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Transnmittal No: 91 LCM 95

Date: WMy 24, 1991
Division: Infornmation
Technol ogy
Managenent
TO Local District Commi ssioners

SUBJECT: Service Agreenents and Service Agreenent Amendnents

ATTACHVENTS: Attachments are I ncluded
Attachment 1. - Service Agreenent Checkli st
Attachment 11. - Service Agreenent Amendnent Checkli st

A nunber of Local Districts have either had difficulty or have been
reluctant to submt their Service Agreenent by COctober 1 prior to the vyear
for which it is effective because their budget had not conpleted the county

approval process. Because a nunmber of Service Agreenents continue being
submtted beyond the October 1 due date and because nmany of the initia
subm ssions are inconplete and therefore not approvable, the follow ng
changes are being nmde to the process and requiremnents. To conply with

State and Federal prior approval requirenents and to provide for a nore
timely and conplete submission and review process for Service Agreenents
while giving Local Districts the time to clear their internal processes, the
due dates for Service Agreenents and Anendrments to Service Agreenents are
being revised. 1In addition, Standard Cl ause G of the Service Agreenent has
been revised to reflect a change in the General Minicipal Law reference.

A Revi sed Servi ce Agreenent Performance Standards

1. Service Agreements are due at NYSDSS on or before Decenber 31 of
each year for the following year. (The previous standards specified
in 89 LCM 174 which were issued Septenber 25, 1989 required that al
Service Agreenents be subnitted to NYSDSS on or before Cctober 1 of
the year for the followi ng year and that subm ssions not received by

Decenmber 31 of the year in which it was to be effective will not be
consi dered.) Al required docunentation nust be provided at the
time of subm ssi on. (See Attachnment A - Service Agr eenent

Checklist.) An inconplete subnission of a Service Agreenent will
not be accepted.
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I f the deadline cannot be met, the Local District Conm ssioner can
submit a witten request prior to the Decenber 31 deadline to the
Bureau of Systens Review, Local District Proposal Review Section for
an extension. The reason(s) for the delay nust be fully detailed
and a revised date proposed. The nmerits of each request wll be
consi dered when nmeking a determ nation. The local district will be
contacted when a decision has been made and when appropriate, a
reasonabl e revised deadline will be determ ned. No deadline for the
submi ssion of Service Agreenent will be extended beyond April 1 of
the year in which it would be effective.

An approved Service Agreenment nust be in place by Decenber 31 of the
year in which it was to be effective (i.e., Decenmber 31, 1991 for
the 1991 Service Agreenent). Adequate lead tine for a thorough
review by NYSDSS nust be provided when considering a revised
deadline. A retroactive approval will not be considered even if the
Local District eventually submts an otherwi se approvable Service
Agreenment for that year.

NYSDSS will conplete its analysis and approval activities within 90
days of receipt of a conplete and acceptable Service Agreement from
t he LSSD.

The Job Accounting Summary Sheet (JASS) submitted nmust either be a
hardcopy or electronic version of the formspecified in 90 LCM 147
(a conputer generated facsimle is acceptable).

B. Servi ce Agreenment Amendnent Perfornmance Standards

1

Amendnents to Service Agreenents nust be subnmitted to NYSDSS by
July 1 following the year to which it applies (i.e., July 1, 1991
for the 1990 Service Agreenent). All required docunentati on nust be
provided at the tine of subni ssion. (See Attachnment B - Service
Agreenent Anendment Checklist.) An inconplete subnission of a
Servi ce Agreenent Anmendnent will not be accepted.

If the deadline cannot be net, the local district conm ssioner can
submit a witten request prior to the July 1 deadline to the Bureau

of Systens Review, Local District Proposal Review Section for an
extension. The reason(s) for the delay nmust be fully detailed and a
revised date proposed. The nerits of each request wll be
consi dered when nmeki ng a determ nation. The local district will be
contacted when a decision has been nmade and when appropriate, a
reasonabl e revised deadline will be determ ned. No deadline for the

submi ssion of Service Agreement Anendnents will be extended beyond
Septenber 1 following the year in which it would be effective.
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A Cover Letter nust be submitted with every Anendnent. It should
explain the reason(s) for any increase(s) and detail the anpbunt of
the increase

