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WELCOME!

Michelle Long, M.H.A, Director

Contract Development and Technical Assistance
DPH Business Office






Question and Answer Room

There will be no live Q&A Session for this
meeting. Please enter your questions into the
Q&A Room, located to the right side of your
screen.

The questions from the Q&A room will be
collected at the end of the meeting and
distributed to the appropriate presenter to
answer. The Event Committee will later
develop an FAQ to distribute to the attendees.
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Welcome and
COVID-19 Update

Grant Colfax, M.D.

Director, San Francisco Department of Public Health
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Swords to Plowshares
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Shanti Project San Francisco American

Foundation for Suicide Prevention
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Annual Program Monitoring

4 Domains: Standard Across DPH

1. Performance: Obijectives
2. Deliverables: UOS and UDC

3. Compliance: DOC and POA, etc.
4. Client Satisfaction: Standard vs. Unique

22



Relevant Talking Points

*FY 20-21 Scoring

*BOS Requirement:
Referral to Compliance Office

23



Performance Objectives 24

* Objectives created by SOC; exemptions by SOC
* Published by CDTA website early in FY

* SMART Obijectives consult by BOCC

* One Measurable per objective

* AVATAR SOC vs. Program Unique Self Report

*FY Comparisons



Deliverables

Units of Services

*'ADM 99
*Unduplicated Client Counts

25



Compliance

*DOC: Declaration of Compliance
* Administrative Binder, Premises
* Certification (credentialing)
*POA: Plan of Action

*Prop | Good Neighbor

* Controller’s Office Fiscal Audits

26



Client Satisfaction 27

*Standard state version

*Unique version

*This is not a performance objective.
*Survey of all recipients of services



BOCC Motto 28

“People do not do what is expected,
people do what is inspected.”



BOCC Staff Roster as of July 2021 29

* Tom Mesa, Director 415-255-3749
* Nick Hancock, Database Mgr 415-255-3776
* Marshia Herring, Compliance 415-255-3938
* Michelle Pollard, Compliance 415-255-3661
* Jerna Reyes, Certifications, Fire 415-255-3752
* Wasim Samara, Fiscal Audits 415-255-3769
* Craig Wenzl, Compliance 415-255-3948
* Israel Alleyne 415-255-3758

THANK YOU!!



San Francisco Mental Health
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Mental Health Service

San Francisco Mental Health
Education Funds

Tenderloin Neighborhood

Development Corporation

©)




Ty

's Facili

ildren

MSJ Ch

>
by
'O
O
L
75
c
()
S
3
-
7p)
=

A Jv.
(B 355059 5190 vl -




Y

BRIGHT HEART

HEALTH

WP G S oS B RS ST S W

e o 0 TS 553

-

i

Bright Heart Health Community Youth Center of SF




National Alliance on Mental lliness -thereisalways

San Francisco

National Alliance on Mental lliness Fort Help

San Francisco




Fort Help Mission Horizons Unlimited
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Bayview Hunters Point Foundation for Dolores Street Community Services

Community Improvement




Harm Reduction Therapy Center Hatchuel Tabernik and Associates
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EMPOWERING POPULATION
HEALTH INITIATIVES SINCE 1969
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Cost of Doing Business (CODB)

for Non-Profit Agencies =

*In FY20-21, the Mayor’s Office approved a one-time,
3% CODB allocation.

* This funding was provided to recipient vendors through a Direct
Payment Voucher (i.e. a one-time check) and was not incorporated into

the contractor’s Appendix B’s (budget pages) in FY20-21

* Instead, to document that these funds were incorporated into the
budget, the allocation for the CODB (and/or MCO) were identified
and included as a FY20-21 line-item under the contract’s Calculation of
Charges section, specifically as a FY20-21 CODB (and/or MCO). To
retain the same contractual overall bottom line, the amount of the
CODB (and/or MCO) was funded via a reduction to the contract

contingency line-item.

A
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Cost of Doing Business (CODB)

for Non-Profit Agencies e

°In FY21-22, the Mayor’s Office has advised that the

FY20-21 3% allocation, originally added as one-time
only, will continue in the baseline.

* In other words, the one-time FY20-21 allocation will be ongoing
in FY21-22. Therefore, in FY21-22, these funds should formally
be included in the Appendix B, budget pages.

* These funds will be identified in an agency’s FY21-22 Funding
Notification Letter and will be incorporated into the budget
detail for each contract via the Appendix B.



