
one employee in a position, the contractor must provide detailed monthly
expenditures for each employee.

Agencies with contracts that contain Subcontractors/Consultants expenses
must submit a copy of all subcontractor contracts or Memorandum of
Understanding (MOU’s) to their CDTA Program Manager with Appendix A
and B. Invoice payments will be withheld until a copy of
subcontractor/consultant contracts/MOUSs are on file with the CDTA Program
Manager. Contractors who are providing reimbursement to subcontractors
and/or consultants must attach a copy of the subcontractor/consultant’s
invoice each time the contractor’'s monthly invoice includes these expenses.

The contractor is to complete the Signature/Date/Title section. Authorized
signatories must sign every invoice except as noted below. Typically, the
authorized signatories are the Executive Director, Chief Financial Officer, or
Agency Program Manager. Contractors may mail, e-mail, fax, or hand-
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deliver invoices for payment. Contractors wishing to obtain authorization to
file electronically are to submit a letter addressed to Anne Okubo, Deputy
Financial Officer, 101 Grove Street. This authorization will eliminate the
need for handwritten signatures, and thereby allow payment against
unsigned invoices submitted electronically. The letter seeking this
authorization must be signed by the contractor’s Executive Director or Chief
Financial Officer and must specify which form of electronic invoicing the
contractor will use.

6) DPH Fiscal will determine the Initial Payment Recovery in accordance with
the contract boilerplates Method of Payment section. Contractors are not to
enter amounts in this cell. Generally, initial payments will be made available
for General Fund and MHSA contract appendices, while this is not generally
the case for grants and work orders.

7) DPH Fiscal will enter information in the Other Adjustments row. (For
example, cost report settlement.) Please leave blank.

8) Each month of the funding term will have a separate invoice that covers
expenses and deliverables for the entire month.

9) Invoices must be submitted in sequential order. DPH Fiscal will not pay
invoices if there is a gap in sequence. For example, a May invoice cannot be
paid without first paying an April invoice, an April invoice cannot be paid
without first paying a March invoice, and so forth.

10) Contractors submitting cost reimbursable invoices for months with no costs
are to report “0” (zero) cost and show a total reimbursement amount of
“$0.00.”

11) For a contract modification/budget revision, after the certification of the
contract/approval of budget revision, the contractor will include adjustment
expenditures in the next month’s invoice. There is no need to revise the
previously submitted invoices.

Submission of Final Invoice of Fiscal Year

12) Check the Final Invoice box. Contractors are to submit a final closing
invoice, clearly marked “FINAL, no later than forty-five (45) calendar days
following the closing date of the contract unless specified otherwise, e.g.,
some grant awards may specify 30 days. If no “final” invoice is submitted
during this time period, DPH is NOT obligated to make any additional
payments, and any funding balance may automatically revert to the Funder,
including the City’s General Fund. Contractors are to check the Final Invoice
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box if this is the final invoice of the contracted period. Otherwise, leave
blank.

Section IX: Invoice Template for Multi-Year Contracts

The DPH Invoice Analyst will send the initial invoice templates each year based on the
previous fiscal year’s funding less one-time funding and reductions (or based on prior year
submissions if a budget was previously submitted for more than one year). After the
current contract is completed for the current year, the DPH Invoice Analyst will send a
revised invoice template to reflect the current year’s budget (Appendix B) in the approved
contract.

For Fee for Service contract modification such as a change in the unit rate, the DPH
Invoice Analyst will prepare an Adjustment Invoice to adjust for any differences between
the original and modified contract. This adjustment invoice will be sent to the affected
contractor for signature.

For Cost Reimbursement contract modification, the contractor will simply include any
changes in costs into the next invoice template due, within the appropriate line-items, to
reflect actual total expenses in that category. It is not necessary to resubmit prior month
invoices.

Section X: Invoice Submission Instructions

Unless sent electronically, Contractors are to send all original, signed invoices to the
address located in the bottom left-hand side of the invoice. To ensure prompt payment,
submit monthly invoices on or before the 15th calendar day of the month covering
expenses and deliverables of the previous month.

Establish Electronic Invoice

Refer to Attachment H for electronic invoice policy
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Section Xl: Expenditure Policies and Expense Justification Requirements

Expense Category Changes and Approval Requirements for Cost
Reimbursement Invoice Only

Allowable Expense Category Changes of 10% or $10k (changes that don’t require contract
modification)

Unless otherwise indicated by grant provisions or other funding requirements, actual
invoice expenses may exceed the expense category budget by up to 10% or $10,000,
whichever is less, and the invoice will be paid. However, any overspending in one
expense category must be offset by underspending in another expense category(ies). The
result of any changes cannot exceed the total budget of the invoice. If the overspending
amount in an expense category does not exceed $1,000, a contract modification or
justification is not required. Refer to the scenarios in the table on page 21.

In addition to General Fund monies, this provision may be applied to programs funded by
special project funding, work orders, or grant funding if the funding entity does not address
this within its funding guidelines, or specifically state alternative guidelines. The funding
agency’s guidelines supersede this policy.

The following are three examples of how to apply this rule:

Example #1:  Total Budget of General Operating expense category = $150,000
10% of General Operating expense category = $15,000
Maximum Dollar Value for Any Increase = $10,000

The actual general operating expenses may only go up to $160,000 (original budget
of $150,000 plus $10,000) without a contract modification, (because the maximum
dollar value of $10k is lower than the value of 10%, or $15,000), provided that the
total expenses do not exceed its total invoice budget. In other words, an increase in
one expense category must be offset by reduced spending in another expense
category(ies).

Example #2: Total Budget of General Operating expense category = $30,000
10% of General Operating expense category = $3,000
Maximum Dollar Value for Any Increase = $10,000

The actual general operating expenses may go up to $33,000 (original budget of
$30,000 plus $3,000) without a contract modification, (because the value of the 10%
increase is lower than the maximum of $10k), provided that the total expenses do
not exceed its total invoice budget. In other words, an increase in one expense
category must be offset by reduced spending in another expense category(ies).

Example #3: Total Budget of General Operating expense category = $5,000
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Actual expenses exceeded by $600 so total expenses = $5,600

$600 is 12% of the expense category total. While 12% exceeds the lesser of 10%
or $10,000 of the expense category budget, it does not exceed the $1,000
threshold, so the invoice will be paid. The total expenses do not exceed its total
invoice budget. In other words, an increase in one expense category must be offset
by reduced spending in another expense category(ies).

Invoice Variance Request form and Justification are required.

When overspending in an existing expense category exceeds $10K or 10% of the
expense category budget, and the increase amount exceeds $1,000, contractors
may request an approval by submitting the Invoice Variance Request Form
(attachment G) and an accompanying justification (there is space provided for the
justification on the back of the Invoice Variance Request Form). Any
overspending in an expense category must be offset by underspending in another
expense category(ies). The result of any changes cannot exceed the total budget of
the invoice.

Please Note: The Invoice Variance Request Form may only be filed once per fiscal year
and only at the time the final invoice is submitted. The form is used only to authorize the
payment of an invoice variance resulting from overspending in the last month of the fiscal
year or funding term. Changes or moves between line items during the year must be
made via the normal contract modification process.

The 10%/$10,000 Expense Category Change Rule does not apply when the following
changes are made to the expense categories or line-items listed below. The
changes listed below require the submission of a contract modification. (Refer
Section XIllI: Definitions of Original Agreement, Contract Amendment, and Revision
to Program Budget).

a) New position(s) not previously contained in the budget **

b) New line item(s) not previously contained in the budget

c) Capital Expense increase

d) Subcontractor/Consultant increase

e) Fringe Benefit rate increase (refer to the Fringe Benefit Policy and Invoice
Variance Request)

f) Indirect Cost rate increase (refer to the Indirect Cost Policy)

** An increase in FTE of the existing position is not considered a new position
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When to process a Revision to Program Budget or use an Invoice Variance

Request form (Refer to Attachments G, G-1, and G-2 for

Invoice Variance Request form and instructions):

increase in FTE of an existing position is not considered a
new position)

Invoice Expense Scenario Requirement for Payment
Category Approval/ Processing
Salaries New position(s) not previously contained in the budget (an | Revision to Program Budget

(RPB). See # 6

Fringe Benefit

Rate increase; also refer to # 7 below

Revision to Program Budget
(RPB), Fringe Benefit Rate
Increase Request Form. Also see
#6and #7

Indirect

Rate increase

Revision to Program Budget
(RPB), Indirect Rate Increase
Request Form. See # 6

Consultant/Subcontractor

Any increase in the individual subcontractor/consultant
line item of the Appendix B

Revision to Program Budget
(RPB), Updated Subcontract
Agreement. See # 6

Capital Expense

Any increase

Revision to Program Budget
(RPB). See #6

Occupancy, Materials &
Supplies, General
Operating, Staff Travel,
Other, and Salaries
(raise, or FTE increase of
existing positions)

The increase does NOT exceed $1K of the expense
category

No action required; invoice will be
processed. See #2

(1) The increase exceeds $1K of the expense category,
and

(2) the increase does NOT exceed the lesser of $10K or
the 10% of the expense category budget

No action required; invoice will be
processed. See #2

Applicable during the year

(1) The increase exceeds $1K of expense category, and
(2) the increase exceeds $10K or the 10% of the expense
category budget

Revision to Program Budget
(RPB). See 6

Applicable to last month of the fiscal year or funding
term

(1) The increase exceeds $1K of expense category, and
(2) the increase exceeds $10K or the 10% of the expense
category budget

Invoice Variance Request Form
with justification. See #2 and
#3

Note:

1. The invoice, like the budget, is broken down into expense categories, e.g. Salaries, Fringe
Benefits, Operating, etc. as listed in column A above. Within each expense category there
are specific expense line-items. A Revision to Program Budget (RPB) is required for any
new line-item not previously contained in the budget.

2. The total expenses cannot exceed the total budget of the invoice. Overspending of one
expense category(ies) must be offset by underspending in a different expense category(ies).
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3. The Invoice Variance Request Form may only be filed once per fiscal year and only at the
time the final invoice is submitted. The form is used only to authorize the payment of an
invoice variance resulting from overspending in the last month of the fiscal year or funding
term. In order to reflect the changes in ongoing years, a Revision to Program Budget (RPB)
must be processed.

4. Changes or moves between line items during the year must be made via the normal
contract modification process.

5. This policy may be superseded by specific grant provisions or other funding
requirements.

6. A Revision to Program Budget (RPB) is a change to the contract that is within (does not
exceed) the total Compensation/Not To Exceed (NTE) amount and the existing term
contained in the contract agreement boilerplate. Contractor should submit the Contract
Change Request Form to CDTA for a Revision to Program Budget (RPB). For indirect cost
rate increase or fringe benefit rate increase above the cap, refer to the applicable policies.
For consultant/subcontractor increase, the contractor needs to submit CDTA an updated
subcontract agreement.

7. The fringe benefit expenses may exceed the fringe benefit budget rate up to

a. $1,000

b. If the increase is over $1,000, then an Invoice Variance Request Form (see #2 and
#3) with justification should be submitted together with the final invoice.

Summary
Exceed $1K, $10%
or $10K, use Revision to
Exceed up to Invoice Variance Program
Invoice Expense Category Exceed up to $1K 10% or $10K Request Budget (RPB)
Salaries (existing position) v v '
Salaries (new position) '
Fringe Benefits (not increase in
rate) v v
Fringe Benefits (rate increase) \
Occupancy v v v
Material & Supplies ' \ \'
General Operating v v \'
Staff Travel v v \
Consultant/Subcontractor V'
Other Y v \
Capital Expenditures v
Indirect Expenses \
New line item v
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Definition of Contract Expense Categories

The following are the most common expense categories and their line items:
Salaries
Fringe Benefits

Occupancy

Office rent
Utilities: Electricity, water, gas, waste disposal
Building repair/maintenance

Materials & Supplies (less than $5,000 per unit)

Office supplies

Photocopying

Printing

Program supplies

Computer hardware/ software

General Operating

Training/staff development

Insurance

Professional license

Permits

Equipment lease & maintenance
Communications (telephone, internet, fax)

Staff Travel

Local travel
Out of town travel
Field expenses

Consultant/ Subcontractor (provide name, title, service detail) (See additional instructions on page 24)

Other

Credit reports

Client related expenditures
Stipends

Award & incentives

Rental subsidies

Client food

Client activities

Client supplies

Vouchers

Client travel

Capital expenditures ($5,000 per unit and above) (See additional instructions on page 24)

Indirect Expenses

@)

@)

Except for applicable California sales and use taxes charged by the contractor to City, other taxes are not
reimbursable.

Late/penalty fees, non-sufficient service fee/overdraft fees, cash advance fee, foreign exchange fees, and credit
card fees are not reimbursable.

Generally, bank fees are not reimbursable but small bank fees such as charges for bank account maintenance
and check cashing that are ordinary and necessary costs for running a business may be reimbursable.

*Refer to the Controller’s Guidelines for Cost Categorization in Nonprofit Contracts and Grants
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o If the expense line item is not within the Controller’s Guidelines, then submit
a request with justification together with the Appendix B for evaluation and
approval.

