Contract Renewal Finalization w/ Detail Process (for existing
contracts)

NO Admin scans and saves
final version of contract

Based on budget NO Managers prepare S
modifications and Allocation letter s for Mental :
projections (based on Health & AOD BN uses checkhgt EnSe
2 Mg quality review
invoices, utilization &
history) : e —
NO Admin merge conduct
mail merge for letters &
drop into appropriate
folders
NO Assistant FCM makes County Counsel
Director reviews corrections, as reviews, if applicable
Exhibit A needed

NO prepares new
FY Board Letter and
Attachment

Finance & NO CMs NO sends ST ey PCM FCM " FCMs FCMS NG
NO finalize work with Allocation reviews & BHCS finalizes Packages conduct conducts: _ Director
CP OLs, DS Letters & submits negotiate A for Contract peer review of conducts

allocations & CP to Contract required Exhibits A P:Drive review of contract review copies
capture Renewal input and & B-1, as contract package and

projected Package docs by needed : obtains
program to CP deadline ‘ :

changes ol

2. BHCS

Director

signature

FCM runs Alcolink
query to obtain
Purchasing Order
PO

CMs make
corrections, as
needed

NO FCM concurrently CMs compare
prepares Interim Exhibit As &B-1s
Contract based on
most recent template

FCM uses checklist to ensure
quality review

NO Admin tracks documents
received & updates contact tracks/logs
information in tracking sheets & signature set up
provide updated documents to process/times
o
( Key %

CMs
e = CoB=Clerk of the Board
: : CMs=Contract Managers
NO FCM works with NO &
Admin to update template CP=Contracted Provider
DS=Decision Support
and merge documents, as } T :
haaden FCM=Fiscal Contract Manager
: NO=Network Office
OL=Operational Lead
PCM=Program Contract Manager

NO Secretary

FCM process Cash
Advance once PO is
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BHCS Contractor (CBO)Budget Modification Process

.1

Contractor submits (or
Operations Lead (OL)
develops) proposal and
budget to Network Office
(NO) Fiscal and Program
Contract Managers (and OL
if originated from
Contractor)

Based on OL's

. decision on
provider proposal; |
OL checks with 1.

Finance Director

(FD) about
financial feasibility
and 2. NO Director
about procurement
ISsues

With financial
feasibility and no
procurement
issues, NO
Contract Managers
analyzelreview
proposal with OL,

6

: ' : g ] One week prior to
4 iy SOC/Executive Meeting NO
OL seeks Executive : Contract Managers send Budget

Team approval and Modification link to
directs NO Contract SQC

Managers to i G
prepare ga i Contractquept OL

- Name_BudMod_FY- FD
- FY_6 DigitReviewDate g™ FD Admin Assist

NO Director

as needed, in face~
to-face meeting NO Supervisors
ETPS

Fiscal /Program Contract
Manager

: . 11
. o .- i : = ET PS scans all
FD Admin Assist emails reviewed Eorm and
reviewed document link to: saves in appropriate
Finance emails folder on
NO Director L6 e

NO Supervisors 3 ~ signatures during
Contractor/Dept SOC/Executive

Name_BudMod_FY- a3 Me'et?ng

FY_6 DigitReviewDate T e

ET PS places !
Budget Modification
onto
' SOC/Executive
Agenda and
ensures presenters
attend for item

Form is reviewed,
as directed, ET PS| o ERc i o e oo
records decision
during SOC/Exec
Meeting

Presenter presents
to SOC/Executive
L=E

Email Distribution List/Key

* Finance: fmar@acbhcs.org; cseranno@acbhcs.org;
mchau@acbhcs.org; decruz@acbhcs.org; whsieh@acbhcs.org

+ Executive Team Program Specialist (ET PS):
AWucardona@abhcs.org

L 14

Finance updates CBO
Allocation; NO If needed, NO : = ; S
Superyisors assign * Finance Director (FD): Lfrediani@acbhcs.org

i%‘??é‘éfﬁéseé'f%aée ?‘0 Contract Mangers + FD Admin Assist: Rdasilva@acbhcs.org
GEimIR Poan ot * Network Office (NO) Director: Fbranagh@acbhcs.org

Network Office Supervisors: Wwright@acbhcs.org;

Lwoods@acbhcs.orq; Lpallotta@acbhcs.org

e Operation Lead (OL): Varies

+ System of Care (SOC): Varies

Contract Managers
update contract
documents .

Last Updated: 7/10/12




BHCS Instructions for Tracking Budget Modifications

One-Time Funding with One-Time Purpose
P r—— . b

Received initial Exec
approval

e e

2

Unspent funds can be
rolled over for same
purpose w/out Exec
approval, upon Cost
Report submission

IS

3 .
pent funds can be / Network Office Program
ed over for same | i and Fiscal Contract

 purpose w/ out Exec Managers (NO P&FCM)
- approval, upon submit Board Letter after
submission of Cost Report Cost Report

Time Limited Funding (Over multiple FYs)

e 2 Eg
NO P& FCM submit
Board Letter

Received one-time
approval from Exec

‘After BOS approval, 15t
Floor Finance include in |
rollover Board Letter as

part of ongoing allocation
until specified end date

Annually Renewab

1a

Included in rollover
Board Letter, as
separate One-time a
augmentation (if i udg
approved for ' .
following FY) FY, prior to Board
Letter |

Last Updated:
8/24/2012

* oceurs in following

Unspent Ongoing Funds (rolled over on a one-time basis)

1

Received initial Exec
approval for use of unspent
funds




BHCS BUDGET MODIFICATION FORM
FUNDING REQUEST FOR FY

INFORMATION
Org/ Contractor Org # Org # Date of Click here to enter a date.
Name Request
Fiscal Year(s) (specify) Submitted by Operations Phone No. Email
Lead/Presenter
Current Procurement Type of Request Choose an item. Other
Amount (select one) Description
Requested Amount increase Purpose or Description
or (decrease) of Request (Reference &
Total Amount (Rright click to 0 0 0 0 attach program description
update) and/or list of new
positions/reclasses, etc.)
FUNDING
Appropriation Finance
Approp- Revenue
riation
Reallocation/ | Contractor/ RU No. Account Funding | Annualized | Funding Start Date End Date Match Match Program Account Amount
Movement of | Program/ (if No. Source Amount Duration (if Amount (i Typel Code No.
Funds btwn Project applicable) (if applicable) applicable) Source
Accounts/ Name applicable) (if
Contractors/ applicable)
Programs
Choose Choose an | Click here Click here Choose an | Choose an

Choose an
item.

an item,

item.

to enter a
date.

to enter a

date.

item

item.

Choose an

Choose an

Choose an Choose Choose an | Click here | Click here
item. an item. item. to enter a to enter a item. item.
date. date.

FINANCE & ADMINISTRATIVE ACTION

Reviewed by SOC/Operations Lead (i Date
applicable)

Reviewed by Finance Director Date
Reviewed by Executive Admin Date

lick here to enter a [IDenied due to [ | Lack of funding

L] Approved

(Provide explanation)

[] Approved as modified

] Hold (Review on future &
[ 4

agenda)

(Select reason)

[ ]Duplication of efforts
[lOther (specify):

INTERNAL FINANCE USE
[ Financial Recommendation Required BHCS Budget Updated Name Date Click here to enter a o
[ ] Board Letter Required CBO Allocation Updated Name Date Click here to enter a date.
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