Cost of Doing Business (CODB)

for Non-Profit Agencies i

* In FY21-22, the Mayor’s office is also allocating a new 3%

FY21-22 CODB allocation. These funds are budgeted to be
ongoing.
* The baseline consists of eligible funding sources included in the FY20-21
contract (with amounts reflected in your FY20-21 Funding Notification

letter) that are ongoing into FY21-22, plus the 3% CODB allocation
amount awarded through a Direct Payment Voucher in FY20-21.

* In other words, the FY21-22 new 3% CODB allocation is likely to be
slightly more than the amount of the FY20-21 3% CODB allocation

because the baseline used to calculate the FY21-22 3% allocation
includes the FY20-21 3% CODB allocation. o



Cost of Doing Business (CODB) or
Minimum Compensation Ordinance (MCO) 44
for Non-Profit Agencies

* Per Mayor’s Office guidelines, the funding term for FY20-21 Minimum
Compensation Ordinance (MCO) funding was 12/08 /2020 through
06/30/2021.

* FY20-21 MCO was paid through a direct voucher.

* MCO funding is ongoing and will be annualized to include in the agency’s FY 21-
22 baseline funding.

* The baseline for eligibility to receive FY 20-21 MCO funding is whether an
agency received FY 19-20 MCO funding, which in turn was based on a survey
that the agency submitted to the Controller’s Office. The FY 20-21 MCO
allocation is a proportional increase to an agency that received FY 19-20 MCO
allocations. oz



Cost of Doing Business (CODB) or
Minimum Compensation Ordinance (MCO) 45
for Non-Profit Agencies

* Summary = Included in FY21-22 Funding Notification (if applicable)
* FY20-21 3% CODB (one-time funding will continue in the baseline)
* FY20-21 MCO (start 12/08/20 and based on FY19-20 allocation)
* FY21-22 3% CODB

e FY21-22 MCO (additional amount arrives to the full 12-month
funding)

Please Note:
* For Fee-for-Service reimbursed contracts, the resulting increase should be reflected
as a rate increase; there is no requirement to increase units of service to earn the

additional CODB/MCO funding.

N
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Reporting Requirements for FY 20-21 Cost of Doing Business (CODB)
and Minimum Compensation Ordinance (MCO) Funding 46

* Behavioral Health Services (BHS) contractors are subject to an annual
cost report.

* In order to determine where CODB and/or MCO funding was utilized,
the DPH Fiscal Cost Report Section will require supplemental Appendix
B Budget Summary and Cost Reporting /Data Collection (CRDC) forms
as supporting documentation to the annual cost report submission.

* These supplemental forms will be stand-alone documents and not
incorporated into contracts.

* Instructions and an Appendix B sample were sent in April.

A
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Cost of Doing Business (CODB) Calculations | 47

* The calculation of individual agency CODB allocations is
guided by the same criteria as last year. The baseline
amount upon which the actual CODB allocation is
determined includes the following:

* General Fund monies, (which for this calculation includes
Medi-Cal and Realignment), as well as continuing work-orders
(money given to DPH by other City Departments) which are
funded by General Fund monies.



Funding Increase for Ryan White

Grant-Funded Contractors in FY21-22 48

* Grant funds are not eligible to receive City funded CODB
allocations; however, in FY21-22 the BOS did provide
funding to serve as a CODB increase for Ryan White
grant-funded contractors (covering Ryan White Part A,
Ryan White Part B, and Ryan White Part C). This allocation
resulted in an approximately 2.3 percent increase to these
grant funded services.



3% Increase in MHSA Funding in FY21-22 | 49

*MHSA funded contractors will receive
3% increase in FY21-22. There is
additional MHSA revenue funding
available this fiscal year to support the

Increaqases.



Changes on Subcontract Policy 50

* Contracts that contain subcontractor /consultant expenses are expected to submit
a copy of all subcontractor /consultant contracts (signed and dated) to CDTA
(cdtaunit@sfdph.org) WITH Appendices A and B.

* For contractors that are unable to submit their Subcontractor /Consultant
Agreements with Appendices A and B, contractors must: 1) Provide a written
explanation on why this requirement cannot be met via email to their CDTA
Program Managers and; 2) Submit their Subcontractor /Consultant Agreements
no later than 30 days of the submission of Appendix A and B.

