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| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

This chapter describes the policies and procedures for purchase of services
contracts with service provider agencies. The primary |legal basis for these
policies is 441 lowa Adm nistrative Code 150.3(234).

| NI TI ATI ON_CF CONTRACT PROPCSAL

Pol i cy

Al potential provider agencies have a right to request a contract.

Conmrent

Gve all qualified providers of human services equal opportunity to sell the
service they provide to the Departnment. Any potential provider agency nay
request a purchase of service contract.

Legal reference: 441 |AC 150.3(1)“a”

Initial Contact

Pol i cy

The initial contact should be between the potential provider and the

regi onal administrator for the region in which the provider’s headquarters
is located. 1In the case of out-of-state providers, this contact can be
with the regional administrator for either the closest region or the
region initiating the contact.

Coment

The day-to-day contact with providers and decisions to purchase service

for a specific client are made by the regions. The initial contact with
t he Departnent should be with the regional office that will be admnis-

tering the contract, if one is to be negoti ated.

Contracts with out-of-state providers nay be adninistered by either the
regi on nearest the provider agency or the regi on wanting to purchase the
agency’s service. Therefore, either region nmay have the initial contact.
The regi on having contact should notify the other region for their

i nformation, however.

Legal reference: 441 | AC 150.3(1)“b”"
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| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

| NI TI ATI ON OF CONTRACT PROPOSAL (Cont.)

Initial Contract (Cont.)

Procedure

G ve the PURCHASE OF SERVI CE PROVI DER HANDBOOK to the provi der agency at

t he begi nning of the process of developing a contract. See XV-A-Appendi X,
PURCHASE OF SERVI CE PROVI DER HANDBOOK.

Contract Proposal Devel opnent

Pol i cy

Each regi on has project managers who are responsible for working with
contractors and potential contractors in devel oping the contract
docunents. Wen the regional adm nistrator decides to begin contract
negotiations with a potential contractor, a project nanager is assigned.

The project manager assists the contractor in conpleting the contract
proposal and fiscal information applicable to the contract. This infornma-
tion must include docunentation that the conditions of participation are
met .

Coment
Legal reference: 441 | AC 150.3(1)“c”
Procedure

Provi de technical assistance and advice in devel oping the contract

proposal and fiscal report necessary for the contract being devel oped.

Do not do the work for the contractor or potential contractor, but provide
advi ce regardi ng requirenments, appropriate fornat, etc.

Conplete the following forns for a proposed contract:
¢ lowa Purchase of Social Services Agency Contract, 470-0628.

¢ Financial and Statistical Report for Purchase of Service Contracts,
470- 0664.

¢ lowa Purchase of Social Services Agency Contract Face Sheet, 470-0663.

See CONDI TTONS OF PARTTCTPATTON| f or ot her necessary information.

| owa Departnment of Hunan Services Revi sed June 15, 1999
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| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

| NI TI ATI ON OF CONTRACT PROPOSAL (Cont.)

Contract Proposal Approval or Rejection

Pol i cy

Before a contract can be effective, it shall be signed by the follow ng
persons within the time franmes provided:

¢ The authorized representative of the provider agency.

¢ The human services area admnistrator, within one week fromreceipt.
¢ The regional administrator, within one week fromreceipt.

¢ The chief of the Bureau of Purchased Services, within 30 days from

receipt.

G ve the provider a notice and explanation in witing of delays in the
process or of rejection of the proposal

Coment
Legal reference: 441 | AC 150.3(1)“d”
Procedure

In order to assist the agency appropriately, you need to be involved in
each step of the contract devel opnent and adm ni stration process. Keep
the area adm nistrator and regi onal adm nistrator infornmed of the progress
of the contract as it is being devel oped, so their review and approval can
occur in a tinmely manner.

After devel opnent of the proposed contract and signature by the authorized
representative of the provider agency, the contract shall be delivered to
t he project manager. Wen a potential provider subnits a proposal to you,
or an existing provider submts an amendnent, forward the proposed
contract to the hunan service area admnistrator

| f approved at the county office level, the proposed contract is sent to
the regional admi nistrator. |f approved at the region |evel, the proposed
contract is sent to the chief of the Bureau of Purchased Services.

Moni tor the nmovenment of the proposed contract to help ensure that required
time frames are satisfied

Any tinme a proposal is rejected, the person rejecting it nmust return it to
you with a witten explanation of why it was rejected and the changes
needed before approval will be given. You are responsible for returning
the material to the agency.

| owa Departnment of Hunan Services Revi sed June 19, 2001
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| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

| NI TI ATI ON OF CONTRACT PROPOSAL (Cont.)

Criteria for Rejection

Pol i cy
The following criteria nmay cause a proposed contract to be rejected:
1. Departnental clients do not need the service.

2. The service is not in the Social Services Block Gant Plan for the
regi ons or counties to be served by the program

3. No funds are available for the service being proposed.

4. The proposed contract does not neet applicable rules, regulations, or
gui del i nes, including service definitions.

Coment

Not all services that agencies want the Departnent to purchase are needed
by the Departnent’s clients. The Departnment may not be able to purchase
t he service because of funding. A specific service may not be in the
Soci al Services Block Gant plan for the specific area. Under these

ci rcunst ances, the Departnent is under no obligation to enter into a
contract.

Legal reference: 441 | AC 150.3(1)“e”"

Contract Effective Date

Pol i cy

When the agreed-upon contract conditions have been net, the effective date
of the contract is the first day of an agreed-upon nonth follow ng
signature by the chief of the Bureau of Purchased Servi ces.

Comrent

Contracts must always be effective on the first day of a nonth. Normally
this is the first nmonth after signature by the chief of the Bureau of
Purchased Services. However, when all parties desire a later effective
date, or when all contract conditions (e.g. required |licensure) have not
yet been net, the contract may be effective on the first day of a |later
nont h.

Legal reference: 441 | AC 150.3(1)“f”
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| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

CONTRACT ADM NI STRATI ON

Pol i cy

During the contract period, the assigned project nanager is the contract
liaison between the Departnent and the provider. The project manager shall

¢ Be contacted on all interpretations and problens relating to the contract.

¢ Followthe issues through to their resolution

¢ DMonitor perfornmance under the contract.

¢ Provide or arrange for technical assistance to inprove the provider’s
performance, if needed.

Conmrent

In order to nonitor contract performance effectively and assist providers, you
nmust be involved in all phases of contract administration. This includes
interpretations or clarifications of the contract terns and probl ens which
arise with the contract or services provided under the contract.

“Techni cal assistance” consists of specific guidance and expertise provi ded by
proj ect managers or other personnel to key provider staff in various
functional areas.

Techni cal assistance may be required by service providers in these areas:
¢ Devel opment and conprehensi on of contracts and contract provisions;
¢ Inplenentation of an effective, client-case-plan-driven service system

¢ Establishnent and inplenmentation of managenent systens to enabl e providers
to fulfill reporting and operation requirenents;

¢ Devel opment of conprehensive and operational plans for service delivery;
¢ Mintenance of service standards;

¢ Assistance with administrative procedures to control and nanage service
delivery.

Legal reference: 441 | AC 150.3(2)“a”"
Procedure
Monitoring activities are a required conponent of contract nanagenent. OCbtain

i nput fromthe provider and from Departnent workers and area adninistrators
when appl i cabl e.
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| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

CONTRACT ADM NI STRATI ON ( Cont . )

Procedure (Cont.)

Sonetime during the contract year, you need to nonitor the follow ng
activities:

I nvoi ce procedures (proper conpletion and tinely paynent).

Client referral and authorization

Provider client records including case plan devel opment and i npl enentati on.
Condi tions of participation.

Mai nt enance of service standards.

Cost review, based on the financial and statistical report, form 470-0664.

* & & O o o

You nust al ways conpl ete Form 470-2571, Mnitoring and Eval uati on Revi ew

CGui de, before renewal of the contract. You don't have to conplete this form
annually if the termof the contract is for nore than one year. |ncorporate
the findings of any on-site visits or other nonitoring activity into the

i nfornati on reported on the Mnitoring and Eval uati on Revi ew Gui de

Annual On-Site Visits

Pol i cy

Conduct annual on-site visits to providers with a POSS contract for
adoption, independent living, famly planning, or shelter care services.
The on-site visit nmust occur during the contract year

Comrent

The “contract year” refers to each 12-nonth period between the effective
date and term nation date of the contract. For PGSS contracts, the length
of time between the effective date and the ternination date (the “ternf of
the contract) can be up to three years. Exanple:

When the termof the contract is June 1, 1996, through May 31, 1999,
there are three contract years, beginning June 1 and ending May 31
On-site visits nust occur as follows:

¢ Year 1: At least one visit sone tine between June 1, 1996, and May

31, 1997.

¢ Year 2: At least one visit sone tine between June 1, 1997, and May
31, 1998.

¢ Year 3: At least one visit sone tine between June 1, 1998, and May
31, 1999.

| owa Departnment of Hunan Services Revi sed June 19, 2001
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| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

CONTRACT ADM NI STRATI ON ( Cont . )

Annual On-Site Visits (Cont.)

Conment (Cont.)

The primary factor that determ nes whether an on-site visit is required is
responsibility for payment for services provided under the contract. On-
site visits are required when the provider delivers services to clients
for whomthe Departnent has paynent responsibility.

I f necessary, make the final determ nation of whether an audit will be
required during the tenth nonth of the contract year. Project manager
supervisors are responsible for ensuring that the required on-site visits
are conduct ed.

Pr ocedur e

On-site visits should not interfere with the normal routine of the
provider’'s service delivery. Wen you expect the provider to produce
reports, docunents, and records for your review, notify the provider of
the tinme of the on-site visit in advance.

Informthe provider of the purpose of the visit. Wen conducting
unannounced on-site visits, informthe appropriate staff person in charge
of your presence.

Informthe agency director of the inpressions and recomendati ons that
result fromyour on-site visits. Wenever possible, conduct an exit
interview with the executive director or designee upon conpletion of the
on-site visit to review your prelinmnary findings.

You may use Report of On-Site Visit, form470-0670, to report performance
under the contract and delineate further responsibilities of either party.

Use the Excel spreadsheet at Hoovr3Sl/ PCS. 771/ POSALL to track conpletion
of annual on-site visits. Conplete the information on the spreadsheet for
each on-site visit you conduct. Enter all information within five working
days of completing your final report of the on-site visit. The

i nfornati on on the spreadsheet is as follows:

Pr ovi der Cont r act Pr oj ect Regi on Date On-Site I'tens/ Areas
Nare Nunber Manager Visit Conpleted | Audited

| owa Departnment of Hunan Services Revi sed June 19, 2001
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| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

CONTRACT ADM NI STRATI ON ( Cont . )

Annual On-Site Visits (Cont.)

Procedure (Cont.)

