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Introduction

This manual will assist authorized users in accessing electronic client information relating to individuals under the services of the New Jersey
Division of Developmental Disabilities (the Division).

The Division is utilizing a File Transfer Protocol System (FTPS). In order to get access to the system, agencies who have qualified through
the Divisions Individualized Community Supports and Services (ICSS) Request for Qualification must submit an application (Appendix 1). This
application needs to be completed in full and contain all relevant signatures. Only forms with original signatures submitted to the Division will
be accepted. Instructions on where to send the completed application can be found on the form.

Once the application is received by the Division it is processed. User Names and Passwords should be active within two weeks of receipt of
the completed application. Agencies will not receive a notification of the application being processed and that the requested User Name and
Password is active. To determine if these items are active, an agency should attempt a log in to the system two weeks after the application

was sent to the Division.



Downloading FileZilla

FileZilla Client download site: http:/filezilla-project.org/download.php?type=client

1) Choose the latest version of FileZilla Client
Client Download
The latest stable version of FileZilla Client iz 2.3.5.1
Flease select the file appropriate for your platform below,
© windows &7

= FileZilla_=.2.5.1 winz2-setup. exe & (recommended)

= FileZilla_2.3.5.1 win32.zip

Windows P, Wista and Windows 7 are supported

2) Click on Save File button to save the file to your computer or a thumb drive



Opening FileZilla_3.3.5.1_win32-setup.exe

You have chosen ko open

[ Filezilla_3.3.5.1_win32-setup.exe

which is a: Binary File
From: http:/fsuperb-seaz. dl. sourcefarge.net

Whauld wau like ko save this file?

Save File ] | Cancel

3) Go to the location where the file was saved and double click to launch the installation



Z FileZilla Client 3.3.5.1 Setup

License Agreement
Please review the license terms before installing FileZilla Client 3.3.5.1. E

Press Page Down ko see the rest af the agreement,

GMU GEMERAL PUBLIC LICEMSE E
Version 2, June 1991

Copywright () 1989, 1991 Free Software Foundation, Inc.

59 Temple Place, Suite 330, Boston, MA 02111-1307 USA
Everyone is permitted to copy and distribute verbatim copies
of this license document, but changing it is not allowed.

Preamble

) The_licenses Far most s_u:uftware are designed to kake away your "

If wau accept the kerms of the agreement, click. I Agree ta conkinue, You musk accept the
agreement to inskall FileZilla Client 3.3.5.1.

[ I Agree l [ Cancel

4) Click the | Agree button
5) Click Next to allow Anyone who uses this computer (all users)



Z FileZilla Client 3.3.5.1 Setup
Choose Installation Options
Who should this application be installed For?

Please select whether yau wish ko make this software available ko all users or just yourself,

{(®) anvone who uses this computer (all users)

(3 Qnly For me (mili)y

Installation For all users requires Administrakor privieges,

[ = Back ]MEXI:} | [ Cancel

6) Make sure all checkboxes are checked and click Next



Z FileZilla Client 3.3.5.1 Setup

Choose Components
hoose which features of FileZilla Client 3.3.5.1 wou wank to install,

install, Click Mext ko conkinue,

Check the campanents you wank ko install and uncheck the companents you don't want ko

Select components ko install: FileZilla Client SlatH e
Icon sets
Language files
shell Extension
Ceskkop Icon
Space required; 16.0MB
< Back ” Mext = l [ Cancel

7) Click Next to use the default Destination Folder



Z FileZilla Client 3.3.5.1 Setup

Choose Install Location
—hoose the Folder in which ta install FileZilla Client 3.3.5.1.

