CONTRACT COMPLIANCE CHECKLIST and TIME FRAMES

CINA/TPR

ATTACHMENT X

AGENCY CONTROL #: OS/MLSP-15-001-S 

SOLICITATION TITLE: LEGAL REPRESENTATION SERVICES FOR CHILDREN INVOLVED IN CHILD IN NEED OF ASSISTANCE (CINA), TERMINATION OF PARENTAL RIGHTS (TPR) AND RELATED PROCEEDINGS 


	START-UP ACTIVITIES – IDENTIFY AS DAILY, WEEKLY, MONTHLY, OTHER (as necessary)

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

	Post-Award Kick-Off Meeting 
	Within two (2) weeks after the appropriate approvals and prior to the Contract start date
	Sign-In Sheets
	State’s Contract Manager
	

	Certificates of Insurance
	Within five (5) business days of recommended award
	Copy of current Certificate of Insurance meeting all limit requirements
	Procurement Officer
	

	Contract Affidavit  (Attachment C)
	Within five (5) days after recommended award
	Signed and Dated Contract Affidavit
	Procurement Officer
	

	Hiring Agreement  (Attachment  O)
	Within five (5) business days of recommended award
	Signed and Dated Hiring Agreement
	DHR Hiring Agreement  Rep and one copy to the Procurement Officer
	

	Certificates of Insurance
	Within five (5) business days of recommended award
	Copy of current Certificate of Insurance meeting all limit requirements
	Procurement Officer
	


	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 3.2
	On Demand/As required by Services being provided
	Signed and Dated Documentation
	Contractor’s Project  Manager
	

	Case appointments assigned by the Maryland Circuit Court for each Maryland jurisdiction  
	Must be obtained for every case 
	Signed and Dated Documentation
	Contractor’s Project  Manager (and submitted with invoices to State Project Manager)
	


	FULL PERFORMANCE ACTIVITIES – WEEKLY

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

	Scope of Work Activities as Listed in Section 3.2
	On Demand/As required by Services being provided
	Signed and Dated Documentation
	Contractor’s Project  Manager
	

	Case Files and Statistics  CINA/TPR Client Intake Form Attachment (Y-1)  
	Shall be continuously updated within one (1) week after any activity 

	Signed and Dated Documentation
	Contractor’s Project  Manager
	

	FULL PERFORMANCE ACTIVITIES – MONTHLY

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

	Ancillary Contacts: The Contractor shall attend and participate in required i.e. court ordered, Contact proceedings stemming from a CINA/TPR case. (Section 1.2)
	As required per case 
	Case file documentation 
	Contractor’s Project  Manager
	

	Appeals:  The Contractor shall discuss with the client, as developmentally appropriate, the possibility and ramifications of filing an appeal. (Section 3.2.3.7)
	As required per case 
	Case file documentation and electronic submission of appellate brief
	Contractor’s Project  Manager and State Project Manager
	

	Continuity of Representation: Contractor shall assign each client’s case to a specific attorney and take appropriate measures to ensure continuity of representation for all clients.  (Section 3.2.3.8)
	As required per case
	Case file documentation and Attachment U-1
	Contractor’s Project  Manager and State Project Manager
	


	FULL PERFORMANCE ACTIVITIES – ANNUALLY

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

	Annual CINA/TPR Training Verification Form (Attachment R) and Letter (Attachment R-1)
	Due within thirty (30) days after the conclusion of each Contract year.
	Case file documentation and submission of Attachments R and R-1
	State Project  Manager
	

	Annual Case Activity Update Form (Attachment V)
	Due within thirty (30) days after the conclusion of each Contract year.
	Signed and Dated Report
	State Project  Manager
	

	CINA/TPR Contractor Annual Monitoring Report (Attachment W) 
	Due within thirty (30) days after the conclusion of each Contract year.
	Signed and Dated Report
	State Project Manager
	

	On-Site Annual Monitoring: Contractor shall ensure that client case files and are available for an on-site annual monitoring visit by the State Project Manager or designee
	To be determined by MLSP
	Signed and Dated Documentation
	State Project Manager
	


	

REPORTS

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

	CINA/TPR – Proceedings Request for Payment Summary (Attachment U)
	Due by the 20th of each month for the preceding month’s activities 
	State Project  Manager
	

	CINA/TPR – Proceedings Monthly Case Statistics Report (Attachment T)   
	Due by the 20th of each month for the preceding month’s activities
	State Project  Manager
	

	Changes in Staffing Report (Attachment S-1)
	Due by the 20th of each month for the preceding month’s activities
	State Project  Manager
	

	Monthly Client Case List (Attachment U-1)
	Due by the 20th of each month for the preceding month’s activities
	State Project  Manager
	

	Appeals 
	Due by the 20th of each month preceding month’s activities (sent electronically)
	State Project  Manager
	

	
	REPORTS
	
	

	Annual CINA/TPR Training Verification Form (Attachment X)
	Due within thirty (30) days after the conclusion of each CINA/TPR-related training On the Contractor’s Letterhead.
	State Project  Manager
	

	Annual Financial Audit
	Due within ninety (90) days after the conclusion of each Contract year including the option years if exercised.
	State Project  Manager
	

	CINA/TPR Contractor  Annual Monitoring Report (Attachment Y)
	Due within thirty (30) days after the conclusion of each Contract year.
	State Project  Manager
	


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

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

	General Contract Monitoring: Contractor shall cooperate with MLSP in the performance of the Contract Monitoring sessions. (Section  3.2.4.13)
	As required 
	Signed and Dated Documentation 
	State Project  Manager
	

	Contractor shall cooperate with the State for announced or unannounced Contract monitoring visits as deemed appropriate by the State.  (Section  3.2.4.13 B)
	As required
	Signed and Dated Documentation
	State Project  Manager
	

	Compliance Audits: The Contractor shall cooperate with the State for routine, periodic or special compliance audits deemed appropriate by the State. 
(Section 3.2.4.13 B) 
	As required
	Signed and Dated Documentation
	State Project  Manager
	


FULL PERFORMANCE ACTIVITIES – OTHER (one time only, as requested, etc.)
	Transition of Case Files: If the State Project Manager or the court determines it is in the best interest to do so the Contractor shall remain the attorney of record, at the expiration of any Contract, for all proceedings and Appeals for the duration of the Court's jurisdiction over the client. All case files and documentation generated by the Contractor or  MLSP during the term of the Contract or the attorney's representation of a client shall be retained by the Contractor for a period of three (3) years following the termination or expiration of the Contract, expiration of the attorney's representation, or the conclusion of any audit.      
	Three (3) years following the expiration of the Contract.
	Receipt of requested documentation 
	State Project Manager
	

	Transfer of Cases:  The Contractor shall fully cooperate with the transfer of any client case. Cooperation shall include, but is not limited to delivering and/or receiving all case files in a period.  
	Not to exceed thirty (30) days after receiving a written request from the State Project Manager.
	Receipt of requested documentation
	State Project Manager
	


	MEETINGS

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

	Attorney- in- Person Contract with the client in the client's placement .
	Once every six (6) months and/or before each hearing
	Client’s Placement
	As required
	


	CONTRACT CLOSE OUT

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

	After the close of each Contract year, including at the close of each option year (if exercised) the final invoice shall be submitted within thirty (30) days in order to be considered for payment. Invoices submitted after this time will not be considered for payment. Final payment will not be made until after receipt of the Annual Report.
	At the end of the Contract term 
	Sign and Dated Documentation 
	State Project Manager
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