CSEA/SDU-14-001-S
Attachment P

CONTRACT COMPLIANCE CHECKLIST and TIME FRAMES
(This document may not be inclusive of all Contract requirements – additional lines may be added as needed)

AGENCY CONTROL #: CSEA/SDU-14-001-S
ATTACHMENT: Attachment P
SOLICITATION TITLE: 
	START-UP ACTIVITIES – IDENTIFY AS DAILY, WEEKLY, MONTHLY, OTHER (as necessary)

	Activity
	Time Frame
	Evidence of Completion
	Evidence Received/Approved By
	Date Received / Initials

	Contract Affidavit (Attachment C)

(Section 2.17)
	Within ten (10) work days after recommended award
	Completed & Signed Affidavit
	Procurement Officer
	

	MBE Outreach Efforts Compliance Statement (Attachment G)

(Section 2.33)
	Within 10 working days from notification of recommendation for award
	Completed & Signed Statement
	Procurement Officer
	

	MBE Subcontractor Project Participation Certification (Attachment H)

(Section 2.33)
	Within 10 working days from notification of recommendation for award
	Completed & Signed Certification
	Procurement Officer
	

	Certificates of Insurance (Section 2.35)
	Within 10 working days from notification of recommendation for award
	Current Certificate of Insurance meeting all limit requirements
	Procurement officer
	

	Hiring Agreement (Attachment N)

(Section 2.41)
	Within ten (10) business days from notification of recommendation for award
	Completed & Signed Agreement
	Procurement Officer
	

	Transparency Act Data Collection and Sub-Awardee Certification Form (Attachment O)

(Section 2.42)
	Within ten (10) business days from notification of recommendation for award
	Completed & Signed Agreement
	Procurement Officer
	

	Safeguarding of Information from the United States Internal Revenue Service
(Section 2.45)
	Within ten (10) business days from notification of recommendation for award
	Completed & Signed Agreement
	State Project Manager
	

	Child Support Enforcement Administration  Annual Internal Revenue Service Employee Awareness  (Attachment X)

(Section 2.45)
	Within ten (10) business days from notification of recommendation for award
	Completed & Signed Agreement
	State Project Manager
	

	Performance Bond Form (Attachment BB)

(Section 2.43)
	Prior to final award of the Contract  
	Completed & Signed Agreement
	Procurement Officer
	

	Post Award Orientation Conference (Section 3.9)
	Within five days after BPW approval of the Contract
	Schedule & Conduct 1 Statewide Meeting (sign-in sheets from meeting)
	State Project Manager

and CSEA Contracts Unit
	


	FULL PERFORMANCE ACTIVITIES – DAILY

	Activity
	Time Frame
	Evidence of Completion
	Evidence Received/Approved By
	Date Received / Initials

	Daily Scope of Work Activities as listed in Section 3.5
	On demand/As required by Service Provided
	 
	State Project Manager and CSEA Contracts Unit
	

	
	
	
	
	

	
	
	
	
	


	FULL PERFORMANCE ACTIVITIES – WEEKLY

	Activity
	Time Frame
	Evidence of Completion
	Evidence Received/Approved By
	Date Received / Initials

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	FULL PERFORMANCE ACTIVITIES – MONTHLY

	Activity
	Time Frame
	Evidence of Completion
	Evidence Received/Approved By
	Date Received / Initials

	Monthly Scope of Work Activities as listed in Section 3.5
	On demand/As required by Service Provided
	 
	State Project Manager and CSEA Contracts Unit
	

	
	
	
	
	

	
	
	
	
	


	FULL PERFORMANCE ACTIVITIES – ANNUALLY

	Activity
	Time Frame
	Evidence of Completion
	Evidence Received/Approved By
	Date Received / Initials

	Annual Scope of Work Activities as listed in Section 3.5
	On demand/As required by Service Provided
	 
	State Project Manager and CSEA Contracts Unit
	Monthly Scope of Work Activities as listed in Section 3.5

	
	
	
	
	

	
	
	
	
	


	FULL PERFORMANCE ACTIVITIES – OTHER (one time only, as requested, etc.)

