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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 ll: Invoice Processing Flowchart: Fee-For-Service
DPH BUSINESS OFFICE

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

Contractors’ invoices
received by Invoice
Analyst (1A)
¢ Incorrect invoice
» template will not be
. processed, |A will inform
IA n?fhegk; g pontlract | contractor and request
cs tified, in p age, resubmission of invoice
an a;’;‘:gif:dﬁ;empz[:teon on correct template
+ Contract
IA inputs all information Modifications:
from invoice, UOS, UDC, Change in Un't_
IA prepares quarterly Unit Rate (FFS), PO #, Rate or change in
Milestone > etc. into Invoice contracted UOS
UOS/deliverables analysis Database/invoice per approved
template spreadsheet contract
modification
I
A 4 7'y v v
IA reviews Agency’s UOS/ v
deliverables. If they are below or . .
above quarterly benchmark %, 1A submits to SOC PM Change in contracted Change in contracted
then... for authorization, if UOS/deliverables Unit Rate
predetermined
Y ¢ A 4 A 4
Email Contract Development & Isﬁt?riﬁirssi;?/rgigzstzelfi:;adl < Reflect the
Technical Assistance (CDTA) for payment changes in UoS in Slngle Adjustment
Program Manager (PM) and the next invoice. Invoice prepared for
CSD)q_s;egMof _C"are (SdQC) PI\/!.h ¢ Agency does not retro_active period to
SOC PM on plan resolution, need to revise the o e, Agency.
1 , previousl new rate. Agency
required Fiscal verifies fund Submmeé' 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

¥

Controller approves/
generates payment
(1-2 days)

v

Checks mailed/
electronically
deposited directly to
Agency’s’ account by

Controller (1 day)

END OF PROCESS
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Section lll: Invoice Processing Flowchart: Cost Reimbursement

DPH BUSINESS OFFICE
DPH Contract/MQOU 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

IMPORTANT NOTE:

received by Invoice .|
Analyst (I1A)

v

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

v

IA inputs all information
from invoice, UOS, UDC
unit rate (FFS), PO #,

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

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

v

If budget is revised, contractor

etc. into Invoice
Database/invoice
template spreadsheet |__

v *%

IA submits to SOC PM
for authorization, if
predetermined

v

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

|A 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

L Z

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.

«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.

«Any overfsfpending 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.

«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 XI)

¢ A 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
laccompanying 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 /nvoice 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, Detail
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.

¢ 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
Page 8 Revised November 16, 2020



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 (A1, 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 A1 JUN 19
H—/ \ J — ——

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

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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3)

d) The last number represents the invoice billing year. For example, ‘20’
represents the year of 2020.

Example:

M 01 JU 20
Yoo o o

Mental Sequence The month The year
Health Number of June 2020

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

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.

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

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.

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

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.

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.

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.

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

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

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

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

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

5) 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-CalWORKSs).

6) 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).

7) 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.

T 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 M01 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.
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3) 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.

4) 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.

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

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

7) 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.

8) 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".

9) 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

10)  Check the Final Invoice box.

a) 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.

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

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

9)

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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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-
CalWORKSs).

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

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

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

9) 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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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 M01 to
Invoice M02

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

1) 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.

2) 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.

3) 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.

4) 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/MOUs 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.

5) 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 XllI: 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):

Invoice Expense
Category

Scenario

Requirement for Payment
Approval/ Processing

Salaries

New position(s) not previously contained in the budget (an
increase in FTE of an existing position is not considered a
new position)

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
Salaries (new position) v
Fringe Benefits (not increase in
rate) \ v
Fringe Benefits (rate increase) v
Occupancy V' \ v
Material & Supplies \ v v
General Operating \' v v
Staff Travel Y ' '
Consultant/Subcontractor v
Other \ \ v
Capital Expenditures
Indirect Expenses
New line item
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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

e Insurance

e Professional license

e Permits

e Equipment lease & maintenance

e 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

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

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

o 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 Iltem 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 Operatinqg 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 XllI: 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)

o 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.

¢ 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.

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

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

¢ 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
quarterly 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 gtr 25% 21% | Under 21% of deliverables
2nd gtr 50% 43% | Under 43% of deliverables
3rd qtr 75% 64% | Under 64% of deliverables
4th gtr 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 qgtr 50% 58% | Over 58% of deliverables
3rd qgtr 75% 86% | Over 86% of deliverables
4th gtr 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
Questions regarding worlg-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 ggg:gjgg
breakdown of check and Loan Tran Loan.Tran@sfdph.org 955 3459
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 9 9 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.

1.

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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12.

13.

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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19.

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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24,

25.

26.

27.

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 0 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, 4" 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.
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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

