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Overview of Contracting with the County

• A Notice of Intent to Award letter is sent by Program Managers (PM’s) 
to the Community Based Organization’s (CBO’s) notifying them of the 
contract terms, amount, and what contract documents that CBO’s 
need to submit for their contract to be executed. 

• Contract documents needed for signature(s) will come from Program 
Managers (PM’s) via email that are also attached to the award letter 
that will include the following: Program Requirements, and the 
Debarment and HIPAA Agreement.
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Overview of Contracting with the County

• The Board needs to approve all CBO contracts “in principle” before 
or during the month that the contract is set to begin.  This process 
takes anywhere from 6 to 8 weeks and happens concurrently with 
the contract negotiations and packaging of contracts. Required 
documents must be received to start the contract development 
process.
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Overview of Contracting with the County

• Required documents that must be received to start the contract 
development process

1. Program Description 
2. Scope of work (SOW) 
3. Budget
4. Budget narrative/justification 
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Overview of 
Contracting with 
the County

• Program Description 
includes information 
regarding the agency. It 
also describes the 
purpose of the program, 
target population, key 
activities, interventions, 
goals, objectives, desired 
outcomes, program site 
location, and hours and 
days of operation.
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Overview of 
Contracting with 
the County

• Scope of work (SOW) 
must have indicators, 
minimum of 3 Process 
Objectives for each 
Outcome Objective that is 
listed. It musted be listed 
in order of importance.
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Overview of Contracting 
with the County

• This budget format is required. 
Budget should include indirect 
and direct cost it should only be 
10% of total budget awarded.

• For an example, if awarded 
$60,000, only $6,000 should go 
towards indirect and direct cost.
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Overview of Contracting with the County

Direct Costs (Client Service Costs): Personnel – are the costs directly related to 
patient care or can be directly linked to the 

provision of services

Non-Personnel – includes operating costs 
associated with direct client care (supplies, 

materials, nutritional supplements, laboratory 
tests, food, transportation vouchers, etc.)
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Overview of Contracting with the County

Indirect Costs:
• 10% Service Provider’s Administrative Costs – the sum of the 

Administrative Personnel and Operating Expenses includes:
• Administrative Personnel – costs of management oversight of specific 

programs, including program coordination, clerical, financial and 
management staff not directly linked to the provision of services.

• Operating Expenses – typically those costs that can be assigned to a 
specific program but are not dedicated to providing direct client 
services. Examples: usual and recognized overhead activities including 
rent, utilities, facility costs, program evaluation, liability insurance, 
audit, office supplies, postage, telephone, and internet connection.
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Overview of Contracting with the County

The following programmatic activities related to 
HIV Care Program are NOT required to be 
included in the 10% administrative cost cap
1. Annual eligibility recertification;
2. The portion of malpractice insurance related to clinical care;
3. The portion of fees and services for electronic medical records 

maintenance, licensure, annual updates, and staff time for data entry 
related to clinical care and support services;

4. The portion of the clinic receptionist’s time providing direct patient 
services (e.g. scheduling appointments and other intake activities);
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Overview of Contracting with the County

The following programmatic activities related to HIV 
Care Program are NOT required to be included in the 
10% administrative cost cap continued
5. The portion of medical waste removal and linen services related to the provision of RW Part A 
and MAI services;
6.  The portion of medical billing staff related to RW Part A & MAI services;
7.  The portion of a supervisor’s time devoted to providing professional oversight and direction 
regarding funded core medical or support service activities, sufficient to assure the delivery of 
appropriate and high-quality HIV care, to clinicians, case managers, and other individuals providing 
services to clients (would not include general administrative supervision of these individuals);
8. The portion of direct facilities expenses such as rent, maintenance, and utilities for areas 
primarily utilized to provide core medical and support services for eligible clients (e.g., clinic, 
pharmacy, food bank, substance abuse treatment facilities).
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Overview of Contracting 
with the County

• This budget 
narrative/justification format 
provided is required. 
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Overview of HIV CARE Contract

This Photo by Unknown Author is licensed under CC BY-SA

http://www.picpedia.org/highway-signs/c/contract-agreement.html
https://creativecommons.org/licenses/by-sa/3.0/
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Overview of HIV CARE Contract

Reviewing Your HIV Care Contract
• Exhibit A Program Requirements to Review
1. A. Grant Period-Dates of contract

2. D. Program Modifications-Changes to program 

3. E. Budget Revisions-Request should be made 60 days 
before the end of the contract period (December 31 for 
RWA/MAI and January 31 for RWB)
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Overview of HIV CARE 
Contract

Reviewing Your HIV Care Contract
• Program Requirements to Review

4.  M. Personnel-Any changes to personnel 
you must contact your HIV Care Program 
Manager and provide them with an updated 
personnel list on your Agencies letterhead 
with the following  information: full name, job 
title, and email address.



