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Learning Objectives
After reading this chapter, you will be able to:
· Describe the contents of the Contract Reimbursement and Contract Policy and Information Manuals. 

· Explain the differences between state and provider agency policy circulars, information memoranda and policy guidelines.

· Explain the differences and need for department-wide policies and division-specific policies. 

The Two Manuals

Description
DHS uses two manuals in the development and execution of third party contracts. They are:
Contract Reimbursement Manual (CRM): which contains general financial principles based on federal and other guidelines; and 
Contract Policy and Information Manual (CPIM): which states the contracting policies, procedures and guidelines of the Department.

Rationale

Manual documents are written to:
· provide consistency and standardization in operating practices department wide;
· inform Providers and Department staff of contracting State and Federal legislation;
· correct or explain a problem that has arisen by developing policies, procedures or guidelines; and
· clarify and support previously written policies, procedures or guidelines.
Reference to the manuals reduces phone calls and unnecessary questions; while providing resource documents to address common problems and providing guidance in Department of Human Services contracting.  The manuals also supply sample copies of standardized Department contracting forms and completed budget documents.

Distribution
The DHS Contracting Manuals the Contract Policy and Information Manual and the Contract Reimbursement Manual are currently on the DHS Website.  These Manuals can be accessed from the Office of Contract Policy and Management (OCPM) webpage at : http://dhs.state.nj.us/humanservices .  The Contracting Manuals’ link is available from the webpage sidebar.
The Departmental Components will no longer be distributing manuals nor manual updates.  The Departmental Components may, at their discretion, from time to time, notify provider agencies under contract of any departmental component-specific policies.

The Manuals, including all updates, will continue to be available at the NJ State Depository Libraries in hard copy.

The DHS version of the Manual is the legally binding version.

Policy Circular Updates 

Updates are posted on the web.  Updates are done whenever the information has been suitably researched, edited, and signed by appropriate staff.  For those that do not have access to the web, you can find hard copies of all contracting manual updates at the NJ State Depository Libraries.
Purpose and Use of the 
Contract Reimbursement Manual (CRM)

Purpose
The Department recognizes that careful determination of costs is essential to the delivery of its contracted social service and training programs.  Furthermore, the equitable allocation of costs to contracted programs is a matter of critical importance.  The CRM fosters proper interpretation of cost factors to promote greater efficiency in the administration of programs, and assists in the establishment of better contractual relationships between the Department and the providers.

The information presented in the CRM is strongly based on Federal regulations and interpretations.  With a few exceptions, the CRM closely follows the Federal government’s fiscal, programmatic and regulatory promulgations through the Federal Register and other interpretative guidelines, such as the Federal Grants Management Handbook.
  The information also assists in clarifying and explaining federal rules and regulations.
Getting Familiar with the Manual
The CRM is a reference document providing guidelines and instructions on various aspects of the contract reimbursement process.  It follows federal guidelines and principles of contract reimbursement.  The principles and procedures in the manual have been designed to be flexible enough to apply to all types of contracts across all Departmental Components.  It includes valuable information on:

· uniformity in the contracting process regarding general reimbursement (Section1.2);
· determining contract value (Sections 3.2 & 3.3);
· payment methodologies and cost principles (Sections 3.2& 3.3);
· standardized budget and expenditure forms with instructions and illustrations (Sections 5&6); and
· per diem rates for providers participating in the Medicaid program (Section 7).
The CRM is set up in a narrative format and covers the following sections:

Section 1:  Introductory Concepts
Section 2:  Management Systems

Section 3:  Types of Contracts

Section 4:  Principles for Determining Costs

Section 5:  Standard Contract Fiscal Annexes

Section 6:  Expenditure Reporting

Section 7:  Medicaid Rate Review Process for Residential Treatment Centers Participating in the Medicaid Program


	Information
	Citation

	The material which explains conditions under which established prices for non-cost related contracts are acceptable is found in...

