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II-1.  Statement of the Problem
understanding of service and related requirements required by this RFA, (2) the Offeror’s
qualifications to serve as the Selected Offeror(s) for this project, and (3) the Offeror’s 
overall approach to the project and a summary of the contents of the proposal
 

(1) Understanding of the 
 
PCG Public Partnerships, LLC (PPL) understands the 
three entities that will provide 
Commonwealth or on a regional basis for eligible consumers who receive participant directed 
services (PDS) in certain waiver and state funded programs:

LOT 1 WESTERN REGION 
LOT 2 CENTRAL REGION OLTL, PDA AND STATEWIDE ODP programs 
(approximately 3,802 consumers for OLTL and PDA programs, and approximately 850 
consumers for ODP programs)
LOT 3 EASTERN REGION

 
PPL has submitted three proposals
We welcome the opportunity to 
multiple regions. 
 
Ensuring Regional Consistency in FMS 
Programs 
 
PPL understands the Commonwealth seeks to ensure consistency in FMS across multiple 
Medicaid Home and Community Based Services (HCBS) waivers and state funded programs.
Since PPL’s establishment as a subsidiary of Public Consulting group
assisted many of our state clients
and West Virginia have selected PPL to
from small demonstration programs
statewide programs serving thousands of participants
have found that our knowledge of 
leading technology, highly scalable systems and processes
make us the logical choice in statewide FMS vendors
DPW to achieve similar results for the 
 
Meeting the Diverse Requirements of 
 
PPL understands the scope of work includes the Commonwealth’s Medicaid 
Consolidated, Person/Family Directed Support, Aging, Attendant Care, Community Care 
(COMMCARE), Independence, and Omnibus Budget Reconciliation Act (OBRA) waivers and 
the state funded Attendant Care Act 150 program.  
providing FMS and related supports for HCBS wa
provide FMS and related supports in 
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ment of the Problem. The Offeror shall state in succinct terms its (1) 
understanding of service and related requirements required by this RFA, (2) the Offeror’s
qualifications to serve as the Selected Offeror(s) for this project, and (3) the Offeror’s 
overall approach to the project and a summary of the contents of the proposal

the Service and Related Requirements 

LC (PPL) understands the purpose of this RFA is to secure up to 
three entities that will provide financial management services (FMS) throughout the 
Commonwealth or on a regional basis for eligible consumers who receive participant directed 
services (PDS) in certain waiver and state funded programs: 

WESTERN REGION – OLTL and PDA programs (approximately 7,126 consumers)
RAL REGION OLTL, PDA AND STATEWIDE ODP programs 

3,802 consumers for OLTL and PDA programs, and approximately 850 
programs); and, 

EASTERN REGION- OLTL and PDA programs (approximately 10,106 consumers)

ed three proposals in response to this RFA; one proposal to serve each region.  
welcome the opportunity to offer the Commonwealth an integrated solution to serving 

Consistency in FMS across Multiple Waivers and State

Commonwealth seeks to ensure consistency in FMS across multiple 
Medicaid Home and Community Based Services (HCBS) waivers and state funded programs.
Since PPL’s establishment as a subsidiary of Public Consulting group (PCG) in 1999, w

many of our state clients to achieve similar results. For example: Tennessee, Virginia, 
and West Virginia have selected PPL to ensure consistency in FMS as they 

programs serving a handful of participants to multiple complex 
statewide programs serving thousands of participants (see PPL Experience Matrix)

knowledge of self direction, HCBS, sound management 
scalable systems and processes, and best-in-class customer service 
in statewide FMS vendors.  We are committed to 

similar results for the Commonwealth of Pennsylvania. 

quirements of Multiple Waivers and State Funded Programs

PPL understands the scope of work includes the Commonwealth’s Medicaid 
Consolidated, Person/Family Directed Support, Aging, Attendant Care, Community Care 
(COMMCARE), Independence, and Omnibus Budget Reconciliation Act (OBRA) waivers and 
the state funded Attendant Care Act 150 program.  PPL has over a decade of 

FMS and related supports for HCBS waivers and state funded programs
provide FMS and related supports in 21 states and the District of Columbia (see 
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fferor shall state in succinct terms its (1) 
understanding of service and related requirements required by this RFA, (2) the Offeror’s 
qualifications to serve as the Selected Offeror(s) for this project, and (3) the Offeror’s 
overall approach to the project and a summary of the contents of the proposal.    

of this RFA is to secure up to 
throughout the 

Commonwealth or on a regional basis for eligible consumers who receive participant directed 

OLTL and PDA programs (approximately 7,126 consumers); 
RAL REGION OLTL, PDA AND STATEWIDE ODP programs 

3,802 consumers for OLTL and PDA programs, and approximately 850 

OLTL and PDA programs (approximately 10,106 consumers). 

; one proposal to serve each region.  
offer the Commonwealth an integrated solution to serving 

across Multiple Waivers and State Funded 

Commonwealth seeks to ensure consistency in FMS across multiple 
Medicaid Home and Community Based Services (HCBS) waivers and state funded programs. 

(PCG) in 1999, we have 
For example: Tennessee, Virginia, 

consistency in FMS as they have expanded PDS 
handful of participants to multiple complex 

(see PPL Experience Matrix).  These states 
sound management approach, industry 

class customer service 
We are committed to partnering with 

Multiple Waivers and State Funded Programs  

PPL understands the scope of work includes the Commonwealth’s Medicaid §1915(c) HCBS 
Consolidated, Person/Family Directed Support, Aging, Attendant Care, Community Care 
(COMMCARE), Independence, and Omnibus Budget Reconciliation Act (OBRA) waivers and 

PPL has over a decade of experience 
ivers and state funded programs.  We currently 

21 states and the District of Columbia (see PPL Experience 



 

 

Matrix. Most of our contracts include participants from two or more 
In the Commonwealth of Virginia
across 5 different HCBS waiver programs.
 
PPL’s payroll and accounts payable systems and processes are highly configurable to meet the 
specific requirements of each HCBS 
consistency and accountability in 
processing, individual budgeting and service authorization, application of 
submission, activity reporting, and audit functions.  
operational demands of providing FMS on the scale 
Commonwealth of Pennsylvania as specified in this RFA
prepared and eager to partner with DPW 
 
Ensuring Coordination and Co
Diverse Stakeholders 
 
PPL understands the waiver and state funded programs covere
the Office of Long-Term Living (OLTL), the Office of Developmental Programs (ODP), and the 
Pennsylvania Department of Aging (PDA).  
experience partnering with administrative entities 
and delivery of FMS.  We have developed 
collaboration with multiple administrative entities (see 
Part II-3. Work Plan and Project Management
at communicating and collaborating with diverse stakeholder groups
regional/county advisory boards and councils; state and
managers and service coordinators; 
 
DPW’s Choice of the Vendor Fiscal
 
PPL understands and supports the Commonwealth’s choice of the vendor fiscal/employer agent 
(VF/EA) model as the best mechanism to ensure regional and statewide consistency in FMS.  
PPL has experience providing 
the current approach of administering 
organizations across the Commonwealth 
DPW achieving its goals of consistency and quality
 
 
 
 
 
 
 
 
 

In PPL’s experience, participants desire maximum choice and control in 
areas that have an immediate impact on their quality of life, such as who 
provides their direct services and supports.  Choice of the FMS that helps 
them manage their budget and pay the
these services are performed accurately, on time, and in a professional 
manner that preserves their individual dignity and promotes respect.  
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Most of our contracts include participants from two or more different waiver
Virginia, for example, PPL currently serves over 10,000 participants 

different HCBS waiver programs. 

PPL’s payroll and accounts payable systems and processes are highly configurable to meet the 
fic requirements of each HCBS waiver and state funded program while ensuring 

consistency and accountability in the areas of participant and provider enrollment, 
individual budgeting and service authorization, application of pay controls, claims 

submission, activity reporting, and audit functions.  PPL is uniquely qualified to meet th
providing FMS on the scale and complexity required by the 

of Pennsylvania as specified in this RFA.  Our managers and staff are 
partner with DPW to meet this challenge.   

