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March 30.2012

Patricia Clark

Office of Long-Term Living
55 Walnut Street, Forum Place
Harrisburg, PA 17101
Ra-rfa22-11@pa.gov

Re: RFA #22-11

Dear Ms. Clark:

PCG Public Partnerships, LLC (PPL) is pleased to submit this proposal in response to the RFA
for Vendor Fiscal/Employer Agent Financial Management Services (VF/EA FMS) administered
by the Department of Public Welfare’s Office of Long-Term Living and Office of
Developmental Programs and the Pennsylvania Department of Aging. We understand that the
Commonwealth would like to provide consistent VF/EA FMS across the waivers and state-
funded programs that are in accordance with federal, state and local rules and regulations. PPL
would be proud to partner with DPW in support of this effort.

PPL is a subsidiary of Public Consulting Group, Inc. (PCG), an international consulting company
that serves public health, human services, and educational agencies. Founded in 1986 and based
in Boston, PCG employs approximately 1,000 staff located in 35 offices across the country, and
in Canada and Poland. Founded in 1999, and also based in Boston, PPL employs over 250 staff
in offices located in 8 states. PPL is focused on supporting public agencies to design and

implement participant-directed program models using sound program management practices and
best practice information technology.

There are a number of reasons why PPL is the right choice for the DPW Participant-Directed
Services Programs;

PPL is most experienced provider of financial management services in the country,
providing financial management and related supports for self-directed programs in 21
states and the District of Columbia, serving more than 39,000 participants annually. PPL
began by working with the Robert Wood Johnson Foundation’s National Self Determination
Grant initiative in the late 1990’s. Today, we serve 43 programs, including programs the size of
the regions/lots in the Commonwealth. Some serve as many as six different waiver groups. We
understand the complexities of managing multiple waivers and programs and we have
successfully coordinated programs with multiple and diverse stalceholders. Since we provide all
services in-house, we have developed an extensive body of operational knowledge and national
best practices on all aspects of self-directed services. We focus on the services and supports that



allow persons requiring long-term care to remain in their home and we seek to do thatin a
manner that is not administratively burdensome to the consumers or their providers. Most
importantly, we pay strict attention to federal, state and local rules and regulations to ensure that
our service is provided in compliance with applicable laws and regulations.

PCG and PPL have a long and established record of supporting the Commonwealth, DPW,
and Pennsylvania counties. Between 1997 and 2003, Marc Fenton, PPL’s President, worked
with 20 Pennsylvania counties on a variety of projects related to the county-based Health
Choices program. In 2004, PPL was hired to serve as York and Adams County’s vendor/fiscal
employer agent. We remained in that position until 2008. Since 2003, PCG has worked with the
School District of Philadelphia to store and analyze special education information. Since 2007,
PCG has enjoyed a successful relationship helping DPW ensure Title [V-E claiming is in
compliance with federal and state regulations. We propose to build upon our experience in
Pennsylvania to deliver VF/EA FMS for PDS. We will provide OLTL/PDA/ODP with a team of
national and local resources with years of experience relative to the requirements of this RFA.

PPL has built on our experience and national best practices to develop the technology and
tools required to make this program successful. We have developed an organization that has
the full capabilities required to design, launch, and manage an effective approach to supporting
newly enrolled participants as well as managing the large-scale transition of thousands of
existing participants and their workers, Our technology ensures compliance with federal and

state laws and regulations while allowing participants to make choices that improve their quality
of life using Budget Authority and Employer Authority.

e  Qur highly scalable PPL Web Portal and financial management platform seamlessly
integrates the responsibilities of a VF/EA, including processing payroll, vendor accounts
payable, and tax processing,

o The PPL Web Portal provides a common platform for participant and provider enrollment
and timesheet/invoice submission and enables participants, DCWs, CS/SCs, and state
program managers to obtain real-time reporting information on budgeting and utilization.

e PPL’s state-of-the-art Customer Service Center handles over 60,000 calls per month
using dedicated, program-specific teams that are trained in the details of each program.

PPL has extensive experience supporting transition of participants from existing programs
managed by other FMS vendors to robust programs supported by PPL, PPL has developed
an extensive body of operational knowledge in program launches and transitions. We have
successfully transferred programs from local providers in eight states, including New Jersey,
Nevada, Ohio, Maryland, Tennessee, Kansas, New York and Washington. In Oklahoma, South
Carolina and Colorado we have successfully transitioned programs run by national vendors. We
have already identified our Pennsylvania project team, with a designated Program Manager and
Enrollment Manager from each regional area. We have the ability to add additional experienced
staff and other resources to ensure program success, These capabilities will assist DPW in
overcoming the implementation hurdles typically associated with large scale transitions.

Per RFA reguirements:
e PPL is a subsidiary of Public Consulting Group, Inc.



¢ PPL does not have any subsidiaries.

» A listing of all of the agreements that PCG/PPL has within Pennsylvania can be found on
the next page.

» PPL is not associated with any home and community-based services provider doing
business in Pennsylvania.

In summary, PPL is committed to providing DPW with the most technically responsive and
operationally sound financial management services possible. We believe that the enclosed
proposal demonstrates our ability to meet and/or exceed the requirements of this RFA. We look
forward to the opportunity to further our work for the Commonwealth Pennsylvania and would
be honored to be selected to serve DPW as a VF/EA FMS.

I look forward to the opportunity to present PPL’s proposal in person at the convenience of

DPW. Please do not hesitate to contact me if you require additional information in consideration
and evaluation of this proposal:

Marc H. Fenton

148 State Street, 10" Floor
Boston, MA (2109
Telephone: (617) 426-2026
Fax: (617) 717-0023
mfenton@pcgus.com

I A

Marc H. Fenton
President, Public Partnerships, LLC



CURRENT AGREEMENTS WITHIN THE COMMONWEALTH OF PENNSYLVANIA

PCG Agreements:

School District of Philadelphia

Special Education Best Practices Review, Medicaid Services Processing, and Easy[EP™
March 2003 — Present

Commonwealth of Pennsylvania

Department of Public Welfare, Office of Children, Youth and Families
Title IV-E and Compliance Services

June 2007 — Present
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. Commonwealth of Pennsylvania

PCG Public Department of Public Welfare
Partnerships Request for Application # 22-11

vendor Fiscal/Employer Agent Financial Management Services

[I-1. Statement of the Problen. The Offeror shall state in succinct terms its (1,
understanding of service and related requirementsaquired by this RFA, (2) the Offeror’s
qualifications to serve as the Selected Offeror($dr this project, and (3) the Offeror’s
overall approach to the project and a summary of te contents of the propos..

(1) Understanding ofthe Service and Related Requirements

PCG Public Partnershipsl.C (PPL) understands tlpurposeof this RFA is to secure up
three entities that will providfinancial management services (FMBjoughout the
Commonwealth or on a regional basis for eligiblastomers who receive participant direc
services (PDS) in certain waiver and state fundedrnams
LOT 1 WESTERN REGIOM OLTL and PDA programs (approximately 7,126 cons\g);
LOT 2 CENTRAL REGION OLTL, PDA AND STATEWIDE ODP prograrn
(approximately3,802 consumers for OLTL and PDA programs, and@pprately 85C
consumers for ODBrograms; and,
LOT 3EASTERN REGIOM OLTL and PDA programs (approximately 10,106 cons).

PPL has submid three propose in response to this REAne proposal to serve each regi
We welcome the opportunity toffer the Commonwealth an integrated solution tvieg
multiple regions.

Ensuring RegionalConsistency in FMSacross Multiple Waivers and Stat Funded
Programs

eS

Meeting the Diverse Rguirements of Multiple Waivers and State Funded Program

PPL understands the scope of work includes the Gommalth’s Medicai§1915(c) HCBS
Consolidated, Person/Family Directed Support, Aghttendant Care, Community Ce
(COMMCARE), Independence, and Omnibus Budget Ratation Act (OBRA) waivers ant
the state funded Attendant Care Act 150 progrPPL has over a decadeexperience
providingFMS and related supports for HCBSivers and state funded progre. We currently
provide FMS and related supports21 states and the District of Columbia (PPL Experience

Section II-1, Page 1
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PCG Public Department of Public Welfare
Partnerships Request for Application # 22-11

vendor Fiscal/Employer Agent Financial Management Services

Matrix. Most of our contracts include participants from t@eranoredifferent waive programs.
In the Commonwealth ofirginia, for examplePPL currently serves over 10,000 participz
across Hlifferent HCBS waiver progran

PPL’s payroll and accounts payable systems ancepses are highly configurable to meet
specfic requirements of each HCEwaiver and state fundgg@togram while ensurin
consistency and accountabilitythe areas of participant and provider enrollmdocument
processingindividual budgeting and service authorization,lagapion of pay controls, claim
submission, activity reporting, and audit functioPPL is uniquely qualified to meete
operational demands pfoviding FMS on the scaand complexityequired by the
Commonwealtlof Pennsylvania as specified in this F. Our maagers and staff afully
prepared and eager partner with DPWo meet this challenge.

Ensuring Coordination and Cadllaboration with Multiple Administrative Entities and
Diverse Stakeholders

PPL understands the waiver and state funded pragcanerd by this RFA are administered
the Office of LongTerm Living (OLTL), the Office of Developmental Ryjams (ODP), and tr
Pennsylvania Department of Aging (PDAOur managers and staff haweer a decade ¢
experience partnering with administrative entiand diverse stakeholder grotin the design
and delivery of FMS. We have develofrobust approaches to ensurggprdinaton and
collaboratiorwith multiple administrative entities (sPart II-2. Management Summary; and
Part II-3. Work Plan and Project Managemen). In addition, oumanagers and staff are ad
at communicating and collaborating with diverséstelder groug, including: state an
regional/county advisory boards and councils; sat regional/county authorities; ca
managers and service coordinatproviders/vendors; unions; aadvocacy grouy.

DPW’s Choice ofthe Vendor Fisca/Employer Agent Model

PPL understands and supports the Commonwealthisecbbthe vendor fiscal/employer age
(VF/EA) model as the best mechanism to ensure negj@nd statewide consistency in FV
PPL has experiengeovidingevery available model of FMS@ee next secti). We recognize
the current approach afiministerincFMS as a Medicaid serviggovidec by 37 different
organizationsgcross the Commonwealis overlyburdensome and presereal challenges to
DPW achievingts goals of consistency and que in FMS.

ontrol i

1 as whi
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Section II-1, Page 2
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PCG Public hi Department of Public Welfare
Partnerships Request for Application # 22-11

vendor Fiscal/Employer Agent Financial Management Services

PPL believes the VF/EAMS model provides the Commonwealth wittetadministrative
authority needetb ensure regional accountabilin FMSand promote qualitin the provision
of PDS without sacrificingneaningfulopportunities for participarghoice and contr in areas
of importance to therfi.e., Budget Authorittand Employer Authority).

Reducing the EmployerRelated Burden ofPDS and Enhancing Goice andControl

PPL is committed toeducing the individual’s and representative’s eml-related burden
associated with PD&nd enhancing the individual's and resentative’s choice and conti
through the provision of appropriate fiscal, palasld supportive service This is consistent
with our vision and mission (see belo

PPL’s Vision and Mission

°rm services

gement for

At PPL, we recognize that exercising budget autharid employer authority in complian
with the rules imposed by Medicaid, the Internat&wie Service (IRS), and federal and s
employment and tax departments can be a dauntedfgnige formanyparticipants an
providers. Over the past decade, we tdeveloped and refined highly specialized approa
to ease the administrative burcassociated witlPDS and enhance meaningful opportunities
participant choice and control. Our subject matteyertise, indust-leading technology, ar
state of theart customer service capabilities are describetktail in the sections that follow.

Ensuring that Provision of FMS isFree from Conflict of Interest

PPL sharethe Commonwealth’s commitment to ensurthat FMSis providedfree from any
conflict of interestwvith direct service provision, including case magragnt and/or servic
coordination. This practice isentirelyconsistent with our vision and missi(PPL’s primary
focusis to provide financial services e supports that enable participatdsexercise tru
individual choice and control over the services/trexeive PPLis not a provider of any dire
HCBS, and as such, habvays provided FMS freeom conflict of interest.This practice
ensures that PPL is not perceived as steerinccipants towards any other services that m

Section II-1, Page 3
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PCG Public hi Department of Public Welfare
Partnerships Request for Application # 22-11

vendor Fiscal/Employer Agent Financial Management Services

benefit PPL financially. More importantly, thisgatice ensures thall of PPL’sresources and
energies arevholly focused on providing the highest quality Fid&ssible

Ensuring Compliancewith Applicable Laws and Regulationsin the Provision of PD¢

Achieving Cost Savings and fficiencies while Enhancing Services

SuccessfullyManaging Transition of Participants to a Regional FMS

Section II-1, Page 4



Commonwealth of Pennsylvania

PCG Public hi Department of Public Welfare
Partnerships Request for Application # 22-11

vendor Fiscal/Employer Agent Financial Management Services

(2) Qualifications to serve as the Sected Offeror for this Project

Section II-1, Page 5




. Commonwealth of Pennsylvania

PCG Public Department of Public Welfare
Partnerships Request for Application # 22-11

vendor Fiscal/Employer Agent Financial Management Services

Available Facilities

PPL is headquartered in Boston, MA and maintaifisexf in eight statesPPL maintains a
Financial Operations Center in ChelseéA and aCustomer Service Center in Phoeni:Z.
Our parent firm maintains an office in Harrisbuy, &vhich we will expand if awardecPPL
hasthe facilities and administrative and logisticappart services for staff to accomplish
required tasks as specified in this RFIf selected, wewill locate program managers and si
assigned to this project the PCG office in Harrisburg, PA. Forcmpletedescription of our
facilities, sedPart 11-3. Work Plan and Project Managemen.

PPL is the nation’targest provider of FMS and related supports foSlI We currently provide
FMS and related supporfisr 21 states and the District of Columbidhe chart below illustrate
the current scope of populations served and seryicevided by PP

Section IlI-1, Page 6
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PPL Current Experience Matrix

Section II-1, Page 9
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Personnel Qualifications

Financial Capability

Section II-1, Page 10
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Additional Qualifications

Section II-1, Page 11
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(3) Overall Approach to the Project and Summary of Conénts of the Propose

Understanding of the Nature and ‘cope of the Work

PPLhas a thorough understandincrequirements of performing as a regioVF/EA FMS in

Pennsylvania PPL understands its responsibilities \include, but are not limited 1
1. Acting as a neutral “bank” for individu:“ public service funds;
2. Ensuring qualified DCWs, vendors and small unlieghgroviders are paid
accordance with federal, state and local tax, lalporunemployment insurance laws
applicable;
3. Preparing and distributing qualified DCWs payraltluding the managemerf
federal and state income tax withholding and empleyt taxes and locality taxe
4. Verifying prospective DCWs, vendors and small wetised provider’s citizenship a
alien status and ensuring that DCWs, vendors aradl simlicensed providers meet
qualifications for the services they are providaggper state requiremet
5. Processing and paying invoices for partici-directed goods and services
accordance with the individual’'s individual servigan and spending pla
6. Processing andubmitting claims and receiving Medicaid Assistalidé\)
reimbursements and paying out for services proviredualified DCWSs, and vendo
and small unlicensed providers in accordance vaghindividual service plan (IS}
7. Processing and submitting nthly claims through PROMISe™hd receives M/
reimbursements for the fiscal support servicesfiRE=A FMS organization provides
individuals and their representatives based orr angenber per month rate of paym
determined by the Commonwea
8. Brokering worker’s compensation insurance policies r@meéwals and payin
premiums for individuals and representatives wieoc@mmon law employe
9. Preparing and distributing financial reports tomeoon law employer
Administrative Entity (AE), Care Meager/Service Coordinator (CM/SC), OL
ODP and PDA as required; ¢
10. Providing orientation and skills training to indivials and representative acting
common law employel

Beyond meeting the minimum requirements of this RFRL’sapproach t(VF/EA system
design, implementation and management reflecte tipoals

1. To serve as an active partner with D in planning and implementing
difficult and large scale traition to using our systems and experieand
continually evaludng and implementingational best practices that supg
participant directior

Section II-1, Page 15
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2. To use technology to reduce the consumer’s papé&riumden, allowing ther
to focus on the qualityf services delivered by their DCWsrovidingthem
with accurate, easy to read information necessanyake informeecisions
and increase thefficiency and accuracy of business pract

3. To developdocumer and updat@rogram rules that balance progr
flexibility and fiscal accountability, ensug compliance with tax and lab
laws, service funding rules, and case managemetaquis

In summary, PPL is committed to providiDPW withthe most technically respons,
operationally sound, and cesffective FMS possiblePPL has the ability tget programs up
and running quickly due to the fact that we haverbgrovding similar VF/EA servicefor very
large statewide progranfisr over 10 year PPL is committed toeVeloping an effectiv
partnership with DPW, OLTL, PDA, and Ol and cultivatiig strategic relationships with ki
state and regional stakehold

In the sections that follow, PPL has presentectaildd proposal to meeting the requirement
stated in this RFA. Please note tPart IV-Work Statement is embedded iPart 11-3 Work
Plan and Project Managemer as specified on page 11 of the RFA. For easevidwg this
section may be removed in its entirety and reviesegghrately if neede

Section II-1, Page 16
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[I-2. Management Summary. Include a narrative descriptiorof the proposed effort and ¢
list of the items to be delivered or services to harovided.

PPL is pleased to submit this application to therBglvania Department of Public Welfare
Vendor Fiscal/ Employer Agent Financial Managenganvices (VF/EA FMS) throughout tl
Commonwealth for eligible consumers who receivéigpant directed serces (PDS). We
believe that ouproven experience providing FMS for multiple comxpdatewide prograrnr
coupled with ouindustry leading technolocand state-ofhe art customer service nes us a
perfect fit to support DPWh achieving its goals of ensing regional consistency in FMS a
full compliance with applicable laws and regulat.

Organizational Structure and Management Approach

PPL has developed a sound approach to managing”AMAVES for large-scale PDS programs
PPL’s organizational structure and management agprs outlined in the sections that follc

PPL has a well establishe@pproach to collaborating, coordinating, ard communicating
with our state clients. During program launch, PPL will collaborate with ®Ro establist
weekly Steering Committee Meetings comprised ofesgntatives of OLTL, PDA, and OL
and representatives from PPL Program OperationsinBss Serces (finance), Informatio
Services (technology), Financial Operations, anst@uer Service Standard agenda iter
include: communication to participants and theirkess, managing the implementati
schedule, coordination with the existing VF/EAisformation technology, payroll and accou
payable activity, customer service, and progranontsp These meetings are reflectecPart II-
3 Work Plan and Project Managemen.

PPL’s approachto delivery of FMS s organized along operational line, promoting
efficienciesand effectiveness througtrole differentiation and the application of specializec

PPL has developed and refineindustry-leading materials to support the efficient and
effective launchand ongoing operationof PDS programs. PPL'’s approach to managing Pl

Section II-2, Page 1
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FMS Services

PPL will provide VF/EA FMS in support cthe PDSprograms administered by OLTL, PD
and ODPas specified on pages-26 of the RFA These services are listbelow.

1. Provide VF/EA FMS to eligible individuals enr@dl in the waivers or ste-funded
programs and their representative who wish to [ZS.

Section II-2, Page 4
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2. Assure the Commonwealth that VF/EA FMS are beruyided in compliance wit
federal, state, and local tax and labor and stat&ev's compensation insurance ¢
OLTL, PDA, and ODP program requirements, as apjatgrelated to the employme
of qualified Direct Care Worker (DCW) (e.g., actingaasertified Medicaid provider fc
the purpose of receiving and disbursing Medicaitlf)

3. Assure the Commonwealth that payment to vendanall unlicensed providers, a
independent contractors areing provided in compliance with all federal analts
requirements.

4. Implement VF/EA FMS for all individuals enrolléalthe waivers and ste-funded
programs using PDS effective January 1, 2

5. Assure the Commonwealth that all existing indlids enrolled in the waivers ai
statefunded programs using PDS are effectively transétbto the Selected Offeror:
by January 1, 2013.

6. Assure the Commonwealth that the Selected Of@rbas engaged staff that
knowledgeable of PDS and the pision of VF/EA FMS provided in compliance wi
§3504 of the IRSW code, Revenue Procedu-6, and REGE3703¢-08, as applicable,
and State and local rules and regulations andipsl

7. Receive federal and State authority to act\A8/EA FMS organizéaon for common
law employer.

8. Coordinate and communicate effectively with CM/Srganizations, AEs, ar
Commonwealth, as necess:

9. Manage public funds in an accurate and timelgmeaand in compliance with ¢
federal and state requireme

10.Develop and maintain a current computer databadehtis the capacities to track
PDS-related data.

11. Enroll individuals with the VF/EA FMS organigat as common law employe
12. Develop and implement initial orientation andial and ongoin skills training for
common law employers regarding enrolling with asthg the VF/EA FMS organizatic

and being an effective common law emplo

13. Enroll qualified DCWs, vendors, small unliceshgeoviders, and independe
contractors.

Section II-2, Page 5
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14. Disenrollindividuals from the VF/EA FMS organization as tteanmon law
employer, when necesse

15. Broker worker’'s compensation insurance polaygach common law employ

16. Bill for PDS rendered in compliance with Commwealth requirement

17. Procesand distribute payroll and related federal, Stai lacal taxes and insuranc
for qualified employees in an accurate and timedyner, in compliance with federal a

State labor and tax lav

18. Process invoices and, pay and track paymenfsaftidipant-directed goods an
services and vendor servic

19. Provide customer service that is accurate |yiaved individual and famil-friendly.
20. Develop and implement a staffed call centeh will history logs

21. Establish and maintain at leone office in the Commonwealth in additionPPL'’s
corporate headquarte

22. Have physical space capacity and equipmenseacgto operate effectively a:
VF/EA FMS organizatiol

23. Establish and maintain current and archivexs find documenton for common law
employers, qualified DCWs, qualified vendors, smalicensed providers, independ
contractors, and the Selected Offero

24. Maintain all documentation and records relatetthe provision of PDS provide
under the waivers and st-funded programs at PPLédfice(s) located in th
Commonwealth.

25. Develop, maintain and test a disaster recopleny

26. Prepare ansubmit reports as specified and required by the i@onwealth

27. Develop and implement training for VF/EA FM&fgbn current federal, State a
local rules and regulations pertaining to PDS pawogg and VF/EA FMS organizatic

28. Develop and implemt a procedure for staying up-ttate with current federal, Ste
and local rules and regulations pertaining to PBfg@ams and VF/EA FM.

In addition, if selected for award, PPL w
« Establish and maintain a regional prese
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* Provide DPW with lessonse have learned in the successful transfer prode
statewide participant directed progra

» Participate in a V/IFEA FMS Readiness Review andpteta a corrective action plan
required; and,

« Participate in a VF/EA FMS Organizational PerformafReviewand complete
corrective action plan as requi.

Reporting

PPL has the capability to meet or exceed the reparg requirements specified in this RFA
As described ifPart IV-7. Reporting, we are fully prepared to meet or exceed DP
requirements, indding monthly, quarterly and annual repc

In conclusionwe believe that we have the management approachprdtional capabilit
required to support DPW in achieving its goal asimng consistency in the regional provis
of FMS in the Commonwetl of Pennsylvani.
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IV-1. Objectives.

The objective of this RFA is to secure up to threentities that will provide FMS throughout
the Commonwealth or on a regional basis for eligible aisumers who receiveparticipant
directed services (PDS) in certain waiver and state fundedrpgrams. The waiver and state
funded programs covered by this RFA are administered by th Office of Lonc-Term Living
(OLTL), the Office of Developmental Programs (ODP), and the Pe&sylvania Department
of Aging (PDA). A detailed description of the waiver and state fundd programs included
in this RFA, and the program requirements for the services covered by i RFA are
provided below.

The Commonwealth intends to make awards by the rdons listed below

LOT 1 WESTERN REGION — OLTL and PDA programs (approximately 7,126
consumers)

LOT 2 CENTRAL REGION —OLTL, PDA AND STATEWIDE ODP programs
(approximately 3,802 consumers for OLTL and PDAprograms, and approximately 850
consumers for ODPprograms)

LOT 3EASTERN REGION- OLTL and PDA programs (approximately 10,106 consumis)

PPL understands the objective of this RFA isto secure up to three entities that will provide FM S
throughout the Commonwealth or on aregional basis for eigible consumers who receive
participant directed services (PDS) in certain waiver and state funded programs.

PPL is submitting a proposal to serve each region/lot. We understand that the Commonwea th
may chose to award any combination of Lots 1, 2, or 3. PPL looks forward to the opportunity to
provide Vendor Fiscal/Employer Agent Financial Management Services to one or more regions.
We wel come the opportunity to offer the Commonwealth an integrated solution to serve multiple
regions.

PPL is prepared to partner with the Commonwealth to ensure the successful implementation of
the objectives of thisRFA. In the pagesthat follow, we have provided a detailed description of
how we propose to meet the objectives and requirements of this RFA.

