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< In the following sections, replace the information in blue font and/or items in brackets (< >) with the appropriate project information. Brackets and blue text should be deleted prior to the release of the document. >

1 Introduction

The Health and Human Services Data Center (HHSDC) Electronic Benefit Transfer (EBT) Project is responsible for managing its contracts in a consistent and orderly way. This is more readily accomplished if Statements of Work (SOWs), work products, status reports and invoices contain information and are presented in a format that is consistent with the project’s approach to deliverable management.

The intent of this document is to provide guidance for contractors that will enable them to deliver products that are acceptable to the project. Adhering to these guidelines will minimize the time to process deliverables and invoices. 

In the event of conflicts, the terms of the contract(s) between the State of California and the contractor take precedence over the guidance in this document.
1.1 Who Should Use this Handbook

Any firm or consultant contracting directly with the project should review this handbook. New contractors will be provided with a copy as part of their orientation to the project.

This handbook is not for use by the project’s prime contractor
. The processes that apply to a prime contractor will be addressed in detail in the contract terms and conditions, and in specific processes developed by state staff.

1.2 Document Overview

The main topics addressed in this handbook are: 

· SOW Guidelines

· Submitting Deliverables 

· Reporting Guidelines

· Invoicing

· Travel Guidelines

· Project Office Contacts and Resources

2 Statement of Work Guidelines

To promote a consistent and auditable contracting process, the project applies a core set of SOW requirements to each new contract. The objective is to ensure each new contract has the following characteristics:

· A clear delineation of tasks and deliverables. The scheme for referencing tasks and deliverables must be used consistently in all contract documents, so that there are no ambiguities in deliverables or invoices.

· Provisions for electronic deliverables in a specified format and media.

· Requirements for a Task Accomplishment Plan (TAP) at the beginning of the performance period for each new SOW.

· Submittal of status reports at appropriate intervals, commensurate with each SOW’s scope and period of performance.

Towards these ends, the project has developed a specific content guideline for SOWs and certain standard deliverables, which are available as templates from the project office. The SOW describes the task-specific requirements, such as reporting and analysis.

Generally, the project uses the template as a starting point, and works with the contractor to generate a final SOW
. An electronic version of the final SOW is retained by the state and serves as the basis for any future contract changes.

3 Submitting Deliverables

All deliverables are submitted to the Project Librarian. Deliverables may be mailed or hand delivered. In all cases, a Deliverable Transmittal Sheet (DTS) must accompany the delivered item, with the top block of information completed by the contractor. Specific requirements for format, number of copies, etc. are normally documented in the SOW or negotiated with the Functional Manager (FM) 

If a deliverable is submitted via the mail, the contractor should allow sufficient time for mail processing. The deliverable is considered “received” on the actual date it is received at the project office. Mailed submittals should be addressed to:

Health and Human Services Data Center

Electronic Benefit Transfer (EBT) Project

Attn:  EBT Project Librarian 

P.O. Box 168025

Sacramento, CA 95816

Hand-delivered items must be placed in the tray labeled “Contractor Deliverables” in the Librarian’s work area. 

Upon receipt, the Librarian follows the project’s established methods for checking in and tracking documents. If there are deliverable discrepancies, the contractor’s FM informs the contractor, and a resubmittal will be necessary. Final deliverable approval is conferred by a state manager.

No contractor notification is currently provided when a deliverable is approved; however the contractor is encouraged to contact the Librarian if approval status is a concern. A contractor will be notified if the deliverable is not approved.

Deliverables must be reviewed and approved before an invoice can be approved for payment. See Section 5, Invoicing.

3.1 Electronic Deliverables

All deliverables created on a computer should be delivered in electronic format, along with the formal paper deliverable. Most SOWs specify requirements in this area. The electronic version may accompany the paper version (either on diskette or other appropriate storage medium as agreed to in the SOW or with the FM) or may be e-mailed to the Librarian. Alternatively, the Deliverable Transmittal Sheet may be used to indicate where on the project’s network the document is stored (or which iManage repository and document number). Contractors need to submit the appropriate number of hardcopies with a DTS even if they e-mail the electronic version. The number of hardcopies required is indicated in the SOW or negotiated with the FM. 

Contractors must coordinate revision submittals with the Librarian to make sure that the correct hardcopy and electronic version(s) are retained.

4 Reporting Guidelines

4.1 Status Reporting

Contractors will typically be required to submit either weekly or monthly status reports, plus a Final Report at the end of each task or at the end of the SOW period of performance. Each contractor’s SOW contains the definitive list for their contract in the section entitled ‘Deliverables’. Status report templates, which include embedded instructions, are available from the Project Librarian.