	Activity
	Time Frame
	Evidence of Completion
	Evidence Received/Approved By
	Date Received / Initials

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	REPORTS

	Report Requirements / Section
	Time Frame – Due During the 90 Day Transition-In Period
	Report Sent To
	Date Received / Initials

	Key Personnel completed Logon-Id Request Forms  (§ 3.3.B)
	NTP +30 calendar days  
	State Project Manager
	

	Non Key Personnel completed Logon 
	NTP +60 calendar days 
	State Project Manager
	

	Copy of signed lease. (§3.5.12.D)
	Within fifteen (15) calendar days after the start date of the Contract.
	State Project Manager
	

	Project Management Work Plan 3.5.17
	NTP +10 calendar days 
	State Project Manager
	

	
	
	State Project Manager
	

	Project Schedule  (§3.7)
	NTP +5 calendar days


	State Project Manager
	

	Staffing Management Plan (§3.7 )
	NTP + 10 calendar days 


	State Project Manager
	

	Risk Management Plan  (§3.7)
	NTP + 15 calendar days 


	State Project Manager
	

	Communication Management Plan   (§3.7)
	NTP +15 calendar days 


	State Project Manager
	

	Configuration Plan  3.5.17
	NTP +60 calendar days 


	State Project Manager
	

	Quality Assurance Plan - Initial Draft (§3.5.19)
	Within 45 days of the Contract start date 


	State Project Manager
	

	Deliverable Sign-Off Procedures (§ 3.5.17)
	NTP +5 calendar days 


	State Project Manager
	

	Monthly Progress  Reports   (§3.7)
	Due the 30th day of the month following the close of the period
	State Project Manager
	

	CSES Interface System Requirements Document (includes business process flow)
	Within fifteen (15) calendar days after the start date of the Contract
	State Project Manager
	

	SDLC Plan  (§ 3.5.7B) 
	NTP + 10 calendar days
	State Project Manager
	

	System Testing Plan (§3.5.7C)
	NTP +10 calendar days
	State Project Manager
	

	Acceptance Test – Results of  two successfully completed tests based on System Testing Plan 
	NTP + 70 calendar days
	State Project Manager
	

	Transition Results Document   (§3.7)
	NTP + 80 calendar days


	State Project Manager
	

	Final Security Plan that includes system security test plan    (§3.5.24)
	NTP + 30 calendar days
	State Project Manager
	

	Final Payment Processing Plan
	NTP + 15 calendar days.


	State Project Manager
	

	Internal Operating Procedures  (§3.5.11)
	NTP +30 calendar days 


	State Project Manager
	

	Training Plan (§3.5.10)
	NTP +30 calendar days 


	State Project Manager
	

	Documentation of Completed Training
	Within seventy-five (75) calendar days after Contract start date


	State Project Manager
	

	Back-Up Facility Initial Test Results (§ 3.5.12 E)
	Within sixty (60) calendar days after Contract start date


	State Project Manager
	

	Draft Business Continuity Plan (§3.5.13) 
	NTP + 45 calendar days


	State Project Manager
	

	Final Business Continuity Plan  (§3.5.13)
	Within ninety (90) calendar days after the Contract start date.


	State Project Manager
	

	Final Quality Assurance Plan (§3.5.19)
	Within ninety (90) calendar days after the start date of the Contract


	State Project Manager
	

	Quality Assurance Reports – submit in writing to include results of reviews and any corrective actions taken to resolve deficiencies.(§ 3.5.19 C)
	Within thirty (30) calendar days after the end of the report quarter beginning with first full calendar Quarter after implementation of payment processing functions.
	State Project Manager
	

	Monthly Invoices – Payment Terms and billing 
	By the 30th day after the end of the month
	State Project Manager
	