Section I1-3, 1, IV-1, Page 1
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A. General Requirements Federal Medicaid law prohibits an individual or representative
from receiving Medicaid funds directly. Only Medicad providers may receive Medicaid
funds directly. Due to this requirement, the Selected Offeror(s) mat perform payment-
related employer responsibilities on behalf of indiiduals or representatives who exercis
employer or budget authority. One such type of enty that performs this service is &
Vendor Fiscal/Employer Agent (VF/EA) Financial Management Seices (FMS)
organization. VF/EA FMS are available to participarts who receive participant directed
services in the Commonwealth’s Medicaid 81915(c) HES Consolidated, Person/Famil
Directed Support, Aging, Attendant Care, Community Care (COMMCARE),
Independence, and Omnibus Budget Reconciliation AGOBRA) waivers (waivers to mear
all waivers) or the state funded program AttendantCare Act 150

A VF/EA FMS organization acts as the employer agertb the canmon law employer
(individuals receiving waiver services or stat-funded programs and their representatives
in accordance with Section 3504 of the IRS code, 8RRevenue Procedure -6, IRS
Proposed Notice 200320 and REC-137036-08, as applicable. In Penglvania, the fiscal
support services provided by a VF/EA FMS organizatin, include but are not limited to:
1. Acting as a neutral “bank” for individuals’ publ ic service funds
2. Ensuring qualified direct care workers (DCWSs), endors and small unlicenset
providers are paid in accordance with federal, statand local tax, labor and
unemployment insurance laws, as applicabl
3. Preparing and distributing qualified DCWs payroll including the management of
federal and state income tax withholding and emplayent taxes and locality taxes
4. Verifying prospective DCWs, vendors and small uicensed provider’s citizenship
and alien status and ensuring that DCWs, vendors ahsmall unlicensed providers
meet the qualifications for the services they arerpviding as per state requirements;
5. Processing and paying invoices for participar-directed goods and services i
accordance with the individual’'s individual serviceplan and spending plan
6. Processing and submitting claims and receiving dtlicaid Assistance (MA)
reimbursements and paying out for services providedyqualified DCWs, and
vendors and small unlicensed providers in accordamrcwith the individual’s
individual service plan (ISP);
7. Processing and submitting monthly claims througlPROMISe™ and receives MA
reimbursements for the fiscal support services th# F/EA FMS organization
provides to individuals and their representatives bsed on a per member per mont!
rate of payment determined by the Commonwealtt
8. Brokering worker’s compensation insurance poli@s and renewals and payin(
premiums for individuals and representatives who a& common law employers
9. Preparing and distributing financial reports to: common law employers
Administrative Entity (AE), Care Manager/Service Coordinator (CM/SC), OLTL,
ODP and PDA as required; anc
10. Providing orientation and skills training to individuals and representative acting
as common law employer:

Section 1I-3, 1, IV-1, A, Page 1
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The Commonwealth seeks to ensure that VF/EA FMS angrovided consistently acros:
waivers and statefunded programs to digible individuals who wish to use PDS in the
Commonwealth and in accordance with federal, statand local tax, labor and worker’s
compensation insurance and program requirements. TénVF/EA FMS model has beel
implemented to support the delivery of PDS byperforming the following primary
functions:
1. Reduce the individual’'s and representative’s enipyer-related burden associate(
with PDS and enhances the individual’s and represeative’s choice and control
through the provision of appropriate fiscal, payrdl and supportive services
2. Ensure the Commonwealth that the provision of PB is in compliance with
federal, state and local tax and labor and state wker's compensation insurance
rules and requirements related to the employment ofjualified DCWs andthe
engagement of vendors, small unlicensed providersid independent contractors
3. The Commonwealth is seeking to achieve cost says and efficiencies through the
regionalization of the VF/EA FMS Services while enaincing services to it:
consumers.

Public Partnerships, LLC (PPL) understands thaCibemonwealth intends to enst
consistency in Financial Management Services (FM®)ss all Medicaid Home al
CommunityBased Services (HCBS) waivers and certain staefdiprograms administered
OLTL, PDA, and ODP. Since the establishment of PP& sisbsidiary of Public Consultir
Group (PCG) in 1999, we have helped our clientseaehsimilar results. Several stat
including Tennessee, Virginia, and West Virginiayé specifically engaged PIto ensure
consistency in FMS as they have expanded Parti-Directed Services (PDS) from sm
demonstrations serving a handful of participants gingle program serving a spec
population to multiple complex statewide programmg thousands participants
representing a wide variety of populations. Theages have found the combination of
knowledge of HCBS and FMS requirements, sound nm&magt approach, indus-leading
technology, scalable systems and processes, atitiegustaff members make PPL the logic
choice to ensure consistency in FMS. We are coradhiti partnering with DPW to achieve t
important goal in the Commonwealth of Pennsylvai

PPL has practical experience implementing everyeatily available model of FM We
recognize that the current model of FMS as a Medlisarvice provided by7 different provider
organizations scattered across the Commonweadttinsnistratively burdensome and repres:
challenges to DPW achieving the objectives ofreducing the employeelated burden
associated with PDS and enhancing choice and ddahtough the provision of approprie
fiscal, payroll and supportive services; ensuring that the provision of PDS is in complia
with federal, state and local tax andor and state worker’'s compensation insurance arie
requirements related to the employment of qualib&sWs and the engagement of vend
small unlicensed providers and independent comtrsicand, (3achieving cost savings ar
efficiencies throughhe regionalization of VF/EA FMS while enhancingwees to consumers

Section 1I-3, 1, IV-1, A, Page 2
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Based on PPL’'sxperience, we believe the VF/EA FMS model provitesCommonwealt
with the administrative authority to ensure regicaountability and meaningful cost savit
without sacrificing choice and control in the ardas are most important to individc
participants (i.e., Budget Authority and EmployartAority). Furthermore, we share |
Commonwealth’s commitment to ensuring the provigibkMS free from conflicof interest
with the direct provision of HCBS. We have alwg@ysvided FMS free from conflict of intere
with direct service provision. All of our resouscare exclusively devoted to supporting
clients to balance individuglarticipant choice ancontrol with fiscal accountabilit

The management and staff of PPL have a thorougérstathding of the requirements
functioning as a VF/EA FMSThere is no activity or service required by thisARRat we have
not performed successfully for othertes. PPL isully prepared to meet or exceed
requirements of DPW. &/ond th formal contractual obligatiores stated in this RF, PPL
understandghe practical importance of providing quality FM&cluding:

» Supporting the paramount role of theividual participant or their representative as
Common Law Employer and individual budget hol

* Ensuring that all DCWs, vendors, and small unlieginsroviders meet requir
qualifications prior to providing HCB

* Providing all relevant parties witlealtime access to accurate program informa
including, participant budget amounts, spendingpkand service authorizations, pay
and accounts payable activity, and available basnanc

* Ensuring timely and accurate payment for propaulynsitted timesheets and invoic

PPL welcomes the opportunity to support these gmadlsobjectives in one or more region:
the Commonwealth.

Section 1I-3, 1, IV-1, A, Page 3
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B. Specific Objectives. The Selected Offeror(s) Wachieve the following objectives

1. Provide VF/EA FMS to eligible individuals enrolked in the waivers or stat-funded
programs andtheir representative who wish to use PD:

PPL will provideVF/EA FMS toall eligible individuals enrolled in the waivers orts-funded
programs and their representative who wish to &€ as described in this Rl. PPL will
manage all aspects of enmdj individuals with PPL, including receiving antbpessing
referrals, distributing and processing enrolimeaterials, providing orientation and practi
skills training, maintaining individual budgets aselvice authorizations, processing timesh
and invoices, and distributing reports of spendiotyvity.

2. Assure the Commonwealth that VF/EA FMS are beingrovided in compliance with
federal, state, and local tax and labor and statworker's compensatior insurance and
OLTL, PDA, and ODP program requirements, as appropriate relatecto the employment
of qualified Direct Care Worker (DCW) (e.g., actingas ¢ certified Medicaid provider for
the purpose of receiving and disbursing Medicai funds).

PPL will assure the Commonwealth that VF/EA S are being provided in compliance w
federal, state, and local tax and labor and stat&ev's compensation insurance and OL
PDA, and ODP program requirements, as approprida¢ed to the employment of qualifi
Direct Care Worker (DCW) (e.g., ing as a certified Medicaid provider for the purpad
receiving and disbursing Medicaid func PPL hasvell established policieprocedures, and
internal controls teomply withfederal, stateand local tax and labor and state work
compensation insurance requirements. During prodaanch, PPL will collaborate wit
OLTL, PDA, and ODP to establish policies and praced to comply with applicable progre
rules and regulations specificeach waiver and state funded progr&ar. more details plea:
seePart IV-4. J. Processing Payroll and Related Tax.

3. Assure the Commonwealth that payment to vendorsmall unlicensed providers and
independent contractors are being provided ircompliance with all federal anc state
requirements.

Section 1I-3, 1, IV-1, B, Page 1




. Commonwealth of Pennsylvania

PCG Public Department of Public Welfare
Partnerships Request for Application # 22-11

vendor Fiscal/Employer Agent Financial Management Services

4. Implement VF/EA FMS for all individuals enrolled in the waivers and stat-funded
programs using PDS effective January 1, 201

7. Receive federal and Statauthority to act as a VFEA FMS organization for common law
employer.

PPL has federal authority in place ¢has an FEIN usesblely for the purpose filing and
paying federal employment taxes, insurances, amer oequired IRS forms on behalf

Section 1I-3, 1, IV-1, B, Page 2
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common law employers that we represent as ageig.ig beparate and distinct from ¢
corporate Federal EIN.

8. Coordinate and communicate effectively with CM/E Organizations, AEs, anc
Commonwealth, as necessat

PPL will utilize several primary veles to promote open and effective communication
CM/SC Organizations, AEs, and Commonwealth ent{{i¥8W - OLTL/PDA/ODP) including
but not limited to: kickeff meeting; weekly management meetingggining sessior; use of the
PPL Web Portalaccess to the Customer Service C¢ and,distribution of standard report
For more details please deart IV-4. E. Coordinating and Communicating.

9. Manage public funds in an accurate and timely maner and in compliance with al
federal andstate requirements

PPL assures appropriate and accurate managemeaumblaf funds via multiple avenues. P
uses Policy and Procedures (P&P) documents wifitteeach significant function as
management tool incorporated into trainings fopadigrem-specific financial operatiol and
customer service staff. Ubing the implementation phaPPL will refinethese P&P documen
to include specific detailed controls related tox@wonwealth of PA requirementUse of the
PPL Web Portal allows PPL to mige public funds accurately, timely, and in comptemvith
all federal and state requirements. For more depddlase sePart IV-4. B. Managing Public
Funds.

10. Develop and maintain a current computer databasthat has the capacities to trac all
PDS-related data.

11. Enroll individuals with the VF/EA FMS organization as common law employer

PPL is fully prepared and has policies and proceslatready in place to carry out all of
activities associated with enrolling individualsasnmon law employerDuring Program
launch, we will work withDPW to tailor our current employer enrollment packetpéate to fit
the needs and requirements specific to DPW’s waiaad sta-funded programs offering PD¢
For more details please deart IV-4. G. Enrolling Common Law Employers.

12. Develop and implement initial orientation and mitial and ongoing skills training for
common law employers regarding enrolling with and ging the VF/EA FMS organization
and being an effective common law employe
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14. Disenroll individuals from the VF/EA FMS organization as the common la\ employer,
when necessary.

Upon receipt of formal notification that a persanlanger will serve as the common |i
employer, PPL will implement the disenrollment grss using established policies ¢
procedures tinclude completing all final tax deposits and Wiall related IRS forms. For mo
details please sd#art IV-4 |. Processing a Common Law Employer’s Disenrollmentrom a
VF/EA FMS Organization.

15. Broker workers’ compensation insurance policy foeach common law employe

Section 1I-3, 1, IV-1, B, Page 4
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18. Process invoices and, pay and track payments foarticipant -directed goods an:
services and vendor service

PPL will process invoices and, pay and track payments foicgen-directed goods an
services and vendor servicePPL uses the integrated capacities ofeb Porte to assure that
invoices are processed and paid accordirfederal and stateegulations. Additionall, this
same technology tracksdl payments made for particip-directed goods and services ¢
vendor services. For more det, please sePart IV-4. L. Payments for Goods and Servict.

19. Provide customer service that accurate, timely and individual-and family friendly.

PPL’sCustomer Service Center representatives providécseexclusively to participants
self-directed programs are taught core competencieatbatommon across the PDS progri
that PPL serveas VF/EA FMS.The scope of the knowledge the Customer ServiceéeC
representatives have empowers them to provide ategurmely and individual and fami
friendly service to all callers. For more det, please seBart IV-4. D. Providing Customer
Service

20. Develop and implement a staffed call center witcall history logs
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22. Have physical space capacity and equipment nassary to operate effectively as
VF/EA FMS organization.

PPL has th@hysical space capacity and equipment necessapetate effectively as a VF/E
FMS organizationn the Commonwealt For more details, please deart 1V-4. E. Resource
Requirements

23. Establish and maintain current and archived fies anddocumentation for commor law
employers, qualified DCWs, qualified vendors, smallinlicensed providers independent
contractors, and the Selected Offeror(s

25. Develop, maintain and test a disaster recoveplan.

Section 1I-3, 1, IV-1, B, Page 6
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26. Prepare and submit reports as specified and rexred by the Commonwealth

PPL has the capacity to meet the reporting needpeasfied and required (and in a tim
manner) through use of our industry leading teabgywlplatforms Our technology team able
to develop internal controls uniquethe need expressed by the Commonweiand the
consumers using PDS. PleasePart IV-4. O. Required Reportsfor more details.

27. Develop and implement training for VF/EA FMS saff on current federal, State anc
local rules and regulations pertaining to PDSprograms and VF/EA FMS organization.

Section 1I-3, 1, IV-1, B, Page 7




. Commonwealth of Pennsylva

PCG Public hi Department of Public Welfa
Partnerships Request for Applicatic # 22-11

vendor Fiscal/Employer Agent Financial Managemesige:

V-3 Requirements

1. General Requirements. The Selected Offeror(s) musteet the general requirement:
prior to serving individuals enrolled in the waiver who wish to use PDS.

a. Prime Contractor Responsibilities. The Agreement wi require the Selected Offeror(s) to
assume responsibility for all services offered irt$ proposal whether it produces them itsel
or by subcontract. The Issuing Office will considetthe Selected Offero(s) to be the sole
point of contact with regard to contractual and opeational matters.

PCG Public Partnerships (PPL) will assume respditgitor all services offered in our propos
and will be the sole point of contact with regasctontractual ar operational matter:

b. Subcontracting. Any use of subcontractors by the Selected Offeror]snust be identified
in the proposal and approved by the Issuing OfficeDuring the Project period, use of any
subcontractors by the Selected Offeror(s) ncpreviously identified in the proposal must be
approved in writing by the Commonwealths Contract Administrator prior to the start of
the work effort. Subcontractors are required to meéthe same work skill qualification as
the prospective Selected Offeror() as identified in this RFA.

At this time, PPLdoes not anticipatthe need to use any subcontractddewever, PPlhas
identified potential subcontractors that coassist PPLn processing documents and provid
customer service during periods oak volume, such as the initial transition of pap@nts from
incumbent FMS organizationlPPL understands and agrees that the uany subcontractors
not previously identified in ik proposal must be approved in writing by the Commesait’'s
ContractAdministrator prior to the start of the work effc PPL understands and agrees tha
subcontractors are required to meet the same wadltlgskalification asPPL as identified in this
RFA.

c. Subcontracting with a Reporting Agent. The Selecte®fferor(s) may not subcontract
with and delegate VF/EA FMS tasks to a reporting agnt.

PPL understands and agrees that it maxsubcontract with and delegaf&/EA FMS tasks to .
reporting agent.

d. Performance and Payment BondsThe Agreement will require the Selected Offeror(sjo
deliver to the Commonwealth executed performance ahpayment bonds, each in the sur
of six months of estimated annual Agreement amountyith the Commonwealth as the
oblige. The surety will be a surety company or companidssted in the Federal Registry of
Surety Companies and approved by the State Corporetn Commission to transact
business in the Commonwealth of Pennsylvania. No paent will be due and payable to the
Selected Offeror(s), even if the Agreement has been permed in whole or in part, until the
bonds have been delivered and approved by the DPVWhe payment bond will be used tc
cover delinquent payments to qualified DCWSs, venda and small unlicensed providel,
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and federal state and local tax and worke’s compensation insurance premium payment
up to the maximum of the value of the full value othe bond in the event that the Selecte
Offeror(s) is unable to properly, promptly and efficiently perform the Agreenment and/or
the Agreement is terminated by default or bankruptey.

PPL will deliver”...a performance and payment bcfor 3 months to cover VF/EA FMS a
related services’as required bDPW in its response to questions regarding this RThe
surety is a surety company listed in the Federgis®ey of Surety Companies and approvec
the State Corporation Commission to transact basimethe Commonwealth of Pennsylvai
We recognize that no payment will be due and pa&yahlen if the .greement has be¢
performed in whole or in part, until the bonds hheen delivered and approved by DF

e.As a VF/EA FMS organization, the Selected Offeror(smust operate in accordance witt
83504 of the Internal Revenue Service (IRS) Code eRenue Pocedure 7(-6, 1970-1 C.B.
420, as modified by IRS Proposed Notice 20-70 and IRS REG43703¢-08 and any other
future revenue procedures, notices or publication pmulgated by the IRS. The Selecte
Offeror(s) also must operate in compliance with st& and local tax laws, federal and stat:
labor laws and state workets compensation insurance laws.

PPL has extensive experience as a VF/EA FMS orgtar. PPL will operate in accordan:
with 83504 of the Internal Revenue Service (IRSii€dRevenue Procedi 70-6, 1970-1 C.B.
420, as modified by IRS Proposed Notice z-70 and IRS REG-1370388 and any other futul
revenue procedures, notices or publication prontethhy the IRS, as well as in compliar
with state and local tax laws, federal and stdter laws and state worker's compensat
insurance laws.

f. The Selected Offeror(s) must file for and obtain @eparate Federal Employel
Identification Number (FEIN) in addition to its cor porate FEIN for the sole purpose o
filing certain federal forms and income tax withholding and employment taxes an
depositing these taxes on behalf of the individuabnd representatives the Selecte
Offeror(s) represents as employer agent. Since tt&elected Offeror(s) is required to have
three (3) years of experience joviding VF/EA FMS to publicly funded PDS programs,it
should have a separate FEIN and must show evidenogthis.

In addition to our corporate FEIIPPL has obtained a separate FEIN2P@0173, used for tt
sole purpose diling certain federal forms and income tax withtiolg and employment tax:
and depositing these taxes on behalf of the indal&land representativthat we represent as
employer agent.

g. The Selected Offeror(s) must have a working knowlegke of theMedicaid target
population (individuals with developmental disabilties, over the age of 60, and physic
disabilities), PDS and how patrticipant direction réates to the provision of VF/EA FMS and
providing VF/EA FMS in accordance with federal, stde and local tax, labor, worker’s
compensation insurance and program rules and regutens, as applicable
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As the nation’s largest provider of financial maeagnt services (FMS) for particip-directed
services (PDS), PPL hasworking knowledge of the Medici target populatio, including
individuals with developmental disabilities, ovheetage of 60, and physical disabili. PPL
understand®DS and how participant direction relates to thlwision of VF/EA FMS anc
providing VF/EA FMS in accordance withderal, state and local tax, labor, worke
compensation insurance and program rules and tems

h. The Selected Offeror(s) must comply with existingronew applicable regulations,
requirements, standards, directives, statutes, etessued by the (ommonwealth and/or
Federal and local governments that take effect dung the Agreement period.

PPL’sexperience has helped us develop a strong unddnstpof the federal and ste
regulations, requirements, standards, directivagtes, el affecting VF/EA FMS organizations
in Medicaid-fundedPDS prograrr. This includes detailed knowledge of the compleayaof
employment documentation, payroll, and federates&nd local tax responsibilities for t
DCWs hired directly by theommon lavemployer. As a standard practice, we stay curre!
the Federal and State laws and regulations inajuitiose related to labor, tax, immigration, i
worker’'s compensation insurance and Medicaid progegulations that are relevant to «
responsibilities as the VF/ERMS organization.

We have a team of individuals, including memberghefAmerican Payroll Associatio
dedicated to staying current on all federal antedtarms, notices, and publications. Our
experts frequently check the IRSebsite receive daily email updates from the IRS,
Department of Taxation aridepartment of Labor, attend tax seminars, receiopthly Paystat
Updatesand are in frequent contact with national policperts on the roles and responsibilit
of a VF/EAFMS organization

Our tax team routinely monitors weekly updates ftbmfollowing organizations and agenc
* American Payroll Associatiorhttp://www.americanpayroll.ojg
* IRS (http://www.irs.go)
» US Department of Labohttp://www.dol.goy
e US CIS(http://www.uscis.go)
» National Resource Center for Partici-Directed Services
(http://www.bc.edu/schools/gssw/nrc))

PPL has welkstablished systems and processes to ensure tleup-to-date with IRS
documents, labor issues, citizenship and legah éigues, state income tax and unemployr
publications, and state worker's compensation ssekating to household enoyers and
personal assistant staffVe annually revise o.common law employer and qualified D(
packets to include the latest tax forms and wittimg) thresholdsand pride ourselves on havi
the most up-tatate systems, including compliance with tlewest regulatior including those
that will take effect during the Agreement pe.
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PPL managers arglaff members regularly attend tax seminars andistiiequent contact wit
national policy expertsen the roles and responsibilities cVF/EA FMS crganization. We also
maintain an active dialogue with IRS representatime tax changes that affect F/EA activit
In fact, we have been consulted by the IRS formenendations on potential changes to spe
forms for F/EA purposes. For example, vrovided comments on Proposed Notice =70 and
were consulted by the IRS regarding changes ttRBe~orm 941 and IRS Form 9.
Additionally, Mike McConville, our Payroll Tax Confipnce Supervisor, is a CPA licensec
the Commonwealth of Pennsylvar He will ensure that we monitoaipdates fron
Pennsylvania.
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2. Conflict Free Requirements. The Selected Offeror (s) must be free of any conflict of
interest with any existing or future waiver/program providers. To ensure an objective,
unbiased process, the Selected Offeror(s) and any subcontractors must be free of real or
per ceived conflicts of interest:

a. Requirements:

i. The Selected Offeror(s) and its subcontractors may not be a part of or affiliated and must
remain independent from any provider of home and community based waiver services.
Neither the governing body of the Selected Offeror(s) nor individual members of the

gover ning body may be affiliated with any provider of home and community based waiver
services. Nor may the Selected Offeror(s) or its subcontractors be affiliated with or a
subsidiary of any existing provider of home and community based waiver services.

PPL understands and agrees that PPL and any subcontractors may not be a part of or affiliated
and must remain independent from any provider of home and community based waiver services.
PPL understands and agrees that the governing body of PPL and individual members of the
governing body may not be affiliated with any provider of home and community based waiver
services. PPL understands and agrees that PPL or its subcontractors may not be affiliated with or
asubsidiary of any existing provider of home and community based waiver services.

ii. No personnel assigned to the project may work for any provider of home and community
based waiver services. However, personnel assigned to the project may receive direct
services or supportsfrom such provider aslong asthe servicesare purchased at fair rates
(either private pay, through an HCBS program, or through another third party program).

PPL understands and agrees that no personnel assigned to the project may work for any provider
of home and community based waiver services. PPL understands and agrees that personnel
assigned to the project may receive direct services or supports from such provider aslong asthe
services are purchased at fair rates (either private pay, through an HCBS program, or through
another third party program).

iii. The Selected Offeror(s) cannot be a developmental disabilities service provider within
the Commonwealth. However, if the Selected Offeror(s) merely isrelated to or otherwise
affiliated with a developmental disabilities service provider, the Selected Offeror (s) must
disclose thisreationship in its Technical Proposal and provide a detailed written
description of the nature of itsrelationship with thereated provider, including, but not
limited to, detailed infor mation on the owner ship of the company that containsthe names
and percent of owner ship, owner ship structure, aswell asany other current contracting or
subcontracting relationshipsthat may result in a conflict of interest with the requirements
of thissolicitation. The Selected Offeror(s) also must abide by the conflict of inter est
standardsidentified in the Standard Terms and Conditionsfor Servicesand the DPW
Addendum to the Standard Terms and Conditions.

Section I11-3, 1, 1V-3, 2, Page 1



. Commonwealth of Pennsylvania

PCG Public Department of Public Welfare
Partnerships Request for Application # 22-11

vendor Fiscal/Employer Agent Financial Management Services

PPL understands and agrees that PPL cannot be a devel opmental disabilities service provider
within the Commonwealth. PPL hereby attests that it is not related to or otherwise affiliated with
adevelopmental disabilities service provider. PPL agreesto abide by the conflict of interest
standards identified in the Standard Terms and Conditions for Services and the DPW Addendum
to the Standard Terms and Conditions and agrees to disclose any and all associations that may
compromise an otherwise harmonious working relationship.

In addition, the Commonwealth reservestheright to not accept a proposal from an Offeror
that has been determined to have a conflict of interest based on the language above. As part
of the Transmittal L etter, see Part |1, Section I1-3, the Offeror must submit complete
organizational infor mation that includes an organization chart listing all subsidiaries; a
listing of all Agreementsthat the Offeror haswithin Pennsylvania; a listing of any
Agreements of its subsidiaries associated with any home and community- Based services
provider doing businessin Pennsylvania.

As part of the Transmittal Letter, PPL has submitted complete organizational information that
includes an organization chart listing all subsidiaries; alisting of all Agreements that the Offeror
has within Pennsylvania; and alisting of any Agreements of its subsidiaries associated with any
home and community-based services provider doing business in Pennsylvania. PPL has
submitted its organizational informationin Part 11, Section 11-3.

PPL has an effective compliance program that assists employees and PPL in managing conflicts
of interest. At the outset, we have promul gated a comprehensive code of conduct that makes our
conflict expectations clear to all employees. The regulated subjects include the acceptance and
giving of gifts; outside employment; voluntary outside activities; the hiring of family members;
and involvement in political activities. All PPL employees are required to comply with the code
of conduct and to participate in mandatory training explaining these provisions. We have also
established a confidential "hot line" for employees to seek guidance from the compliance officer
on any actua or perceived conflict of interest involving the caller or other employees.
Employees are kept current through policy advisories on particular conflict areas and through
compliance updates on the PPL corporate information system.

PPL applies a due diligence protocol whenever it considers using an individua or firmasa
subcontractor in any proposal or agreement. Among the subjects of inquiry are the required
disclosure of any information that might lead to a conflict of interest in the performance of work
for PPL and the client.
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3. In-state OfficeRequirements. The Selected Offeror(s) must establish at least oreick
and mortar office in Pennsylvania regardless of th@umber of lots awardec. All sites
within Pennsylvania must be accessible and meet the AmexicDisabilities Act (ADA)
standards.The physical site of the Selected Offeror(s)’s admistrative functions, all
satellite offices, and any worksites cannot be -located with any existing provider

PPLunderstands and agreesestablish at least one brick and mortar officeenri3ylvanie
regardless of the number of lots awarc PPL’s parent companfublic Consulting Grot
(PCG),has an existing office locateat: 2040 Linglestown Road, Suite 2(Harrisburg, PA
17110. PCG isurrently looking for new space within the areswpport anticipated expansio
If awarded this AgreemenPCG and PPL will combine offices to accommodaigreximately
30-35 PCG and PPL employees with about 6-7,000 square feet.

PPL understands and agrees tlll sites within Pennsylvaa must be accessible and mehe
American Disabilities Act (ADA) standard PPL’'scommon practice when opening a new of
IS to ensure th site is accessible and meADA standards.

PPL understands and agrees the physical site of PPL@&dministrative functions, all satelli
offices, and any worksites cannot b«located with any existing provids
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4. Resource Requirements. The Selected Offeror(s) must have a physical plant and the
equipment that is appropriate and supports the provision of VF/EA FMS as outlined in the
current ODP Bulletin 00-08-14 relating to VF/EA FMS. The Selected Offeror(s) must
supply meeting rooms and normal office space for personnel, including equipment,
Microsoft® Office Software, network connectivity, supplies, clerical assistance, and
administrative support needed to perform this engagement at its headquarters and any
satellite offices.