Coordination and Collaboration with Multiple Administrative Entities

PPL understands the waiver and state funded programs covered by this RFA are administered by 
Term Living (OLTL), the Office of Developmental Programs (ODP), and the 

Pennsylvania Department of Aging (PDA).  Our managers and staff have over a decade of 
experience partnering with administrative entities and diverse stakeholder groups 
and delivery of FMS.  We have developed robust approaches to ensuring coordinati

with multiple administrative entities (see Part II-2. Management Summary
Work Plan and Project Management).  In addition, our managers and staff are adept 

at communicating and collaborating with diverse stakeholder groups, including: state and 
regional/county advisory boards and councils; state and regional/county authorities; case 
managers and service coordinators; providers/vendors; unions; and advocacy groups

the Vendor Fiscal/Employer Agent Model 

PPL understands and supports the Commonwealth’s choice of the vendor fiscal/employer agent 
(VF/EA) model as the best mechanism to ensure regional and statewide consistency in FMS.  

providing every available model of FMS (see next section
administering FMS as a Medicaid service provided

across the Commonwealth is overly burdensome and presents 
its goals of consistency and quality in FMS.   

In PPL’s experience, participants desire maximum choice and control in 
areas that have an immediate impact on their quality of life, such as who 
provides their direct services and supports.  Choice of the FMS that helps 
them manage their budget and pay their providers is less important as long as 
these services are performed accurately, on time, and in a professional 
manner that preserves their individual dignity and promotes respect.  
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ferent waiver programs. 
PPL currently serves over 10,000 participants 

PPL’s payroll and accounts payable systems and processes are highly configurable to meet the 
program while ensuring 

the areas of participant and provider enrollment, document 
pay controls, claims 

PPL is uniquely qualified to meet the 
required by the 

nagers and staff are fully 

Administrative Entities  and 

d by this RFA are administered by 
Term Living (OLTL), the Office of Developmental Programs (ODP), and the 

over a decade of 
and diverse stakeholder groups in the design 

coordination and 
ement Summary; and 

managers and staff are adept 
, including: state and 

regional/county authorities; case 
advocacy groups.   

PPL understands and supports the Commonwealth’s choice of the vendor fiscal/employer agent 
(VF/EA) model as the best mechanism to ensure regional and statewide consistency in FMS.  

(see next section).  We recognize 
provided by 37 different 

burdensome and presents real challenges to 

In PPL’s experience, participants desire maximum choice and control in 
areas that have an immediate impact on their quality of life, such as who 
provides their direct services and supports.  Choice of the FMS that helps 

ir providers is less important as long as 
these services are performed accurately, on time, and in a professional 
manner that preserves their individual dignity and promotes respect.   



 

 

PPL believes the VF/EA FMS 
authority needed to ensure regional accountability 
of PDS without sacrificing meaningful 
of importance to them (i.e., Budget Authority 
 
Reducing the Employer-Related Burden of 
 
PPL is committed to reducing the individual’s and representative’s employer
associated with PDS, and enhancing the individual’s and repre
through the provision of appropriate fiscal, payroll and supportive services.
with our vision and mission (see below).
 

 
 
 
 
 
 
 
 
 
 
 
 
 
At PPL, we recognize that exercising budget authority an
with the rules imposed by Medicaid, the Internal Revenue Service (IRS), and federal and state 
employment and tax departments can be a daunting challenge for 
providers.  Over the past decade, we have 
to ease the administrative burden 
participant choice and control.  Our subject matter expertise, industry
state of the art customer service capabilities are described in detail in the sections that follow.    
 
Ensuring that Provision of FMS is 
 
PPL shares the Commonwealth’s commitment to ensuring 
conflict of interest with direct service provision, including case management and/or service 
coordination.  This practice is 
focus is to provide financial services and
individual choice and control over the services they receive. 
HCBS, and as such, has always provided FMS free f
ensures that PPL is not perceived as steering parti

PPL’s Vision is: 

People exercising choice and control of 

and supports.

PPL’s Mission is: 

To be the provider of choice of comprehensive financial management for 

public sector home and community based services.
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FMS model provides the Commonwealth with the administrative 
to ensure regional accountability in FMS and promote quality 

meaningful opportunities for participant choice and control
(i.e., Budget Authority and Employer Authority). 

Related Burden of PDS and Enhancing Choice and 

educing the individual’s and representative’s employer
and enhancing the individual’s and representative’s choice and control 

through the provision of appropriate fiscal, payroll and supportive services.
with our vision and mission (see below). 

PPL’s Vision and Mission 

At PPL, we recognize that exercising budget authority and employer authority in compliance 
with the rules imposed by Medicaid, the Internal Revenue Service (IRS), and federal and state 
employment and tax departments can be a daunting challenge for many participants and 
providers.  Over the past decade, we have developed and refined highly specialized approaches 
to ease the administrative burden associated with PDS and enhance meaningful opportunities for 
participant choice and control.  Our subject matter expertise, industry-leading technology, and 

art customer service capabilities are described in detail in the sections that follow.    

that Provision of FMS is Free from Conflict of Interest 

the Commonwealth’s commitment to ensuring that FMS is provided 
with direct service provision, including case management and/or service 

This practice is entirely consistent with our vision and mission. 
is to provide financial services and supports that enable participants to exercise true 

individual choice and control over the services they receive. PPL is not a provider of any direct 
always provided FMS free from conflict of interest.  

ensures that PPL is not perceived as steering participants towards any other services that might 

People exercising choice and control of publicly funded long term services 

and supports. 

To be the provider of choice of comprehensive financial management for 

public sector home and community based services. 
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he administrative 
and promote quality in the provision 

choice and control in areas 

hoice and Control 

educing the individual’s and representative’s employer-related burden 
sentative’s choice and control 

through the provision of appropriate fiscal, payroll and supportive services.  This is consistent 

d employer authority in compliance 
with the rules imposed by Medicaid, the Internal Revenue Service (IRS), and federal and state 

participants and 
developed and refined highly specialized approaches 

PDS and enhance meaningful opportunities for 
leading technology, and 

art customer service capabilities are described in detail in the sections that follow.     

is provided free from any 
with direct service provision, including case management and/or service 

consistent with our vision and mission. PPL’s primary 
to exercise true 

is not a provider of any direct 
conflict of interest.  This practice 

cipants towards any other services that might 

publicly funded long term services 

To be the provider of choice of comprehensive financial management for 



 

 

benefit PPL financially.  More importantly, this practice ensures that 
energies are wholly focused on providing the highest quality FMS possible.
 
Ensuring Compliance with Applicable Laws and Regulations 
 
PPL understands the Commonwealth seeks to ensure 
with federal, state and local tax, labor
requirements.  PPL has considerable 
Section 3504 of the IRS code, IRS Revenue Procedure 70
REG-137036-08.  We have developed an extremely robust approach to 
with federal, state, and local tax and labor and state worker’s compensation insurance rules and 
requirements related to the employment of qualified DCWs and the engagement of vendors, 
small unlicensed providers and independent contractors.
 
More specifically to the requirements of this RFA, ou
understanding of laws and regulations 
of Pennsylvania.  Members of our tax team and transaction compliance team have practical 
experience ensuring compliance with state, local, and municipal tax and employment laws and 
regulations in Pennsylvania.  Our Tax Team Supervisor is a licensed CPA in Pennsylvania.  W
have practical experience providing 
counties in Pennsylvania. 
 
Achieving Cost Savings and E
 
PPL understands the Commonwealth seeks to a
regionalization of VF/EA FMS while enhancing services to consumers.
provide programs that range in size from 10 participants to 10,500 participants we understand the 
soundness of this approach. PPL
comprehensive financial management services 
reflected in PPL’s Cost Submittal (submitted separately).
value for our state clients.  We pride ourselves on the ability to leverage 
resources to benefit our state clients
assigning experienced managers and staff to support the launch of new program
avoid costly mistakes and delays
(steady state).  By configuring our single 
payable system (PPL Web Portal) to meet the specific requirements of each PDS program, we 
are able to minimize development costs
we have identified numerous approach
the provision of FMS to participants and service providers.
 