Appendix F
PAGE A
Contract ID#
INVOICE NUMBER: | |
Contractor:
Ct.Blanket No.: BPHM [N/A |
User Cd
Address: Ct. PO No.: POHM TBD
Tel No.: Fund Source:
Invoice Period :
Funding Term: Final Invoice: | | (Check if Yes) |
PHP Division: Behavioral Health Services
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:
‘UnduEIica‘ed Counts for AIDS Use Onlz.
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 |CLIENT§ UOS [CLIENT§ Rate [AMOUNT DUH Uos CLIENTS | UOS [LIEN]T UOS |CLIENTS
$ - 0.000] #DIV/0! 0.000
$ - 0.000) [ 4Dvi0! 0.000)
TOTAL - 0.000 0.000] #DIV/O! 0.000
Expenses To Date % of Budget | Remaining Budget
Budget Amount $ - $ - #DIV/0! $ -
NOTES:
SUBTOTAL AMOUNT DUE| $ -
Less: Initial Payment Recovery|
(For DPH Use) Other Adjustments|
NET REIMBURSEMENT| $ -
| 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 Services-Budget/ Invoice Analyst
1380 Howard St., 4th Floor
San Francisco, CA 94103
Or email to:
cbhsinvoices@sfdph.org 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 [1BD |
Tel No.: B H S Fund Source: [ |
Fax No.
Invoice Period: | |
Funding Term: Final Invoice: [ [ (Check if Yes) |
PHP Division: Behavioral Health Senices
TOTAL DELIVERED DELIVERED % OF REMAINING % OF
CONTRACTED THIS PERIOD TO DATE TOTAL DELIVERABLES TOTAL
Program/Exhibit uosS ubC uos ubC uos ubcC UosS uUbC UoSs ubC Uos uUbC
0 0o #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 $ - $ - |8 0.00%| $ -
Fringe Benefits $ - $ - $ 0.00%] $ -
Total Personnel Expenses $ - $ - |8 0.00%] $ -
Operating Expenses
Occupancy $ - $ - 13 0.00%| $ -
Materials and Supplies $ - $ - 1% 0.00%]| $ -
General Operating $ - $ - $ 0.00%| $ -
Staff Travel $ - 18 - 18 0.00%] $ -
Consultant/Subcontractor $ - $ - $ 0.00%| $ -
Other: $ - $ - |8 0.00%| $ -
$ - $ - $ 0.00%]| $ -
$ - $ - $ 0.00%]| $ -
Total Operating Expenses $ - $ - $ 0.00%| $ -
Capital Expenditures $ - 3 - 13 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 above 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

Appendix F
PAGE B
Control Number Invoice Number
[ | 0 0 0 |
User Cd
Contractor: CTPONo. | | |
Tel. No.:
DETAIL PERSONNEL EXPENDITURES
BUDGETED EXPENSES EXPENSES % OF REMAINING
NAME & TITLE FTE SALARY THIS PERIOD TODATE BUDGET BALANCE
$ - |$ - 0.00%| $ -
$ i - 0.00%] $ -
$ - |8 - 0.00%| $ -
TOTAL SALARIES - 19 - |$ - |$ - 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: Date:

Printed Name:

Title: Phone:
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Attachment C

Purchase Order Page: 1 of 4
SAN FRANCISCO CITY COUNTY Dispatch Via Print
1 Dr. Carlton B. Goodlett Place Business Unit: SFEOV
City Hall, Room 430 Purchase Order Date Revision
San Francisco CA 84102 0000327381 07-02-2018
Unitad States Payment Terms Frelght Terms Ship Via
NET FOB DEST Freight PPD & Common
Buyer Phone Currency
| MaChrigte  415/255-3728 . uso

Supplier: 2000025031 Ship To: 14760 Attention: Not Specified Bill To: 1380 Howard 51
ASIAN & PACIFIC ISLANDER 101 Grove St 4th Floar
WELLNESS CENTER Room 402 San Franciseo CA 84103
T30 POLK 5T, 4TH FL San Francisco CA 84102 United Statos
SAN FRANCISCO CA B4109- United States
000
Uniled Staies
Tax Exempt? N Tax Exempt ID: Roaplenishment Optien: Standard Total PO Amount 105, 667,00
Line-Sched  Item/Description MFG Quantity UOM PO Prico Extendad Amt  Due Date
1 -1 For providing getbing to 1.00 EA 195,667 .00 195,867.00 tl'.'..l'll'dl."i'lfl‘-_‘_-'

zerc: Community based

FrEf, Pride Communit ¥

Engagenant Services and

HERR,

£L85, 667 (Appx. B-1lg}

GF  Bppx Term: 97/01/19-

DE/30,/20

Schedule Total _ 195,667 00
Contract |I0; 1000002875 Viarsion: 2 Contract Line: 2 Relpase; 8 Category Line: 0
Totel Amount; 0,00 Amount Open; 0,00
Tatal Quanity: 0,00 Quantily Open: 00000
Item Total ___ 195.667.00

Total PO Amount

| Authorized Signatun_g,ff B T _]_F--— 7
£ o~ < YS9

]
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A. Commercial Terms

L Cash Discounts—Terma of Faymanl, The discoun penod will sten upen dare of completion of delivery of all lenss en sy Pachaser Order or other sunborization certifiod by the
City's Conarulier, o upon dase of rmeoipd of propeedy prepared myoices covering sech deliverncs, whicheyer 18 laier. Payimen! i deemid i be mude, for the papoese of camming e disouont, o
the date of mailing the City's check. Mo ndditionsl charge shall eccree aguins City in the event City doea not meke payment wishin any (ime specified by hidder,

L Plaee of Manufaetare. Mo anfeis fumishes hersunde shall have been mads i prsen or by canvict labor, except articles purchesnd For uss by Cirds dotention fasilities.

3 Elsctrical Produsts. Astichss anid gervices rrmlluwly ui,ﬂuppljd.lhl! faws, ordinences and other lega! requirements, including {lman[nﬂm) the Cal-OSHA reguelations in Tithe £ of
the Code of Regulations and, fow electrical penducts, Sections 11002 and 11003 {B) ofthe 5. F. Elevirical Code: In addition, if an elevirizal ti=m fes not been (esied by 3 lab approved by City's
[Bepartment of Buwilding lespection {LYE1) or Departmest of Pablie Works [DPW, Comtmctor shall noffy e mquesting deparisont before delivecy by writing the department af the *Deliver
" address an he Bronl of the Puiclisss Ordor. Approved f2sting labs are posied on Purchasing's website a8 hetpefwww afgovorglocs’. When & non-tested jrem & dedivered, the department will
equest appravil frem DPW. If the departmant iz unable to obtain appenval, City reserves the right b cancel the tmrsaction and return the item o Contmetar, at ne charge to City.

d.  Condicien of Articies. Arrieles offered snd famished must be new and previmisly unused, and of mancfacmrer's Intest moded, unjess atherwizse specified herein

5 Inspectbon. All artickss supglied sball be siizject i inspoction and sccepance or rejection by Parchesing or asy cepetmend official respansible for inspection, Nan-confomsing o
rejected goods may he subjoct 1o ressonshle somoge fees.