* Invoice payments for subcontractors will be withheld until a copy of the
subcontractor/ consultant contract is on file with the CDTA Program Manager. o

2008
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Changes on Subcontract Policy 51

* In the boilerplate, it is required that the contractor names and
identifies the subcontractor /consultant. If the name of the
subcontractor or other detailed information is unknown, it will then
be required to modify the contract to incorporate the name and
rate information once that information is available.

* Invoice payments cannot be processed if the name is different
from the Appendix B, or the reimbursement rate is different from
the rate indicated in Appendix B.

A
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Indirect Cost Calculation on

Federal Grant/Federal Pass Through Grant R
* Per OMB Uniform Guidance Part 200 Subpart A Section 200.68

Modified Total Direct Cost (MTDC) and Controller Guidelines for
Cost Categorization in Non-Profit Contracts:

* For federal grant or federal pass through grant, the prime
contractor can only charge indirect costs on the first $25,000 of
each subcontract at the approved /allowed indirect cost rate.
Additional subcontract expenses beyond $25,000 must be
excluded from the indirect cost calculation.



Indirect Cost Calculation on

Federal Grant/Federal Pass Through Grant oS

Example:

* DPH gives funding to the agency that is funded by Substance Abuse Block Grant (SABG)
to provide SUD Prevention Set-Aside services.

* The agency budgeted $100,000 in the subcontract line to fund ABC Company
(subcontractor) to provide SUD Prevention Set-Aside services.

* The agency can charge indirect costs on the first $25,000 at the
approved /allowed indirect cost rate.

e $75,000 must be excluded from the indirect cost calculation.

* The indirect cost payment limitations would not apply to subcontractor funded by the
prime contractor to perform a different service, e.g. a media consultant to publicize the
availability of substance use disorder (SUD) services delivered by the prime contractor.

N
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Indirect Cost Calculation on

Federal Grant/Federal Pass Through Grant o

* The underlying rationale is that if an agency chooses to contract
with outside vendors to provide services, those contracts have a
tendency to reduce the administrative effort required by the
agency to complete that function; therefore, the agency should
not charge the indirect cost on the subcontract.

* In order to address these distorting costs, Federal is to request an
exclusion for the amount of any contracted service in excess of
$25,000 that impacts the direct cost base.

AN
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Signature on Invoices 55

*Starting FY21-22, typed signature is no longer
allowed. Contractor is required to sign on the
invoice.

* PDF signature (print out, sign, then PDF)

* Adobe signature ( please do not use the signature that
looks like as typed; make it stand out)

* DocuSign signature



Frequently Asked Questions (FAQ) and

Table for Type of Invoice oe

* The Business Office has prepared the FAQ and Table for Type of
Invoice as resources to help the contractor to have a better
understanding of DPH’s contract invoicing process.

* These references are available on the CDTA website:
www.sfdph.org/cdta



A Important ltems to Remember |57

* Contracts that contain subcon’rrqc’ror/ consultant expenses are expected to

submit a copy of all subcontractor/consultant contracts (signed and dated)
to CDTA (cdtaunit@sfdph.org) WITH Appendices A and B.

* For federal grant or federal pass through grant, the prime contractor can
only charge indirect costs on the first $25,000 of each subcontract at the
approved /allowed indirect cost rate. Additional subcontract expenses
beyond $25,000 must be excluded from the indirect rate calculation.

* Starting FY21-22, contractor is required to sign on the invoice. Typed
signature is no longer allowed.
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DPH Business Office- Budget Staff
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Michelle Ruggels

Director, DPH Business Office



FY21-22 79

* Presenting as the Director of the DPH Business Office and
the Contracts Office Director (acting)
* Contracts Office Supervisor Changes
* 1380 Howard
* 101 Grove

* Appreciation for Human Services Network and Community
Based Organizations (CBOs)



A Important ltems to Know- Contract Changes 80

* A summary with detail and links will be distributed; however to highlight what is new in FY21-22
Contracting Requirements

Update Supplier (aka contractor) Headquarter Information in People Soft (FSP) Supplier Portal

Cyber Insurance in your Certificate of Insurance and Endorsements; typically, CBOs are asked to obtain an
amount of $5.0m for the agency. The final amount is recommended by the City’s Risk Manager.

Currently, most contractors have an Appendix titled “Business Associates Agreement” Appendix. Included in
the appendix is reference to two forms: Privacy Attestation and Data Security Attestation that may require follow-
up.