16

Overview of 
HIV CARE 
Contract

Reviewing Your HIV Care 
Contract Ryan White Federal 
Requirement  Health 
Resources & Services 
Administration (HRSA)

• Program Requirements to 
Review Continued 
Attachment 1

5. HIV Care per HRSA is payor 
of last resort 
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Overview of HIV CARE Contract

Reviewing Your HIV Care Contract
• Exhibit C Insurance Requirement
5.  Provide Exhibit C to your insurance agent 
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Overview of HIV CARE Contract

Reviewing Your HIV Care Contract
• Exhibit C Insurance Requirement Example
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Overview of HIV 
CARE Contract
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HIV Care Invoices and Billing

Submitting Monthly Invoices 
• Invoices and supporting collateral are sent by CBOs to the 

HIVInvoices@acgov.org mailbox and cc their respective Program 
Manager (PM) to the 20th of every month.  Fiscal and Contract Unit 
(FCU) will acknowledge receipt of the invoice and check the 
mathematical accuracy of the invoice. PMs will simultaneously do 
their programmatic review of the invoice and necessary back-up 
documentations.
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HIV Care Invoices and Billing

Submitting Monthly Invoices 
• Contractor must provide invoice and all supporting collateral by the 

20th of each month. 
• It takes 30 business days to process invoices (although payment may 

be received sooner).
• Supporting collateral must be submitted for invoices to be approved 

and paid. Collateral includes itemized receipts, cancel checks, check 
copies, etc. 
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HIV Care Invoices and
Billing  
Submitting Monthly Invoices 
• Sample of collateral acceptable receipts.
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HIV Care Invoices and Billing

Unallowable Costs Per HRSA 
• Budgeted Labor (vs. Actual Labor)
• Meals and Food (Conference Fees)
• Incentives
• Promotional Items
• Entertainment Costs
• Contributions and Donations
• Fundraising and Investment Management Costs
• Goods or Services for Personal Use
• Lobbying
• Travel
• Non-budgeted cost
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HIV Care Ryan White HRSA Required Reports 
and Program Site Visits
Ryan White Required Reports
1. Ryan White Semi-Annual (Mid Year) Progress Report
2. Ryan White (Annual) Final  Progress Report 

Yearly Program Site Visits Required
1. Program Site Visits
2. Fiscal Site Visits-This has not been done in the past and Alameda County 

is out of compliance. There will be more information provided when this 
does happen. 

Currently, all site visits have been put on hold, but it is required that all 
agencies continue with appropriate record keeping.   
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HIV Care Alameda County Requirements

Financial Audits
• Must be provided for the entire year. Some agencies go by fiscal year 

and some agencies by calendar year.  CBO’s auditors should know 
what type of audit to submit depending on how much total Federal 
dollars that they receive.
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HIV Care Year End Contract Closeout 

The following end of year closeout items are for the entire funding year 
that you received an award. This is due by April 20th of each year.
1. General Ledger (GL’s)-GL’s should show a summary of what was 

spent and received from each specific funding source’s, broken 
down by categorical line item, for the entire funding year.

2. Ryan White Final Progress Report 
3. Ryan White Data Sheet
4. Final HIV Care Invoice and supporting collateral 
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Thank You!
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QUIZ

1. CBO’s budget should include indirect and direct cost it should only be 
_____ of total budget awarded?
A. 5%
B. 2%
C. 10%
D. None of the above
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QUIZ

2. Fill in the blank invoices and supporting collateral must be sent by 
the CBOs to the HIVInvoices@acgov.org mailbox and cc’ their 
respective Program Manager (PM) to the ________ of every month. 
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QUIZ

3. True or False is the Ryan White Semi-Annual (Mid Year) Progress 
Report a HIV Care Ryan White HRSA Required Reports? 
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