PPL agrees to have a physical plant and the equipment that is appropriate to support the
provision of VF/EA FMS as outlined in the current ODP Bulletin 00-08-14 relating to VF/EA
FMS. As mentioned above, PPL plans to share office space with PCG, currently located at: 2040
Linglestown Road, Suite 201, Harrisburg, PA 17110. PPL agrees to supply meeting rooms and
normal office space for personnel, including equipment, Microsoft® Office Software, network
connectivity, supplies, clerical assistance, and administrative support needed to perform this
engagement at its headquarters and any satellite offices.
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5. Regional Presence. The Selected Offeror(s) must establish a presence in each region and
must have the capability to conduct in-person meetings with individuals, families, and
representatives in each region. In addition, the Selected Offeror(s) must establish regional
teams which can provide expertise on local tax issues and other related topics. Regional
teams need to be regionally located.

PPL will establish a presence in each region and will have the capability to conduct in-person
meetings with individuals, families, and representatives in each region. In addition, PPL will
establish regional teams which can provide expertise on local tax issues and other related topics.
PPL understands that regional teams need to be regionally located.

PPL’s main office will be located in the Central region in Harrisburg, Pennsylvania. PPL plans to
co-locate in the office of PCG, currently located at: 2040 Linglestown Road, Suite 201,
Harrisburg, PA 17110. Our main office will have space to accommodate meetings that may take
place in the local area. If awarded all three lots, PPL will have Enrollment Service Managers
located in the Eastern, and Western regions who will work remotely out of their homes. PPL
will rent space to accommodate in-person meetings with individuals, families, and
representatives in each region.

PPL is committed to maintaining sufficient levels of staff in order to perform all Agreement
requirements. PPL will establish regional teams to provide expertise on local tax issues and other
related topics. The regional teams will receive extensive training on all pertinent program
regulations, state and federal laws, and Agreement requirements.
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6. Service Capacity. The Selected Offeror(s) must have the capacity to serve individuals
and representatives located in each of the Commonwealth’s regions in the state (see
regional map included Section 1V-2 above) and to conduct in-person meetings with
individuals located in each Commonwealth region.

PPL has the capacity to serve individuals and representatives located in each of the
Commonwealth’s regions. We will maintain an office in Harrisburg, PA which will
accommodate meetings. PPL will rent space in other locations as needed. PPL proposes to
conduct in-person group enrollment meetings in each region where practical to do so. Through
past experience we find the interaction between individuals and representatives to be extremely
beneficial during in-person group meetings. In addition, PPL will comply with the requirement
in that we have a full time Enrollment Services Manager located within each region to facilitate
the enrollment and transition process.
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7. Department of State. The Selected Offeror(s) must be qualified and registered with the
Pennsylvania Department of State to do business in the state.

PPL is currently qualified and registered with the Pennsylvania Department of State to do
business in Pennsylvania and will maintain this registration in good standing throughout the
Agreement period.
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8. Financial Viability. Secure a surety bond equal to or greater than the total cost of VF/EA
FMS and related services for the VF/EA for one month.

If selected for award, PPL will secure a surety bond equal to or greater than the total cost of
VF/EA FMS and related services for the VF/EA for one month.
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9. Medicaid Enrolled Provider. The Selected Offeror(s) must be an enrolled provider in the
Pennsylvania Medical Assistance Program.

PPL is currently in the process of becoming an enrolled provider in the Pennsylvania Medical
Assistance Program. At the time of Readiness Review, PPL will demonstrate that it meets this
requirement.
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COMMONWEALTH OF PENNSYLVANIA
DEPARTMENT OF PUBLIC WELFARE
DEPARTMENT OF AGING
OFFICE OF LONG-TERM LIVING
BUREAU OF PROVIDER SUPPORT

SPECIAL PROVIDER AGREEI\/IENT

WHEREAS, the Department of Public Welfare administers the Pennsylvania
Medical Assistance Program; and

WHEREAS, the Department of Public Welfare administers Home and Community-
Based Waiver Programs as part of its administration of the Pennsylvania Medical
Assistance Program; and

WHEREAS, Fiscal/Emplover Agents are utilized under the Home and Community-
Based Waiver Proerams to provide Financial Management Services (FMS): and

WHERTIAS, the Fiscal/Employer Agent (F/EA) Provider must meet additional
standards in order to provide financial management services under the Home and
Community-Based Waiver Programs.

NOW THEREFORE, each Government and Vendor F/EA provider agrees as
follows:

1. Toenroll as a Provider Type 54, Specialty 541 in the Pennsylvania Medical Assistance
Program. _

2. To meet the FMS provider qualifications as outlined in the OLTL F/EA-FMS Provider
Standards which are incorporated as if fully set forth herein.

3. To maintain documentation to support its compliance with the OLTL F/EA FMS
Provider Standards.

4. To obtain written results of criminal history clearances from the Pennsylvania State
Police for all administrative staff and direct care employees providing waiver/program
services within 30 days from the date that the direct care employee initiates services to
the consumer;

5. Asa Government F/EA, to operate in accordance with §3504 of the Internal Revenue
Service (IRS) Code, Revenue Procedure 80-4, 1980-1 C.B. 581, as modified by IRS
Proposed Notice 2003-70 and any other future revenue procedures, notices or publication
promulgated by the IRS.

6. Asa Vendor F/EA, to operate in accordance with §3504 of the Internal Revenue Service
(IRS) Code, Revenue Procedure 70-6, 1970-1 C.B. 420, as modified by IRS Proposed
Notice 2003-70 and any other future revenue procedures, notices or publication
promulgated by the IRS.



7. To have a physical plant and the equipment that is appropriate and supports the provision
of FMS as outlined in §1V.17 of the F/EA FMS Provider Standards.

8. To have a sound financial and reporting structure to efficiently serve participants as

outlined in §1V.3 of the F/EA FMS Provider Standards.

To maintain books, records and have documents available for inspection by OLTL, or

other Department of Aging and Department of Public Welfare officials, or Federal

authorities without prior notice.

10. Demonstrate the ability to select, contract with and oversee the performance of a
reporting agent (Government and Vendor F/EAs) or subagent (Government F/EAs)
effectively, as applicable and as outlined in §1V.1 of the F/EA FMS Provider Standards.

5.

WHERETO, with the authgyity tg bind the agency, the undersigned agrees this
7»/ day of j?//f/' 4 ,20 /2~

¥

PCG Public Partnerships, LLC

Name of Agency

N ff Al

‘Name of Applicant

Marc H. Fenton - President

Printed Name/Title of Applicant
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11. The Selected Offeror(s) must maintain documentation to support its compliance with
these requirements.

PPL will maintain documentation to support our compliance with these requirements and update
the Agreement when necessary.
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12. The Selected Offeror(s) must arrange for, at its own expense, criminal background
clearances from the Pennsylvania State Police and child abuse clearances per the Child
Protective Services Law (CPL) [23 Pa. C.S. Chapter 63] and obtain written results from the
Pennsylvania State Police and Office of Children, Youth and Families” DPW Childline and
Abuse Registry for all staff that perform work related to this RFA prior to providing
waiver services. Criminal background checks are conducted via the Criminal History
Request Online found at the Pennsylvania State Police Website, under PSP Services,
http://lwww.psp.state.pa.us. Child abuse clearances are obtained from:

Office of Children, Youth and Families
DPW-Childline and Abuse Registry
P.O. Box 8170

Harrisburg, Pennsylvania 17105-8170
(717) 783-6211

If staff that perform work related to this RFA has not been a Pennsylvania resident for the
previous two (2) years, the Selected Offeror(s) must obtain a Federal Criminal History
Record from the Federal Bureau of Investigation (FBI), in addition to the Criminal History
Record from the State Police.

PPL will arrange for, at its own expense, criminal background clearances from the Pennsylvania
State Police and child abuse clearances per the Child Protective Services Law (CPL) [23 Pa. C.S.
Chapter 63] and obtain written results from the Pennsylvania State Police and Office of Children,
Youth and Families’ DPW Childline and Abuse Registry for all staff that perform work related
to this RFA prior to providing waiver services.

If a staff member that performs work related to this RFA has not been a Pennsylvania resident
for the previous two (2) years, PPL will obtain a Federal Criminal History Record from the
Federal Bureau of Investigation (FBI), in addition to the Criminal History Record from the State
Police.
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13. The Selected Offeror(s) must, at its expense, arrange for a criminal background
clearances from the Pennsylvania State Police and obtain written results for each of its
employees, as well as the employees of any of its subcontractors, who will have access to the
Commonwealth’s IT service programs, either through on-site access or through onsite
access or through remote access. Criminal background checks are conducted via the
Criminal History Request Online found at the Pennsylvania State Police Website, under
PSP Services http://www.psp.state.pa.us. The criminal background checks must be
conducted prior to initial access and on an annual basis thereafter.

Before the Commonwealth will permit access to the Selected Offeror(s), the Selected
Offeror(s) must provide written confirmation that the background checks have been
conducted. If, at any time, it is discovered that an Selected Offeror(s) employee has a
criminal record that includes a felony or misdemeanor involving terroristic behavior,
violence, use of a lethal weapon, or breach of trust/fiduciary responsibility or which raises
concerned about building, system or personal security or is otherwise job-related, the
Selected Offeror(s) shall not assign that employee to any Commonwealth service program,
shall remove any access privileges already given to the employee and shall not permit that
employee remote access unless the agency consents to the access, in writing, prior to access.
The Commonwealth may withhold its consent in its complete discretion. Failure of the
Selected Offeror(s) to comply with the terms of this paragraph may result in default of the
Selected Offeror(s) under its Agreement.

PPL will at its expense, arrange for a criminal background clearances from the Pennsylvania
State Police and obtain written results for each of its employees, as well as the employees of any
of its subcontractors, who will have access to the Commonwealth’s IT service programs, either
through on-site access or through onsite access or through remote access. The criminal
background checks will be conducted prior to initial access and on an annual basis thereafter.

PPL will provide written confirmation that the background checks have been conducted. If, at
any time, it is discovered that a PPL employee has a criminal record that includes a felony or
misdemeanor involving terroristic behavior, violence, use of a lethal weapon, or breach of
trust/fiduciary responsibility or which raises concerned about building, system or personal
security or is otherwise job-related, PPL shall not assign that employee to any Commonwealth
service program, shall remove any access privileges already given to the employee and shall not
permit that employee remote access unless the agency consents to the access, in writing, prior to
access.

As a standard practice, PCG requires all employees to pass a criminal background check prior to
employment.
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14. The Selected Offeror(s) must arrange for, atstown expense, criminal backgrounc
clearances from the Pennsylvania State Police andlitd abuse clearances per the Chilc
Protective Services Law (CPL) [23 Pa. C.S. Chapter 63] and oéin written results from the
Pennsylvania State Police and Office of Children, duth and Families DPW Childline and
Abuse Registry for allDCWs employed by the common law employer as a conidin of
becoming qualified and prior to providing waiver services Criminal b ackground checks
are conducted via the Criminal History Request Onine found at the Pennsylvania Stat
Police Website, under PSP Services, http://www.pstate.pa.us.Child abuse clearances a
obtained from:

Office of Children, Youth and Families
DPW-Childline and Abuse Registry
P.O. Box 8170

Harrisburg, Pennsylvania 17105-8170
(717) 783-6211

If a DCW employed by the common law employer as aoadition of becoming qualified and
prior to providi ng waiver services has not been a Pennsylvania r@snt for the previous
two (2) years, the Selected Offeror(s) must obtaia Federal Criminal History Record from
the Federal Bureau of Investigation (FBI), in additon to the Criminal History Record from
the State Police.

PPL will arrange for, at its own expense, criminal backgdotlearances from the Pennsylva
State Police and child abuse clearances per tHd Btotective Services Law (CPL) [23 Pa. C
Chapter 63] and obtain written results from Pennsylvania State Police and Office of Childi
Youth and Families’ DPW Childline and Abuse Regidor all DCWs employed by th
common law employer as a condition of becomingitadland prior to providing waive
services.

If a DCW employed by theommon law employer as a condition of becomingijedland
prior to providing waiver services has not beerearBylvania resident for the previous two
years, PPL wilbbtain a Federal Criminal History Record from tlesl&ral Bureau ¢
Investigation(FBI), in addition to the Criminal History Recondbim the State Polic

U7
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15. The Selected Offeror(s) must comply with MedidaAssistance Bulletin 9-11-05 titled
“Provider Screening of Employees and Contractors foExclusion from Participation and
Federal HealthCare Programs and the Effect of Exclusion on Partipation” and any
revisions or updates.

If chosen by DPWo serve athe VF/EA FMS for this projecBPL will fully comply witl the
Medical Assistanc8ulletin 9¢-11-05 and any amendments made td°®L will screen all
employees, vendorspntractor, service providers, and refersmurces whose functions ¢
necessary componerasproviding items anservices to Medicaicecipient: to determine if
they have been excludég the Department of Health and Human Servicesic®fbf Inspecto
General (HHS-OIG) fronparticipation in Mdicare, Medicaid, or any otheederal health care
program. PPL will not usstate oifederal funds to pafor any items or services furnishe
ordered, or prescribed by individuals or entitiesleded from theMedicaic Program as well as
other Federal health care progr..
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16. The Selected Offeror(s) must have a sound financial and reporting structureto
efficiently serve participantsasoutlined in Part I1-7, Financial Capacity.
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17. Information Handling. The Selected Offeror(s) must abide by the Commonw#h’'s
specific regulations and requirements concerning cdidentiality of information and Health
Insurance Portability and Accountability Act (HIPPA) (see Appendix G) Busines
Associate Language provided by OLTL/PDA/ODP, and te DPW Addendum to the
Standard Terms and Conditions (see Appendices A argl). The Selected Offeror(s) mus
protect the confidentiality of all Commonwealth and ODP inbrmation. The Selectec
Offeror(s) agrees that any breach of this provisiomrmay, at the discretion of the
Commonwealth and/or OLTL/PDA/ODP; result in termination of the Agreement

The nature of VF/EA FMS requires the handling of sensitive information. Allpersonnel
and/or sub-Selected Offeror(s) assigned to thprovision of VF/EA FMS by the Selectec
Offeror(s) must comply with applicable federal and state laws, regulationsand rules
regarding the securityand confidentiality of information individuals receiving Medicaid
waiver services.

Compliance will include:

a. All personnel and/or sul-Selected Offeror(s)(s) of the Selected Offeror(shd its
reporting agent, as applicable must comply with thédealth Insurance Portability
and Accountability Act (HIPPA);

b. All personnel and/or sut- Selected Offeror(s)(s) of the Selected Offeror(shd its
reporting agent, as applicable, must receive traimg in confidentiality regulations,
including HIPPA Privacy and Securiy training and Medicaid confidentiality
requirements;

c. All personnel and/or sut- Selected Offeror(s)(s) of the Selected Offeror(s)umst sign
confidentiality agreement. Personnel policies mustddress disciplinary procedures
relevant to violation of thesigned confidentiality agreement; an

d. Both confidential and sensitive information are noto be used by the Selecte
Offeror(s) or sub-Selected Offeror(s)(s) or given to another agencytteer than for
the purpose of carrying out obligations of the Agremen.

The Selected Offeror(s) is responsible for ensurinthat adequate measures are in place
prohibit unauthorized access, copying, and distribtion or information during work on this
project. The Selected Offeror(s) is responsible fgproper disposal ofboth hard and
electronic working copies of information during work on this Project, as well as an’
remaining information upon the completion of the pioject.

Sensitive information may need to be transferred fom other agencies or shared with th
Commonwedth during the course of the Agreement period, and'r transitioned to another
vendor at the conclusion of this Agreement. The Satted Offeror(s) will follow
Commonwealthprocedures for information handling and sharing. The Selected Offeror(s
will ensure that all records are properly retained for six (6)years after becoming fully
inactive or until the disposition of court hearings audits and appeals are complete. Tk
Selected Offeror(s) is responsible for following reord retention procedures for all
applicable federal, state and local government agena:
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PPL is committed to maintaing the strictest of privacy and confideditia standards and will
abide by the Commonwealth’s specific regulations eguirements concerning confidentia
of information and Health Insurance Portability andéuntability (HIPPA) Business Associe
Language provided by OLTL/PDA/ODP, and the DPW Autiem to the Standard Terms ¢
Conditions.PPL will ensure protection and confidentiality #ff@ommonwealth anODP
information and we understand that any breachisfdiovision may result in termination of t
Agreement.

In all of our programs, we ammmmitted to the highest levels of confdi@lity in our operations
as they relate to federal and sillaws, regulationsand rules regarding the security ¢
confidentiality of information of individuals reag#ng Medicaid waiver service As a standard
business practice, we ensure that all businessitqes are fully compliant with the requireme
of HIPAA and provide training to staff on these specific giels and procedur. We have an in-
house compliance officer, Stuart Kaufman, Esq., whe the former General Counsel to
Massachusetts Executive Office of Health and HuBenvices as well as the foling General
Counsel of the Massachusetts Ethics Commission.Kiufman reviews all of our contract a
confidentiality obligations and ensures that welelssh process and procedures to follow th
In addition, all PPL employees are required to dete Basic Security Awareness Training t
includes an exam which must be passed. Indivicmust take the training until they pass
examto ensure the concepts are understood. In addthertraining asks the individual
declare that they have readwill read the firm’s security polic

Each staff membeat PPL recives instruction on our strict confidentialipplicies and, upon
hiring, is required to sign agreement with the company to upholdrthéAny transgression
against our policy is metith immediate response by management with dis@pyi actior
including possible termination. We believe thas thhambiguous and unequivocal policy clei
produces results that are in our clients’ bestrast

PPL understands that confidential aensitive information is not to be used or giveatother
agency other than for the purpose of carrying tligation of the Agreemer We have
established policies, procedures and internal otenthat will govern the operations of t
Participant-Direted Services Prograi at every level. This includes the storage and
keeping of consumer/common law employer and DCW@sfias well as all other requir
documentation. All documents are kept by consuroerfoon law employer or DCW in
location sepeate from other programs for which we provide fioiahmanagement services. T
physical documents are in a secure space useg bgl@idividuals working specifically with th
Participantbirected Services Progra.

We also offer an electronic docum management system proven to meet the needs ofroen
direction programs now under our managet. This system allows us to proficiently a
effectively manage the dozens of tax forms andrgthegram documents often required
Federal, state and lodalx and labor departme. Our document management system is ha
on a secure server ensuring the safety of Protdéctednation and other consumer/common
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employer and DCW demographic data. Only design@fd employees and cliapproved
individuals are capable of accessing this systdm.imformation stored on the serve
routinely backed up by our IT infrastructure ensgrcontinuity of service and protecting aga
loss of information due to unforeseen natural exdntsummary, ot only is our syster
valuable, but it also provides the sense of secyatl need to ensure that all records are safe
protected. Depending on the needs of the progr&h VIl work with the state to assess h
this tool should be configure

PPL urderstands that sensitive information may need toaresferred from other agencies
sharedwith the Commonwealth during the course of the &grent period, and/or transition
to another vendor at the conclusion of this Agres and will follow Commonvealth
procedures for information handling. In additioR,LPwill ensure that file maintenance protoc
for the ParticipanDirected Services Progra conforms to the requirements of the federal, ¢
and local government agencies. Therefore, PPL srsure that all electronic and paper files
maintained during the course of iAgreementand archived for a period of no less than six
yeass after the expiration of thisgreement or until the disposition of court hearjragslits ad
appeals are complete.

Section IlI-3, 1, IV-3, 17, Page 3
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18. Current, Comprehensive, Pennsylvani-specific VF/EA FMS Organization Procedures
Manual. The Selected Offeror(s) must prepare and maintain Pennsylvanie-specific
VF/EA FMS Organization Procedures Manual (“Manual’). This manual must include
procedures and internal controls for all VF/EA FMSorganization tasks and requirements
outlined in this RFA. The Manual must be submittedto the Commonwealth during the
VF/EA FMS Organization Readines: Review (See AppendiX) for review and approval.
The Manual should be updated at least annually or wre frequently, as necessary and a
updates must be reviewed and approved by Commonwehl The Manual should be
available and submitted to Commonwealth i electronic format.

PPL currently relies on policies and proceduresRJP&anuals for all of our projects anc
experienced in developing, writing, using, and updpthese manuals for all tasks related to
F/EA function. Each manual serves as &ning and management tool as well as a refer:
guide for each of our programs. We use our mararaks routine basis as part of our ds
operations. Our P&P manuals contze

* Well organized chapters with detailed rules on lines required to take aon;

* Detailed keystroke commands specific to all proces

» Screen shots of our systems and their

» Clearly articulated and comprehensive internal @ nd program integrit

requirements for each operational al

During the implementation phaof this project, we will customize our P&P manuaiiplate tc
create Pennsylvania prograspecific manuals that complyith all program requirements. Tl
P&Ps will provide thealetailed policies, procedures, and internal costaold will serve as tr
document that governs all tasks related to F/EAatms for the programThe manuals will
state timeframes for each policy, procedure arefria contrc.

The P&P manuals wibe available in electronic format to all PPL $iafa shared directory ¢
our existing company computer network. This isam@ard practice currently used in each of
programs, which will provide ready access to alpkyees of the latest appro\ version of the
manual for easy reference. The P&P maswill also be incorporated into all training progra
for new and existing sta¥forking on the DPW progran

Per Question 238 of the RFA—11 Q&A, PPL is not submitting a P&P Manual at ttise.

In the pages that followPPL has provided a sample Table of Contents th#ihes theP&Ps
that arestandard in our programPPL agrees to complete a comprehensive and cu
Pennsylvania-specific,dficies and Procedures Man in preparation foReadiness Revie.
The Pennsylvaniapecific manual will stay current anddated when pacies and/or procedure
change and submitted to the Commonwealth to bewsd and approved prior to the use to
P&P.
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19. Archived Files. The Selected Offeror(s) must establish and maintain all archived filesin
an accur ate, secure and confidential manner and for the required period of timeas
mandated by applicable federal, state and local rulesand regulations.

PPL has extensive experience in meeting the fl system requirements. As a HIA Business
Associate with our statgartners, PPL complies with HIIA Privacy and Security regulatio
and is conmitted to the protection of sensitive participariormation and to adhering to &
federal systemequirements. To comply with HIFA Privacy and Security regulations, F
ensures that every level of its operations is asrgeas possibl PPL shall erure that all
electronic and paper files are maintained durimgaburse of thAgreemer and archived for a
period of no less than six (6) ys after the expiration of thisgkeement or until the dispositic
of court hearings, audits aagpeals are comple
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20. Implementation Plan. The Selected Offeror(s) must provide the Commonwealth with a
full implementation plan along with their bid. This plan will include:

a. A current, comprehensive and Pennsylvania-specific VF/EA FMS Organization
Procedures Manual;

As indicated in Section 18, PPL will provide DPW with a current, comprehensive and

Pennsylvania-specific VF/EA FMS Organization Procedures Manual as part of the Readiness
Review process.

b. A copy of the Contractor’s organizational chart;

Organizational charts for PPL can be found in Section I1-4 and II-5. If any changes have been

made to the charts at the time of the Readiness Review, we will provide DPW with updated
copies.

c. A copy of the Contractor’s IRS Form SS-4, Application for Employer Identification
Number (application for separate FEIN);

d. A copy of the Contractor’s IRS document providing the separate FEIN;

Please find attached a copy of the IRS documentation providing PPL’s agent FEIN.

Section [11-3, 1, 1V-3, 20, Page |
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e. A copy of the IRS document providing the corporate Selected Offeror(s)’s FEIN;

Please find attached a copy of the IRS documentation providing PPL’s corporate EIN.
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f. A copy of the IRS Form 940, Employer’s Annual Federal Unemployment (FUTA) Report;
Schedule R, Allocation Schedule for Form 940 Filers; and Schedule A, Multi-State Employer
and Credit Reduction Information, as appropriate. These documents should reflect the most
recent tax year;

Please see below for a copy of PPL’s 2011 Schedule R. Confidential information on the form has
been blanked out. We included the Allocation Sheet as well as the first and last page of the
Schedule R Continuation Sheet.
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g. A copy of deposit documentation showing the electronic (EFT) filing made for FUTA;

Please see below for a page of PPL’s electronic filing for FUTA.
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h. A copy of the IRS Form 941, Employer’s Quarterly Federal Tax Report, along with IRS
Forms 941 Schedule R, Allocation for Aggregate Form 941 Filers and Schedule B, Report of
Tax Liability for Semi-Annual Schedule Depositors, as appropriate. These documents should
reflect the most recent tax year; ‘

Please find below a copy of PPL’s 2011 IRS Form 941. Schedule B and Schedule R have alse
been included. Confidential information on the forms has been blanked out. We included the
Allocation Schedule as well as the first and last page of the Schedule R Continuation Sheet.

Section I11-3, 1, TV-3, 20, Page 11
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i. A copy of deposit documentation showing the electronic (EFT) filing made for FIT/FICA;

Please see below for a page of PPL’s electronic filing for FIT/FICA.
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21. VF/EA FMS Organization Readiness Revievin advance of the transition of commo
law employers the Selected Offeror(s) shall partipate in the VF/EA FMS Organizatior
Readiness Review/'Readiness Review”) process which will be conduatieby the
OLTL/PDA/ODP. The purpose of the Readiness Revievsito assess and document t
status of the Selected Offeror(s) readiness with spect to meet the requirements outline in
the RFA and Agreement.The Selected Offeror(s) will not be permitted to bgin serving
OLTL/PDA/ODP waiver participants if it does not show acceptable evidence (readiness
relative to each requirement during the OLTL/PDA/ODP-conducted Readines Review.
Readiness Reviews includ8elected Offeror(s-provided detailed descriptions o how the
Selected Offeror(s) will comply with the current VFEA FMS Bulletin 00-08-14 and
Agreement requirements during an onsite visit withOLTL/PDA/ODP staff. The Readiness
Review must include:

a. Timeframe for preparing enroliment and employment pa&ets and distributing
them to new and current individuals and representaves who will becom:  common
law employers;

b. Current database modification to meet all requiements of this RFA and th
Agreement;

c. Staff recruitment and training process and timehe;

d. Modifications to a current call center;

e. Modification to a current Website;

f. Recommended modifications to the current procegs used by th Commonwealth for
VF/EA FMS organizations;

g. Timeframe for computer networks to be installed andested

h. Timeframe for Medicaid billing systems to be imfemented and teste

I. Timeframe for Reporting system and reports to bdested and validated b VF/EA
FMS organization and OLTL/PDA/ODP prior to implementation;

j. Timeframe for enrolling existing common law empbyers with the Selecte Offeror(s);
and

k. Develop a quality management system to monitohe requirements of this RF£

and the Agreement.