Successfully Managing Transition 

PPL understands that ensuring the smooth transition of existing participants 
a critical requirement of this RFA.  
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benefit PPL financially.  More importantly, this practice ensures that all of PPL’s 
wholly focused on providing the highest quality FMS possible.

with Applicable Laws and Regulations in the Provision of PDS

PPL understands the Commonwealth seeks to ensure provision of VF/EA FMS in accordance 
with federal, state and local tax, labor and worker’s compensation insurance and program 

s considerable experience acting as the employer agent in accordance with 
Section 3504 of the IRS code, IRS Revenue Procedure 70-6, IRS Proposed Notice 2003

developed an extremely robust approach to ensur
and local tax and labor and state worker’s compensation insurance rules and 

requirements related to the employment of qualified DCWs and the engagement of vendors, 
small unlicensed providers and independent contractors.  See Part IV-4. VF/EA FMS Tasks

More specifically to the requirements of this RFA, our managers and staff have 
regulations applicable to the provision of FMS i

Members of our tax team and transaction compliance team have practical 
experience ensuring compliance with state, local, and municipal tax and employment laws and 

Our Tax Team Supervisor is a licensed CPA in Pennsylvania.  W
experience providing successful VF/EA services for ODP program

Achieving Cost Savings and Efficiencies while Enhancing Services 

PPL understands the Commonwealth seeks to achieve cost savings and efficiencies through 
regionalization of VF/EA FMS while enhancing services to consumers.  Since we currently 
provide programs that range in size from 10 participants to 10,500 participants we understand the 

PPL is committed to providing the highest quality
financial management services at the lowest cost possible.  

reflected in PPL’s Cost Submittal (submitted separately).  PPL is equally committed to adding 
We pride ourselves on the ability to leverage our 

benefit our state clients and keep them informed on national best practices
assigning experienced managers and staff to support the launch of new program
avoid costly mistakes and delays in program transfers and move operations quickly to stability 

configuring our single integrated information technology 
payable system (PPL Web Portal) to meet the specific requirements of each PDS program, we 

to minimize development costs and accelerate delivery time.  In the sections that follow, 
approaches to achieving operational efficiencies 

provision of FMS to participants and service providers.   

Managing Transition of Participants to a Regional FMS 

PPL understands that ensuring the smooth transition of existing participants 
critical requirement of this RFA.  We have successfully supported small and large

Commonwealth of Pennsylvania 
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all of PPL’s resources and 
wholly focused on providing the highest quality FMS possible. 

in the Provision of PDS 

VF/EA FMS in accordance 
and worker’s compensation insurance and program 

experience acting as the employer agent in accordance with 
6, IRS Proposed Notice 2003-70 and 

ensuring compliance 
and local tax and labor and state worker’s compensation insurance rules and 

requirements related to the employment of qualified DCWs and the engagement of vendors, 
VF/EA FMS Tasks.  

r managers and staff have a detailed 
in the Commonwealth 

Members of our tax team and transaction compliance team have practical 
experience ensuring compliance with state, local, and municipal tax and employment laws and 

Our Tax Team Supervisor is a licensed CPA in Pennsylvania.  We 
EA services for ODP programs in several 

cost savings and efficiencies through 
Since we currently 

provide programs that range in size from 10 participants to 10,500 participants we understand the 
committed to providing the highest quality, most 

  This commitment is 
PPL is equally committed to adding 

our staff and technology 
and keep them informed on national best practices.  By 

assigning experienced managers and staff to support the launch of new programs, we are able to 
and move operations quickly to stability 

information technology and payroll/accounts 
payable system (PPL Web Portal) to meet the specific requirements of each PDS program, we 

In the sections that follow, 
efficiencies while enhancing 

PPL understands that ensuring the smooth transition of existing participants to a regional FMS is 
supported small and large-scale 



 

 

transitions from local vendors 
Ohio, Oklahoma, South Carolina, Tennessee, and Was
developed robust operational protocols to 
program requirements, alleviat
delays in payment (see Part II
anticipate many problems before they arise and mitigate the adverse consequences of problems 
that do arise.  After each transition, we conduct a debriefing of lessons learned to improve the 
next transition.  We have learned what can go wrong in large scale transitions, and will use our 
experience to benefit the Commonwealth.  

(2) Qualifications to serve as the Sele
 
PPL was established by PCG in 1999 t
Demonstration Grant initiative of the Robert Wood Johnson Foundation
developmental disabilities.  PPL 
create the first “Owner’s Manual for Self Determination”.
Intermediate Service Organization 
Retardation, one of the first grantees

The illustration below shows the current locations of PPL offices and contracts.

Current 
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from local vendors in 10 states: Colorado, Maryland, Nevada, New Jersey, New York, 
Ohio, Oklahoma, South Carolina, Tennessee, and Washington.  Over the years, we 

robust operational protocols to inform relevant stakeholders, ensure the integrity of 
alleviate participant anxiety, prevent gaps in services

II -3. Work Plan and Project Management).  
anticipate many problems before they arise and mitigate the adverse consequences of problems 

After each transition, we conduct a debriefing of lessons learned to improve the 
next transition.  We have learned what can go wrong in large scale transitions, and will use our 
experience to benefit the Commonwealth.   

erve as the Selected Offeror for this Project 

in 1999 to support the implementation of the 
rant initiative of the Robert Wood Johnson Foundation for persons with 

PPL collaborated with the National Center for Self
“Owner’s Manual for Self Determination”.  In addition, PPL served as 

Intermediate Service Organization (ISO) for the Massachusetts Department of Mental 
one of the first grantees.   

The illustration below shows the current locations of PPL offices and contracts.

Current Locations of PPL Offices and Contracts
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Colorado, Maryland, Nevada, New Jersey, New York, 
Over the years, we have 

ensure the integrity of 
prevent gaps in services, and minimize 

.  We are able to 
anticipate many problems before they arise and mitigate the adverse consequences of problems 

After each transition, we conduct a debriefing of lessons learned to improve the 
next transition.  We have learned what can go wrong in large scale transitions, and will use our 

implementation of the Self-Determination 
for persons with 

Center for Self-Determination to 
In addition, PPL served as the first 

for the Massachusetts Department of Mental 

The illustration below shows the current locations of PPL offices and contracts. 

 

 



 

 

Available Facilities 

PPL is headquartered in Boston, MA and maintains offices in eight states.  
Financial Operations Center in Chelsea, M
Our parent firm maintains an office in Harrisburg PA, which we will expand if awarded.  
has the facilities and administrative and logistical support services for staff to accomplish the 
required tasks as specified in this RFA.  
assigned to this project in the 
facilities, see Part II-3. Work Plan and Project Management
 
PPL is the nation’s largest provider of FMS and related supports for PDS.
FMS and related supports for 
the current scope of populations served and services provided by PPL.
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PPL is headquartered in Boston, MA and maintains offices in eight states.  
Financial Operations Center in Chelsea, MA and a Customer Service Center in Phoenix, A
Our parent firm maintains an office in Harrisburg PA, which we will expand if awarded.  

the facilities and administrative and logistical support services for staff to accomplish the 
required tasks as specified in this RFA.  If selected, we will locate program managers and staff 

the PCG office in Harrisburg, PA.  For a complete 
Work Plan and Project Management. 

largest provider of FMS and related supports for PDS.  
for 21 states and the District of Columbia. The chart below illustrates 

the current scope of populations served and services provided by PPL. 
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PPL is headquartered in Boston, MA and maintains offices in eight states.  PPL maintains a 
Customer Service Center in Phoenix, AZ.    

