CNPCTF Recommendation Worksheet


Recommendation Category:
Extend Task Force
Recommendation #1

Last Update:
4/16
Extend the Task Force expiration date for six months, while also enabling all members to designate representatives to explore these issues in greater detail, and develop an implementation plan.

Structure;  40 minutes

· Understanding of the Problem – 10 minutes

· Brainstorm Solutions – 15 minutes

· Open Discussion – Advocate Problems & Solutions – 15 minutes

· The task force should seek consensus on the plan’s format, contents and methodology.  Completing this task will then frame the discussions and actions for the ten remaining meetings.  

· It was suggested that the plan should identify any fiscal savings, while being cognizant of the difficulties of applying standards across departments and agencies, eliminate duplication, and in the form of recommendations to departments.  

· It was also suggested, for consistency, that the implementation plan should identify specific implementation objectives and/or methods for each of the recommendations previously made in the September 27, 2002 report.

Deliverables; 20 minutes

· Implementation Steps

· It was determined that if a Task Force member sends a representative, she or he must send signed, written notice in advance of the meeting.

· The Task Force determined meeting procedures including the establishment of Ground Rules (see attached); methodology; review & establishment of calendar; review of recommendations.  

· Methodology will include testimony from the public as well as fiscal and programmatic experts on each agenda item and at the end of the meeting. Representatives who need to get input, reports, or other information from their affiliations will report to the Task Force within one week. The Task Force will operate without committees.

Meeting Ground Rules, Approved 2/26/03

1. Members will designate representatives by sending timely, signed, written notice to Task Force staff.

2. Members will use alternates sparingly.

3. If a quorum is not achieved by 20 minutes after the scheduled start time, the meeting will be cancelled and rescheduled.

4. The Task Force will determine an allotted time for each agenda item at the beginning of the meeting.

5. The agenda item’s discussion period will be clearly delineated from the decision period by the Chair.

6. The discussion period will have no more than 25% of its time allotted for discussion of history. 

7. Discussion period will have full participation and mutual understanding.

8. Mutual understanding does not necessarily mean agreement.

9. Recommendations will be approved by a majority vote.

10. An item will only be revisited if by unanimous decision of Task Force members present.

Recommendation Category:
Extend Task Force
Recommendation #1

Last Update:
4/16

Meeting structure for each of recommendations:

· Structure

Establish mutual understanding of problem

10 minutes





Brainstorm solutions




15 minutes





Open discussion – advocate problems & solutions
15 minutes

· Deliverables
Implementation steps











Fiscal impact





Timeline





20 minutes

· The recommendations will be calendared for discussion & possible action by groups: 1. Contracting Procedures, 2. Monitoring & Evaluation, 3. Payment, and 4. Standardization.  

· The Task Force will look for fiscal impact and standardization on each recommendation.  For each recommendation, the Task Force will discuss: 1. The outline of implementation of the steps & procedures; 2. identifying fiscal impact; and if there is time, 3. the initial timeline.  If no time is left for the discussion of timeline, the item will be calendared for a later meeting after review of the other recommendations.  

· The Monitoring & Evaluation group will be the first to be reviewed, beginning with recommendations #6, 11 & 12 on the 2/26 meeting (see agenda).  Recommendations #4, 5 & 15 are tentatively grouped for a later meeting.  Recommendations # 9, 13 & 14 are tentatively grouped for the same meeting.

· Contracting Procedures Recommendations will be grouped for the same meetings and include #2, 3 & 7.

· Payment Recommendations will be discussed as a group over an appropriate amount of meetings and include # 8, 10, 16, 17, & 18.

· Fiscal Impact

· Timeline

· Feb 20, restart task force meetings

· Feb 26, adopt meeting ground rules

· April 23, review development of implementation plan

· June 3, review initial draft

· June 10, review 2nd draft

· June 17, review 3rd draft

· June 24, review final draft

· June 30, submit report to the Board of Supervisor, task force sunsets 

Recommendation Category:
Monitoring
Recommendation #11


Last Update:
4/16
Whenever possible, coordinate one joint program monitoring visit per year per contract by a lead City department.  Departments will provide timely written notice of 14 days as well as a timely written report back within 30 days, if possible, but not beyond 90 days.  Fiscal site visits should utilize other City department visits within a twelve-month period.
Structure; 40 minutes

· Understanding of the Problem – 10 minutes

· Fiscal vs. Program monitoring:  Program monitoring is more difficult to define because of variations of services provided, e.g.; meal served at sites versus meals delivered to the clients’ residences.