Setup will install FileZilla Client 3.3.5.1 in the Following Falder, Ta install in a different Folder,
click Browse and seleck another Folder, Click Mext to continue,

Destination Folder

_:'Program FilesiFileZilla FTP Client | Browse, .,

Space required; 16.0MB
Space available: 9.6GE

< Back ” Mext = l [ Cancel

8) Click Install



Z FileZilla Client 3.3.5.1 Setup

Choose Start Menu Folder
—hoose a Skart Menu Folder For the FileZilla Clienk 3.3.5.1 sharkcuks,

Select the Stark Menu Falder in which yau would like ko create the program's sharkouks, You
can also enter a name to create a new folder.

ileFilla FTP Clienk

Accessaries s
AbAM =
Adriniskrative Tools

Alloy Software

Check Paoint SmartConsole RES L
Check Paink SmartConsale R7 1
Dell Inc

Elaborate Bytes

Enforsys Polisys® RMS
GLPRO

HttptWakch Basic Edition

|:| Do not create shorbcuks

[ %

< Back ” Install l [ Cancel

9) Click Finish to launch the program



B FileZilla Client 3.3.5.1 Setup A=)

Completing the FileZilla Client
3.3.5.1 Setup

FileFilla Client 3.3.5.1 has been installed on wour compuker,

Click. Finish to close Setup,

Determining User Name and Password

Agencies

If you have submitted a System User Application and it has been processed please use the following convention to determine your User Name and
Password:

On the application — you indicated the following as your name:
First Name: John Middle Initial: S Last Name: Doe

Last 4 digits of SSN: 1234




Your User ID = 1% Initial + Middle Initial + Last Name = jsdoe

The User ID Field is not Case Sensitive (No Capital Letters Needed)

Password = Last Name (1% letter is Captial) + last 4 digits of SSN = Doe1234

For the Password Field, the first letter of the last name must be capitalized and the rest must be lower case.

State Staff

State Staff who have applied for access to the FTPS system will be designated the same user name and password for the system that they currently use to
access their DHS email account. When completing the application please indicate your user name (password not needed) that you use to log into your
computer in place of last 4 digits of your social security number.

Configuring FileZilla
How to establish connection to the DHS FTPS site

Know the difference about Explicit SSL and Implicit SSL

Explicit SSL uses an explicit command (such as AUTH SSL or AUTH TLS) to ask a FTP Server initiating a secure control connection. The
FTP server must support AUTH, PBSZ, and such kinds of commands.

Implicit SSL uses SSL socket to connect to the FTP server from the beginning. Today, most FTP servers can support this mode.

Pre-requisites: 12



- FTP Client that supports FTP over Implicit TLS/SSL (ex: Filezilla or AnyClient)
- Permission to access the FTP site (Contact: Michael.Li@dhs.state.nj.us)

Note: This document is based on the FileZilla client. You can download this software from http://filezilla-project.org/download.php?type=client

Enter credentials for quick connection:

Launch the FileZilla program and enter the credentials
Host: ftps.dhs.state.nj.us
Username: Refer to Page 8 of this manual
Password: Refer to Page 8 of this manual

Port: 990
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& FileZilla E@]EI

File Edit Wiew Tran Server Bookmarks  Help
RAlE D SR A R Al )

Hosti | Ftpsi/iftps.dhs.state | Username: [catmil | Passmord: [esesssss | port: [990 | [[Quickeonnect (7]

Local sits: | Vdhs-co-Fs1.co,dhs.stake ni.UsIHFMIETPS) ~ | Remote sitet
L) My Documents -~
= ¢ My Computer =
[ - Oy
o -
£ |
Filename = Filesize, Filstyps | Filename  © Filesize Filetype Last modifisd Permission: <
[£] welcome. bxt 594 Text Doc
Mot connected ko any server
< | 3 | I >
1 File. Tokal size: 534 bytes ok connected
ServeriLocal fils Direction | Remote fils Size | Priority Status
Queued files | Failed transfers Success ful transfers

OR setup connection profile:

1. Bring up the Site Manger from File-> Site Manger
2. Populate your login credentials for connection. Ex. User Name jsdoe; Password: Doe1234 (Please ignore the CO\ prefix).



