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SECTION 2 - STATEMENT OF WORK
2.1
DFPS Mission

The mission of DFPS is to protect children, the elderly, and people with disabilities from abuse, neglect, and exploitation by working with clients, families, and communities.

2.2
Program Purpose 

The purpose of the Child Protective Services (CPS) Program is to protect children and to act in the children’s best interest.  CPS focuses on children and their families and seeks active involvement of the children’s parents and other family members to solve problems that lead to abuse or neglect. The objectives of CPS are to:

2.2.1
Prevent further harm to children and to keep children with their families when possible;

2.2.2
Provide permanence for children in substitute care by resolving family dysfunction and returning children to their families; and

2.2.3
Provide permanence for children who cannot return to their families.

2.3
Need for Service
Claims Processing is the timely writing and processing of payments, usually by writing a check, on behalf of DFPS for goods and services that benefit eligible DFPS clients.
2.4
Eligible Population

Client eligibility is determined by DFPS.  Contractor must provide services on behalf of clients authorized by DFPS.
2.5
Client Characteristics

Clients that will be served are CPS clients. There is no direct client contact by the Contractor in the provision of this service; therefore, no special client characteristics need to be considered.
2.6
Service Area
Contracts are awarded on a regional basis.
2.6.1
Service Availability

The Contractor must be available during regular working hours from 8 a.m. to 5 p.m. Monday through Friday except on State Holidays. A list of State Holidays can be found at the following link:

http://sao.hr.state.tx.us/compensation/holidays.html
For holidays that show "Skeleton Crew Required" or "Optional" Contractor must have enough employees on duty to conduct the business necessary to meet the requirements defined in Section 2 of the contract.

2.6.2
Period of Performance
The initial contract period will begin on the effective date stated in the contract and will terminate on February 28, 2015, unless terminated as described in this contract.

2.6.3
Renewal Conditions
DFPS reserves the option to renew the contract on an annual basis, or lesser period of time for a total contract term not to exceed fifty-four (54) months.
2.7
Service Authorization and Referral Process
Services are authorized by DFPS and Contractor must have an intake process to handle referrals.
2.7.1
Service Authorization Form (DFPS Form 2054)
2.7.1.1
Ability to Accept Referrals

DFPS will authorize services via DFPS, Form 2054, Service Authorization Form and the Contractor must be able to accept Form 2054 by any means, including but not limited to:

2.7.1.1.1
Hand Delivery or Commercial Delivery Service;
2.7.1.1.2
U.S. Mail;

2.7.1.1.3

Fax; and
2.7.1.1.4

Email.

2.7.1.2
Maintain Support Resources
Contractor must maintain all necessary support resources to receive, process, and document claims, including but not limited to:

2.7.1.2.1
Fully operational fax machine;

2.7.1.2.2

Fully operational computer(s) and software compatible with DFPS technology;

2.7.1.2.3

Sufficient technological  capacity to handle all aspect of the claims processing service;

2.7.1.2.4

Working telephone;

2.7.1.2.5

Internet service; and

2.7.1.2.6

Working accessible and secure email capacity.

2.7.1.3
Document Referral
Contractor must be able to document the time and date that the Contractor received the Form 2054 by:

2.7.1.3.1
Time and Date stamp on the form;
2.7.1.3.2
Attaching the fax sheet with an accurate receipt time and date notation; or 
2.7.1.3.3
Attaching or maintaining the email (with an accurate receipt date and time notation) directly to the file copy of each Form 2054.
2.7.1.2.2
Service Authorizations found to be inaccurate or incomplete during the Quality Assurance review must include the initial receipt date and time and the final acceptance date and time.
2.8
Claims Processing
2.8.1
Quality Assurance (QA) Referral Form 2054
Upon receipt of Form 2054 The Contractor must conduct a QA to review Form 2054 prior to making the disbursement.  QA review includes, but is not limited to, confirming that the Contractor has accurate and complete:
2.8.1.1
Information needed to authorize the disbursement:
The Contractor must ensure disbursements made on behalf of DFPS are properly authorized.  The signatures required to authorize the disbursement are specified in Table 2;
	Table 2

Signatures Requirements – Form 2054

	Service Code

	Service
	Dollar Value of Request
	Number of Required Signatures

	82C
82D
	Concrete Services
	$0.01 - $200.00
	2 – DFPS

Plus Client

	82C

82D
	Concrete Services
	$200.01 - up
	3 – DFPS

Plus Client

	18G, 18H, 18I
	PAL
	$0.01 - $200.00
	2 – DFPS

	18G, 18H, 18I
	PAL
	$200.01 - up
	2 – DFPS

	86H
	Court Related Services
	All Dollar Values
	2 – DFPS


2.8.1.2
Information needed to make the disbursement:

2.8.1.2.1
Who to pay;

2.8.1.2.2
The exact amount of the disbursement;

2.8.1.2.3
Where to send the disbursement; and

2.8.1.2.4
Any special instructions.
2.8.1.2.4
Invoice, bill or other documentation supporting amount due.
2.8.1.3
Follow up with the CPS Caseworker listed on Form 2054, no later than close of business (COB) the day following receipt of Form 2054 to obtain required information or make corrections to Form 2054.