Operating Expense Line ltem and Expense Category Justification
Requirements (applies to both Cost Reimbursement and Fee-For-
Service invoices)

Consultant/Subcontractor

Contract that contains subcontractor/consultants’ expenses must submit a copy of all
subcontractor contracts to their CDTA Program Manager prior to submission of the first
invoice. Invoice payments will be withheld until a copy of the subcontractor/consultant
contract is on file with CDTA Program Manager. Refer to Attachment N for Subcontracting
Requirements Policy and Procedure. Contractors that are providing reimbursement to
subcontractors and/or consultants must attach a copy of the subcontractor/consultant’s
invoice each time the contractor’'s monthly invoice includes these expenses. This will serve
as supporting documentation for payment of subcontractor line-item expenses. This
requirement is in response to audit findings which identified discrepancies between actual
subcontractor payment/rates and approved subcontractor/consultant budgets as included
in a contractor’s contract.

\ Capital Expenditures

Proof of purchase is required for all expenses incurred within the Capital Expenditure
category. Capital expenditures are items that are $5,000 per unit and above, including
units of equipment that are $5,000 and above. City, State and Federal auditors closely
scrutinize these purchases. Capital expenditure information such as purchase date,
location, useful life, and amount are required to be monitored annually, so the Department
requires the Capital Expense Worksheet and proof of purchase, (i.e. receipt). This proof of
purchase should be submitted with the invoice that includes the expense.

For General Fund contracts and federally-funded contracts where such costs have been
explicitly allowed by the awarding agency, the costs are only allowable with pre-approval
by the Department.

Charges for capital expenditures must be supported by adequate property records and
physical inventories must be taken at least once every two years to ensure that assets
exist and usable and needed.

Capital expenditures are NOT Medi-Cal reimbursable; therefore, the cost should not be
funded by MediCal and its corresponding matching fund, or built into the unit rate that
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contains Medi-Cal as a funding source. Most grants (and often work order) funding do not
reimburse capital expenses.

\ Mortgage Principal

Principal mortgage costs are not allowable in City contracts or grants. Instead, the cost of
the principal can be recovered through depreciation (see below).

Refer to Controller’s Office Guidelines for Cost Categorization in Nonprofit Contracts and
Grants.

Mortgage Interest Fees

Allowable Direct Cost.

With certain restrictions, mortgage interest fees may be allowable in City contracts with
nonprofits. To be considered allowable, the contract and/or grant must explicitly state this
type of expense is allowable and will be included in the budget.

Refer to Controller’s Office Guidelines for Cost Categorization in Nonprofit Contracts and
Grants.

Depreciation

Depreciation is an allowable expense that DPH may reimburse. Contractors who wish to
include depreciation as a funded contract expense will be required to provide supporting
documentation. The documentation would include an agency-wide cost allocation plan
and a depreciation schedule that clearly ties to the budget. This supporting
documentation must be submitted together with the Appendix B budget pages. Charges
for depreciation must be supported by adequate property records and physical inventories
must be taken at least once every two years to ensure that assets exist and are usable
and needed. In addition, adequate depreciation records showing the amount of
depreciation taken each period must also be maintained. Depreciation expense is not
allowed if the item is already funded though the capital expense category. In other words,
no duplicate billing is allowed.

Refer to Controller’s Office Guidelines for Cost Categorization in Nonprofit Contracts and
Grants.

Supporting Documentation for Operating Expenses

The contractor is required to maintain back-up records (such as receipts, payroll register,
timesheets, names of clients receiving gift cards and amount of gift cards) that support the
invoice billing. This documentation for any expense line-item (supporting an expense
category total), by unique invoice must be available upon request.
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The Business Office of Contract Compliance will apply the current monitoring review
standards used to review contracts included in the Citywide Nonprofit Monitoring and
Capacity Building Program to all DPH contracts. Specifically, related to the review of
backup documentation for invoices, DPH staff may request two months of current year
invoices and review associated General Ledger and other backup documentation such as
timesheets, payroll register, receipts, etc. to ensure consistency.

Additional Information

DPH may require a contractor to submit additional justification and supporting
documentation for a particular expense line item or category, in addition to what has been
noted above. Payment may be delayed or withheld if the proper documentation is not
submitted with the contractor’s invoice upon request.
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Section Xll: Definitions of Original Agreement, Contract Amendment, and
Revision to Program Budget

Original Agreement

The Original Agreement is the legal agreement which is made by and between the City and County
of San Francisco and the Contractor. Original agreements are made only as the result of a
competitive solicitation (RFP/RFQ) or an approved Office of Contract Administration (OCA) sole
source waiver.

The Original Agreement contains the legal language required by the City, which is also referred to
as “the boilerplate” or “City template,” and refers to everything in the Original Agreement up to and
including the signature page.

The “Original Agreement’ is subject to the approval by the City’s Office of Contract
Administration and the City Attorney. This legal agreement outlines the current city
contracting terms and policies, the term of the agreement, and the total amount of the
contract agreement.

Contract Amendment - Formal Contract Modification

A Contract Amendment literally amends—modifies and changes—the Original Agreement.
Once it is fully executed (signed) and certified, all of the changes that the contract
amendment describes are legally incorporated into the contract, and any changes or
modifications made then supersede the Original Agreement or any previous contract
amendments.

Contract amendments are subject to the same City approval and certification process as
the Original Agreement.

A contract amendment is made when there are changes to the boilerplate (the section of
the contract agreement before the signature page). Accordingly, it is typically utilized
when the original term of the contract needs to be extended, or the total Compensation/Not
to Exceed (NTE) amount is increased. Other changes may trigger a contract amendment,
but these are the most common.

Examples of changes that would require a Contract Amendment include:

o Any change to the contract boilerplate

o Increase to the total contract amount

o Extension in the time period for which the funds are obligated
(contract term)

. Any change to the agency’s name

Revision to Program Budget (RPB)
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A Revision to Program Budget (RPB) is a change to the contract that is within (does not
exceed) the total Compensation/Not To Exceed (NTE) amount and the existing term
contained in the contract agreement boilerplate.

RPBs do not require approval by the City Attorney or City Purchaser/Office of Contract
Administration (OCA), but they do require the re-submission of the revised narrative and
budget appendices to reflect the changes.

Examples of changes that would require a Revision to Program Budget include:

o No change in the contract boilerplate.

o Addition or deletion of a mode of service, as listed in Appendix B.

e Any increases/decreases in Contract Deliverables (either Units of Service or
Unduplicated Clients) that does not result in an overall increase in the total contract
amount.

e Any new line-items added with no change in the total contract amount.

e Any changes in unit rates or number of deliverables with no change in the total
amount.

e Switching from cost reimbursement to FFS invoice (vice versa) that does not result
in an overall increase in total contract funding.
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Section Xlll: Invoice Processing

Items That Can Be Corrected by the DPH Invoice Analyst.

e The DPH Invoice Analyst can manually correct or change the Purchase Order
Number when there is a change in the PO number due to additional
encumbrances.

e If aninvoice line-item exceeds 10% of the budget for the line item, the DPH
Invoice Analyst will manually reduce the amount to the allowed 10% and the
applicable indirect cost and process accordingly. The DPH Invoice Analyst will
inform the contractor of the disallowed amount.

e The DPH Invoice Analyst will make hand-written corrections to the invoice the
first time an error occurs if the incorrect invoice is due to mathematical errors.
The DPH Invoice Analyst will inform the contractor to correct the error(s) for the
following month. Any other type of errors will not be processed, and the DPH
Invoice Analyst will inform the contractor of the need for correction and
resubmission.

Quarterly Reconciliation of Units of Service, and/or Deliverables

Each quarter, the DPH Business Office’s Budget Unit will conduct an analysis of units of
service/deliverables against the contractor’s budget. If a contractor’s units of
service/deliverables are below 15% or above 15% of the quarterly benchmark percentage
(cumulative), the over/under production will be flagged and forwarded to the contractor’s
Contract Development & Technical Assistance (CDTA) Program Manager and System of
Care (SOC) Program Manager to coordinate development of a resolution.

For units of service/deliverables that are below 15% of the quarterly benchmark
percentage (cumulative), payment authorization for Cost Reimbursement invoices will be
required from the SOC Program Manager before the invoice will be paid. However, Fee-
For-Service invoice payment will not be withheld because payment is based on actual
units of service provided. Agencies with Medi-Cal revenues will also be subject to a
guarterly analysis, but this will be based on Avatar data and not on invoices.
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Deliverables Are:

Fee-For-Service Invoice

Cost Reimbursement Invoice

15% below quarterly benchmark %

Invoice payment will be
processed; Invoice Analyst

will inform SOC and cc CDTA
for plan resolution, if required.

Invoice payment will be withheld;
Invoice Analyst will inform SOC and cc
CDTA for plan resolution and payment
authorization. CDTA will coordinate and
follow up.

15% above quarterly benchmark %

Invoice payment will be
processed; Invoice Analyst

will inform SOC and cc CDTA
for plan resolution, if required.

Invoice payment will be processed;
Invoice Analyst will inform SOC and cc
CDTA for plan resolution, if required.
CDTA will coordinate and follow up.

Quarterly Milestone Units of Service Analysis:

15% below quarterly benchmark

Quarterly 15% below Will Flag Invoice for Follow-up if
Quarter Benchmark % | Benchmark (YTD %) UOS/Deliverables are:
1st qgtr 25% 21% | Under 21% of deliverables
2nd qtr 50% 43% | Under 43% of deliverables
3rd gtr 75% 64% | Under 64% of deliverables
4th qtr 100% 85% | Under 85% of deliverables
15% over quarterly benchmark
Quarterly 15% over Will Flag Invoice for Follow-up if
Quarter Benchmark % | Benchmark (YTD %) UOS/Deliverables are:
1st gtr 25% 29% | Over 29% of deliverables
2nd gtr 50% 58% | Over 58% of deliverables
3rd qgtr 75% 86% | Over 86% of deliverables
4th qtr 100% 100% | Over 100% of deliverables
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Section XIV: Contact Information

TOPIC POINT OF CONTACT PHONE
1. Where to mail the invoices CHEP (HPS), ARCHES, CPHR, Bridge HIV, and Ambulatory
2. Where to email electronic invoices 255-3498
S Care-PC (HHS)
3. Status of invoice payment
4.  Questions regarding monthly invoice 1380 Howard Street, room 422
templates San Francisco, CA 94103
5. Copy of contract invoice templates Attention: Invoice Analyst
To: aidsoffice@sfdph.org
Cc: yaoquan.zhu@sfdph.or
deanna.chan@sfdph.org
CHEP (CHPP), Ambulatory Care-BHS, PC (COPC), MCAH 255-3909
1380 Howard Street, room 405D
San Francisco, CA 94103
Attention: Invoice Analyst
To: cbhsinvoices@sfdph.org
Cc: aida.galino@sfdph.org
* Refer to the Branch and Section Names in the front of this
manual
1.  Questions regarding budget revisions . Refer to
2. Questions regarding work-plan to CDTA Program Manager assigned to the contractor your
address low UOS/UDC CDTA
3. Questions regarding modification of Program
unit rates, deliverables, expenditures Manager

4.  Status of contract certification
5. Contract award amount

Ambulatory Care - BHS Accountants

6. Questions regarding Jin Quan Li Jinquan.li@sfdph.org ;ggggg
breakdown of check and Loan Tran Loan.Tran@sfdph.org 2553459
adjustments made to invoiced Christopher Seiwon Kim  Christopher.S.Kim@sfdph.org

amounts.

Ambulatory Care-PC (COPC)

7. Questions regarding check Margarette Alviar Margarette. Alviar@sfdph.org 255-3454
shortage or overpayment

CHEP (HPS), CHEP (CHPP), Ambulatory Care-PC (HHS),
ARCHES, CPHR, and Bridge HIV

Christie Ma Christie.Ma@sfdph.org 255-3726
Peter Chow Peter.Chow@sfdph.org 255-3511
MCAH

Rita Watt Rita.Watt@sfdph.org 255-3464
Melanie Lin Melanie.Lin@sfdph.org 255-3453

AP Contracts Section Head
8.  Questions regarding auditor . .
requests for Margarette Alviar Margarette.Alviar@sfdph.org 255-3454

information/confirmation 1380 Howard Street, room #415,

San Francisco, CA 94103
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Section XV: Frequently Asked Questions and Other Pertinent Information

1. The contractor doesn’t have a copy of the contract. Where can one be
obtained? Upon signing the contract, the DPH Contracts Unit provides a complete
copy of the contract to the Agency’s Executive Director (or to whomever signed the
contract). If this doesn’t occur, please contact your CDTA Program Manager.

2. What supporting documents are needed to prepare an invoice?
Documents in the current certified contract needed to prepare an invoice include:
e Boilerplate section of the contract
e Appendix A Narrative including Program Units of Service (UOS) deliverables
information
Appendix B Budget pages
Appendix F Invoice templates
Avatar data (if applicable)
Other programmatic billing record reports to determine units of service and
costs for services Expenditure information for cost reimbursement invoices
such as general ledger details
Personnel costs by position
Receipts for capital expenditures
Invoices of Subcontract/Consultant Invoice
A copy of Subcontract/Consultant agreement

3. Can the contractor submit an invoice if the contract is not yet certified?
No. The contractor should not submit an invoice until the contract is certified and
the contractor receives the invoice template from the DPH Invoice Analyst.