6 F.O.B. Point, F.O.B destivietion i San Francteco, froight prepaid and atlewed, unless otherwise spacitied,

7. . Faihire to Deliver. 1f Contragtor Thils to deliver an srricle and/or servicd of the quality, in the mannes or wichin the tme calied for & this conirect, such sriicl andior pervice may be
banght from sny source by Purchasing and if a greater price tkan the contrct price be pzid, the excess prce aill be charged ioand collectsd from Cantracear or sureiies oo its band if bond has
been resquired; or, B City ey fermimate Se cantrect for defauh: or, the Cin' iy st deliveries alresdy made and mesve o efand

A Meterial Safety Datn Skeets. Where required by low, contrastor will tnebode Banerial Safery Dot Shaets (MSDE4) with delivery for applicable e, Fallure o loslode the M5055
for gach Mems will comstinae o matecinl beench of contrmct end mey resalt in efisal o oceept delivery,

LB Taxea, Clty ia exempt from faden] maes except an eefiles for resale. Contractor will =sier staie ond loenl sales or use tax, ond excise laa if applicable, vn Dvoices.
B. General Contract Conditions

10, Mudget and Fiscal Frovislons, This condrect is subject w the bodget and fiscal provisions of the City's Charter, Charges will acorue caly after prior writren saikorization cerfified by
thee Caniraller, and the amount of City's chhigation hereunder shall nol ol any Hie exoeed the smount et fied for b guepose and pered snied (n ach sdvanes sutherization,  This sectinn
cortrola agnirat any and all othar provisiona of this eontrast.

1.  Gearasteed Maximum Cests. The City's pryonent obSgatios in Contractor cannod at any time exceed the ampent osctified by the Condraller for the pepose and perid slated i ssch
cenification, Abymnl on sutborized Emergency per the City's Charter o gppliceble Coda, o Clry represtnsaiive is saikordosd vo offer of promise, nor 18 the Clay reyulred 1o lonor, sy offeal
v promied paveeeis fo Coniracton under thiy Parchigs Cnfer in eacess of the cenlified meximmen amount withow the Contraller kxving frst ceriGed the additiena® promised amowst and the
Conmactor ond Ciry kaving modified this Pachese Onder as suthprized by amentment and spproved s required by ww, The Ceniroller 8 not awtherized w make payments on any contract for
which fimds have not been certified as ayasinhle in the budge or by supplemundal appropristion,

11, Submidting Falve Claimns; Monetary Penabtles. Parmisnt io Sen Franslses Adminigrsive Code §21.35, asy contrecior, subcontricior or cosaubiant wha sohmits o fulse claim shall be
Finile wa dha Ciry for he stubutory penaities set forth an Eat section, A cantrector, sehcpnirsctor of consaltant will be deemsd to have submifted o folse chmim 1o the City 1 B8 contractor,
anbenatractor or conndtant: {a) knowingfy presemis or ceuses |0 be pressaded toan officer or emploves of the City o felee hom or request for pryment o approval; (6] knowingly makes,
Lasew, or oumses B be maile oo wed o false record or siatament o ged & false cleim pald or spproved by the City, () conepines fo defraud e City by getting a fulee choim alkowed or paid by the
Clhy; (d) kmowinghy makes, sses, or couses o be mnde or uzed & false record or statemest 1 conceal, avnid, or decrease an ohitigation o pay or ransmit money of propedty t the City; ar (g)
is @ bereficiary of an inadvensnt sutmission of 2 false vlaim to the City, sabsequently discovers the falsity of the claim, ad Baliz vo dschose the false clalm 1o ibe Ciry within s masoiable tise
after discovery of the false claim

1. Held Harmiess and Indemnification. Comtrector shal! indemalfy and save harmiess Oty and e officens, ngests end employess fioem, asd, i regoested, shall defend them from and
agasnst any and ali claims, demands, iosses, damnges; cost, expenses, and linbility (logal, contmachaal, o othorwise) anateg from or o oony woy eenmected with ary: (i} injuey to-or deoth of s
pemon, including employees ef City or Contmotor; (o) less ol or damage to property; (nl} viotshon of Jecal, stabe, o federal common law, stabite or regulation, iichsding bet pot lmiked fo
privacy ot personally idaedifiabla information, heslth mformetion, disability snd labor ewe or regolations; {iv) strict liabibty impesed by amy low or reguiation; ar (v) kisses anging from
Comtractoa’s execution of subceatmcts not m nooocdance ‘witk: the raguinements of this A greement applicenle ta subeortracinms oo long as such {mjiry, vialation, bass, or srict linbikit (ac s=t
foth i pubsections {i) — (v} above] arises direcily o indirsctly fram C: % TiET af this A mchsding, bal net lmmiled in, Conbraciors uee of Bacilbtes or eguipment
provided by Ciry or cehers, regardless of the pegligence of, and regardiess of whather lability wethout faclt ig impoesed or sought to be impesed on City, excapt ta the extant thas puch Iu.t:mrmy
is vaid nr othervwise unenlorcenbie undar applicable lavw, and except where such boss; damege, mjory, liakatity or ¢laim i3 te wsub ol the active regligence or ®ilifal mssconduet of City ane in
ok conembsed e by amy act of, o7 by any omission fo perform seme daety imposed by laow or ageesment oo Confractor, zesubconiraciors or erther's ageat or employes. The
indzmpity shall include, withous limitetion, ramnabde fees of nitarneys, connditant and experts and relaled costs and City's costs of investigating any clamy sgaiest the City, Inwddition o
Comiractor's ohiligation t mdsranify City, Contractor speci Geally scknowludges sid agroza tiat [ has an smaedsate sl indepeodent obligetion o defoud City from any clzim which actually or
paotstiaiiy falls within this Endemnification provisien, even if the allegations gre or may be grondless, false or fraudulznt, which chligation ariazs ar the e sach claim s tendesed 1o
t\:uun:ubgrt-}yundmnnm at &l thrnas thereafler Contracto shall indemnify and Sobd Ciry horm less Fram ot loss ard lahility, maluding nttameys’ feex, court cass and all other