(Amendnent) as well as the revised total anmount of the
Service Agreenent costs for that year

A Job Accounting Sunmary Sheet (JASS) and supporting docunentation
nust be provided for all Anendnent requests. The JASS subnitted
nmust either be a hardcopy or electronic version of the form
specified in 90 LCM 147 (a conputer gener at ed facsimle is
acceptable). The follow ng changes shoul d be nade:

RATES REMAIN THE SAME: If the rates remain the sanme as
originally submtted, the JASS (using the 90 LCM 147
format) should only reflect the additional anount(s)

request ed. A rate nmethodol ogy is not necessary, however
supporting docunentation is required and should include, as
necessary, additional application descriptions, bills

showi ng addi tional hours, etc.

RATES ARE CHANGED: Changes in rates require a new JASS
(utilizing the format in 90 LCM 147) which specifies the
revised rates, the newtotals requested for the year and a
new rate methodol ogy for each rate changed.

C. Schedul e for 1992 Service Agreenents:

1992 Service Agreenent Due 12/ 31/91
1992 Service Agreenent Subnission Extension 04/ 01/ 92
(i f approved request for extension received by - 12/31/91)
1992 Service Agreenent Approval Deadline 12/ 31/ 92
1992 Service Agreenent Amendnent Due 07/ 01/ 93
1992 Service Agreenent Amendnent Extension 09/ 01/ 93

(i f approved request for extension received by - 07/01/93)

1992 Service Agreenent Amendnent Approval 12/ 31/ 93
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D. Procurenent Policy

4

t he

State and Feder al regul ati ons require that LSSDs conply with
conpetitive procurenment guidelines. The Section reference for
CGeneral Municipal Law has changed. Item"G'" of the clauses that

required to be included as part of the boilerplate |anguage of
Service Agreenents has been revised to include the changed reference:

Any equi pnrent and/or services which are procured primarily
(51% or nore of the total wuse) for the use of the Local

Social Services District will be subject to the review and
approval of the Local Social Services District. Further, the
nmet hod of procurenent wll be in accordance wth State

CGui delines specified in General Minicipal Law, Sections 103
and 801 (see Reference 4, @uidelines for EDP Approval). The
CGui delines indicate the circunstances under which conpetitive
procurenent is required as a prerequisite to State and
Federal reinbursement. |In addition, the procurenent of this
equi pnment and/or services will be in conpliance wth the
provi sions of DHHS' procurenent regulations in CFR 45, Part
74, Subpart F and USDA' s procurenent regulations in FNS
Handbook 100, Section 8350 (see References 5 and 6,
‘Qui del i nes for EDP Approval).
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Attachnent 1.

SERVI CE AGREEMENT CHECKLI ST

| ntroducti on

Requi red C auses

Admi ni strative responsibility

Authority to participate

Due dates to be net

Changes conformto schedul e

Speci al reports as required

Meets federal/state/local requirenents

51% of equi pnent dedicated (only for |ocal DSS EDP)
Data avail abl e for review audit

Repr oduction, use & publishing of software
Copi es of reports (on demand) to oversights
Saf eguard i nformation

Servi ce bureau provides resources
Non-di scri mi nation

Non- breach of conditions of SA

Al records kept for 3 years

OZZIrX&«"IT@MmMOoOO®>

Statenments of certification (A- B- O
Original signature page(s)

Job Accounting Sunmary Sheet (JASS)
Medi cal Assi stance

Publ i ¢ Assi stance

Food St anps

Support Collection (1V-D)
Servi ces

HEAP

Admi ni stration

Rat e Met hodol ogy (substantiating each service claimed on JASS)
Depreci ation schedule (if applicable)

Expanded description of applications/reports



Attachnent 11.

SERVI CE AGREEMENT ANMENDVENT CHECKLI ST

Cover Letter (explaining reason for amendnent)

Statenments of certification (A- B- O
Original signature page

Amended Job Accounting Summary Sheet (JASS)
Medi cal Assi stance

Publ i c Assi stance

Food St anps

Support Collection (1V-D)

Servi ces

HEAP

Admi ni stration

Rat e net hodol ogy (substantiating any changed rate for each service
cl ai med on JASS)

Depreci ation schedule (if applicable)

Expanded description of applications/reports (if applicable)