3. Select Server Type to FTPS-FTP over implicit TLS/SSL

Site Manager,

Select Entry: —— -
zeneral |.ﬁ.dvanced | Transfer Settings | Charset. |
Ly My Sites
m FTPS-PROD Hosk: |Ftps.dhs.state.nj.us Port: |99|:| |
L FTPS-STGNG ——
Server Tvpe: |FTF'S - FTP over implicit TLS/55L » |
Logon Type: |I"-.I|:|rmal v|
User: ||:|:|'|,mili |
Passwiard: |||-|||-|| |
Account: | |
Comments:
[ Mew Site ] [ Mew Eolder ]
[ Mew Bookmark, ] [ R.ename ]
[ Delete ] [ Copy ]
[ Conneck ] [ (0] 4 ] [ Cancel
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Click on the Advanced tab

Enter a default local directory on your PC for FTP file transfer

Enter the Default Remote Directory /FTP-DDD/DDD_DC as indicated below
Click Connect to save and establish connection to the FTP server

No o s

F ™
Site Manager M

Select Entry:
General | Advanced |Transﬁ=-_r Settings I Charsetl
L My Sites
t il FTPS Server Type: [Default (Autodetect) "]

[T Bypass proxy

Default local directory:

Browse
_ Type this
Default remote directory: l "
exac as |
[FTPDOD/ODD_DC|  ~<mm— Y
appears
[T uge eynchronized browsing

Adjust server timezone offset:

] = Hours, 0O = Minutes

- -

[ Mew Site H Mew Folder ]

[ Mew Bookmark: ] [ Rename ]

[ Delete ] [ Copy ]

[ Connect ] [ (5] 4 ] [ Cancel




The Filezilla client, by design, shows the web site security certificate with any connection attempt. Normally, applications don’t do this with validated
certificates. The certificate information displays like this:

Unknown certificate El

3 The servet's certificate is unknown, Please carefully examine the certificate to
\2 make sure the server can be trusted.

Details

Walid From: 1211972010

valid ko 1212002011

Serial number: S54:a4:13:70:05: 7 1eide:5d: 9eiea: OF 7o 07 14060

Public key algorithm: RS54 with 1024 bits
Fingerprink (MDS):  1d:F7:23:a7:6e:86:13:20:57:19:33:0b:2d: 90:05: 3b
Fingerprint (SHA-1Y: c2:12:df:94:da:37:7d:bl:7a:8d:7f:d0:bb:as:f4:55:0d: 64 60, 43

Subject of certificate Certificate issuer

Common name;  Ftps.dhs.state.nj us Common name: YeriSign Class 3 Secure Server CA - G3
Organizakion: Mew Jersey State Government Qrganization:  WeriSigr,nc.

Unit: MIDHS Linik: Werisign Trust MNetwork,

Counkry: us Terms of use at htkps: j vy, verisign.comfrpa ()10
State or province: Mew Jersey Caounkry: Uz

Locality: Trenton

Session details

Hast:  Ftps.dhs.state.nj us: 990
Cipher: ARCFOUR-128

MaZ:  MDS

Trusk this certificate and carry on connecting?
[¥]iiways frust certificate in FUEUre sessions.:

[ Ok, l[ Cancel ]

To ignore this certificate warning for all future connections, check the box “Always trust certificate in future sessions” and click OK.



To Transfer File: Select your destination folder (the location where the file will be transferred) by double clicking it. Then select and double click the file
from your source folder to transfer it over to the destination folder.