The OLTL/PDA/ODP reserves the right to continte development of elements and forms i
be used for the Readiness Review process. The dai# be determined by
DPW/OLTL/PDA/ODP.

The Selected Offeror(s) will be expected to providsufficient staff to facilitate the
Readiness Review process. More specally, the Selected Offeror(s) must have sufficier
corporate staff devoted to the Readiness Review ess. Selected Offeror(s) staff will b
expected to play an active role in the Readiness ew and demonstrate progress in al
ongoing manner. Once the leadiness Review is completed and the findings preged to the
Selected Offeror(s) by OLTL/PDA/ODP, the Selected Beror(s) will prepare a corrective
action plan (“CAP”) and address all outstanding isses identified during the Readines:
Review prior to providing VF/EA FMS effective July 1, 2012. During theamplementation

Section lI-3, 1, IV-3, 21, Page 1
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of the CAP, the Selected Offeror(s) will have regal status meetings with the
OLTL/PDA/ODP Readiness Review Team. These meetingsuld occur either face«to-face
or via conference call. TheVF/EA FMS Organization Readiness Review is not a pe task.

In advance of the transition of common law emple, PPLshall participate in the VF/EA FM
Organization Readiness Review (“Readiness Revigwdgess which will be conducted by 1
OLTL/PDA/ODP.PPL understandhe purpose of the Readiness Review is to asses
document the status of the Selected Offeroeadiness with respect to meet the requirern
outlined in the RFA and AgreemePPL understands and agrees thatilitnot be permitted t
begin serving OLTL/PDA/ODP waiver participantit does not show acceptable evidenc
readiness relative to each requirement during thELOPDA/ODP-conducted Readine
Review. PPL willprovide detailed descriptions of hwe will comply with the current VF/E/
FMS Bulletin 00-0814 and Agreement requments during an onsite visit wi
OLTL/PDA/ODP staff.PPL understands théhe Readiness Review must inclt

a. Timeframe for preparing enroliment and employnpackets and distributing them to n

and current individuals and representatives whblvedome common law employe

b. Current database modification to meet all rexjugnts of this RFA and the Agreem

c. Staff recruitment and training process and fines

d. Modifications to a current call cent

e. Modification to a current Websi

f. Recommended modifications to the current processed by the Commonwealth f

VF/EA FMS organization:

g. Timeframe for computer networks to be instaded teste«

h. Timeframe for Medicaid billing systems to be Iempented and test

i. Timeframe for Rporting system and reports to be tested and vatiday VF/EA FMS

organization and OLTL/PDA/ODP prior to implementat

j. Timeframe for enrolling existing common law emypérs with the Selected Offeror(s);

k. Develop a quality management systermonitor the requirements of this RFA  and

Agreement.

PPL understands th@LTL/PDA/ODP reserves the right to continue devetept of element
and forms to be used for the Readiness Review psodée date will be determined
DPW/OLTL/PDA/ODP.

Section IlI-3, 1, IV-3, 21, Page 2
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22. VF/EA FMS Organization Performance Reviewln accordance with a schedul
implemented by OLTL/PDA/ODP, the Selected Offeror(¥shall participate in a VF/EA
FMS Organization PerformanceReview (“Performance Review”) conducted b
OLTL/PDA/ODP. The purpose of the Performance Reviews to assess and docume the
Selected Offeror(s)’sability to perform as a VF/EA FMS organization in accordance with
federal, state and local rules and regulaons. Based on the results of tl Performance
Review, the following actions may be taken by OLTLPDA/ODP. The Selected Offeror(s
will be expected to provide sufficient staff to faditate the Performance Review process
Selected Offeror(s) staff will be epected to play an activaole in the Performance Review
and demonstrate progress in an ongoing manner. On the Performance Review i
completed and the findings presented to the Seled Offeror(s) by OLTL/PDA/ODP, the
Selected Offeror(s) will prepare a crrective action plan (“CAP”) and address all
outstanding issues identified during the Performane Review. During the implementation
of the CAP, the Selected Offeror(s) will hav regular status meetings with the
OLTL/PDA/ODP Performance Review Team

PPL wdcomes the opportunitto participate in an Organization Performance Re
implemented by OLTL/PDA/ODP. We value the measwaeinof our activities and a
interested in how it has enhanced the quality ofaieant’s operations Across the compan
PPLexperiences programmatic audits of provider figgsyice clems, and finance ar
compliance soye are always prepared to support requeWe are proud to report that vé
majority of these audits report zero or minimatifimgs

PPL understands th&as$f will need to be allocated to this activity atiét, should there k
findings, PPL will need to prepare a correctiveacplan (CAP). We will plan to meet wi
OLTL/PDA/ODP regularly to address progress on té¢C

Onemethod by which we may Ip DPW measure performance aqplity improvement at the
time of, or prior toan initial Organization Performance Reviis through the development
benchmarks and future targets. Below is a sanmplgram dashboard from one of PPL’s curi
programs.

Section IlI-3, 1, IV-3, 22, Page 1
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Public
PCG Partnerships

Public Focus. Proven Results.™

Sample Program - Monthly Dashboard
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PPL has developed its owobust internal audit process which is designetbtlect, evaluat
and correct all internal policies and procedurésted to the performance of financ
administration functions. We have a dedicated ir@keaudit teanwhich works with eacl
program team to conduct monthly audits on all papét and payroll processes withir
program. At the inception of a program, the progtaam must deliver a complete se
program business rules and requirements for tmegrpm o the audit team. The audit team tl
uses these guidelines to build internal audit temes| which capture paperwork and payn
information.

Each month two reports are generated: an enrollnepattfor all actively enrolled consuns
and a payroll report for all employees who haveirga payment within the last three mont
From these reports, a rasd sample set of 10 consurs and 10 employees are selected.
random sample set is entered into a variety of pagd& and payrll templates. These templat
are then delivered to program team Members to baglacting the requested audit data.
onetime paperwork (such initial enrollment paperwodgmples are randomly chosen until
entire population has been reviewedwever, random sampling continues for recurring
such as timesheets and payms

An audit sample set is delivered to the programagament team at the beginning of e
month. On the 1B of each month, the completed audit template istdulee auit team. To
ensure that audits are done accurately, the proggam must include both the comple
templates and all associated paperwork or timeshgetmation which matches the au
request. The audit team then does a full revietodh the templie and the associat
documentation. If a match is not found the progtaam is contacted and a corrective ac
plan is developed.

Section IlI-3, 1, IV-3, 22, Page 2



Commonwealth of Pennsylvania

PCG Public hi Department of Public Welfare
Partnerships Request for Application # 22-11

vendor Fiscal/Employer Agent Financial Management Services

We have found these internal audits to be extremmelyful in identifying systemic errors in o
process. With regulanternal auditing, we have been able to identifysthand provide sta
with the retraining necessary to ensure accurate operati
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23. The Selected Offeror(sinust be capable of accessing ttfollowing DPW systems

a. The Provider Reimbursement and Operations Manageent Information System
(PROMISe™), the Commonwealh’s claims processing and management informatio
system. Information is available online a
http://www.dpw.state.pa.us/provider/promise/index.hm

The PCG Public Partnershioffices (including the Harrisburg, PA officare equipped with
Internet accesand browser support (Internet Explorer 6 with-bit encryption and highe
required to access the Provider Reimbursement pedaflons Management Information Syst
(PROMISe™).

b. The Home and Communit-Based Services Information System (HCSIS), tr
information system used to maintain waiver participams’ records specific to the Attendant
Care, CommCare, Independence, OBRA, Consolidated arP/FDS waivers and the
Attendant Care Act 150 state funded program. Information is available online at
https://www.hcsis.state.pa.us/hcs-ssd/

The PCG Public Partnershioffices (including the Harrisburg, PA officare equipped with
Internet access and browser support (Internet Egp®with 12+-bit encryption and highe
required to access thome and Communi-Based Services Information Syst(HCSIS).

c. The Social Assistance Management System (SAM8)e information system used tc
maintain waiver and state funded participans’ records specific to the Aging waiver
Information is available online athttp://ww w.ltltrainingpa.org/resources/index.cfr.

The PCG Public Partnershioffices (including the Harrisburg, PA officare equipped with
Internet access and browser support (Internet Egp®with 12+-bit encryption and highe
required to access the Sodiasistance Management Systems (SAI

d. Electronic Eligibility Verification System (EVS) is the DFW’s system for verifying
Medicaid recipient eligibility. Information is available at
http://www.dpw.state.pa.us/ucmprd/groups/webconterittocuments/communication/s_00z
24.pdf .

The PCG Public Partnershioffices (including the Harrisburg, PA officare equipped with
Internet access and browser support (Internet Egp®with 12-bit ercryption and higher
required to access the Electronic Eligibility Ver#tion System (EVE

e. Additional software packages as applicabl

PPL anticipates no issuascessing standard software packages with Intanoesss.
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PPL also supports amdcommends automated electronic data interchartgesbr its enterpris
business partners and the PPL Web Portal. For drathp Portal can automatically imp
provider demographics, participant demographict@izations, budget data, and sen
information by Secure FTP, transfer across aness-tobusiness network, EDI, eb services,
and other means. Bulk transfer of provider infolioratelps streamline launching new VF/I
operations, speed enroliment of providers and aoessiand avoid mistees. This results in
less rework than with manual entry of data. PPlkcdim adapt data sources from
Commonwealth’s enterprise systems vendors, or oande its own XML specifications fc
these data files. Although not strictly require®Psuggestthis best practice can incree
operational efficiency and provide faster proceg$or the populations we ser

Workspace must meet all Commonwealth requirementsicluding, but not limited to,
hardware, Website, telecommunications, and networkonnectvity via the Commonwealth
Business Partner Network (in compliance with ITE-NET-008). Desktop computers mus
comply with Commonwealth Desktop standards to inclde Virus Protection and Security
Software.
http://www.portal.state.pa.us/portal/server.pt/gatavay/PTARGS 0 2 785 416 _0 43/|

p%3B/pubcontent.state.pa.us/publishedcontent/publig/global/files/itbs/network_itbs/net
008/itb_net008.doc

With respect to ITBNET008, PPL provisions its own voice netw@nd Internet connectivit
and is able to access the designated systemsauitiiesconnections over the InterrWe are
able to comply with accessing the Commonwealth dataork through a designated busir-
to-business partner network that is not able to the Internet, for security purposes, itresd.
Similarly, PPL itself uses a private MPLS netwaakd not the Internet, to interconnect its ¢
offices through the countr2PL provisions its own network security compliarnitéas a Cybe
Incident Response Policy & Procedure which is compatilitle the Commonwealth’s CIS
incident management steps.

PPL desktop computers run enterprise grade angigioftware. Laptops are additione
encrypted to prevent data from being comprom

The Seleted Offeror(s) must have (or show a work plan formplementation of) a
functional Website that meets the RFA requirementand meets Section 508 requirement
Section 508 refers to a statutory section in the Rabilitation Act of 1973 (found at 29
U.S.C. 8794d). Its primary purpose is to provide access tand use of federal executiv:
agencies’electronic and information technology (EIT) by individuals with disabilities.
Additional information can be found at www.section508.gov

PPL is familiar with the requirements of Sectior8% The Rehabilitation Act of 1973. PI
understands the purpose of these statutory praxassoto provide access to and use of fec
executive agencies’ electronic informatiochnology (EIT) by individuals with Disabilities
PPL is in the process of assessing the impactesktiprovisions on the development

configuration of a functional Website that meets RFA requirements and meets Section
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requirements. PPL agremsshow the Commonwealth a work plan for implemgateof a
functional Website that meets these requirem
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24.Emergency Preparedness<To support continuity of operations during an emergncy,
including a pandemic, the Commonwealth needs a stiegy for maintaining operations for
an extendedperiod of time. One part of this strategy is to engre that essential Agreement:
that provide critical business services to the Comonwealth have planned for such ai
emergency and put contingencies in place to provideeeded goods and servict

a. Descrile how the Selected Offeror(s) anticipates such aisis will impact its operations:

PPL maintains andemic Business Continuity Plan which, in conjimcwith its Critical
Service Recovery Strategy (CSRC) described in éx¢ section of this responsprovides
operational measures to conti delivery business services to the Commonwealtm evéhe
event of an extended emergency. The plan secuzesataty of PPL employees and custonr
while maintaining highest possible levels of sesvid/ith ths plan PPL expects to be able
continue to delivery acceptable service levelhalight of regional disasters, such as we:-
related emergencies, and wide area concerns, sutle 200-2010 H1IN1 pandemic, durir
which PPL had no attributed opeonal deficiencies.

b. Describe the Selected Offeror(s)’s emergency @snse continuity of operations plan
Please attach a copy of the Selected Offeror(s)’&ap, or at a minimum, summarize how the
Selected Offeror(s)’s plan addresses the followirgspecs of pandemic preparednes:

i) Employee training (describe the Selected Offerds)’s training plan, and how
frequently its plan will be shared with employees)

ii) Identified essential business functions and kegmployees (within the Selecte
Offeror(s)’s organization) necessary to carry them ou

New hires are trained in their role in the PandeBusiness Continuity Plan as part of their -
hire training, which policy requires is certified @mplete within 30 days of hire. Comp-
wide briefings ag provided periodically, and when changes are natiee plar

For security reasons, we cannot release the detumlemic Business Continuity Plan. Shc
this be of interest to DPW, we can arrange foif $tafiew the Plan. In summarypecific
responsibilities are assigned to categories of dggfending on their rol

* Business Unit Leader

* Program Management

« Facilities Manageme

* Planning Team (our Facilities, Operations, and H#s«functional tearr

e All Employees

» Executive Management Tei

e Supervisors
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And according to the code level of a pandemic,rimid by the World Health Organizatiot
monitoring of pandemics:

» Code Yellow, pandemic is moving from cour-to-country but not in the Weste
Hemisphere

» Code Orangepandemic is moving fro country-toeountry, including the Weste|
Hemisphere

» Code Redpandemic is in close proximity to PPL locati

» Code Blackpandemic event has been reported at PPL loci

For example, when Code Yellow manifests, the Exeetiieam appoints a Pander
Coordinator, verifies that all facilities are paipiating in continuity planning, and reinforc
clear lines of communication. Code Yellow actistimake it easier to move to higher code
required. Code Red response includes invoking -from-home neasures for employees; at t
time, PPL Program Managemewill begin regular communication regarding pandemiais
with the Commonwealth points of contact. During E@&lack, the Planning Team me
regularly to address issues as they arise. Theecexamples are only a representative sampl
the plan.

c. Describe the Selected Offeror(s)’s contingencygms for:

i) How the Selected Offeror(s)’s organization wilhandle staffing issues when a portiol
of key employees are incapacitated due to illns;

i) How employees in the Selected Offeror(s)’s orgezation will carry out the essential
functions if contagion control measures prevent th@ from coming to the primary
workplace.

First steps seek to prevent intensification ofalient. Offic-basedemployees have be:
provisioned with the ability to work from home wéitonnecting to PPL’s private network w
secure encryption. Protocols exist for minimiziage-to-face meetings, staggering work ho
to minimize physical interaction of employeand suspension of unnecessary travel to affe
areas.

Second to personal safety, all possible stepsafiemtto prevent service disruption. F
employees are cross trained and work load candredlacross multiple offices and even ac
state bound@es when required. PPL policy allows approval eéime for healthy PP
employees to make up for shortfalls due to illr

d. How the Selected Offeror(s)’s organization wilkommunicate with staff and suppliers
when primary communications systems aroverloaded or otherwise fail, including key
contacts, chain of communications (including suppdrs), etc.; anc
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A key to PPL’s resilience is its diversity of lomats including its Pennsylvania office, thi
Bostonbased headquarters facilitithree other full serviceperational location(Phoenix, AZ;
Glenn Allen, VA; andWestminster, CO acrosghe country, and numerous satellite offices.
pandemic plan is administered corporately, and sdethas specific procedures tailored tc
role andgeography. It establishes a m-mode communications tree (e.g. by email, home e
home phone, mobile phone, inbound teleconferendgds when outbound numbers canno
reached, etc.) with employees and subcontractardbrs to inform them of a pdemic
response and to keep lines of communication opeogderations. It designates four code:
notify employees of current the pandemic threa¢llend required response: Codes Yell
Orange, Red and Black for increasing severity phademic in ar area.

e. How and when the Selected Offeror(s)'s emergenpjan will be tested, and if the plar
will be tested by a thirdparty.

The Pandemic Plan is a component of the Criticali&es Recovery Strategy (CSRS), whicl
tested periodicallgnd in conjnction with a third partyTests are both realistic a
economically practicaPPL’s CSRS test ope and schedule varies yee
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25. The Selected Offeror(s) must develop and document a disaster recovery plan for
electronic records and files. The disaster recovery plan must meet requirementsin Section
IV.3.25 of the RFA.

Section IlI-3, 1, IV-3, 25, Page 1




Commonwealth of Pennsylvania

PCG Public hi Department of Public Welfare
Partnerships Request for Application # 22-11

vendor Fiscal/Employer Agent Financial Management Services

Section IlI-3, 1, IV-3, 25, Page 2




Commonwealth of Pennsylvania

PCG Public hi Department of Public Welfare
Partnerships Request for Application # 22-11

vendor Fiscal/Employer Agent Financial Management Services

Section IlI-3, 1, IV-3, 25, Page 3




Commonwealth of Pennsylvania

PCG Public hi Department of Public Welfare
Partnerships Request for Application # 22-11

vendor Fiscal/Employer Agent Financial Management Services

Section I1I-3, 1, IV-3, 25, Page 4



Commonwealth of Pennsylvania

PCG Public hi Department of Public Welfare
Partnerships Request for Application # 22-11

vendor Fiscal/Employer Agent Financial Management Services

Section IlI-3, 1, IV-3, 25, Page 5




Commonwealth of Pennsylvania

PCG Public hi Department of Public Welfare
Partnerships Request for Application # 22-11

vendor Fiscal/Employer Agent Financial Management Services

Section IlI-3, 1, IV-3, 25, Page 6



] Commonwealth of Pennsylvania
PCG Public Department of Public Welfare
. IIParltne_-rsh.'ps Request for Application # 22-11
e Fore Droven Recnlte. Jendor Fiscal/Employer Agent Financial Management Services

26. The Selected Offeror(s) will be responsible for other tasks or deliverables request by the
OLTL/PDA/ODP Project Manager that are not outside the scope of this RFA. All such
requests will be made in formal, written manner by the Manager. The Selected Offeror(s)
should not commence with additional work without receiving the written request.

PPL currently provides FMS services of all types to 43 programs in 21 states and the District of
Columbia. In each program, after the Agreement is awarded, PPL worked with each client to
develop business rules for each of the programs. These business rules define services, structure,
and guidelines for the program. Developing the business rules with DPW will help us confirm
that we have identified all tasks and deliverables critical to the program and ensure that we fully
understand the goals of the programs from OLTL, PDA and ODP’s perspective.

a. It is mandatory for the Selected Offeror(s) to supply monthly status reports to
OLTL/PDA/ODP that are broken down by deliverable;

After the Agreement is awarded, PPL will set up a kickoff meeting with DPW to discuss the
program launch, implementation deliverables and timelines, and business rules. After the
meeting, PPL will develop an implementation project plan for each PDS program; the
implementation project plan will include deliverables, person responsible for deliverable, and
projected timelines for completion of each deliverable. PPL will set up a separate meeting with
the appropriate Commonwealth staff to review the implementation project plan for each PDS
program, and both parties will agree on projected deliverable dates to be completed. PPL will
provide an update to DPW staff as appropriate each month or as needed, by sending the
implementation project plan that includes projected deliverable dates and completed deliverable
dates.

During the implementation phase, PPL’s program management and IT staff with work with
DPW to design the Web Portal to meet program specifications, including data that needs to be
collected and reported. PPL currently has standard reports that are provided to each client on a
monthly, or as needed basis. Standard reports include but are not limited to monthly program
growth, customer service call levels, and family friend reports that give a breakdown of services
used for the month per consumer. PPL’s Web Portal can be set up to collected program specific
data per agreement deliverable, then report on the data fields as required. Furthermore, we will
establish a monthly dashboard that will aggregate the DPW data requirements in an easy to read
format, available to all DPW approved users.

b. The Selected Offeror(s) and all subcontractors are required to complete HIPPA Privacy
and Security training and sign a Confidentiality Agreement prior to performing work;

PPL will complete HIPPA Privacy and Security training and sign a Confidentiality Agreement
prior to performing work. We adhere to stringent HIPPA guidelines for all of our business
operations, as well all programmatic work. In other programs, such as our TennCare CHOICES
program, we are required to complete HIPPA and Confidentiality training annually provided by
the Managed Care Organizations that we work with on that contract.

Section 111-3, 1, V-3, 26, Page 1



] Commonwealth of Pennsylvania
PCG Public Department of Public Welfare
. IIParltne_-rsh.'ps Request for Application # 22-11
e Fore Droven Recnlte. Jendor Fiscal/Employer Agent Financial Management Services

c. The majority of services provided by the Selected Offeror(s) will be provided during
business hours of 8:30 am and 5:00 pm EST/EDT and follow the Department of Public
Welfare’s 37.5 hour workweek.

PPL’s set business hours are 8:00 am to 5:00 pm EST Monday through Friday, excluding
holidays. However, most PPL staff work more than the 8:00 am to 5:00 pm EST business hours
to be available to assist client or program needs as they arise. In addition, PPL’s customer service
unit will be available for consumers or direct care workers to call for assistance, during the hours
defined by DPW in the Agreement. PPL staff is provided with the latest technology, so that staff
is available to be contacted via phone or email when they are out of the office, even when
traveling for work. In addition, our customer service hours will exceed DPW’s hourly
requirements during the launch process to accommodate the needs of the consumers, their
workers and case managers during the initial stressful transition of the program.

d. The Selected Offeror(s) must supply support staff dedicated to this Project;

PPL is the largest VF/EA FMS organization in the country; as such, we have the most talented
and experienced staff. All of our staff has learned to work on multiple projects, so we have
readably available staff to perform back-up duties from existing staff without having to hire and
train temporary and unskilled professional backup staff. PPL hires the best and most committed
candidates and then provides extensive training on participant directed services to each
employee. We employee significantly more staff than any other vendor, we project to have 275
FTEs before the start of this program, putting PPL in a strong position to assume all of the
planning and transitional responsibilities for the DPW program.. PPL will allot the appropriate
dedicated staff to each of the PDS programs to ensure success. We will maintain trained backup
staff to perform duties for PDS program staff in their absence. All personnel will be cross-trained
so program duties will be addressed in a timely manner during planned staff absences.

e. Prior to the implementation of the Agreement, the Selected Offeror(s) will be required to
successfully complete VF/EA FMS Readiness Review (“Readiness Review”) conducted by
OLTL/PDA/ODP. Successful completion of the Readiness Review includes preparing and
implementing a Plan of Correction based on the finding of the Review includes preparing
and implementing a Plan of Correction based on the finding of the Review and having a
current Pennsylvania-specific VF/EA FMS Procedures Manual (“Manual”) in place and
available for inspection by OLTL/PDA/ODP staff. This Manual must include procedures
and internal controls for all VF/EA FMS organization tasks and requirements included in
this RFA. The Manual must be updated by the Selected Offeror(s) annually and more
frequently, as necessary;

Prior to implementation of the Agreement, PPL will successfully complete the VF/EA FMS
Readiness Review conducted by OLTL/PDA/ODP. As a standard practice, PPL completes
Readiness Reviews during the implementation phase of all programs. In fact, we welcome the
opportunity to demonstrate to our clients how information will flow through our system.
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Although we discuss processes at length while developing the business rules, it is always
important for our clients to see it put into practice in our system.

Preparation for the Readiness Review will include developing a current Pennsylvania-specific
VF/EA FMS Procedures Manual, which will be available for inspection during the readiness
review. The VF/EA FMS Procedures Manual will include procedures and internal controls for all
VF/EA FMS organization tasks and requirements included in the RFA, which will be updated
annually or as necessary. PPL is confident we will successfully complete the Readiness Review
the first time; however, in the event that does not occur; PPL will use the Plan of Correction
provided by OLTL/PDA/ODP staff based on findings from the review to successfully complete
the Readiness Review.

f. Staff of the Selected Offeror(s) assigned to this Project must be able to work
cooperatively with DPW, PDA, and OLTL/OPD staff and their designees, including
another VF/EA organization during all phases of the Project;

PPL carefully selects each staff person that will work on a project, especially the program
manager who will be responsible for working in partnership with DPW, PDA, and OLTL/OPD
staff and their designees, including another VF/EA organization during all phases of the Project.
Our staff assigned to PDS programs will be able to coordinate with and receive direction from
designated DPW, PDA, and OLTL/ODP staff during all phases of this Project.

g. Staff of the Selected Offeror(s) assigned to this Project must be able to coordinate and
receive direction from designated DPW, PDA, and OLTL/ODP staff during all phases of
this Project;

We look forward to working for the DPW managers throughout this project. PPL carefully
selects each staff person that will work on a project, especially the program manager who will be
responsible for working in partnership with DPW, PDA, and OLTL/OPD staff and their
designees, including another VF/EA organization during all phases of the Project. Our staff
assigned to PDS programs will be able to coordinate with and receive direction from designated
DPW, PDA, and OLTL/ODP staff during all phases of this Project.

h. Staff of the Selected Offeror(s) assigned to this Project must be able to deliver work that
is not in conflict with the priorities and hardware/software choices limitation as established
by the Commonwealth, DPW and OLTL/PDA/ODP.

PPL staff is dedicated to providing effective and efficient solutions to meet program deliverables.
We understand, however, that state and local clients may have some hardware and software
limitations that are different from PPL. As such, we pledge to meet our deliverables without
interference or conflicts with priorities and hardware/software limitation as established by the
Commonwealth, DPW, and OLTL/PDA/ODP.
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A. Billing for Services Rendere(
The Selected Offeror(s) mus
1. Have written policies and procedures related to theompletion of the tasks listed below

It is PPL’s standard operating practice to maingafPolicies and Procedures (P&P) Manual
each program under management and therefore weshiéaasive experience developing
updating these manuals for all VF/EA FMS functidBach manual serves a management tool
and is incorporated into trainings for all prograpecific financial operations and custor
service staff. During the implementation phasewikecustomize our P&P manual to cre:
DPW Participant Directed Services (PDS) proc-spedfic manuals that address all unig
program requirements. The P&P Manuals will provdé¢ailed internal controls that govern
tasks related to VF/EA FMS operations for the DPBSRrograms

The P&P Manuals are available in electronic fortoall FPL staff in a shared directory on ¢
existing company computer network. The P&P documare incorporated into all traini
programs for new and existing staff, reviewed afipuand updated regularly or as changes
made in operation practices.

