








Contract Management Plan 
Calendar Year 2015 

Department of Human Services 

This document summarizes the present infrastructural arrangement and process by which 
the Department of Human Services (DHS) will address the fundamentals of service 
contract management in Calendar Year 2015.  DHS follows the Procurement Methods 
Policy and Procedures established by the Central Procurement Office as well as the   
Annual Contract Management Plan, pursuant to Rule 0690-03-01-.27(3)  

Identification of Specific Staff, Contracting Needs and Contract Development 

Typically, program areas within DHS are responsible for identifying specific needs for 
which service contracts may be necessary.  Once identified, the program works with the 
Department’s budget office to determine if adequate funding is available to support the 
service procurement.  Once the availability of funding has been predetermined, program 
staff works in collaboration with staff in the DHS Office of Procurement to develop the 
contract.  Staff in the DHS Office of General Counsel assists in contract development as 
needed. Designated staff members, within the programs and divisions, are required to 
verify that their content within their area is responsibility is correct by signing off on an 
inner departmental routing sheet. 

Staff and Resources for Contract Management Responsibility 

It is the responsibility of the DHS staff person identified in the contract to receive 
contractor invoices for a given procurement.  Based on the type of contract, said staff 
person would then confirm receipt of the contract deliverable prior to the initiation of 
payment, if a fee-for-service contract, or confirm that the invoice requests reimbursement 
for allowable costs, if a cost reimbursement grant contract.  Once confirmed that the 
invoice represents appropriate payment for services delivered, staff in Fiscal Services 
process the invoice to release the funds in Edison, or in the case of interdepartmental 
contracts, via the journal voucher process. 

Monitoring to Ensure Contract Compliance  

DHS program staff maintains the “official” contract files and determine that services 
delivered via professional service contracts comply with the terms and conditions of the 
respective contract.  Selected service contracts are subject to formal on-site programmatic 
and limited-scope fiscal reviews by DHS’ Program Review Section.  DHS Fiscal 
Services staff also maintains documentation file for each contract, and work in 
collaboration with program staff to monitor contract payments authorized by them.  DHS 
fiscal staff ensures: 

• strict compliance and adherence to payment rates and/or milestones;
• the maximum liability of the contract is not exceeded; and
• recovery of disallowed payments.
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MEMORANDUM 
 
 
TO: Mike Perry, Chief Procurement Officer 

Department of General Services 
 
FROM: Basil Dosunmu, Deputy Commissioner 
  Department of Human Services 
 
DATE:  March 9, 2015 
 
SUBJECT: Contract Management Plan for Calendar Year 2015 
 
Pursuant to Rule 0690-03-01-.27(3) attached is the Department of Human Services’ Contract 
Management Plan for calendar year 2015.  Also attached are ancillary documents related to the 
Department’s service contracting activities, including a Service Contracts Coordinator Designation form 
and a Signature Certification and Authorization form for 2015.  
 
Should you have any questions or require further information, please contact Robin Dieterich at  
(615) 313-2270.  
 
 
Attachment 
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MEMORANDUM 
 
 
TO: Mike Perry, Chief Procurement Officer 

Department of General Services 
 
FROM: Raquel Hatter, Commissioner 
  Department of Human Services 
 
DATE:  December 01, 2013 
 
SUBJECT: Contract Management Plan for Calendar Year 2014 
 
Pursuant to Rule 602-03-08-.04(2), attached is the Department of Human Services’ Contract Management 
Plan for calendar year 2014.  Also attached are ancillary documents related to the Department’s service 
contracting activities, including a Service Contracts Coordinator Designation form and a Signature 
Certification and Authorization form for 2014.  
 
Should you have any questions or require further information, please contact Stephen Reksten at  
(615) 313-4794.  
 
 
Attachment 
 



Contract Management Plan 
Calendar Year 2014 

Department of Human Services 
 
This document summarizes the present infrastructural arrangement and process by which 
the Department of Human Services (DHS) will address the fundamentals of service 
contract management in Calendar Year 2014.  DHS follows the Procurement Methods 
Policy and Procedures, Policy NO. 2013-002, Contract Management Policy and 
Procedures, Policy NO. 2013-004 and Procurement Procedures Manual of the Central 
Procurement Office. 
 
Identification of Specific Contracting Needs and Contract Development  
 
Typically, program areas within DHS are responsible for identifying specific needs for 
which service contracts may be necessary.  Once identified, the program works with the 
Department’s budget office to determine if adequate funding is available to support the 
service procurement.  Once the availability of funding has been predetermined, program 
staff works in collaboration with staff in the DHS Office of Procurement to develop the 
contract.  Staff in the DHS Office of General Counsel assists in contract development as 
needed. 
 