Note: From the screen below, the “Local Site” window is showing your PC drives and the “Remote Site” is showing the FTP share folders.
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File Edit Wiew Transfer Server Bookmarks Help
Earierm =1 ol
d-Frezlesy Dy EEXATN
Host: ‘Ftps:.ifftps.dhs‘statel Username: |co\rmh ‘ Password: ‘..-u.n | Part: | | I Cuickconnect ]B
Skatus: Retrieving directory listing. .. A
Command: PWD N
Fesponse: 257 "" is current directory.
Command: TYPE L
Response: 200 Type sek to I,
: PASY
227 Entering Passive Mode (205, 148,63,23,19,143)
LIST
: 150 Opening BINARY mode data connection.
Fesponse: 226 Transfer complete,
Skatus; Calculating timezone offset of server...
Command: MDTM Welcome. kxt
Response: 213 20110111160302
Status: Timezone offsets: Server: -16000 seconds. Local: -18000 seconds., Difference: 0 seconds. L
Skatus: Directory listing successful ~
Local site: ‘ CAFTPAPROD) + | Remaote site: | ! v
1 PROD ~ [=Y]
13 dipro
123 Inetpub =
i Intel
47 MO ache i
Filename  © Filesize: | Filetype Filename ~ Filesize | Filetype Last modified Permissions | CwnerfGrou
- =
E] tielcome. bxt 594 Text Document _ADVOCACY File: Folder 2/25/2011 11:5...
8| 1ew Rich Text Document 7 RichText Format | 75 _mMaHs File Falder
() _PUBLIC File Folder
[ File Folder
[C3Document File Falder
[2PROD File Folder
< > |< | &
2 files, Tokal size: 601 bytes Selected 1 file, Total size: 594 bytes
Server/Local file Direction  Remote file Size  Priority Status
Queued files | Failed transfers Successful transfers
4 #]Em Queve: empty oo

To process a file transfer in the queue, select and right click on the file and then select “Process Queue” from the pop-up menu or use the green arrow
button on the top menu



& FTPS - ftps://portalimili-mgrzftp-test. dhs.state. nj. us - FileZilla

File Edit WYiew Transfer Server Bookmarks Help
==l = - — =y
MNFEEEEEE T~ )
Hosk: l:l Username: I:I Password: | | Port: | | I Quickconnect ]E]
Fesponse: 220 Department of Human Service -
Command: LISER. portalimili-nigr B
Fesponse: 331 Password required For portalimili-nngr,
Command: PaSS wdkEdk
Fesponse: 230-weelcome to DHS FTPS Site
Fesponse: 230 User logged in.
Command: OPTS UTFS oM
Fesponse: 200 QOPTS UTFE command successful - UTFS encoding now OM,
Command: PESZ 0
Response: 200 PESZ command Ok
Command: PROTP
Fesponse: 200 PROT command Ok
Skatus: Connecked
Skatus: Retrieving direckory listing. ..
Command: P
Fesponse: 257 ""is current directory, |
Skatus: Directory listing successful w
Local site: | ‘\dhs-co-fs1.co.dhs.skate . nj. usthFimiliyFTPS), + | Remote site:! | ! w
= :} My Computer ~ =)
B A
- O —
s Dt
A E: b
< | > ” . ” e o
— — Filename  # Filesize = Filetvpe Last modified Permissions OwneriGroup o
Filename # Filesize = Filetype Last |13,
.. [C)aspret_c... File Folder 10/29/2010 2:4...
& CAIUASTY. htm 3,020 Firefox Document 1179y @_New folder File Folder 11/8f2010 10:4.., e
¢ | 5 | |® cawas... 3,020 Firefox Doc... 1182010 3:31.., 3
1 file. Total size: 3,020 bytes 2 files and 2 directories, Total size: 3,053 bytes
ServerfLocal file Direction = Remote file Size | Priority Status
é ftps:{fportalimili-mgr@ftp-test .dhs .stake.nj.us
Yidhs-co-F Pro =
Stop and remove all
Remove seleched
Queued files Default file exists action... T
Sek Priority ] -
Action after queue completion ¥ 1'3 FEE Queus; 336 ee

Support Contact

Primary:
Michael Li
Michael.Li@dhs.state.nj.us

(609) 984-5551
20



Getting Started

Once a user logs into the system it will bring them to the below directory. (If this is not the directory you see, log off, then refer to page 11 of this manual
and fill in the Default Remote Directory as written. After you have done this log back in).