In FY21-22, for most vendors (or those not already using EPIC), you will have a new Appendix entitled Data

Access and Sharing Terms in contract amendments and new contract agreements. If you require access to EPIC or
Avatar, there are instructions in Attachment 1 of the Appendix.

City Cybersecurity Certificate of Completion The City’s Department of Technology is requiring contractors to
undergo an official cyber security assessment. This is a brand new process, and isn’t fully worked out. The
Contracts Office will provide you with two separate forms to complete to get started.

* Please Note: The Contracts Office will strive to complete FY21-22 contract budget updates using a Revision to Program

Budget if there is sufficient available funding. This will be followed by an amendment (if we must extend the term or add
funding to total contract, an amendment is required, and processing will be impeded by this process).



A Important ltems to Know 81

e COVID Contract Accommodations in FY21-22

* Case by Case Basis: Contract Change Request Form
* BHS- Children Youth and Family: Rate Letter

* Appendix B

* The Drop-Down for MH Services selection has some
pending updates that will allow for the selection of
Actual Cost (instead of staff hour).

* Response to Submitted Questions
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Kim Oka, Privacy Officer

Office of Compliance and Privacy Affairs



Annual Privacy & Compliance Training 94
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GENTLE REMINDER:

1. Annual Privacy &
Compliance Training is
due

Take it
now to mitigate potential
breaches!!



Annual Privacy & Compliance Training 95

San Francisco ( - _@} .
Department of Public Health San Francisco
Askedzr:ggﬁm Where do | go for treaiment? v } Health Network

About DPH Healthy Living | Records, Permits & Licensing | Knowledge Sharing & Collaboration | Diseases & Conditions

Health Commission Inside the DPH  News & Media Laguna Honda  Zuckerberg San Francisco General Hospital and Trauma Center  Jobs

1.Online Privacy & Compliance Training
can be accessed at www.sfdph.org

2. Questions:

Email: compliance.privacy@sfdph.org

or call Privacy & Compliance Hotline

Lost password — call DPH IT Help Desk
at


http://www.sfdph.org/

Upcoming Changes in Federal Health Privacy Laws for

Behavioral Health and SUD 96

1. Changes to HIPAA- expected later in 2021 or 2022
2. Changes to 42 CFR Part 2 due to the CARES Act are expected in 2022

3. See this resource for more information:
https://coephi.org/sites/default/files/31741026 current state of the federal health

privacy laws.pdf

4. Other resources from the Center of Excellence in Protected Health Information are
here: hitps://coephi.org/resource-center


https://coephi.org/sites/default/files/31741026_current_state_of_the_federal_health_privacy_laws.pdf
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San Francisco :
Department of Public Health San Francisco
Health Network

Our Programs.
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Contract Development and Technical Assistance (CDTA)

HELPFUL LINKS

Vission Statement

Utilizing sound business pr: itates the d pment of City contracts with h Contract Development
e arig the avaiabiity of comimunity Services which Brotect and romole ihe heanh of all Contract Development s
- " Policies, Procedures, Forms &

Functions and Activitie Guidelines

CDTA P to health vi i T fi and al ue Me: Presentations and

ble to provide an Training Materials
Performance Objectives &
Scoring Criteria
Systems of Care Resources &
Other Important Links
Contractor Communications

Contact Us

Contracting s a

Contract Development and
Technical Assistance (CDTA)
San Francisco

Department of Public Health




What’s New on the CDTA WEBSITE! 110

Contractor Communications
All general notifications and information that has been sent out by the DPH Business Office will be stored

}A@‘ here by fiscal year. Most communications will come from the email address or from

Margaret Elam, Assistant to the CDTA Director. Located in the Helpful Links category.

Subcontractor/Consultant Policy

A
As described earlier in the Budget presentation; to be submitted annually with other contract documents. Located
on the website under Policies & Procedures, Forms & Guidelines/General Information

Signature Authority Form

This form will help us to collect up to date information on your leadership team and other important information; to
be submitted annually with other contract documents and again, if the information changes at any time during the
contract year. Located on the website under Policies & Procedures, Forms & Guidelines/General Information
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Common Things That Can Slow Down the Contract Development

and Certification Process:

Expired Insurance Certificates
Please check for expired insurance as you prepare
your contract documents; make sure you have
sufficient coverage for the type of service that you
are funded to provide and in sufficient amounts.

Use of Incorrect Document Templates
Please go to the CDTA website and select the
appropriate template or use a copy of last year’s

final contract as a guide.