Our parent firm maintains an office in Harrisburg PA, which we will expand if awarded.  PPL 
the facilities and administrative and logistical support services for staff to accomplish the 

will locate program managers and staff 
complete description of our 

  We currently provide 
. The chart below illustrates 



 

 

Populations Served & Services Provided

    Populations Served
  

Y
ea

r 
E

ar
lie

st
 C

on
tr

ac
t B

eg
an

 

O
ld

er
 A

du
lts

 

A
du

lts
 w

ith
 D

is
ab

ili
tie

s 

D
ev

el
op

m
en

ta
l D

is
ab

ili
tie

s 

M
ed

ic
al

ly
 F

ra
gi

le
 

State 
AZ* 2005 X X X   

CA (SF) 2011   X     

CO 2009 X X     

DC 2010         

GA 2007   X     

IL 2010     X   

IN 2006   X     

KS 2011   X X   

ME* 2005 X X     

MA* 1999   X X   

NV* 2009   X X   

NJ* 2006 X X X   

NY 2011         

OH 2010         

OK 2009 X X     

OR 2011         

SC* 2008 X X     

TN* 2006 X X X X 

VA* 2006 X X X   

WA* 2010 X X     

WV* 2007 X X X   

WY 2009     X   

* Indicates that multiple contracts and/or agencies are served in the state. 
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Populations Served & Services Provided by PPL 

Populations Served Services Provided
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* Indicates that multiple contracts and/or agencies are served in the state.  
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PPL’s experience providing FMS services for diverse populations is unmatched among eligible 
Offerors.  The variety of FMS services we provide as well as the diversity of the populations we 
support has given our managers and staff members the broadest possible exposure to a
preparation for the requirements of the Commonwealth as specified in this RFA.  We currently 
manage individual budgets for 
and, provide accounts payable activity 
PPL currently manages over $500 million 
the programs served, funds under management, and consumers and employees currently 
supported by PPL. 
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providing FMS services for diverse populations is unmatched among eligible 
Offerors.  The variety of FMS services we provide as well as the diversity of the populations we 

managers and staff members the broadest possible exposure to a
preparation for the requirements of the Commonwealth as specified in this RFA.  We currently 

for over 39,000 participants; provide payroll for 
accounts payable activity for countless vendors and small unlicensed providers

$500 million in public funds annually.  The chart below illustrates 
the programs served, funds under management, and consumers and employees currently 
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providing FMS services for diverse populations is unmatched among eligible 
Offerors.  The variety of FMS services we provide as well as the diversity of the populations we 

managers and staff members the broadest possible exposure to and 
preparation for the requirements of the Commonwealth as specified in this RFA.  We currently 

for over 38,000 DCWs; 
mall unlicensed providers.  

The chart below illustrates 
the programs served, funds under management, and consumers and employees currently 



 

 

  

State or 
District Program Type(s)

1 Arizona+ Medicaid Waiver & MCO
2 California (San 

Francisco) State
3 Colorado Medicaid Waiver
4 District of 

Columbia VD-HCBS
5 Georgia Medicaid Waiver & State

funded
6 Illinois Medicaid Waiver
7 Indiana Medicaid Waiver
8 Kansas Medicaid Waiver
9 Maine+ Medicaid Waiver & VD

HCBS
10 Massachusetts+ Medicaid Waiver & State

funded
11 Nevada+ Medicaid Waiver & State

funded
12 New Jersey+ Medicaid Waiver
13 New York State
14 Ohio Federal
15 Oklahoma Medicaid Waiver
16 Oregon* VD-HCBS
17 South Carolina+ Medicaid Waiver & VD

HCBS
18 Tennessee+ Medicaid Waiver, State

funded & VD
19 Virginia+ Medicaid Waiver & 

Federal
20 Washington+ Medicaid Waiver & VD

HCBS
21 West Virginia+ Medicaid Waiver
22 Wyoming Medicaid Waiver

  
 

 * Indicates newly added state.  Information is not yet available.

 + Indicates multiple contracts and/or agencies served in the state.
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PPL Current Experience Matrix 

Program Type(s) 

Funds 
Managed 
Annually 
(Millions) 

Consumers 
Served 

Annually 

Medicaid Waiver & MCO $21.6 

State-funded 
$1.3 

Medicaid Waiver $57.7 

HCBS 
$0.1 

Medicaid Waiver & State-
funded 

$6.1 

Medicaid Waiver $0.7 

Medicaid Waiver $4.9 

Medicaid Waiver $5.0 
Medicaid Waiver & VD-
HCBS 

$4.0 

Medicaid Waiver & State-
funded 

$12.4 

Medicaid Waiver & State-
funded 

$1.1 

Medicaid Waiver $40.8 

State-funded $7.8 

Federal-funded $5.8 

Medicaid Waiver $5.3 

HCBS $0.0 
Medicaid Waiver & VD-
HCBS 

$15.8 

Medicaid Waiver, State-
funded & VD-HCBS 

$24.1 

Medicaid Waiver & 
Federal-funded 

$262.7 12,747

Medicaid Waiver & VD-
HCBS 

$11.2 

Medicaid Waiver $16.1 

Medicaid Waiver $2.0 

TOTALS: $506.6 39,071

* Indicates newly added state.  Information is not yet available. 

+ Indicates multiple contracts and/or agencies served in the state.  
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Consumers 
Served 

Annually  

Employees 
Paid 

Annually  

2,079 1,714 
207 206 

2,030 4,794 
1 3 

601 5 

47 87 
411 614 
270 378 
152 361 

636 228 

123 235 

9,190 318 
1,150 0 
3,010 0 

658 812 
0 0 

2,400 2,332 

1,367 1,670 

12,747 22,969 

774 0 

1,038 1,342 
180 239 

39,071 38,307 

 
  



 

 

Personnel Qualifications  
 
The management and staff of PPL 
of public-sector HCBS with an emphasis on providing FMS.
every major PDS initiative in the US

• Self-Determination Demonstration Grant Initiative
• National Cash & Counseling Demonstration
• Centers for Medicare and Medicaid Services Money Follows the Person Initiative 
• Administration on Aging Community Living Program
• Veterans Healthcare Administration Veterans

 
PPL is fully prepared to meet or exceed the requirements 
over 250 full time employees. 
managers and staff members have not successfully performed 
award, PPL will assign a select team of 
implementation of all aspects of the scope of work. 
directed programs supported by aging and disabilities waivers, developmental disabilities 
waivers, state funded programs and the current PA waivers. 

In anticipation of a possible award, PPL has 
qualified applicants with practical 
offers of employment to the most qualified individuals, contingent upon notice of successful 
award.  These individuals have a thorough knowledge and understanding of HCBS waiver and 
state funded programs in the Commonwealth.  
managers and staff and intended hires that will be assigned to this project are described in detail 
in Part II-5 Personnel. 

PPL also has the reserve capacity to readily add 
periods of intense activity and 
participants from incumbent FMS organizations
various alternatives for the review

Financial Capability 
 
PPL is uniquely qualified to offer the financial capability to
FMS on the scale required by the Commonwealth of Pennsylvania.  
international management consulting firm, PPL has a
of 30% annually, even during 
has the financial capability to assure good faith performance of 
provided its previous three financial statements 
Financial Capability).  PPL is fully prepared to 
bond(s) and to provide the Commonwealth with performance security in an amount 
this RFA. 
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The management and staff of PPL have extensive experience in the design 
sector HCBS with an emphasis on providing FMS.  PPL has been at the forefront of 

every major PDS initiative in the US, including: 

Determination Demonstration Grant Initiative 
National Cash & Counseling Demonstration 
Centers for Medicare and Medicaid Services Money Follows the Person Initiative 
Administration on Aging Community Living Program 
Veterans Healthcare Administration Veterans-Directed HCBS 

fully prepared to meet or exceed the requirements of this RFA.  PPL has a current staff of 
0 full time employees. There is no activity or service required in this RFA that 

have not successfully performed for other states.  
PPL will assign a select team of its most experienced managers to oversee the 

implementation of all aspects of the scope of work. This includes experience in managing self 
directed programs supported by aging and disabilities waivers, developmental disabilities 

ams and the current PA waivers.  

of a possible award, PPL has already engaged in recruiting and screen
with practical experience providing FMS in Pennsylvania.  PPL has made 

offers of employment to the most qualified individuals, contingent upon notice of successful 
These individuals have a thorough knowledge and understanding of HCBS waiver and 

ams in the Commonwealth.  The qualifications and resumes of current PPL 
managers and staff and intended hires that will be assigned to this project are described in detail 

the reserve capacity to readily add additional resources as required
intense activity and peak volume, such as during the initial transfer of 

participants from incumbent FMS organizations to PPL.  If selected for award, PPL will present 
various alternatives for the review and approval of DPW.   