Use the foll owi ng codes for region

CB Council Bluffs
CR Cedar Rapi ds
DM Des Moi nes

SC Sioux City

w Wat er | oo

Enter the following codes for itens/areas audited, as applicable:

1 Client referral form
2 Docurent ati on supporting units of service billed
3 DHS case plan and provider treatnent plan

The foll owi ng sections further explain the procedures for conducting an
on-site visit:

Bel ection of cases to be reviewed|
Information to be reviewed]
h-site visit report]

Corrective action plan|

* & o o

Sel ecti on of Records

For each visit, select the nonth to be audited froma recent 12-nonth
period (which may be different fromthe contract year). This period

shoul d be as recent as possible, but it should not include any of the
three nost recent nonths, you know that action has been taken on al

of the clains subnmitted for that nonth

If a provider is under contract for nmore than one service, review
cases fromeach service, using the first two digits of the service
code to identify a “service.” Exanple:

Provider A has a contract for two adoption service codes, 01-01
and 01-02, and 26-01, an independent living service. Cases nust
be reviewed fromthe 26-01 service and fromeither the 01-01 or
the 01-02 service.

Identify the clients for whomthe Departnent has nmade payment during
the selected month, and randomy select the sanple of cases to be
reviewed fromthat |ist of clients.

| owa Departnment of Hunan Services Revi sed June 19, 2001
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| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

CONTRACT ADM NI STRATI ON ( Cont . )

Annual On-Site Visits (Cont.)

Sel ection of Records (Cont.)

For independent |iving, adoptions, and fam |y planning, the sanple
size shall be within:

¢ A mninmumof 10%or 5 cases of the clients receiving each service
code during the nonths under review (whichever is greater).

¢ A maxi mum of 100% or 40 clients per service code (whichever is
| ess).

For shelter care, base the size of the sanple of cases to be revi ewed
on the licensed capacity of the facility. |If there are several sites
which bill using the same four-digit service code and rate, add the
capacities of these sites together to determ ne the m ni num nunber of
cases to be reviewed.

Facility Size (Licensed M ni mum Nunber of Cases
Capaci ty) to Be Revi ewed
6 or fewer 3

7to9 4
10 to 13 5
14 to 16 6
17 to 19 7
20 to 24 8
25 to 29 10
30 to 34 11
35 to 39 12
40 to 44 13
45 to 49 14
50 to 59 15
60 to 69 16
70 to 79 17
80 to 89 18
90 to 99 19

100 to 149 20
150 to 199 22
200 to 299 25
300 or nore 30

If there are fewer clients than the nunber required for the sanmple
size, add another nonth fromthe period being audited until you have
the m ni mumrequired nunber of cases for review. |[|f the provider
served fewer clients than the nunber required for the sanple, the
sanple size is 100% of the clients served during the period.

| owa Departnment of Hunan Services June 19, 2001
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| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

CONTRACT ADM NI STRATI ON ( Cont . )

Annual On-Site Visits (Cont.)

Informati on to Be Revi ewed

During the required on-site audit, review the records of services to
clients for whomthe Departnment is responsible for paynent. Review
the following information annually at the tinme of an on-site visit:

¢ Verification that the provider is authorized to provide and submt
clains to the Departnent for services under the POSS contract.

For independent living, this will be form 470-0719, Pl acenent
Agreenent - Child Placing or Child Caring Agency (Provider).

For adoption services, this will be form 470-0622, Referral of
Client for Purchase of Social Services.

For shelter care, this will be:

e Acourt order if the placenent exceeds 48 hours, or
e Form 470-0715, Voluntary Foster Care Placenment Agreenent, or

e Form 470-0719, Placenent Agreenent - Child Placing or Child
Caring Agency (Provider).

For famly planning, this will be docunentation by the provider of
eligibility determ nation in accordance with incone guidelines
est abl i shed by the Departnent.

¢ Docunentation of the services provided that supports the units of
service for which the provider was rei nbursed. The docunentation
nmust be sufficient to deternmine if the service provided was the
service for which the provider was rei nbursed.

Each unit of service for which paynent fromthe Departnment is
sought nust be the subject of a witten progress note. The
document ation nust |ist:

e The date the service was provided,
e The type of contact (tel ephone, face-to-face), and
e A brief explanation of the focus of each contact.

Require the provider to reinburse the Departnent for any paynents
of units of service for which the required docunentation is not
avai l abl e.

| owa Departnment of Hunan Services June 19, 2001
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| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

CONTRACT ADM NI STRATI ON ( Cont . )

Annua

On-Site Visits (Cont.)

Information to Be Revi ewed (Cont.)

Verification that the provider treatment plan (also referred to as
service plan or individual programplan) is in the client’s case
record. Note: Provider treatment plans are not required for

fam |y planning services, adoption hone studies, or shelter care
pl acenents that are for |ess than 30 days.

On-Site Visit Report

Docurent the findings regarding services for which the Departnent is
responsi bl e for paynent using form 470-0670, Report of On-Site Visit.
Include at | east the follow ng information:

¢

¢

Notation indicating if this is the prelimnary or final report.

The date of the report (the date when the report is mailed to the
provi der).

The provider nanme and contract nunber.

The dates of on-site visit.

The nane and title of persons conducting the on-site visit.
Identification of the nonths from which the sanmple was sel ect ed.
The nunber of cases revi ewed.

The case nunbers of the cases reviewed. (Do not include client
identifying information.)

A summary of the information reviewed and the specific findings of
the revi ew

If technical assistance or training were provided, the topic of the
assi stance or training, the persons receiving it, and a brief
sunmary of the information provided.

If the findings include services for which the provider was
rei mbursed but the docunentation does not neet the requirenents,
t he nunber of units and the ampbunt which the provider nust repay.

| owa Departnment of Hunan Services June 19, 2001
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| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

CONTRACT ADM NI STRATI ON ( Cont . )

Annual On-Site Visits (Cont.)

On-Site Visit Report (Cont.)

Conplete a prelimnary report and submit it to the provider within 30
cal endar days of conpletion of the on-site visit. Use form 470-0670,
Report of On-Site Visit, clearly marked PRELI M NARY, for the draft
report.

Exception: If only isolated nonconpliance is found, and the
nonconpl i ance does not result in an overpaynment, no prelininary report
is required. You nay wite only a final report.

If you deternmine that there is i nadequate docunentation to support
units of service for which the provider was rei nbursed, conplete a
sheet that identifies:

¢ The client.

¢ The nunber of units for which payment was made during the period
bei ng audited.

¢ The nunber of units for which docunmentation net the requirenents.

¢ The nunber of units for which docunentation did not neet the
requi renents and repayment is required.

¢ The specific findings resulting in the conclusion that the
docunentation did not neet the requirenents.

G ve a copy of this to the provider and keep the original. Do not
include this infornmation on the Report of On-Site Visit.

The provider has 30 cal endar days fromthe date of the prelimnary
report to informyou if there are any findings that the provider
believes are in error. The provider nmust identify the information
believed to be in error and subnmit docunentati on supporting the
provider’s position.

Revi ew any i nformati on subnitted by the provider and develop a fina
report within 60 cal endar days of conpletion of the on-site visit, or,
if applicable, within 30 cal endar days of receipt of the response from
the provider to the prelimnary report. This nust be clearly
identified as the FINAL report.
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CONTRACT ADM NI STRATI ON ( Cont . )

Annual On-Site Visits (Cont.)

On-Site Visit Report (Cont.)

If the final report includes a finding that the provider must repay
the Departnent, the report nust contain a notice of the provider’s
right to request review of the Departnent’s decision, and it nust be
sent to the provider by certified mail. The notice of the right to
request review shall state the foll ow ng:

You have the right to request review of the finding that you nust
repay the Departnment the anount specified above. To request a
review, submt a witten request for review to your assigned

proj ect manager stating the Departnent’s finding and why you
believe the finding is in error

For details on the procedures for requesting a review, refer to
the section in your contract on Reviews of Departnental Actions.

The original report goes to the provider. Miintain one copy in the
region’s contract file for that provider and send one copy to the
human services area admini strator who signed the contract.

Corrective Action Plan

A provider who is found to be out of conpliance with any of the terms
and conditions of the PGOSS contract nust devel op a corrective action
pl an addressi ng each area for which non-conpliance is found. (This
may occur at the tinme of the on-site visit or as the result of any
other monitoring activity.) The plan nust state:

¢ Wiat action will be taken to correct the nonconpliance.
¢ The people responsible for ensuring that the action is carried out.

¢ The tine franes for inplenentation of the corrective action. These
time frames nmust be agreed upon by you and the provider

Det ermi ne whet her the corrective actions are inplenmented within the
time frames specified in the plan. |f the corrective actions are not
i mpl enented within those tinme franmes, the contract may be tern nated.
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CONTRACT ADM NI STRATI ON ( Cont . )

Contract Anendnent

Pol i cy

The contract shall be anended only upon agreenent of both parti es.
Amendnents that affect the cost of services may include re-establishnent
of applicable rates.

Comrent

When changes occur in the services or in the expectation of either party
during the contract period, the contract nust be anended. Anmendnents
cannot be made to the contract unilaterally by either party, but nust have
nmut ual agreemnent.

Legal reference: 441 | AC 150.3(2)“b”"
Procedure

Conplete the following forns and i nformation for contract anendnents:

¢ Anendnent or Renewal of |owa Purchase of Social Services Agency
Contract, form 470-0630.

¢ Jlowa Purchase of Social Services Agency Contract Face Sheet, form
470- 0663.

¢ Changes in conditions of participation, if any.

VWhen changes are made which affect the cost of providing the services,

rates nmust be revised accordingly. See FINANCIAL AND STATI STI CAL REPORT]

Contract Renewal

Pol i cy

The Department and the provider nust make a joint decision to pursue
renewal of the contract at |east 60 days before the expiration date.

Eval uate each contract before renewal. Take the results of the eval uation
into consideration in the decision on renewal .

Thi s eval uati on may involve use of the Mnitoring and Eval uati on Revi ew
Gui de, form 470-2571, or other evaluation tools specified in the contract.
The provider must conmplete the Desk Audit for Civil Rights Contract
Conpl i ance, form 470-2215.
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| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

CONTRACT ADM NI STRATI ON ( Cont . )

Contract Renewal (Cont.)

Comrent

Make deci sions on whether the contract will be renewed early enough to
permt the renewal docunents to be processed before the contract expires.
Base deci sions regarding renewal on the quality of service provided and
how well the terns of the contract have been net. These decisions may be
based on eval uation forns, procedures, and processes if they are
specifically described in the contract.

Legal reference: 441 | AC 150.3(2)“c”
Procedure

Conplete the following forns and i nformation for a contract renewal :

¢ Anendnent or Renewal of |owa Purchase of Social Services Agency
Contract, 470-0630.

¢ Jlowa Purchase of Social Services Agency Contract Face Sheet, 470-0663.
¢ Changes in conditions of participation, if any.

¢ Desk Audit for Cvil Rights Contract Conpliance, 470-2215.

Guidelines for civil rights laws, Title VI, Section 504, and affirmative
action are issued by the Diversity Prograns Unit in the Equal Cpportunity
Revi ew, form 470-0148. Al providers requesting contract renewal rmnust
conpl ete form 470-2215 and submit it to you. Forward it to the Diversity
Programs Unit for review

If the review shows that the provider is not in conpliance with the

requi renents, the provider nmust develop a witten work plan to cone into
conpliance. The provider submits the work plan to you. Forward it to the
Diversity Progranms Unit for approval.

The Diversity Programs Unit provides you with the Equal Opportunity Revi ew
Status Report, form 470-2194. The report states whether the provider is
in conpliance and what action, if any, needs to be taken
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| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

CONTRACT ADM NI STRATI ON ( Cont . )

Contract Term nation

Pol i cy

Causes for term nation during the period of the contract are:
¢ Mitual agreenent of the parties involved.