Because the federal government frequently shares in project costs, contractor status reports (along with any requested deliverables) may be forwarded for federal review. Additionally, status reports may be requested by and made available to the Department of Finance and the project sponsor’s Independent Verification and Validation consultants. The reporting templates have evolved over time to satisfy the needs of both state and federal reviewers. Following the project’s guidelines will facilitate a timely review and help minimize rework.

4.2 Task Accomplishment Plan (TAP)

The general purpose of the TAP is to document the resource expenditure plan. For consultant services, this means documenting the expected labor costs, by month, for the duration of the SOW period of performance. For other costs (e.g., travel costs), the month that the expenditure is planned should be specified. The contractor’s TAP estimates are used in the project’s fiscal tracking system to monitor and manage contract budgets and expenditures.

Management and fiscal analysts review the TAP to verify the timing of the resource expenditures is consistent with the project’s overall plan and budget. Minor variations from the plan will be common, but variations over a specific threshold (defined in the SOW), or consistent over-runs or under-runs, will need to be explained in the monthly report. If the scope or cost of the contractor’s contract changes, then a revised TAP will be required after the amended SOW is executed.

4.3 Deliverable Expectations Document

The contractor must provide the Project Director or designated state manager with a Deliverable Expectation Document (DED) for any deliverable so identified in the contractor’s SOW or as agreed upon between the Project Director and the contractor. 

The purpose of the DED is to clarify expectations prior to expending substantial resources on the subject deliverable. The DED is submitted prior to the contractor beginning work on the deliverable, or at least 30 days before the deliverable is due. DED approval is not attached to any payment.

There are standard items covered in a DED although a specific DED may contain more items than the standard due to the nature of the deliverable. Each DED, at a minimum, will contain the following:

· An outline of the deliverable, table of contents, sample format and sample pages, and general description of the information that will be contained in the deliverable. 

· The scope and objectives of the deliverable.

· The methods and tools to be used to create the deliverable and/or derive the data comprising the deliverable.

· The criteria and standards used to create the deliverable (e.g., specific industry, federal or state standards, etc.)

· Timeframes for activities related to the deliverable, including proposed state review timeframes.

· Contractor correction timeframes for the deliverable.

· Acceptance criteria that is consistent with the requirements of the SOW, prior deliverables and communications between the contractor, FM and Project Director.

· The format in which the hardcopies will be delivered (e.g., binder with tabs, multiple binders, stapled report).

4.4 Other Reports

Unless otherwise specified in the SOW, other reports and analyses may be provided in a format chosen by the contractor. These reports must have the following minimum characteristics.

· Reasonable configuration management practices must be followed. The document should be uniquely numbered, should be dated, and the pages numbered. Draft or preliminary documents should be marked as ‘Draft’ on all pages.

· When the body of the document is greater than ten pages, a table of contents should be included.

· Individual section numbering is encouraged to allow reviewers to refer unambiguously to specific paragraphs and sections. If numerous tables or graphics are used, they should also be numbered for easier reference.

· Reproduction and reprinting should be considered as the document is created. For example, using shades of gray in graphics is discouraged—the differences are often indiscernible if the document is reproduced or printed on a lower quality printer. Shading in general (such as white print on a black background) does not reproduce or fax well, which should also be considered during document design.

· When appropriate, documents should be duplexed (printed on both sides).

As detailed in Section 7.2, Document Templates, the project has developed a number of templates that address the reporting requirements of most SOWs. The templates are available from the Project Librarian upon request.

Contractors should comply with any other documentation standards provided by HHSDC. The Project Librarian can provide the latest HHSDC Format and Style Guide. 

5 Invoicing

For most contractors, the rules applicable to invoicing are contained in their contract. Generally, the guidelines in this section apply.

Invoices should be submitted to the state within the first 15 calendar days of the next month following performance of the services. The invoices should include: 

· The total number of labor hours expended by the contractor during the prior month by task, and the total dollar amount for the services/products.

· A certification signed by the contractor’s contract manager or designated official attesting to the accuracy of the data in the invoice.

· The period covered by the invoice. Include copies of signed timesheets identifying on an hourly basis what specific task was performed by each individual in support of the labor hours billed. 

· An itemization of appropriate agreed-upon reimbursable expenses with supporting documentation for travel, per diem, phone and other task-related costs. 