PPL is uniquely qualified to offer the financial capability to support implementation of VF/EA 
FMS on the scale required by the Commonwealth of Pennsylvania.  As a subsidiary of PCG, an 

management consulting firm, PPL has access to capital to enable 
30% annually, even during recent periods of limited access to capital financing 

to assure good faith performance of the Agreement
inancial statements for the Commonwealth’s review 

).  PPL is fully prepared to procure the required performance/payment 
provide the Commonwealth with performance security in an amount 
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 and implementation 
PPL has been at the forefront of 

Centers for Medicare and Medicaid Services Money Follows the Person Initiative  

PPL has a current staff of 
ere is no activity or service required in this RFA that our 

other states.  If selected for 
its most experienced managers to oversee the 

This includes experience in managing self 
directed programs supported by aging and disabilities waivers, developmental disabilities 

and screening 
experience providing FMS in Pennsylvania.  PPL has made 

offers of employment to the most qualified individuals, contingent upon notice of successful 
These individuals have a thorough knowledge and understanding of HCBS waiver and 

The qualifications and resumes of current PPL 
managers and staff and intended hires that will be assigned to this project are described in detail 

required to support 
during the initial transfer of existing 

If selected for award, PPL will present 

support implementation of VF/EA 
As a subsidiary of PCG, an 

enable growth in excess 
financing markets. PPL 

the Agreement.  PPL has 
for the Commonwealth’s review (see Part II-7 
procure the required performance/payment 

provide the Commonwealth with performance security in an amount required by 



 

 

Additional Qualifications 
 
PPL has developed industry
ensure compliance and quality in FMS.  
and employee registration team, document processing team, tax team, and audit/compliance 
team.  These teams have acquired specialized knowledge and expertise and developed standard 
operational protocols to ensure operational efficiency and effectiveness.   

PPL has made substantial investments in customizing 
support the complex requirements of 
payroll system (PPL Web Port
below).  The PPL Web Portal incorporates participant, provider, and payment information in a 
secure environment.  Case managers
service authorizations on-line, 24/7
and invoices and get immediate feedback on the status of their submission
faxing and mailing of paper timesheet and invoices as required, althoug
efficient and effective.  The Web Portal is 
requirements of all HCBS waivers and programs under this Agreement.
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PPL has developed industry-leading best practices and utilizes subject matter experts to 
ensure compliance and quality in FMS.  PPL has a dedicated program launch team, employer 
and employee registration team, document processing team, tax team, and audit/compliance 
team.  These teams have acquired specialized knowledge and expertise and developed standard 

ensure operational efficiency and effectiveness.    

PL has made substantial investments in customizing its information technology systems to 
support the complex requirements of PDS.  PPL’s integrated information technology and 

Web Portal) provides the tools to effectively manage large
The PPL Web Portal incorporates participant, provider, and payment information in a 

Case managers and service coordinators can enter and edit budgets
, 24/7.  DCWs and other service providers can submit timesheets 

and invoices and get immediate feedback on the status of their submission.  PPL can also support 
faxing and mailing of paper timesheet and invoices as required, although this is much less 

The Web Portal is highly scalable and configurable to 
all HCBS waivers and programs under this Agreement. 
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leading best practices and utilizes subject matter experts to 
PPL has a dedicated program launch team, employer 

and employee registration team, document processing team, tax team, and audit/compliance 
team.  These teams have acquired specialized knowledge and expertise and developed standard 

 

information technology systems to 
information technology and 

the tools to effectively manage large-scale PDS (see 
The PPL Web Portal incorporates participant, provider, and payment information in a 

can enter and edit budgets and 
.  DCWs and other service providers can submit timesheets 

.  PPL can also support 
h this is much less 

configurable to meet the specific 



 

 

PPL follows a rigorous software development lifecycle methodology 
ensure that configuration of our IT systems meets our clients’ needs.
process is to provide uniform guidelines 
of our clients efficiently, predictably, and with the highest quality.
are: Decide; Define; Design; 
we are better able to ensure that our produ
requirements. 
 
PPL understands the importance of providing participants with orientation and skills 
training to in their role as the Common Law Employer.
unless common law employers, consumers, direct care workers, CM/SC, Administrative Entities, 
and OLTL/PDA/ODP representatives are well
rules and processes.  As such, PPL has
for the above listed entities. See 
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PPL Web Portal 

PPL follows a rigorous software development lifecycle methodology referred to as 
ensure that configuration of our IT systems meets our clients’ needs.  The 
rocess is to provide uniform guidelines to configure our technology platfo

of our clients efficiently, predictably, and with the highest quality. The six “D’s” of the process 
; Develop; Demonstrate; and Deploy.  By following these steps, 

we are better able to ensure that our products and services meet our clients’

PPL understands the importance of providing participants with orientation and skills 
training to in their role as the Common Law Employer.   We believe that our job is not done 
unless common law employers, consumers, direct care workers, CM/SC, Administrative Entities, 
and OLTL/PDA/ODP representatives are well-informed and understand all applicable 

processes.  As such, PPL has planned comprehensive orientation and training programs 
ee Part II-6 Training .   
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referred to as 6D, to 
The purpose of the 6D 

configure our technology platforms to serve the needs 
The six “D’s” of the process 

By following these steps, 
’  business 

PPL understands the importance of providing participants with orientation and skills 
We believe that our job is not done 

unless common law employers, consumers, direct care workers, CM/SC, Administrative Entities, 
all applicable program 

planned comprehensive orientation and training programs 



 

 

PPL has developed a proprietary Medicaid B
pre-adjudication and claims submission.  
MMIS vendors for reimbursement
Medicaid Billing System (software package) that increases accuracy in first
submission and facilitates the 
resulted in up to 100% payment of claims upon first submission.
administrative burden of processing and resubmitting claims, and
requirements of carrying a large denied claims balance.  See 
Rendered. 

PPL is committed to support
fraud and abuse.  PPL has developed robust policies, procedures and internal controls to ensure 
the integrity of PDS.  During the launch of every new program, PPL collaborates with its s
clients to develop pay controls specific to each PDS program.  These pay controls
in the PPL Web Portal to identify 
depletion of the individual budget.  The PPL Web Portal readily supports financial and 
programmatic audits by Medicaid fraud units and related enti
queries the Office of Inspector General (OIG) List of Excluded Individuals and Entities (LEIE) 
to prevent payment with Medicaid funds to any excluded party.
Providers.  

PPL can provide cost-effective workers compensation 
state clients and permitted by 
developed the capacity to offer workers compensation insurance coverage for common law 
employers through a national group policy secured by PPL.  This policy offers employer 
coverage based on a percent of actual payroll at attractive rat
This business solution has reduced the administrative burden associated with workers 
compensation and resulted in considerable savings for several of our state clients.  

PPL’s state-of-the art customer service systems 
supporting large-scale PDS programs
are all geared toward supporting participants with the responsibilities of self
the responsibilities of being an empl
month.  Our customer service capabilities include 100% call recording for quality monitoring, 
automated outbound calling, Voice
service levels.  Because we collect detailed information on every call received we are well aware 
of the intense requirements that occur during the 
FMS to another. We are prepared to 
requirements during the peak first six months of this engagement.
our customer service capabilities, see 
 
The illustration below highlights 
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veloped a proprietary Medicaid Billing System to support accurate and timely 
adjudication and claims submission.  PPL has extensive experience submitting claims 

for reimbursement.  Using this experience, we have developed a proprietary 
software package) that increases accuracy in first

 correction and resubmission of denied claims.  This 
resulted in up to 100% payment of claims upon first submission. This level of success eases the 
administrative burden of processing and resubmitting claims, and minimizes the capital 

nts of carrying a large denied claims balance.  See Part IV-4. A. Billing for Services 

PPL is committed to supporting our state clients in preventing, detecting
PPL has developed robust policies, procedures and internal controls to ensure 

the integrity of PDS.  During the launch of every new program, PPL collaborates with its s
clients to develop pay controls specific to each PDS program.  These pay controls

identify participant overspending, unauthorized payment, or premature 
depletion of the individual budget.  The PPL Web Portal readily supports financial and 
programmatic audits by Medicaid fraud units and related entities.  As a standard practice, PPL 
queries the Office of Inspector General (OIG) List of Excluded Individuals and Entities (LEIE) 
to prevent payment with Medicaid funds to any excluded party.  See Part IV

fective workers compensation insurance where required 
permitted by applicable state law and regulations.  PPL has recently 

developed the capacity to offer workers compensation insurance coverage for common law 
employers through a national group policy secured by PPL.  This policy offers employer 
coverage based on a percent of actual payroll at attractive rates with no minimum payments.  
This business solution has reduced the administrative burden associated with workers 
compensation and resulted in considerable savings for several of our state clients.  

the art customer service systems ensure personalized service while 
programs.  Our customer service philosophy, training, and tools 

are all geared toward supporting participants with the responsibilities of self
the responsibilities of being an employer.  PPL currently responds to as many as 60,000 