¢ Denonstration that sufficient funds are unavail able to continue the
servi ces invol ved.

¢ Failure to make required reporting.
¢ Failure to make financial and statistical records avail able for review

¢ Failure to abide by the provisions of the contract.
Conmrent

Term nation of the contract during the period of the contract can occur
for any of the reasons listed. Failure of one of the parties to satisfy
an obligation under the contract is the nost conmon.

Legal reference: 441 | AC 150.3(2)"“d”
Procedure

Either party to the contract may initiate the term nation by giving
witten notice at |east 30 days before the ternmination date and citing the
specific causes for the action. |If termination is for nonconpliance, this
step shall be preceded by attenpts to correct the nonconpliance problem
Docurentation of attenpts to correct the problemnust be a part of the
term nation action notice.
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| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

CONDI TI ONS OF PARTI Cl PATI ON

Li censure, Approval, or Accreditation

Pol i cy

The provider shall have any |icense, approval, and accreditation required
by law, regulation, admnistrative rules, or standards of operation
required by the state or the federal government before the contract can be
effective. Qut-of-state providers shall nmeet lowa |icensing standards
related to treatment, professional staff-to-client ratio, and staff

qual i fications.

Conment

Bef ore a purchase of service contract can be effective, the provider nust
neet any applicable licensure, approval, or accreditation requirenents.

For exanple, a provider of shelter care services nust denonstrate that it
satisfies the rules regarding |icensure.

Docurentation that an out-of-state provider neets any applicable
Iicensure, approval, or accreditation requirenents of the respective state
must be included in the contract.

Legal reference: 441 | AC 150.3(3)“a”

Si gned Contract

Pol i cy

A contract can be effective only when signed by all parties required under
Contract Proposal Approval or Rejection]

Comrent

To be valid, a contract nust be in witing and signed by the required
parties. The contract becones the basis for solving disagreenents that
ari se over performance. The witten contract supersedes all ora
agreenents and negoti ati ons between the parties to the contract.

Paynment cannot be nade until the provider’s authorized representative and
the chief of the Bureau of Purchased Services both sign the contract. The
signature of the chief of the Bureau of Purchased Services conmits the
Department to the contract.

Legal reference: 441 | AC 150.3(3)“b”"
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| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

CONDI TI ONS OF PARTI CI PATI ON (Cont . )

Cvil Rights Laws

Pol i cy

Providers shall be in conpliance with all federal, state and local civil
rights laws and regul ations with respect to equal enployment opportunity,
or have a witten work plan approved by the Diversity Prograns Unit to
cone into conpliance.

Comrent

The contract is valid only when the provider is in conpliance with civil
rights requirenents or has an approved work plan to cone into conpliance.
The Diversity Prograns Unit issued the requirements for conpliance in the
Equal Opportunity Review, form 470-0148.

Legal reference: 441 | AC 150.3(3)“c”
Procedure

Al'l providers shall conplete the Equal Opportunity Review.

¢ Wien applying for an initial contract, and

¢ Wien there are significant changes in the provider’'s facilities, as
determ ned by the requirenents provided by the Diversity Prograns Unit.

The provider submits the Equal Opportunity Review to you. Forward it to
the Diversity Prograns Unit for review. The Diversity Prograns Unit will
provide you with form 470-2194, the Equal Opportunity Revi ew Status
Report. This report shall state whether the provider is in conpliance and
what action, if any, needs to be taken.

If the review shows that the provider is not in conpliance with the
requi renents, the provider nust develop a witten work plan to cone into
conpliance. The provider shall submt the work plan to you. Forward it
to the Diversity Prograns Unit for approval.
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| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

CONDI TI ONS OF PARTI CI PATI ON (Cont . )

Title VI Conpliance

Pol i cy

The provider shall be in conpliance with Title VI of the 1964 Cvil Rights
Act, as anmended, and all other federal, state, and |local |aws and regul a-
tions regarding the provision of services, or have a witten work plan
approved by the Diversity Programs Unit to come into conpliance.

Conment

The contract is valid only when the provider is in conpliance with Title
VI requirenments or has an approved work plan to cone into conpliance. The
Diversity Progranms Unit issued the requirements for conpliance in the
Equal Opportunity Review, form 470-0148.

Legal reference: 441 | AC 150.3(3)“d”

Pr ocedur e

Fol | ow the procedures under O vilT R ghts [aws]for the subm ssion of form
470-0148.

Section 504 Conpliance

Pol i cy

The provider shall be in conpliance with section 504 of the Rehabilitation
Act of 1973, as anended, and with all federal, state, and | ocal section
504 | aws and regul ations, or have a witten work plan approved by the
Diversity Progranms Unit to come into conpliance.

Comrent

Section 504 |aws and regul ati ons concern accessibility of the progranms of
the provider to people who are handi capped. The contract is valid only
when the provider is in conpliance with Section 504 or has an approved
work plan to come into conpliance.

The Diversity Prograns Unit issued the requirements for conpliance in the
Equal Opportunity Review, form 470-0148, and the Pl an Review Accessibility
Checklist, form 470-0149.

Legal reference: 441 | AC 150.3(3)“e”
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| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

CONDI TI ONS OF PARTI CI PATI ON (Cont . )

Section 504 Conpliance (Cont.)

Pr ocedur e

Each provider shall conplete forns 470-0148 and 470-0149 when applying for
a contract. |If the provider noves or opens a new facility after the
contract becones effective, the provider shall conplete the Plan Review
Accessibility Checklist to assess the new facility.

The provider submits forns 470-0148 and 470-0149 to you. Forward themto
the Diversity Prograns Unit for review The Diversity Prograns Unit will
provide you with form 470-2194, the Equal Opportunity Review Status
Report. This report shall state whether the provider is in conpliance and
what action, if any, needs to be taken.

If the review shows that the provider is not in conpliance with the

requi renents, the provider shall develop a witten work plan to cone into
conpl i ance, using form 470-0150, Section 504 Transition Plan: Structural
Accessibility. The provider shall subnmit the Transition Plan to you.
Forward it to the Diversity Prograns Unit for approval.

Affirmati ve Action

Pol i cy

The provider shall be in conpliance with all federal, state, and | ocal

| aws and regul ati ons regarding affirmative action, or have a witten work
pl an approved by the Diversity Prograns Unit to come into conpliance.
Conment

The contract is valid only when the provider is in conpliance with
affirmati ve action requirenments or has an approved work plan to cone into
conpliance. The Diversity Prograns Unit issued the requirenents for
conpliance in the Equal Opportunity Review, form 470-0148.

Legal reference: 441 | AC 150.3(3)“f”

Pr ocedur e

Foll ow the procedures under O vil R ghts Laws|for the subm ssion of form
470-0148.
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| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

CONDI TI ONS OF PARTI CI PATI ON (Cont . )

Abuse Reporting

Pol i cy

The provider shall have an approved policy and procedure for reporting
abuse or denial of critical care of children or dependent adults.

Conmrent

See 16-E, [Definition of Terms,] and 16-G [Definition of Terms,| for
definitions of chi abuse and dependent adult abuse.

| owa Code Section 232.69 defines a class of “nmandatory” reporters who are

required by law to report child abuse to the Department of Human Services
within 24 hours. WMandatory reporters include:

Health practitioners

Soci al workers

Psychol ogi sts

School enpl oyees

Day care operators

Foster parents peace officers
Mental health center staff

* & & O O o o

Al'l other agency enployees are “perm ssive” reporters under the statute.
Legal reference: 441 |AC 150.3(3)"“g”
Procedure

The provider’s witten policy and procedure for reporting shall be
approved by the region.
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| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

CONDI TI ONS OF PARTI CI PATI ON (Cont . )

Confidentiality

Pol i cy

The provider shall conmply with all applicable federal and state | aws and
regul ations on confidentiality, including rules on confidentiality
contained in |-C, CONFIDENTI ALI TY AND RECORDS

Conmrent

For the protection of clients of the Department, providers are required to
conply with the Departnent’s confidentiality requirements as found in 441
lowa Administrative Code Chapter 9 and with other applicable federal and
state | aws and regul ati ons.

Legal reference: 441 | AC 150.3(3)“h”

Client Appeals and Gievances

Pol i cy

Clients receiving service through a purchase of service contract have the
right to appeal adverse decisions nade by the Departnent or the provider
The provider shall have an approved policy and procedure for handling
client appeals and grievances and shall provide information to clients
about their rights to appeal

Conmrent

Providers nust informclients about their rights to appeal. See 1-E
APPEALS AND HEARI NGS, for procedures for appealing decisions nmade by the
Depart nment.

Legal reference: 441 | AC 150.3(3)“i”
Procedure
The provider’s witten policy and procedure for handling client grievances

and appeal s and notifying clients of their rights shall be approved by the
region.
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| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

CONDI TI ONS OF PARTI CI PATI ON (Cont . )

Client Reports

Provi der Service Plan or |ndividual Program Pl an

Pol i cy

Providers shall develop a witten service plan or individual program
plan for each client within 30 days of service initiation. The plan
shal | incl ude:

¢ A concise description of the situation or area which will be the
focus of the service.

¢ A statement of the goals to be achieved through the delivery of
servi ces.

¢ Time-limted and neasurabl e objectives which will lead to the
attai nment of the goal to be achieved.

¢ Specific service conponents, frequency, and the assignnent of
responsibility for the provision of the conponents.

¢ The nonth and year when it is estimated the client will be able to
achi eve the current goals and objectives.

Coment

This plan details the provider’'s share of the responsibility for

i npl enenting the Departnent’s overall case plan for the client.
Consequently, its devel opnent should be carefully coordinated with the
DHS wor ker and other treatnent team nenbers, if any, to ensure

consi stency of service efforts.

However, it is inportant to recognize that the provider agency is
actually responsible to develop the plan for the services it wll
del i ver.

Legal reference: 441 | AC 150.3(3)“j" (1)
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| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

CONDI TI ONS OF PARTI CI PATI ON (Cont . )

Client Reports (Cont.)

Provi der Service Plan or Individual ProgramPlan (Cont.)

Pr ocedur e

If the Departnent service worker responsible for the case believes
that the provider's plan is inconsistent with the Departnent’s case
plan, a staffing should be held to resolve the conflict.

If a satisfactory resolution of the differences cannot be achieved,
consi derati on should be given to withdrawing the referral, thereby
term nating the provider’s involvenment in the case.

Supervi sory involverment in serious conflicts is recomrended, and
supervisory approval is needed before withdrawing the referral. The
supervi sor or worker shall notify you of continuing probl ens.

Quarterly Progress Reports

Pol i cy

Quarterly progress reports shall be sent to the Departnent service
wor ker responsible for the client. The first report shall be
submtted to the Departnent three nonths after service is initiated
Reports shall be submitted quarterly thereafter, unless provided for
otherwise in rules for a specific service.

The progress report shall include:

¢ A description of the specific service conponents provided, their
frequency, and who provided them

¢ The client’'s progress with respect to the goals and service
obj ectives; and

¢ Any recommended changes in the service plan or individual program
pl an.
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| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

CONDI TI ONS OF PARTI CI PATI ON (Cont . )

Client Reports (Cont.)

Quarterly Progress Reports (Cont.)