	MBE Subcontractor Payment Report (§ 2.33 D)
	For each MBE subcontractor, within fifteen (15) calendar days after the end of the report month in which payments were received by the MBE
	State Project Manager
	

	Insurance Certificate and Performance Bond 
	Within ten (10) business days after notification of Contract award.
	Procurement Officer
	


	REPORTS

	Report Requirements / Section
	Time Frame – Ongoing 
	Report Sent To
	Date Received / Initials

	Weekly Status Report  (§3.7)
	Within five business days after the end of the reporting period.
	State Project Manager
	

	Monthly Progress Report (§3.7)
	Due the 30th of each month following the report month  
	State Project Manager
	

	Prime Contractor Unpaid MBE Invoice Report

Contraction Administration (§2.33C)
	within fifteen (15) calendar days after the end of the report month in which payments were due but not paid to MBE subcontractor(s)
	State Project Manager
	

	Monthly Other State Refund Report 


	Within fifteen (15) business days after the end of report month
	State Project Manager
	

	Daily Deposit Verification – DEPOSIT 
	Within one business day after bank deposit is completed
	State Project Manager
	

	Electronic Copy of Deposit Confirmation 
	Within one business day after bank deposit is completed
	State Project Manager
	

	Cumulative Monthly Unidentified Payment Report (§3.5.3(F) (2)
	Within twenty (20) business days after the report month
	State Project Manager
	

	Abandoned Property Notification (§ 3.5.3(F) (1))
	Within three years after receipt of unidentified payment
	State Project Manager
	

	Daily Transaction Report  
	Within one business day after report day
	State Project Manager
	

	Report of Discrepancies & Posting Errors on the General Ledger  
	Daily basis
	State Project Manager
	

	Report of Reconciled Central Depository Account – 


	Within ten (10) calendar days after the report month
	State Project Manager
	

	Reconciled Monthly Bank Account Statement (§3.5.3 H)
	Within thirty (30) calendar days after report month


	State Project Manager
	

	Monthly Invoices – Payment Terms and billing 

(§2.24)
	By the 30th day after the end of the month
	State Project Manager
	

	Prime Contractor Unpaid MBE Invoice Report

Contraction Administration  (§2.33(F) (1))
	Due thirty (30) calendar days after the end of the report month in which payments were due but not paid to MBE subcontractor(s)
	State Project Manager
	

	MBE Subcontractor Invoice Payment Report

(§2.33(F) (2))
	Due thirty (30) calendar days after the end of the report month in which payments were received by the MBE
	State Project Manager
	

	Transactions Exceptions Report (§ 3.5.7 A(8)) 

· Payment Processing Exception Report

· Cumulative Unidentifiable Report

· Weekly Refund Report

· Cumulative Refund Report

· Cumulative Recoupment Report
	Once daily 
	State Project Manager
	

	Weekly Report of Contractor Misapplied Payments 


	Due the last business day of each week
	State Project Manager
	

	Weekly Cumulative NSF Report 
	Within five business days after the end of the reporting period.
	State Project Manager
	

	Weekly Report of All Recoupment Payments Processed 
	Weekly basis
	State Project Manager
	

	Weekly Reconciliation Report    3.5.4
	Daily basis and weekly basis


	State Project Manager
	

	Outreach Plan Status Reports 
	Bi-annually beginning June 1, 2014.


	State Project Manager
	

	Quality Assurance Quarterly Report 
	Within thirty (30) calendar days after the end of the report quarter


	State Project Manager
	

	Business Continuity Plan 
	Updates due within sixty (60) calendar days after the annual test


	State Project Manager
	

	Back-Up Facility Annual Test Results
	Within thirty (30) calendar days after the end of each twelve (12) month period
	State Project Manager
	

	Internal SSAE-16 Audit Reports  (§3.5.20)
	Due on or before June 1 of each Contract year, beginning with June 1, 2014. 

