Contract Management Unit - Substance Abuse
FY2012 General Information

1.
FY11 Closeout:

In accordance with FY11 General Provisions, Article XVIII CLOSEOUT, Contract closeout is due within 60 days after the contract end date.   For contracts ending August 31, 2011, the closeout packet is due October 31, 2011; for contracts ending September 30, 2011, the due date is November 30, 2011.  Original documents with appropriate signatures must be submitted to DSHS.  
For all contracts, all requests for payment must be submitted through the appropriate electronic system prior to the closeout packet due date.  Requests for payment after the closeout packet due date may not be paid by DSHS.  Please submit the closeout packet to the following address:
Physical Address for Express Mail: 
Attn: (Assigned Contract Fiscal Manager)
Department of State Health Services
Substance Abuse Contract Management Unit (Mail Code 2058)
909 W. 45th Street, Bldg 552
Austin, TX   78751
DSHS Address for Regular Mail:

Attn: (Assigned Contract Fiscal Manager)
Department of State Health Services
Substance Abuse Contract Management Unit (Mail Code 2058)
P.O. Box 149347
Austin, TX   78714-9347
2.
Contractor E-Mail and Address Changes 

Send written notification to your assigned Contract Manager of your organization’s current email address, contact person and mailing address.  This is to ensure your organization’s designated contact person receives broadcast messages and DSHS notifications/ announcements. 

3.
Contractor’s Financial Procedures Manual (CFPM)
CFPM provides guidelines for DSHS contractors that are required to comply with Uniform Grant Management Standards (UGMS) and federal financial management regulations.  This manual is maintained and updated annually by the Contract Oversight and Support Section (COS).  The website address is http://www.dshs.state.tx.us/contracts/default.shtm.  COS will provide technical assistance and support to contractors on matters pertaining to the financial administration of contracts.  If you have questions regarding the cost allocation plan or audit, contact COS.  An email can be sent to COSta@dshs.state.tx.us for technical assistance.  The current version of the CFPM was posted on August 9, 2011.  Click on the link titled CFPM (September 1, 2011 1MB Word).  The edited version of the CFPM link is titled CFPM (September 1, 2011 with edits, 1MB Word). 
4. Clinical Management for Behavioral Health Services (CMBHS) System
Clinical Management for Behavioral Health Services (CMBHS) is a web-based clinical record keeping system for state-contracted community mental health and substance abuse service providers.  The CMBHS website is located at http://www.dshs.state.tx.us/cmbhs/default.shtm. Online Help for invoicing, claims, FSRs, Measures is available under Administrative Functions.  For technical support, please call the CMBHS Help Desk at 1-866-806-7806.  
Monthly CMBHS Teleconferences are conducted to facilitate discussion and information sharing between CMBHS users, all other interested stakeholders, and CMBHS project staff.  All calls are scheduled for the third Wednesday of each month unless otherwise noted, and all calls begin at 10 AM Central. The next calls are scheduled for October 19th, November 16th, and December 21st.  To join the call, dial 1-866-311-1127 and enter meeting code *3197113* (enter asterisks both before and after the meeting code).  Should you have any questions before or after the call, please write to cmbhs@dshs.state.tx.us. To receive reminders about the teleconference and announcements if the date changes or call notes are posted, please subscribe to CMBHS email updates at http://www.dshs.state.tx.us/mhsa-email-updates/. 
5.
CMBHS Security Attestation Form

SA Contractor Broadcast MSG0150: CMBHS Security Attestation Form was sent to Contractors on September 9, 2011.  In accordance with the FY2012 General Provisions Section 23.03: Program Attachments for FY2012 with DSHS Substance Abuse Contracts Management Unit, DSHS-funded Contractors are required to complete and submit a CMBHS Security Attestation Form biannually.  

General Provision Section 23.03 Security Administrator is amended to add the following:

1) Contractor shall ensure that access to CMBHS is restricted to authorized users only. Contractor shall, within 24 hours, remove access to users who are no longer authorized to have access to secure data. 

2)
In addition to CMBHS Helpdesk notification as required by the General Provisions, Contractor shall submit a signed CMBHS Security Attestation Form and a list of contractor’s employees, contracted labor, and subcontractors authorized to have access to secure data.  

3)
Contractor shall submit the CMBHS Security Attestation Form electronically by 


September 15, 2011, and March 15, 2012, to the following e-mail address: 

Substance.Abuse.Contracts@dshs.state.tx.us
6.
YPI, YPU, YPS Curriculum Outcome Measures Reporting in CMBHS
Enhancements have been made in CMBHS for reporting the Quarterly Curriculum Outcome Measures and adding and removing schools and community sites.  Contractors should ensure signed Memorandums of Understanding (MOUs) are in place with the schools prior to adding schools in CMBHS.  See CMBHS instructions to add sites and report outcome measures. 
7.
FY12 Financial Status Report (FSR) Submission/Date Range/ Expenditure Reporting