Policy (Cont.)

For all placenent cases, the report shall include:

¢ Interpretation of the client’s reaction to placenent,

¢ A sunmary of nedical or dental services that were provided,

¢ A sunmary of educational or vocational progress and participation
¢ A sunmary of the involvenent of the famly with the client and the

servi ces.

Reports for the independent |iving service shall also include
supporting docunentation for service provision. The docunentation

shal |l |ist:

¢ Dates of client and coll ateral contacts,

¢ Type of contact,

¢ Persons contacted, and

¢ A brief explanation of the focus of each contact.

Each unit of service for which paynment is sought should be the subject
of a witten progress note.

Comrent

These reports are critical for nmonitoring purposes and are a primary
source of docunentation and conmuni cation of the provider's service
activities and their inpact on the client. The special docunentation
is intended to provide supporting information on service provision and
the units of service provided.

The DHS service worker responsible for the case should use these
reports in ongoing assessment and case nanagenment efforts.
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| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

CONDI TI ONS OF PARTI CI PATI ON (Cont . )

Client Reports (Cont.)

Quarterly Progress Reports (Cont.)

Conment (Cont.)

Al t hough verbal reports, letters, phone calls, etc., can all be
wort hwhi | e net hods of conmunication, quarterly progress reports are
the direct followup to the provider service plan or individua
program pl an and rmust be viewed as the prinary vehicle of

comuni cation “for the record.”

In these reports, the connection between activities and results and
the goal s and objectives set in the service plan or individual program
pl an should be clearly stated.

Legal reference: 441 | AC 150.3(3)"“j"(2)

Procedure

Quarterly progress reports are required unless the rules for a
specific service provide otherwise. |f the rules provide otherw se,

the rules for the specific service are followed.

Term nation of Service Summary

Pol i cy

The provider shall send a term nation of service summary to the
Depart nent service worker responsible for the client within two weeks
of service termination. The summary shall incl ude:

¢ The rationale for service term nation

¢ The inpact of the service conmponents on the client in relationship
to the established goals and objectives.

Comrent

This report is the provider’s final summation on a case. It should
wrap up any “loose ends” that haven't been covered in previous
progress reports, but should also give the provider’s overall view of
the effect that the services had on the client.
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| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

CONDI TI ONS OF PARTI CI PATI ON (Cont . )

Client Reports (Cont.)

Term nation of Service Sunmary (Cont.)

Conment (Cont.)

For case recording purposes, the term nation sunmary should supply a
clear ending to the provider’s involvenent, while relating back over
the period services were provided, to the situation that existed at
the tine the services began. If well witten, it can provide a
conci se overview of services fromstart to finish.

Legal reference: 441 | AC 50.3(3)"j"(3)

Fi nanci al and Statistical Records

Pol i cy

Each provider of service must maintain sufficient financial and
statistical records, including programand census data, to docunent the
validity of the reports submtted to the Departnent. These records shal
be retained for a period of five years after final paynent.

The records shall be available for review at any time during nornal
busi ness hours by Departnent personnel, the purchase of service fisca
consul tant, or state or federal audit personnel

Comrent

The financial and statistical reports conpleted by the provider are the
basis for establishing the payment rate. The purchase of service fisca
consul tant conducts on-site reviews for a nunber of providers each year to
verify the accuracy of the financial and statistical reports subnmtted by
t he provider.

Therefore, the records nust be available for review at any tine during the
nor mal busi ness hours of the provider, through the period of the contract
and for a period of five years thereafter

Legal reference: 441 | AC 150.3(3)"“k”
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| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

CONDI TI ONS OF PARTI CI PATI ON (Cont . )

Reports on Financial and Statistical Records

Pol i cy

Providers shall submit reports on financial and statistical records
required. Failure to do so within the required tinme limts is grounds for
term nation of the contract.

Comrent

Devel opnent of appropriate rates in a tinely manner is dependent on
receiving the report fromthe provider within permtted tinme franes.

Legal reference: 441 |AC 150.3(3)"“1"

Procedure

A decision to ternminate a contract for failure to nake tinely reports will
be made jointly by the chief of the Bureau of Purchased Services and the

regi onal administrator of the region adm nistering the contract.

Mai nt enance of O ient Records

Pol i cy

The provider must retain client records for a period of three years after
service to the client termnates.

Comrent

Because infornati on about services provided to clients nay be needed for a
period of time after the provider gives service to the client, providers
are required to retain client file for three years. The provider should
retain information of a nore general nature, such as clients served and
dates of service, for a longer tine.

Not e: Departnent case record retention is established by XII11-A(1),
CASE RECORD DESTRUCTI ON

Legal reference: 441 | AC 150.3(3)“nf

| owa Departnment of Hunan Services Revi sed June 19, 2001




EMPLOYEES' MANUAL XV-A(1)-23

| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

CONDI TI ONS OF PARTI CI PATI ON (Cont . )

Provi der Charges

Pol i cy

A provider shall not charge Departnent clients nore than it receives for
services to non-Departnent clients.

Comrent

Purchase of service rates are based on the cost of providing the service
and are limted to reasonabl e and necessary costs. Therefore, the rate
for Departnent clients nust be the sane or |ower than rates charged non-
Departnment clients.

This guideline does not directly linit rates for non-Department clients,
however, so rates for non-Departnent clients nmay exceed the rates for
Departnment clients.

Legal reference: 441 | AC 150.3(3)“n”

Procedure

Moni tor the provider’s practices and rates charged clients. |f non-
Departnent clients are being charged | ess than Departnent clients, give
t he provider an opportunity to clarify or correct the situation

I f nonconpliance continues, notify the chief of the Bureau of Purchased
Services. The purchase of service rate shall be adjusted to that being

charged non-Departnment clients.

Speci al - Pur pose Organi zati ons

Pol i cy

A provider nay establish a separate, special -purpose organization to
conduct certain of the provider’'s client-related or nonclient-rel ated
activities. For exanple, a devel opnent foundati on assunes the provider’s
fund-raising activity.
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| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

CONDI TI ONS OF PARTI CI PATI ON (Cont . )

Speci al - Pur pose Organi zations (Cont.)

Policy (Cont.)

Oten, the provider does not own the special-purpose organization (e.g., a
nonprofit, non-stock-issuing corporation) and has no conmon governi ng body
nmenbershi p. However, a special -purpose organi zation is considered to be
related to a provider if:

1. The provider controls the organization through contracts or other
| egal docunents that give the provider the authority to direct the
organi zation’s activities, managenent, and policies; or

2. The provider is, for all practical purposes, the primary beneficiary
of the organization's activities. The provider should be considered
t he speci al - purpose organi zation’s primary beneficiary if one or nore
of the follow ng circunstances exist:

¢ The organization has solicited funds on the provider's behalf wth
provi der approval, and substantially all funds so solicited were
contributed with intent of benefiting the provider

¢ The provider has transferred sonme of its resources to the
organi zation, substantially all of whose resources are held for the
benefit of the provider; or

¢ The provider has assigned certain of its functions to a special-
pur pose organi zation that is operating primarily for the benefit of
t he provider.

Coment

This policy clarifies the application of the purchase of service rules
when a “related-party” relationship exists between a provider and an
organi zation. The rules apply if the relationship results in costs being
charged to the Departnent.

This policy ensures that the costs charged to the Departnent for services,
facilities, equipnent, and supplies are actual costs. It allows for the
al l ocation of actual allowable direct and indirect foundation costs for
services or assets used by the provider agency to be rei nbursed under the
purchase of service contract.

Al'l costs allowable for providers are al so payable for foundations, unless
the costs duplicate provider costs already subject to rei nbursenent.
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| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

CONDI TI ONS OF PARTI CI PATI ON (Cont . )

Speci al - Pur pose Organi zations (Cont.)

Conment (Cont.)

Organi zations and foundations are required to disclose their financial and
statistical records to deternine whether a related-party relationship
exi sts and to document the validity of costs.

The requirenents for PCOS providers are consistent with the requirenents in
the Medicaid and State Suppl enentary Assistance prograns. They treat al
providers the same and pernit paynent of otherw se allowabl e costs

i ncurred by foundations. The policy neither encourages nor discourages

f oundat i ons.

Legal reference: 441 | AC 150.3(3)“0”"

Certification by Public Transit Division

Pol i cy

Each service provider shall provide docunentation of conpliance with or
exenption frompublic transit coordination requirements as found in | owa
Code Chapter 601J and Departnent of Transportation rules 761--Chapter 910.

The provider shall subnmit current docunentation to the applicable region
office within 10 days of notification by the |owa Departnent of
Transportation, Public Transit Division

Failure to cooperate in obtaining or providing the required docunmentation
of conpliance or exenption is grounds for denial or termination of the
contract.

Conment

| owa Code Section 601J.1 defines “transportation” as novenent of people
from one geographic point to another in notorized vehicles with four or
nore wheels that are designed to carry passengers.

This includes transportation by cars, vans, or buses. |t does not include
enmergency or incidental transportation, and it does not include
transportation by the Departnment at its institutions.

Legal reference: 441 | AC 150.3(3)“p”"
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| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

CONDI TI ONS OF PARTI CI PATI ON (Cont . )

Certification by Public Transit Division (Cont.)

Procedure

The Bureau of Purchased Services in central office notifies the Departnent
of Transportation of all Iowa Purchase of Social Services Agency Contracts
by e-mail or by sending a neno.

The Departnent of Transportation contacts providers and deterni nes
conpliance for each provider

The provider must send a copy of the Departnent of Transportation
notification of the conpliance decision to you within ten days of receipt.

FI NANCI AL _AND STATI STI CAL REPORT

Pol i cy

Form 470- 0664, Financial and Statistical Report for Purchase of Service
Contracts, is the basis for establishing the rates to be paid to all providers
except sone out-of-state providers under an agency contract. All in-state
provi ders nust conplete form470-0664. These reports shall be based on the
policies that follow.

Comrent

To accurately determ ne actual cost of delivering services, the reporting and
net hods used in conpleting the financial and statistical reports nust be
uni form

Instructions for form 470-0664 are found in the PURCHASE OF SERVI CE PROVI DER
HANDBOOK. This section provides guidelines for reporting, and in sone cases
limting or elimnating, certain expenses in devel oping rates the Depart nent
will pay for services rendered by the provider

Legal reference: 441 | AC 150.3(4)

Accounti ng Procedures

Pol i cy

Financi al information nust be based on the agency’s financial records.
When the records are not kept on an accrual basis of accounting, the
provi der rmust nmeke the adjustments necessary to convert the infornation to
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Accounting Procedures (Cont.)

Policy (Cont.)

an accrual basis for reporting. Providers who are nultiple program
agenci es shall submt a cost allocation schedule prepared in accordance
wi th recogni zed net hods and procedures.

Comrent

Accrual accounting is a form of accounting which records revenues when

t hey becone owed to the agency, expenses when they becone owed by the
agency, and attenpts to match expenses with any revenues they produce.
This is regardless of the timng of the actual receipt of nonies owed to
t he organi zation and the timng of the actual paynent of nonies owed by
t he organi zation to others.

Accrual accounting nore accurately reflects the financial condition to the
agency, identifies revenue and expenses with specific tine periods, and is
required by Generally Accepted Accounting Principles for a fair
presentation of financial position and results of operation of an agency.