1.  What section provides information on the types of contracts the Department utilizes?

2.  What section answers the question, “Can a provider agency be reimbursed for fundraising expenses?”

3.  What section indicates the purpose and use of Annex    Bs and Annex B-2s?

4.  Where can you find information on how to establish a distribution base?

5.  Where can I find information on whether or not the value of donated or volunteer services is reimbursable? 

6.  Where can you find information on the types of educational costs that are allowable?

7.  Where can you find general information that focuses on the consumer in the CRM?
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Purpose and Use of the Contract Policy and Information Manual (CPIM) 

Purpose

The CPIM establishes the basic policies and procedures that govern the administration of Department of Human Services’ contracts.  Its purpose is to communicate contracting policies and procedures to provider agencies, while offering additional guidance to Department staff in the rendering of those policies and procedures.  
The CPIM contains additional information on topics that are essential to the negotiation and development of Department contracts, but fall outside the realm of cost principles, rate development and other recognized factors of contract administration.  It also serves as the vehicle for the introduction and promulgation of new policies and guidelines that become necessary as a result of cultural, regulatory or technological changes in society.

All material in the CPIM has been developed to ensure consistency with applicable State and federal regulations and guidelines.  

Format
The CPIM manual utilizes different document formats, according to the intent and purpose of each document.  The documents may be further subdivided based on the particular contract area that the document is explaining or describing.

The policies are numbered according to the contracting classification as expressed in the Table of Contents.  For example, P1.00 contains policies that concern Contract Negotiations and Revisions, while P2.01 & S2.03, S 2.05 & S2.07 concern policies that are Standard Language Documents and so on.  

CPIM Document Types
The documents in the CPIM consist of the following types P, S, Information Memorandums, and Policy Guidelines.
Provider Agency Policies (P) - Policies that are designated with a “P” and are applicable to provider agencies.

State Agency Policies (S) - Policies that are designated with an “S” are meant for Department staff to clarify and explain the “P” policy circulars.  Therefore, “S” policies are only available internally.
Information Memoranda (IMP and IMS) - Memorandums that are meant to provide information on different topics and issues.  “P” and “S” designations are the same as policy circulars.

Policy Guidelines (P and S) - Are guidelines to more thoroughly explain an issue or policy of the Department.

These documents may have:

· Provider and/or Department-wide applicability

· Division specificity

· information to provide specific guidance to Provider Agencies and Department staff

Every policy circular or information memorandum is not applicable to every contract situation. Consequently, each circular or memorandum includes a section entitled, "scope", which specifies those contracts within its purview.

Department-wide v. Division-specific policies
Occasionally, Departmental Components (sometimes referred to as Divisions) need to promulgate contracting policies that are unique to their own organization.  When this occurs, the Departmental Component will write a Division-Specific Policy Circular.  This specific policy will record and establish all policy statements and procedures as well as any standards required by the Departmental Component-Specific Policy. 
The Division Specific Policy Circular will then be submitted to the Department of Human Services’ Office of Contract Policy and Management (OCPM) for review and approval.  The approval process, coordinated by OCPM, usually requires an in-house review by all of the Departmental Components to determine if there is a contracting conflict or hardship that may have inadvertently been placed on the resources of another Departmental Component by the Division Specific Policy Circular.  If another Departmental Component wants to adopt the Division-Specific policy and make it applicable to its own organization, it may do so.

If the Division Specific Policy Circular is approved, it will be signed and authorized by the appropriate Department and/or Departmental Component individual(s) and promulgated in the Department’s contracting manuals.  The policy will then be distributed to the appropriate community organizations and relevant Department staff.

Wherever there may be disagreement between a Departmental Component policy and the Department’s policy, the Department level policy always prevails.

	Item 
	Citation

	Ex. Which document will provide all of the legal requirements and conditions to be met by all parties to the contract?

1.  What document and section provides you with the minimum levels of Insurance a Provider Agency must have?

2.  What document advises Departmental Components a course of action when a provider agency is in default of their contract?

3.  What document answers questions regarding who has the authority to sign contracts?

4.  What document provides you with information on the publications and web sites that contain DHS notices of the availability of grant funds?

5.  What document gives provider agencies the right to request an informal review hearing regarding third party contracting issues?

6.  What document tells you whether or not the DHS can terminate a contract as a result of a merger, acquisition or consolidation?
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Application Activity: Finding Help in the CPIM





Directions: locate relevant policies or helpful material that pertains to the items listed below, and to write the citation in the right column.  Citations should include the document type, document number and page number. See example below.








Application Activity: Getting to know the CRM





Directions: Locate the material below in the CRM, and to write the citation in the right column. Citations should include the Section #, Topic # and page number. See example below.











� U.S. Department of the Treasury. Federal Grants Management Handbook. Thompson Publishing Group.
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