[Z DDDFTPS - ftps:/ /JSSEIFRIED@ftps.dhs.state.nj.us - FileZilla = | = Ill
File Edt View Transfer Server Bookmarks Help
r 5 2 =il =
[A-FE e SRS e R 0
| Hosk: I Username: I Password: I Port: I Quickconnect IVl
F.esponse: 150 Opening BINARY mode data connection, ;l
Response: 226 Transfer complete.
Skabus: Calculating timezone offset of server...
Command: MDTM FTPSMasterTracking, s
Response: 213 20110815140609
Skabus: Timezone offsets: Server: -14400 seconds. Local: -14400 seconds. Difference: 0 seconds.
Skabus: Directary listing successful j
j Remote site: | IFTP-DDDJDDD_DiC -
Bl EI=) El
() FTR-CEYT
-3 FTP-CO
{3 Ms0Cache J [ FTP-DCF
--@ Program Files Euﬁ FTP-DOD
{3 QAWIN - DDD_DC ||
{C5) RECYCLER. {7 FTP-DFD
H {3 System Yolume Information hd| {3 FTP-DMAHS hd|
Filename / | Filesize | Filetype | Last modified | Filename | Filesize I Filetype | Last modified | Permissions | O
D. [=
@_]FTPSMasterTrack‘.. 10,752  Microsoft Excel ... Sf18/2011 10:06:0... [Chareenbraok DC File Folder g/18/2011 10:0...
[T Hunkerdon DC File Folder g/iafzo11 10:0..,
(CNew Lishon Do File Folder S/18f2011 10:0...
[CNarth Jersey DC File Folder g/18/2011 10:0...
() ¥ineland DC File Folder g/17/2011 5:25..,
(Cwondhine Do File Folder S/18f2011 10:0...
Chwoodbridge D File Folder g/18/2011 10:0...
@_]FTPSMasterTracking.xls 10,752 Microsoft E...  8/18/z011 10:0, ..
W Read Me First, doc 28,672 Microsoft ... 8/17/2011 S:42..,
] systseriapp. doc 76,800 Microsoft ... 8/17/2011 5:25...
4 e
1 file. Total size: 10,752 hytes 5 files and 7 directaries. Total size: 116,224 hytes
ServerfLocal file Direction | Remote file | Size | Priorit | Skatus |
Queued files | Failed transfers Successful transfers
,ﬁ £ B3 |Queue: emply *e

Fistart| & @ © [ ¥ 2] (O] E & =2 window... +| & poDuweh -.... | [#]2 Mirasof... - []2 Microscf... <] (O] 12 Micros... ~|[[F pbOFTPS -... [« |O]@5 6:0zPm

There will be a folder for each DC where the individual client files will be located.

Users should first download and open the Read Me First file for directions.



Users will be directed to download and review the FTPSMasterTracking.xls file.

=l=1x|

@J File Edit Wew Insert Format Tools Data  Wndow Help Type aguestionfor help = _ & X
EHRSGRITHEI$BA-F/ -0 (A Hi @su -0
o i s R | & = H Arial - 10 - [ u $ % 3 50 5%
d=g
A1 - F Master Tracking Sheet
A ] B el o | E |[F[] & H J K L M N [ o [ =
1 [Master Tracking Sheet =
2
Agency Group #ofFiles |Self Up To DDRT | Countyf Transitional Case Proposals |Placement
|dentified |DC Mame |dertifier Behaviar |Madical | MUSt COvEr TCM Phone Raguirad
Res and Day
3 |for Group # on Server |Care Senices) Region Manager TCM) Due By bry
| 4 [MNo Vineland DC 1 4158 3 3 4 1§ 162,400 |Cumberland [Herman Munster |356.696.5555 | 9715411 33012
| 5 |Mo Yineland DC 1 4652 2 1 3 2§ 145,050 |Cumberland |Herman Munster [556.696.5555| 941511 33012
| 6 [No Yineland DC 1 4213 2 2 3 1| § 142050 |Cumberland [Herman Munster |356.696.5555| 9715411 343012
7 Mo Vineland DC 1 4147 3 1 4 1[$ 158,050 |Cumberland [Herman Munster |B56 596 5555 9415411 3430412
| 8 |Mo Yineland DC 2 5123 3 4 2 Gl § 190,100 |Mercer Carmen Santiago |556.696.5555 |  8A15/11 1/3012
9 Mo Vineland DC 2 5562 4 2 1 5| % 162050 |Mercer Carmen Santiago |356.696.6556 |  8A15/11 1/30A12
10 | Mo Vineland DC 3 4875 2 1 3 1] % 138,050 Burlington  [Carmen Santiago |856.596.5555 911411 28A2
| 11 |Yes ineland DC 4| 2356 3 1 4 1| % 158,050 |Cumberland [Herman Munster |356.696.5655| 9/10/11) 12/30/11
| 12 |Yes Yineland DC 4 1648 3 2 3 1| § 142050 |Cumberland [Herman Munster [B56.696.5555| 9/40411] 12730411
| 13 | Yes Wineland DC 4| Sobk 4 1 3 3| % 138,050 |Cumberland |Herman Munster [B56.696.5566| 9/0/1( 123011
14 |Yes Yineland DC 4 4235 3 2 3 4§ 152050 |Cumberland |Herman Munster |856.696.5555| 9A40A1[ 12430411
15