The financial and statistical reports submtted by the provider nust be
made on the basis of accrual accounting. |If the provider does not use the
accrual basis of accounting, the provider nust nake adjustments to the
report, to convert the report to the accrual basis of accounting.

Provi ders who operate nore than one service program nust include with
their cost reports a schedule showing the fornula they have used to

di stribute costs anong the different prograns. They may use any

recogni zed nmet hod which reasonably and fairly distributes the costs, but
nust be able to provide a rationale for the nethod sel ected and nust be
consi stent fromone reporting period to anot her

Legal reference: 441 | AC 150.3(5)“a”

Direct Program Expenses

Pol i cy

Direct program expense shall include all direct client contact
personnel involved in a program including the tine of a supervisor of
a program or the apportioned share of the supervisor’s time when the
supervi sor supervises nore than one program
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Accounting Procedures (Cont.)

Direct Program Expenses (Cont.)

Comrent

Costs of all staff directly involved with clients in a program

i ncluding salaries and fringe benefits, shall be recorded as direct
program expense. Direct program expense al so includes the
supervisor’'s salary and fringe benefits, even though the supervisor
does not work directly with clients. |If the supervisor is responsible
for nore than one program these costs nmust be divided anong the
prograns supervised

Legal reference: 441 | AC 150.3(5)“a"(1)

Expenses Ot her Than Salary and Fringe Benefits

Pol i cy

Expenses ot her than salary and fringe benefits shall be charged as

di rect program expenses when the expenses are identifiable to a
program They may al so be charged as direct program expenses when a
net hod of distribution acceptable to the Departnment is maintained on a
consi stent basis.

Coment

Whenever possible, expenses should be identified directly with
operation of a specific program Those costs not directly identified
with a specific program should be distributed anbng the various
service prograns in a reasonabl e manner acceptable to the Departnent.
The nethod used to allocate costs anbng prograns should be applied
consistently fromone reporting period to anot her

Legal reference 441 1 AC 150. 3(5)“a"(2)

Qccupancy Expenses

Pol i cy

Qccupancy expenses shall be allocated to prograns on a space
utilization fornmula. The space utilization formula nmay be used for
salaries and fringes of building maintenance and janitorial personnel
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Accounting Procedures (Cont.)

Qccupancy Expenses (Cont.)

Comrent

Costs of buildings and of mmintaining buildings shall be distributed
anong the service programs on the basis of the space used by each of
the prograns. This fornula nmay al so be used as a basis for

di stribution of the costs of staff who maintain the buildings, such as
mai nt enance and janitorial staff.

Legal reference: 441 | AC 150.3(5)“a"(3)

Joi nt Program Expenses

Pol i cy

Al'l expenses which relate jointly to two or nore prograns shall be

al l ocated to program service costs, using a cost allocation nethod
which fairly distributes costs to the related prograns. Any expenses
which relate directly to a particular programshall be reflected as
such. Al maintenance costs shall be charged directly or allocated
proportionately to the related prograns affected.

Conmrent

Service and nmai ntenance costs directly associated with a service
program nust be reported as direct expense. Expenses associated with
nore than one program shall be distributed proportionately to those
prograns.

Legal reference: 441 | AC 150.3(5)“a"(4)

I ndi rect Costs

Pol i cy

I ndi rect program service costs shall be distributed over al
appl i cabl e servi ces.
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Accounting Procedures (Cont.)

I ndi rect Costs (Cont.)

Conmrent

Costs which cannot be assigned to a specific programor prograns are
i ndirect or support costs. Indirect costs shall be distributed over
all applicable service prograns according to the cost allocation
procedures descri bed previously.

Legal reference: 441 | AC 150.3(5)“a"(5)

Expenses for Supplies and Conferences

Pol i cy

Expenses such as supplies, conferences, and simlar expenses that
cannot be directly related to a program shall be charged to indirect
program servi ce costs.

Conment

Expenses which are related to overall agency operation, rather than to
specific service prograns within the agency, are included on the cost
report as indirect costs and distributed over all applicable services.

Legal reference: 441 | AC 150.3(5)“a"(6)

Indirect Costs in a Miltiservice Agency

Pol i cy

A multiservice agency shall establish a nmethod acceptable to the
Departnent of distributing indirect program service costs.

Coment

Agencies with nore than one service program nmust establish and include
with their cost report a schedule showing the formula they have used
to distribute indirect costs anong the different prograns. They may
use any recogni zed net hod which reasonably and fairly distributes the
costs. But they nust be able to provide a rationale for the nethod
sel ected. The nethod shall be consistent fromone reporting period to
anot her.
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Accounting Procedures (Cont.)

Indirect Costs in a Miultiservice Agency (Cont.)

Conment (Cont.)
Legal reference: 441 | AC 150.3(5)“a"(7)

Fund- Rai si ng I ncomre and Donati ons

Pol i cy

Begi nning July 1, 1992, incone received fromfund-raising efforts or
donati ons shall be reported as revenue on the financial and
statistical report and used to offset fund-raising costs.

Fund-rai sing costs remaining after the offset shall be an unall owabl e
cost.

Al'l contributions shall be acconpani ed by a schedul e showi ng the
contribution and antici pated designation by the agency. No private
noneys contributed to the agency shall be included by the Depart nent
inits reinbursement rate determ nation, unless these noneys are
contributed for services provided to specific individuals for whomthe
rei mbursement rate is established by the Departnent.

If a shelter care provider’s actual and all owable costs for a child' s
shelter care placenent exceed the anpbunt the Department is authorized
to pay, and the provider is reinbursed by the child s county of |ega
settlenent for the difference between actual and all owable costs and
t he amount reinbursed by the Departnent, the Departnent shall not

i nclude the anount paid by the county in its reinbursenent rate

det ermi nati on.

Coment

When an agency conducts fund-rai sing drives or receives donations,
both the funds received and costs, if any, shall be shown on the cost
report. Fund-raising expenses nay be paid fromincone generated by
the fund-raising activity. Excess expense after deducting incone
cannot be charged as an all owabl e cost, however.

For cost reports submitted after July 1, 1992, the Departnent fisca
agent will not include private noneys contributed to an agency inits
rei mbursenment rate determ nation unless these noneys are contri buted
for services provided to specific individuals for whomthe

rei mbursement rate is established by the Departnent.
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Accounting Procedures (Cont.)

Fund- Rai si ng I ncome and Donati ons (Cont.)

Conment (Cont.)
Legal reference: 441 | AC 150.3(5)“a"(7)

Certified Audit Report

Pol i cy

When an agency has a certified public accounting firmperforman audit
of its financial statenents, the resulting audit report shall follow
one of the uniformaudit report formats recomrended by the Anerican
Institute of Certified Public Accountants. These formats are
specified in the industry audit guide series, Audits of Voluntary

Heal th and Wl fare Organi zati ons, prepared by the Conmittee on

Vol untary Health and Wl fare Organi zations, Anerican Institute of
Certified Public Accountants, New York, 1974. A copy of the certified
audit report shall be subnmitted to the Department within 60 days of
receipt.

Comrent

Al t hough agencies are generally not required to have independent
audits conducted by certified public accounting firns, they are
encouraged to do so. An audit enables an i ndependent auditor to
express an opinion on the fairness of the financial statenments, the
agency’s conpliance with generally accepted accounting principles, and
the consistency of the principles application. The auditor nay al so
provi de professional advice on internal controls and adm nistrative

ef ficiency, and may suggest procedures to reduce the likelihood of
errors.
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Accounting Procedures (Cont.)

Certified Audit Report (Cont.)

Conment (Cont.)

When an agency has a certified audit done, the agency nust submit a
copy to the Department, through the project manager, within 60 days of
receiving the report.

Legal reference: 441 | AC 150.3(5)“a"(9)

Support for Reported Expenses

Pol i cy

Al'l expenses reported on form 470-0664 nust be supported by an agen-
cy’'s general |edger and docunentation on file in the agency’'s office.

Coment

The agency nust have docunentation for all costs shown on the
financial and statistical report. The purchase of service fisca
consul tant conducts on-site reviews at a |imted nunber of agencies to
verify the accuracy of the reports.

The fiscal consultant develops criteria for selecting agencies to be
reviewed and submts themto the Departnent for approval. The

sel ection includes sonme on-site reviews done on a random sanpl e basis,
as well as on-site reviews done as a result of problens noted on the
financial and statistical report or at the request of a project
manager .

Legal reference: 441 | AC 150.3(5)“a"(10)

Fai lure to Maintain Records

Pol i cy

Failure to mamintain records adequate to support the Financial and
Statistical Report for Purchase of Service Contracts, form 470-0664, may
result in termnation of the contract.
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Failure to Maintain Records (Cont.)

Policy (Cont.)

These records include, but are not limted to:

¢ Reviewable, legible census reports.

¢ Payroll information.

¢ Capital asset schedul es.

¢ Al cancel ed checks, deposit slips, and invoices (paid and unpaid).
¢ Audit reports (if any).

¢ Board of directors’ mnutes.

Conment

One of the grounds for term nating the purchase of service contract is an
agency’s failure to naintain accurate docunentation for the financial and
statistical reports. This includes the itens |isted and may incl ude
others, if needed to support particular itens on the financial and
statistical report.

Legal reference: 441 | AC 150.3(5)“b”"

Submi ssi on of Reports

Pol i cy

The provider must submit form 470-0664 to the Departnment no later than
three nonths after the close of the provider’s established fiscal year

Failure to submit the report in tine without witten approval fromthe
chief of the Bureau of Purchased Services nmay reduce paynent to 75 percent
of the current rate. Failure to submt the report within six nonths of
the end of the fiscal year is cause for terninating the contract.

Conment

Legal reference: 441 | AC 150.3(5)“c”
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Submi ssi on of Reports (Cont.)

Pr ocedur e

Providers shall submt financial and statistical reports on an annua
basis, within three nonths of the close of their own accounting year

When an agency has a valid reason for being unable to neet the reporting
deadlines, it may subnmt a witten request for an extension through the
proj ect manager to the chief of the Bureau of Purchased Services. The
request shall give the reason for the delay and indicate when the report
can be submtted. An exanple of a valid reason is an unpl anned absence of
staff preparing the report. |If approved, the agency will not be
penal i zed, unless it fails to neet the new deadline.

In any event, failure to submit a report within six nonths of the close of
t he accounting year is grounds for term nating the contract. Action to
termnate the contract, if any, is initiated by the chief of the Bureau of
Pur chased Servi ces.

Rate Mbdi fication

Pol i cy
The Departnent will nodify rates when required by changes in |icensing
requi renents, changes in the law, or anmendnments to the contract. |If a

program change has a significant inpact on the cost of the service, a
request for a rate adjustnment may be considered if the regional admnis-
trator of the region where services are provi ded approves the change. |If
there is a nodification of the rate, the nodified rate is still subject to
any maxi mum established in any |aw or rule.

Conmrent

Legal reference: 441 | AC 150.3(5)“d”

Procedure

When the rate has been established for a service, it is generally
effective until the next regular report is received and processed, unless
changes are required in the program

When significant programor service changes occur necessitating a contract

amendnment, conpl ete Anendnent or Renewal of |owa Purchase of Socia
Servi ces Agency Contract, 470-0630.
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Rate Modification (Cont.)

Procedure (Cont.)

