Guidelines

Contract Steering Committee Mission:

	To review requests for contracts, amendments, cooperative agreements, and requests for proposal to ensure that the decision to enter into the contract follows sound financial practices and aligns with the strategic goals of the Department.

Objective of the Pre-Approval Application:

To provide the Contract Steering Committee sufficient information to assess the request.  

1. The information must include the objective of the contract and the anticipated outcome in relation to specific population groups of the State of Maine. 

2. The information is to be concise and quantitative in nature.

Pre-Approval Package:

The Pre-Approval package must include:

1. Executive Summary

· Proposed Spending
· Contract Information
· Service Description

2. Financial and Program Performance Assessment

· Budget vs. Actual
· Program Performance
· Audit Issues

3. Performance Metrics (Outcomes)

Pre-Approval Process:

The process begins when the program office prepares the Pre-Approval Package to be submitted to Contract Steering Committee for review.  During the annual allocation planning process, the Contract Steering Committee must approve contract, RFP, and cooperative agreement allocations before they are communicated to vendors.  Amendments and new contracts/cooperative agreements (not on the allocation plan) must be presented to the Contract Steering Committee before they are developed for vendor signature.

Office Directors (or designee) shall submit for approval all contracts, amendments, cooperative agreements, and requests for proposal with a value greater than $10,000 to the Contract Steering Committee through the Director of the Division of Purchased Services.  Requests for contracts, amendments, cooperative agreements, and requests for proposal with a value less than $50,000 may be approved at the discretion of the Director of the Division of Purchased Services, who is authorized to require additional review by one or more additional Committee members, at the Director’s discretion.  Contracts, amendments, cooperative agreements, and requests for proposal with a value of $10,000 or less, or those that represent reductions, dis-encumbrances, termination of services, or changes to contract language may be executed at the Office Director’s discretion without prior approval of the Contract Steering Committee.

1. The committee will review completed packages at a scheduled weekly meeting.  Please submit the Pre-Approval Package in accordance with Table 1 (contract allocation plans) or Table 2(amendments/new contracts) to allow the committee adequate time for review.

2. If a contract is not approved, the Contract Steering Committee will contact Program Senior Management directly. 

3. If the contract is approved, Program will be notified by email and the contract development process begins.

	Table 1
Contract Steering Committee Review Process – Annual Contract Allocation Plan (Renewal Contracts and Cooperative Agreements)

	Process Step
	Timeline (7/1 start)
	Timeline (10/1 start)

	Annual Allocation Plan developed by Program and PFC
	3/1
	6/1

	Once the plan is completed, the allocation spreadsheet and contract or cooperative agreement Rider A’s are submitted to the Division of Purchased Services.
	3/1
	6/1

	Contracts and cooperative agreements are grouped by service and presented to the Committee for approval.  Discussion includes alignment with strategic goals, negotiation of best value, performance metrics, and past financial and program performance for each contract/cooperative agreement in the group.
	3/1-3/7
	6/1-7/15

	Committee reviews and evaluates the proposed plan, which may then be approved, rejected, or held pending additional information.  If changes are needed, adjustments are made by Program staff and recorded by the PFC.
	3/7-3/21
	7/15-7/31

	Once these are submitted, the standard contract process begins.
	3/21
	7/31






	
	Table 2
Contract Steering Committee Review Process – Amendments, RFPs, New Contracts

	Process Step
	Timeline

	Need for amendment, RFP, or new contract determined by Program.  Program works with PFC to assure funds are available, prepares justification, and completes the Pre-Approval Application form for submittal to Director DPS
	· Contract/ amendment – 2 mo before start
· RFP Direct Service – 7 mo before start
· RFP Admin – 4 mo before start

	Director DPS coordinates Committee review of the proposal
	1-5 business days

	Committee reviews and evaluates the proposed contract, amendment, or RFP, which may then be approved, rejected, or held pending additional information.  If changes are needed, adjustments are made by Program staff and resubmitted to Director DPS.
	1-5 business days

	Once the proposal is approved by the Committee, Program Staff and PFC initiate the amendment, contract, or RFP process.
	5-10 business days

	Once the required materials are submitted, the amendment, contract, or RFP process begins.
	Upon receipt at DPS
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	Service Name:
	 	Total Amount:
	$
	 

	Requesting Office:  
	 	Start Date:  
	 
	Program Manager:  
	 	End Date:  
	 
	

	

	PROPOSED SPENDING:      
	Federal Funds:
	$ 
	 

	State Funds:
	$ 
	 

	Other Special Revenue Funds:
	$ 
	 

	



	




	☐	CONTRACT
	☐	AMENDMENT
	☐	RFP
	☐	COOPERATIVE AGREEMENT

	Last RFP Date:
	 	Next RFP Date:
	 
		
	

	If not competitive, explain:


	 
	☐	CONTRACT NOT ON ALLOCATION PLAN

	
	

	Explain:
	 
	

	SERVICE DESCRIPTION:

	1. Describe the specific service – what it is, who gets it, how it will be delivered, etc. - and the justification of its necessity.  For an amendment, explain why the amendment is necessary.