i Far any infr of the patent rights, copyraghe, trade sizut or any other propristery rght o rademark, and all othei inlelkscunl property dams of any pecson or
paml nnging direcily oo nderectiy fram the receipt by City, or oy of its officem or ogemie, of sried=n or services io be aupphed in the perfurmance of this Agreemenl.

14. Linbility of City. CITY'E PAYMENT OBLIGATIONS UNDER THE AGREEMENT SHALL BE LIMITED TO THE PAYMENT OF THE COMPENSATION PROVIDED LINDER:
THIS CONTRACT, HOTWITHSTANDING ANY OTHER FROVISION OF THIS AGREEMENT, IN MO EVENT SHALL CITY BE LIABLE, REGARDLESS OF WHETHER ANY
CLAIM 1S BASED ON CONTRACT O TORT, FOR ANY SPECIAL, CONSEQUENTIAL, INDIRECT OR INCIDENTAL DAMAGES, INCLUDHMNG, BUT NOT LIMITED T LOST
PROFITS, ARISING OUT OF OR [N CONNECTION WITH THIS AGREEMENT OR THE SERVICES PERFORMED B COMNNECTION WITH THLE AGREEMENT,

15 Torminstlen and ‘Tormination far C . I b wvent Comraetor fails 1o perform any of s coligsimne undes tis costract, m addition wany olber remedies avadeble s City,
this conboct mey be beemineted and all of Contractor's rights hereander ended. . Terminabon will be effective after len deys’ wiitles nedice to Condracton, No rew work will e underakes, snd
o oW dieliveries will b mede, after the date of redeipt of sey potice of ienmnimation, or fve days after the date of ibe pobee, whichever i asrlise. ln e evant of sach tarmimation, Contractar
will he paid fiar these services perfonned, or defivenes nade, undar his corimet s the parigfaction of the City, up 1o the dete of teminstion, Howeves, Ciby may offset fratm sny suvh amounks
e Confracior any liguidated darmagen or ather cosrts Ciry ke or will Incor due so Conteaciee's nonperformanee. Any such offset by City will not constinate o wamer of apy other rrmﬂiul:_ay—
may have againe Contractor for finaecial injury or etherwise. Cloy ehall have toe aption, in b sobe discretivn, to werminses thes A greememt, at sy time Ausing the term hereal, for comvenience
amd without canse, City shall soeoise this option by giving Contiactor writken ootos of lrmimation, The notice @il specily the date on which sermination shall become effsstive. In G event
of goeh teermination, Canmactorn will be paid for those services performed, or deliverios made, purstiznt ta this comirnet, to the satizfcion of the City up fo the date of terminstion. In no even
shafl City be liable for cosss incurred by Costracior ar ey of ity sube ufter the terminatign dute fied by City. Such non-recuvernlie costs mehude, ot are not bmited o,
anbcipated prafits cn this conlmct, pestterminstian empioyee salanes, post-termination ld:mmstrlllvecwzmu o7 any ciher cosl which W not reasanaobin or autherimed under tkis suction.
They pection gheall not prevens Contmcter from recavenng cos nesessanily indamed i duccntiputng fumher woek, o canceling fanker delivecios, ender tha cantrect ofler recsipt of the
termanation nodice.

16 Nendisclosure of Privale, Proprietary or Confidentinl Information. 17 ihis Agreemeni mgaires Caty o disclass *Private Infonmation” to Contractar withon the ma:guﬂn‘ad‘S.n
Frangasse Admindstrwtive Code Chapter |26, Condrastr and sisbcondrscror shall uie such informatson onty in sccondance with the restriclions ststed o Chopter 138 and in this A gresmesi and

nuly o8 nedetsary in p!rfmn; 1he Services. Contractor is suhject to the enforcement and pesaliy provisies in Chapter 126, In the perfi of Services, Ci may have neceis in
Cy's proy Yo Il the desilostre of whick) b tkird parties may damage City. IF City discloses praprietary or confidanfind Infarmation n;l:ummr such
Authorized Signature

Invoice Procedures Manual
Page 43 Revised November 16, 2020



wifimmatisa must be kel by Cortracics in condidence s ussd only in parfarming the Agreement. Coneractor shall exencise the same stsndard of care w protect such informstion sy &
rearanably prudent contractor would wie 1o pratect its mam propristery or confidantial infermation.

