
PROVIDING SERVICES ON 
CONTRACT WITH DDS 

-OVERVIEW        
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LIVING THE MISSION 
 

The mission of the Department of 
Developmental Services is to partner with 

the individuals we support and their families 
to support lifelong planning and to join with 

others to create and promote meaningful 
opportunities for individuals to participate 
as valued members of their communities 

 
 

 
 

EARN * personal strength * FRIENDS * contribute * enjoy * LIVE 



 
What is a POS  

(Purchase of Service) 
Contract 

 A POS contract is an agreement between a 
state agency and an organization for the 
purchase of direct human services to 
agency clients.  The contract generally is 
not used for the sole purpose of purchasing 
administrative or clerical services, material 
goods, training and consulting 
services.  POS contracts are used to 
contract with partnerships, as well as 
corporations, but not with individuals. 
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Overview of Contract 
sections 

The standard format contains two sections to allow for 
maximum contract uniformity across State Agencies while 
ensuring the programmatic and policy flexibility needs of 
each Agency 
Part I includes the scope of services, contract 
performance, budget reports and other program and 
department-specific provisions   
Part II incorporates mandatory administrative policy 
language approved by the Office of the Attorney General 
and is standard to all human service contracts 



Overview of Contract 
 
 

 
The Contract lays out all requirements and expectations 
for DDS Contract Providers 

 
Most of what is covered today is included in the Contract 

 
Detailed directions for completing the Contract and all 
required documents, as well as the Contracts, will be sent 
to providers by email 

 
 
 



COMMON TERMS 
POS 
Op Plan 
BizNet                                                 
VSA 
CSA 
Waivers 
ACOR 
Annual Report 
CAP – Cost Allocation Plan 
LON rates 
WebResDay 
Contract lines and amounts 
SIDs 
 



WHAT STAYS THE 
SAME? 



All Providers (POS and Non-POS) are 
required to document all services 
delivered as outlined in the Waver 
Documentation guideline issued by DDS 

 

All Providers are required to participate in 
the Quality Service Review process for all 
waiverable services. 
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All Providers are required to submit a 
Continuous Quality Improvement Plan 

 

DDS participants may choose to transfer 
to another provider through the DDS 
Portability of Funds process if not satisfied 
with their current services  
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Qualified providers that received more 
than $100,000 but less than $ 300,000 in 
the fiscal year of reimbursement from 
DDS are required to submit an End of 
Year Expense Report and Agreed Upon 
Procedures Report prepared by a CPA 
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WHAT’S 
DIFFERENT? 

EARN * personal strength * FRIENDS * 
contribute * enjoy * LIVE * choices * 

DIGNITY * talents * services * serve 
* PURSUE * informed * RISK * rights 
* experience * PASSIONS * family * 

civic * neighbors * FINANCIAL 

SECURITY * advocates * relationships 



 Contractors must submit a 
budget for costs to provide 
services on an Excel 
spreadsheet (Operational Plan) 
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Cost Allocation Plan 
(CAP)  

The Office of Policy and Management issued Cost 
Standards in 2007 outlining cost reporting requirements 
 
 The CAP is a written summary of how an organization 
allocates allowable costs 

 
Must provide for allocation of Allocable as Direct Costs, 
Administrative & General Costs, and Salaries and Wages 

 
 



Cost Allocation Plan 
(CAP)  

Must reasonably and equitably distribute to programs 
costs based upon benefits received 
 
 Approved by Board or Members, included in policies and 
procedures, reviewed annually, kept on file for audit 

 
Major changes approved by Board or Members and must 
result in more equitable distribution of costs 

 
 



CAP Sample 



CAP Sample 



CAP Sample 



Operational Plan  
What is an OP Plan? 

 
Operational Plan (OP) – A budget document prepared 

by the Contractor that details projected expenses 
within four expense categories – “Administrative & 

General”, “Benefits”, “Salary”, and “Non-Salary”.  
 