112

Late Documents
The due date for documents is listed in your Funding
Notification. Do not delay in meeting the deadline in the
Funding Notification because you are waiting for a contract
modification (additional money, funding from a specific
funding source, adding a grant funded or state funded
program).

Highlight Changes
Please highlight changes from the previous year or
previous version so that they are readily apparent
to the DPH reviewers. Substantial changes should
be first approved through a Contract Change

Request (CCR).




Contract Change Request Form 113

Purpose of the Form

To document contractor requests for:
1. Programmatic and/or budget changes to contracts
2. Budget changes to contracts
3. Deliverable changes to contracts
4,

Negotiation meetings to discuss changes to contracts
or service procedures



Contract Change Request Form 114

Guidelines

1. Requests are limited to no more than two (2) CCR submissions per funding year.

2. All requests for contract changes must be received and approved before the last
quarter of the current funding year. Any requests made subsequent to the third quarter
will be considered for the next funding year and will be reviewed for inclusion in the
following year’s contract.



Contract Change Request Form

4 )

. Where can | find the form?

On the CDTA website under the
category of Policies, Procedures,
Forms & Guidelines.

2. Who receives the form?

The form and supporting materials must
be sent to your CDTA Program Manager.

(¥ 4

Contract Development and Technical Assistance (CDTA)

Policies, Procedures, Forms & Guidelmes

Please read and thoroughly review the policies and procedures below prior to completing and
submitting the forms to your assigned CDTA Program Manager.

General nformation

Contract Change Request Form and Instructions ‘

Contract Terms, Definitions and Procedures for DPH Business Office - Revised (Posted 9-15-2020)
Exclusionary Language Instructions

New Providers' Guide to Contracting with DPH - New (Posted 12-11-2020)

Leter of Support Guidelines and Request Form

Subcontractor/Consultant Requirements Policies and Procedures - New (Posted 7-6-2021)
Signature Authority Form

HELPFULLINKS

Contract Development
Instructions and Templates

Policies, Procedures, Forms &
Guidelines

Megting Presentations and
Training Materials

Performance Objectives &
Scoring Criteria

Systems of Care Resources &
Other Important Links

Contractor Communications
Contact Us

115




"The Unforgettables”

1. Turn in your contract documents on time! Date listed in Funding
Notification;

2. Submit any subcontracts to your CDTA Program
Manager along with your Appendix A & B;

3. Use the contract checklist, found on the CDTA website, under
Contract Development Instructions and Templates, to check
your work (Appendix A & B) to ensure that you’ve included dall
required information;

4. If you have any questions, about developing your Appendix A
or B, please contact your CDTA Program Manager for
assistance.

5. Please sign and return your finalized contract to DPH promptly.

I



CDTA STAFF

Francine Austin
Tony Buckman

April J. Crawford
Elizabeth Davis
Margaret Elam
Mario Hernandez
Richelle-Lynn Mojica
Jim Stroh

Valerie Wiggins
Andrew Williams il

255-3933
255-3932
255-3931
255-3934
255-3410
255-3503
255-3555
255-3445
255-3514
255-3928

francine.austin@sfdph.org
anthony.buckman@sfdph.org
april.crawford@sfdph.org
elizabeth.davis@sfdph.org
margaret.elam@sfdph.org
mario.hernandez@sfdph.org
richelle-lynn.mojica@sfdph.org
james.stroh@sfdph.org
valerie.wiggins@sfdph.org
andrew.williams@sfdph.org
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EVALUATION OPTIONS

2. Complete Email Evaluation.
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SPECTAL THANKS TO....

Branding and Training Committee
Richelle-Lynn Mojica, Chair
Michelle Long, Director of CDTA
Tony Buckman

April J. Crawford

Margaret Elam

Mario Hernandez

Valerie Wiggins

SFDPH IT

Jeff Burton
Dijon Ransom
Jin Shaeffer

DPH PRESENTERS

Michelle Long, Director, CDTA

Dr. Grant Colfax
Director, SFDPH

Tom Mesa, Director, BOCC

Shirley Giang, Budget Director
DPH Business Office Budget

Dr. Ayanna Bennett,
Director, Office of Health Equity

Michelle Ruggels, Director,
DPH Business Office

Kim Oka, Privacy Officer,
Office of Compliance and Privacy Affairs

)



In Loving Memory of




THANK YOU FOR ATTENDING THE MEETING!