When program or service changes result in significant changes in costs but
do not require a contract anmendnment, the provider should send a |etter and
acconpanying financial infornation to the project nmanager. 1In the letter
t he provider should explain the changes, the reasons for the changes, and
the cost inpact, and request that the rate be adjusted. Financial infor-
mati on may be presented on the applicable parts of 470-0664 or on a
separ at e schedul e.

Send this letter, along with a statenment explaining the concurrence or
obj ection of the regional adninistrator, to the chief of the Bureau of
Pur chased Services for action

Rate adjustnents are effective the first of a nonth foll ow ng action by
t he purchase of service fiscal consultant. You nay need to verify that
t he changes have actually been made.

When possi bl e, across-the-board rate nodifications required by changes in
the law will be inplemented by central office.

Paynent of New Rate

Pol i cy

New rates are effective for services provided beginning the first day of
t he second cal endar nonth after the Bureau of Purchased Services receives
a report sufficient to establish rates. O, by mutual agreenment, new
rates can be effective the first day of the nonth follow ng conpletion of
the fiscal review

Failure to submit a report sufficient to establish a rate will result in
the effective date being delayed. The provider nust allow at |east one
week before the deadline in Bubm ssion of Reports]for you to review the
report and transmt it to central office.

Comrent

The effective date for a newrate is established when a financial and
statistical report sufficient to establish rates is received in the Bureau
of Purchased Services. |If the report is received early in a nonth and the
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Paynment of New Rate (Cont.)

Conment (Cont.)

purchase of service fiscal consultant is able to conplete the review of
the report early, the rate nay be effective one nonth earlier than this,
if both the Departnent and provider are in agreement.

If the financial and statistical report is not accurate or conplete enough
to establish a rate, additional information may be requested fromthe
provider or an on-site review may be conducted to obtain the needed
information. The newrate is then effective the first day of the nonth
followi ng conpletion of the work by the fiscal consultant.

In order to be assured of the financial and statistical report reaching
t he Bureau of Purchased Services, the provider must have the conpleted
report to the project nmanager at |east one week prior to the deadline.
When the report is received in central office, a receipt is sent to the
proj ect manager verifying receipt of the report and listing the
anticipated effective date for the newrate. |If there is any question
t he project manager should contact the Bureau of Purchased Services.

Legal reference: 441 | AC 150.3(5)“e”"

Exceptions to Costs

Pol i cy

Exceptions to costs identified by the Bureau of Purchased Services or its
fiscal consultant shall be comunicated to the provider in witing.

Coment

If the purchase of service fiscal consultant nakes any adjustments in the
way the costs are shown on the report, these are communicated in witing
to the provider and project nmanager. Generally, this occurs when the new
rate is issued. It may occur prior to issuing the rates when the
exceptions result in serious questions about accuracy of the report or
additional information is needed to establish accurate rates.

Legal reference: 441 | AC 150.3(5)“f”
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Accrual Basis

Pol i cy

Provi ders not using the accrual basis of accounting shall adjust anpunts
to the accrual basis when the financial and statistical report is

conpl eted. Records of cash receipts and di sbursenents shall be adjusted
to reflect accruals of incone and expenses.

Comrent

The financial and statistical reports submtted by the provider nust be
made on the basis of accrual accounting. See Pccounting Procedures]|for a
di scussion of accrual accounting. |If the provider does not use the
accrual basis of accounting, the provider nust nake adjustments to the
report, including cash receipts and di sbursenents, to convert the report
to the accrual basis of accounting.

Legal reference: 441 | AC 150.3(5)“g”"
Census Data
Pol i cy

Docurentation of units of service provided which identifies the individua
client shall be available on a daily basis and sunmarized on a nonthly
report. The docunentation and reports shall be retained by the provider
for review at the tinme the expenditure report is prepared and shall be
revi ewed by the Departnment’s fiscal consultant.

Coment

In order to deternmine an appropriate rate, the number of units of service
provided in each service program nust be available. Therefore, the

provi der must nmintain docunentation of all units of service delivered for
each program This docunmentation nust identify individual clients served
on a daily basis. It nust be sumarized nonthly to enable the purchase of
service fiscal consultant or project nmanager to verify the nunber of units
when devel oping the rate or conducting an on-site review.

Legal reference: 441 | AC 150.3(5)“h”
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pi ni on of Account ant

Pol i cy

The Departnent nmay require that an opinion of a certified public accoun-
tant or public accountant acconpany the report when adjustnents nmade to
prior reports indicate nonconpliance with reporting instructions.

Comrent

Al t hough agenci es are encouraged to have independent audits conducted by
certified public accounting firnms, they are generally not required to do
so. One exception to this is when serious questions are raised about the
accuracy of the financial and statistical reports and the agency doesn’t
correct the problens. Wen this situation occurs, the Departnment may
require an agency to obtain an audit by a certified public accountant or
publ i c accountant.

Legal reference: 441 | AC 150.3(5)“i”
Procedure

When the experience of the purchase of service fiscal consultant in
reviewing two or nore financial and statistical reports indicates that an
agency is not conplying with required reporting, the consultant wll

di scuss these concerns with you and the provider agency. The chief of the
Bureau of Purchased Services will send a letter notifying the agency of
the decision to request an audit.

Revenues

Pol i cy

When the financial and statistical report is conpleted, revenues shall be
reported as recorded in the general books and records, adjusted for
accruals. Expense recoveries shall be reflected as revenues.

Conmrent

Al information given on the financial and statistical report nust be
supported by the agency’'s books. Revenue must be reported as in the
agency’s books, with adjustrments nade to neet requirements of accrua
basis reporting. Expense recoveries nustbe identified as such and

recorded as revenue.

Legal reference: 441 | AC 150.3(5)“j”
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Capital Asset Use All owance (Depreciation Schedul e)

Pol i cy

The Capital Asset Use All owance Schedul e shall be prepared using the
gui del i nes for provider reinmbursenent in the Medicare and Medi caid Guide,
Decenber 1981.

Comrent

Capital assets, such as buildings and equi pnment, represent a cost to any
service program Al though they may not be associated with a cash

expendi ture during any given accounting period, some costs nay be included
inthe rate to reflect their expense to the provider. The allowable
procedure is to reflect the cost of the asset over its anticipated usefu
life (straight line depreciation). In calculating reasonable useful life,
t he Medi care and Medi cai d Gui de of Decenber 1981 shall be used as a gui de.

Legal reference: 441 | AC 150.3(5)"“k”

Nonal | owabl e Expenses

Pol i cy

The foll owi ng expenses shall not be all owed:

1. Fees paid directors and nonworking officers’ salaries.

2. Bad debts.

3. Entertai nnent expenses.

4. Menberships in recreational clubs, paid for by an agency (country
clubs, dinner clubs, health clubs, or simlar places) which are
primarily for the benefit of the enpl oyees of the agency.

5. Legal assistance on behalf of clients.

6. Costs eligible for reinbursenment through the nmedi cal assistance
program

7. Food and | odgi ng expense for personnel incurred in the city or
i medi ate area surroundi ng the personnel’s residence or office of
enpl oyment, except when the specific expense is required by the agency
and
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Nonal | owabl e Expenses (Cont.)

Policy (Cont.)

docunentation is maintained for audit purposes. Food and | odging
expenses incurred as part of programed activities on behal f of
clients, their parents, guardians, or consultants are allowable
expenses when docunentation is available for audit purposes.

8. Business conferences and conventions. Meeting costs of an agency
which are not required in |icensure.

9. Awards and grants to recogni ze board nenbers and comunity citizens
for achi evenent. Awards and grants to clients as part of treatnent
program are rei nbursabl e.

10. Survey costs when required certification is not attained.

11. Federal and state incone taxes.

Conmrent

Not all costs an agency mmy incur are necessary for the operation of a
service program Therefore, those expenses not felt to contribute
directly to the provision of services shall not be included in the cost of
the service and reflected in rates paid by the Departnent. Agencies nay
choose to provide the benefits or incur the costs |listed above, but may
not include them as service costs in which the Departnent participates.

If it incurs such costs, the agency must pay them from other funds.

Legal reference: 441 | AC 150.3(5)“1"

Rel ated Party Costs

Pol i cy

Direct and indirect costs applicable to services, facilities, equipnent,
and supplies furnished to the provider by organi zations related to the
provider are includable in the allowable cost of the provider at the cost
to the related organi zation. All costs allowable at the provider |eve

are also allowable at the related organi zation | evel, unless these rel ated
organi zation costs are duplicative of provider costs already subject to
rei nbur sement .
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Rel ated Party Costs (Cont.)

Policy (Cont.)

Al l onabl e costs shall be all actual direct and indirect costs applying to
any service or iteminterchanged between related parties, such as capita
use al l owance (depreciation), interest on borrowed noney, insurance,

t axes, and mai ntenance costs.

When the related party’'s costs are used as the basis for allowable renta
or supply costs, the related party shall supply docunmentation of these
costs to the provider. The provider shall conplete a schedul e displaying
amount paid to related parties, related party cost, and total anount

al l owabl e. The resulting costs shall be allocated according to policies
under Accounting Procedures]

Fi nanci al and statistical records shall be maintained by the related party
under the provisions in Financial and Statistical Records]

Tests for rel atedness shall be those specified in definitions of “comobn
ownership,” “control,” “related to provider,” and “relatives,” in XV-A
DEFI NI TI ONS and under [Bpecial -Purpose Organi zations] The Departnment or

t he purchase of service fiscal consultant shall have access to the records
of the provider and | andlord or supplier to deternine if rel atedness
exists. Applicable records nay include financial and accounting records,
board minutes, articles of incorporation, and |list of board nenbers.

Comrent

Costs charged to the provider by a related organi zati on may be included in
the provider’'s rate on the basis of the actual cost to the rel ated

organi zation. |If the costs are included in the provider’s rate, the related
organi zation is required to provide docunentation of the actual costs.

Legal reference: 441 | AC 150.3(5)“q”"
Procedure

Basi c responsibility for determining if a transaction falls under the

rel ated party policy rests with the provider agency. Provider agencies
nmust include with their financial and statistical report a schedule from
the rel ated organi zati on which docunents actual costs. |If a question

ari ses about the transactions between an agency and a particul ar

organi zation, the purchase of service fiscal consultant applies these
tests to deternmine if the relationship comes within the guidelines. |If
so, the

| owa Departnment of Hunan Services June 30, 1987
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Rel ated Party Costs (Cont.)

Procedure (Cont.)

fiscal consultant determ nes whether the representati ons nmade by the
provider are factual (neaning that the transactions involving the
services, facilities, equipnent, or supplies are at cost).

Interest as an Al |l owabl e Cost

Pol i cy

Necessary and proper interest on both current and capital indebtedness is
an al |l owabl e cost.

“Interest” is the cost incurred for the use of borrowed funds. |Interest
on current indebtedness is the cost incurred for funds borrowed for a
relatively short term Interest on capital indebtedness is the cost
incurred for funds borrowed for capital purposes.

“Necessary” requires that the interest:

¢

¢

Be incurred on a loan made to satisfy a financial need of the provider

Be incurred on a |l oan nade for a purpose reasonably required to operate
a program and

Be reduced by investnent inconme, except where the incone is fromgifts
and grants (restricted or unrestricted), which are held separate and
not conm ngled with other funds.