Operational Plan  
  

Shows how DDS funds will be expended and provides 
operating budget for agency 

 
Broken out by Day Services, Residential Services, 
Other/ICF-MR/A&G and Benefits 

 
Excel document with formulas/calculations very similar to 
End of Year Expense Report 

 
Variance of more than 20% by cost center/major cost 
reporting area (Salaries and Wages, Non-Salary, A&G and 
Benefits) requires new OP Plan and approval by Region 



Operational Plan Example  



 Contractors are required to submit the 
following documents at contract execution: 
 

 State of CT Ethics and Non-              
Discrimination Certification 

 Gift and Campaign Contribution 
Certification 

 Consulting Agreement Affidavit 

Workforce Analysis 
 the documents above through BizNet 

 Corporate Resolution (Signatory Authority) 

 Operational Report    

 the documents above to the Op Center Resource Manager 

 



What is BizNet? 

 
BizNet is a Document Vault, which allows providers to 
download and upload required ethics forms and other 
affidavits, as well as Nondiscrimination Certification and 
Board of Directors.  
 
 
https://www.biznet.ct.gov/AccountMaint/Login.aspx 

https://ctmail.ct.gov/owa/redir.aspx?C=c3fe944c57a946e1b00ef76821b27cb6&URL=https://www.biznet.ct.gov/AccountMaint/Login.aspx


Required BizNet Form 

OPM Ethics Form 1 – Gift & Campaign 
Contributions  

 Reason: Required by statute. Applies to 
contracts having a value of $50,000 or 
more in a calendar or fiscal year.  

 Due at time of contract execution and 
must be updated within 14 days of the 12 
month anniversary of the most recently 
filed certification  

 



Required BizNet Form 

OPM Ethics Form 5– Consulting Agreement 
Affidavit  

 Reason: Required by statute. Applies to contracts 
having a value of $50,000 or more in a calendar or 
fiscal year.  

 It is submitted at the time of contract execution. 
 Accompanies a bid or proposal with a value of 

$50,000 or more.  
 It is not needed for a sole source or no bid contract,  
 If any of the information in this form changes, an 

updated certification must be submitted not later 
than 30 days after the effective date of the change or 
upon submittal of a new bid or proposal whichever is 
earlier 
 



Required BizNet Form 

Nondiscrimination Certification Form B 
(less than $50,000) 

Nondiscrimination Certification Form C 
($50,000 or more)  

 

 Reason: Required by statute. Provider 
must submit one of these forms (not 
both), depending on the value of the 
contract award.  

 



Required BizNet Form 

Workforce Analysis 

 

 Is a spreadsheet where each agency 
breaks out their workforce by race and 
gender 

 





…additional documents to be submitted 

at contract execution: 

 Water Safety Policy 
 DOL Certificate, if applicable 
 GSE Locations, if applicable 
 Day Program Calendar for Providers contracting 
such services 

 
Email all of the documents above to the Op Center Resource Manager 
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Water Safety Procedure 

 Is mandated for all DDS operated, 
funded, and/or licensed/qualified 
programs involved in aquatic activities. 

 All of the forms contained in the DDS 
Water Safety procedure shall be used 
without deviation in all programs and 
settings unless otherwise specified.  

 Alternate procedures will not be accepted 
for use by DDS. 



DOL Certificate 
 

 The Fair Labor Standards 
Act  

 Certificate Authorizing 
Special Minimum Wage 
Rates 

 Must be in place if you 
are paying anyone less 
than minimum wage 



Day Program Calendar 



Contractors are required to comply with all 
contract requirements as outlined in Part 1 and 
Part 2 of the contract 
 
 
Contractors Communicate mostly with 
Resource Manager (all contractors have an 
assigned regional and Operations Center 
Resource Manager) 
 
 
Contract Service Authorizations are based on 
the DDS Fiscal Year (7/1-6/30) and contract 
duration. 
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WebResDay 

Contractors record services provided on the DDS web-
based attendance program called WebResDay by the 5th 
of each month.  
 
Payment is based on this utilization data in WebResDay. 
Timely submission is crucial for timely payment. 

 



WebResDay 

Login to DDS Applications Menu to access WebResDay 
(this is the same location as QSR)  

 
Contact Kurt Hildenbrandt to setup user name and 
password 

(860)418-6033 

kurt.hildenbrandt@ct.gov 

 

mailto:kurt.hildenbrandt@ct.gov




Contractors  are required  to 
submit an Eight Month Financial 
Expense Report due March 31 
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EIGHT MONTH REPORT 

Report shows Budgeted Amount by Program Type (CLA, 
CRS, IHS, CTH, DAY) 

 
Report Shows Actual costs for 8 months from 7/1-2/29 

 
Report calculates variance between budgeted amount 
and actual amount, allows provider to explain variances in 
excess of 20% 