Invoice Receipting and Payments 
 
It is the responsibility of the DHS staff person identified in the contract to receive 
contractor invoices for a given procurement.  Based on the type of contract, said staff 
person would then confirm receipt of the contract deliverable prior to the initiation of 
payment, if a fee-for-service contract, or confirm that the invoice requests reimbursement 
for allowable costs, if a cost reimbursement grant contract.  Once confirmed that the 
invoice represents appropriate payment for services delivered, staff in Fiscal Services 
process the invoice to release the funds in Edison, or in the case of interdepartmental 
contracts, via the journal voucher process. 
 
Monitoring to Ensure Contract Compliance   
 
DHS program staff maintains the “official” contract files and determine that services 
delivered via professional service contracts comply with the terms and conditions of the 
respective contract.  Selected service contracts are subject to formal on-site programmatic 
and limited-scope fiscal reviews by DHS’ Program Review Section.  DHS Fiscal 
Services staff also maintains documentation file for each contract, and work in 
collaboration with program staff to monitor contract payments authorized by them.  DHS 
fiscal staff ensures: 

• strict compliance and adherence to payment rates and/or milestones; 
• the maximum liability of the contract is not exceeded; and  
• recovery of disallowed payments.     



7-1-11 SIGN 

Signature Certification & Authorization 
for purposes of professional service contracting documents 

Calendar Year of Certification & Authorization(s): 2013 

This Signature Certification & Authorization supersedes all prior documents of this purpose for 
the agency identified below and shall be effective immediately and remain effective until 
superseded by a new document of this purpose properly filed, except it shall NOT be effective 
beyond the calendar year specified above. 

I hereby declare the following individuals to be authorized signatories permitted to sign ALL 
professional service contracts as well as associated procurement documents and 
communications on my behalf EXCEPT requests for non-competitive contracts or amendments 
which I understand that I must sign personally. 

Printed Name & Title Sample Signature with Initials 
sample of agency head's name as it will be signed 

& initialed by the authorized individual named 

Shalonda Cawthon, Deputy Commissioner 

R~ ~~~ 

Sandy Troope, Executive Assistant ~J~ // v 
Valencia Douglas, Administrative Services 

,1ti!p¥ 11~~ Assistant 2 

Further, as the chief executive of the agency identified below, I will sign all professional service 
contract documents as well as associated procurement documents and communications in the 

following manner: ~ 
Agency Chief Executive Signature & Date _7£ 7' ___ij--i.3 

Printed Name, Title & Agency Raquel Hatter, Commissioner, Department of Human Services 

lofl 



7-1-11 coordinator 

Service Contracts Coordinator Designation 

I Calendar Year of Designation: 2013 

This designation {superseding all prior documents of this purpose) shall be effective 
immediately and remain so until superseded by a new designation properly filed, except it 
shall NOT be effective beyond the calendar year specified above. 

I understand the designated Service Contracts Coordinator serves as an agency's internal 
specialist with responsibility for: 

all service procurements and contracting, 

providing service contracting information and training to the agency's staff as 
necessary, and 

serving as the agency's primary RFP Coordinator or resource for other designated 
RFP Coordinators. 

I further understand that because limited staffing in the central professional service 
procurement oversight function, communications on behalf of my agency with Office of 
Contracts Review staff should be limited to those from the designated Service Contracts 
Coordinator. 

As chief executive of the agency identified below, I hereby designate the following person as 
the agency's Service Contracts Coordinator. 

Name: Robin Dieterich 

Address: 400 Deaderick Street 
Citizens Plaza; 11th Floor 
Office of Procurement 
Nashville, TN 37243-1403 

Telephone: {615) 313-2270 

E-Mail: Robin.Dieterich@tn.gov 

Agency Chief Executive 

Signature & Date --~~~~:::=:::==:::......:=-------------

Printed Name & Title Raquel Hatter, Commissioner 

Agency Name Department of Human Services 



7-1-11 SIGN 

Signature Certification & Authorization 
for purposes of professional service contracting documents 

Calendar Year of Certification & Authorization(s): 2013 

This Signature Certification & Authorization supersedes all prior documents of this purpose for 
the agency identified below and shall be effective immediately and remain effective until 
superseded by a new document of this purpose properly filed, except it shall NOT be effective 
beyond the calendar year specified above. 

I hereby declare the following individuals to be authorized signatories permitted to sign ALL 
professional service contracts as well as associated procurement documents and 
communications on my behalf EXCEPT requests for non-competitive contracts or amendments 
which I understand that I must sign personally. 

Printed Name & Title Sample Signature with Initials 
sample of agency head's name as it will be signed 

& initialed by the authorized individual named 

Shalonda Cawthon, Deputy Commissioner 

R~ ~~~ 

Sandy Troope, Executive Assistant ~J~ // v 
Valencia Douglas, Administrative Services 

,1ti!p¥ 11~~ Assistant 2 

Further, as the chief executive of the agency identified below, I will sign all professional service 
contract documents as well as associated procurement documents and communications in the 

following manner: ~ 
Agency Chief Executive Signature & Date _7£ 7' ___ij--i.3 

Printed Name, Title & Agency Raquel Hatter, Commissioner, Department of Human Services 

lofl 
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