2.8.2
Process Accurate Payments
The Contractor must insure disbursements made on behalf of DFPS are accurate as specified in the referral Form 2054, including but not limited to making sure:
2.8.2.1
Each Form 2054 is in compliance with Table 2, Signature Requirements;
2.8.2.2
Each requested disbursement made payable to the correct party and is not a "restricted disbursement":
2.8.2.2.1
Restricted Disbursements
2.8.2.2.1.1
DFPS Staff

Disbursements by the Contractor must not be payable to any DFPS employee.
2.8.2.2.1.2
DFPS Client

Disbursements by the Contractor must not be payable to the DFPS client, except as requested by CPS Caseworker for the following PAL service codes:

· 18G,
· 18H, and
· 18I.
2.8.2.3
Each requested disbursement is for the exact amount requested;

2.8.2.4
The processing of each Form 2054 complies with any special instructions from DFPS;
2.8.2.5
The processing of each disbursement request meets the time specifications in Table 3, Check Processing Time; and
2.8.2.6
Each requested disbursement is sent to the specified party as required in the Form 2054.
2.8.3
Process Timely Payments
The Contractor must ensure disbursements made on behalf of DFPS are made timely as specified in Table 3, Check Processing Time.
	Table 3
Check Processing Time

	Type of Disbursement
	Receipt Time of an Accurate & Complete Service Authorization Form
	Time by Which the Disbursement Must Be Processed and Out of Contractors’ Office

	Regular Disbursement
	Between 8 am & 5 pm
	No later than the next business day

	Reissuance
	Between 8 am & 5 pm
	No later than the next business day

	Disbursement at Contractor's Office
	As agreed upon by both parties
	Before close of business the same day received

	OR

	Emergency Disbursement*
	Between 8 am & 3 pm
	Via overnight service, the same day received, before close of business

	Emergency Disbursement*
	After 3 pm
	Via overnight service, no later than the next business day


*Designated by making an overnight request. 

2.8.4
Disbursement Documentation Requirements
2.8.4.1
Contractor is responsible for:

2.8.4.1.1
Securing invoices and receipts as appropriate to the claim being processed to support the disbursements made on behalf of DFPS, and
2.8.4.1.2
Matching receipts to the corresponding Form 2054.
DFPS will provide a single point of contact (SPOC) within the Region to assist the Contractor with tracking receipts and checks that have not been cashed.
2.8.5
Reconcile Disbursements
Contractor must reconcile disbursements against invoices, receipts, the 2054 and processed checks as appropriate. Contractor must report any differences or other discrepancies to the DFPS Contract Manager for instructions on how to handle.
2.8.5.1
Returned Disbursements (non-use)
The Contractor must credit the amount of the returned disbursement back to DFPS in the next billing cycle. The Contractor may retain the initial administrative fee but may not charge an additional administrative fee.* 

2.8.5.2
Partial Funds Returned
If a check issued by the Contractor in accordance with Form 2054 is not fully utilized, funds will be returned to the Contractor. The Contractor must credit the amount of returned funds to DFPS in the next billing cycle. The Contractor may retain the initial administrative fee but may not charge an additional administrative fee.*
2.8.5.3
Reissued Disbursement
If a check issued by the Contractor in accordance with Form 2054 is returned for reissuance due to DFPS error, the Contractor may charge an additional administrative fee.*

*NOTE: See Section 3 — Utilization and Compensation, Paragraph 3.2.5, Administrative Fee Schedule - Table 4. 
2.8.6
Maintain Open Communication

Contractor will maintain open communication with DFPS to support successful Claims Processing services as requested by DFPS, including but not limited to:

2.8.6.1
Participation in DFPS meetings; and 

2.8.6.2
Conferences.

2.9
Minimum Organizational Qualifications

This section addresses the minimum requirements for the Contractor.  For purposes of this contract, including all attachments, the term Contractor includes the Contractor itself, whether an individual or other legal entity, as well as all key personnel and principals (both individuals and legal entities) constitute the Contractor.  The Contractor must meet or exceed the minimum qualifications, including the following:

2.9.1
Business Experience Requirements
Contractor, or its key personnel, responsible for the management and delivery of Claims Processing Services must have:

2.9.1.1
Three (3) years of full-time successful relevant business experience such as:
· Management;

· Project Management; 

· Handling claims processing for a State Agency, or a 3rd Party;  

· Providing services similar to those in this contract.