 
Similar to Op Plan with less detail required 

 
May be revised to include Final Op Plan (status pending) 





Contractors are required to attend two 
annual meetings (Annual Performance 
with the Region and Fiscal Meetings with 
the Region and Operations Center) 
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END OF YEAR 
REPORTING 
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Contractors that received less than $ 100,000 of 
reimbursement in the fiscal year from DDS are required to 
submit an End of Year Expense Report 
 
Contractors that received more than $100,000 but less 
than $ 300,000 in the fiscal year of reimbursement from 
DDS are required to submit an End of Year Expense Report 
and Agreed Upon Procedures Report prepared by a CPA 
(same as Non-POS Providers!) 
 
 Contractors that received more than $300,000 in the 
fiscal year of reimbursement from DDS are required to 
submit an Annual Report and Audited Financial Statements 
completed by a CPA.  
Non-profit Agencies are required to submit a State Single 
Audit completed by a CPA. 
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Annual Report 

Accuracy is important so that financial impact of 
financial decisions can be properly calculated  
 
The information you submit will help DDS to plan for the 
future rates  

 
Accuracy establishes the credibility of the provider in 
discussions of financial issues  



Annual Report Filing 
Requirements 

 
Two complete copies of the Annual Report of Residential 
and Day Services for the Department of Social Services 
and Department of Developmental Services by Oct. 15 

 
Cost Reporting from 7/1-6/30 (DDS Fiscal Year) 

 
One original with signatures and notaries  
 
One additional copy  
 
One Data CD 

 
Note: will not be due until 10/15/2014 



Annual Report Sections 
General Information 
Related Party Disclosures (does not supersede DDS 
Ethics Protocol) 
Executive Director Salary 
Leases, Donated Capital Assets, Pending Litigation, etc. 
Cost Center Information 
Interest Expense and Allocation 
A&G Worksheet 
Cost Center Worksheets 

CLA, CRS, IHS, CCH, DAY, OTHER, FEE FOR 
SERVICE, BENEFITS, ROOM & BOARD, STATEMENT OF 
REVENUE, RECONCILIATION TO FINANCIAL 
STATEMENTS 



Providers are required to Cost Settle 
100% of the difference between 
revenues received from DDS and 
expenses incurred by the agency for DDS 
services 
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Financial Reporting  Index with 
due dates and links 



DDS Home Page 



The Index 
Location 



Vendor Profile Form/W-9 

Must complete to get setup to receive electronic 
payments from the State Comptroller via CORE 
Submit to Sandy McNally at DDS Operations Center 
sandy.mcnally@ct.gov 
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HELPFUL LINKS: 
 
Provider Gateway 
http://www.ct.gov/dds/cwp/view.asp?a=3166&q=391042&
ddsNav=| 
Resources: 
http://www.ct.gov/dds/cwp/view.asp?a=3166&q=504270 
Corporate Resolution Samples: 
http://www.das.state.ct.us/Purchase/Info/Vendor_Authoriza
tion_Guidelines_Samples.pdf 
BizNet log in and directions 
https://www.biznet.ct.gov/AccountMaint/Login.aspx 
http://www.ct.gov/dds/cwp/view.asp?a=3166&Q=506374 
WebResDay Log-in 
https://www.ddsapp.ct.gov/DDSGateway/Login.aspx 
Financial Reporting Index with Due Dates and Links: 
Financial Reporting Index with Due Dates and Links  
 
 
 
 

http://www.ct.gov/dds/cwp/view.asp?a=3166&q=391042&ddsNav=|
http://www.ct.gov/dds/cwp/view.asp?a=3166&q=391042&ddsNav=|
http://www.ct.gov/dds/cwp/view.asp?a=3166&q=504270
http://www.das.state.ct.us/Purchase/Info/Vendor_Authorization_Guidelines_Samples.pdf
http://www.das.state.ct.us/Purchase/Info/Vendor_Authorization_Guidelines_Samples.pdf
https://www.biznet.ct.gov/AccountMaint/Login.aspx
http://www.ct.gov/dds/cwp/view.asp?a=3166&Q=506374
https://www.ddsapp.ct.gov/DDSGateway/Login.aspx
http://www.ct.gov/dds/lib/dds/operations_center/financial_reporting_index_for_providers.xls


 
 
 

Q & A 
 
 
 
 
 