4, For multi-year contracts and 18-month contracts, when may a contractor
submit its invoices for the new fiscal year?
The DPH Invoice Analyst will send the initial invoice templates each year based on
the previous fiscal year’s funding less one-time funding and reductions (or based on
prior year submissions if a budget was previously submitted for more than one
year). After the final contract is completed for the current year, the DPH Invoice
Analyst will send a revised invoice template to reflect the current year’s budget
(Appendix B) in the approved contract.

5. When will revised unit rates for fee-for-service programs and/or revised
budgets for cost reimbursable programs be incorporated in invoices?
Following certification/approval of contract modifications, fee-for-service rate
adjustments will be handled by the DPH Invoice Analyst via a separate, one-page
budget adjustment form reflecting program deliverables, the value of units invoiced at
the former rate, the value of invoiced units at the revised rates, and the difference
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10.

11.

between the two values. The DPH Invoice Analyst will prepare an Invoice
Adjustment form and submit it to the contractor for signature. (Refer to Attachment F).
After the certification/approval of the contract modification of the cost
reimbursement invoices, the contractor will simply include the costs into the next
invoice template due, within the appropriate line-items, to reflect actual total
expenses in that category. It is not necessary to resubmit prior month invoices.

When can new services be invoiced?
Invoicing may begin after the contract is certified and upon receipt of the invoice
template prepared by the DPH Invoice Analyst.

What process is used when a contractor is not paid for an invoice or an
invoice appears to have been lost?

Contractors should contact the DPH Invoice Analyst if submitted invoices have not
been paid within 20 working days of submission. If the invoice appears to have been
lost, the contractor will be required to resubmit the invoice.

When a contractor is not paid for an invoice, should the contractor submit
next month's invoice on schedule?

No. If the invoice is not paid, the contractor should not submit the next month’s
invoice until the issue is resolved.

Can the contractor submit invoices out of monthly sequence?

No. DPH Fiscal will not pay any invoice that is out of monthly sequence. For
example, a May invoice cannot be paid without first processing the April invoice, etc.
Invoices for months with no expenditures should show a total reimbursement amount
of “$0.00.”

When a contractor’s records do not reconcile with Avatar data, can the
contractor use its own data for invoicing?

Monthly invoices may be prepared using data from Avatar or from a contractor’s
internal tracking system. It is the contractor’s responsibility to identify errors and
reconcile Avatar data. Note: Cost report settlements for fee-for-service contractors
will be based upon units entered into Avatar.

BHS Contractors are responsible for reconciling the deliverables they enter on
invoices with Avatar reports. Since contract settlement for fee-for-service programs
is based on units entered into Avatar, contractors should ensure that units entered
on invoices reconcile to Avatar.

Is it necessary to submit all invoices on or before the 15th calendar day of the
following month?

Yes. Contractors should submit all invoices on or before the 15" calendar day of the
following month. Contractors will increase the probability of prompt payment if
invoices are submitted on time. The final invoice should be submitted on or before
the 45™ calendar day after the end of funding term. Repeated delayed or problematic
invoices may constitute non-compliance with the contract and may affect the
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14.

15.

16.

17.

18.

contractor’s monitoring reports. The delay may also impact the payment to the
contractors if it is funded by grant or work order.

Will contractors be paid more than the contracted amount on Fee-For-Service
invoices?

No. The contractor will only be compensated up to the maximum dollar amount
allowed under the contract. However, actual units of service/deliverables should still
be reported as this data is useful in negotiating future contracts and for cost report.

Can contractors with cash flow problems submit invoices early (to cover
partial months)?

No. Invoices will not be accepted for partial months or in advance of the submission
period. Cash flow issues will be addressed by the initial payment process, the initial
payment recovery schedule, or based on other special arrangements that will be
formalized in the contract agreement. The CDTA Program Manager should be
contacted by any contractor experiencing cash flow problems.

Should contractors include expenses exceeding the invoice template budget
amount on cost reimbursable invoices?

No, when the invoice template budget maximum is reached, no additional expenses
should be invoiced.

Should contractors continue to report the deliverables and units of service on
cost reimbursable invoices after the contract maximum is reached?

Yes, even though the contract maximum is reached, contractors should continue to
report the deliverables and units of service on cost reimbursable invoices as this data
is useful in negotiating future contracts and for cost report.

Will contractors be reimbursed for line item overages in actual cost
reimbursable invoices as long as the total expenses are within budget?
Refer to Section Xl, Expenditure Policies and Expense Justification Requirements-
Expense Category Changes and Approval Requirements, page 19.

What is the process when a contractor’s check does not appear to be
accurate?

The Contractor should contact the DPH Fiscal Unit (see Section XIV Contact
Information).

When should the “Final” invoice be submitted?

Unless otherwise indicated by grant provisions or other funding requirements, the
contract stipulates that a "Final” invoice must be submitted no later than 45 days
from the closing date of the funding term. A “Final” invoice should include only
those expenses and services incurred during the contractual period of performance.
Submission of the “Final” invoice indicates that the contractor has reconciled its
books and is ready to close out the account. DPH Fiscal is not obligated to pay
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20.

21.

22.

invoices that are received after the 45-day period following the closing date of the
funding term.

When should a contractor expect payment?

If the invoice is correctly prepared and the contract is certified, The City will process
the invoice within 20 working days following the date the invoice was received by
the DPH Invoice Analyst.

Will the contractor receive a new invoice template after a contract
modification?

Yes. The DPH Invoice Analyst will email the Contractor a new invoice template
after the a contract modification is completed.

Does the contractor need to resubmit revised monthly invoices after a
contract modification?

No. The contractor does not need to resubmit the revised invoices. The invoices
will be adjusted as follows:

Fee-For-Service Invoice after contract modification:

The DPH Invoice Analyst will prepare a separate, one-page budget adjustment form
reflecting program deliverables, the value of units invoiced at the former rate, the
value of invoiced units at the revised rates, and the difference between the two
values. After preparing, the DPH Invoice Analyst will provide the Invoice
Adjustment form to the affected contractor for signature. There is no need to revise
the previously submitted invoices.

Cost Reimbursement Invoice after contract modification:

The Contractor should include adjustments in the next month’s invoice using the
new invoice template provided by the Invoice Analyst. There is no need to revise
the previously submitted invoices.

When to submit a credit invoice?
A credit invoice needs to be submitted when there is a contract modification
involves a change in
o program
o funding source
o method of payment (change from cost reimbursement invoice to fee-for-
service invoice or vice versa)
o All units of services and expenditure amount need to be zero out from the
previous invoice template(s) and transfer to the new invoice template(s)
There should be a lump sum credit from the old invoice to transfer the
previously billed to the new invoice.
o Indicate on both (old and new) invoices of the transfer of changes in the
“Note” section of the invoice
= Example: Transfer 5,000 units and $10,000 from Invoice MO1 to
Invoice M02
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26.
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28.

Can the contractor submit an invoice before the contract modification is
approved?

The contractor should continue to submit the invoices using the current invoice
template. After the contract modification is approved, the contractor should use the
revised template forwarded by the DPH Invoice Analyst. Subsequent to the
approved contract modification, if the old invoice template is still utilized, payment
will not be processed.

Can the contractor modify the invoice template?

No. The contractor should not modify the invoice template. The DPH Invoice
Analyst will send the official invoice template to the contractor. If the invoices the
contractor submits are in any way different from the invoices in the certified
contract, the invoice will not be processed.

When the contractor calls to inquire about the status of an invoice, what

information is needed to help expedite the request?
o Contractor Name/Contact Info

Contract ID number

Contract Purchase Order Number

Funding (i.e., CDC, CARE, and General Fund)

Month of the invoice

Amount of the invoice

Appendix Name

ACE Control Number (if applicable)

Date invoice was submitted

O 0O O O O O O O

Where should the contractor send the requests/notices from auditors for
contract account confirmation/information?
Send auditor requests/notices directly to the following address:

Fiscal Contract Payment
1380 Howard Street, 4t floor, room 415
San Francisco, CA 94103

Margarette.alviar@sfdph.org

Where to find the Catalog of Federal Domestic Assistance (CFDA) Number for
the contract’s grant funding?

The CFDA number is indicated in the Funding Notification letter.

How can the Contractor sign up for electronic invoicing?
Refer to Attachment H.

Invoice Procedures Manual
Page 37 Revised November 16, 2020



29. How does the contractor submit its invoices to DPH?
The contractor must submit invoice electronically in PDF format. No other method of
invoicing should be used.
Send the invoice to the email address listed below.
BHS — cbhsinvoices@sfdph.org
HHS, HPS, CHEP - aidsoffice@sfdph.org

30. What is the Advance Payment Policy?
Refer to Attachment J.

31. What is the Initial Payment Process?
Refer to Attachment K.
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Attachment A

DEPARTMENT OF PUBLIC HEALTH CONTRACTOR
FEE FOR SERVICE STATEMENT OF DELIVERABLES AND INVOICE

Contractor:

Address:

Tel No.:

Funding Term:

PHP Division: Behavioral Health Services

Contract ID#

BHS

INVOICE NUMBER:

Appendix F
PAGE A

I

Ct.Blanket No.: BPHM [N/A

Ct. PO No.: POHM

Fund Source:

Invoice Period :

Final Invoice:

User

Cd

TBD

(Check if Yes) |

Remaining
Total Contracted Delivered THIS PERIOD Delivered to Date % of TOTAL Deliverables
Exhibit UDC Exhibit UDC Exhibit UDC Exhibit UDC Exhibit UDC
Unduplicated Clients for Exhibit:
"UnduE\lcaled Counts for AIDS Use On\x.
DELIVERABLES Delivered THIS Delivered Remaining
Program Name/Reptg. Unit Total Contracted PERIOD Unit to Date % of TOTAL Deliverables
Modality/Mode # - Svc Func (MH Only) UOS [CLIENTY UOS [CLIENTY Rate |AMOUNT DUH UOS CLIENTS | UOS LIENT UOS |CLIENTS
$ - 0.000] #DIV/O! 0.000
$ - 0.000] #DIV/O! 0.000
TOTAL - 0.000] 0.000] #DIV/O! 0.000
Expenses To Date % of Budget | Remaining Budget
Budget Amount $ - $ - #DIV/O! $ -

Less: Initial Payment Recovery
(ForoPH use) Other Adjustments

SUBTOTAL AMOUNT DUE| $ -

NET REIMBURSEMENT| $ -

NOTES:

| certify that the information provided above is, to the best of my knowledge, complete and accurate; the amount requested for reimbursement is
in accordance with the contract approved for services provided under the provision of that contract. Full justification and backup records for those

claims are maintained in our office at the address indicated.

Signature:

Date:

Title:

Send to:

Behavioral Health Services-Budget/ Invoice Analyst
1380 Howard St., 4th Floor
San Francisco, CA 94103

Or email to:
cbhsinvoices@sfdph.org

DPH Authorization for Payment

Authorized Signatory

Date
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Attachment B

DEPARTMENT OF PUBLIC HEALTH CONTRACTOR
COST REIMBURSEMENT INVOICE

Appendix F
PAGE A
Contract ID#
INVOICE NUMBER: [ |
Contractor:
Ct. Blanket No.: BPHM  [N/A |
User Cd
Address: Ct. PO No.: POHM [mBD |
Tel No.: BHS Fund Source: [ |
Fax No.
Inwice Period: [ |
Funding Term: Final Inwoice: | | (Check if Yes) |
PHP Division: Behavioral Health Senices
TOTAL DELIVERED DELIVERED % OF REMAINING % OF
CONTRACTED THIS PERIOD TO DATE TOTAL DELIVERABLES TOTAL
Program/Exhibit Uos ubC uos ubC uos uDC uUos ubC Uos ubC uos ubC
0 O #DIv/0! #DIV/0! - - [ #DIV/0! [ #DIV/0! |
|
Unduplicated Counts for AIDS Use Only.
EXPENSES EXPENSES % OF REMAINING
Description BUDGET THIS PERIOD TO DATE BUDGET BALANCE
Total Salaries $ - $ - $ 0.00%]| $ -
Fringe Benefits $ - $ - $ 0.00%]| $ -
Total Personnel Expenses $ - $ - $ 0.00%| $ -
Operating Expenses
Occupancy $ - $ - $ 0.00%| $ -
Materials and Supplies $ - $ - $ 0.00%| $ -
General Operating $ - $ - $ 0.00%| $ -
Staff Travel $ - $ - $ 0.00%| $ -
Consultant/Subcontractor $ - $ - $ 0.00%| $ -
Other: $ - $ - $ 0.00%| $ -
$ - $ - $ 0.00%| $ -
$ - $ - $ 0.00%| $ -
Total Operating Expenses $ - $ - $ 0.00%| $ -
Capital Expenditures $ - $ - $ 0.00%] $ -
TOTAL DIRECT EXPENSES $ - $ - $ 0.00%| $ -
Indirect Expenses $ - $ - $ 0.00%| $ -
TOTAL EXPENSES $ - $ - $ 0.00%| $ -
Less: Initial Payment Recovery NOTES:
Other Adjustments (DPH use only)
REIMBURSEMENT $ -
| certify that the information provided abowe is, to the best of my knowledge, complete and accurate; the amount requested for reimbursement is in
accordance with the contract approved for senices provided under the provision of that contract. Full justification and backup records for those
claims are maintained in our office at the address indicated.
Signature: Date:
Printed Name:
Title: Phone:
Send to: DPH Authorization for Payment
Behavioral Health Senices-Budget/ Inwice Analyst
1380 Howard St., 4th Floor
San Francisco, CA 94103
Or email to:
cbhsinvoices@sfdph.org Authorized Signatory Date
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DEPARTMENT OF PUBLIC HEALTH CONTRACTOR

COST REIMBURSEMENT INVOICE

Control Number

Appendix F

PAGE B

Invoice Number

[ | 00 0
User Cd
Contractor: CT PO No. | |
Tel. No.:
DETAIL PERSONNEL EXPENDITURES
BUDGETED EXPENSES EXPENSES % OF REMAINING
NAME & TITLE FTE SALARY THIS PERIOD TO DATE BUDGET BALANCE
$ $ 0.00%| $
$ $ 0.00%| $
$ $ 0.00%| $
TOTAL SALARIES $ $ $ 0.00%| $

| certify that the information provided above is, to the best of my knowledge, complete and accurate; the amount requested for reimbursement in
accordance with the contract approved for services provided under the provision of that contract. Full justification and backup records for those claims
are maintained in our office at the address indicated.