· Keeping payment records;

· Meeting timeframes similar to those in this contract, and 

· Processing multiple client requests of a sensitive nature.

2.9.2
Minimum Financial Requirements
The Contractor, or its key personnel, responsible for the financial and accounting aspects of the provision of the Claims Processing Services must have:

2.9.2.1
Three (3) years successful relevant financial experience, relevant financial experience must include:

· Managing and accounting for the amount of funds equal to the minimum sufficient financial resource indicated in Section 3, Utilization and Compensation, Paragraph 3.2.2; and

· Maintaining a billing and payment process.
2.9.3
Sufficient Resources
The contractor will maintain the requisite qualifications, experience, personnel, and the financial and other necessary resources to perform the Contractor's duties and obligations as required by, and in the manner required by, this Contract.
2.10
Required Record Keeping

The Contractor must maintain records.  Records may be kept electronically; however, Contractor must be able to promptly produce an easily legible hard copy of any records, if requested to do so by and for DFPS.  Contractor must maintain and house all records in a central location, although Contractor may maintain backup copies of records in an alternate secure location.  The required records that must be maintained by Contractor include but are not limited to:
2.10.1
Individual Client Records

The individual client record must include but is not limited to:

2.10.1.1
Service Authorization Form 2054
· Documentation on Form of time and date initial and follow-up Form 2054 received;

· QA documentation on Form to support payment;
· Documentation of date request is completed;
· Documentation to support processing with the time and date sent indicated.
2.10.1.2
Receipts or invoices to support and reconcile disbursements;
· Documentation of at least two (2) attempts to secure the appropriate disbursement supporting documentation receipts from Regional SPOC.  Documentation must include
· Name, date, and method of contact made with DFPS, and
· Results of the contact with DFPS.
2.10.1.3
Documentation to support overnight processing with the time and date sent indicated; 
2.10.1.4
Additional documentation to support the disbursement was received at the Contractor's office to include:

· Name, title and signature of person receiving disbursement;
· Check number.
2.10.1.5
Other supporting documentation.

2.10.2
Other Records
The Contractor must maintain all other records necessary to support disbursements made on behalf of DFPS. Such other records must include but are not limited to:
· Processed/Cancelled Checks; 

· Billing documentation;
· Any Contract-related emails or other written notifications/communications internal to Contractor or between Contractor and any external entities (including DFPS); and 
· Copies of Contractor staff files/documentation, to support the Contractor's minimum experience, financial, and other requirements.
2.11
Required Reports

There are no specific reports required of the Contractor; however, DFPS may from time to time request reports from the Contractor as needed to support the Claims Processing Service.  The Contractor must comply with any report request made by the DFPS Contract Manager.
2.12
Transition Planning

At the end of the contract term, including any renewals or other contract termination or cancellation, the Contractor shall in good faith and in reasonable cooperation with the Department, aid in transition to any new arrangement or provider of services.
Unless otherwise directed in writing by DFPS, the Contractor must process all Form 2054 payment requests received by the Contractor through the end date of the Contractor's Contract with DFPS.
2.13
Goal and Performance Measures
2.13.1
Goal
To provide accurate and timely payments on behalf of DFPS to acquire goods and services that benefits clients.

2.13.2
Performance Measures

In addition to the Contractor's compliance with all of its obligations and duties under the contract, DFPS will evaluate the performance of the Contractor on the basis of the performance measures contained in Attachment D, Claims Processing Performance Measures.

2.14
Minimum Insurance Requirements
2.14.1
The Contractor will provide insurance for direct delivery of services under this contract. The Contractor will obtain and furnish proof of the following bonding and insurance coverage within forty-eight (48) hours of the award of the Contract or at such other time as may be specified by the Department. The required coverage is:
2.14.1.1
Dishonesty bonding under a commercial crime policy or business services bonding, at a ten thousand dollar ($10,000.00) minimum; and

2.14.1.2
Commercial General Liability Coverage at a three hundred thousand dollar ($300,000) minimum for each occurrence, and six hundred thousand dollar ($600,000) minimum aggregate limit.
2.14.2
The Contractor will purchase coverage with insurance companies or carriers rated for financial purposes "B" or higher whose policies cover risks located in the State of Texas. All bonds, policies, and coverage shall be maintained fully effective by Contractor during the entire term of contract.
2.14.3
All required insurance policies will include an endorsement stating that the issuer of any such policy will give at least thirty (30) calendar days prior-written notice to DFPS of any cancellation or change in the applicable policy or bond.
2.14.4
Contractor also must provide at least thirty (30) calendar days prior-written notice to DFPS of any cancellation or change in any such required insurance policy or bond.
�  DFPS has the right to add or delete service codes








