NEW JERSEY
VENDOR TRAINING
2020

U.S. PROBATION OFFICE & U.S. PRETRIAL SERVICES AGENCY




welcome

WE'RE GLAD YOU'RE HERE




PACKET

VENDOR LETTER FORM 45/RELEASE
FORM



VENDOR LETTER

. Provide Treatment only as directed on the Probation Form 45 (Treatment Services Plan).

. Notify the USPO/USPTSO within 24 HOURS

. Submit an Initial Vendor Treatment Plan

. Submit a typed Discharge Summary to the USPO within |5 calendar days after treatment is terminated.

. The treatment provider shall directly observe defendant/offender voiding into a specimen collection
container

. A copy of the offender’s presentence investigation report which is clearly marked,“Confidential”.

This Court document is NOT TO BE COPIED OR DISTRIBUTED
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HIPAA/FILE DISCLOSURE

* The vendor shall comply with the HIPAA privacy rule Security Standards for the Protection of
Electronic Protected Health Information set forth at 45 C.FR. § 164.302 to 318 with regard to
electronic information.

* Disclose defendant/person under supervision records only in accordance with 42 C.ER. Part 2, and 45
C.ER. § 160.201 to 205 and Part 164 (even if the vendor is not otherwise subject to 45 C.FR. §
16.201 to 205, and Part 164). The vendor shall disclose records only after advising the USPO/USPSO
of the request and any exceptions to the disclosure of, or an individual’s right of access to, treatment
or protected health information that might apply.

* Identify any records that disclose the identity of a defendant/person under supervision and protect as
CONFIDENTIAL.




BILLING PROCESS

U.S. Probation District of New Jersey Treatment Billing Work Flow

ends Treatment
Referral Packet

m Plan (Prob 45) g by officer and
ral agent
Treatment referral letter
Release of Information Form (Prob 11)
PSR (F ord protected ~ Client PACTS No.)

Notes:

» May be delivered by hand, fax, email

* Must have both signatures

* Prob 45 will identify dynamic risk factors
and goals of treatment

* Prob 45 must be updated every 90 days

* Admin Specialist emails Contracting

(2) Vendor Provides Services

© Reviews program plan

* Conta cer if questions
 Schedules initial session with client

* Provides authori

» Staffs case with officer every 30 days

® Services provided must match Prob 45
{no more, no less)

* Most recent Prob 45 (not older than 90
days) must be in vendor file

(4a) Validation Report No Errors

Specialist that invoice is ready for approval

Updated 1/8/2020
Page 1

Report Admin
ors

t resolves minor errors
(commas, dates. typos, outdated pric
* Reruns validation report and follows “No
Errors” Procedure

(3) Vendor Emails Billing
Packet

atment_Billing/@njp.uscourts.gov
« ERS Excel Spreadsheet
o

* Treatment Se s Invoice
* Supporting Documentation*

Notes:

* Email all items with standard
subject line: Vendor-Last 4 digits
of BPA No.-Month-Year

 Invoice contains Part A and Part B
~ Electronic signature accepted

* *MTR, Prob 45, Assessments,
COC forms, Treatment plan, Sign
in sheets

(5) Treatment Specialist investigates
substantive validation error

« Identifies error and appropriate resolution
« Instructs case officer and/or vendor of necessary
action and confirms complete within 48 hours

(6) Contracting Specialist approves
payment

email that validation report shows no
errors, or all errors resolved
* Reviews and confirms no errors
* Authorizes payment by electronic signature on
shared PDF of invoice
* Emails Budget analyst that bill approved for payment

Administrator enters payment
into JIFMS

Page 2

(5a) Validation Error Resolved

o Treatment specialist confirms with Admin Specialist of
resolution

* Admin Specialist Reruns validation report and follows “No
Errors” Procedure

(7) Budget Analyst prepares payment packet

» Prints Part A. Part B, validation report and payment approval

o Enters in Annual Treatment Expenses spreadsheet

» Forwards payment packet to Budget and Procurement
Administrator

(9) Chief or Deputy Chief approves
payment in JIFMS




CODE OF CONDUCT

Avoid compromising relationships with defendants/person
under supervision and probation or pretrial services staff,
and NOT employ, contract pay any
defendant/person under supervision or defendant’s/person
under supervision’s firm or business to do any work for
the vendor either at the vendor’s facilities or personally for
any of the vendor’s employees during the period of this
agreement.

with, or

Report any such improprieties or the appearance thereof
immediately to the USPO/USPSO or designee.

Report to the USPO/USPSO any investigations, pending
charges, arrests and/or convictions related to a criminal
offense, any restrictions on staff licenses or certifications,
staff
performing services under this agreement within 48 hours

whether imposed or voluntary, involving any

of obtaining knowledge.
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