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Oakland Fund for Children and Youth


The Contracting Process in FY 2012-2013
Congratulations on being recommended for refunding with the

Oakland Fund for Children and Youth!
A few changes in the contracting process that merit notice:
1. Current grantees should all be certified for the Equal Benefits Ordinance (EBO). With the EBO certificate on file, grantees are not required to go through the certification process again. If for some reason your organization did not receive a certificate in the mail, you can contact Vivian Inman, Contract Compliance Officer – 510.238.6261

2. Attorney Alix Rosenthal is our contact at the City Attorney’s Office – 510.238.3603
3. The City Attorney requires that all contract attachments accompany the contract in triplicate.  In order to not slow down the routing process, please have 3 copies of all attachments, labeled and in order (see checklist).
Steps to contracting with the City of Oakland, Oakland Fund for Children and Youth:
1. Cityspan Scope of Work (SOW) and Budgeting Documents:
All grantees are recommended for a 4.5 increase in grant award.  The increase will in some cases affect services (i.e. SOW and UOS). It is generally expected the projected number of participants served in your program and the overall Units of Service provided will either remain at the same levels as in 2011-2012 or increase unless other terms have been discussed with and approved by your OFCY grant monitor.
On Monday, May 21st grantees will have full access to the 2012-2013 Cityspan database (using current Usernames and Passwords) to enter Budget information and update Demographics, Activities and Contacts. 

Grantees are required to project Avg Session Participants, # Sessions, Avg. Hrs per Session per activity. Cityspan will then calculate the Projected UOS by activity and automatically populate the Scope of Work - Activity fields. Adjustments will be reviewed during the contracting process.
2011-2012 budget line items have been uploaded into 2012-2013 but do not include previous year’s budgeted amounts.

2. Contract Document Submission:
Three (3) Hard copies of all contract attachments (see checklist), including new SOW and Budget documents printed from the Cityspan database are to be submitted no later than Friday, June 15th.
3. Gathering Documents:
a. Not having all your documents in order is the NUMBER ONE REASON why contracts are delayed

b. Please label all Attachments and have them in the order listed.
4. Contract Routing:
a. Upon acceptance of all your contracting documents, your complete file will be routed in this order to the following City Departments for signature:

i. Risk Management – Review of Insurance

ii. Contract Compliance – Review of Living Wage and Equal Benefits

iii. City Attorney – Review of Contract and Attachments

iv. DHS – Review of Contract and Attachments
v. City Administrator – Review of Contract and Attachments

vi. City Clerk’s Office – Signature and Filed: Contract Executed
The Contracting Process FY 2012-2013
Most Common Reasons for Contract Delays:

In most cases, delays can be avoided by proper preparation of contract attachments and submission of proper documentation.

INSURANCE COVERAGE: Refer to Schedule Q for the City of Oakland’s insurance requirements, and ensure that the organization meets all of the insurance requirements.  Check to make sure that none of your policies expire during the time period when the contracting process is taking place.

Timeline:
Contracting with the City of Oakland is estimated to take 4-8 weeks from the time your file is complete with all attachments and signed contracts.  However, there are many complications that can occur that may slow down the process.

Advance Payments:

Once your contract has been executed, OFCY staff starts processing Advance payments.  The finance department, separate from OFCY, then processes the payment request. Once the Finance department issues the check, OFCY staff will contact your organization immediately.  At the time the Advance check is picked up, organizations will also receive their original copy of the executed contract, replete with signatures.
Advance payments are deducted in equal parts from the 3rd and 4th quarter reimbursements.
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