Our customer service capabilities include 100% call recording for quality monitoring, 
automated outbound calling, Voice-Over-Internet capabilities, and standard reports of customer 

Because we collect detailed information on every call received we are well aware 
of the intense requirements that occur during the successful transition of participants from one 
FMS to another. We are prepared to use our customer service systems to meet those 
requirements during the peak first six months of this engagement.  For a complete description of 
our customer service capabilities, see Part IV-4. D. Providing Customer Service

The illustration below highlights our customer service capabilities. 
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to support accurate and timely 
PPL has extensive experience submitting claims to 

.  Using this experience, we have developed a proprietary 
software package) that increases accuracy in first-time claims 

denied claims.  This system has 
This level of success eases the 
minimizes the capital 

A. Billing for Services 

ing and reporting 
PPL has developed robust policies, procedures and internal controls to ensure 

the integrity of PDS.  During the launch of every new program, PPL collaborates with its state 
clients to develop pay controls specific to each PDS program.  These pay controls are embedded 

participant overspending, unauthorized payment, or premature 
depletion of the individual budget.  The PPL Web Portal readily supports financial and 

ties.  As a standard practice, PPL 
queries the Office of Inspector General (OIG) List of Excluded Individuals and Entities (LEIE) 

Part IV -4. H. Enrolling 

here required by our 
PPL has recently 

developed the capacity to offer workers compensation insurance coverage for common law 
employers through a national group policy secured by PPL.  This policy offers employer 

es with no minimum payments.  
This business solution has reduced the administrative burden associated with workers 
compensation and resulted in considerable savings for several of our state clients.   

personalized service while 
Our customer service philosophy, training, and tools 

are all geared toward supporting participants with the responsibilities of self-direction, including 
as many as 60,000 calls per 

Our customer service capabilities include 100% call recording for quality monitoring, 
Internet capabilities, and standard reports of customer 

Because we collect detailed information on every call received we are well aware 
of participants from one 

meet those 
For a complete description of 

Providing Customer Service. 



 

 

 

 
PPL provides a broad spectrum of reports to each of our clients.
variety of standard and ad-hoc 
constituents.  Standard reports include

• Participant Demographics
• Program Enrollment Growth
• Provider Enrollment and 
• Budget Utilization by Service Category and Type
• Customer Service Call Volume and Service Levels

 
In addition we will provide DPW managers with the ability to develop their own ad hoc reports 
whenever needed.  See Part IV
 
PPL routinely conducts program
benefit of our state clients.  PPL’s internal accounting practices have been vetted and evaluated 
routinely by our clients. We have used an outside accounting firm with national 
enable us to regularly complete Statement 16 (formerly known as SAS
Book Audits.  
 
PPL senior staff has extensive experience working with local county governments.    
experience includes serving as 
well as consulting to Bedford and Somerset 
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PPL Customer Service Capabilities 

PPL provides a broad spectrum of reports to each of our clients.  PPL has developed a wide 
hoc reports to meet the needs of our state clients and their 

reports include: 
Participant Demographics 

Growth 
Provider Enrollment and Credentialing 
Budget Utilization by Service Category and Type 
Customer Service Call Volume and Service Levels                            

provide DPW managers with the ability to develop their own ad hoc reports 
Part IV -4. O. Preparing and Submitting Required Reports.

programmatic and fiscal audits for internal use as well as for the 
PPL’s internal accounting practices have been vetted and evaluated 

routinely by our clients. We have used an outside accounting firm with national 
complete Statement 16 (formerly known as SAS-70) 

PPL senior staff has extensive experience working with local county governments.    
as VF/EA for the ODP program for York and Adams counties as 

Bedford and Somerset counties on the VF/EA requirements for their ODP 
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PPL has developed a wide 
to meet the needs of our state clients and their 

                             

provide DPW managers with the ability to develop their own ad hoc reports 
O. Preparing and Submitting Required Reports. 

s for internal use as well as for the 
PPL’s internal accounting practices have been vetted and evaluated 

routinely by our clients. We have used an outside accounting firm with national experience to 
70) audits and Yellow 

PPL senior staff has extensive experience working with local county governments.    This 
for the ODP program for York and Adams counties as 

EA requirements for their ODP 



 

 

program. In addition, Marc Fenton, the President of PPL, consulted to twenty counties 
Pennsylvania during the implementation of the 
in the successful transition to behavioral health managed care for these counties within the 
framework established by DPW.
 

(3) Overall Approach to the Project and Summary of Contents of the Proposal
 
Understanding of the Nature and S
 
PPL has a thorough understanding of 
Pennsylvania.  PPL understands its responsibilities will 

1. Acting as a neutral “bank” for individuals
2. Ensuring qualified DCWs, vendors and small unlicensed providers are paid in 
accordance with federal, state and local tax, labor and unemployment insurance laws, as 
applicable;  
3. Preparing and distributing qualified DCWs payroll including the management o
federal and state income tax withholding and employment taxes and locality taxes; 
4. Verifying prospective DCWs, vendors and small unlicensed provider’s citizenship and 
alien status and ensuring that DCWs, vendors and small unlicensed providers meet the
qualifications for the services they are providing as per state requirements;
5. Processing and paying invoices for participant
accordance with the individual’s individual service plan and spending plan; 
6. Processing and submitting claims and receiving Medicaid Assistance (MA) 
reimbursements and paying out for services provided by qualified DCWs, and vendors 
and small unlicensed providers in accordance with the individual service plan (ISP);
7. Processing and submitting mon
reimbursements for the fiscal support services the VF/EA FMS organization provides to 
individuals and their representatives based on a per member per month rate of payment 
determined by the Commonwealth;
8. Brokering worker’s compensation insurance policies and renewals and paying 
premiums for individuals and representatives who are common law employers;
9. Preparing and distributing financial reports to: common law employers,
Administrative Entity (AE), Care Man
ODP and PDA as required; and
10. Providing orientation and skills training to individuals and representative acting as 
common law employers.

 
Beyond meeting the minimum requirements of this RFA, PPL’s 
design, implementation and management reflects three goals:

 
1. To serve as an active partner with DPW

difficult and large scale trans
continually evaluat
participant direction.
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In addition, Marc Fenton, the President of PPL, consulted to twenty counties 
during the implementation of the Health Choices managed care program

to behavioral health managed care for these counties within the 
framework established by DPW. 

Overall Approach to the Project and Summary of Contents of the Proposal

Understanding of the Nature and Scope of the Work 

has a thorough understanding of requirements of performing as a regional 
.  PPL understands its responsibilities will include, but are not limited to:

Acting as a neutral “bank” for individuals‟ public service funds; 
Ensuring qualified DCWs, vendors and small unlicensed providers are paid in 

accordance with federal, state and local tax, labor and unemployment insurance laws, as 

Preparing and distributing qualified DCWs payroll including the management o
federal and state income tax withholding and employment taxes and locality taxes; 

Verifying prospective DCWs, vendors and small unlicensed provider’s citizenship and 
alien status and ensuring that DCWs, vendors and small unlicensed providers meet the
qualifications for the services they are providing as per state requirements;

Processing and paying invoices for participant-directed goods and services in 
accordance with the individual’s individual service plan and spending plan; 

ubmitting claims and receiving Medicaid Assistance (MA) 
reimbursements and paying out for services provided by qualified DCWs, and vendors 
and small unlicensed providers in accordance with the individual service plan (ISP);

Processing and submitting monthly claims through PROMISe™ and receives MA 
reimbursements for the fiscal support services the VF/EA FMS organization provides to 
individuals and their representatives based on a per member per month rate of payment 
determined by the Commonwealth; 

ering worker’s compensation insurance policies and renewals and paying 
premiums for individuals and representatives who are common law employers;

Preparing and distributing financial reports to: common law employers,
Administrative Entity (AE), Care Manager/Service Coordinator (CM/SC), OLTL,
ODP and PDA as required; and 

Providing orientation and skills training to individuals and representative acting as 
common law employers. 

Beyond meeting the minimum requirements of this RFA, PPL’s approach to 
design, implementation and management reflects three goals: 

To serve as an active partner with DPW in planning and implementing a 
difficult and large scale transition to using our systems and experience 
continually evaluating and implementing national best practices that support 
participant direction. 