17, Consideration af Criminsl Higtery in Hirlng und Emplayment Decislane,

n. Cantractor sgrect ¢ coanply fully with and be hourd by alf af the provissans of Chapics | 2T, "City ContractorSubcoincene Consideration of Criminal Histary in Hiring snd Emgployment
Decisivns,” of the San Francises Administmtive Code ("Chapiar 1777, Inohidicg e ramedes provided, and implementing regylations, s moy b ameoded fram timme o tme, The provisios
of Chapier 12T ars incarporated by refaence end made o pert of this Agresment as though fully set farth hersin. The text of the Chepter 127 i5 availahie om the web s hops/afges ongiolsairen.
Caontractor i required to eurmply with all of the spphcable pravisions of 12T, lrespective of the lising of obligations in this Sectian. Capitalized tarms wed in this Section snd not definsd in
thid Agreement shall have the messings amigred to pech tems in Chapter 12T

b, The requiremerdts of Chapter 12T shnll only spply to o Contraotcr's or Swbeomttasiods operations 1o the extent those cpembipas are in ferdiecanes of the performanse of this Agreement, shall
apply onfy to applicanty sd employecs whe would be or ere performing work in furtherance of this Ageeement, and aball apply when the phymcel Incation of the emplayment or prospestive
employmant of an individeal js whally or substantialby witiin ke Ciry of San Francisco. Chapter 11T shall eat apply when the appliostion in 2 particalar ceatext would soallet with Soden! ar
siate law o with & requinement o' govermment agency insplementieg foderal or stelo i,

18 Lmcal Business Emierprise nnd Nen-Diserimination in Contracting Ordinance. Coneractar, shall somply with 21| ehe requireisents of the Loval esineeo Enterprise and Mon-
Discrimination in Contracting Ordinance ss farth o Chupesr 148 of ihe Sen Prancigeo Adminksirative Cods = it now exists or 2118 may be amended in the future (eolloczisely the "LAE
Qrdmanee”). Contracenr i subject to the scformement and penslcy provisions i Chapter 198,

19, Nondbcriminatien Requirominis.

& Men Dizcrimination in Contracte. Confractor sl comply wril: the provisions of Chaplees 120 and 12€ of the San Francisco Adminismative Code. Contrscioe zhall incormuormie by
reference in all pubcontracts the provisioas of Scctions | JB.2(=), F2B.2(c)-(K), and 1203 of the San Feancizeo Admininrstive Code and shall roquirs all subcontractors i comphy with ek
provisions. Contractor (3 mabject bo (e saforcamant snd penalty provisions in Chepters 128 and [2C,

b. Mandiscrimimation in ibe Previson of Employes Benofits. San Franctsco Administaave Code 1382, Conmractor dees not nxof the dateof this Agreement, and will nne doring the term of
thiv Agrecament, i any of ik operaclons In Sen Francisce, on real property owned by Sam Francisen, or where woek iy being performed for the City glsewhers |n tbe Unized States, discriminatn
in the provision of employes benefits berween cnployees with domestic parmers and employees with spatses and/oe betwean the dormestio parmers and yposses of sueh e ployeey, subiject t
the ¢emdithons am forth in San Framoisco Admirisrative Code Sechipn 1202,

20, Machride PrinciplesNorthern Irelund. The provisions of $as Franclseo Adninsmative Code §12F sre incorporaied berein by thés reference nod madz part of this Agresment. By
ncceping this Agrosnsent, Contactar comfimmy that Contréciur hax reed and o that the City urges companies doing business |a Nomhem Lichad be resolve eenployment ineguities and
ter nbide by the MacBrids Principles, ond urges Sum Franci res b0 do baak vith corpatstiane that abide by the MacBride Pringiples.

1. Truplesl Hardwood sod Virgin Redwood Bun, Porruar o 5an Frasclseo Envisonment Code Beetion BOA(h), tha Ciry wnges Contractar nat to enport, porchass, ohtsin, o use for any
puepase, wny tropidal kerduwood, fropical mmlwood wood product, virgim redwood or virgin redwacd wood prodect, Costrsstos shall comply with San Francisoo Environment Code Chapter B,
which provides Wt sxcepl ds sxpreaily permetned by the application of Sections B02({b) and B03{b] of the San Francmeo Environment Codz, Contractor shull nod peevide amy baess to the City
m gerfarmante af this cortract which are mopical hardwoods, mopieal hardwood sood products, virgin redwiod or virgin redwood wood products. Contracior is subject o ihe penalty and
eitforcemist provisions of Chupder B.

21, Resource Conservafion, Conbractoragresy o comply fully with the provisions of Chagier § of ibe San Frasciscs Enviroament Code (*Riesoures Comagrvation™), e emended fram tims
ta dme. Snid provisioo are mconp Bacie by

13, Akohol und Drug-Froe Worlkplacs Poliey. Ciry reserves fba right 1o dery acces to, or mquire Contractor b remave from, City facitites peraones] of agy Costractar of subeenbragtsr
wha City kas resonable grounds to belisve has engngod in sleohol abuse or [llegal dnag aciiviy which in amy way impuira Cloy's abality io mabnram esfe work favifities or 3o protect the health
wited weil-briimyg of City emplovees and e general pablic. City shall have the right of final approval fior the entry or ve-sntry of sy such person peéviously derivd acuess io, or remuved from,
City foxilitie. [legal drog scovity mesns pesssazing, fumishing. gelling, offering, purchasing, using or being mnider the imfence of illegal drags ar osher coerod e subsiances for which e
individual Lacks 8 valid prescription. Alenhod abuse meany passersing. fumdshing, selling, offering, or wsing aboahafic everagen, or betgg andes the nfloence of alcohol

M, Complianee with Ansericans with Bisabilities Act. Conirscine acknowisdges enal, purmsnt ta the Amsricans wich [Hsabitities Act [ADAY peograms, services omd other activilio
provided by & public ealily 10 ihe public, whether directly er through & candracior, must be ocossible to the dismbled poblic, Contractor shell provide die Services in s minner fhal compliss
with the Americans with Dizabilities Act (ADAY, inchiding bun not lmited 1o Title I progrem =ocoms. requmements, and all ather applicable federal, staee and Incal disabiliny righis legistation.-