“Proper” requires that interest:

¢ Be incurred at a rate not in excess of what a prudent borrower would
have had to pay in the nbney market on the date the | oan was made.

¢ Be paid to a lender not related through control or ownership to the
borrow ng organi zation

Conment

Provi ders nmay show all necessary and proper interest paid on both current
and capital indebtedness on form 470-0664 as an al |l owabl e expense for
conputing the rei nbursenent rate wi thout receiving prior approval. The
absence of tinme frames neans the date of indebtedness is not applicable.

Legal reference: 441 | AC 150.3(5)“t”
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Expenses Linmted for Services Wthout a Ceiling

Pol i cy

The foll owi ng expenses are |imted for services without a ceiling
establ i shed by adm nistrative rule or law for that service:

1. Myving and recruitment are allowed as a rei nbursable cost only to the
extent allowed for state enpl oyees. Expenses incurred for placing
advertising for purposes of locating qualified individuals for staff
positions are all owed for rei nbursenent purposes.

2. Costs for participation in educational conferences are |limted to 3
percent of the agency’'s actual salary costs, |ess excluded or limted
sal ary costs as recorded on the financial and statistical report.

3. Costs of reference publications and subscriptions for programrel ated
materials are limted to $500 per year

4. Menberships in professional service organizations are allowed, to the
extent they do not exceed one-half of one percent of the total salary
costs | ess excluded sal ary costs.

5. In-state travel costs for mleage and per di em expenses are all owabl e,
to the extent they do not exceed the maxi mum m | eage and per di em
rates for state enployees for travel in the state

6. Reinbursenent for air travel shall not exceed the | esser of the
m ni mum conmercial rate or the rate allowed for nileage in paragraph 5
above.

7. The maxi mum rei mbursabl e salary for the agency adm ni strator or
executive director charged to purchase of service is $40.000 annual ly.

8. Annual neeting costs of an agency that are required for |licensure are
allowed to the extent required by |licensure.

Coment

Services without a rate ceiling include all services except shelter care.
Sone costs may be included in the rate charged the Departnent, but not

necessarily to the full extent incurred by the agency. See also
Limted for Services Wth a Ceiling]

Legal reference: 441 | AC 150.3(5)"“nf
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Expenses Linmted for Services Wth a Ceiling

Pol i cy

The foll owing expenses are limted for services with a ceiling established
by adm nistrative rule or law for that service:

1. The maxi mum rei nbursabl e conpensation for the agency adm nistrator or
executive director charged to purchase of service annually is $40, 000.

2. Annual neeting costs of an agency that are required for |licensure are
allowed to the extent required by |licensure.

Comrent

Shelter care has a ceiling. For shelter care services, cost limts apply
only to these two itens.

Legal reference: 441 | AC 150.3(5)“n”

Rat e Formul a

Pol i cy

When rates are determ ned based on cost of providing the service involved,
they are cal cul ated according to the follow ng nmathenatical formla:

Net al | owabl e expendi tures X Rei nbur senent fact or = Base rate
Effective utilization |eve

“Net all owabl e expenditures” are those expenditures attributable to
service to clients which are allowable as defined in this chapter

The “effective utilization level” is 80 percent or actual (whichever is
greater) of the programis |licensed or staff capacity (whichever is |ess).

The inflation factor is the percentage that is applied to devel op paynent
rates consistent with current policy and funding of the Departnment. The
inflation factor is intended to overcone the tinme |ag between the period
for which costs were reported and the period during which the rates will

be in effect.

The inflation factor is the anmbunt by which the consuner price index for
al | urban consuners increased during the precedi ng cal endar year ending
Decenber 31.

| owa Departnment of Hunan Services Revi sed June 25, 1996
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Rate Formula (Cont.)

Policy (Cont.)

“Base rate” is the rate that is devel oped i ndependent of any limts in
effect. Actual rates paid are subject to limts or nmaxi nuns.

Comrent

When a ceiling exists, the reinbursenment rate is established by
determ ning on a per-unit basis the allowable cost plus the current cost
adj ustment, subject to the maxi mum al | owabl e cost ceiling.

The inflation factor is the ambunt by which the Consuner Price Index for
al | urban consuners increased during the precedi ng cal endar year (ending
Decenmber 31). The Bureau of Purchased Services sends witten notification
of the inflation factor to providers and project nanagers each year

Legal reference: 441 | AC 150.3(5)“u”
Rate Linmts
Pol i cy

For the fiscal year beginning July 1, 2001, the nmaxi mum rei mbur senent
rates for social service providers is the sane as the rates in effect on
June 30, 2001. (“Social services” include adoption, fam |y planning,

i ndependent living, and shelter care.) Exceptions:

¢ For the fiscal year beginning July 1, 2001, the conbi ned service and
mai nt enance rei nbhursenent rate paid to a shelter care provider shall be
based on the financial and statistical report submtted to the
Department, unless otherw se provided for in X I1-J(1), [SHELTER CARE. |
The maxi mum rei mbursenment rate shall be $83.69 per day, based on a
365-day year.

If the Departnent reinburses the provider at |ess than the maxi num
rate, but the provider’s cost report justifies a rate of at |east

$83. 69, the Departnent shall readjust the provider’s reinmbursenent rate
to the actual and all owable cost plus the inflation factor or $83. 69,
whi chever is |ess.

| owa Departnment of Hunan Services Revi sed June 19, 2001
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Rate Limts (Cont.)

Policy (Cont.)

¢

If a new service is added after June 30, 2001, the initial reinburse-
nent rate for the service is based upon actual and all owabl e costs. A
new servi ce does not include a new building or |ocation or other
changes in method of service delivery for a service currently provided
under the contract.

e For adoption, the only tine a provider is considered to be offering
a new service is if the provider adds the adoptive home study, the
adoptive home study update, placenent services, or postplacenment
services for the first time. Preparation of the child, preparation
of the famly, and preplacenent visits are conmponents of these
servi ces.

e For shelter care, if the provider is currently offering shelter care
under a social services contract, the only tinme the provider is
considered to be offering a new service is if the provider adds a
service other than shelter care

e For famly planning, the only tine the provider is considered to be
of fering a new service is when the Departnent adds a new unit of
service by administrative rule.

e For independent living, the only tine a provider is considered to be
of fering a new service is when the agency adds a cluster site or a
scattered site for the first time. |f, for exanple, the agency has
an independent living cluster site, the addition of a new site does
not constitute a new service.

e |f the Departnent defines a new service in admnistrative rule as a
soci al service that may be purchased, this constitutes a new service
for purposes of establishment of a rate. Once the rate for the new
service is established, the rate is subject to any limts estab-
lished by administrative rule or |aw.

If a provider |oses a source of income used to determ ne the

rei mbursenment rate, the provider's reinbursenent rate may be adjusted
to reflect the I oss of incone, provided that the | ost incone was used
to support actual and allowable costs of a service purchased under a
purchase of service contract.
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Rate Limts (Cont.)
Conmrent
Interruptions in service prograns do not affect the rate. |If a provider

assunes the delivery of service fromanother provider, the rate renmains
the sane as for the fornmer provider.

| owa Departnment of Hunan Services Revi sed June 19, 2001
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Rate Limts (Cont.)
Conment (Cont.)

Regul ar submi ssion of cost reports is required. The cost reports shal

al so be used to establish the base maxinumrate for services not included
in a contract on June 30, 1999. The maxinumrate a provider nmay charge the
Department cannot exceed:

¢ The naxi mumrate cal cul ated under the cost-based system or
¢ The naximumrate established by the |egislature.

Procedures for applying the limts for transfer of service prograns from
one provider to another have been continued. Procedures for new services
will be applied when the region subnmtting the contract or anendnent
identifies themas such and new service program codes are assigned.

Legal reference: 441 | AC 150.3(5)“p”

Revi ew of Fi nanci al Records

Pol i cy

Aut hori zed representatives of the Department or state or federal audit
personnel have the right to review the general financial records of a
provider. The purpose of reviewis to determne if expenses reported to
the Departnent have been handl ed as required under FTNANCI AL AND|

ETATTSTTCAL REPORT]

Repr esent ati ves must provide proper identification and use generally
accepted audit principles. The reviews may include an on-site visit to
the provider, the provider’s central accounting office, the offices of the
provider’s agents, or a conbination of these or, by nutual decision, to

ot her | ocations.

Coment

To verify the accuracy of the reports submtted to the Departnent, on-site
reviews are conducted to exam ne an agency’s docunentation, including the
agency’s books, records, board m nutes, census records or other records.
These revi ews are conducted where the records and nmaterials are maintained
or where nutually convenient for the Departnent and the agency.

Legal reference: 441 | AC 150.3(10)
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CLI ENT ELI G BILITY AND REFERRAL

Pol i cy

To receive services through the purchase of service system clients shall be
determ ned eligible and be formally referred by the Departnment. The Depart-
nment shall not nake paynent for services provided before the client’s
application, eligibility determ nation, and referral

Exception: When a court orders foster care and the Departnment has no
responsibility for supervision or placenent of the client, the Department wll
pay the rate established by these rules for naintenance and service provided
by the facility.

The Departnent uses the following forns to authorize services:

¢ Form 470-0622(SS-1701-0), Referral of Cient for Purchase of Socia
Servi ces.

¢ Form 470-0719 (SS-2611-0), Placenent Agreenent: Child-Placing or
Chi | d- Cari ng Agency (Provider).

Comrent

When a court orders foster care placenent but puts the child in the custody of
anot her person or agency, foster care involves only paynent responsibility by
the Departnent. The rates paid for care, however, are established by regul ar
purchase of service rate-setting procedures.

Before the Departnment can pay for services to a client, an application for
servi ces nust be approved. This includes having the client conplete an
application, be deternmined eligible, and have a referral authorizing services.
See XII1-A ELIGBILITY, and 18-A |[Child Wlfare Eligibility Factors,| for nore
i nformation.

Instructions for form470-0622 are found in Xl II-A Appendi x. Instructions for
form 470-0719 are found in 18- Appendi x.

Legal reference: 441 | AC 150. 3(6)

| owa Departnment of Hunan Services Revi sed June 19, 2001




EMPLOYEES' MANUAL XV-A(1)-49

| OMA PURCHASE OF SOCI AL SERVI CES AGENCY CONTRACT

CLI ENT FEES

Pol i cy

The provider shall agree not to require any fee for service from Departnental
clients unless a fee is required by the Departnent and is consistent with
federal regulation and state policy.

Comment

Pol i cies governing client fees are found in Xl I1-A FEES. See also XVI-B, FEE
SCHEDULE, for guidelines and instructions for child day care fees.

Legal reference: 441 |AC 150.3(7) and 130.4(1)

Pr ocedur e

The provider shall collect fees due fromclients. The provider shall maintain
records of fees collected, and such records shall be available for audit by
the Department or its representative. When a client does not pay the fee, the
provi der shall denonstrate that a reasonable effort has been made to coll ect
the fee. Reasonable effort to collect means an original billing and two

foll ow-up notices of nonpaynent. \When the second notice of nonpaynent is
sent, the provider shall send a copy of the notice to the Departnent worker.

Bl LLI NG PROCEDURES

Pol i cy

At the end of each nonth, the provider agency shall prepare form AA-2241-0,
Purchase of Service Provider Invoice, for contractual services provided by the
agency during the nonth.