Commonwealth of Pennsylvania 
Department of Public Welfare 

Request for Application # 22-11 
Vendor Fiscal/Employer Agent Financial Management Services 

In addition, Marc Fenton, the President of PPL, consulted to twenty counties in 
managed care program resulting 

to behavioral health managed care for these counties within the 

Overall Approach to the Project and Summary of Contents of the Proposal 

requirements of performing as a regional VF/EA FMS in 
include, but are not limited to: 

 
Ensuring qualified DCWs, vendors and small unlicensed providers are paid in 

accordance with federal, state and local tax, labor and unemployment insurance laws, as 

Preparing and distributing qualified DCWs payroll including the management of 
federal and state income tax withholding and employment taxes and locality taxes;  

Verifying prospective DCWs, vendors and small unlicensed provider’s citizenship and 
alien status and ensuring that DCWs, vendors and small unlicensed providers meet the 
qualifications for the services they are providing as per state requirements; 

directed goods and services in 
accordance with the individual’s individual service plan and spending plan;  

ubmitting claims and receiving Medicaid Assistance (MA) 
reimbursements and paying out for services provided by qualified DCWs, and vendors 
and small unlicensed providers in accordance with the individual service plan (ISP); 

and receives MA 
reimbursements for the fiscal support services the VF/EA FMS organization provides to 
individuals and their representatives based on a per member per month rate of payment 

ering worker’s compensation insurance policies and renewals and paying 
premiums for individuals and representatives who are common law employers; 

Preparing and distributing financial reports to: common law employers, 
ager/Service Coordinator (CM/SC), OLTL, 

Providing orientation and skills training to individuals and representative acting as 

approach to VF/EA system 

planning and implementing a 
tion to using our systems and experience and 

national best practices that support 



 

 

 
2. To use technology to reduce the consumer’s paperwork burden, allowing them 

to focus on the quality o
with accurate, easy to read information necessary to make informed 
and increase the efficiency and accuracy of business practices.
 

3. To develop, document
flexibility and fiscal accountability, ensurin
laws, service funding rules, and case management protocols.

 
In summary, PPL is committed to providing 
operationally sound, and cost-
and running quickly due to the fact that we have been prov
large statewide programs for over 10 years.
partnership with DPW, OLTL, PDA, and ODP
state and regional stakeholders.
 
In the sections that follow, PPL has presented a detailed proposal to meeting the requirements as 
stated in this RFA.  Please note that 
Plan and Project Management
section may be removed in its entirety and reviewed separately if needed.
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To use technology to reduce the consumer’s paperwork burden, allowing them 
to focus on the quality of services delivered by their DCWs, providing 
with accurate, easy to read information necessary to make informed 

efficiency and accuracy of business practices. 

document and update program rules that balance program 
flexibility and fiscal accountability, ensuring compliance with tax and labor 
laws, service funding rules, and case management protocols. 

In summary, PPL is committed to providing DPW with the most technically responsive
-effective FMS possible.  PPL has the ability to 

and running quickly due to the fact that we have been providing similar VF/EA services 
for over 10 years.  PPL is committed to developing an effective 

partnership with DPW, OLTL, PDA, and ODP and cultivating strategic relationships with key 
state and regional stakeholders.   

In the sections that follow, PPL has presented a detailed proposal to meeting the requirements as 
stated in this RFA.  Please note that Part IV-Work Statement  is embedded in 
Plan and Project Management as specified on page 11 of the RFA.  For ease of review, this 
section may be removed in its entirety and reviewed separately if needed. 
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To use technology to reduce the consumer’s paperwork burden, allowing them 
providing them 

with accurate, easy to read information necessary to make informed decisions 
 

program rules that balance program 
g compliance with tax and labor 

the most technically responsive, 
PPL has the ability to get programs up 

similar VF/EA services for very 
eveloping an effective 

g strategic relationships with key 

In the sections that follow, PPL has presented a detailed proposal to meeting the requirements as 
is embedded in Part II-3 Work 

as specified on page 11 of the RFA.  For ease of review, this 



 

 

II-2. Management Summary. Include a narrative description of the proposed effort and a 
list of the items to be delivered or services to be provided. 
 
PPL is pleased to submit this application to the Pennsylvania Department of Public Welfare for 
Vendor Fiscal/ Employer Agent Financial Management Services (VF/EA FMS) throughout the 
Commonwealth for eligible consumers who receive participant directed servi
believe that our proven experience providing FMS for multiple complex statewide programs 
coupled with our industry leading technology 
perfect fit to support DPW in achieving its goals of ensur
full compliance with applicable laws and regulations
 
Organizational Structure and 
 
PPL has developed a sound approach to managing VF/EA FMS for large
PPL’s organizational structure and management approach is outlined in the sections that follow. 
 
PPL has a well established approach to collaborating, coordinating, an
with our state clients.  During program launch, PPL will collaborate with DPW to establish 
weekly Steering Committee Meetings comprised of representatives of OLTL, PDA, and ODP 
and representatives from PPL Program Operations, Business Servi
Services (technology), Financial Operations, and Customer Service.  
include: communication to participants and their workers, managing the implementation 
schedule, coordination with the existing VF/EA’s, inf
payable activity, customer service, and program reports.  
3 Work Plan and Project Management
 
PPL’s approach to delivery of FMS 
efficiencies and effectiveness through 
knowledge, systems, and processes.
Financial Operations, and Customer Service.  These operati
Business Services (accounting and finance) and Information Services (technology).
tasks performed within and across these operational centers are described in 
Plan and Project Management
 
PPL has well established systems and processes for ensuring coordination of internal 
operations across PPL’s operational centers, using a matrix
matrix management approach empowers work teams of operational center staff working to
across reporting relationship boundaries 
During program launch, PPL will establish weekly Internal Operations Meetings to 
coordination and communication 
 
PPL has developed and refined 
effective launch and ongoing operation 

Commonwealth of Pennsylvania
Department of Public Welfare

Request for Application
Vendor Fiscal/Employer Agent Financial Management Services

Section II-2, Page 1 

Management Summary. Include a narrative description of the proposed effort and a 
list of the items to be delivered or services to be provided.  

PPL is pleased to submit this application to the Pennsylvania Department of Public Welfare for 
Vendor Fiscal/ Employer Agent Financial Management Services (VF/EA FMS) throughout the 
Commonwealth for eligible consumers who receive participant directed servi

proven experience providing FMS for multiple complex statewide programs 
industry leading technology and state-of-the art customer service mak

in achieving its goals of ensuring regional consistency in FMS and 
full compliance with applicable laws and regulations.  

and Management Approach 

PPL has developed a sound approach to managing VF/EA FMS for large-scale PDS programs.  
PPL’s organizational structure and management approach is outlined in the sections that follow. 

approach to collaborating, coordinating, an
During program launch, PPL will collaborate with DPW to establish 

weekly Steering Committee Meetings comprised of representatives of OLTL, PDA, and ODP 
and representatives from PPL Program Operations, Business Services (finance), Information 
Services (technology), Financial Operations, and Customer Service.  Standard agenda items 
include: communication to participants and their workers, managing the implementation 
schedule, coordination with the existing VF/EA’s, information technology, payroll and accounts 
payable activity, customer service, and program reports.  These meetings are reflected in 
3 Work Plan and Project Management. 

to delivery of FMS is organized along operational lines
and effectiveness through role differentiation and the application of specialized 

knowledge, systems, and processes.  PPL has three operational centers: Program Operations; 
Financial Operations, and Customer Service.  These operational centers are supported by PPL’s 
Business Services (accounting and finance) and Information Services (technology).
tasks performed within and across these operational centers are described in 
Plan and Project Management.   