Signature:

Printed Name:

Title:

Date:

Phone:
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SAN FRANCISCO CITY COUNTY
1 Dr. Carlton B. Goodlett Place

City Hall, Room 430

San Francisco CA 34102

United States

Supplier: 0000025031
ASIAN & PACIFIC ISLANDER
WELLMESS CENTER
T30 POLK BT, 4TH FL

Ship To: 14750
10 Grove St
Room 402

Purchase Order

San Francisco CA B4102

Attachment C

Page: 1 of 4

Dispatch Via Print
Business Unit: SFGOV
Purchase Order Date Revision
0000327361 07-02-2019
Payment Terms Freight Terms Ship Via
NET FOB DEST Freight PPD & Common
= S Allowed
Buyer Phone Currency
| Ma,Christie 415/258-3726 . uUsD
Attention: Mot Specified Bill To: 1380 Howard 51
4th Floar
San Franciseo CA 84103
United States

SAN FRANCISCO CA 84109- United States
0000
United States
Tax Exempt? M Tax Exempt 1D: Replénishment Option: Standard Total PO Amount 105,667.00
Line-Sched tem/Description MFG Quantity  UOM PO Price Extended Amt  Due Date
1 - 1 For providing cetting to 1.00 EAR 185 £&£7,00 485,887.00 LI'.'_J'IJ;!I."'.J.IJZ':I
zero: Community based
FrEF, Pride Community
Engagement Services and
HERR.
S1585, 667 (Appx. B-le}
GF  RAppx Term: 07/01,/19-
0E/30,/20
Schedule Total 195,667, 00
Contract ID; 10000026785 Version; 2 Contract Line: 2 Relessa: 9 Category Line: 0

Taotal Amount: 0.00
Total Quantity: 0.00

Amourtt Open: 0,00
Quantity Open: 0.0000

195,667, 00

195,667, 00

Item Taotal

Total PO Amount

i

[ Authorized 5ignaturq_4_f- B T J_/__T
o« YSLS
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A. Commercial Terms

1. Cash Discounts—Terms of Payment. The discount pericd will stant upon date of completion of delivery of all ltems on sny Parchaser Order or other authorization certified by the
City's Controller, vr upon date of reeeipt ul.'pmpwly proparsd invoices covering sich deliverics, whichever i later. Payinsal i deemed to be made, For the puzpose of carming (ke discount, oo
the date of mailing the City's check, Mo nddi &l charge shall eccree ageins City in the event City dos not make paymeni within any ime specified by hidder,

2 Place of Manufastare, Moanizls furnished hereunder sholl have baern made in prison or by canvict laboe, except articles purchesed far use by Cing's detention freilitias

3. Eeetrical Produets. Articles and services must camply with applicable laws, ordinences and gther legal requirements, inchiding (among others) the Cal-DSHA repelations in Title £ of
the Code of Regalations and, for electrical peedocts, Sactions 1102 and 110.3 (B} cfithe 3.F. Electrical Code. In addition, iF an electrical item bes not been tested by a lab approved by City's
Depariment of Buildmg lespection {DBI) or Department of Publs Wods [DPFW), Cosdracior shall nelify the requesting depariment befare delivecy by writing the department at the *Deliver
ta” address on the font of the Purchase Order. Approwed testing laka are posted on Purchasing's wehsite ab hipsiwww afpovaorglocs’. When a non-testedd itemn is delivered, the department will
request approval from DEW. If the depariment is unable ko phiain approval, Cisy reserves the right o cance| the ransacticn and return the it=m 1o Conbmactor, at oo chargs in CiEy.

4. Comdition of Articles. Articles offered and farnighed must be new and previously unused, and of manefctures's latest madel, unless atherwize specifisd herein.

5, Inspection. All anicles supplied shall be subject io inspection and ecceprance or rejection by Parchasing or 2y department official respansible Sor inspection. Nan-conforming or
rejected goods may be subject 1o ressonzhle siocage fees.

6.  F.0.B. Foint. F.O.B destinstien in San Francisco, freight prepaid and allowed, unless otherwise specified.

T Faiture to Deliver, 1f Contractor fails ta deliver an amicle and/or 2ervice of the quality, in the manser ar wishin the tme called for By this eontrazt, such article andior pervice may ke
bgught from any source by Purchasing and if a greater price than the contract price be paid, the excess price will ke charged o 2md enllected from Contractar or suretiss on its band if bond has
beeen required; or, fhe City may terminate te contred o defauh; or, the City may tefues deliveries aliesdy made and receive & reflind.

& Material Safery Data Sheets. Where required by law, contractor will include Mavsrial Safery Dats Shects (MSDSs) with delivery for applicable kems. Fablure oo nclude the MSDSs
for sach #ems will constingte a material breach of contract and miy resalt in refusal @0 accept delivery,

'R Taxes, City is exempt from faderal tanes excepd on articles for resale. Contractor will eler stxie and lecal sales ar use tzx, ard excize ax if applicable, oo invoices.

B. General Contract Conditions

18, Budget and Fiscal Provisions, This contract is subject to the budget and fiscal provisions of the Ciry's Charler. Charges will acorue enly sfter prior written autharization certified by
the Contraller, and ke amount of City's ohligation hereander shall not al any time sxeeed the amount centified for the perpose and peried stated (n such advanes suthseization. Thiz seetion
cortrolz apnirat any snd afl ether provisiona of this contrast,

11.  Guearasteed Maximum Costs, The City's payment obligation tn Contactor canned at asy Llime exceed the amoent cestified by the Cortroller for the perpose and period stated in mach
cerfification, Absent an suthorized Emergency per he City's Chacter of spplicable Code, mo City represniative (s sakorized w offer or promiss. nos is the Clry reguaired so honor, any offerd
on promdsed pryments to Contractor under ibis Parchase Onder in excess of the cerlified maxiznem amownt withowt the Contraller kaving fiest certi Ged the additional promised ammest and the
Consractor and City kaving modified this Purchase Order as authorized by amendment 2nd approved as required by lsw. The Conteollber i not avthorized 1o meke payments an any contract for
which fimds hmve not been cartified a2 svailable in the budget or by supplemenial appropristion,

11, Submitting False Claims; Monetary Fenalties. Pursuant to Sen Franclseo Administestive Code §21.35, any conérncior, subcontmcior or consultant who submits @ flse claim shall be
Hahbe i the City for the stamitory penalties aet forth in that section, A contractor, sebcontractor or consultaat will be deemed to have subenitted & false claim 1o the City if the contractar,
snhenmtractor or consubtant: 1) knowingly presemis ar causes to be presnded to an officer ar emsploves of the City 8 felee claim o pequest for payment of appraval; () knowingly makes,
1ases, oof caizses bo be mbde of used & false record of statament 10 gat o false elxim pald or approved by the City, (&) conspires w2 Sefraud the City by getting a false claim alkrwed or paid by the
iy, (d) kmowinghy madkes, eses, o causss o be made or used & false recard or statement ta conceal, avoid, or decresse an obligation o pay ar ransmil money or propearty to the City; ar (g)
is @ ben=ficiary of an inadverient sumission of  false claim to the City, sabsequently discoves the falsity of the claisn, and faila to dschose the False chaim to the City within & ressonable tise
after discovery of the lalic clam

13,  Held Harmbis and Indemnification. Comiractor shalt indemaify and save hanmless City and its officers, agerss end employees frem, and, i requesied, shall defend them from and
againgt any and all cleims, demands, csses, damages, costs, expenses, and linkility {legal, contrachasl, or atherwise) arigiong from or i any way donnechsd with ary: (1) injuey o ar death of a
person, including emmloyees of City or Contravtor; {n] logs ol or dumage to property; (inl} vickstion of local, stabe, or feducal common law, gtatute or regulation, meheding bet pot lmied w
prvacy or personslly idendifiahle information, health informeticn, digability and babor laws or regulations; (iv} strict liabikity imposed by smy law or regulation; ar (v) losses ariging from
Comiractor's execution of subcootrcts not i accordance with the reguirements of this Agreeient applicehle ta suboortracions so long as sikch isjiry, violation, loss, or sirict liability (as s=t
forth in subsections (i} = (v} above) arises dicectly or indirectly from Caonbractor's performance of this Agreemenl, incheding, bat not lmaled o, Contractor’s use of facibbes or equipment
pravided by Ciky or cthers, regandless of the megligence of, and regardless of whether lability without fault is impesed o sought ko be impesed cn City, except tn Bye extent that such mdemnéty
is vaid or etherwise unenfonceable under applicable law, and except where such boss, damage, mjury, Habality or claim is the result ol the active regligence or willfal mesconduct of City ane is
nit conmibuted &3 by amy act of, or by any omission te perform some dety imposed by law o agresment on Contractar, its subcontractons of either's agent or emploves. The foregolep
indempity shall includs, without limitation, reasonable fees of altomey's, conseitants and experts and relaled casts and City's costs of investigating any claims sgaipst the Cisy, In addition o
Comtractor's obligation to mdemnaty City, Coniractor specificslly scknowledges and agrees that il hag sm mmedzate s independent obd dgation o dedund City [rom any cleim which actaally or
peceniially falls within this sndernnification provision, even if the allegations are or may be grourdless, false or fraudelent, which chligation asises ab the time soch claim {5 lendered o
Cantractor by Coty and continiees af all times thereafler, Conlmctor shall indemnify and bold City harmless from all loss and lability, mcluding attameys” fees, court costs and all other
litigation expeiae for any infringement of the patent eights, eopyvight, trade seeet ot ony ather propriviary right or trademark, and all other intellestal property clams of any person or
persoes ariging directly or indirectly from the recedpt by City, or any of its officers or ngemts, of articles or services i be suppled in the performance of this Agresment

14. Linbility of City. CITY'S PAYMENT OBLIGATIONS UNDER THE AGREEMENT SHALL BE LDMITED TO THE PAYMENT OF THE COMPENEATION PROVIDED LUNDER
THIS CONTRACT, NOTWITHSTANDING ANY OTHER PROVISION OF THIS AGREEMENT, IN MO EVENT SHALL CITY BE LIABLE, REGARDLESS OF WHETHER ANY
CLAIM [8 BASED ON CONTRACT CR TORT, FOR ANY SPECIAL, CONSEQUENTIAL, INDIRECT O INCIDENTAL DAMAGES, INCLUDING, BUT NOT LIMITED T, LOST
PROFITS, ARISING OUT OF OR [N CONHECTION WITH THIS AGREEMENT OR THE SERVICES PERFORMED [N COMMNECTION WITH THIZ AGREEMENT,

15 Termination and Termination far Convenience. 1n the event Contractor fails 1o perfomm say of its chligations undes this costract, m additien 19 sny other remedies aveilanle w City,
ihis comiract may be terminated and all of Contractor's rights hereunder ended. Terminatsan will be effective after ben days” weitier notice to Contracior. Ko mew work will be underinker, snd
e mew deliveries will be made, after the date of seceipt of any notice of tenmiration, of five days after the date af ibe potice, whichever 8 earlier. In the svent of sach temmisation, Contractar
will be paid for thase services perfoemed,, or deliveries made, under this contmct i the satigfacton of the City, up to the dste of weminstion. Howewss, City may offset from arty such amounts
ddue Contractor any liquidaied dkmages or other costs Ciry kag o will incur due '.\n-Cnml:u:Inc'}mrlpu:annam:: Any such affset by City will not constibate = waiver of apy other remesdice Cliy
ey have against Comtractod for foaecial injury or odherwise. City shall have the option, in he sobe discretion, o erminats this Agroment, al any time dusing the term hereof, for convenisnce
amd without cause. City shall emexcise this option by giving Comtracior writien potios of tzemination, The notice shall specify the date on which ssrmination shall become effective. In the event
of guch termination, Contractor will be paid for thess service perfiemed, or deliverios made, pursuznt 1o this coniract, to the smtisfacton of the City up io the dete of termination. In no event
shall City be liable for costs incurred by Costractor ar sny of its subconteactors after the ermination dite specified by City. Such ron-recoverable costs melude, bat aru not timited o,
anbcipated pmﬁl::n thvik comitract, pest-terminatzon employee salaries, post-tenmination ad sbrafive expensss, of apy other cost which is not reasonable or authesized urder (kis section.
“Thas section shall not prevest Contractor from recovering costs necessarily incumed in discontiruing fusther work, or canceling fartker deliveries, under the contract after receipt of the
‘termination notice.