2. Have written internal controls, including segregaton of duties, related to the completior
of tasks listed below;

PPL has writtemnternal controls in place to monitor disbursingdaid funds, and for trackir
all transaction and balances. PPL achi segregation of duties by assigning specific f
management responsibilities to different functiceraas within our program team. Our fina
department, located in Boston, handles all aspedteasury, including approval of all ca
disbursementgrogram service billing, posting of cash receiptg] entering remittance det
into our Medicaid Billing System (MBS) and our busss management sysi for all program
accounts. In addition, our financial operatioreme principally located in Chela, is
responsible for completing and dispersing direct eeorker and vendor payroll:

An additional piece to ensuring overall programmattegrity is the continuous monitoring
operations. Over the years, PPL has developedgsinbernal monitong procedures that are
place across the company. This enables us to precidentify issues and make necess
systematic changes before issues esc

3. Determine and incorporate all OLTL/PDA/ODP program rules and requirements for
payroll and invoice payment and develop a rule-based system for billing

After PPL is awarded a contract, PPL program mameag, IT, and finance staff, as well as t
Chief Operating Officer, work in partnership witketclient to set up the implementation
and confirmprogram business ruleFinance staff will be present to assist and enswatRPL
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incorporates OLTL/PDA/ODP program rules and requeats for payroll and invoice payme
as well as to develop a rulbased system for billin

4. Receive andnaintain participant’s initial and updated Individu al Service Plans from
HCSIS or SAMS and Spending Plans from the CM/SC foOLTL and PDA only;

PPL will receive and maintain the participant’'imliand updated Individual Service Plans fr
HCIS or SAMSand Spending Plans from the CM/SC for OLTL and PIOur preference is to
receive the plans electronically, ideally throucsecure FTP file transfelAutomation of the
data exchange ensur@gerational efficiency. ntry of the datas not dependant chuman
interventionon either side. It also eliminates fpossible data entry errors associated
manually entering dataThrough a transferhe files willbe uploaded to PPL’'s Web Po. Any
changes in authorizations aedlected in the particijnt’s authorization on the Web Port:
However, if DPW wisheto transfer Indiviual Service Plans and Spendirlans in another
method, PPL will work in partnership with DPW torag upon the meth.

5. Process Medicaid claims through the Commonwealth’Provider Reimbursement and
Operations Management Information System (PROMIS™) system for Medicaid waiver
services (including payments made for qualified DCW, vendors, small unlicense
providers, and independent contractors) within 18@ays of the date o service and in
accordance with waiver partcipants ISPs and QTL/PDA/ODP and OMAP billing and
Agreement requirements;

PPL will process Medicaid claims through the CommonwealthdwiBler Reimbursement ai
Operations Management Information Sys(PROMISe™) system for Medicaid waiv
services (including payments made for qualified D&CWendors, small unlicensed provide
and independent contractors) within 180 days ofitite of service and in accordance v
waiver participants ISPs and OLTL/IA/ODP and OMAP billing and Agreement requirem..

PPL has extensive experience completing payrollcdsdhs submission for large projects t
encompass multiple programs and program populati®®d.'s ability to handle the project
payroll requiremets and claims volume on the scale anticipated eyCthmmonwealth i
unmatched among eligible Offerors. Any smalleramigation will have difficulty obtaining th
credit required to process and release payrolf poialaims reimbursemenPPL’s proprietary
Medicaid Billing System streamlis the process of submitting and reconciling claimgpen
and ensures very high firstrte claims submission payment rates. This reduee
administrative burden of claims adjudication angutemission of denieclaims, as well a
reduceghe capital requirements of carryithe denied claims balanaethe event that clairr
must be adjusted to be paid.

PPL proposes to conduct Wweekly payrol. More specifically, wgropose to operate a sg
payroll scheduleprocessing payroll for one set of programs one ', andprocessing payroll
for another set of prograntise following week This approach promoteperational efficiencie
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by distributing the workload more evenly among &lde staff resource This approach will
also permit PPL to submitriginal and correcteclaimsto PROMISe™ on weekly basis.

Despite this diligenapproac to timing payroll and claims activity, tleash flowdemands
placed on the VF/EA FM&ill still be substantial. These demands va@tiuile PPL to secure
considerable capital financing basedthe anticipatedlollar amount of projecteclaims. If
selected for award, PPL will propos detailedclaims reimbursement mechanism and sche
that meethe needs of the Commonvith while reducing theapital financing required. W
look forward to the opportunity to discuss this E@eh with DPW

6. Process Medicaid claims through PROMIS™ for the VF/EA FMS per member per
month administrative fee established by OLTL/PDA/ODP and OMAP billing
requirements;

PPL is fully prepared torpcess Medicaid claims through PROMISe™ for theBAFMS per
member per month (PMPM)Xministrative fee established by OLTL/PDA/ODP &idAP
billing requirements.

7.For ODP only, if the SelectecOfferor(s) chooses to provide VF/EA FMS for ODF
consumers funded with Base program fund:

a. The administrative fee must not exceed the DPW negilated PM/PM administrative fee;
and

b. The VF/EA will receive payment from the County MH/MR for services rendeed as
reported on the County payment file generated by PRMISe™;

For ODP onlyPPL understands that if vchoose to provide VF/EA FMS for ODP consurr
funded with Base program fur: (a.) The PMPM fee will not exceed tB&W negotiate(
PM/PM administrative feeand (b)PPL will receive payment from the County MH/MR 1
services rendered as reported on the County payfiteegenerated by PROMe™,

8. For ODP consumers enrolled in the PFDS waiver onlythe Selected Offeror(s) will
provide VF/EA FMS for services rendered that are authorizedwvith Base program funds
because the services exceed the PFDS ¢

a. The administrative fee and the process for billinghe administrative fee is outlined in
Part II- 9 Cost Submittal Section J Total Cosand Part IV-4 VF/EA Tasks Section A Billing
for Services Rendered; and

b. The VF/EA will receive payment from the County MH/MR for services rendered a:
presorted on the County payment file generated by ROMISe™.

For ODP consumers enrolled in the PFDS waiver (PPLwill provide VF/EA FMS for
services rendered that are authorized with Basgrano funds becaushe services exceed t
PFDS cap. PPL will adhere the administrative fee and the process for tg the
administrative feesoutlined in Part -9 Cost Submittal Section J Total Cost and Pa-4
VF/EA Tasks Section A Billing for Services Rende. PPLwill receive payment from th
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County MH/MR for services rendered as presortetherCounty paymet file generated b
PROMISe™,

9. Resubmit any suspended or denied claims for Medicdiwaiver services, as appropriate
within 365 days from date of service in accordanceith OLTL/PDA/ODP and OMAP
billing requirements;

PPL will resubmit any suspended cenied claims for Medicaid waiver services, as appabe
within 365 days from date of service in accordanith OLTL/PDA/ODP and OMAP billing
requirements.

PPLs proprietary Medicaid Billing Systeimeetsthe specific companion guide requirements
delivering the EDI standard electronic 837 andrémeiving the standard 835 Electro
Remittance Advice (ERA) file forma When a submitted claim is reported as denied ol
detailed 835 ERA, PPtesearces the discrepanciesprrects the claim lirs, and resubmits a
corrected 837 claim filePPL is familiar with commoreasons fodenial and fully understas
the steps required to correct denied claims. Famgte, if member information is disputed ¢
to incorrect name, Medicaid 1D, or date of birtl,LPverifies the demographics by contacting
originating source of the demographic data thaufaipdthe PPL Web Portal datiDenials due
to nonexact duplicate exception codes are another conuaose for correction and -
submission of claims.nlthis situation, PPL veies that the deniedlaim reflects no-
overlapping services rende, and resubmitthe claim per PA requirement

PPL’s program and finance stwill collaborate with program staff a@LTL/PDA/ODF
representatives to ensure that the higpossiblepercent of claims are paid on the first cle
submission cycle. Thisllows for more effective management of the coroecand
resubmission process.

10. Process Medicaid claims fr services rendered not to exceed the negotiated @for
established waiver service rate(s

During program launch, PPL will confirm all applida HCBS waiver and state funded progt
rates with DPW. PPL will embed these rates, as agany applicable unit/hour/dollar limits
pay controls in the PPL Web Portal. These payrotmivill autonatically prevent payment «
rates that exceed claims limits, as well as indigldbudget amounts. PPLfully prepared to
accommodate regional rate lin, as well as individual provider rate lirr, where applicable.

11. For ODP, process Medicaid claims for services renderaubt to exceed the establishe
wage ranges or service rate range

During program launch, PPL will confirm all applida ODP waiver program rates with DP\
PPL will embed these rates, as well as aniicable unit/hour/dollar limits as pay controls
the PPL Web Portal. These pay controls will autiocally prevent payment of rates that exc
claims limits, as well as individual budget amoun®PL is fully prepared to accommod
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regional rate lints, as well as individual provider wage rangeseovise ranges, whel
applicable.

12.Ensure that billing records support the amounts reprted on claims that are submitted
electronically through PROMISe™;

PPL will use its proprietary Web Portal teclogy to easure that billing records support 1
amounts reported on claims that are submittedreleically through PROMISeT™

13.Have billing records that contain sufficient and curent waiver participant and service
information;

PPL will use its proprietary Web Portal technoldag'maintainbilling records that contai
sufficient and current waiver participant and seevinformatiol, including participant an
provider demographic information and payment histFor each timeslet or invoice
submitted to PPL, whether via paper, -based timesheet, or invoice, the Web Portal stm
electronic copy (which also has a unique identgymumber) that provides full detail, includi
the dates services were performed, the servpe, payment amount and the service plan ag
which the request was paith addition, another electronic record is storethwi full detail or
the payment, including the day the payment wasssund whether the payment was a pi
check or electrogifile transmission. Timesheets and invoices thatested against the budj
allocation and program rules and do not pass arpaid; they are stored in a pending jour!
Therefore, only services for which the provideryaee type, date, rate or its, total, and any
other requirements fall within ttparticipant’'s ISP or Service Plamy be paid. If a clair
exceedshe authorized amount and cannot be approved foneat, our financial manageme
system stores the data in a denied journal. Tlegrated capacities of tiRPLWeb Portal
provide PPL with the capacity to maintain timesteet invoice data regardless of the ste
This allows for a comprehensive rec-keeping system that can be used to readily comjity
audit requests and othieiquires on claims paid to employe

14.For OLTL only, have a process fordetermining whena participant is admitted to a
nursing facility or hospital and the length of stay

For OLTL only, PPL willcollaborate with OLTL representativesestablista process for
determining when a participant is admitted to asimg facility or hospital and the length of st
The process will identify who is responsible fooyiding notice of admission, and length
stay, as well followdp steps if needed. liddition, PPL’'s Web Portakechnology include
reporting capability thawill allow OLTL to view gaps in payment f¢6fCBS. Tlese gaps will
alert OLTLto investigate the reason for the gap in ser For example, in WV, PPL genera
reports entitled “30 days without paid service” db@d0 days without paid service”. The
reports are important tools in monitoring participhealth and safety and preventing fr:

15.Have a process for reconcilig hours of services billed and paid;
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PPL has well established policies, procedures,mtednal controlsor reconciling hours ¢
services billed and paidOur Web Portal technology and reporting capédsliwill make this
data readily available for DI to review on deman

16.Have a process for billing the common law employetlirectly for services provided not
in accordance with the individual's approved ISP orwhen any established service limit i
exceeded;

During program launch, PPL will collaborate with WRo develop an acceptalprocess for
billing the common law employer directly for seregcprovided not in accordance with
individual’s approved ISP or when any establishegtise limit is exceede.

As a standard practicePP’s Web Portal technolocis set up to prevent payment in exces
the individual's approved ISP and all applicablevge limits. When timesheet or invoice lin
exceed these limits they are move@ “pending” status sthat the overage can be resear;,
and the authorizatiocorrectei in order to allow payment, or denied as ne..

As mentioned in previous sections, Fs e-Timesheet technologyan be configured to hanc
timesheets with overage$vhen a DCW submi hours worked information vie-Timesheet,
s/he receives instant notification regarding thiétglto pay said timeshe¢ If a timesheet has an
overage or any other pendireason, the Web Portal can be configured toy the CM/SM,
allowing for timelyadjustment:

In the event that a service plan cannot be adjustet proposes the following solut. PPL
will:

Allow entry of theentiretimesheet as submitted by the DCW;

Calculate applicable tax and fees on the entire timesheet as subn;

Withhold applicable taxes and fees from the paymentaltiee DCW

Pay the DCW only the amount supported by the buagetservice limits, less applical
taxes and fees;

Identify the dollar amount of underpayment for segs in excess of the budget as “le
paid by participant” on the check stub/remittandeiee provided to the DCV

NS S

o

Upon receipt of the check stub, including amidue payable by participanhe DCW will be
responsible for collecting that amount from the omon law employe

This approach wilensure that the proper tax withholding amountsaleulated, processed, a
deposited, and wiknsure that the participant stays withinbudget and Spending P. PPL
currently manages a similar process for progranmthar states i« it has been shown to be
proven methodology for service plan manager PPL isopen to discussing the option
billing the common law employer directly for seregcprovided.

17.Have a process for monitoring and billing the FUTASUTA paid for each DCW and
when applicable thresholds are met reduce the rateilled to PROMISe™;

Section 1I-3, 1, IV-4, A, Page 6



. Commonwealth of Pennsylvania

PCG Public Department of Public Welfare
Partnerships Request for Application # 22-11

vendor Fiscal/Employer Agent Financial Management Services

PPL has current payroll processes that will be tisetkvelop into a unique process for F
programs to monitor and bill the FUTA/SUTA paid fach direct care workeThe tax team
will research all applicable federal and state t&tipns on FUTA/SUTA requiremer before the
program go live. During the implementation, the tagulations regarding the Commonwe:
and federagovernment will be entered into our pay system to withhold the correct amount
FUTA/SUTA as required. This system will keep tratlall taxes withheld and paid on bet

of the common law employer and the direct care @orlPPL’s will monitor the payroll proce
to ensure that correct conon law employer taxes and direct care worker taxesvithhelc
from paychecks and paid to the appropriate desjgmeether it is the IRS or tt
Commonwealth.

18.For ODP only, pay overtime in accordance with ODP 1ad PA Department of Labor and
Industry Policy; and

For ODP only, PPL wilpay overtime in accordance with ODP and PA DepartragLabor anc
Industry Policy. Compliance with federal labor wage and hour rudes fundamental aspect
PPL’spayroll processing syste. We have well established policipspcedure, and internal
controls to pay workers in compliance with fedenadl state wage and hour rules for regular
overtime pay.Our experience has taught us that in additionderi@ and state regulationach
PDSprogram has specific wage and hlimits and rules regardingvertime pay During
program launch, PPL will configure its Web Portdtinology to enforce these rules and lir

Beyond the programs administered by ODP, PPL’s Ra@teal technoloy can support limiting
service authorizations to 40 hours per week, autale and pay overtime wages wh
applicable.In the event that DPW is operating undercurrenthome care companionst
exemption of the Fair Labor Standards /PPL assumes that DPWawareof the Notice of
Proposed Rulemakinigsued by thiUS Department of Labor that passed, wi narrowly
restrict the definition o€ompanionship services. PPL is fully preparedoitaborate with DPW
to ensure compliance with these revised regulaifgressed.For moreinformationon these
proposed changeglease refer t: http://www.dol.gov/whd/flsa/CompanionshipNPRM.|

19.Have a process for reimbursing the Commonwealth foany funds remaining in the
separate bank account and managing participant direted funds at the end of the stat
fiscal year.

PPL will establish policies, procedures and inteooatrolsfor reimbursing the Commonweal
for any funds remaining in the separate bank adcamth managing participant directed fund
the end of the state fiscal ye:PPL will refund the Commonwdal for the ove-collection of
any common law employer taxes, as well as refuadCtimmonwealth for any residual balal
in participant directed funds.
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B. Managing Public Funds
The Selected Offeror(s) mus
1. Have written policies and procedures related to theompletion of the tasks listed belov

PPL will prepare and maintainPennsylvaniapecific VF/EA FMS Organization Procedu
Manual. PPL will submit the Manual to the Commoaitle during the VF/EA FM¢
Organization Readiness Review. Thanual will serveas a management tool awill be
incorporated intdrainings for allmanagers and staff assigned to this pr.

2. Have written internal controls, including segregation é duties, related to the completior
of the tasks listed below;

PPL has internal controls documented and in placedanitordisbursing Medicaid func and
for tracking all transaction and balant PPL achieves segregation of duties by assig
specific fund management responsibilities to dé@fgrfunctional areas within our program tea
Our finance departmenbcated in Bostorhandles all aspects teasury, including approval «
all cash disbursements, program serbilling, posting of cash receiptand entering remittan
detail into our Medicaidilling System (MBS) andw business management sys for all
program accounts. U financal operations team, principallgcated in Chelse MA is
responsible for completing and dispersing direct eeorker and vendor payroll:

An additional piece to ensuring overall programmattegrity is the continuous monitoring
operations. Ovelhe years, PPL has developed strong internal mamgt@rocedures that are
place across the company. This enables us to precidentify issues and make necess
systematic changes before issues esc PPLhas an internal transaction compliai
department thgterforms routine audi on programs and transactidosensure compliance wi
the PPL P&P’s.

3. Establish and maintain an accounting and informton system for receiving anc
disbursing Medicaid funds and for tracking all transaction and balances

PPL will establish and maintain an accounting and informagigstem for receiving ar
disbursing Medicaid funds and for tracking all saction and balancusing the PPL We
Portal. Data are stored der each participant’s unique -assigned ID number. The syst
automatically calculates arnichcks all payments made on behalf of treeticipan. The
remaining fund balance and each expenditure @are availabldor viewingc. No two consumer
funding allocations armtermingled in our system. PPL ensurest Medicaid funds in th
accounts arappropriately deducted to illustrate expenditurade on behalf of the consur
enrolled in the PDS DP\Wrograns. This secure expenditure entry feature can beranogned tc
accommodate different levels of budget accessil{iitom creation to look up features) w
role-based hierarchy of access. The PPL Web Portalsessa centralized information dock ¢
is anefficient and secure mechanism DPW and PP staff, as well as consumy, to monitor
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and track the entry of HCB&pendituresAll individual transactions are recorded in payroll
ledger entry, which providess audit trail of disbursements. Our fimdal management syste
can then produce detailed reports on paymrdisbursedat an individual or aggregate le\
PPL reconcileproject billings and remittances against paymesgsged on behalf of tt
consumer. Remittances aetered into PPL’claimsmanagement system to tre
reimbursemendf funds against funds that have been disbu

4. Establish a bank account for the purposes of retving payment of the per membe|
monthly administrative fee;

PPL has an establishedmmercial checkir account for receiving administrati fees, separate
from the commercial checking account used to tretrsrvice paymer. PPL records per
member per montadministrative fee in our corporate accounting systeand reconciles
payments received by théemnt.

5. Establish a separate bank account for the purpes of managing participant directec
funds into which all payments received from Medical and the State must be immediatel
deposited andmust submit to the OLTL/PDA/ODP written evidence that the benk has
established said account as set forth below. The YA FMS organization must complete
all forms as specified by the OLTL/PDA/ODP and thébank to establish electronic func
transfers from Medicaid and the State to the bank ecount.
a. Prohibit the withdr awal of funds except for payment for services prodied to the
consumer including all taxes, insurances, and feeand
b. Maintain, to the extent legally permissible, in a ranner that prevents creditors of
the VF/EA FMS organization liability or for any oth er purpose, except as provide:
under this RFA,;

PPL maintains pagsirough payment funds in separate commercial chgakecours.
Separate checking accounts are established fprogramservice funds under manageme
Financial management personnel are responsibtédoongoing update and surveillance
internal controls relevant to the checking accouWithin the finance department, duties
separated to ensure accuracy ancsparency in our accounting practicdsifferent employee
enter,review and post entries to the financial managersgstens. PPLwill ensure that funds
deposited by the state in tB®W PDS program account will only be used for paying pay
for the DCW of the commolaw employe under agreement with DP\V&Nc related federal,
state and local tasesponsibilities.PPL will not use the payroll payment fui deposited by the
stateto secure a loan, guara a debt or support arother obligation of the firnm

If PPL is selected foaward, we will establish a separate bank accourth®purpose ¢
managing participant directed funds. PPL will sithmmitten evidence to OLTL/PDA/ODP (
the established separate bank account.will then complete all forms as specified by
OLTL/PDA/ODP and the bank to establish electroniod transfers to the participant direc
funds bank account.
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6. Any bank charges (i.e., stop payment fees) musbsorbed by the VF/EA and not reduce
the balance of the bank accoun

All fees associated with programs specific banloaats are billed directly to PPL
administrative account. PPL understands that tfee=se including, but not limited to st
paymentselectronic payment transmiss fees, fraud protection servicks, and imaging
services feesare costs of doing business and PPL will abduebe fee and not reduce tr
balance of the bank account.

7. Ensure that funds deposited into the bank accodrare not used by the VF/EA FMS
organization or by any other agent or third party to satisfy, temporarily or otherwise, any
VF/EA FMS organization liability or for any other p urpose, except as provided under thi
RFA,

PPL will not use the payroll payment ful deposited by the state fpurposes other than f
payment for services provided to the consumer tdiolyall taxes, insurances, and 1.

8. Maintain a report on bank account activity in accordance with the reporting
requirements established by the Commonwealth. Thesequirements should include
monthly reporting of bank account activity, including a summary of the month’s bank
activity, reconciliation of the bank balance to theGeneral Ledger, and reconciliation of any
amounts advanced from DPW; an

PPL will maintain a reporn bank activity in accordance with reporting reguoients
established by the Commonwealth, including montéporting on bank account activity
summary of the month’s bank activity, reconciliatiof the bank balance to the General Led
and recondiation of any amounts advanced from DIPPL maintains detailed Payroll Ledg
entries on all transactions and our banking papnevides us with full online access to trz
check statuszonfirm transmissior, and retrieve statemen®PL maintains images of cast
paper checks on CBOM for future use Reconciliation responsibilities are assigned tta#
person within the finance department who is noéntise responsible for disbursing payroll
payments of program invoices treate a separation of duties.

9. Do not comingle other funds with funds in the separate banlaccount

PPL will not comingle funds deposited by the state intc PDS Programpayroll payment
accountwith funds received for other purpo.

Section IlI-3, 1, IV-4, B, Page 3



Commonwealth of Pennsylva

PCG Public hi Department of PubliWelfare
Partnerships Request for Applicatic # 22-11

vendor Fiscal/Employer Agent Financial Managemesige:

C. Receiving Federal and State Authority to Act as VF/EA FMS Organization
The Selected Offeror(s) mus
1. Have written policies and procedures related tthe completion of the task listed below;

PPL has approved, written policies and procedwetaded to the completion of all VF/EA Fi
tasks including those listed below. Upon awardwikecustomize our Policy and Proceds
manual specific to the DPWarticipan-Directed Services (PDS) Prograntach manual serves
as atraining and management tool, as well as a refergnae for each prograt

2. Have written internal controls, including segre@tion of duties, related to thccompletion
of the tasks listed below;

PPL hasapproved, written internal controls related to ¢benpletion of all VF/EA FMS task
including those listed below. Upon award, we wilstomize our written internal controls
meet the specifications tie DPWPDS Programsncluding documentation che segregation
of duties, which complies with all requireme. Specifically, with regard to Federal and St
compliance, PPL has internal controls documenteldraplace foireceiving the proper Fedel
and State Authority to act as a VF/EA FMS Orgation including aRegistratiorTeam, a
dedicated subgroup within our Financial OperatiGester comprised of subj-area experts
who ensureompliance with these dut.

3. Apply for (through the completion and submissiorof the IRS Form S&4

Application for Employer Identification Number) and obtain a sgarate Federal Employer
Identification Number (EIN) for the sole purpose o'purpose of filing and paying federal
employment taxes and insurances ar other required IRS forms on behalf of common lan
employers it represents asgent. (Note: the VF/EA FMS organization may alreag have a
separateFederal EIN and should be able to demonstrate that is separate and distinc
from the organization’s corporate Federal EIN)

PPL’s FEIN, 20-2040173, issedfor the sole purpose of filing and paying federalpéboyment
taxes, insurances and other required IRS formsebalbof common law employers that
represent as agenthis is separate and distinct frcour corporate Federal EIT

4. Maintain a copy ofthe completed IRS Form S-4, separate FEIN and relate
correspondence with RS in the VF/EA FMS organization’s file;

A copy of the separate FEIN and related correspaoceleiith the IRS is maintained on file
PPL.

5. Apply for (through the completionand submission of the IRS Form S-4, Application for
Employer Identification Numbe), and obtain a FederalEmployer Identification Number
(EIN) for each newly enrolled common lavemployer it represents as employer ager
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PPL includesan IRS Form S-4, Application for Employer Identification Numt, in each
enroliment packet. Once individual consumer infdforahas been received and entered intc
financial management system, PPL’'s Web P generates prpepulated tax forms for eau
common law emplger. The common law employ will receivethese tax forms as part of t
enrollment packet and must s and submit them to PPL for processing.

Upon receiving the completed enrollment packetyerdy thatIRS Form S&-4 has been signed
and dated by theommon lav employer in the appropriate section. We track thgesof
completion of each form in ttWeb Portal’ssmployer documentation checklist. If any data
missing from the S&; a customer service center specialist logs theeimto the Web Ptal
through the generation of a support ticket. Thik twgger an outbound call to ttcommon law
employerto obtain the required information. Customer sexdtso makes follo-up calls to
request paperwork that has not been received afypiafter ¢ two week period or ~required, to
ensure paperwork is complete prior to the requsesgticestartdate for an individual consume
PPL obtains the FEIN frotine IRS, with newly received FEINBacked and stort

electronically in our software syste

As part of our internal controls and segregatiodutfes,PPL operates Binancial Operation
Center which processes all documentation requireth&VF/EA FMS program that we
manageEach employment packet is initially reviewed bynancial operédons specialist for
completeness and accuracy. The Web Portal traeksuitient status of each tax form, includ
Form SS4, along with any necessary changes needed todocuracies or add missing iter
Once all documentation is complete and app! has been received from the IRS to be Ager
the Employer, an individualonsume is flagged as “Good to Serve” in the Web Portake
payment processing rules established in the softagstem prevent payments from being nr
on behalf of an individuatonsume if this designation has not been ma

6. Maintain a copy of the completed IRS Form S-4 and Notice of FEIN in eac common
law employer’s file;

A copy of the completed IRS Form -4 and Notice of FEIN is retained in a secure lazain
our Financial Operations Center in each commonemployer’s folder, and FEIN numbers i
transcribed onto all tax forms in the enrolimentksd that require tim.