| S R R S N et Eed P
0| |~ |0 1| &= Wk = | 0| |0~ m

0
4 4 » M[ySheetl f Shestz2 4 Sheet3
Ready

@start| & & © [#] =] 2] O] B B

I«

il

)2 swindows Ex... ~| &7 pooweb - micr... | [#]2 Micrasoft ... «| (58] 2 microsaft of. .

HUM

v| |©] 12 Microsoft ... v| « | 0|8 6:11Pm

This is a key file which will guide the user in determining:
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1. Whether the individual(s) have identified an agency or not
a. If a No is indicated then the grouping is still searching for an agency to work with

b. If a Yes is indicated then the group is currently working with an agency and there is no need for a proposal to be submitted (The
file will be updated to reflect and changes in this status so please review often)

The number of individuals in the housemate grouping

The housemate groupings number

Identifier for the individual

Number of files on the FTPS

The individual’'s Self Care, Behavioral and Medical DDRT Score
The individual's up to Budget

The geographic preference for the group

© © N o O A~ DN

The name and contact information for the Transitional Case Manager (TCM)
10.The date by which proposals are needed
11.The date by which placement is needed

Agencies should review the material and if interested contact the TCM listed for further information.

23



Instructions for using the FTPS System

1. Select and download the FTPMasterTracking.xls file onto your computer
2. Open the file for review

a. A group of individuals is only eligible for placement if the ‘Agency Identified for Group’ field states ‘No’
b. Ensure your agency:

i
ii.
iii.
V.
V.

Is qualified for the medical and behavioral levels of ALL housemates
Has an approved Policy and Procedure Manual

Will provide service in requested county

Can submit proposal by indicated Proposals Due By date

Can accommodate placement by Placement Required By date

c. If your agency finds a group of individuals it wishes to learn more about:

Write down Group Number, DC Name, Identifier and Number of Files on Server for each individual in the housemate
group

Open the folder of the name of the Developmental Center where the individual resides

Locate and Download all files beginning with the 4 or 6 digit identifier for each individual

Review files

If interested, contact the Transition Case Manager (TCM) referenced on the sheet to set up record reviews and meetings

with individual(s) and staff
Submit proposal to TCM by date indicated

24



Please Note:

e First floor housing will be required for all residents unless explicitly indicated otherwise

e If anindividual uses specialized equipment (Oversized wheelchairs, hospital beds, etc..) the agency will need to obtain the dimensions of
the equipment prior to acquiring a home. This is to ensure that hallways are wide enough, etc...

e Agencies will be required to maintain the Essential Lifestyle Plan (ELP) for the individual after their discharge from the DC. As a result,
agencies should start to have their staff trained on Person Centered Thinking and ELP

e The up to budget for each individual must cover all services related to them (Ex. Residential and day services; Housing, etc...)

