	[image: image1.jpg]% Women’s Wellness
Colorado bepartment Con neCti on

e e Prevention Services Division





	


New Contractor Checklist

Before Contract Start Date 

Contracting (contact Ivy Hontz with questions)
· WWC notifies agency of application approval (February 2013)
· Agency e-mails W9, contact information for agency director, signature authority, WWC coordinator, eCaST coordinator and contract administrator (March 1, 2013)
· CDPHE sends contract to agency – April or May* 
· Optional Contract Question and Answer Conference Call – April 29, 2013, noon
· Agency returns signed contract to CDPHE – May or June*
· CDPHE Controller signs and notifies agency of fully executed contract – June or July*
Agency set up (recommend the agency completes the following prior to contract start date) 
· Select subcontractors and secure written subcontract agreements – Jennifer Walsh
· Determine WWC staff assignments at agency and all clinic sites, including eCaST users – Kris McCracken
· Determine enrollment and eligibility screening processes – Kris McCracken
· Determine patient referral and tracking policies – Jennifer Walsh
· Determine data entry responsibilities – Amanda Howard
· Invite state WWC staff to the agency to provide technical assistance and recommendations on setting your WWC program up for success – Kris McCracken

After Contract Start Date
Information sharing between agency and CDPHE
· WWC Contact Information survey submitted to https://www.surveymonkey.com/s/WWCContacts and WWC Additional Sites https://www.surveymonkey.com/s/WWCAddtionalSites (within 15 days of contract start date) – Kris McCracken
· WWC Subcontractor Information survey submitted to https://www.surveymonkey.com/s/WWCSubcontractors (within 15 days of contract start date) – Kris McCracken
· eCaST users set up in eCaST (within 30 days of contract start date) – MiYeoung Lee
· Post award meeting, attendance required by agency WWC coordinator, eCaST coordinator and contract administrator (other staff are invited to attend): July 12, 2013
Training (required to be completed within 60 days of contract start date) 
· WWC Program Orientation training, required by WWC coordinator, case managers, contract administrators (webinars May 21 and August 20 9:30-11:30, in person and webinar at CDPHE July 12, 2013) – Kris McCracken
· eCaST training, required of all eCaST users (New Provider eCaST Training: July 17, 2013, otherwise offered 1st Wednesday of every month) – Amanda Howard
· Contractor Reimbursement training, available online, required by WWC coordinators and fiscal payment coordinators – notify Kris McCracken when completed
· WWC Overview for Clinicians, available online, required by clinical liaison – notify Jennifer Walsh when completed
· New Contractor Q&A sessions (at the end of HIT calls 3rd Thursday of every month) – Kris McCracken
Recruitment / Outreach / Notifications (contact Krista Beckwith with questions)
· Agency will invite ACS community coordinator(s) to meet with appropriate staff. Please note: your community coordinators may also reach out to your agency first. (required to be completed within 60 days of contract start date)
· Notify patients. A letter template explaining WWC to patients is available online
· Notify local hotlines or referral groups

· Notify other partner agencies and providers in the area
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