DIVISION OF FAMILY DEVELOPMENT

TRANSPORTATION CONTRACT (TS)
Instructions and Requirements for the Completion of the Transportation Contract
Draft Contract

Provide four (4) copies of the draft contract component with the exception of the Standard Language Document.  Each page must be sequentially numbered and if revisions are made, then the date of the revision must be noted on the appropriate page.
Final Contract

After the draft contract has been reviewed by the Division of Family Development and all corrections have been made, two Standard Language Documents with original signatures shall be provided to the Division along with two complete contract packages. 

The following are the required documents for the Transportation Contract:
I.
Standard Language Document

Two original signatures are required.  Obtain the authorized signature on two copies of this document.  When the contract is fully executed, an original will be returned to the contract agency.

II.
Subcontracts Requirements

Counties are required to follow the local public contract law.  Signed subcontracts will be sent to DFD within 15 calendar days of signing the subcontracts.

Subcontracts should contain the following sections:

· General Terms and Conditions

This contract must be written so that it does not contradict or compromise any of the language of this Contract.

· Program Description

· Level of Service

· Budget

III.
 Annex A
        Narrative and program requirements are defined on subsequent pages.

IV.   Annex B: Contract Expense Summary and Detail
Complete detailed instructions for the Annex B may be found in Section IV of the "Contract Reimbursement Manual". The manual may now be found on line at www.state.nj.us/humanservices/ocpm Subcontracts are to be shown under "F, Other".  If services are directly provided by the contracted agency then line item i.e. personnel, materials and supplies, etc, detail is required in the Annex B.  
Separate columns are required in the Annex B for the Transportation Block Grant Program,  and the TIP Program.  Funds cannot be transferred among programs.

If administrative costs are being charged to this contract, the entire amount of the administrative costs, both contracted and subcontracted, should not exceed 12% of the contract ceiling. Administrative costs must be allocated by Budget Category (i.e. Personnel, Consultants in the G&A column) and by program component (i.e. Transportation).   Administrative costs are all costs incurred by or allocated to the Agency except:

· All direct staff, support staff and first line supervisors regardless of whether being full or part time and non-salary costs directly identified with such staff.

· Payment for services and goods provided directly to program recipients.
V.  Reporting Requirements
A.
Fiscal Reports

Fiscal reporting is required on a quarterly basis combining subcontracted and direct County expenditures.  The Annex B must be submitted with expenditures reported on a cumulative basis by the 20th of the following month following each calendar quarter to the Contract Fiscal Unit. Reimbursement, after the initial payment when the contract is fully executed, will occur subsequent to the submission of the expenditure report for the previous quarter. 
The expenditure reports must contain an original signature of the fiscal officer designated by the county for this program.  The Final Report of Expenditures is due 120 days after the end of the contract period.  This document is to be sent to:

 


            Division of Family Development

                Contract Administration/Fiscal Unit

PO Box 716

Trenton, New Jersey 08625

B. Program Reports   

Program reports are due by the 20th of the month, following each calendar quarter.  The quarterly reports must include copies of the subcontract LOS reports as well as the county aggregate LOS report.  Reimbursement will occur only when all quarterly program reports are up to date.  The Division of Family Development may request copies of the subcontract LOS reports as part of the monitoring contracts.  Please complete the following reports as required by your contract:
1. TIP- Provider Summary

2. TIP- County Summery

3. Transportation Report

4. Case Management Report

Division of Family Development

                Contract Administration Unit

PO Box 716

Trenton, New Jersey 08625






609-588-7901






609-588-4683 (fax)
Questions regarding the completion of your contract may be directed to your DFD Field Representative or to your DFD Contract Administration