PPL also offeran electronic document management system proveresb the needs «
programs currentlynder our managemethat can be used to maintain a copy of th-4 and
Notice of FEIN for each common law emplo. This system allows us to fficiently and
effectively manage the tax forms and other progdacuments often required by Federal, s
and local tax and labor departme Our Customer Service Center staff use this funatibnto
quickly access@ount documentation, further encingthe overall experience for consum
and providers. Our Financi@lperations Center can efficiently compile recorsrisure that a
contractual obligations are met and that auditirequents are satisfie PPL’s state of the a
system providean overall cost effective and time saving apprdaattocument manageme
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Our document management system is hosted on aessewver ensuring the safety of pul
health information and othepnsume demographic dataOnly designated PPL employees
client -approved individuals are capable of accessingstrstem The information stored on tf
server is routinely backed up by our IT infrastiretensuring continuity of service a
protecting agast loss of information due to unforeseen natavants In summary, not only i
our system well-documentgebut it also provides the sense of security yoedrte ensure that ¢
records are safe and protec Depending on the needs of the programwill work with the
state to assess how this teal be configuredo maintain and access completed tax ft.

7. Apply for IRS agent authorization by completingand submitting an IRS Form
2678,Employer/Payer Appointment of Age to the IRS per IRS Forminstructions for each
common law employer it represents as agel

PPL completethe IRS Form 267, Employer/ Payer Appoint of Ageirt such a way that allow
us to utilize our agent EIN for econsumers, alleviatindpem of their individual filinc
requirements. We includen IRS Form 2678 in each enroliment packet. Cindividual
consumer information iseceivedand enterehto our financial management system,-
populated tax formare generated for each commaw employer. Theommon law employ:
receives these tax forms as part of the enrollrpacket and must sicanc submit them to PPL.

Upon receiving completed enrollment packets, PRifige that Form 2678 has been signed
dated by theommon law emjoyerin the appropriate section. PPL tracks the stag
completion of each form in the Web Portal, in employer @cumentatiorchecklist. If any data
is missing from this forma Customer Service Center specialist logs theeis®o the Wel
Portal thraugh the generation of a Support Ticket. This wijder an outbound call to tt
common law employetio obtain the required information. Customer Sexatso makes follo-
up calls to request paperwork that has not beezived, typically after a two wk period, or as
required to ensure paperwork is complete prioh&required service initiation date for
individual consumer.

An individual consumeis not flagged in thsystem as “Good to Sefvig any section of the
Form 2678 is not completBPL will not make payments on behalf cconsume until a
completed IRS Form 2678 is on file for icommon law employer that will be used by
consumefor the program and written authorization from IR& for PPL to be Agent of tt
Employer has beereceived.

Once the properly completed Form 2678 is recei?®&l, attaches an “Agent Request Lette
and submits the IRS Form 2678 and “Agent Requeet’d@o the IRS Service Center
Cincinnati, OH.

8. Maintain a copy of the completed IRS Forn2678 in each common la employer’s file;
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A copy of the completed IRS Form 2678 isained in a secure location in our Finan
Operations Centen each common law employer’s foli or electronically through ot
Document Management capabilities in theb Portal.

9. Receive written agent authorization from the IRShrough the receipt of ar
IRS LTR 1997C, Notice of Appointmer, for each common law employer represents as
agent;

When received from theommon lav employer, PPL submithe complete IRS Form 2678
with an “Agent Request Letter” to the IRS Servianr in Cincinnati, OH. Normal processi
of IRS Form 2678 and Agent Request Letterss approximately 3@&0 days, at which point t
IRS sends written confirmation to PPL via IRS LT887C.

10. Maintain the IRS LTR 1997C,Notice of Appointmentn each common lav employer’s
file;

A copy of IRS LTR 1997CNotice of Appointme, is retained in a secure location in
Financial Operations Center in each common law eyapls folde or electronically through ot
Document Management capabilities in the Web F.

11. Execute and submit an IRS Form 882:Tax Information Authorizatior with each
common law employer it represents as agel

PPL includes an IRS Form 8¢, Tax Information Authorizatignn each enrollment packe
Once individual consuménformationis received and enter@&ato our financial manageme
system, prggopulated tax formare generated for each common law empl. The common law
employerreceives these tax forms as part of the enrollpacket and must sicand submit
them to PPL.

Upon receiving completed enrollment packets, PRifige that Form 8821 has been signed
dated by theommon law employ: in the appropriate section. PBacks the stage «
completion of each form in the Web Portal. If amyadare missing from Form 8821, a Custo
Service Center specialist logs the issue into tled Wortal by generating a Support Ticket. 1
will trigger an outbound call to trcommon law employeo obtain the required informatio
Customer Service also makes fol-up calls to request paperwork that has not beexnved,
typically after a two week period, or as requirechsure paperwork is complete prior to
required servicenitiation date for consumer.

A consumeis not flagged in the PPL Web Portal as “Good tv&Eif any section of the Fon
8821 is not complete. PPL will t make payments on behalf of a consuuntil a completed
IRS Form 8821 is on file for ttcommon law employehat will be used by thconsumer for the
program. Once properly completed, PPL submits IBI®1FB821 to the IRS Service Centel
Memphis, TN.

Section llI-3, 1, IV-4, C, Page 4



Commonwealth of Pennsylva

PCG Public hi Department of PubliWelfare
Partnerships Request for Applicatic # 22-11

vendor Fiscal/Employer Agent Financial Managemesige:

12. Maintain a copy of the executed Form 8821 in e common law employe’s file;

A copy d the executed IRS Form 8821 isained in a secure location in our Finani
Operations Centen each common law employer’s foli or electronically through ot
Document Management capabilities in the Web P

13. Renew the executed IRS Forms 88:with common law employers on periodic basis
per Form instructions;

We will renew the executed IRS Forms 8821 with camriaw employers on a periodic ba
per Form instructions. THRPLWeb Portal Employer Checklist tracks the effectieges foi
Form 821, allowing us to monitor and process renewakslwvance of the Form’s end d for
each individual common law emplo.

14. Maintain a copy of any IRS Form 8821 renewalsiieach common lav employer’s file;

A copy of any renewals of the IRS Fo8821 is redined in a secure location in our Finan
Operations Centen each common law employer’s folior electronically through ot
Document Management capabilities in the Web F.

15. Obtain a signed PA Department of Labor and Indatry Form PA UC-884,
Unemployment Power of Attorncfrom each common law employer itepresents as agen
and file with the PA-100,PA Enterprise Registration Forr when registering a waiver
participant or representative as the commo law employer for state unemploymnt
insurance filing and depositing purposes per PA Department of Labor and Industry, Gfice
of UC Tax instructions;

PPL will include the PA U@84 Unemployment Power of Attorn&yrm in each enrollmer
packet. Oncéndividual consumeinformation is received and entenedo our financial
management system, ppepulated tax formare generated for each common law empl. The
common law employeteceives these tax forms as part of the enrollipacket and must si¢
and submit them to PPL.

Upon reeiving completed enrollment packets, PPL verifiedthe PA U(-884 has been signed
and dated by theommon law employ:in the appropriate section. PPL tracks the stag
completion of each form in the Web Portal. If amyadare missing frothe PA U(-884, a
Customer Service Center specialist logs the issioethe Web Portal by generating a Sup
Ticket. This will trigger an outbound call to tcommon law employeto obtain the require
information. Customer Service also makes fo-up calls to equest paperwork that has not b
received, typically after a two week period, oreguired to ensure paperwork is complete
to the required service initiation date fcconsumer.

A consumeis not flagged in the PPL Web Portal as “Good trve” if any section of thPA
UC-884is not complete. PPL will t make payments on behalf of a consuuntil a completed
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PA UC-884 is on file for theommon law employ: that will be used by thconsumer for the
program.

Once properly completedye will file the PA UC-884 with the PA-10®A Enterprise
Registration Fornwhen registering a waiver participant or represérgas the common law employ
for state unemployment insurance filing and depasipurposes per PA Department of Labor
Industry, Office of UC Tax instructions

16. Maintain a copy of the executed PA U-884 in each common law employrs file;

A copy of the executed PA L-884 is redined in a secure location in our Financial Operet
Centerin each common law employer’s foli electronically through our Docume
Management capabilities in the Web Pot

17. When a common law employer ceases using the Y& FMS organization for any
reason, the Selected Offeror(s) must revoke the PBC-884 by executinia PA Form UC-
2B, PA UC-Employer’s Report of Employment and Business Cha;

Upon notification that a common law employer wilase using PPL as the VF/EA FI
organization for any reason, we will revoke the B8-884 by executing a PA Form |-2B, PA
UC-Employer’'s Report of Employment and Business Chz

18. When a common law employer ceases using the Y& FMS organization for any
reason, the Selected Offeror(s) must maintain a cgpf the PA Form UC-2B and all
communications in each common law emplcer’s file.

PPLwill maintain a copy of the PA Form L-2B and all related communications in ei
common law employer’s filer electronically througthe Document Management capabilities
the Web Portal whehe or she ceases using PPL as the VF/EA FMS orgjami for the
required perioaf six years after becoming fully inactive or urikie disposition of coul
hearings, audits and appeals are comp

Section lll-3, 1, IV-4, C, Page 6



Commonwealth of Pennsylvania

PCG Public hi Department of Public Welfare
bublic ¥ PP arf{n(-_:trsm Ips Request for Application # 22-11
ublic Focus. Proven Results. Jendor F|$aI/Employer Agmt FInanCIa] Managennent ww ces

D. Providing Customer Servict

The Selected Offeror(s) mus

1. Have written policies and procedures related tthe completion of the tasks listed belov

PPL has approved, writtgrolicies and procedures related to enrolling preksdncluding the
completion of the tasks listed below. Upon award,will customize our Policy and Procedu
manual to create onepecific to theParticipant Direct Services (PDS) programs thatly
with all contract requirements. Each manual serves as anfgaand management tool, as well
a reference guide for each progre

PPL operates a Customer Service Center locatedddarix, Arizona that currently sponds to
over 70,000 callper month. Calls are processed by our industryiggecall center technolog,
which features an extremely robust answering sera strategicouting system, anskills-
basedautomatic call distribution optio (see below).

PPL State ofthe-Art Customer Service Call Center Capabilitie:

nteraction Management

Participants & Providers 1ent _mail | Fax Task

2. Must have written internal controls, including sgregation of duties, related to the
completion of the tasks listed belov
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We have approved, written internal controls reldtethe completion of all enroliment tas
including those listed below. Upon award, we wilstomize our written internal controls
meet the specifications of tlPDS programs, including documentatmfithe segregation «
duties, whichwill comply with all contract requiremer.

3. Implement customer service policies and procedas that reflect the principals of sel
determination;

Training is provided extensively within the PPL angatior to ensure tasks are comple
correctly and timelyOur Customer Service Center representatives grecservice exclusively
participants in selllirected programs, whicthare many policies and procedt. Our staff will
begin its work with Pennsylvea DPW with the following competencies already dsthbd:
» A working understanding of the principles of «determination and an insidel
understanding of the culture and networks thatasugteople with disabilities
» An understanding of the princiis of cultural competence as it relates to indivislwath
disabilities seeking a sedetermined life;
» An understanding of the principles of customer menand the skill and ability to wo
with all stakeholders on a variety of issues, [sahple anrcomplex;
= A strong knowledge base of F/EA processes, inctpdmrollment processes, establistk
EIN status for member/employers or their represamts, tax withholding requiremen
for direct care workers and all payroll processiaguirement:
= Deep experienceith fiscal management services and our financ@ahagement syste

At PPL weunderstand that there is no disabling conditiotheparticipantthat should result in
PPL’s inability to perform its tasks and that, iidawhen appropriatindividuals other than th
member/common lawmployer may be designated as an authorized repiatise. PPL commit
to the following:

= We assume that thgarticipantand/or authorized representative serving as theram
law employer is responsible foirecting the work of their direct care workers dahdt
our job is to support the member and/or authoriepdesentative with his or h
responsibilities.

» We recognize that another designated individual acyas an authorized representa
of the employer.

4. Implement customer service policies and procedas that are culturally sensitive in
business practices in order to communicate effecty with a diverse population of
participants of all ages and with a variety of chraic conditions;

CustomeiService Center staff members treat all callers @igmity and respect. No oth
treatment standard is acceptable. In many callecendlirect care worker performance
measured by the length of time they are on a galtder to minimize costs. PPLecifically
does not do this to ensure our customer servicaass feel empowered to spend the time
the phone that is required to ensure that thertaleeds are satisfie
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We have also made a significant business commitioestatistically meering the quality
quotient of our representativ calls. Last year PPL management listened to o@&6call
interactions with its customers and scored eachooree comprehensive list of more than 35
attributes. Each attribute has specific paramebaisguide whether the representative met
lofty standards. Customer ServRepresentativeeceive one of two scores on each compl
monitor: either they were perfect in every fiof a call, or they need improvem. Cataloged
data on each attribute allows supervision to caheltpattern of opportunity unique to e
representative. We believe this approach demdastthe highest quality standard applied in
industry today.

In addition:

= All our Customer Service Specialists recognizedient and/or authorized represental
as the person in char

= Our rules regarding caller identification and imf@tion available to callers other th
the client and/or authorized representative atedtelearly in our Policies ar
Procedures.

= Qur specialists operate with clear guidance abdwat i in charge ar the authority of
the client and/or authorized representa

5. Implement and maintain mandatory staffing of thetoll-free telephone system for ai
eight hour period between the hours of 8:30 ar—5:00 pm EST/EDT, Monday through
Friday, except on state ad federal holidays with a voicemail box activatedor after hours;

PPL will establish a tolfree number available 24/7 for the exclusive usthefPennsylvani
DPW ProgramTo address the needs of our customers, PPL stdiifated to this project w be
available Monday through Friday from 8:00AM to 8 BM EST/EDTand Saturday fror
9:00AM to 1:00PMEST/EDT. Our experience has taught us timtoday’s busyamily
environment, successfuliyeeting our customers’ needs can no longer be anocaolated withir
a traditionalbusiness hours schedulAdditionally, PPL makes timesheet status datahoost
common informatiomequeste and availabl@4/7 to providers and participants through
aubmated IVR solution. This secure telephony envitent provides specific informatic
regarding recently approved hours and the timingestt remittance for customers unable
utilize our webbased information solutiss.

6. Respond to all participant cils (inquires, issues and complaints) within one lginess day
of receipt of the call;

Calls are answered in the order in which they aceived. During peak phone traffic perio
customers have the option of utilizing PPHold My Place feature whickmanages a virtual
queuingsystem. This allows a customer to maintain thieicg@in line without remaining on ti
phone. Customers have universally praised thiamedgment allowing them the flexibility
reach a representative and still conduct thaily activities. Customers choosing to leay
voicemail outside our expanded window of senhourswill be returned the following busine
day.
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7. Have a fax;

PPL will establish a higspeed fax number which is available 24/7 for thelwestve useof the
Pennsylvania DPW PD@ograns. This fax number may be used as an alternativierofar
submitting enroliment paperwork instead of using ¥ Mail and will automatically conve
any faxed document to PDF.

8. Have an operational TTY/TDD line

All project staff are trained in cultural diversity gmaviding or facilitating the use «
interpretive/translation services through the useamguage Line Services and can communi
effectively by voice and TTY technology with clisnivho have disabties, including deaf an
the hard of hearing.

9. Have internet email capacity;

PPL provides an Eaail communication option through the PPL Web Rc The Web Portal has
a “Contact Us’page which provides the program specific phone rarrabhd fax numb: along
with a narrative box which can be used to emaitamsr service. The program specific en
address is also located on the Contact Us pageante used tc-mail from a personal accou
if the member/employer or worker prefeThe PPL CustomeBervice System routes and tra
these emails in the same way we manage phone calls digettiem to specifically traine
representatives who are practiced in handling thgue requirements o-mail interactions.
Customesservice representatives wrespond to these emails within Bdsines:hours of

receipt. PPL’s enrollment packages also list tlogram specific email addre providing e-mail
access to thoseembers who choose not to register with the Welnal.

10. Have a web site and providaccess to waiver participants and representative® tview
up-to-date information and have internal controls documeted to monitor the accuracy of
the materials included on the website and the efféeeness of the systen

PPL’s Web Portal provides an intuitive and -friendly experience that seamlessly integr:
with PPL’s dual platform financial management sgst®esigned by staff with years
experience managing complex HCBS waiprogramrequirements and implemeng large
programs, the Web Portal reflects the best of comialgoroducts and PPL’s experience w
consumer direction. PPL IT developers prioritizergasing efficiency, accuracy, and flexibil
of payment processing. The product is a customezatieractive, and intuitive system tr
requires minimal training and no additional hardsvar software by our clier. Waiver
participants and their representatives will h24/7 real-timeaccess to their information throu
Web Portal every day.

11. Havewritten internal controls to monitor the accuracy o the materials included on the
website and the effectiveness of the syste
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As part of our quality management plan, all of daliverables to our clients are checked al-
checked by project team dtédr accuracy and completeness. Procedures farglality check:
have been standardized. The nature of our opegdtsbructure insures that any work
deliverable is passed through a managing superfosguality management. In addition, P
provides training workshops for our staff on producingldy deliverables and increasi
product knowledge.

12. Have the ability to provide translation and inerpreter services (i.e., American Sign, an
services for persons with Limited English Proficiey);

We support member/employers who have hearing aeecspmpairments and are able
accommodate their needs using a variety of toa@sekample, some member/employers wis
utilize our TTY services while others prefer to cnmmicate via -mail. Our customer service
staff includes many employees who are natural Spaspeakers and are ablenteract directly
with our customers. For language needs beyondiSpdPPL provides two options. We use
commercial service, Language Line to prowtranslationservices or when language needs re
a significant density, PPL invests in recruitingldraining Customer Service Representat
fluent in that language concentration. This pcachas recently led us to add a small grou
Mandarin speakeit® the team in response to the evolving needs o€wstomers. Upon awar
PPL will work with the state to identify any langieaneeds best served through this dedic
approach.

13. Have the ability to provide materials in alterrate print (i.e., large print and Braille) and
languages other than Englisk

If needed, PPL is capable mfovidinc our materials in alternative print fparticipants with
limited sight and those whead other languag. As with our verbal language capabilities, F
has also retained the services of professionaslaian resources to accommodate uni
language needs when the density of populationtéthe use of specific language docum
including Spanish.

14.Implement and maintain a system for receiving, respnding and tracking all
communications from any source (including complairg) and maintain a log that addresse
a. Who made the call;

b. Who received the call;

c. The reason for the call;

d. Any action taken;

e. If any mandatory reporting that occurred; and

f. Final resolution.

PPL’s robust call management resources provide oeimepsive reporting and information
every phone interaction. The system’s flexibifiows us to understand our custom
experience down to the unique ' capturing every step the customer traversed inctudiho
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they talked to and how long they interacted, omevew long they were placed on hold.
addition, the system provides for digirecording of most calls praling a resource for revie
of specific transactions for both our internal Qyahssurance efforts and as a resource tc
clients. PPL’s reporting tools meet all of the ddescribed by the Pennsylvania DPW Proc
requirements, and morkive call answering rate

» Abandoned call ra

» Elapsed time for call bac

» Average time per ct

> Service Leve

Below is a sample Customer Service Center repoth®dOK CL-PASS Progral serving elders
and people with physical disabilit. Comparable reports will kieveloped for the PA DP\
Program.

ABAMDOMN VOICEMAIL AVERAGE AVERAGE SERWVICE
DATE TOTAL CALLS | VOICEMAIL HAMDLE RATE
RATE RATE QUEUE TIME | TALK TIME LEWEL
3-0ct 152 19 1.32% 12.50% EB.16% 0:01:50 C:i411 93.38%
4-Oct 134 15 1.45% 14.18% 03.28% 0:02:10 0:04:33 BB.1%%
5-Oct 155 20 0.00% 12.58% 93.08% 0:01:43 0:04:38 85.85%
B-Oct 121 11 0.00% 9.09% 95.87% 0:01:57 C:4:31 91.38%
7-0ct 178 16 1.68% B.94% 95.55% 0:01:48 0:04:03 50.80%
WEEK 745 85 0.943¢ 11.413 93.15% 0:00:50 0:04:23 92.013%

Calls are answered by representatives from a pm-specific team that has been trained bot
the general concepts of self direction as welhate specific policies and procedures uniqu
the program. The DPWrogram customer service line will be open to ahnbers affiliatec
with the program sparticipant, DCW, common law employer, CM/SC,

Our call center phoniechnologyrepresentan innovative and highly effective system t
allows for in-house cusin solutions designed to meet the unique neededdPW Progran
These developments include call management anohgostrategic reporting for analysis
customer calling patterns, and automated outboussbaging services for update :
notification purposes.

A number of key technologies we have implementegh&ure program participants rece
exceptional customer service are highlighted

» Intelligent datadirected routing viinteractive voice response (IVR to provide
program members with the ability to call into PPtisstomer service number to inqu
about common questions regarding timesheets, agdions, etc. IVR allows callers
choose to bypass an attendant and receive ansinectydfrom our @tabase. For
example: “Joe” is ®CW who wants to confirm that PPL received his timeshé&th
the IVR system, PPL recognizes Joe’s telephone euatid can quickly confirm who |
is. We can then offer him an automated menu, inctuthe option to heaimesheet
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status. At the press of a button, Joe can heamiafon confirming that his timeshe
has been received.

= Ability to providereal-time requested information via automation 24/, so that
guestions may be answered when the Customer S&leiteer is not open. Callers ¢
find out timesheet status information outside ainmal business hours. For examg
“Joe” is a DCWwho wants to confirm that is timesheet will be paichorron—but
today is a Sunday. Using our automated phone nidemucan enter a few pieces
information and find out that his timesheet hasndfedly processed and is cleared
payment without having to wait until Monday morni

» Automated outbound callinc to contact direct care workers quickly to distribuengral
information in a coseffective manner. For example: The holidays are@aghing, anc
many workers have called to confirm payroll deasifibecause they want to be abl
plan accordingly. We caquickly generate a list of all active direct carerkers’ phone
numbers, automatically call them, and leave i-recorded message confirming
payroll dates for the mon: Thisis an especially valuable service during program
transitions that require disbursing accurate information to thousands of participants and
their workersin a short time.

PPL’s call center technology highly customizable and has proven to be anlimde asset i
program communication. We have applied this samk ko othetcustomer assistance mediu
that PPL provides including:

1. Webbased informatiol

2. Internet/email communicatic

3. Translation/interpreter servic

4. Materials in alternate forma

Through the use of the PRAeb Portal, customer service representatives frdedicated
program team can provide callers with -time DPW Program information. Our staff
trained, experienced and held to high standardswkévering exceptional customer serv
including:

» Providing prompt and courteous responses to qures

= Assisting participants and workers with all asp@étenrollment into a consumer direct
program;

» Providing explanations of the documents in enrofitrgackets and employment packi
including each tax form, its purpose, and how it iné used and pcessed by PPL,;

» Providing callers, including participants and theorkers with answers to questic
about payroll, check processing status, withholdngunts, rate of pay, servicand
any questions on reports recei\

» Performing outreach to particints and their direct care workers in order to feati
completion of necessary paperwork; and supportund@and outbound calls by foll-
up correspondence to participants and their DCWuding providing informatiol
about why a payment is pendecdenied;
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» Transferring key payroll issues to the approprmtgroll expert
» Tracking and logging all calls the PPL Web Portal, monitoring issues and documer
resolutions.

A hallmark of our Customer Service Center is thput Ticket (call documentation) trackil
system in our Web Portah Support Ticket is essentially a case managenoehiind oul
method of electronically documenting all contacthwWiembers, direct ce workers, Case
Managers and Transition Coordinators. This systeutilized to track any and all service iss
and inquiries and to ensure all customer servipeegentatives follow up with tf
Member/direct care worker/Case Manager as nece<The epresentative opening the n
Support Ticket identifies the category and-category (per program requirements) that
describes the issue and records the Member antt dase worker associated with 1
communication.

The representative must repthe date the ticket was opened, whether it origoh&tom a
voicemail message, and/or whether it is an inbcautbund call or-mail. Each morning, ot
representatives immediately check voicemails froengrior night and open Support Ticket:
initiate the outbound calls. Any pertinent or specifiomnfation is also added to the o-note
section of the ticket. Once all information hasrbsaved the ticket is then assigned a unique

Our customer support representatives are ablelizeuthe Sipport Ticket function on the We
Portal to automatically assign the ticket to thprapriate staff member that is best abl
resolve the issue. Once the issue has subseqbesttyresolved the customer sen
representative will then close the ticl The date closed is automatically populated with
current date and stored on the Web Portal for PBhagement to effectively monitor all issu
exchanges, and resolutions. Further, program mamagestaff may monitor all Support Ticke
for the DPW pogram, opened or closed, including the categ@amessubcategories to which 1
calls was assigned. Such information allows uséagtively understand and address the r
common call issues.