16 Mendigclsure of Private, Proprietary or Confidential Information. 17 this Agresment requires City in dischoss “Private Information” to Contwactor within the meing of San
Franzisee Administrative Code Chapier 12M, Contreaztor and shconiraceor shell e sueh fommation enly in sceandance with the restriclions ststed in Chapeer 120 and in thas A gresment and
oely as necsssary in perfurming the Services. Comtractor is sulrject to the enforcement and pesalty provisiens in Chapeer 120, In the performance of Services, Cosileacion may have apoess 1a
City's proprastary o confidential infrmation, the disclosure of which to third parties may demage City. I City discloses proprietary o confidential information g,'l:oum:r,a[. such
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infirmation must be held by Contractor in confidence snd ussd oaly in performing the Agreement. Cantractar shall exercise the same standard of care t prolect such infermetion as
reagonably prident contractor would wse o pratect jts own propristery or confidential information

17.  Consideration of Criminsl Histery in Hiring and Employment Decisians.

n. Contractor agress 6 comply fully with and be bourd by alf of the provvisions of Chapler 12T, "City ContrsctorSubcontractor Consideration of Criminal History in Hiring snd Emgloyment
Drcisioas,” of the San Francisco Administmtive Code ("Chapier 1277), includicg the remedses provided, ard implementing regalations, 23 may be amesded from time bo ime. The provisions
of Chapter 12T are incorperated by reforenee end made o pert of ihis A grecment as though fully set forth harsin. The text of the Chagter 12T is available on the web o hop=iargov.orgiolsefeo.
Comtractor is required to comply wills all of the applcable provisions of 12T, imespective of the listng of obligstions in this Sectian Capltelizsd terms used in this Section end nod definsd in
this Agreement shall have the meenings assigned to sech berms in Chapter 12T,

b The resquiremerts of Chapier LIT shall anty spply e 8 Contragtors or Subcortracior’s operations 1o the extent thess apemtions are in fertherancs of the performance of this Agreement, shall
apply anly to applicasts sad employess whe would be or are performing work in fortherance of this Agreement, and shail apoly when the physical locatian of the employment or praspestive
emplayment af an individual is whally or substantial by within the Ciry of San Francisco, Chapter 12T shall not apply when the applicatian in a particular cortext would confloct with fedemal ar
stste law of wath a regilirément of & goveremnent agency implementing federal or psie bew,

18 Lacal Busloess Enterprise and Nen-Diserimination in Contracting Ordinance. Coneractar, shall comsply with 21 the requicesnts of the Local Besiness Enterprise and Man-

Distrimination in Contracting Crdinance se forth i Chapser 148 of the Sen Prancisco Administcative Code i il now exists oe &5 it may be amended in ihe fisture (eollsctively the "LEE
Ordinanes"). Coniractor i subject 1o the eeforcement and penalty provisions im Chapizr 148,

19, MNondiscriminatien Requirements,
w. Men Driscrimination in Contracts. Cortmactor stall comply with the provisons of lees 120 and 12C of the San Francisco Adminisimative Code, Cortravice shall incompuorste by

Chap)
refizrenice in all subeontracts the provisions of Sections | 2B.2(), 12B.2ic)-(k], and | 2C.3 of the Sar Francisce Administrative Code and =hall roquire all subccmiractors ta comply with such
provisions. Contractor i3 pbject to the enforesmant and penalty pravisions in Chapters |28 and [2C,

. Mondiseriminatian in the Provision of Employee Benefits, San Franciseo Adminigrative Code 1282, Contraclor dees nid as of the dats of this Agreement, and will nog daring the term of
this Agreement, m any of i eperations n Ssn Francisco, on real property owned by San Frencisco, or where work is being performed for the City elaswhers in (ke United States, discriminats
in the provision of employes benefits beraven caployess with domestic parners and employees with spouses andfor between the domestic pariners and spouscs of such smployees, subject 1o
the comditinns ast forih in San Frangisco Administrative Code Section 128 .2,

4 MacHride FrinciplesNorthern Ireland. The provisions of S2n Francisco Adminisirative Code §12F are incorporated herein By this reference and made part of this Agreement. By
nccepting this Agresment, Contractor coafbms that Contractor has read and understnod thae the City urges companies doing baginess in Momhem Iieland e resulve enployment inequities and
1o abide by the MacBride Principles, and urges San Francisco companies to do basiness with corporations that abide by the MacBride Principles.

Il. Tropical Hardwood and Virgin Redwoed Ban, Pursuart io San Francipeo Envieenment Code Bection 804(h), the Ciry wrges Comiractor not to impart, purchase, abeain, or use for any
purpss, any tropica] hardwood, tropical bamdwond woeod product, virgin redwaeed or viegin redwood weod prodect, Conteacior shall comply with San Francisco Environment Code Chapeer E,
which provides that exeept as expressly permétiad by the apphication of Sections B02(b) and 803(b) of the San Francisco Environment Cods, Contracior shall not peovide asy (1o to the Ciry
in perfarmance af Ikis contract which ane tropical hardwonds, ropical hardwood wood products, virgin redwood or vicgin nedwood wood products. Coatracioe is subject w the penaley and
enforcement provisions of Chapeer B.

11, Resource Conservation, Contractor agress bo comply fully with the provisions of Chapier § of ibe San Franciseo Environment Code ("Resource Conservalion™), a5 amended from time
to time, Snid provisions are meorporsted Borein by reforancs.

23, Aleobiel and Drug-Free Workplace Poliey, City resarves fhe right to demry access 1o, or require Contrastor bo remave from, City fecilities personne] of any Coatractor of subcontractor
wha City has reasansble grounds to believe has enpaged in aleohol abuse or Dllegal dnag sctiviey which in asy way impains Cig's ability fo maintawn safe work facilities or to protect the healib
and well-being of Cily employees and the geoeral pablic. City shall have the right of final approval for the erery or ne-gniry of any such person peeviously deried acuess to, or removed from,
City facilities. Illegal drug activity means possesging, famishing, selling, offerieg, purchasing, using ar being tnder the influence of illegal drags ar other controlled subsiances far which the
individual lacks a walid prescription. Aleohol abuse means possessing, fumishing, selling, offering, or using aleaholls beverages, or being under the inflience of alcohol.

4. Compliance with Amerlcans with Disabilities Act. Conracinr scknowledges that, pursaant to the Americans wich Disalbties Act (ADA), programs, servives and olher activilies
provided by & public entity 1o the public, whether directly or through a candraciors. nust be acoessible 1o the disabled public. Contractor shall prowide the Services in & manner that compliss
with the Americans with Disshilities Act (ADA), inchuding but aot Hmited to Title II's progrem access roquirements, and all ather applicable federal, stbe and Jocnl disability rights legislation.-

15, Sunshine Ordinesce. Contracioe acknowledges thar this Agreement and all recoeds relaned e its formstion, Coniracior's performence usder this Agreement, and City's payment are
subject to fhe Califomia Public Records Act, (Califomin Governmert Code §6250 21, seq ), and the Sen Francizeo Sunshine Qrdinanee, (San Franciseo Administrative Coda Chapier 67}, Such
recants are subject to public ingpecton and copying ualuss exerpt from daschosare under fedemal, state or Jocal law.

16 Limitations on Cootribotions, By exceusing this Agresment, Corfractor seknowledges that it i familiar with section 1.126 of the City's Campaign and Governmental Conduct Code,
whitch proh:bits any person whe contracts with the City far te rendition of personal services, for the fumishing of any meterial. spplies ar equipmess, for the sale o lease of any lmd or
buldieg, or for & gra an or lopn goarsnise, from making any campeign contrdution ta {1} am individial holdEng a City elactive office if the contract mus be approved by the individual, 2
board on which ikt individual serves, or the board of a state agency on which an appointes of that individes) ssrves, (2) @ candidate for the 0T held by suck individual, oc (3 2 committee
contralled by sech individual, st sy tme from the commencement af negotiations fior the comstract entil the later of either tve termination of negetiaticas for such contraet of six months after
the dete the contract is approved. The probibiticn on concributions apgliea to sach prospective party @ the cortras!; sach member of Contractor's boerd of direotars; Contractoe's chairperson,
chief enecutive afficer, chief Anancial olficer and chiel aperating officer; any person with an ownership interest of more than 20 pereent in Confeachor; any subcontrastor liated in the bid or
contrack; and vy committes that is spongored or controlled by Contractor. Contractor must inform each such person of the lmitation on contributions imposed by Section 1,126 and provide the
names of the persons required bo be tnformed o Ciry,

2T,  Minlmum Compensution Ordinusce (SMO0") ~ Service Contracts oaly, Coniractor shall pay covered employees no less than the miniminm campensation requined by San
Francisco Admintstrative Code Chapier 12P. Contracier is subject 10 the enforoemerit and perally provisions in Chapter 12, By signing and exscwting this Agreement, Contractor oei fies thar

it iz in commpliance with Chapeer 127,

I8 Health Care Accountability Ordinance {(HCAD) [Servios contracts inchuding agreements between a Tenant ar Subtznand lasing 1 year or more andy], Conmactor shall comply wits
Ean Francisco Administative Code Chapter 120 Contractor shell chooss amd perfiorm one of the Health Care Acesimlability optiens set forik in San Francisco Administrative Code Chapter
12033, Comtracior i subject 1o the eaforcement and pennlty provisions in Chapter 120)

19, Firet Sowres Hiring Program [il contract is greater than $50,000 and if Cosdractor has un office in Alameda, San Francisce ar San Mabso cousties) Contrastor minst comply with all of
the provisions af the Firet Source Hiring Frogram, Chapter 53 of the San Francisco Adminisirative Code, that spply to this Agreement, and Contractor is subjsct to the eaforcement and penalty
proviseons in Chepler 83,

. Prohibition oo Use of Public Funds for Political Activity. In performing the Services, Coniractor shall comply with San Franciseo Admindsirative Code Chapoer 120, which prohibiis
funds appropriated by the Ciry for thie Agreement from being oxpended o participate in, support, or allempt 1o influence any political campaign for o camdidate or fors ballor measare.
Cantracior is subject to the enforcement and penalty provisioss in Chapler 126G

3. Preservative-Treated Woad Prodeets, Contreetor shall eemply with the provisons of San Francisco Enveanment Code Chagler 13, which requires that cech Contractar purchasing
preservative-treated wood products oo behalf of the City, shall anly purchase such prosucts from the list of sliematives sdopied by the Department of the Environmenl pursuand to Section 1302

aof Chapter 13, unless athervise grarted an exemption by the erms of that Chapler.
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3% Useof City Opinion. Comiracior shall not quees, paraphmse, or eéherwise rofer b or use any eqision of City, ils officers of ageats, reganding, Costractor or Contracion's performance
under this costried without prics written permission of Parchesing.

33, Centrast [nterpratation; Choice of Law/Venue] Assignment. Should say questions arize &5 %0 the meaning snd intest of the comtract, the maiter shall be raferred o Purchaging, who
ehiall dacide the true measing snd inbest of (he contract. The formation, interprettion and perfarmance of this Agreemest shall be govemed by the laws of the State of Califonia. Vienue for a1l
litigatian relative to the farmatics, interpretation and performance of this Agresment shall he in San Francisco, This Agreement may be sasgned only with the writen approval of Perchasing
by written énstrument executed and approved in e same manner &3 Bis Agreement

3. Propesal, Quststion and Avtachments. This contract imcoporales by refierenes the provisions of any related hid request issued by Citg, any bid submited by coniracios, ar both, This
comiract incormporates by refensnce the providion of any anachments,

35,  Provisions Costrolling. Coniractor agrees that in the event of conflicting language between this costrast and Contractor's pristed form, the provisions of this cortract shall take
precedence, This section shall supessede any language in the cantractors terrns and conditions anemptng to sullify City terms and cond:zons or ta resolve language conflicts in fvvor of the
coatractic's terms and conditions,

36, Food Serviee Waste Reduction Requiremente. Contraetor shall comply with the Frod Service Waste Reduction Crdinence, &5 set foeth in San Francisoo Environment Code Chapser
145, inchading et not limited 10 the remedies tor nonecmplinnce pravided therein.

37, Slavery Era Dissbosmre, [This pasagraph applies if this contract is for financial services, issueance, or textiles.] Consraccor shall comply with San Frascisco Administrative Cade
Chapeer 12, San Francisco Slavery Esa Dischosare Ordinance, including bat not limised 1o Cortractor's affirmstive dusy ta research and disclose evidence af Coatractes, it parent or
subsidiary sntity, or lis Predecessor Company's Participetion in the Slave Trads o receipt of Profits from the Slave Trade. Contractor is sibject te the enfarcament ond penalty pravisions in

Chaprer 12¥.

38, Sugsr-Swestened Beverage Prohibition, Contactar sgrees it it will noe sell, provide, or otherwiss digtribute Sugar-Sweetened Beverages, as defined by San Francisca
Administrative Code Chapter 101, ag part of its performance of this Agreement.
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Attachment D

Direct Versus Indirect Costs

Direct Costs:

Direct costs are those which are clearly identifiable and attributable to a specific
program service, or activity.

