[bookmark: _Toc381103641]DHHS Division of Contract Management
Receipt of Closeout Reports
Version 1.0, February 17, 2015


	Purpose:
To ensure closeout reports are received on or before their due date.   

	Who:
Contract Administrators

	When:
Reports are due from providers 60 days after the termination of the agreement.



Responsibilities:

10 Business Days Prior to the Due Date
The Contract Administrator (CA) must send a reminder, via email, to the provider ten (10) business days prior to the due date of the closeout report.  The email (with Vendor name, Agreement number, and “ACR report” in the subject line) should include:
· A message reminding the provider when the closeout report is due, and 
· A link to a copy of the closeout report to be used.   

2 Business Days after the Due Date
If the closeout report is not received after (2) two business days after the due date, the CA must send an email to the provider.   The email (with Vendor name, Agreement number, and “Overdue ACR report” in subject line) should include:
· A message reminding the provider that the closeout report is now overdue, and 
· A link to a copy of the closeout report to be used.   

5 Business Days after the Due Date
If the closeout report is still not received after five (5) business days from the due date of the closeout report, the CA should send a reminder to the provider, with a copy to their Contract Relationship Manager (CRM) and the program administrator (PA) to obtain the report.   The email (with Vendor name, Agreement number, and “Overdue ACR report” in subject line) should include:
· A message reminding the provider that the closeout report is now overdue, and 
· A link to a copy of the closeout report to be used.   

10 Business Days after the Due Date
If the closeout report is still not received after ten (10) business days from the due date of the closeout report, the CA should send an additional reminder, with a copy to their CRM, DCM Deputy Director, Office Director (or designee), the PA, and DCM Budget Team (using Vendor, agreement number, and “Overdue ACR report” in subject line) to obtain the report.    The email should include:  
· A message reminding the provider that the closeout report is now overdue, 
· A link to a copy of the closeout report to be used, and 
· Language stating that DHHS DCM will take further action, up to and including withholding payments.
   

20 Business Days after the Due Date
If the closeout report is still not received after twenty (20) business days from the due date of the closeout report, the CA should send an email to the provider, with a copy to the CRM, DCM Deputy Director, Office Director (or designee), the program administrator, and DCM Budget Team (using Vendor, agreement number, and “Overdue ACR report” in subject line) to obtain the report.  The email should include:  
· A message reminding the provider that the closeout report is now overdue, 
· A link to a copy of the closeout report to be used, and    
· Language stating that DHHS DCM is taking further action, up to and including withholding payments.
[bookmark: _GoBack]This step should only be taken at the direction of the CRM and in consultation with the Office Director/Designee.
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