· Brainstorm Solutions – 15 minutes

· Joint monitoring across divisions within a department, and across departments should take place where there are multiple contracts and/or similar contracts within the same category of services with one contractor. Lead monitoring entity to perform one single visit to contractor with multiple contracts with various departments for the same program and location(s).
· At the request of the departments represented, lead monitoring  entity will bring personnel and/or checklists specific to each department on the site visit.
· Contractor should provide information to the lead monitoring entity where the same program being provided is funded by multiple departments and a candidate for joint monitoring.
· Incorporate into program reports written by departments the dates when the site visits were noticed, conducted and reported.  
· If the program report is not completed within the specified timeframe noted above, then the department conducting the site visit shall issue a notice indicating that the program report was not completed as scheduled.
· Criteria for selection of lead monitoring entity - to be continued, see April 26 Meeting Agenda Item 5.2.
- Largest funding department
· Open Discussion – Advocate Problems & Solutions – 15 minutes

· Some sites may have diverse and different programs which may not lend itself to joint site monitoring.  The task force should factor in flexibility in their discussions individual versus joint monitoring to ensure that joint monitoring does not adversely impact the requirements for site visits oversight of very different program types operating at a single site.
Deliverables; 20 minutes

· Implementation Steps

· Fiscal Impact

· Motioned, seconded and approved that the each of the departmental representative will provide the following information to the task force for discussion - see April 26 Meeting Agenda Item 5.2:
- Number of full time equivalents engaged in fiscal and program monitoring
- Number of professional services contracts with non-profits
- Number of non-profit contractors with professional service contracts

· Timeline

Recommendation Category:
Monitoring

Recommendation #12

Last Update:
4/16
Develop standard monitoring protocol, language and definitions in advance with providers for purposes of improving contracts to be distributed at the time of contract extension.  

Structure; 40 minutes

· Understanding of the Problem – 10 minutes

· Use Dept. of Public Health model as a basis for discussion.

· Brainstorm Solutions – 15 minutes

· Controller representative to discuss guidelines for auditing non-profits.

· Open Discussion – Advocate Problems & Solutions – 15 minutes

Deliverables; 20 minutes

· Implementation Steps

· Fiscal Impact

· Timeline

Recommendation Category:
Monitoring

Recommendation #15

Last Update:
2/26
Conduct risk assessment of programs or agencies by auditing or monitoring the agency in an appropriate fashion including but not limited to performance, financial stability, staff turnover, leadership, contract longevity, and audit findings with the goal of implementing tiered monitoring based on risks.

Structure;  40 minutes

· Understanding of the Problem – 10 minutes

· Lack of data

· Focused on too much detail

· Need to improve service

· Lack of standards for monitoring standards

· Establish standards before implementing tiered monitoring

· Define “outcome”

· Service; value vs. outcome

· Contract vs. monitoring documents

· Not all non-profits can afford an annual certified external audit

· Disagreement – all non-profits with City contracts should complete annual certified external audits

· Fiduciary responsibilities


· Money Spent 



· Stability of agency

· Risk assessment

· Self-reporting

· Site visits

· Services Provided


· Goals and objectives

· Standards

· Question: what is too much and too little monitoring?

· Efficiency

· Process vs. objective outcomes

· Fiscal vs. Administrative Monitoring

· Brainstorm Solutions – 15 minutes

· Task force should establish monitoring principles and standards

· Need to identify components of monitoring documents

· Tier monitoring – need to establish standards for those non-profits who need additional, standard, or minimal monitoring

· Identify requirements for self-evaluations by non-profit contractor

· Establish and Review:

· Goals and objectives

· Service provided

· Outcome gained [achieved]

· Method of measuring [service provided and outcome achieved]

Recommendation Category:
Monitoring

Recommendation #15

Last Update:
2/26

· Fiscal Monitoring

· Annual Certified External Audit – not necessarily from or for the City, or

· Annual Fiscal Site Visit - consisting of review/audit of the following

· Board of Director minutes and activities – approval of annual budgets

· Fiscal policies and procedures – consistent with the Controller’s guidelines

· 990 IRS tax form

· Audited and un-audited financial statements

· Billings and payroll records, spot check of

· Corrections of errors found 

· Letters from City departments regarding site audit conducted

· Open Discussion – Advocate Problems & Solutions – 15 minutes

Deliverables; 20 minutes

· Implementation Steps

· Fiscal Impact

· Timeline

Recommendation Category:
Monitoring

Recommendation #5 

Last Update:
2/26
Waive site-monitoring reviews if audits or site monitoring by other regulatory agencies address the department’s site monitoring review objectives.                   

Structure; 40 minutes

· Understanding of the Problem – 10 minutes

· Brainstorm Solutions – 15 minutes

· Open Discussion – Advocate Problems & Solutions – 15 minutes

Deliverables; 20 minutes

· Implementation Steps

· Fiscal Impact

· Timeline

Recommendation Category:
Monitoring

Recommendation #4

Last Update:
2/26
Establish accounting principles for non-profits.