15. Implement and maintain a system for reportingmcidents as defined by the program
office:

Either through our customer service center or Sttpfiokets via Web Portal, incidents can
easily captured and categorized by severity asieéfby OLTL and ODI

a. As defined by the OLTL in Incident Management Blletin Number 05-10-01, 51-10-01,
52-10-01, 55-10-01, 59-10%,;

PPL will implement and maintain the necessary syt reporting incidents as defined by
OLTL in Incident Management Bulletin Number-10-01, 51-10-01, 520-01, 55-10-01, 59-
10-01.

b. As defined by the ODP in Incident Management Bigtin Number 600(-04-01,
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PPL will implement and maintain the necessary sydte reporting incidents as defined by
ODP in Incident Management Bulletin Number 6-04-01

16. Respond to all waiver paticipant and representative communications of anyaurce
within one (1) business day from receipt of cal

Customer service representatives will respondltavalver participant and all other sourc
within one business day from receipt of cRecently, we’vamplemented an additional opti
for callers.Hold My Place, or virtual queuing, is a concept used to supfirst in/first out
treatment of our customer ca Generally, from the caller’s perspective, withourtual queuinc
they have three choices: wait until customer serbecomes available, leave a message tha
be returned at sometime in the future, or abantand uj) and try again later. From the c
center’s perspective, a long queue results in nagaydoned calls, repeat attempts,
customer dissatisfaction. THold My Place system allows customers to receive callb¢
instead of waiting in a call queue. It rks similarly to a “fast lane” option used at ammusat
parks, which often have long queues to ride theuarcoasters and attractions. A computer
system allows park visitors to secure their placa fvirtual queue” rather than waiting ir
physicd queue. Callers who opt to wait are still servedhieir queue order arHold My Place
callers are integrated in the same queue and wisgtréach the front of it, they are called b

17. Have and maintain a complaint and grievance predure that includes:

a. An Advisory/Grievance Committee that includes common law employers, and waiver ol
state funded program participants and representaties, and meets either in person or vi
telephone or video conference at least quarterly tdiscuss the provision f VF/EA FMS and
to evaluate any grievances filed or feedback provet by common law employers, waive
participants or representatives

b. Responding to complaints from common law employs, waiver participants or
representatives within two (2) business dss;

c. Tracking activities related to the receipt of coplaints;

d. Resolving VF/EA FMS related complaints and grieances within five (5) business days t
receipt; and

e. Providing monthly reports to OLTL/PDA/ODP outlining complaints received anc
resolutions achieved,;

PPL will maintain a complaint and grievance proceduhich will include ar
Advisory/Grievance Committee comprisia range of constituencieSonferences will occt
quarterly via telephone or video to allow programniers to discis provisions of VF/EA FM¢
and to evaluate any grievances. As stated eaaliespmplaints will be tracked, addressed
PPL representatives within one business day, asalved within five business days. PPL v
provide reports delineating complainnd resolutions to OLTL/PDA/ODP on a monthly be

18. Conduct a Common Law Employer Satisfaction Sumy using the tool provided by
OLTL/PDA/ODP. The survey must be implemented 60 day after enrollment and annually.
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Survey data must be collected and anazed and a report to OLTL/PDA/ODP must be
prepared and submitted based on specifications detained by OLTL/PDA/ODP;

In accordance with the RFA, PPL will conduct angliement a Common Law Employ
Satisfaction Survey using the tool provided by CHRA/ODP 60 days after enrollment a
continue the aforementioned survey on an annu#& bagdesired by the Commonwealthe
data collected from the survey will be analyzed amdport will be prepared and submit
based upon the specifications determined by OLTARIDP.

In addition, our customer satisfaction surveysamgended to calls with specific criter
including immediate, direct management escalation wheng#iresholds do not meet progr
standards. For example: PPL would like to measurether participants in a program feel t
customer service representatives are treating thiémdignity and respecWe program our
system so that all participants from that prograenasked to take a brief survey after their «
Sally calls and hears an option asking her tolmateexperience from 1 to 5, five being the b
She is unhappy with her call and sel a 2. Because of her low ranking, her call is idexdifor
escalation. Sally hears a message asking her dobnieifly and is then immediately transfer
to a supervisor.

Lastly, many of our clients require a customerssatition survey that measu PPL
performance in several dimensions, as well astcieceptance of the prograWe typically
administer customer satisfaction surveys annualbt least five statewide prograrin 2011,
we surveyed the participant population in our Texsee Depament of Intellectual an
Developmental Disabilities S«Determination Waiver Program. Below is a samplestjae anc
its response:

| would recommend this program to a friend or
family member.
1% 0%

M Agree
M Somewhat Agree

oy
i

,,,,,,, Disagree

97%
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We will develop therocess to administ PA DPW'sCommon Law Employer Satisfactic
Surveysixty days after program insition and annually. We would be happy to shiaeetdols
we use in other states for satisfaction surveyotoparable populatior

19. Develop and implement a corrective action plabased on the results of the annuz
Common Law Employer SatisfactionSurvey.

PPL will develop and implement a corrective acfitem based the results of the anr
Common Law Employer Satisfaction Sun. We understand that within the life of a proje
many new issues arise that necessitate the shdtitasks and deliverable deadlines to resy
to the current climate. As such, PPL managerwill work closely with DPW personnel to-
evaluate the prog priorities as needeThis will include sharing the lessons we have ledrim
the transition of statewide programs across thatrgltWe are able to maintain a high degre:
flexibility and responsiveness to our clients tlgbuhis process, and troject future issues ¢
concernsOur technology and national experience allow usnticipate and resolve isstL
before they burden the progre
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E. Coordinating and Communicating with CM/SC. Administrative Entities and
OLTL/PDA/ODP

1. Have written policies and proceduresrelated to the completion of the tasks below;

PPL has written policies and procedures relatedgéa@ompletion of all of the tasks listed belc
assuring a strong foundation for effective coortdoraand communication with all progre
entities. Upon award, PPL will work as a parthnghvMdPW to deelopprogran-specific VF/EA
procedures manuals.

2. Havewritten internal controls, including segregation of duties, related to the completion
of the tasks below;

PPL has written internal controls, including se@itémn of duties, for the completion he tasks
listed below. In particulaPPL’s Web Portal and€Customer Service center in Phoenix, Ariz
are integral components that fully support coortidaand effective interaction between P
CM/SC agencies, Administrative Entities and, OLTRAZODP.

3. Coordinateits activitiesand communicate effectively with CM/SC, Administrative
Entities, and OLTL/PDA/ODP;

PPL recognizethat a cooperative working relationship and opeadiof communicatiowith
CM/SC, Administrative Entities, and OLTL/PDA/OLrepresentatives is esser. We propose
several initial kick-offmeetings with eacof the entities listed abowve order to establish th
relationship and facilitate an ongoing cooated effort to provide usériendly VF/EA FMS
service options and servicesDPW ParticipanDirected Services (PDS) Progrs participants.
PPL utilizes several primary venues to promote dpers of communicatin with others
including: PPL’s Web értal; access to PPL’s customer ser center; secure email; the P
Welbsite; written process flows, policies and procedumed; distribution of standard repo

PPL’s Web Portal is thessential means of communication in many of théqgyaant directec
services programs that we nage as the VF/EA FMS. The PPL Wetxfal can be configured
to be accessible by all entities involved with RIS programs and is customizable by r
Consumers may use the Weortal to monitor their Spending Plan anduest authorization for
services from their CM/SCCM/SC staff mayuse tte portal to receive authorization reque
from consumers, authorize servicmonitor the utilization of consumerSpending Plans, vie
DCW information, and access Customer Service supig&ets. Administrative Entities ar
OLTL/PDA/ODP represdatives may wish to take advantage of the Web Podndarc
reportsto monitor CM/SC agency activity, service delivamyilization of services by servic
type, etc.

PPL ensures that staff can receive and send semai. PPL has great expence in dealing
with sensitive data being sent between outsidegsaBecause of this, we have a clear busi
requirement to conveniently and safely send seemn&l to individuals outside of PPL. PPI
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email security appliance has the ability to ept sensitive email sent through our Excha
email system to ensure HIPPA compliar

In addition to our standard software informatiostems, PPL has a current, liveebsite that
provides information about our services that catellered tomeet he requirements of th
program. Please séép://www.publicpartnerships.cc. We will leverage our experienc
providing Websites for existing programs to provide one fos grogram that includese
ability for individuals to obtain information aboseérvices provided through PPL as wel
DPW PDS Programgolicies and procedures. The site will enable ugedownloac
employment packet forms, pay schedules, timeshaetstax forms

PPLfurther promotes coordinated and effective commatioa through the use of writte
process flows, policies and prdures, documented internal contrefssurinccohesiveness of
segregated taskand distribution of monthly reports. PPL has ateesive rporting systems
established in many other programs managed by PPL.will work with DPW to customiz
monthly reports to meet the needs of the CM/SC, idthtrative Entities, and OLTL/PDA/ODF

PPL recognizethe importance of advance communication discussion prior to implementir
changes to processeBased on prior experience, we recommend weeklystatetings witl
DPW as well as quarterly face to face meetinggdeioto ully vet anddiscuss witf
OLTL/PDA/ODP anypotentialchange to VF/EA FM®olicies or procedures tt will affect
consumers or direct care work, the CM/SC agencies, and Administrative entifgsr to
implementation. PPL alsecommends monthly meetings with CM/SC aget especially
during the implemeition and transition stage

4. Provide orientation and training at a minimum on a semi-annual basis, to CM/SC and
Administrative Entitiesregarding the role and responsibility of the VF/EA FM S
or ganization;

PPL will work closely with OLTL/PDA/ODP to ensuredt sem-annual orientation and trainit
sessions for CM/SC and Administrative Entitieseffective and fully support progra
requirements. PPL’s agenda for these seswill include:

e Anintroductionto PPL;

» Contact information for key PPL personnel workingw®LTL/PDA/ODP;

» A description of the philosophy, protocols and cajgds of PPL’s Customer Servic

center;

* Recommendations for ongoing methods of communica

* A detailed overview of enliment processes and;

* A description of how each type entity will be using PPLs Wehoral.

PPL has developed Weloiftal Users Manuals in other states and can pravisienilar tool tc
the CN/SC and Administrative Entities if requestgdOLTL/PDA/OCP.
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5. Reportsoveruse of DCW hoursto the entity responsible for authorizing the servicesin
the I SP in accordance with the policy developed by OL TL/PDA/ODP;

PPL proposes #t CM/SCs, consumers and/or common limployers have 24/7 access t
Prior Authorization Utilization report c-line through ouWeb Portal. CM/SCs, consume
and/or common lawraployers may then proactively monitor use of DCWirsan relation tc
the total number of units authorizeConsumers opting to receive a paper cogthe report will
be able access more reimhe data about utilizatioby contacting our customer serv
department and making the requ

When cases arise thairisumers have demonstrated a pattern er-utilization on timeshee,
they will besupplied with a copy of their utilization reporhdaa notice as to why they ¢
receiving a copySimilar informationwill be provided to their CM/SCThese utiliztion reports
typically contain the prior authorization (P start and end date; numbeihours authorized per
service type (day, night, and holiday); the totainter of units authorized, and the numbe
hours remaining for all service types on the PPL proposes thatsatement om DPW
should be included on the repcadvising that th consumer is required to use no more thai
authorized allotment andh the casamedical or living conditionsave changed, the constr is
advised to contact the CM/S(gency to request additional hours.

PPL proposes informing OLTL/PDA/ODIn the event aansumer receives three or m
consecutive utilization statements due to oversipgr. A quarterly report will be made availat
to the CM/SC agency and OLTL/PDA/OLidentifying consumers who have “overused” i
“under used” their authorized ho for two or more consecutive pay perioPPL will work
with OLTL/PDA/ODP to develop and document policeasl procedureassociated with Pric
Authorization Utilizationalong with internal controls to monitor such tas

6. Informstheentity responsible for authorizing the servicesin the | SP and the Supports
Coordinator of any common law employer who does not submit timesheets or invoicesto
the Contractor for two or more consecutive payroll periods (one month or more);

PPL has policies and procedt in place to ensure all timesheets are processtahéfor the
next scheduled payroll. This applies to all timetkehat come in through the PPL Web Pc
as well as all paper timesheets that come in eitiaemail or the progra-specific timesheefax.
Documented internalontrols include management revieweachpayroll period using tools
such as the Payroll Ledger Register and PayrolitAagorts.Reportsof submissionare
reviewed and will be provided OLTL/PDA/ODP when it is discovered it a common law
employer has not submitted timesheets or invoicesdfo or more consecutive payroll peric
(one month or more). PPL can modify existing in&igontrols to meet any specific miss
timesheet reporting requirements as dictated by [

7. Complaintsor grievances submitted to the VF/EA by CM/SC areresponded to by
VF/EA staff within two (2) business days;
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We take oucomplaint and grievance reportiresponsibility very seriouslOur full-service
Customer 8rvice Center in Phoenix, Ahas a system in place to receive, respond to acll
complaints and grievances through to resolutiod,waifl customize it to meet the needs of
needs of the DPW PDS Programs. PPL will receiveyd®nt, and respond tcd complaints
about the services PPL provides for DPW PDS Programsdm any source under the VF/E
FMS Agreement.

It is standard operating practice for PPL to respimnall complaints immediately. Depending
the nature of the complaint, it is asned to the appropriate manager within PPL for resm.
We will attempt to respond verbally to the compsaihwithin one business day of receipt no
later than two business daykadditional information is required to effectiyelespond to th
conmplaint, we will provide the complainant with antial response and a commitment date
when additional information will be provided. Weeuhie support ticket functionality witt the
Web Portato record the incidence and detail of all compkifith¢ support ticket module tracl
the category of each complaint (e.g., payroll, Bment), the sourcof the complaint
(Consumer, DC\W\Vetc), the substance of the complaint, and itsluéisn. Upon equest, PPL
will submit to OLTL/PDA/ODPa report of all gpport tickets relating to complaints that v
include the: date, time, and detailed notes reggrttie complaint and the process of resolu
that is taking place.

PPL’s standard operating practices require pawradl customer service staff to eate all
complaints to a supervisor. Certain complaintsemiealated to the Program Manage
Customer Service Center Manager, as applicablevdhbe reviewed monthl, or more
frequently if the nature of the complaint requiasimmediate respor. This system allows for
shared problem solving. A payroll problem that meguire the expertise of a manager cal
viewed by that manager, and the solution can bardeated instantly. PPL supervisors use
complaint documentation system to check theity of staff work, and implement permane
solutions, and provide training opportunities ftafs thus reducing or eliminating the recurrel
of problems and complaintEhe process and internal controls relating to Plebimplaint anc
grievance processill be modified as appropriate to meet the spectiquirements of the DP
PDS Programs Agreemeaud will also be available to OLTL/PDA/ODP uponuest.

In accordance with the RFA, as specifiePart I V-4. D. Providing Customer Service, PPL
will implement anAdvisory/Grievance Committee compriseccommon law employers, at
waiver or state funded program participants andesstatives. Conferences will oct
quarterlyin our Harrisburg office, with participation expaattvia telephone or videto allow
program participants to discuss provisions of VFAMS and to evaluate any atypical
complex grievances. All complaints will be trackaddressed by PPL representatives within
business day, and resolved within five business.daiL willprovide reports delineatir
complaints and resolutions to OLTL/PDA/ODP on a thbnbasis
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F. Providing Common Law Employer Orientation and Sklls Training
The Selected Offeror(s) mus
1. Have written policies and procedures related to theompletion of the tasks listed belov

As with every program, PPWill have written policies and procedures to create orientaiind
skills training in compliance with DPW program ra@gments. PPL has assisted in implemen
many new programs, with the ability to design tirags to fit tte need®f different population:
and types of selficected programs

In our Colorado progranfor examplewe were able to customize and implement Comg.
Based Training. Tik trainin¢ can be replicated to fit the requirements of amgpam
population.PPL has the capability to rapidly develop I-quality Computer Based Trainir
modulesfor the PA DPW progranto provide or compliment initial training, as wab provide
a ready resawge for ongoing refresher or remedial traini These interactive trainir
capabilities can include the incorpoon of rich mediaapplication simulations and incorpor:
in quizzes and scoring toolBhey could be supplemented by \-ex training modties as well.

2. Have written internal controls, including segregation é duties, related to the completior
of the tasks listed below;

PPL has documented, approved internal controlgaficies and procedures that detail e
segment of our processes,liing how to develop and conduct individual oraidn and skills
training, with an emphasis on confidentiality. PRill update its policies and procedures
necessary to comply with d&lWP program requirementd2rogram management staff will
respasible for ensuring that all orientation and skitlning meets with DPW approval, befc
providing trainings to consume

3. Have a common law employer orientation process thatses a standard curriculum anc
materials that are pre-approved by theOLTL/PDA/ODP;

As part of program implementation, PPL proposesweawork in close coordination wiDPW
to create awrientation and skills tining curriculum to train consumers Pennsylvania’s self-
direction modelPPL will conduct training sessis for consumers on the curriculum of «
directing services. Oring those sessio, PPL will obtain the documentation required from th
(or their representative) establish them ecommon law employer®PL has extensiv
experience providing skillsaming sessions for consum. We regard training éa critical
component of our orientation progre. We have provided skills training as an elementun
overall orientation program for numerous statewidegrams. In Arizona, for example, \
conducted 40 days of onsite training and enrollnsessions in all six regions to reach out to
3,000 eligible consumerb1 Tennessee, wwent directly to consumsrhomesthroughout the
stateto ensure that they fully understood the prograohtarir responsibilities
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PPL refines its skills training program with evemsw client. The curriculum is based
feedback from other clients aconsumersOur expectation is that we will present our tiragy
plan to DPWprior to the actual training to receive feedbén addiion, we will have ou
advisory group review all materiaWe also expect to edit the skills training prograsrthe
orientation and skills training sessions are ircpes, for we often find that recomndations
from consumersan be implemented to impre the content.

PPL orientation and skills trainircanbe conducted in person per consumer, as a grogven
online training. In addition, PPL has developedvded sel-directed orientation and progre
training to Care Managers/Service Coordinaositions. PPL also Isahe ability to scale tr
required trainings throughout multiple delivery matgdto fit DPW's program reque and
schedule.

4. Common law employers receive orientation based ohé standard curriculum developed
by OLTL/PDA/ODP, prior to employing qualified employee. Common law gentation
should include a review of the documents included igeview of the information and forms
contained in the Common Law Employer and QualifiedCW Employment and Vendor,
Small Unlicensed Provider aid Independent Contractor Enrollment Packets and howthey
should be completed;

PPL will use standard curriculum developed by OLHDRA/OPD to customize orientatic
training for common law employers and qualified émgpes to be completed prior
employment The common law employer will receive orientattcaining on what it mans to be
a common law employer and roles of the common law empleyy VF/EA FMS, and DCV
employee. They will also receive training how to complete enroliment packets for coon
law employes and provider packets fqualified DCW employee, and vendor, small unlicer
provider, and independent contractors. We willkweith the client to ensure that t
orientation and training meets alDS program requirements.

We have sirfiar training requirements for our CHOICITennessee progre. There, we worked
with the client to develop orientation traininglde given to the consumer and worker be
services could begin. The training included-direction program history relent to Tennessee,
roles and responsibilities of consumer, worker psupbroker, and care coordinat
requirements to be met to sdirect services, consumer and worker enrollmenkgige anc
worker specific required trainings. PPL is alsealeping « trainingprogramthat workers can
call into; this training willprovide the worker with description of how to actety complete th
worker enrollment packet and technical assistasaeeaded. Customer service for e

program is also trained and aable to consumers to provide technical assistanttealV
program specific enroliment pack

5. Provide documentation and review with common law employer:
a. Role an responsibilities of the common law employarsing a VF/EA FMS
organization;
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b. Role andresponsibilities of the VF/EA FMS organization incuding level of

interaction with qualified employees, vendors andreall unlicensed providers and

support coordinators and the incident reporting sysem;

Services provided by the VF/EA FMS organizatior

Hours of operation;

Key contacts at the VF/EA FMS organizations

Toll free telephone, TTY and fax numbers

Participant Bill of Rights;

VF/EA FMS Employer Handbook;

Time frame and process for returning voice mail cds from common law employers

participants and representatives;

j. Process for receipt and process of timesheets antbpess of qualified employe:
payroll checks including schedule for submitting ivoices and payment schedul

k. Process for purchasing approved goods and servicesm vendors, small unlicensed
providers, and independent contractors and submittig invoices for payment
schedule;

|.  Process for resolving issues and complain

m. Effective practices for hiring, establishing work hedules, training, supervising
creating job descriptions, completiig and submitting time sheets dischargin
qualified employees;

n. Process for reviewing workplace safety issues anttategies for effective
management of workplace injuries

0. Informing qualified DCWs of their right to file une mployment and workers’
compensation insurance claims, when appropriat

p. Facilitate the process for competing and submittinghe Worker Termination Form
to the VF/EA FMS organization within 24 hours of wken a qualified DCW ceases
working for the common law employer so the VF/EA IMS organization must
complete the “Reason for Separation” notice from tie Department of Labor and
Industry within 10 days of receipt; anc

g. Process and timeline for completing the common la@mployer satisfaction surveys

TT@ oo a0

PPL employs a rigorous planning cess fordeveloping program specific enrollment pack
informational documents, and forms to be given @viewed with common law employers. \
will work in partnership with DPW to include any docuntagion already created by DPW, st
as the Consumer Guidebook for ¢Directed Service, as part of program requirementse
distributed as appropriate. DPwill have final approval of all program sgfic documentation
before the program is to begin serving consumWe will schedule the time to have the
materials reviewed by our advisory group, eithdoleethey are used, or after we receive |
feedback.

PPL will tailor our current training nterials to meet the specific needs and requirenudritse

DPW, giving common lavemployers the tools they need to be effectivelycatkd and traine

PPL plans to include the following documentatiod anll review with common law employs:
* Role and regmnsibilities of the common law employer using a E&/FMS organizatiot
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Role and responsibilities of the VF/EA FMS orgatiza including level of interactio
with qualified employees, vendors and small unlgsehproviders and suppt
coordinators and thacident reporting systel

Services provided by the VF/EA FMS organizat

Customer servicedurs of operatiol

Key contact at the VF/EA FMS organizati;

Toll free telephone, TTY and fax numbg

Participant Bill of Rights

VF/EA FMS Employer Handboo

Timeframe and process for returning voice mail calsrfrrommon law employer
consumersind representative

Process for receipt and procing of timesheets and

Process foqualified employee payroll checks including schedok submitting invoice
and payment schedu

Process for purchasing approved goods and seirfvarasvendors, small unlicens:
providers, and independent contractors and sulmmiitivoices for payment schedt
Process for resolving issues and comple

Effective practices fiohiring, establishing work schedules, trainingpestvising, creatin
job descriptions, completing and submitting timeets discharging qualified employe
Process for reviewing workplace safety issues #iadkegjies for effective management
workplace injuries;

Informing qualified DCWs of their right to file ungloyment and worker:
compensation insurance claims, when approp

Facilitate the process for competing and submittiveg\Worker Termination Form to tl
VF/EA FMS organization within 24 hours of when aliied DCW ceases working for
the common law employer so the VF/EA FMS organaratnust complete the “Reas
for Semration” notice from the Department of Labor andustry within 10 days ¢
receipt; and

Process and timeline for completing the commondawloyer satisfaction surve

6. Develop a process for providing ongoing employer dls training to common law
employers using a standard curriculum and materiakhat are pre-approved by the
Commonwealth Grand Administrator ;

PPL will use best practices from other programsréate employer skills training curricult
and materialsafter approval from the Commonalth Grand Administrator, to be used
provide ongoing training as needed for common lewleyers. As with our other materials, w
believe they would be strengthened with a reviemnfour Advisory GroupWe will then
develop a process in which thiaining will be provided to common law employers1R®
capable of providing this training in multiple veasy such as through online training, training
the phone, or in persppreferably in groups in community settin
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7. Identify common law empoyers who may need and/or desire additional employskills
training in consultation with the CM/SC.

PPL hagnore than a decade experience in working with case mandgervice coordinato
(CM/SCs)to identify common law employers that may need andésire additional employ
skills training. We will use best practicto develop criteria to identify @@mmon law employe
who is in need o&dditional skills trainin. For example, if we find tha common law employze
is consistently struggling with scheduling work&sa servic, PPL will use feedback from ol
customer service team and our financial opera center (FOCJjo determine whethat
common law employer needsdditional training. We wilthen consult with the CM/SC

Typically, identification of the common law emplageneeding this traininwill come from our
customer service or FOC teanOur customer service team is the front line asscetdor
common law employers, in speng and assisting common law employers, customeicgx
staff is able to identify circumstances that reguidditional training. PPL’s financial operatic
team process all common law employer and DCW woekeollment packets, timesheets, i
other requred program forms; in processing this documentai®C staff isable to identify
consistent inaccuracies in paperwork that requdditenal trainings
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G. Enrolling Individuals and Representatives with he VF/EA FMS Organization as the
Common Law Employer

1. Have written policies and procedures related tthe completion of the tasks listed below

PPL has provewritten policies and procedures related to the detigm cf all of the tasks listed
below and associated with the enroliment of indials and rpresentatives as the common |
employer. Upon awardPL will work as a partner with DPW to develDPW Participar-
Directed Services specificiVEA policies and procedures manuals.

2. Have written internal controls, including segre@tions of duties, rdated to the completion
of the tasks listed below;

PPL haswritten internal controls, including segregatiordoties, for the completion of the tas
listed below and associated with the enrollmenndividuals and representatives as
common law employePPL’s ir-house tax team has welstablished written internal contre
built off of an extensive system of checks and balartE ensure the receipt, prog
completion, and timely filing of all required angmicablecommon law eployerforms.

3. Prepare a Common Law Employer Enrollment Packetand receive approval from the
Commonwealth Grant Administrator. The Packet shoutl contain all required information
and forms and be well organized and user friendlydr the common law employer tc
understand and complete. The packet and any revisns must be submitted for approval tc
OLTL/PDA/ODP 30 days prior to making any changes.

PPL common law employer enrollment packets are cehgnsive, us-friendly, multi-lingual,
and include all the materiakcessary to establish individuals or represemtsas common law
employers. PPL will prepaiand seek approval from the Commonwealth Grant Adtnator to
usea common law employer packthat will contain the followingnformational documeniand
tools along with progranstate and federal forms that need tccompleted ansigned by the
common law employer and returned to PF

Informational Documentand Tool:

» Cover letter to the common law employer, providimgrmation about PPL’s seices
and operations and listing key contacts, custometice tol-free phone number at
TTY/TDD number, tol-free fax numbergays and hours of operatiolemail address,
and websiteavailability of VF/EA FMS materials in alternateint;

* Informationsheet regarding the roles and responsibilitiesRif, Bommor-law employer,
waiver/program participant and representative, iff@dlemployee and vendor/sm
unlicensed provider, as applics;

* Information on the Good to Go Prog;

* Qualified Direct Car&Vorker (DCW) Information Change/Termination F

* Information on the proce for qualified employee employment status ch;;

* Qualified Employee Termination For;

Section 1I-3, 1, IV-4, G, Page 1



Commonwealth of Pennsylvania

PCG Public hi Department of Public Welfare
Partnerships Request for Application # 22-11

vendor Fiscal/Employer Agent Financial Management Services

e Participant Termination Notis,

* Information on workplace safe;

* Monthly Progress Not;

* Qualified DCW Timesheet and instructi;

* Due date and payment schedule for Qualified DCWeBineets and authorized go«
and services;

e Common Law Employer Enroliment Forms Chec|

* Request for Vendor Payment F;

» Direct Care Worker (DCW) Rate Sh; and

Program Forms to beompleter then signed and returned to PPL.:

e Common Law Employt Agreement;

* Authorized Surrogate/Representative Design;

e Qualified Backup Direct Care Worker (DCW) and/or Natural Sup&ieff Designatio;
and

» Direct Care Worker (DCW), Backup DCW/SSW Qualifioat

Federal and StateoFms to be completed then signed and returned lto

* IRS Form SS-Application for Employer Identification Numlk;

* IRS Form 267&mployer/PayeAppointment of Agent;

* |IRS Form 882Trax Information Authorizatic;

e Form PA Form UC884 PA Unemployment Compensation Power of Attor; and
* Form PA-100PA Enterprise Registratit.

