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BACKGROUND

Standard procedures for developing, issuing, and processing aids contracts are necessary to
ensure that:

e Contracts comply with legal requirements and good business practices.

o Payments against contracts are accurate and timely.

o Responsibilities and due dates are clearly assigned and understood.

¢ Information is shared between parties involved in the contracting process in an efficient,
timely, and effective manner.

¢ The number of errors and amount of rework required are held to a minimum.

POLICY

1. All Department of Health Services (DHS) employees involved in the contracting process are
responsible for ensuring that contracts are effective, enforceable, conform to DHS
standards, and are in accordance with applicable state and federal laws and regulations.

2. Payments shall be made only against properly completed, signed, and dated contracts for
which funding has been identified and reserved or for which sufficient future funding is
reasonably anticipated within the contract period.

Payments shall be made only in accordance with DHS policy and contract provisions.

Prior to issuing aids contracts to agencies (governmental, non-profit or for-profit
organizations), contracting divisions shall prepare and submit the following documentation
on the CARS SharePoint site for BFS workflow review and approval:

a. PrePacket Workbook.

b. Contract language to be used.

c. Profile ID Request form for new and changed profiles.
d. All other applicable PrePacket information.

All PrePacket materials to be uploaded by the Division are located on the CARS SharePoint site
(see link below). The site includes: PrePacket Workbook template, Profile ID Request form,
Agency Type table, Voucher Table Account and all guidelines and templates necessary to
complete the process. The upload of the above-mentioned documents, completed by the
Division, will become a PrePacket Document Set on the CARS SharePoint

site: https://share.health.wisconsin.gov/agency/fiscal/cars/ref/Forms/Allltems.aspx.

Additionally, all necessary contract administration documentation can be found
here: http://www.dhs.wisconsin.gov/publications/p00748-15-1-0.pdf.
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5. Review of the PrePacket Document Set, on the CARS SharePoint site, will be completed by
BFS no later than 15 working days after receipt.

6. Review of the Profile ID Request form, for new and changed profiles, will be completed by
the AIDS Appropriation Accountants no later than 15 working days after receipt. New or
changed profiles should be sent to the CARS SharePoint site prior to the upload of the
PrePacket to provide the time needed for review.

7. The contracting division will receive notification regarding the approval or rejection of the
PrePacket Document Set by BFS.

8. The SharePoint site and the BFS file room shall maintain the final approved PrePacket
Document Set.

9. Budget documents will be prepared and entered by BFS to reserve necessary funds.

10. All changes to contracts, including reductions, are subject to the same policies and
procedures.

Applicability

These procedures apply to all aids and aids-type contracts issued by DHS including, but not
limited to, consolidated state/county contracts and contracts with tribes, governmental, non-
profit, or for-profit organizations. Questions on whether a contract is an aid or aid-type contract
should be directed to BFS.

Detailed Divisional Procedures

Contracting divisions are strongly encouraged to develop and publish detailed procedures,
consistent with these procedures, defining how the contracting process is implemented within
their respective divisions. Necessary information includes, but is not limited to, clear assignment
of responsibilities for each step in the process, detailed time line and/or due dates, designation
of a division contract coordinator and/or contracting expert(s), quality control, and review
procedures.

Exceptions: Certain contracts such as the State/County, State/Tribal, and Consolidated DPH
contracts are not subject to Section 15 — Contract Administration 2.0 (Required Standard
Contract Language). The negotiation and approval process for these contracts constitutes
approval of contract language under this policy.

Processing signed contracts
Properly completed and signed contracts should be maintained in the contracting division.

1. Upon receipt of the signed contracts, the divisions shall transmit a copy of the signature and
CARS data page to the BFS CARS Unit.

2. Both DHS and the grantee agency must sign initial contracts and contract addenda or
appendices. Unilateral amendments and addenda/attachments require only an authorized
DHS signature.

3. The BFS CARS Unit shall enter the contract information into the CARS system, once a
signed contract is received. A schedule of planned cutoff and run dates is included in this
bulletin. Signed contract materials received on or before the cutoff shall be included in the
scheduled run. Signed contract materials received after the scheduled cutoff, and prior to
the run, may be entered at the discretion of the BFS CARS Unit.
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4. The contracting division has the responsibility for canceling contracts that are approved but
not implemented. The divisions should notify their monitoring accountants as soon as the
cancellation is determined. A new PrePacket Document Set, showing the revised contract
amount, should be uploaded into the CARS SharePoint site for BFS workflow review and
approval.

ATTACHMENT
CARS Processing Dates

REFERENCES

CARS SharePoint guidelines and templates

CARS SharePoint Home Page

Administrative Directive 70.1 (Delegation of Authority to Division Administrators to Enter into
and Administer Grants and Aids Contracts)

DHS APP Section 15 — Contract Administration 2.0 (Required Standard Contract Language) for
contracts other than the Consolidated State/County and State/Tribal contracts.

CARS Manual

CONTACTS

Deputy Director, Bureau of Fiscal Services
Expenditure Accounting Section Chief
Lead Accountants

BFS CARS Accountants
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The following is a schedule of due dates for receipt of keying documents in the CARS Unit,
anticipated CARS run dates, and ACH deposit dates for non-municipal and municipal vendors.

Agency Keying CARS Non-Municipal Municipal
Expense Document Processing Deposit Deposit
Report Due Date Date (ACH) (ACH)
4/16 06/09/16 06/16/16 07/01/16 07/05/16
5/16 07/11/16 07/18/16 08/01/16 08/05/16
6/16 08/11/16 08/18/16 09/01/16 09/06/16
7/16 09/12/16 09/19/16 10/01/16 10/05/16
8/16 10/11/16 10/18/16 11/01/16 11/07/16
9/16 11/10/16 11/17/16 12/01/16 12/05/16
10/16 *11/30/16 12/14/16 01/02/17 01/05/17
11/16 01/11/17 01/18/17 02/01/17 02/06/17
12/16 02/09/17 02/15/17 03/01/17 03/06/17
117 03/13/17 03/20/17 04/01/17 04/05/17
2/17 **3/31/2017 **4/7/2017 05/01/17 05/05/17
317 05/11/17 05/18/17 06/01/17 06/05/17
4/17 06/12/17 06/19/17 07/01/17 07/05/17
5/17 07/11/17 07/18/17 08/01/17 08/07/17
6/17 08/10/17 08/17/17 09/01/17 09/05/17
7mi 09/11/17 09/18/17 10/02/17 10/05/17
8/17 10/11/17 10/18/17 11/01/17 11/06/17

* Signed CONTRACTS or keying documents must be received in the CARS Unit on the LAST working
day of November.

** The CARS run processing February expenses will be 4/7/17. This will allow the Department to close
out Profiles needed for SFY end.
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