Indirect Costs:

Indirect costs are the costs that are NOT clearly identifiable and attributable to a
specific program, or aciivity. Agencies must have a documented, consistent
indirect cost allocation methodology across all programs, activities, and funding
sources. Refer to the San Francisco Office of the Controller's “Cost Allocation
Guidelines for Nonprofits Doing Business with the City”™ for more guidance.

Common examples of direct and indirect costs as follows:

Direct Costs Indirect Costs
Examples of Direct Costs include: Examples of Indirect Costs include:
Staff providing direct service to clients +  Executive positions
*  Program goods and materials for =  Clerical
senvice to clients +*  Maintenance (Security, Janitor, etc)
=  Share of rent, utilities, and +«  Accounting
maintenance of program *  Payroll
space/environment «  Audit fees
=  Staff travel for client service +  Administration

Information Technology
Human Resources

= Subcontractor providing client service
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Attachment E

" CITY AND COUNTY OF SAN FRANCISCO
COST ALLOCATION GUIDELINES FOR NONPROFITS DOING BUSINESS WITH THE CITY

Why is the City Controiler issuing these guidelines?

Per the City Charter, the Controller has the responsibility to protect the financial and functional
integrity of City government. City government includes approximately $400 million of health and
human services provided annually by nonprofif contractors. These cost aliocation guidelines
are meant as best practices, and serve as part of an overall endeavor to ensure the integrity
and efficiency of the City’s nonprofit expenditures.

What is Cost Allocation?

Cost allocation is a process that seeks, through reasonable and documented means, to allocate
costs appropriately to funding sources. Many funding sources, including the City, require that
the percentage of costs charged to the funds they are providing be reasonable. In other words,
there has a to be a clear logic behind the charge and percentage. For example, rent expenses
are often charged based on the square footage aliocated to a particular program and funding
source. Many funding sources also require a written cost aliocation plan that describes how
shared costs are charged, and the logic behind the percentage allocation.

How do Federa! requirements and the City’s guidelines relate to each other?

Federal regulations are the primary driver for nonprofit cost allocation requirements. The City's
cost allocation guidelines for nonprofit contractors largely follow those described by Generally
Accepted Accounting Principles (GAAP) and in Federal OMB Circular A-122.

Specifically, A-122 dictates that costs must be:

e Reasonable

— Ordinary and necessary

— Comparable to market prices
¢ Consistently applied

— Contractors cannot switch methods to generate more revenue or treat one cost
as direct for one confract and indirect for another (see section on direct costs-
pg.2).

¢ Allowable

— The City follows the guidelines under Federal OMB Circular A-122. Exceptions
are any costs prohibited by local iaw (e.g., costs made ineligible under City
prohibitions).

+ Aliocable
— Costs must benefit the objective(s) being funded

¢« Documented
— The methodology for allocating the cost should be documented. For example,
time studies, functional time sheets and percentage of direct salaries.

When is cost allocation required?
Cost allocation is required when a nonprofit agency has:

¢ multiple activities, one funding source
« one activity, multiple funding sources
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¢ muitiple funding sources, multiple activities

in organizations with multiple programs, all costs can be divided into two different types: direct
costs and indirect costs.

What is a direct cost?

Direct costs are those which are clearly and easily atiributable to a specific program or funding
source. Direct costs can generally be identified with a specific final cost objective (i.e., a
particular award, project, service, or other direct activity of an organization). However, a cost
may not be assigned to an award as a direct cost if any other cost incurred for the same
purpose, in like circumstance, has been allocated to an award as an indirect cost. Costs
identified specifically with awards are direct costs of those awards and are o be assigned
directly to those awards. Costs identified specifically with other final cost objectives of the
organization are direct costs of those cost objectives and are not to be assigned fo other awards
directly or indirectly.

Any direct cost of a minor amount may be treated as an indirect cost for reasons of practicality,
where the accounting treatment for such cost is consistently applied to alf final cost objectives.
The costs of activities performed primarily as a service to members, clients, or the general
public, when significant and necessary to the organization's mission, must be treated as direct
costs whether or not allowable and be allocated an equitable share of indirect costs. These
types of expenses are usually categorized as direct fundratsing costs, and may include the
following types of activities:

« Maintenance of membership rolls, subscriptions, publications, and related functions.

« Providing services and information fo members, legislative or administrative bodies, or
the public.

« Promotion, advocacy, and other forms of public relations.

e Meetings and conferences except those held fo conduct the general administration of
the organization.

« Maintenance, protection, and investment of special funds not used in operation of the
organization.

= Administration of group benefits on behalf of members or clients, including life and
hospital insurance, annuity or refirement plans, financial aid, etc.

= Salaries and benrefits for employees working with clients that are served through a singie
contract.

What is an indirect cost?

Indirect costs are those which are not easily identifiable with one specific program but which
are, nonetheless, necessary o the operation of the program. Indirect costs cannot be easily
attributed to one activity or funding source and these costs benefit more than one activity and/or
represent one or more funding sources. These costs are shared among programs and, in some
cases, among functions (e.g., general fundraising). The Executive Director's salary is a common
example of an expense which benefits all programs and functions.

Because of the diverse characteristics and accounting practices of nonprofit organizations, it is
not possible to specify the types of costs, which may be classified as indirect costs in all
situations. However, typical exampies of indirect costs for many nonprofit organizations may
include use allowances on buildings and equipment, the costs of operating and maintaining
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facilities, and general administration and general expenses, such as the salaries and expenses
of executive officers, personnel administration, and accounting. Further examples of indirect, or
shared costs, may include: rent, telephone, postage, printing and other expenses which benefit
all programs and functions of an organization. Depreciation costs may aiso be categorized as
an indirect cost, however these are subject to review by the granting agency and / or the
Controller's Office.

What are aliowable indirect costs?

Usually, these are administrative costs that benefit more than one activity and are not included
in an indirect cost rate agreement. These costs may be allocated to all benefiting
activities/programs by pooling like costs and allocating them using a reasonable methodology
and basis. To be allowable under an award, costs must meet the following generai criteria:

¢ Be reasonable for the performance of the award and be allocable thereto under these
principles.

o Conform to any limitations or exclusions set forth in these principles or in the award as to
types or amount of cost items.

» Be consistent with policies and procedures that apply uniformiy to both federally
financed and other activities of the organization.

« Be accorded consistent treatment.

¢ Be determined in accordance with generally accepted accounting principles (GAAP).

+ Not be included as a cost or used to meet cost sharing or matching requirements of any
other federally-financed program in either the current or a prior period.

* Be adequately documented.

What is a reasonable cost?

A cost is reasonable if, in its nature or amount, it does not exceed that which would be incurred
by a prudent person under the circumstances prevailing at the time the decision was made to
incur the costs. The question of the reasonableness of specific costs must be scrutinized with
particular care in connection with organizations, or separate divisions thereof, which receive the
preponderance of their support from awards made by Federal agencies. In determining the
reasonableness of a given cost, consideration shall be given to:

+ Whether the cost is of a type generally recognized as ordinary and necessary for the
operation of the organization or the performance of the award.

+ The restraints or requirements imposed by such factors as generally accepted sound
business practices, arms length bargaining, Federal and State laws and regulations, and
terms and conditions of the award.

¢ Whether the individuals concerned acted with prudence in the circumstances,
considering their responsibilities to the organization, its members, employees, and
clients, the public at large, and the Federal Government.

s Significant deviations from the established practices of the organization, which may
unjustifiably increase the award costs.

What are allocable costs?

A cost is allocable fo a particular cost objective, such as a grant, contract, project, service, or
other activity, in accordance with the relative benefits received. A cost is allocable to a Federal
award if it is treated consistently with other costs incurred for the same purpose in like
circumstances and if it:
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« |sincurred specifically for the award.

« Benefits both the award and other work and can be distributed in reasonable proportion
t6 the benefits received, or

+ |s necessary to the overall operation of the organizafion, although a direct relationship to
any particular cost objective cannot be shown.

+ Any cost allocable to a particutar award or other cost objective under these principles
may not be shifted to other Federal awards to overcome funding deficiencies, or to avoid
restrictions imposed by law or by the terms of the award.

What is the City requiring related to cost allocation?

The City requires a written cost allocation plan that is reasonable, based on logic that has a
documented and/ or logical basis. "Documented or logical” could be, for example, allocating
rent costs by square footage associated with a specific program and funding source, dividing up
phone charges by staff and program, and paying for salaries based on the project hours
documented on staff timesheets.

As of Fall 2005, the City is streamlining and standardizing #ts nonprofit monitoring procedures.
For fiscal monitoring, a written cost allocation plan is an element that will be asked for and
reviewed by fiscal monitors. Because each nonprofit agency is different, and there are
differences within City funding sources, there is no “rubber stamp” cost allocation plan.

Hiustration of Indirect Cost Allocation

Example 1: Indirect Costs: medium-to-large size organization

The Helping Hands in-Home Support Agency has administrative (Executive Director,
Administrative Assistant, Front Office Receptionist, Human Resources Coordinator) and finance
{Controller, accounts payable, accounts receivable, and payroll) salaries and benefits costs
each month totaling $30,000. The agency must allocate these indirect costs to all of its cost
centers on a reasonable, consistent basis.

Helping Hands also has a Development Director who has an Administrative Assistant. The
salaries and benefits of these two staff people must be reported as fundraising staff whose
salaries and benefits may not be aliocated to programs.

Each of Helping Hands’ three programs use direct program staff in positions that have similar
salary ranges. This makes allocation of indirect salaries and benefits based upon percentages
of direct salaries a reasonable method. Total direct costs could also be a basis as long as one
program didn’t have disproportionately larger operating costs for some reason. The objective is
to find an allocation basis that somehow shares out indirect costs in a manner that
approximates the benefits received by each cost center. So, monthly indirect salaries and
benefits could be allocated across its programs in the following manner:

Program A: Direct salaries = $20,000
Program B: Direct salaries = $50,000
Program C: Direct salaries = $15,000
Development : Direct salaries = $5,000
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Total Direct salaries = $90,000

Program A: receives indirect costs of $ 6,667 ($20,000/$90,000 x $30,000)
Program B: receives indirect costs of $16,667 ($50,000/$90,000 x $30,000)
Program C: receives indirect costs of $ 5,000 ($15,000/$90,000 x $30,000)
Development receives indirect costs of 1,666 ($ 5,000/$90,000 x $30,000)

This allocates all of the $30,000 of indirect salaries and benefits.

Example 2: Indirect Costs: smaller organization

The Helping Hearts Counseling Center has administrative (Executive Director, Administrative
Assistant/Receptionist) and finance (Controlier, accounts payabie, and payroll) salaries and
benefits cost each month totaling $15.000. The agency must allocate these indirect costs to all
of its cost centers on a reasonable, consistent basis.

The Executive Director is a Licensed Marriage, Family, and Child Counselor who also serves as
the program director for the smalier of Helping Hearts’ two programs. She keeps a functional
time sheet that shows how much time each week she works in this capacity. The program
operates out of a different facility than the administrative offices, so she dedicates one day on
site at the program facility and records any program-specific meeting time on her timesheet
during the rest of the week. For cur sample one month, her time as Executive Director amounts
to 75% and her Program Director time amounts to 25% of her total time during the month. 25%
of her monthly salaries and benefits are $1,300. This reduces the indirect salaries and benefits
to $13,700.

Each of Helping Hearts’ two programs has total direct costs that are similar {no highly paid
professional staff in just ene program, no large payments to contractors in only one program, no
more than one work shift per day for direct staff in just one program, etc.) So, monthly indirect
salaries and benefits could be allocated across its programs in the following manner:

Program A: Total direct costs = $45,000
Program B: Total direct costs = $25,000. (inciudes 25% of the E.D.’s salary and benefits)

Total Direct salaries = $70,000

Program A: receives indirect costs of $8,807 {$45,000/$70,000 x $13,700)
Program B: receives indirect costs of $4,893 ($25,000/370,000 x $13,700)

This allocates all of the $13,700 of indirect salaries and benefits.

Exampie 3: Allocabie Direct Costs

The Helping Hand Agency is housed in a 3500 sq. foot facility. Approximately, 1400 sq. feet
consists of kitchen areas, which are used to produce meals for Helping Hand's Brown Bag
Lunch Program. Consequently, forty percent of Helping Hand's square footage is allocated to
this particular program. Helping hand pays $4000 per month in rent. This means that forty
percent of Helping Hands total monthly rent ($1600 per month or $19,200 annually) can be
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directly allocated to the funding source which finances their Brown Bag Lunch Program Other
Helping Hand Agency programs can be charged with direct rent expense based upon each
program’s relative percentage of actual square footage used. If administrative and finance
offices reside in the same facility, the percentage of square footage used for those offices would
be charged to programs as indirect costs.