	 
	2. Explain how the service to be purchased supports the strategic goals of the Department and/or whether the service is mandated by statute.


	 
	3. What is the impact of this service being eliminated or reduced?

	 
	

	

	FINANCIAL ASSESSMENT:

	
	
	Proposed
	Current Year
	Prior Year 1
	Prior Year 2

	Provider
	Contract #
	Allocation
	Allocation
	Allocation
	Actual
	Allocation
	Actual

	 	 	$ 
	$  
	$  
	$  
	$  
	$  

	 	 	$  
	$  
	$  
	$  
	$  
	$  

	 	 	$  
	$  
	$  
	$  
	$  
	$  

	 	 	$  
	$  
	$  
	$  
	$  
	$  

	 	 	$  
	$  
	$  
	$  
	$  
	$  

	 	 	$  
	$  
	$  
	$  
	$  
	$  

	 	 	$  
	$  
	$  
	$  
	$  
	$  

	 	 	$  
	$  
	$  
	$  
	$  
	$  

	 	 	$  
	$  
	$  
	$  
	$  
	$  

	 	 	$  
	$  
	$  
	$  
	$  
	$  

	 	 	$  
	$  
	$  
	$  
	$  
	$  

	 	 	$  
	$  
	$  
	$  
	$  
	$  

	 	 	$  
	$  
	$  
	$  
	$  
	$  

	 	 	$  
	$  
	$  
	$  
	$  
	$  

	 	 	$  
	$  
	$  
	$  
	$  
	$  

	


	PAST PERFORMANCE:

	Provider:
	 	Contract#:
	 	Funds Owed State:
	$  

	Explain the past program performance considered for this contract:

	 
	List existing audit issues:

	 
	Provider:
	 	Contract#:
	 	Funds Owed State:
	$  

	Explain the past program performance considered for this contract:

	 
	List existing audit issues:

	 
	Provider:
	 	Contract#:
	 	Funds Owed State:
	$  

	Explain the past program performance considered for this contract:

	 
	List existing audit issues:

	 
	Provider:
	 	Contract#:
	 	Funds Owed State:
	$  

	Explain the past program performance considered for this contract:

	 
	List existing audit issues:

	 
	Provider:
	 	Contract#:
	 	Funds Owed State:
	$  

	Explain the past program performance considered for this contract:

	 
	List existing audit issues:

	 
	Provider:
	 	Contract#:
	 	Funds Owed State:
	$  

	Explain the past program performance considered for this contract:

	 
	List existing audit issues:

	 
	Provider:
	 	Contract#:
	 	Funds Owed State:
	$  

	Explain the past program performance considered for this contract:

	 
	List existing audit issues:

	 
	Provider:
	 	Contract#:
	 	Funds Owed State:
	$  

	Explain the past program performance considered for this contract:

	 
	List existing audit issues:

	 
	Provider:
	 	Contract#:
	 	Funds Owed State:
	$  

	Explain the past program performance considered for this contract:

	 
	List existing audit issues:

	 
	Provider:
	 	Contract#:
	 	Funds Owed State:
	$  

	Explain the past program performance considered for this contract:

	 
	List existing audit issues:

	 
	Provider:
	 	Contract#:
	 	Funds Owed State:
	$  

	Explain the past program performance considered for this contract:

	 
	List existing audit issues:

	 
	Provider:
	 	Contract#:
	 	Funds Owed State:
	$  

	Explain the past program performance considered for this contract:

	 
	List existing audit issues:

	 
	Provider:
	 	Contract#:
	 	Funds Owed State:
	$  

	Explain the past program performance considered for this contract:

	 
	List existing audit issues:

	 
	Provider:
	 	Contract#:
	 	Funds Owed State:
	$  

	Explain the past program performance considered for this contract:

	 
	List existing audit issues:

	 
	Provider:
	 	Contract#:
	 	Funds Owed State:
	$  

	Explain the past program performance considered for this contract:

	 
	List existing audit issues:

	 
	

	PERFORMANCE METRICS:

	Explain the performance metrics required and how they are  incorporated to assure service quality in this contract :

	 
	

	

	

	 	
	 	
	 
	Submitted by
	
	Date
	
	Phone #

	

	

	
	
	
	
	

	Reviewed by Office Director
	
	Date
	
	

	

	

	
	
	
	
	

	Approved by Committee
	
	Date
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