15, Sunshine Ordinosce Conirsoter acknowdedges char this Agrecosent od all records related fo s formstlon, Contracior’s porfanmence wsder this Agreement, aad Ciny's payment arg
waleet to e Califoemia Peblic Records A, (Californin Government Code §6250 21, neq.), sed the San Praocised Sunshine Didinaogs, (San Frasgismo Adminisretive Coda Chapter 67}, Such
recarrs ore mublact fo publie ingpecton snd copying ualess exerpt from dasctosre under federal, siste or Incal law

16 Limi nm Contr By g Ehiz AR , Confrasior asknewiedges that it 3 farmilinr with section 1.136 of the City's Campaign and Governmsntnl Conduet Code,
wilttch prohbbits any porion wh contrects with the City fur e resdition of’ parsonal services, for the fumnishing of any material. nepplles ar equipmens, for the sale o iease of sy land ar
teldieg, o lor s grand, loon or losn gosrsnise, from making any eximpeign contribution @ {1) ae individial holdmg o City elective office i the condract mas be approved by e individnal, &
foard oa which that ncividual serves, oo the board of a ssate agescy on which an appeiniss of that edividesl serves, (23 4 candidase e e ofos hold by such individual, or (3) 2 commiites
comomalsd by sk ndaviduinl, o aey time from the commencement f negotiabiors for the costroct wntil the fater af either the termination of negotiatioas for such contiact of 3ix mandis s
the date the ontract i approved. The prokibition en concributions apglies to each progpective party to the contract; each memiber of Cantrector's board of diecotors; Contracine's chaimerson,
chaef exeeative offizer, ehief fnancial officer and chiel apernting offizer; any person with an cwnerahip micrest of more than 20 pereeat i Contraston; any Mubcantmetar listed (s the bid ar
conimct; and sy cooicties thal [ sponsored or conirodled by Centractor, Ceniractor must inform eech sitch persen of the limitation an contributions imposed by Section 1,126 sed provids the
vames of ibe pericas requirsd 1o be sniprned o City,

17, Minimum Compensation Ordinnace (“MC0") = Service Contracts only. Contrazicr shal! pay covernd employees no iz than the p iom pecuired by Sam
Francisco Admintsiatve Code Cliapter 1 2P, Cenlmeise is suhject to the enforcement and penally provicions in Cheprer 128 By sipning and executinig this Agreesnant, Contractor cemi fies i#as

it is in commtinnce witk Chapeer 127,

28 Wealth Core Aceountebility Ordinnnce (HCAD] [Service contects inchuking agreaments beiween a Tenant ar Subtcnant lasing 1 year or mone andy], Contreior shall conply with
San Francisco Administrative Code Chapser 120, Congractor ghall ¢hocss sl perfioem ong of the Health Care Accoumability apthans s fonk In San Francisco Adminisrative Code Chepier
12013, Contructor 1 swbject 1o the eafarcement and pennlty provisions in Chapier (30

29, First Sowrce Hiring Frogram [if coniract is greater tham 530,000 2ad if Coetrooror has o office in Alumedy, San Froecisco or Son Muteo counties) Coneraetor st eomply with all of
the provisions of the Fird Soame Hinng Progmal, Chapter 83 of the San Francisco Adminisimtive Code, that apply tn this Agreement, and Confracior is subject o the eaforcement and penalty

provisions in Cherier K3

30, Prohibitios oo Uee of Publc Fasds for Political Activity. [n performing e Services, Comiractor shall eomply with San Francisco Adminlstrative Code Chapoer 120, which prohibits
funds sppropristed by the City for dhis Agreement from being expeniled to partscipats in, suppor, or atempt 1o infuence any politicn] ampazgn for 0 comdidate o far s ballor meapare
Cantracior is subject o the enforcement anil penalry provisions in Chepter 1200

31, Presevative-Treated Wood Prodeeis, Contractes skall comply with the proviviors of San Francisco Envisanment Code Chapter 13, which mquires thet sech Contmcior purchasing
preaervasive-teatad Wood products on bebalf of the City, shall anly purchase such products from the |55t of altematives sdopied by the Department of gie Eavisuuinen pursuant to Seetion 1302
of Chapter 13, unless otherwise granted an susmption by the enms of that Chapier.
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3% Use of Cily Opinioa. Costracior shall nol qucte, paraphease, or siherwise refer ta or use acy cpicdon of City, il officers of agents, regarding Coawactoes or Condraetoe's pesrformance
ureler ihds coniriet wilheat prior written permizsicn of Parchesing

33, Centraet [nterpratution; Chobee of Law/Venue; Assignment. Should sy quesnicns anse 56 10 the meaning and mbent of the contract, the matter shall be raferred to Purchasiog, who
phud] decide the tme meazning snd intest of the contvact. The farnstion, interpretation 2nd performasos af this Agreemest shall be govemed by the laws of the State of California. Yenue for &)

Hikigatian felstive bo e farmatine, interpeetation and performanie of e Agresment shell be in San Francisco. This Agreement mey be sssipned oudy with tbe wrinen approval of Perchasing
Ly wirhen ingtrument executed and approwed m ife dame tnannit &8 s Agresmsenr

3. Proposal, (fustEtion and Antachments. This contract F Ty efe ihe provt of ony related hid reques: issued by City, any bid scamtied by comeacto, ar both, Thas
conirit froomomes by refensmcs the provaion of any antachments.

35, Provisions Costrolling. Contracter agress that i the cveat of conflicting language between th costroct and Contractar's priated farm, the provisians of this cortract ghall ke
precedence, This section shell fupersede ny language in the contractar's bene and condition arempteng o enlify City vermns and conditions or i resohee lunpusge confticts in Bavor of the
coatrecine's teems and conditions,

36, Food Servies Warte Reduction Requirements. Canreacinr shall camply with the Frod Service Waste Reduction Ordinence, & sot fondi b Sen Franeiseo Baviconment Code Chapser
145, mchading hit nat limdtad 1 the remedies for noncomplinnce provided thersin.