  
	State Project Manager
	

	Adverse Situation Report 
	Within five business days after identifying the adverse situation


	State Project Manager
	

	Responses to Monitoring (including Performance Evaluations) and Audit Reports (including SSAE-16 Audit)
	Within the time frames established in the Report
	State Project Manager
	

	Cumulative Monthly Unidentifiable Payment Report    (§ 3.5.3F)
	Within thirty (30) calendar days after the end of each calendar month.
	State Project Manager
	


	REPORTS

	Report Requirements / Section
	Time Frame – Transition-Out
	Report Sent To
	Date Received / Initials

	Report of any outstanding deliverables tasks and time frames for completion 
	Within five business days after receipt of request from the State
	State Project Manager
	

	Report documenting that all services and/or deliverables are completed and approved 
	Within five business days after receipt of request from the State
	State Project Manager
	

	All source code, object code, design and architecture documentation and all data files are delivered to the State 
	Within five business days after receipt of request from the State
	State Project Manager
	

	Reports that provide:

a.   Results of any final audit 

b.   Audit of Contractor’s unidentified collections
	Within five business days after receipt of request from the State


	State Project Manager
	

	Updated system documentation to include modification to the system
	Within five business days after receipt of request from the State
	State Project Manager
	

	Electronic data files from the payment processing system on CD
	Within five business days after receipt of request from the State
	State Project Manager
	

	Electronic data files from the Transaction Request system and hard copy documentation
	Within five business days after receipt of request from the State
	State Project Manager
	

	Hard copy Non-IV-D, recoupment, direct deposit, and debit card records  3.5.3.K
	Within five business days after receipt of request from the State
	State Project Manager
	

	Records of final bank reconciliation and outstanding forgery reimbursement package, and validated final deposit
	Within five business days after receipt of request from the State
	State Project Manager
	

	Complete and submit Checklist to ensure that all turn-over requirements are met 
	Within five business days after receipt of request from the State
	State Project Manager
	

	Transition Plan
	Within three hundred sixty five (365) calendar days prior to Contract end date.
	State Project Manager
	


	
	MEETINGS

	Meeting Requirement / Section
	Frequency  of Meeting
	Location of Meeting
	
	Length of Meeting
	Date Meeting Held / Initials

	Post-Award Orientation Conference (Section 3.7)
	One (1) time only
	TBD
	
	TBD
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	CONTRACT CLOSE OUT

	Activity
	Time Frame
	Evidence of Completion
	
	Evidence Received/Approved By
	Date Received / Initials

	Report of any outstanding deliverables tasks and time frames for completion 
	Within five business days after receipt of request from the State
	
	State Project Manager
	

	Report documenting that all services and/or deliverables are completed and approved 
	Within five business days after receipt of request from the State
	
	State Project Manager
	

	All source code, object code, design and architecture documentation and all data files are delivered to the State 
	Within five business days after receipt of request from the State
	
	State Project Manager
	

	Reports that provide:

a.   Results of any final audit 

b.   Audit of Contractor’s unidentified collections
	Within five business days after receipt of request from the State


	
	State Project Manager
	

	Updated system documentation to include modification to the system
	Within five business days after receipt of request from the State
	
	State Project Manager
	

	Electronic data files from the payment processing system on CD
	Within five business days after receipt of request from the State
	
	State Project Manager
	

	Electronic data files from the Transaction Request system and hard copy documentation
	Within five business days after receipt of request from the State
	
	State Project Manager
	

	Hard copy Non-IV-D, recoupment, direct deposit, and debit card records  3.5.3.K
	Within five business days after receipt of request from the State
	
	State Project Manager
	

	Records of final bank reconciliation and outstanding forgery reimbursement package, and validated final deposit
	Within five business days after receipt of request from the State
	
	State Project Manager
	

	Complete and submit Checklist to ensure that all turn-over requirements are met 


	Within five business days after receipt of request from the State
	
	State Project Manager
	

	Transition Plan
	Within three hundred sixty five (365) calendar days prior to Contract end date.
	
	State Project Manager
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