Additional Resources

o OMB Circular A-122: Cost Principles for Nonprofit Organizations
hits Siwww whitehouse goviombicirculars/a122/2122 himl

« American Institute of Certified Public Accountants (AICPA)
http/iwww aicpa org/indsx him
it /fwww . aicpa org/Audcommetrftoolkitsnpofhomebnaae him

« Alliance for Nonprofit Management
http/iwww . allianceoniing org/FAQ/inancial management

» Compasspoint Nonprofit Services
hitp:/iwwwé compasspoint.org/p asp?WebPage |D=707&Profile 1D=128167

= Independent Sector
hitp/iwww independentsector org/issues/sarbanesoxiey. htmi

912312005 6
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Attachment F

DEPARTMENT OF PUBLIC HEALTH CONTRACTOR
FEE FOR SERVICE ADJUSTED STATEMENT OF DELIVERABLES AND INVOICE

Appendix F
Contract ID# PAGE A

INVOICE NUMBER : [
Contractor :
Ct. Blanket No.: BPHM [wa
User Cd
Address: Ct. PO No.: POHM [tBD
Tel No.: B H S Fund Source : |
Fax No.: From To
Invoice Period : | |
Funding Term: Final Invoice : | | (Check if Yes)
PHP Division: Behavioral Health Services
DELIVERABLES HAVE BEEN SHOULD HAVE BEEN (DIFFERENCE)
Program Name/Reptg. Unit INVOICED AS: INVOICED AS: ADJUSTMENTS
Modality/Mode # - Svc Func (MH only) UoS Unit Rate Amount UoS Unit Rate Amount UOoS Amount
$ - $ $
$ - $ $
TOTAL 0.00 $ - 0.00 $ - $

| certify that the information provided above is, to the best of my knowledge, complete and accurate; the amount requested for reimbursement is
in accordance with the contract approved for services provided under the provision of that contract. Full justification and backup records for those
claims are maintained in our office at the address indicated.

Signature: Date:
Title:
Send to: DPH Authorization for Payment

Behavioral Health Service-Budget/ Invoice Analyst
1380 Howard St., 4th Floor
San Francisco, CA 94103

Or email to: Authorized Signatory Date
chhsinvoices@sfdph.org
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Attachment G

DEPARTMENT OF PUBLIC HEALTH:

INVOICE VARIANCE REQUEST FORM

CONTRACTOR: CONTRACT PURCHASE ORDER #.:
ADDRESS: CMS #:
PROGRAM NAME: INVOICE NUMBER|
BUDGET TERM: FUNDING SOURCE:
DPH SECTION| APPENDIX B #:
(please add rows to expense line items as necessary) A B B minus A
EXPENDITURES - (List expense Line Items as shown on ETE TOTAL INVOICE ETE TOTAL ACTUAL FTE VARIANCE VARIANCE
Appendix B Salaries and Benefits Detail page) BUDGET EXPENDITURES INCR (DECR) %
Personnel Expenses (list position titles): 0.00 $0.00 0%
0.00 $0.00 0%
0.00 $0.00 0%
0.00 $0.00 0%
0.00 $0.00 0%
0.00 $0.00 0%
0.00 $0.00 0%
Total FTE/Salaries 0.00 $0 0.00 $0 0.00 $0 0%
Fringe Benefits 0 $0 0%
Total Personnel Expenses $0 $0 o) $0 0%
Operating Expenses: (List expense Line Items as shown on
Appendix B Operating Expenses Detail page)
Occupancy $0 0%
$0 0%
$0 0%
$0 0%
Occupancy Total: $0 $0 $0 0%
Materials and Supplies $0 0%
$0 0%
$0 0%
$0 0%
Materials and Supplies Total: $0 $0 $0 0%
General Operating $0 0%
$0 0%
$0 0%
$0 0%
$0 0%
General Operating Total: $0 $0 $0 0%
Staff Travel $0 0%
$0 0%
$0 0%
$0 0%
Staff Travel Total: $0 $0 $0 0%
Consultant/Subcontractor (add lines as necessary) $0 0%
CONSULTANT/SUBCONTRACTOR (Name and Amounts) $0 0%
CONSULTANT/SUBCONTRACTOR (Name and Amounts) $0 0%
CONSULTANT/SUBCONTRACTOR (Name and Amounts) $0 0%
Consultant/Subcontractor Total: $0 $0 $0 0%
Other: (provide details as shown on Appendix B) $0 0%
$0 0%
$0 0%
$0 0%
$0 0%
Other Total: $0 $0 $0 0%
Total Operating Expenses: $0 $0 $0 0%
Capital Expenditures $0 0%
$0 0%
Capital Expenditures Total: $0 $0 $0 0%
TOTAL DIRECT EXPENSES $0 $0 $0 0%
Indirect Expenses $0 0%
TOTAL| .00 $0 $0 $0 0%
Contractor Signature: Title: Date:
FOR DPH OFFICE USE ONLY
This request is (circle one): SOC Approved SOC Denied
Comments:
Signature/Date:
SOC Program Manager: Date:
Invoice Analyst initial and comments:
This request is (circle one): Budget Analyst Approved Budget Analyst Denied
Comments:
Signature/Date:
Budget Analyst: Date:
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Page 1 of 2

DEPARTMENT OF PUBLIC HEALTH: INVOICE VARIANCE REQUEST FORM

Please provide justification for the invoice variance request on page 2

CONTRACTOR: CONTRACT PURCHASE ORDER #.:
ADDRESS: CMS #:
PROGRAM NAME: INVOICE NUMBER|
BUDGET TERM: FUNDING SOURCE:
DPH SECTION| APPENDIX B #:

Invoice Variance Form Justification Statement:

Please provide a brief description of the reason for the invoice variance request. Additional documentation may be required
to support the overspending for the last month of the fiscal year or funding term.

Page 2 of 2
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Attachment G-1

Instructions for Invoice Variance Request Form

For Cost Reimbursement Invoice Only

When to Use the Invoice Variance Request Form: If the overspending in an existing expense
category exceeds (1) $1,000 and exceeds the 10% of the expense category budget, or (2)
$10,000, the contractor may request approval of the invoice by submitting the Invoice Variance
Request Form and a justification statement. The result of any changes cannot exceed the total
budget of the invoice.

Please note: The Invoice Variance Request Form may only be filed once per fiscal year and
only at the time the final invoice is submitted. The form is used only to authorize the
payment of an invoice variance resulting from overspending in the last month of the fiscal
year or funding term. Changes or moves between line items during the year must be made
via the normal contract modification process.

1. Total Invoice Budget (Section A)

List the budget line items within the appropriate expense category as they appear in the
Appendix B. Insert rows as necessary.

2. Total Actual Expenditures (Section B)
List the total actual expenditures in the appropriate expense line item.

3. Variance (A minus B)

A formula is provided that subtracts the Total Actual Expenditures (column B) from the Total
Invoice Budget (column A) to show the amount of the change.

4. DPH Office Use Only

This section is for the use of DPH staff to record approval/denial of the request and the
signatures and dates for the SOC Program Manager and Budget Analyst.

The 10%/$10,000 Expense Cateqgory Change Rule does not apply when the following changes
are made to the expense categories or line-items listed below. The changes listed below
require the submission of a Revision to Program Budget (RPB).

a) New position(s) not previously contained in the budget **

b) New line-item(s) not previously contained in the budget

c) Capital Expense increase

d) Subcontractor/Consultant increase

e) Indirect Cost rate increase

** An increase in FTE of the existing position is not considered as a new position

Refer to fringe benefit rate policy for the rate increase greater than 30%.
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Attachment G-2
A

Invoice Variance Request Form

Contractor sends the completed
Invoice Variance Request Form and
justification to the Contract
| Development & Technical Assistance
‘L (CDTA) Program Manager (PM)

. 7

‘ - ] SOC Director reviews
CDTA PM forwards the request {0  cmlp! ; “
! System of Care (SOC) Director for andiappiovesigonies,

| , then returns the request
appi°"a' e PM J

Denied —‘ 1’ Approved
.- |

—|' denial to the Contractor ‘7 ~ Analyst

CDTA PM communicates W ' CDTA PM sends to the lnvoigl

Invoice Analyst reviews the line item budget to '
ensure it aligns with the Appendix B, then sends
| to Budget Analyst |

v

Denied L—f Budget Analyst reviews the request
= TN -
! .

N

[ |
Approved |
R

| Invoice Analyst attaches the ‘
‘ original copy of the request to the
invoice and sends to Fiscal for
' payment. Sends copy of approved
request to CDTA (

Note: The Invoice Variance Request form may only be filed once per fiscal year and only at the
time the final invoice is submitted. Changes or moves between line items during the year must
be made via the normal contract modification process
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Attachment H

San Francisco Department of Public Health
Grant Colfax, MO
Director of Health

City and County of San Fransisco
London M. Breed

Mayor

San Francisco Department of Public Health

Puolicy & Procedure
Policy & Procedure Title: DPH Policy on Invoices Submitted Offline (Mot Directly Submitted in PeopleSoft)
Category: Fiscal
Effective Date: 04/21/2020 | Last Reissue/Revision Date: n/a
DPH Unit of Origin: Fiscal
Policy Contact - Employee Name and Title; and/or DPH Division:
Drew Murrell, Deputy Financial Officer, Finance
Contact Phone Number{s): Drew Murrell, 554-2538

Distribution: I ¥ not DPH-wide, other distribution: DPH Central Accounting Office
Al secizoms m fable regrired

Accounting Policies and Procedures issued by the Office of the Controller provides guidelines for
accepting invoices (electronic and hard copy) offine (not direclly submitted in PeopleSaoft). Departments
that want to accept elecironic invoices from suppliers and contractors must maintain deparimental
policies and procedures to ensure adequate tracking of invoices and avoidance of duplicate
billing/payment.

Previously, DPH requires suppliers, contractors, and Community Based Organizations (CBOs) to submit

a letier to DPH to be approved before DPH can accept invoice electronically. To ensure proper receiving

of invoices and to facilitate the payment process on a timely manner, DPH is revising its policy and
procedure as follows:

L Professional services suppliers, contractors, and Community Based Organizations (CBOs):

a. All professional services suppliers, contractors, and CBOs must submit invoice
electronically in PDF format. Mo other method of invoicing should be used.
b. CBHS contractors should submit invoice to CBHS invoice analyst email address at:

chhsinvgices @ sfdph ore: Health Service contractors should submit invoice to Health

Service invoice analyst email address at: gigsoffice@sfdoh ore: All other contractors
and suppliers should submit invoice to 1380 Accounts Payable - Contract unit at:

Contract. Invoicef@sfdph.org.

0. Al gther vendors and suppliers:

a DPH Procurement and Accounts Payable unit will accept either hard copy or electronic copy
of the invoice received. But only ocne method of invoicing can be accepted.

San Francisco Depariment of Public Health - 101 Grove Sireet, San Francisco, CA 94102
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Attachment |

,éﬁ"b' City and County of San Francisco

'ngi'ﬁ_ g Office of the Controller
Departmental Guidelines No. 007-11 DATE OF ISSUANCE
Advance Payment to Vendors Processing Guidelines March 15, 2011

Contact: Alan Pavkovic, alan_pavkoviciiisfgov.org, 415-554-6603

APFPROVED FOR DISTRIBUTION:
T—
_—
P =
s

Ben Rosenfield, Controller
Purpose of Guidelines

The purpose of thiz document is to provide departments with guidelines and prereguisites
for advance payments or prepayments to confract providers.

Authority

Thesze guidelines are izsued under the authenty granted to the Confroller's Office in City
Charter, Aricle |, Sec. 3.105.

OVERVIEW OF ADVANCE PAYMEMNTS OR PREPAYMENTS TO CONTRACT
PROVIDERS

The City recognizes the contributions that community-based organizations provide to its
rezsidents. In agreeing to serve the nesds of the community, such organizations refy on
limited financial resources and personnal to carry out their missions. Contracting
government enftities who are themselves burdened with budget constraintz undergtand the
need fo assist these non-profit organizations in s2ome ways but with no added financial
burden to the City.

Advances or prepayments are allowakle in order to meet contractor cash flow needs in
certain circumstances. Depariments must have approved contracts with the vendor, and
contracts must explicitly allow prepayments. The confracts must explicitly define and allow
prepayments to confract providers, who have been awarded the confractz according to the
City's procurement and contracting rules and regulationz. If the original contract does not
allow advance paymenti, then it needs to be amended to include prepayment provizion. In
the event the funder does not allow advance payment, the City depariment should not enter
into such agreement with the confractor or sub-recipient. &ny City agency's agreement
allowing prepayment to a vendor should be based on the depariment's assessment of the
organization’s financial situation, proven track record of providing services, justfied needs for
advances, as well as compliance with City's purchaszing and contracting rules and
regulationz. Pericdic reconciliation, service tracking, and conirol procedures must be clearly
defined in the contract, as they are crifical to the effectiveness of this arrangement to prevent
overpayment, misuse or loss of City funds.

Controller’s Office » Gity Hall Room 316 « 1 Dv. Garffion B, Goodlslf Place « San Francisco, 54 54902 «
155547500
hfip e sfpov orgloontrofier

Page 1 of 4
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Procedures for Advances or Prepayments to Contract

Providers

These procedures are necessary to ensure uniform implementation of agreements to provide
advances or prepayments to contract providers.

City Agency -
Advances or
Prepayments
to Providers

City Agency —
Ensuring
Internal
Controls Owver
Appropriate
Use and
Collection of
Advances or

Prepayments

Select service providers according to the City's purchasing and contracting
guidelines.
Ensure that proposed prepayment agreement does not viclate funding

agencies’ or City’s rules or regulations, and that it does not create a
difficult cash management zituation for the department.