For FY12 contracts with categorical budgets, Contractors shall submit quarterly FSRs through the Clinical Management for Behavioral Health Services (CMBHS) System by the last working day of the month following the quarter being reported for Department review and financial assessment.  
The date range on the FSR should be entered from the beginning of the first month to the end of the last month for the period being reported.  All costs for the program should be included on the FSR for the period reported and costs should be consistent with information on contractor’s general ledger.   Costs or in-kind contributions to meet the required match should be reported quarterly.  If the contractor is not meeting the required match ratio prior to the last quarter, the requested reimbursement (invoice) may be reduced or placed on hold.  See CFPM, Section 9.06 on Match Reporting Requirements and Substance Abuse Additional General Provisions, Section 24.01 on Match and Program Income for additional information. 
 If corrections are needed on a previously submitted FSR, please send an email to the assigned Contract Fiscal Manager with request to reject the FSR and explanation of the necessary correction.   
8.
FY12 Budget and Program Adjustment Requests
The deadline for submitting Budget Program Amendment (BPA) requests for FY12 is May 25, 2012.  BPAs should be submitted to the Substance Abuse Amendment mail box:  
SubstanceAbuseAmendment@dshs.state.tx.us.  Submittal of a BPA does not constitute DSHS approval.  Per FY12 General Provisions, Section 13.15, if a revision or amendment is requested during the last quarter of the Contract or Program Attachment term, written justification must include a reason for the delay in making the request.  Revision or amendment requests may be granted at the discretion of DSHS.  Please follow-up with the assigned Contract Manager at least one week after the request has been submitted.  
If you received a Budget Review Letter (BRL) during the renewal process, please submit your responses to the assigned Contract Manager.  If you did not submit by the deadline, please contact your assigned Contract Manager.
9.
Notice of Organizational Change 
In accordance with the FY2012 General Provisions Section 12.18, Notice of Organizational Change, Contractor shall submit written notice to the contract manager assigned to the Program Attachment within ten (10) business days of any change to the Contractor's name; contact information; key personnel; officer, director or partner; organizational structure, such as merger, acquisition or change in form of business; legal standing; or authority to do business in Texas.  A change in Contractor’s name and certain changes in organizational structure require an amendment to this Contract in accordance with the Amendments section of these General Provisions.

10.
Request for Reimbursement (Invoice) Date Range/Payment Processing 

Cost reimbursement requests should be monthly from the beginning of the month to the end of the month for the period being requested and should be consistent with information on FSR and contractor’s general ledger.   If the request for reimbursement is based on preliminary cost information, a supplemental request for reimbursement may be requested through CMBHS for each month.  Please allow 7-10 working days for payments to process.  Edits cannot be made for payment reimbursement requests for cost reimbursement program attachments once submitted via CMBHS.  Contact the assigned Contract Manager to reject the request the same day if the request submitted is incorrect.  

11. Program Activities Form for Prevention and Intervention, Annual Curriculum   
Implementation Plan

SA CONTRACTORS BROADCAST MSG0152A was sent on September 19, 2011, with the 
following attachments:  Prevention Program Activities Form, Intervention Program Activities 
Form, and the Annual Curriculum Implementation Plan.  The deadline for submitting the 
documents has been extended from September 30, 2011, to October 14, 2011.   If you have


additional questions, please contact the assigned Contract Manager.
12.
Fiscal Year 2012 General Provisions

The Fiscal Year 2012 General Provisions are located on the website at 
http://www.dshs.state.tx.us/grants/gen-prov.shtm.  The website includes the General 
Provisions Core/Subrecipient, Core/Vendor, Professional Services and Substance Abuse.  The 
redlined versions of the Core/Subrecipient and Core/Vendor are also available at the website.
13. Contracts with Subrecipient and Vendor Subcontractors $100,000 or more               
Fiscal Year 2012 General Provisions, Section 12.12 requires Contractors to obtain written
approval from DSHS prior to entering into a subrecipient agreement equaling or exceeding 
$100,000.  Contractors with subcontractors $100,000 or more will be contacted and required to 
submit the subcontracts for DSHS review and acceptance.  Contractors must review Section 
12.13 and Section 12.14 in addition to Section 12.12 for additional subcontracting 
requirements.  For additional information or if you have questions, please contact the assigned 
Contract Manager.
14.  Clinic Numbers  
Unit Rate Treatment Contractors must notify the assigned Contractor Manager to request a clinic number for new licensed sites to be added to the contract. The Clinic Number Request form is located on the DSHS website, under Contractor Resources, http://www.dshs.state.tx.us/sa/for-substance-abuse-contractors/ .  The Clinic Number Request form should be completed and submitted to the Substance Abuse Amendment mail box:  

SubstanceAbuseAmendment@dshs.state.tx.us.  Contact the assigned Contract Manager if you have questions.

15.
Third Party Payors   
Fiscal Year 2012 General Provisions, Section 4.06 requires Contractors to screen all clients and shall not bill the Department for services eligible for reimbursement from third party payors. Contractor shall (a) enroll as a provider in Children’s Health Insurance Program and Medicaid if providing approved services authorized under this Contract that may be covered by those programs, and bill those programs for the covered services; (b) provide assistance to individuals to enroll in such programs when the screening process indicates possible eligibility for such programs; (c) allow clients who are otherwise eligible for Department services, but cannot pay a deductible required by a third party payor, to receive services up to the amount of the deductible and to bill the Department for the deductible; (d) not bill the Department for any services eligible for third party reimbursement until all appeals to third party payors have been exhausted, in which case the thirty (30)-day requirement in the Billing Submission section will be extended until all such appeals have been exhausted; (e) maintain appropriate documentation from the third party payor reflecting attempts to obtain reimbursement; (f) bill all third party payors for services provided under this Contract before submitting any request for reimbursement to Department; and (g) provide third party billing functions at no cost to the client 
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