Please ate: PPL’s enrollment packet includes illustrategatiptions on how to fill out ea
federal and state form, and provides PPL’s cust@®esice number and a-mail address in
case the common law employer has ques. Also, it will not be necessary to includ:
separate document to collect information neededNéw Hire Reporting athat information will
be provided already in other documenta

In addition to the documents listed above, PPL psep adding the following items to 1
common law employer packe

e Common Law Employer Billable Rate Worksheet (tkiaiform that PPL provides
employers as a reference guide in determining wdtatto pay the DCW

* Instructions for submiing timesheets using the PPL Weortal

e Summary sheet to collect informatineeded toegister each common law emplo
using the Bnnsylvani Department of Revenue’s &ervices Center onlineersion of the
PA 100 Enterprise Registration fo

PPL understanddat the IRS and state forms can be challengingnstah and complete
properly For this reason, we have developec-populated packets of these forms, requi
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only the signature and date of the common law eygploOnce individual common la
employer information has been entered into oumiond management system via direct el
into the Web Portal or through an import file, software system uses thisgenerate pre-
populated tax forms for each common law emploPPL will mail common law employe
enroliment packets to thldesignated participant/representative within thneginess days «
receipt of a call from a CM/SC or Support CoordanahformingPPL that a participant wish
to use (PDS).

5. Collect and process completed documents and fos included in the Common Law
Employer Enrollment Packet and review for completeess;

PPL is committed to working with DPW to develop thest effective toolsor enrolling
common law employersJpon receiving the completed enrollmentkets,PPL reviews and
tracks the stage of completion of e form using the Ehployer Documentation Checkl
located in the PPL Web Portal. If any forms aresmig data or arencorrectly filled out, ¢
Customer Service Center specialist logs the issioethe Web Portal by generating a Sup
Ticket. This triggers an outbound call to the ajppiate person to obtain the requii
information. When a Customer Service Center <alist calls about a missing piece
documentation, the specialist will be able to etitiae common law employer or employ
about what remains to be completed. Customer S=wiit continue to follow up until th
appropriate paperwork has been rece.

Common law employers may uPPL’s tollfree customer service number or our prog-
specific customer service email account to askttpresabouthe enrollment proces PPL’s
Customer Service Center’sespalists will be trained on DP program requirements al
specifics, and are able to walk callers throughcthreents of the individual employer a
employee packet3hey have experience transferring participants fppagrams in ten othe
statewide programs.

6. Apply for (through completion and submission of the IRS Form S-4, Application for
Employer Identification Number), and obtain a Fedeal Employer Identification Number
(Federal EIN) for each common law employer it repreents as agel

PPL has welkstablished procedures to &y for and obtain a FEIN for individual common |
employers Upon submission of the applicatiandthe IRS provides the EIN. PPL then recc
the EIN on the S$-and also enters the EIN irthe PPLWeb Portal. We file the completed -
4 (updated withite EIN) in thecommon law employefile. Within 2 weeks, PPL receiven
EIN confirmation letter from the IRS which also gsecurely filed.

An individual participant is not flagged in the WBbrtal as “Good to Serve” in other wol
ready to receivservices, until the FEIN is received. PPL will meake payments on behalf
an individual consumaintil an FEIN has been obtained for either ttas the common la
employer or a representatiaeting as employer on their beh
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7. Maintain a copy ofthe completedIRS Form SS-4 andNotice of Federal EIN in each
common law employer’s file.

PPL has a system in placediectronically stor and maintain a copy of the complelRS Form
SS4 and Notice of Federal EIN in our F Web Portal and our finan¢imanagement system f
payroll processing purposes. Piwill retain hard copy filesn a secure location in tHinancial
operations officef required by the contract. Otherwise, all filesl be maintained and store
electronically.

8. Register each common law employer as an employfer state income tax withholding
taxes with the PA Department of Revenue using thedfm PA-100,PA Enterprise
Registration.

To register each common law employer as an employestate income tax witlolding taxes
PPL will use the PA Department of Revenue-Services Center onlinesusion of the PA 10
Enterprise Registration fornDue to the length and complexity of the PA 100 F(PPL
proposes including summary shein the enrollment packet collect the information need:
from the common law employer in order for PPL tonptete the online registration fornPPL
will complete the online registration form for eamtmmon law employer and receive
employer’s registration number via anomatic email from the PA 100 online system.
streamline the process for receiving employer teggisn numbers via automatic email from
PA 100 online system, PPL will ~up a unique secure email account. The registrationber
will be maintainedn the common law employer’s electronic file. PPill wetain hard copy file:
of this transaction in a secure location in tharicial operations office if required by t
contract

9. Obtain a PA Employer Withholding Account Identification Number for each participant
it represents as employer agent for state incomexgSIT) withholding purposes.

PPL will use each participant’s Enterprise Regtgimaccount number to retrieve and obta
PA Employer Withholding Account Identification Numabfor SIT wthholding purpose<The
number will be added to each participant’s prdilereference when processing tax withhold
for employee(s) of each participa

10. Maintain a copy of the Form PA4100 and the PA Employer Withholding Account
Identification Number for SIT purposes in each common law employer’§ile.

Individual PA-100 formsad an individual PA Employer WithholdirAccount Identificatior
number for SIT purposesill be maintained ireach individuatommon law employer’s fi on
our PPL Web Portal and our financial managemenesy$or payroll processing purposePPL
will retain hard copy files in a secure locatiortlie financial operations office if required by
contract.

11. Register each common law employer as employer for state unemployment insurance
(SUI) taxes with the PA Department of Labor and Indistry using the Form PA-100,PA
Enterprise Registration.
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PPL is prepared tegister each common law employer as an employestébe unemploymel
insurance (SU taxes with the PA Department of Labor and Indussing the PA Departme
of Revenue’s Eservices Center Online Version of the PA 100 EmisggRegistration form

12. Obtain a PA Employer UC Account IdentificationNumber for SUI purposes for eacl
common law employer.

PPL will use each participant’s Enterprise Regtgiraccount number to retrieve and obta
PA Employer UC Account Identification Number fofTSkhithholding purposes. The numk
will be added to each participant’s profile foreefnce when processitax withholding for
employee(s) of each participar

13. Maintain a copy of the Form PA4100 and a PA Employer UC Account Identification
Number in each common law employes file.

Individual PA-100 formsad an individual PA Employer UAccount Identifcation number for
will be maintained ireach individual common law employer’s file on oltLPWeb Portal an
our financial management system for payroll proogsgurposes PPL will retain hard cop
files in a secure location in the financial opevasioffice if required by the contrac
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H. Enrolling Qualified DCWSs, Vendors, Small Unlicersed Providers, and Independen
Contractors

The Selected Offeror(s) mus

1. Have written policies and procedures related tthe completion of the tasks listec
below;

PPL has written policies and procedures relateenrolling providersncluding tte completion
of the taskdisted below. Upon awa, we will customize our Paly and Procedures manual
create ones specific to tRarticipant Direct Services (PDS) progri that compl' with all
contract requirements. Each manual serves as angaand management tool, as well ¢
reference guide for each progre

2. Havewritten internal controls, including segregation ofduties, related to the
completion of the tasks listed below

We have approved, written internal controls reldtethe completion of all enroliment tas
including those listed below. Upon award, wdl customize our written internal controls
meet the specifications of tlPDS programsincluding documentation of the segregatiol
duties, whichwill comply with all contract requirements.

3. Prepare aQualified DCW Employment Enrollment Packet, and receive approval from
the Commonwealth Grant Administrator. The Packet slould contain all required
information and forms and be well organized and usefriendly for the common law
employer and DCW to understand and complete. The mket and any revisons must be
submitted for approval to OLTL/PDA/ODP 30 days prior to making any changes
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The packet and any revisions will be submittedafgproval to OLTL/ PDA/ODP 30 days pri
to making any changes.

4. Prepare aVendor, Small Unlicensed Provider, and I ndependent Contractor Payment
Packet, and receive approval from the Commonwealth GranAdministrator. The Packet
should contain all required information and forms and be well organized and use
friendly for the common law employer and vendor, srall unlicensed provider, and
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independent contractor to understand and complete. The packet and angevisions must
be submitted for approval to OLTL/PDA/OPD 30 days pior to making any changes.

The packet and any revisions will be submittedafgproval to OLTL/ PDA/ODP 30 days pri
to making any changes.

5. Distribute the Qualified DCW Employment Enrollment Packet and the Vendor, Smal
Unlicensed, and Independent Contractor Payment Pa@t to the common law employei

Section 1I-3, 1, IV-4, H, Page 3




. Commonwealth of Pennsylvania

PCG Public hi Department of Public Welfare
Partnerships Request for Application # 22-11

endor Fiscal/Employer Agent Financial Management Services

within three (3) business days of receipt of call from the CM/SGr Support Coordinator
informing the VF/EA FMS organization that the participant/ representative wishes to us
PDS and the VF/EA FMS organization;

Employment EnrolimenPackets will be distributed to the common law ergetavithin 3
business days of receipt of a call from the CM/8@riming us that the participar
representative wishes to use PDS and PPL as tHeAAMS organizationin addition,
Qualified DCW Empbyment Enrollment Packets and the Vendor, Smalidgnked an:
Independent Contractor Payment Packets will begpaosth our PDS progre-specific website
for CM/SCs, common law employers or providers toeas 24/7

6. Havea system in place for notifyincthe common law employer regarding information
they have not submitted,

7. Collect and process completed documents and formsafil e with the appropriate
federal, state and local government agencies. Copief all documentation must be
retained in the applicable Qualified DCW, Vendor orSmall Unlicensed Provider’s file;

SECUUTT -0, L, TV-4&, IT, Fayge &
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8. Process direct care worker’s IRS Forms V-4;

DG

9. Maintain copies of IRS Forms W-4 in each qualified DCW's file;
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10. Maintain copes of the US CIS Form -9, Employment Eligibility Verification in each
qualified DCW'’s file;

11. Submit the required documentation for State Polic&Criminal Background Check
(Form SP-164), FBI Criminal Background Check, and DPW ChildAbuse Clearance
(Form CY-113) for the common law employer's DCW candidate

12.Receive and maintain criminal background results orcommon law employer’'s DCW
candidate on file and provide results to the commofaw employer upon request;

13. Confirm each qualified DCW'’s social security nunber and vendor and small busines
provider’s social security number or FEIN, as apprgriate through the SSA’s Busines:
Services Online system;
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14. Collectinformation on whether a qualified employee meetsree of the criteria to be
FICA/FUTA or SUTA exempt per Section 3 of IRS Publcation 15 and Pennsylvania (P#
Unemployment Compensation (UC) Law Section 4(1)(%YJ, respectively
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15.Report participants’ new hires through the PA New Hres Program within 20 days of
hire; and

16.Maintain copies of New Hire Reporting documentationn qualified DCWSs' files.
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I. Processing a Common Law Employer’s Disenrollment sm a VF/EA FMS Organization
The Selected Offeror(s) mus
1. Have written policies and procedures related to theompletion of the tasks listed belov

When PPL is awarded a new program, the managermmt dreates policies and procedt
(P&P) specific to the program ruleUpon award, PPL wilvork as a partnewith DPW to
develop DPW Participaridirected Servicespecific VF/EA policies angrocedures manils.
The P&Ps will include revoking related IRS commaonpdoyer paperworkretiring
Commonwealth and IRS common law employer papervterminating workers’ compensatic
andcompute, withhold, file, and deposit state incomd anemployment ta

2. Have written internal controls, including segregation é duties, related to the completior
of the tasks listed below;

PPL has internal cordls documented and in place to monitor the endixer¢gistratiorprocess,
including retiring and revoking common law IRS @admmonwealth related paperwc All
documentation is stored electronically, and copiresmaintained in the individucommon law
employer file. PPL maintains stringent internal ttols to monitor the establishment €
maintenance of current and archilconsumer, direct care worker, an&/XA FMS program
files. Physical files are maintained in an areaotied exclusively tDPW operations. PPL
performs monthly audits on consumer, and direa eaorker files. PPL’s financial operatior
(FOC) staff, located in our Chelsea, MA office wi# responsible for revoking and retiring
common law employer IRS and Commonwealth papek, terminating workers’ compensatic
and compute, withhold, file, and deposit state ineand unemployment ti Members of the
Tax Registration team is part of our FOC staff, paeson will register all required tax docum
on behalf of the common laamployer, another staff person will have the respgmlity to retire
and revoke appropriate tax documents on behalfetbommon law employzs

3. Revoke the IRS Form 2678 with the common law empley, when appropriate;

PPL is typically notified tha& person is no longer serving a:employer either directly by tr
consumer or the Departmeitthis request is formally documented on a ProgRatirement
form. Upon receipt of theormal notification indicating that a person noden will serve athe
common law employer, PPL retires that Individual Employs FEIN. PPL the writes a letter to
the IRS, attaching the original Form 2678, with Ward “REVOKE” across the top. The lett
states that PPL will no longer be representingrnidevzidual employe under Section 3504 of tt
IRS Code and is signed by PPL’s President, Mar€gmton.

4. Maintain a copy of the revoked Form 2678 and the IR revocation confirmation letter
(LTR 4228C) in the common law employer’s archivedile;
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PPL has internal controls documented and in placednitor the entire tax registration proce
including obtaining and revoking agent status i IRS. PPL will maintain a copy of th
revoked Form 2678 and the IRS revocation lettelR14R28C) in te common law employer
archived file. All documentation is stored electronically, and iesgre maintained in th
common lanemployer file. PPL maintains stringent internahtcols to monitor the
establishment and maintenancecurrent and archived consum@)s their representativedirect
care staff, and VF/EA FMBrogram files

5. Revoke the IRS Form 8821 with the common law empley’'s archived file;

PPL has developedficies ancprocedures for submitting initial IRBorms 8821 to the Servic
renewing the IRS Form 8821 before it expires, rewpkhe IRS Form 8821 when the Agent
longer represents the individual, and maintainimgrelevant ocumentation in each comm
law employer’s file Upon retirement of an HN, PPL will revoke a Form 8821 by sendini
copy of IRS Form 8821 to IRS Service Center in MbBispTN with ‘REVOKE’ written acros
the top of the formA copy of the IRS Form 8821 and cancellation retgare retained in each
common law employer’s fileAll paperwork is stored in a secure location in Burancial
Operations Center to maintain confidentia

6. Maintain a copy of the revoked Form 8821 in the comon law employer’s archived filg;

PPL has internal controls documented and in placedritor the entire tax registration proce
including obtaining and revokirForm 8821 with the IRSJpon retirement of an FEIN, PF
will revoke a Form 8821 by sending a copy of IRSnF&821 to IR: Service Center i
Memphis, TN with ‘REVOKE’ written across the top thie form A copy of the IRS Form 882
and cancellation requesdge retained in each common law empl'’s file. All paperwork is
stored in a secure location in our Financial Openg Center to maintain confidentiali

7. Retire the common law employer’s FEIN, when appropiate;

Upon receipt of formal notification that a persanlanger will serve athe common lav
employer,PPL retires that Employer's FEIN through two prignatep:

l. Completing all final tax deposit

Il. Filing a final IRS Form 941 with Part 3, Number d@impleted with the final da
wages were paid and the box checked stating retlaom®t need to be filed in tl
future.

In addition, PPL completes the IRS Fc940 checking the box stating returns do not nedxe
filed in the future. Upon retirement of the FEIN?IPsubmits a standard letter to the |
requesting that the EIN be-@etivated. PPL maintaindgN retirement activity within the PP
Web Portal. ThéPL Web Portal is used to document and track tHBl IFétirement process i
ensure all paperwork is completed prop
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8. Maintain a copy of the documentation of the FEIN-etirement in the common law
employer’s archived file;

PPL has internal controdbocumented and in place to monitor the entire égistration proces:
including obtainingrevoking and retiring FEINs. Wevill maintain a copy of the FEII
retirement in the common law employer’s fiAll documentation is stored electronically, &
copes are maintained in the individual employer ff€@L maintains stringent internal contr
to monitor the establishment and maintenance aeatiand archiveconsumer, direct cal
worker, and VF/EA FM$rogram files

9. Revoke the PA UC-884Power of Attorney with the common law employer, vhen
appropriate;

Upon receipt of notification that a person no langél serve asthe common law employ, PPL
will submit a letterto the Pennsylvania Department of Labor and Inglustrbehalf of the
common law employestating they want to revoke the PA -884 previously issued to tl
employer.

10. Maintain a copy of the revoked PA Ut-884, Power of Attorney in the common law
employer’s archived file;

PPL has internal controls documented and in placednitor the entire tax registration proce
including obtaining, revokingnd retiring FEINs. Wevill maintain a copyof letter stating to
revoke PA UC-844Power of Attorney, inthe common law employer’s f as well as
documentation received from the Department of Lamat Industry in receipt of the let. All
documentation is stored electronically, and copiesmaintained in the individual employer fi
PPL maintains strirgnt internal controls to monitor the establishmeerd maintenance «
current and archivedonsume, DCW and VF/EA FMS program files.

11. Retire the common law employer’s PA Departmentf Revenue state income ta
withholding employer tax account number, vhen appropriate, by filing the PA DoR Form
REV-1706,Business Cancelation Form;

Upon receipt of notification that a person no langél serve asthe common law employ, PPL
will retire the common law employer’'s PA DepartmehRevenue state income withholding
employer tax account number by filing the PA DoRmr&REV-1796,Business Cancelation
Form. PPL willsend the PA DoR form R-1706 to:

Department of Labor and Indus

Office of UC Tax Services, Registration and Docutridanagement Sectis

651 Boas Street

Harrisburg, PA 17121
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12. Maintain a copy of the PA DoR Form RE}-1706 in the common law employer™.
archived file;

PPL has internal controls documented and in placednitor the entire tax registration proce
including obtaining, revakg, and retiring FEINs. Wevill maintain a copy of the PA DoR For
REV-1706 in the common law employer’s fiAll documentation is stored electronically, €
copies are maintained in the individual employk. fPPL maintains stringent internal cont
to monitor the establishment and maintenance ototiand archiveconsume, direct care
worker, and VF/EA FM$rogram files

13. Retire the common law employer’s State Departnme of Labor and Industry state
unemployment insurance tax employer tax acwunt number when appropriate, by using
the PA form UC-2B in the common law employer’s archived file

Upon receipt of notification that a person no langél serve asthe common law employ, PPL
retires that Employer’s state unemployment taxstegfion number L:

« Completing all final tax deposits, by documentingrid return” on the PA \-3 which
will occur only after the current calendar year €rtlie to the filing of PA \-2
Transmittal Formand

e Submitting a PA Form U-2B- (Employer’s Report of Employment and Busin
Changes).

By entering the last paid wages on number 4, th&JEAaccount number will automatically
closed. The signed form will be mailed to: Depamiaf Labor and Indutry, Office of UC Tax
Services, Tax Accounting Administration. PPL wilaiment and approve policies ¢
procedures for obtaining and retiring a state urleympent tax registration number for .
employers it represents, as described above, vatadstmeframes and specific requirements
the maintenance of the relevant documentationc¢h eadividual’s file. PPL will update the:
policies and procedures for any spic requirements requested by DPW.

14. Maintain a copy of the PA Form U(-2B in the common law employer’s archived file

PPL has internal controls documented and in placednitor the entire tax registration proce
including obtainingrevoking and retiring FEINs. Wevill maintain a copy of thPA Form UC-
2B in the common law employer’s filAll documentation is stored electronically, and iespare
maintained in the individual employer file. PPL mains stringent internal controls to moni
the establishment and maintenance of current aridvaxdconsumerdirect care workg, and
VF/EA FMS program files.

15. Compute, withhold and file final state incomeax taxes (even when the final filing i:
zero wages);

PPL’s Financial Operations Center uses a Tax Rieygosaind Payment Processing Schedul
ensure hat all required tax filings are systematically maer the required periodici PPL will
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withhold PA Personal income tax at the rate of 318itent PPL’s Financial Operations Cen
uses a Tax Reporting and Payment Processing Sehtedehsure thall required tax deposi
are systematically made per the required periogd PPL will deposit and file quarterly to tl
Pennsylvania Department of Taxation and Revenuggt=orn PA W-3 on the last day of eve
quarter. PPL maintains electronic recss of all deposits imur accounting syste and will retain
hardcopy records of all tax deposits in a secure filthe Financial Operations Cen

Pennsylvania income tax will not be withheld froomgpensation and certain types of paym
paid to regients of bordering states including Maryland, Newsdy, Ohio, Virginia, and We
Virginia due to reciprocal agreements with eacthete states. Providers from these states
complete Form (REVA20), Employee’s Statement of Mresidence in Pennsylnia and
Authorization to withholding Other States’ IncomaxTand taxes from state of residence wil
withheld. However, if this form is not comple, PA taxes will be withheld for these employe

PPL has documented, approved policies and procgaitle internal controls that detail eg
segment of DPWrocesses, including one with stated time framesvithholding and filing
state income taxes using State registration nunibeesachconsumer-employer per stat:
requirements and for maintaining the relevant deentation in our files PPL will update these
policies and procedures as necessary to complyaMNitequirements of this proje

16. Deposit final state income tax (even when thmaél filing is zero wages)

To terminate the status of employer in the stateAfPPL will 1) Make all final deposiand 2)
File Form REV1706 (Account Cancellation Form). The Form willlurae the reason for tt
cancellation and the effective date. Isigned form will be then mailed to PA Departmen
Revenue.

17. Maintain a copy of the final state income taxiling and deposit and related
correspondence in the common law employer’s archidfile;

PPL has internal controls documented and in plamonitor the entire tax registration proce
includingdepositing final state income 1. We will maintain a copy of the final state inconas
filing and deposit and related correspondencearcimmon law employer’s filiAll
documentation is stored eteonically, and copies are maintained in the irdlial employer file
PPL maintains stringent internal controls to manite establishment and maintenanc
current and archivecdonsume, direct care worker, and VF/EA FM8ogram files

18. Compute,withhold and file final state unemployment taxes (een when the final filing is
zero wages);

PPL has staff specifically dedicated to and fullyried in all enrollment and disenrolime
processes, laws, and regulation. The tax teanfallitlw proven irdustry best practices, alol
with guidance from
http://www.portalstate.pa.us/portal/server.pt/comityienterprise_portal _inforamtion/21 to
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ensure thaPPL will compute, withhold and file final state unployment taxes (even when t
final filing is zero wages.

19. Deposit final state unemployment taxes (even wh the final filing is zero wages

PPL will deposit all final state unemployment taxeven when the final filing is zero wages)
the DPW program.

20. Maintain copies of the documentation of the fihg and payment of the common lav
employer’s final state income tax and unemploymertaxes in the common law employer’
archived file;

PPL ha internal controls documented and in place to tootie entire tax registration proce
including obtainingrevoking and retiring FEINSPPL will maintain copies of documentation
the filing and payment of the common law employérial state income tax and unemploym
taxes in the common law employer’s fiAll documentation is stored electronically, andies)
are maintained in theadividual employer file. PPL maintains stringerteimal controls t
monitor the establishment and maintenance of ctianeth archive consume, direct care
worker, and VF/EA FM$rogram files

21. Terminate the common law employer’s workers’ cmpensaticn insurance policy, when
appropriate and submit any premium refund to DPW (i.e., via offset of future payment):
and

When appropriate, PPL will terminate the common ésmployer’s workers’ compensatis
insuranceby simply appending our national workers qensation plan. If payroll is not issut
there is no workers compensation premium paid dimeg@lan operates on a |as-you-go
basis. There is no need for DPW to process arahode a refund che..

22. Maintain documentation related toterminating the common law employer’s workers’
compensation insurance policy in the common law enlgyer’s archived file.

PPL has internal controls documented and in placednitorthe obtaining and terminatir
workers’ compensation insurance po. PPL willmaintain all documentation related
terminating the common law employer’s workers’ cemgation insurance polic All
documentation is stored electronically, and coare maintained in the consuns common law
employer file. PPL maintai stringent internal controls to monitor the estdbh&nt anc
maintenance of current and archixconsumer(s), their representativesect care workeland
VF/EA FMS program files.
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J. Processing and Distributing Qualified DCWs Payrolland Related Taxes an
Insurances

The Selected Offeror(s) mus
1. Have written policies and procedures related to theompletion ofthe tasks listed below;

PPL has written policies and procedures relatezhtolling providers including the completi
of the tasks listed below. Upon aw, we will customize our Policy and Procedures mai
specific to thePDS programof the CommonwealtiEach manual serves as a training
management tool, as well as a reference guideafdr program

2. Have written internal controls, including segregaton of duties, related to thi completion
of the tasks listed below;

PPL has writtennternal controls related to the completion of aliaddment tasks including thot
listed below. Upon award, we will customize ourttem internal controls to meet t
specifications of th€DS prograrr, including documentation of the segregation ofas, which
will comply with all contract requiremer.

3. Determine if the qualified DCW is a family member who is exempt fron paying into
FICA and/or FUTA and SUTA and process payroll and elatec federal taxes accordingly

Section II-3, 1, IV-4, J, Page 1



. Commonwealth of Pennsylvania

PCG Public Department of Public Welfare
Partnerships Request for Application # 22-11

vendor Fiscal/Employer Agent Financial Management Services

4. Maintain documentation on relationship of common lav employer to the qualified DCW
in the worker’s file;

PPL maintains copies, either physically or eledtralty, of all Relationship Federal Tz
Exemptiondnformation Forms for each worlk in his/her appropriate file.

5. Determine if a qualified DCW is a nor-resident of Pennsylvania and th appropriate
method to be used for state income tax withholdint

6. Maintain documentation on the qualified DCW's nonPennsylvania resider status in the
worker’s file;

PPL maintains copies, either physically or eleatralty, of all tax related paperwork for ea
worker in his/her appropriate fi

7. Verify qualified DCW hourly wage is in compliance wth federal, state, and PA
Department of Labor and Industry wage and hour rules for domestic service workers in
accordance with OLTL and ODP policies
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a.If the VF/EA FMS organization receives a qualifiedDCW'’s timeshee with more hours
than approved in the common law employe’s serviceplan, the VF/EA FMS organization
must address the issue immediate by:

I. Contacting and informing the common law employer o representative of the overage

ii. The common lawemployer must adjust his or he qualified DCW'’s time accordingly on
the next time sheet

iii . Contacting and informing the CM/SC of the overagg

iv. The CM/SC should develop a strategy with tF commonlaw employer to stay within the
service plan/budget;

v. The CM/SC should determine if a change in tt common law employe’s medical or
social situation hasoccurred. If so, the service plan/budget should I revised to reflect
those changes; and
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