Develop required text to be inzerted in contracts that will outline maximum
prepayment amounts (dollar or percentage), permitted frequency, required
repayment timelines, and method for tracking prepayment balances on
claim forms or other reconciliation documents.

Add appropriate language to the contract to identify any special payment
amangement or agreement that does not fall within the standard or boiler
plate provisions or rules of purchasing or contracting regulaticns.

Require written request and justification from vendor to request
prepayment for services.

Develop policy that states the criteria under which providers are eligible for
advances or prepayments. Include allowable reasons for approving
requests, and any additional requirements based on the department's
assessment of satisfactory contract performance fo date.

Require review and approval of advance and prepayment requests by
responsible managers, and approval from the Depariment Head or highest

financial officer in the department.

Effectively monitor prepayment activity and balances to safeguard against
misuse or koss of City funds.

Ensure segregation of duties among contracting, program management,
accounts payable, and accounts receivable functions within the
depariment.

Ensure funds are available before izsuing confract, and encumber funds
as so0n as purchase order is issued. Encumber the funds in FAMIS.
When submitting prepayment request transaction, clearly describe as a
prepayment against the purchase order and with appropriate notepad to
certify that prepayment is explicitly allowed in the contract.

Page 2 ard
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City Agency— a process voucher of a purchase order or encumbrance payment. DO NOT

Processing use direct payment document (DV, PR, OT) or transaction code TC200

Prepayments (from FAMIS-Purchasing system) or TC210 (FAMIS-Accounting) to

in FAMIS process advances fo contract providers covered by purchasing order or
FAMIS-Accounting encumbrance.

* Process invoice (IVDD) and voucher (VCDD) in the FAMIS-Purchasing
system if advances are being paid against a purchase order. Both
documents should clearly describe the payment as advances on the
description field and/or on the notepad. Posted vouchers are interfaced
info FAMIS and recorded with a fransaction code 205(P) on FAMIS
transaction detail inquiry screen 6300 and on FAMIS document inquiry
screen 6051, liquidation field of the related purchase order (GL470), or
voucher payable (GL201).

* Process invoice as an encumbrance payment (EPDD) if advances are
being processed against a FAMIS-Accounting encumbrance. The
document should clearly describe the payment as advances on the
description field and/or on the notepad. Posted encumbrance payments
are recorded with a transaction code 215(P) on FAMIS transaction detail
inquiry screen 6300 and on FAMIS document inquiry screen 6051,
IiGngﬁonﬁddofmerdmde(GLﬂO),orvoud\erpm
( 1).

s Apply repayment of advances against subsequent invoices according to
repayment agreement between the City Agency and contract provider.
and/or document in FAMIS-Accounting or Purchasing.

=  Prepayments are considered expenses at the time of payment, ie.a
reduction to the encumbrance. Ensure the time of payment, service
period, and fiscal month posted in FAMIS are consistent and accurate.

City Agency— + Review invoices in detail to ensure payment only for actual and authorized
Against ¢ Maintain accurate records of advances that match the balance in FAMIS

Overpayment vendor history. Departments should use tracking applications such as
spreadsheets, contract management system, invoicing system, and
perform reconciliation process to monitor advances and rendered
services

% Monitor closely the vendor payment history to ensure that the advances
are being repaid as deduction from subsequent invoices and to safeguard
against overpayment.

v Process final payment only when advances have been fully repaid, all
services have been rendered and properly invoiced, documented, and
authorized, and detailed review has confirmed the accuracy of the
contract's remaining balance. This is especially important at fiscal year-
end to ensure expenses are booked in the proper reporting period.

v Have a contingency plan to recover funds and act immediately in the
event an overpayment is identified, to prevent further loss of City funds.

v Contract providers must be made aware of legal consequences and
possible loss of city business if negligence and fraudulent billings result in
overpayment.

Page Jaf4
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Summary

When considering advances or prepayments to contract providers, departments must develop
policies and procedures to ensure accurate and timely reconciliation of payments. Departments
must have approved contracts with the vendor, and contracts must explicitly allow prepayments.
If the original contract does not allow advance payment, then it needs to be amended to include
prepayment provision. Contract provisions should also include terms which state the maximum
prepayment amount, permitted prepayment frequency, required repayment timelines, and
required method for tracking prepayment balances on claim forms or other reconciliation
documents. Any deviations from these policies require the Controller’s pre-approval.

In general, the prerequisites and conditions described in these guidelines should be met for
contract providers to be considered for prepayment. Departments must also have in place
service tracking, and intemal control procedures to monitor and reconcile the advance
payments, with the goal that such arangements do not negatively impact the City’s financial
resources.

For accounting-related questions, refer to the Controller's Fund Accounting Supervisors
assigned to your depariments.

Page 4 of 4
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Attachment J

San Francisco Department of Public Health
Barbara A. Garcia, MPA
Director of Health

City and County of San Francisco

Edwin M. Lee, Mayor

Policy & Procedure Title: Advance Payment to Contractors (F$C4)

Category: Fiscal

Effective Date: 10/22/12 Last Reissue/Revision Date:

DPH Unit of Origin: Fiscal

Policy Contact - Employee Name and Title; and/or DPH Division:
Anne Okubo, Deputy Financial Officer

Contact Phone Number(s): 554-2825

Distribution: DPH-wide | If not DPH-wide, other distribution: BHS

*All sections in table required.

1. Purpose of Policy
The purpose of this document is to identify the guidelines for advance payments to
contract providers.

2. Policy

The Controller’s Office allows city departments to issue advance payments in order to
meet contractor cash flow needs. DPH’s policy for advance payments must meet the
following requirements:

1. Payment of an advance will be based on an assessment of a contractor’s financial need.
2. Advance payments must be approved by the program funding the advance.

3. Contractors providing behavioral health services are eligible to receive advance
payments.

4. Advance payments are issued for services funded by general fund or MHSA. No
advance payments will be issued for services funded by grants, work orders or projects.
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5. The contract must contain the terms of the advance payment including the schedule for
repayment.

6. Advances are fully repaid by the end of the fiscal year.

7. Any approved changes in repayment schedules will require a modification to the
contract.

3. Procedures

1. The contract must contain provisions for an advance payment and identify the
repayment schedule.

2. Funds must be encumbered before an advance payment is issued.

3. The amount of the advance is determined by the terms of the contract. The amount is
typically 25% of general funds and MHSA funds.

4. Repayments of the advance will be deducted from invoices according to the contract
terms and repayment schedule. Repayment is typically deducted from invoices for services
delivered in a six-month period, October through March.

5. Contractors requesting a change in the repayment schedule must submit a request to
the Deputy Financial Officer.

6. The contract must be modified to reflect any approved changes in the repayment
schedule.

7. Any exceptions to the above procedures require approval by the Deputy Financial
Officer or Chief Financial Officer, as necessary.

4. References
Controllers Departmental Guidelines No. 007-01, Advance Payment to Vendors
Processing Guidelines.
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Attachment K

BHS Initial Payment Process

1. BHS budget analyst submits encumbrance schedule
worksheet based on prior year funding to the Contract
Unit.

2a. The Contract Unit verifies that 1) the boilerplate
includes the Fidelity Bond requirement, and 2) Appendix
B - Calculation of Charges, includes the initial payment
language.

2b. The Contract Unit ensures that a copy of a valid
fidelity bond coverage is on file.

2c. The Contract Unit will determine the initial payment
amount based on the lesser of the maximum fidelity
bond coverage or 25% of annual general fund/Prop 63
funding (based on a BHS encumbrance worksheet).

'

3. Contractor will sign the invoice and who will forward
to the Contract Unit.

4. The Contract Unit will forward the invoice to Fiscal for
approval along with the rest of the contract documents
and ADPICS form.

'

5. Fiscal will set up the encumbrance and process the
initial payment.

6. Fiscal will recover the initial payment from October
thru March of the fiscal year, or as stated in the
contract.
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Agency
PO No.
ACE No.
Program
Amount
Fund
Term

Attachment L

ANNUAL FEE-FOR-SERVICE RECONCILIATION
SFDPH AIDS Office - Budget & Finance

NOTE: Please complete header information (Agency, PO No., etc.); and
replace "Deliverable #1", "Deliverable #2", etc., with actual senice mode names, as appropriate; and
DELETE this note.

SERVICE MODES

Personnel Expenses Deliverable #1 Deliverable #2 Deliverable #3 Deliverable #4 Contract
Position Titles FTE Salaries [ %of Total Salaries [%of Total [| Salaries | %of Total Salaries [%of Total Totals
Total FTE & Total Salaries

Fringe Benefits #DIV/0!

Total Personnel Expenses

Operating Expenses Expenditure | % of Total || Expenditure | % of Total [|Expenditure | % of Total || Expenditure | % of Total Contract Totals

Rental Of Property

Utilities

Bldg Maint. Supplies & Repair

Office Supplies/Postage

Printing and Reproduction

Program/Educational Supplies

Insurance

Staff Training

Rental of Equipment

Staff Travel

Consultants/Subcontractor:

Other:

Total Operating Expenses

Capital Expenditures

Total Capital Expenditures

Total Direct Expenses

Indirect Expenses

TOTAL EXPENSES

REVENUE

Difference (REV minus EXP)

I certify that the information provided above is, to the best of my know ledge, complete and accurate; the amount requested for reimbursement is in
accordance w ith the budget approved for the contract cited for services provided under the provision of that contract. Full justification and backup

records for those claims are maintained in our office at the address indicated.

Signature:

Title:

Date:
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Attachment M

5an Francisco Department of Public Health

Health Commission Grant Colfax
Director of Health
City and Counky of San Frandsco
Lomdon M. Breed
ayor
v ¥ ¥ ¥ h ¥
o I | | |
e Offica of Eguity Hetwark - ofer | _ _ Health Extermal &Mairs ol Health [ et
[ Greg Wagnes _ _ Aopanna Besnett _ _ Rikand Pickems | [ isaseden | [ Tomis aragin | [ tatalie Poman | | mavesnabobba | [ vaws |
| F 1 | T
ffon of Paboy
ared Mann B Lo
Srenha Patil Nucant:

Last Updated: 0803/ 2000
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Attachment N

S5an Francisco Health Network

S5an Francisco Department of Public Health
Barbara A, Garcia, MPA
Director of Health

City snd County of San Frandsco
Edwin ML L=, Mayor

San Francisco Department of Public Health
Policy & Procedure Detail

Policy & Procedure Title: Subcontracting Requirements

Category: CDTA Technical Assistance

Effective Date: March 2013 | Last Rewision Date: March 14, 2013

DPH Unit of Origin: DPH Business Office; Contract Development & Tedhnical Assistance and Budget
Sections.

Policy Owner: Erik Dubon Phone: 2553917 | Email: erik.duboni@sfdph.org

Distribution: DPFH-wide [] Yes Other: As specified in Purpose of Policy

Policy

Contracts that contain subcontractorfconsultant expenses must submit a copy of all
subcontractor contracts to their COTA Program Manager for review and approval prior to
submission of the first invoice. Invoice payments will be withheld until a copy of the
subcontractor/ consultant contract is on file with the CDTA Program Manager.

Procedure

Agendes that are providing reimbursement to subcontractors and/or consultants must attach
a copy of the subcontractor/consultant’s invoice as supporting documentation each time the
contractor's monthly invoice includes these expenses. This requirement is in response to audit
findings which identified discrepancies between the actual subcontractor payment/rate and the
approved subcontractor/consultant budget as included in a contract.

Each Subcontract must specify:

1) The required scope of work;

2) Deliverables;

3) Budget with Detail by line item and budget justification;

4) Reimbursement rate;

5) Maximum amount reimbursable;

&) Imnvoicing and reporting requirements and timelines;

7)1 Term of agreement;

8) Dates and signatures of the Executive Directors of both agencies; and

The mission of the San Frandsco Department of Public Health is to protect and promote the heslth of all San Francisosns.
Wom shall ~ Aersi and ressarch e health of the ity ~ Devabop ared enl han it prelisy ~ Prowent o Bsass and injury =
~ Educa te the public ard trais health cere previders ~ Provide quality, o reil iuiraly-preficien bealh serviors ~ Erdune squal sooss o all ~

Title of Policy: Subcontracting Reguirements
Effective Date: July 01, 2015

9) Statement acknowledging familiarity and agreement to comply with the terms of the prime
contract (i.e., City and County boilerplate provisions) under which the understanding is valid,

A) “"Contractor shall incorporate by reference in all subcontracts the provisions of
§512B.2(a), 12B.2(c)-{k), and 12C.3 of the 5an Francisco Administrative Code [copies of

sndnEar-bs Sra asraillablla Fraees Doirrbhacimaeel smcd o=l recsrieaera =2l st r—= rboare o eenees b e wa e
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Title of Policy: Subcontracting Reguirements
Effectrse Date: July 01, 2015

Examples of type of sub-contracts:

Medical Director

Clinical Consultant

Childwatch/Child care Fees

Support for Families of Children with Disabilities
Consultant for Special Events

Crutside firm to provide IT Support Services, etc.

Revised: 07-15-15 5an Francizoo Department of Public Health Pagze 3of 3
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