e When writing proposals, the agency should verify with the TCM whether the person will be utilizing Division of Vocational Rehabilitation
Services, Medical Day Services or any other day service not paid for by the Division. If the person will be using such a service, $30,000
must still be backed out of the budget so it is in reserve should the person need a Division funded day service in the future.

e Agencies must have the ability to develop housing and obtain licensing within the timeframe for each group of individuals

e Groups of individuals are non-negotiable. An agency must commit to serving each individual in the group — not part of the group.

e Agencies will be required to completed the following documents that will serve as the Proposal (These can be found in the Proposal
Templates Folder — Agencies should use the individual’s group number and initials as the identifier for the person in all documents, not
the name of the individual. This will allow for the information to be emailed to the Division when completed without a violation of HIPAA)
for the group and individual:

o Program Description — This will serve as the proposal for the group. Your agency will not need to consult your program
developer for review unless it is the selected agency for the group/individual. This is in place of the previous narrative that was
required. Please do not use the names of individuals in this. Only use identifiers such as initials.

0 Residential Services Summary — This is the proposal for the individual's residential services. Please do not use the individual's
name. The Group Number and Initials of the individual will serve as the identifier.

o Day Services Summary — This is the proposal for the individual’s day services. Please do not use the individual’s name. The
Group Number and Initials of the individual will serve as the identifier.

0 Budget Form

= Complete one budget for the entire home. Ex. Ifitis a group of 4 people you will submit one budget. Start up is
permitted. 1 month operating and two months staffing.
= Complete one budget for each individual's day service. No start up is permitted for day services.
= Ensure that the total cost between both budgets does not exceed the DDRT for the individual/group.
o MFP Budget Sheet — Fill this out for eligible items. Ensure it is not duplicated in the start up for the home.
o Submit all of the above by the proposal due date.
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Appendix
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DDD Office Use

State of New Jersey Submitted by:
Department of Human Services — Division of Developmental Disabilities Approved by:
Community User Application Form Date of Approval:
Domain:
Systems Username and Password Application UID:
Agency Name Federal ID #
Address 1
Address 2
City, State, Zip
CEO Name CEO Telephone and Extension |
First Name Middle Initial | Last Name | Last 4 Digits of SS#
Telephone and Unique E-Mail If DDD Employee,
Extension Provide User Name used
to log into your computer
Disclosure on Confidentiality and Protected Health Information
I understand that as a representative of , @s a provider of services to clients under the direction of the New Jersey Department of Human Services,

Division of Developmental Disabilities (Division), that the Agency and its employees are bound by N.J.S.A 30: 4-24.3 Confidentiality of Client Records, P.L. 104-191
Health Insurance Portability and Accountability Act, N.J.A.C 10:41 Records Confidentiality and Access to Client, Division, and Provider Records, and any other
applicable state or federal law or regulation. To ensure the protection of these records the Agency will be responsible for immediately notifying the Division in the event
that the employee is terminated, leaves the Agency, or for any reason no longer serves in the capacity where accessing this information is a part of their job duties, so that
the Division can remove that employee as a user of all DDD applications. The Agency and its employee further recognizes that unauthorized access to any DDD site
requiring authentication is strictly forbidden. The Agency and its employee agree to use DDD applications only for authorized purposes with the understanding that
confidentiality of client information and Protected Health Information is of the utmost importance. The Agency and its employee agree not to use a code, access a file or
retrieve any stored information other than where explicitly authorized. The Agency and its employee understand that all information stored in, transmitted or received
through this site is explicitly for the purpose of providing quality services and care to clients and it is to be used that end. The Agency and its employee further understand
that representatives of the Department are authorized to monitor the use of the site to ensure that it is being used in a manner consistent with the Department's policies and
interests.

Applicant Signature Date

CEO Signature Date

Requesting Access to: FTPS System
One form with original signature must be completed and submitted for each applicant. All fields are required. Incomplete forms will not be accepted. Mail completed
forms to:

DDD

P.O. Box 726

Trenton, New Jersey 08625-0726

Attention: Olmstead Unit 27