Upon submission of the monthly invoice, the state will then make its approval determination based upon the following criteria:

· The Monthly Report for the month covered by the invoice met the requirements of the SOW and was approved by the state.

· Any deliverables due from the contractor were submitted to, and approved by the state.

· Travel and per diem expenses do not exceed the maximum allowed under Department of Personnel Administrative Code, Subchapter 1, Article 2, Traveling Expenses.

When the invoice approval criteria have been met, the state will make payment in accordance with the invoice. 

If the conditions for invoice payment are not met, payment of the invoice will be withheld by the state and the contractor will be notified. The contractor must take timely and appropriate measures to correct or remedy the reason(s) for nonacceptance, and demonstrate to the state it has successfully met the invoice approval criteria before payment will be made.

5.1 Project Cost Accounting

External state and federal organizations require detailed accounting of departmental expenditures. Contractors are expected to provide financial data that supports HHSDC tracking requirements. 

For accounting purposes, departmental costs are budgeted to Program Cost Account (PCA) codes. As expenditures are incurred, they must be allocated to these codes so that the financial status can be tracked. Contractors providing personnel to work under multiple PCA codes must provide sufficient information to ensure proper allocation of costs. The project’s fiscal staff will work with contractors in this situation to minimize cost reporting impacts. 

The contractor’s FM will provide the appropriate PCA code(s) when the company begins work for the project.

5.2 Submission of Invoices

The contractor must submit all invoices to:


Health and Human Services Data Center


Attn: Accounting Office


P.O. Box 168025


Sacramento, CA 95816

The project office will not accept hand-delivered invoices or invoices mailed to the project office. All contractor invoices must be mailed directly to the HHSDC Accounting Office.

5.3 Invoice Timelines

When HHSDC receives a contractor’s invoice, it is routed to the project for approval. Following approval, the invoice is returned to HHSDC Accounting for additional processing, and finally sent to the State Controller, which makes the actual payment to the contractor. Within this process, the project is allotted a fixed period for its review. Invoices are closely monitored while they are under review at the project, and this timeframe is consistently adhered to. The project cannot monitor or dictate, invoice processing times at HHSDC Accounting, or at the State Controller. However, since enactment of the California Prompt Payment Act (Government Code Section 927 et seq.) project contractors have generally been satisfied with the state’s invoice payment timeliness. An HHSDC invoice contact is listed in Table 1 on page 9, although once the invoice goes to the State Controller, neither the project nor HHSDC has insight into payment status.

The project will adhere to established state practices in the event of an invoice dispute.   

5.4 Invoice Withholds

In some cases, a SOW requires a payment withhold from each monthly invoice (generally 10% of the total invoice). In this case, the contractor’s invoice should specifically detail the total invoiced amount and the amount to be withheld for the period. 

At the completion of the SOW (or as specified in the SOW), the contractor may submit an invoice for the total accrued withheld amounts. The invoice for the withheld amounts should specifically detail the withheld amounts for each period, and should be submitted separately from the final month’s invoice. 

6 Travel Guidelines

For travel reimbursement, contractors must follow the guidance in the Personnel Administrative Code, Subchapter 1, Article 2, Traveling Expenses. Project fiscal staff will notify contractors if changes become known; however, it is the responsibility of the contractor to be compliant with state regulations. Contractor staff that travel frequently should make sure they thoroughly understand the state’s travel guidelines, for example, established limits on per diem costs. Without proper advance approval, the contractor will be responsible for any expenses that exceed state guidelines. 

Contractors must abide by the project's defined travel process. This process, and others, is available from the project’s Administrative Manager.

6.1 Travel Included in Statement of Work

If travel related to a contractor’s work is anticipated, then travel estimates must be included in the SOW, and the purchase order total cost will include an allowance for travel. Prior to traveling the contractor must have approval from their FM. The contractor should monitor the travel allowance balance to anticipate shortfalls. The best remedy for an anticipated shortfall is to amend the contract in advance so that sufficient travel funds are available. Reimbursement for approved travel expenses is requested via the monthly invoice. Contractors must include copies of all receipts in order to receive payment.

6.2 Travel Not Included in Statement of Work

If the contractor’s FM approves travel and the SOW either did not anticipate travel or the SOW travel allocation has been depleted, then the contractor’s travel expenses are paid from the project’s travel budget. In this case, the traveler must submit a travel claim to the project office (using the required state forms), and payment is made by the state directly to the traveler once the claim has been processed.

6.3 Out-of-State Travel

Out-of-state travel should always receive extra attention and coordination. Anticipated out-of-state travel should be included in the SOW, (as described in Section 6.1). 