Separate invoi ces shall be prepared for each county fromwhich clients were
referred, each service, and each funding source involved in paynent. Conplete
i nvoi ces shall be sent to the Departnent county office responsible for the
client for approval and forwarding for payment.

More frequent billings nay be permtted on an exception basis with the witten
approval of the region and the chief of the Bureau of Purchased Services.

The tine Iimt for subnission of original vouchers, invoices, or clains shal
be three months fromthe date of service.

Valid clainms which were originally submitted within the time Iinmt specified
but were rejected because of an error shall be resubnmitted without regard to
time frames.

| owa Departnment of Hunan Services Revi sed June 23, 1992
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Bl LLI NG PROCEDURES ( Cont . )

Conment
Providers are permtted to bill for services only after the service has been
rendered. Invoices shall be submtted nonthly if the service is ongoing, or

after the service has been conpl et ed.

Billings must be submitted within 90 days of the provision of service, as
provided for in lowa Code Section 421.38. |If a claimoriginally submtted
within the 90-day limt is rejected because of an error and nust be
resubmtted, the resubmttal may occur at any tine.

When there is a conpelling reason (e.g. severe cash fl ow problens), nore
frequent billings may be permitted for short periods of tine. This requires

t he approval of both the regional administrator and the chief of the Bureau of
Purchased Services. Since this procedure is intended to be used very

i nfrequently, no formal procedures have been established. Requests may be
nmade by letter, outlining the reason nore frequent billings are being
requested and the period for which the provider needs the exception

Legal reference: 441 | AC 150. 3(8)
Procedure

The provider shall conplete form AA-2241-0, Purchase of Service Provider
I nvoi ce, according to instructions found in XV-A-Appendi x.

Interest on Unpaid |Invoices

Pol i cy

Any invoice that remains unpaid after 60 days following the receipt of a
valid claimis subject to the paynent of interest. The rate of interest
is 1 percent per nmonth beyond the 60-day period, on a sinple interest
basis. A separate claimfor the interest is to be generated by the
agency. |If the original claimwas paid with both federal and state funds,
only that portion of the original claimpaid with state funds will be

subj ect to interest charges.

| owa Departnment of Hunan Services Revi sed June 23, 1992
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Bl LLI NG PROCEDURES ( Cont . )

Interest on Unpaid Invoices (Cont.)

Comrent

The provider may file a claimfor interest on unpaid invoices when the
following criteria are net:

1

2.

The original claimwas valid.

The invoi ce renai ned unpaid after 60 days followi ng the recei pt of the
valid claimin the central office. (The date the invoice is received
counts as one of the 60 days.)

A separate claimfor the interest is generated.

The rate of interest allowed is 1 percent per nonth beyond the 60-day
period, on a sinple interest basis.

The interest is clainmed for the days before the date of paynment of the
original claim

The interest is clainmed on only that portion of the original claim
paid with state funds. (Interest is not paid on any portion of the
original claimpaid with either county or federal funds.)

Legal reference: 441 | AC 150.3(5)"“s”

Pr ocedur e

Make form 07-350, Purchase Order/Paynent Voucher, available to the
provi der upon request.

The provider shall enter the claiminformation on the Purchase Order/
Paynment Voucher, conplete the clainmant’s certification, and submt the
formw th docunentation to the regional office.

The regi onal admi nistrator shall conplete the “Agency Certification”
section on the formand submt the formand docunentation to the Bureau of
Paynments and Recei pts.
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REVI EW5 OF DEPARTMENT ACTI ONS

Pol i cy

A provider who is adversely affected by a Departnent decision may request a
review. A review request nay cause the action to be stopped pending the

out come of the review, except in cases where it can be docunented that to do
so would be detrinental to the health and welfare of clients. The procedure
for reviewis:

A.  The provider shall send a witten request for review to the project
nmanager responsible for the contract within 10 days of receipt of the
decision in question. This request shall docunent the specific area in
qguestion and the renmedy desired. Provide a witten response within 10
days.

B. When dissatisfied with your response, the provider shall submit the
response received and any additional information desired to the regiona
adm nistrator within 10 days the original request.

The regi onal admi nistrator shall study the concerns and the action taken
and render a decision in witing within 14 days. A neeting may be held
with the provider to clarify the situation

C. If still dissatisfied, the provider may request a review by the chief of
t he Bureau of Purchased Services. The request for review shall be
submtted within 10 days of the regional adnministrator’s response, and
shoul d i nclude copies of material from paragraphs A and B above.

The chief of the Bureau of Purchased Services shall review the issues and
positions of the parties involved and provide a witten decision within 14
days. A neeting may be held with the provider, the project nmanager, and
t he regi onal admi nistrator or designee.

D. The provider may appeal this decision within 10 days to the director of
t he Departnent, who shall issue the final Departnent decision within 14
days.

Coment

This section provides the specific steps and tinetables to be foll owed when
t he provider appeals a Department action.

Legal reference: 441 | AC 150.3(9)
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STATE 4
I _A._ TERRY E, BRANSTAD, GOVERNOR
DEPARTMEMT OF HUMAN SERVICES CHAALES M. FALMER, DIRECTOA

November 3, 1998

GENERAL LETTER NO. 15-A(1)-11
ISSUED BY: Bureau of Purchased Services, Division of Policy Coordination

SUBJECT: Employees’ Manual, Title XV, Chapter A(lbywa Purchase of Social Services
Agency Contractpages 46, 46b, 47, and 48, revised.

Summary

This revision reflects rules adopted to implement Sections 25 and 49 of Senate File 2442, 1996
lowa Acts, define “new service” and set a rate increase for providers of adult residential services
with a purchase of service contract.

Effective Date
July 1, 1998
Material Superseded

Remove the following pages from Employees’ Manual, Title 15, Chapter A(1), and replace with
the attached revised pages.

Page Date

46, 46b June 25, 1996
47 June 22, 1993
48 July 5, 1988

Additional Information

If you have any questions, please contact your regional office.

HOOVER STATE OFFICE BUILDING - DES MOINES, IA 50319-0114



STATE O%

THOMAS J. VILSACK, GOVERNOR DEPARTMENT OF HUMAN SERVICES
SALLY J. PEDERSON, LT. GOVERNOR JESSIE K. RASMUSSEN, DIRECTOR

June 15, 1999

GENERAL LETTER NO. 15-A(1)-12
ISSUED BY: Bureau of Purchased Services

SUBJECT: Employees’ Manual, Title XV, Chapter A(lbwa Purchase of Social Services
Agency ContractContents (page 1), revised; Contents (page 3), new; pages 1,
2, 6, 6a, 6b, 7, 8, 23 through 26, 33 through 36, 43, 46, 46a, 46b, and 47,
revised; and pages 53 through 70, new.

Summary

This letter transmits:

¢ Rules adopted to implement House File 760, 1999 lowa Acts, raising the maximum
reimbursement rate for shelter care from $78.14 to $79.70.

¢ Changes concerning local purchase services for adults with mental illness, mental retardation,
and developmental disabilites.

¢ The change from the Office of Equal Opportunity to the Diversity Programs Unit.
¢ Changes to the newer (470-XXXX) form numbers.

¢ Updated references to regional offices.
Effective Date

July 1, 1999

Material Superseded

Remove the following pages from Employees’ Manual, Title XV, Chapter A(1), and destroy
them:

Page Date

Manual Letter No. XV-A(1)-3 November 12, 1997
Contents (page 1) June 23, 1992

1 June 30, 1987

2,6, 6a, 6b,7,8 May 3, 1988

23-26 June 23, 1992
33-36 May 3, 1988

HOOVER STATE OFFICE BUILDING - DES MOINES, IA 50319-0114
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43 July 5, 1988

46 November 3, 1998
46a July 25, 1996

46b, 47 November 3, 1998

Additional Information

Refer questions about this general letter to your regional office.



STATE OF

I1Cp P

THOMAS J. VILSACK, GOVERNOR DEPARTMENT OF HUMAN SERVICES
SALLY J. PEDERSON, LT. GOVERNOR JESSIE K. RASMUSSEN, DIRECTOR

June 20, 2000

GENERAL LETTER NO. 15-A(1)-13

ISSUED BY: Bureau of Purchased Services,
Division of Fiscal Management

SUBJECT:  Employees Manual, Title 15, Chapter A(1), | OWA PURCHASE OF
SERVICES AGENCY CONTRACT, pages 46, 46a, and 48, revised.

Summary

This letter transmits changes to:

¢ Implement rules adopted to implement House file 2555 increasing the maximum
reimbursement rate for shelter care providers from $79.70 to $83.69.

¢ Implement rules adopted to implement House File 2555 raising the reimbursement rate for
adoption and independent living services.

¢ Update form numbersto the newer (470-xxxx) form numbers.

¢ Update references to dates.
Effective Date

July 1, 2000

Material Superseded

Remove the following pages from Employees’ Manual, Title 15, Chapter A(1), and destroy
them:

Page Date
46, 46a June 15, 1999
48 November 3, 1998

Additional Information

Refer questions about this genera letter to the Bureau of Purchased Services.

HOOVER STATE OFFICE BUILDING - DES MOINES, IA 50319-0114
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Fields of Opportunities STATE OF IOWA
THOMAS J. VILSACK, GOVERNOR DEPARTMENT OF HUMAN SERVICES
SALLY J. PEDERSON, LT. GOVERNOR JESSIE K. RASMUSSEN, DIRECTOR

June 19, 2001

GENERAL LETTER NO. 15-A(1)-14
ISSUED BY: Bureau of Purchased Services, Division of Fiscal Management

SUBJECT: Employees' Manudl, Title 15, Chapter A, |OWA PURCHASE OF SERVICE
AGENCY CONTRACT, Contents (pages 1 and 2), revised; and pages 3 through
6, 63, 6b, 7 through 26, 37, 39, 44, 46, 46a, 46b, 48, 51, and 52, revised; and
pages 6¢ through 6f, new.

Summary

This chapter is revised to:

¢ Remove references to control of funds for local purchase of social services for adults with
mental illness, mental retardation, or developmental disabilities. Responsibility for
contracting for these services has been transferred from the Department to the counties.

¢ Incorporate the procedures for on-site visits and record audits into the section on contract
administration.

¢ Update form numbers and terminology.
Effective Date

July 1, 2001

Material Superseded

Remove the following from Employees Manual, Title 15, Chapter A(1), and destroy them:

Page Date

Manual Letter XV-A(1)-4 (9 pages) September 29, 1998
Contents (p. 1) June 15, 1999
Contents (p. 2) January 7, 1992
Contents (p. 3) June 15, 1999

3 May 3, 1988

4 June 30, 1987

5 May 3, 1988

6, 6a, 6b, 7, 8 June 15, 1999

9 June 30, 1987
10-13 May 3, 1988

1305 E WALNUT STREET - DES MOINES, IA 50319-0114



14, 15 June 30, 1987
16-18 May 3, 1988
19, 20 June 30, 1987
21,22 May 3, 1988
23-26 June 15, 1999
37, 39 May 3, 1988
44 July 5, 1988
46, 463, 46b, 48 June 20, 2000
51, 52 July 5, 1988
53-70 June 15, 1999

Additional Information

Refer questions about this general |etter to your regional service administrator.
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