37, Slavery Ern Discbosmre, [This prragraph applies if this contract is for financial servicss, esusnee, or texeiles,] Conractoc shill comply with Sap Frarcisco Administrative Code
Chageer |27, San Francisco Stavery Bra Disclosane Ordinance, including bt not limised 1o Contractor's affirmedive dusy to research and disclose evidence off Coatracios, ils pareat oo
iiary gty of & P or Company’s Farticipetion in the Slsve Trade or receipt of Prodits from the Slave Trade, Contrmctor is subject i the enforcement and penalzy provisions in

Chapter 12Y.

3H. Sugsr-Swestened Bevernge Prokibition, Contsactor spress it it will nos s=ll, prosade, or otberaiss distribate Sugar-Swestened Beverages, as defined by Sun Francisco
Administmbive Code Chapter 100, a8 part of its performance of this Agreesnent
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Attachment D

Direct Versus Indirect Costs

Direct Costs:

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

Indirect Costs:

Indirect cosis are the costs that are NOT cleary identifiable and attributable to a
specific program, or activity. Agencies must have a documented, consistent
indirect cost allocation methodology across all programs, activities, and funding
sources. Refer to the San Francisco Oifice 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:

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

Human Resources
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Attachment E

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

Why is the City Controller 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 nonprofit contractors. These cost allocation 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 fo funding sources. Many funding sources, inciuding 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 allocated to a particular program and funding
source. Many funding sources also require a written cost allocation plan that describes how
shared costs are charged, and the logic behind the percentage aliocation.

How do Federal reguirements 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:

< Reasonable

— Ordinary and necessary

— Comparabte t¢ 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).

o Allowable

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

s Allocable
— 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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¢ multiple 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 aftributable 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 fo an award as an indirect cost. Costs
identified specifically with awards are direct costs of those awards and are to be assigned
directly fo 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 to 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 all final cost objectives.
The costs of activities performed primarily as a service fo members, clients, or the general
public, when significant and necessary to the organization's mission, must be freated 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 fundraising costs, and may include the
following types of activities:

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

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

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

« Meetings and conferences except those held to conduct the general administration of
the organization.

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

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

o Salaries and benefits for employees working with clients that are served through a single
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 andfor
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 characieristics and accounting practices of nonprofit organizations, it ts
not possible tc specify the types of costs, which may be classified as indirect costs in all
situations. However, typical examples 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 also be categorized as
an indirect cost, however these are subject to review by the graniing agency and / or the
Controlier's Office.

What are allowable 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 aliocable thereto under these
principles.

« 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.

e Be adequately documented.

What is a reasonable cost?

A cost is reasonable i, 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 shalf 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.

s 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.

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

What are allocable costs?

A cost is allocable to 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 tc 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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e |sincurred specifically for the award.

+ Benefits both the award and other work and can be distributed in reasonable proportion
{o the benefits received, or

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

= Any cost allocable to a particular 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 its 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 aliocation plan.

lllustration of Indirect Cost Allocation

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

The Heiping 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 2 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, Adminisirative
Assistant/Receptionist) and finance (Controller, accounts payable, and payroll) salaries and
benefits cost each month {otaling $15,000. The agency must allocate these indirect costs to alt
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 smaller 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 our 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 simitar (no highly paid
professional staff in just one 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. (includes 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/$70,000 x $13,700)

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

Example 3: Allocable Direct Costs

The Helping Hand Agency is housed in a 3500 sq. foot facility. Approximaiely, 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

9/23/2005 5
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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

+ OMB Circular A-122: Cost Principles for Nonprofit Organizations
hito/Avwwe whitehouse gov/iomb/oircutars/at22/2122 himt

o American [nstitute of Certified Public Accountants (AICPA)
Dtip/hwww . aicpa org/index. him
hitp:hwww aicpa org/Audcommetr/toolkitsnpo/homepage him

« Alliance for Nonprofit Management
htto:/iwww allianceoniing org/FAQHinancial management

» Compasspoint Nonprofit Services
http:/iwww4 compasspoeint.org/p. asp?WebPage |D=707&Profile 1D=128167

e Independent Sector
hitp/iwww independentsector. orgfissues/sarbanesoxiey.hitm
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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 [nia
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 UoS 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
cbhsinvoices@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 ltems as shown on FTE TOTAL INVOICE FTE 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 0 $0 0%
Operating Expenses: (List expense Line ltems 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 Minager: 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
CONTRACT PURCHASE ORDER #.:

CONTRACTOR:

ADDRESS: CMS #

PROGRAM NAME: INVOICE NUMBER

BUDGET TERM: FUNDING SOURCE:

DPH SECTION| APPENDIXB #:

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 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 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
[ (CDTA) Program Manager (PM)

| -

' CDTA PM forwards the requestto Loy igganlrfﬁggjiﬂits !
‘ System of Care (SOC) Director for | ihain re?m?rns i requeﬂ

agprosal to CDTA PM

| Denied |Approved
| Doriea | i

CDTA PM communicates W | CDTA PM sends to the Invoice |

|  denial to the Contractor Analyst
A
Invoice Analyst reviews the line item budget to ‘
ensure it aligns with the Appendix B, then sends |
| to Budget Analyst |

| Denied l——* Budget Analyst reviews the request ‘
R % |

4
Approved ‘
|

I 2

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 Coffax, MD
Director of Health

City and Coundy of San Francisco
London M. Breed

Mayor

San Francisco Department of Public Health

Policy & Procedure
Poficy & Procedure Title: DPH Policy on Invoices Submitted Offline (Mot Directly Submitied in PeoplaSoft)
Category: Fiscal
Effective Date: 04/21/2020 | Last Reissue/Revision Date: n/a
DPH Unit of Griﬂin: Fiscal
Policy Contact - Employee Name and Title; andior DPH Division:
Drew Murrell, Deputy Financial Officer, Finance
Contact Phone Number{s): Drew Murmrell, 554-2533

Distribution: | ¥ not DPH-wide, other distribution: DPH Central Accounting Office
ANl sectzons m iable regaTed.