Structure; 40 minutes

· Understanding of the Problem – 10 minutes

· What is mandatory principle?

· Clarification/consistency regarding administration [of accounting principles]

· Brainstorm Solutions – 15 minutes Consultant, 

· a pooled fiscal agent, [to provide accounting expertise/assistance] for [smaller] non-profits [having difficulties with or lacking resources in this area on a] voluntary [basis]

· Use OMB standards for all contracts – Controller to use OMB to set standards and combine with City’s needs

· Only use minimum standards of funding source – not Federal [standards] if no Federal dollars

· Consistency in allowable costs

· Controller to use specific examples for accounting guidelines – black and white [no ambiguity]

· Technical assistance for standard implementation

· Common standard accounting principles and controls – which agencies [non-profits] need more oversight [through] risk assessment focus

· Guidelines to assist small CBOs [community based organizations - non-profits]

· Open Discussion – Advocate Problems & Solutions – 15 minutes

· Controller representative to discuss at May 7 meeting

Deliverables; 20 minutes

· Implementation Steps

· Fiscal Impact

· Timeline

[The Controller’s representative requested that the task force discuss and provide guidance on the scope of this recommendation so that they may start to work on it.  It was agreed at the end of the discussion that the Controller’s Office would report back to the task force in one month’s time, May 7 Meeting, regarding their progress.] 

Goal:  Standardize accounting principles for all contracts

Product:  Citywide accounting guidelines for all contracts:

Recommendation Category:
Monitoring

Recommendation #13

Last Update:
2/26
Provide training for monitors to ensure adequate knowledge and understanding of program and services prior to monitoring.

Structure;  40 minutes

· Understanding of the Problem – 10 minutes

· Brainstorm Solutions – 15 minutes

· Open Discussion – Advocate Problems & Solutions – 15 minutes

Deliverables; 20 minutes

· Implementation Steps

· Fiscal Impact

· Timeline

Recommendation Category:
Contracting

Recommendation #6

Last Update:



Consolidate contracts, where appropriate, from various Departments into a primary or lead department to administer the overall contract for a nonprofit.

Structure;  40 minutes

· Understanding of the Problem – 10 minutes

· Brainstorm Solutions – 15 minutes

· Open Discussion – Advocate Problems & Solutions – 15 minutes

· Guidelines for identifying and consolidating contracts.

· Criteria and protocol for assignment to primary/lead department.

· Responsibilities of both primary/lead and supported departments.

Deliverables; 20 minutes

· Implementation Steps

· Fiscal Impact

· Timeline

Recommendation Category:
Contracting

Recommendation #7

Last Update:
4/9
Develop methods for streamlining contract approvals including: a) central depository of documents for compliance; b) on-line approval capability; and c) consolidation of documents. Consolidate contracts, where appropriate, from various depts. into a primary or lead department to administer the overall contract for a nonprofit.

Structure;  40 minutes

· Understanding of the Problem – 10 minutes

· Dept. on Aging and Adult Services Task Force representative to report on the advantages of their contracting model presented during their presentation and to respond to the concerns raised at the March 19 meeting, including timeline for the consolidation of contracts.

· Brainstorm Solutions – 15 minutes

a) Central depository of documents for compliance;

· Intra-net based system being developed by the Dept of Telecommunications & Information Systems for use by city departments with the following objectives;

· Reusability [use existing documents and formats]

· Simplicity of Application

· Billability of the application [departments will be charged accordingly as they access the information]

· The following documents to be accessible in the Central Depository for each non-profit with City contracts;

· Article of Incorporation and By Laws
· List of Board of Directors

· Audit and Management Letter

· 1st page only of Form 990 Cover Letter [IRS tax document]

· Fiscal Monitoring Report, cover page only

· Process:

· Documents for the depository will be routed to the Office of Contract Administration.

· OCA will have a dedicated staff person to manage the inputting of documents.

· Documents may be either provided the non-profits or by City departments

· The user departments will have to determine the appropriateness of the documents for their specific contracting needs, and to request additional documents accordingly.   

· Open Discussion – Advocate Problems & Solutions – 15 minutes

a) Central depository of documents for compliance;

· Multi-year archiving of documents in central depository; length of retention?

· Problem:  Coordinate intranet depository with the Dept of Public Health’s COOL System

· The representative from San Francisco Human Services Network commented on the discussions that occurred regarding the central depository and the difficulty for City departments to implement a more comprehensive program than what was discussed.  She indicated that task force members should take into account the “big picture”, so that they can develop recommendations that are cost efficient to not only non-profits but to City departments as well.

Deliverables; 20 minutes

· Implementation Steps

· Fiscal Impact

· Timeline