7 Project Contacts and Resources

7.1 Contacts

The primary HHSDC contacts are listed in Table 1. The FM for each contractor is assigned at the beginning of the contract acquisition process and serves as the primary contact. Contractors are asked to contact their FM or the project’s Administrative Manager for contract and invoice-related questions. The names below are provided as a point of information.

Table 1.  Contacts

	Name
	Role
	Phone
	Notes

	
	Project Contract Manager
	
	Oversees the project’s contracts (excluding the prime contractor).

	
	Project Administrative Manager
	
	Oversees the Administrative Unit, which processes project contracts, deliverables, and invoices.

	
	Project Librarian
	
	Receives all deliverables and maintains status of deliverables
.

E-mail:  xxxxx@sid.hhsdc.ca.gov

	
	HHSDC Contract Analyst for EBT Project
	
	HHSDC contact for procurement issues and information.

	
	HHSDC Accounting Manager 
	
	HHSDC contact for invoice status information. 

	
	EBT Project Financial Analyst
	
	Oversees the tracking of project expenditures, including invoices.

	Functional Manager
	Primary Contact
	
	Involved in SOW development prior to award and serves as primary contact and oversight manager during the contract period.


< Note: HHSDC contacts may be listed at the project’s discretion, however contractors should always consult with project representatives first to try to resolve the issue at the lowest level possible. >

7.2 Document Templates

Document templates are the chief tools for ensuring document consistency, in both format and content. Contractors working at the project office have access to these templates; offsite contractors can request these templates from their FM or the Project Librarian.

Currently, the project maintains the templates listed in Table 2 for use by project contractors. 

Table 2. Available Templates

	Template name
	Notes

	ColorMaster
	A PowerPoint template that is used for all of the project’s briefings and presentations.

	Deliverable Transmittal Sheet
	Attached to any deliverable submitted to the project office for approval.

	Final Report
	Used when a final report is required in the SOW, or in lieu of a final monthly status report when a contracts ends early.

	Monthly Report
	Used for periodic status reporting.

	Report (1 sided)
	A template designed for reports that come with a set of coordinated, pre-defined styles. Generally used for significant reports of ten or more pages. 

This format should be used when the report is for HHSDC use, to be either modified by HHSDC or be included in a departmental product, such as a budget or report document. Otherwise, the contractor’s format, with company logo, is appropriate.

	SOW
	Must be adhered to closely when developing the SOW.

	TAP
	Used to establish the contractor’s planned expenses for the life of the contract. The project fiscal staff will use the data from this plan to perform budgeting and expenditure tracking. 


Appendices

Appendix A:  Acronyms & Glossary

	Deliverable
	Any tangible work (report, briefing, manual) produced by a project contractor, and required by the contractor’s contract/SOW to be provided to the state.

	Deliverable Expectation Document (DED)
	A document that presents an overview of what a certain deliverable will include. The DED is reviewed and approved (not attached to any payment) by a state manager to ensure agreed-upon expectations are clearly defined before the deliverable is actually developed.

	Deliverable Transmittal Sheet (DTS)
	The form that accompanies each deliverable. The contractor completes the top portion of the form. Subsequent sections are completed as the deliverable progresses through the approval process.

	Functional Manager (FM)
	An individual serving as the project’s primary project contact for the SOW. The FM ensures deliverables are reviewed and approved or disapproved and provides feedback to the contractor.

	Program Cost Account (PCA) Code
	A code assigned to an activity or subunit. Allocating costs to the appropriate code(s) enables the HHSDC fiscal tracking system to track and report financial data.

	Project Librarian
	The individual assigned the primary responsibility for receiving and tracking contractor deliverables. The Librarian manages the deliverables database, and ensures the project’s deliverables process is followed consistently.

	State Administrative Manager
	A state manager designated by the Project Director to approve invoices and, in some cases, deliverables.

	Statement of Work (SOW)
	The contractual document that specifies the tasks and deliverables required of the contractor.

	Task Accomplishment Plan (TAP)
	When applicable and noted in the SOW, a document submitted shortly after contract award that shows planned contractor expenditures, by month, for the duration of the contract.








� The “prime” contractor is typically awarded a contract based on a Request for Proposal (RFP) or Invitation to Partner (ITP) issued by the state. The RFP/ITP terms and contract conditions take precedence over the information in this document.


� The finalization of the SOW involves only the updating of contractor contact information, billing rates and contract manager information. It does NOT involve changing the tasks or deliverables as this would invalidate the solicitation. 
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