Accounting Policies and Procedures issued by the Office of the Controller provides guidelines for
accepting invoices (electronic and hard copy) offiine (not directly submitted in PeopleSoft). Departments
that want to accept electronic invoices from suppliers and contraciors must maintain departmental
policies and procedures to ensure adequate tracking of invoices and avoidance of duplicate
billingdpayment.

Previcusly, DPH requires supphers, confractors, 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 facifitate the payment process on a timely manner, DPH is revising its policy and
procedure as follows:

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

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

chbsinvpicesi®sfdph ore: Health Service contractors should submit invoice to Health

Service invoice analyst email address at: gigsofficed@sfdoh ore All other contraciors
and suppliers should submit invoice to 1380 Accounis Payable - Contract unit at:

Contract Invoice @sfdph.org.

i. Al other vendors and suppliers:

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

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

;. City and County of San Francisco

ey

'@:g;it{i'f‘-{_ & Office of the Controller
Departmental Guidelines Mao. 007-11 DATE OF ISSUANCE
Advance Payment to Vendors Processing Guidelines March 15, 2011

Contact: Alan Pavkovic, alan.pavkovic@sfgov.org, 415-554-6809

APPROVED FOR DISTRIBUTION:

Ben Rosenfield, Controller
Purpose of Guidelines

The purpose of this document is to provide departments with guidefines and prereguisites
for advance payments or prepayments to contract providers.

Authority

Theze guidelines are izsued under the authonty grantad to the Controlier's Office in City
Charter, Aricbz |, Sec. 3.105.

OVERVIEW OF ADVANCE PAYMENTS OR PREPAYMENTS TO CONTRACT
PROVIDERS

The City recognizes the contributions that community-based orgenizations provide to its
regidents. In agreeing to serve the needs of the community, such organizations rely on
limited financia! resources and personnel to carry ouf their migsions. Contracting
govermnment entities who are themselves burdened with budget conzatraints understand the
need {0 assist these non-profit organizations in some ways but with no added financial
burdsn to the City.

Advances or prepayments are allowakble 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 coniract providers, who have been awarded the confracts according to the
City's procurement and contracting rules and regulations. If the original contract does not
allow advance payment, then it needs to be amended to include prepayment provizion. In
the event the funder does not aliow advance payment, the City deparment should not enter
into such agreement with the coniractor or sub-recipient. Any City agsncy's agreement
allowing grepayment to & vendor should be based on the department’s assessment of the
organization’s financial situation, proven track record of providing services, jusiified needs for
advances, as well as compliance with City’s purchasing and contracting rules and
regulations. Periodic reconciliation, service tracking, and control procedures must be clearly
defined in the contract, az they are critical to the effactiveness of this arrangement to prevent
overpayment, misuse or loss of City funds.

Conirollers Cfice = iy Hall Room 316 = 1 D, Cardron B, Goodlet! Flace = San Francisco, A 94102
4155547500
Ity sfgow. ong'contrafler
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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 Over
Appropriate
Use and
Colfection 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 nof create a
difficult cash management situation for the department.

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

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

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 depariment’s
assessment of satisfactory contract performance to date.

Require review and approval of advance and prepayment requests by
responsible managers, and approval from the Depariment Head or haghest
financial officer in the depariment.

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

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

Ensure funds are available before izsuing contract, and encumber funds
a5 300n 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 fo
certify that prepayment is explicitly allowed in the confract.

Page 2af 4
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City Agency - o process voucher of a purchase order or encumbrance payment. DO NOT

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

; ts (from FAMIS-Purchasing system) or TC210 (FAMIS-Accounting) to

in FAMIS process advances to 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
into FAMIS and recorded with a transaction 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,
lqna:lmﬁdddmeldmdmmmum)ormm
(GL201)

& Apply repayment of advances against subsequent invoices according to
repayment agreement between the City Agency and contract provider.
Process the net reconciled amount using applicable transaction code
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— s Review invoices in detail to ensure payment only for actual and authorized
:”"mm services rendered for the penod indicated.
‘:g‘“ * Maintain accurate records of advances that match the balance in FAMIS

Overpayment vendor history. Depariments 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.

¢ 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 34
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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 timelfines, 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 departments.

Page 4ord
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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 | %ofTotal | Salaries |%ofTotal | Salaries | %ofTotal | 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
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Attachment N

San Francisco Health Network

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

San Francisco Department of Public Health
Policy & Procedure Detoil

Policy & Procedure Tithe: Subcontracting Regquirements

Categpory: CDTA Tedhnical Assistance

Effective Date: March 2013 I Last Revision Date: March 14, 2013

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

Policy Owner: Erik Dubon Phone: 2553917 I Email: erk.dubon@sfdph.org

Distribution: DPH-wide [] ves Other: As specified in Purpose of Policy

Policy

Contracts that contain subcontractor/consultant 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
subcontractory consultant contract is on file with the COTA Program Manager.

Procedure

Agencies 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;

&) Invoicing and reporting reguirements and timelines;

71 Term of agreement;

B) Dates and signatures of the Executive Directors of both agencies; and
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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
§£5128.2{a), 12B.2{c)Hk]}, and 12C.3 of the San Francisco Administrative Code (copies of
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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

Cutside firm to provide [T Support Services, etc
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