PPL has well established systems and processes for ensuring coordination of internal 
operations across PPL’s operational centers, using a matrix-management approach.
matrix management approach empowers work teams of operational center staff working to
across reporting relationship boundaries under the overall leadership of a PPL p
During program launch, PPL will establish weekly Internal Operations Meetings to 

ion and communication across operational centers. 

has developed and refined industry-leading materials to support the efficient and 
and ongoing operation of PDS programs.  PPL’s approach to managing PDS 
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Management Summary. Include a narrative description of the proposed effort and a 

PPL is pleased to submit this application to the Pennsylvania Department of Public Welfare for 
Vendor Fiscal/ Employer Agent Financial Management Services (VF/EA FMS) throughout the 
Commonwealth for eligible consumers who receive participant directed services (PDS).  We 

proven experience providing FMS for multiple complex statewide programs 
the art customer service makes us a 

ing regional consistency in FMS and 

scale PDS programs.  
PPL’s organizational structure and management approach is outlined in the sections that follow.  

approach to collaborating, coordinating, and communicating 
During program launch, PPL will collaborate with DPW to establish 

weekly Steering Committee Meetings comprised of representatives of OLTL, PDA, and ODP 
ces (finance), Information 

Standard agenda items 
include: communication to participants and their workers, managing the implementation 

ormation technology, payroll and accounts 
These meetings are reflected in Part II-

is organized along operational lines, promoting 
the application of specialized 

three operational centers: Program Operations; 
onal centers are supported by PPL’s 

Business Services (accounting and finance) and Information Services (technology).  The detailed 
tasks performed within and across these operational centers are described in Part II-3 Work 

PPL has well established systems and processes for ensuring coordination of internal 
management approach.  Our 

matrix management approach empowers work teams of operational center staff working together 
a PPL program manager.  

During program launch, PPL will establish weekly Internal Operations Meetings to ensure 

to support the efficient and 
PPL’s approach to managing PDS 



 

 

programs begins well in advance of the award of a new contract or agreement.  
Team Toolkit includes standard templates and samples of the following:

• Launch Schedule 
• Meeting Agendas 
• Project Work Plans 
• Program Business Rules and Service Matrix
• Information Requirements and Transfer Documents
• Enrollment Packets, Forms, Letters, and Checklists
• Payroll Schedules 
• Timesheets 
• Tax Approach Summary (including applicable state and municipal taxes and fees)
• Labor Laws by State 
• Policies and Procedures Manuals
• Set-Up Documents for Fax, E
• Set-Up Documents for Bank Accounts
• Capital Financing Requirements
• Readiness Review   

 
The development of these materials reflects lessons learned from prior launches in other states 
over the past decade.  In anticipation of award, 
these materials to support the PDS programs of DPW.  
throughout this proposal.   
 
PPL strategically deploys targeted, dedicated resources to support periods of peak a
as well as highly specialized ongoing FMS functions.

• Launch Team 
• Audit Team 
• Document Processing Team
• Employer/Employee Registration Team
• Tax Team 

 
The above approach allows PPL to ensure efficiencies and 
assignment of dedicated resources with extensive experience in the positions for which they are 
assigned. 
 
PPL successfully pairs experienced 
locally hired managers and staff with experience at the state and regional level.
approach has worked well in numerous states, including Tennessee, West Virginia, Colorado, 
and Washington.  If selected for award, 
managers to oversee the implementation of all aspects of the scope of work. 
these managers and staff with managers and staff 
Pennsylvania.  PPL has already 
agreement with DPW.  The qualifications and resumes of current PPL managers and staff and 
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programs begins well in advance of the award of a new contract or agreement.  
Team Toolkit includes standard templates and samples of the following: 

Program Business Rules and Service Matrix (showing units, rates, limits, etc.)
Information Requirements and Transfer Documents 
Enrollment Packets, Forms, Letters, and Checklists 

Tax Approach Summary (including applicable state and municipal taxes and fees)

Policies and Procedures Manuals 
Up Documents for Fax, E-Mail, and Telephone Communications
Up Documents for Bank Accounts 

Capital Financing Requirements 

The development of these materials reflects lessons learned from prior launches in other states 
over the past decade.  In anticipation of award, we have already initiated the process of adapting 
these materials to support the PDS programs of DPW.  These materials and 

PPL strategically deploys targeted, dedicated resources to support periods of peak a
as well as highly specialized ongoing FMS functions.  These resources include

Document Processing Team 
Employer/Employee Registration Team 

The above approach allows PPL to ensure efficiencies and effectiveness through training and 
assignment of dedicated resources with extensive experience in the positions for which they are 

successfully pairs experienced PPL managers and staff with national experience with 
staff with experience at the state and regional level.

approach has worked well in numerous states, including Tennessee, West Virginia, Colorado, 
If selected for award, PPL will assign a select team of its most experienced 

to oversee the implementation of all aspects of the scope of work. 
these managers and staff with managers and staff with direct experience providing FMS in 
Pennsylvania.  PPL has already hired highly qualified individuals, contingent upon award of an 

The qualifications and resumes of current PPL managers and staff and 
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programs begins well in advance of the award of a new contract or agreement.  PPL’s Launch 

(showing units, rates, limits, etc.) 

Tax Approach Summary (including applicable state and municipal taxes and fees) 

Telephone Communications 

The development of these materials reflects lessons learned from prior launches in other states 
we have already initiated the process of adapting 

materials and forms are reflected 

PPL strategically deploys targeted, dedicated resources to support periods of peak activity 
These resources include the following: 

effectiveness through training and 
assignment of dedicated resources with extensive experience in the positions for which they are 

national experience with 
staff with experience at the state and regional level.  This 

approach has worked well in numerous states, including Tennessee, West Virginia, Colorado, 
PPL will assign a select team of its most experienced 

to oversee the implementation of all aspects of the scope of work.  PPL will couple 
with direct experience providing FMS in 

highly qualified individuals, contingent upon award of an 
The qualifications and resumes of current PPL managers and staff and 



 

 

intended hires that will be assigned to this project are described in detail in 
and summarized below.  
 
PPL Executive Management Team

• Marc Fenton, President
issues. 

• Will Weddleton, Chief Operating Officer, will ensure 
allocation. 

• James McInnis, Chief 
financial and business operations.

• Jack Liu, Chief Technology Officer, will serve as the technical director.
 
Pennsylvania-Specific Managers and Staff

• Regina Stewart, Program Manager, will be re
Agreement-related activities performed by PPL as well as oversee operations and staff 
members. 

• PPL has identified an enrollment services manager in each region of the Commonwealth.  
Linda Sheerin, Enrollment Services Manager, will be responsible for leading and 
managing enrollment and disenrollment of individuals 
Region.  Teresa Reeser, Enrollment Services Manager, will be responsible the same 
responsibilities in the Eas

• Jon Glorieux, Medicaid Billing Manager, will be responsible for overseeing Medicaid 
claims and invoice submission as well as claims reconciliation.

• Steve Mack, Payroll and Invoice Payment Manager, will be responsible f
of payroll and payment for goods and services as well as preparation and production of 
regular reports. 

 
Professional Support Staff 

• Ralph Choate, Director of Customer Service, will ensure that PPL meets DPW
goals for customer serv

• Colleen Fox, Associate Manager, will provide leadership and support for the program 
management team. 

• Dennis Foley, Delivery Manager, will provide oversight of all IT related issues, 
development, and systems as well as the oversight of the IT engineeri

• Sara Gentile, Business Continuity Manager, will do detailed, companywide business 
impact analysis and risk assessment that includes IT systems, building facilities, and 
personnel. 

 
Professional Finance Staff  

• Halina Kisiel, Transaction Compliance 
internal controls and serve as a resource to PPL for compliance

• Min Li, Senior Accountant, will serve as the primary resource 
by PA DPW 
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intended hires that will be assigned to this project are described in detail in 

PPL Executive Management Team 
Marc Fenton, President, will oversee contract negotiations and high

Will Weddleton, Chief Operating Officer, will ensure adequate staffing and resource 

 Financial Officer, will be responsible for the management of 
financial and business operations. 
Jack Liu, Chief Technology Officer, will serve as the technical director.

Specific Managers and Staff 
Regina Stewart, Program Manager, will be responsible for the oversight of all 

related activities performed by PPL as well as oversee operations and staff 

PPL has identified an enrollment services manager in each region of the Commonwealth.  
Enrollment Services Manager, will be responsible for leading and 

managing enrollment and disenrollment of individuals and providers
Teresa Reeser, Enrollment Services Manager, will be responsible the same 

responsibilities in the East and Georgia Robinsky in the West.   
Jon Glorieux, Medicaid Billing Manager, will be responsible for overseeing Medicaid 
claims and invoice submission as well as claims reconciliation. 
Steve Mack, Payroll and Invoice Payment Manager, will be responsible f
of payroll and payment for goods and services as well as preparation and production of 

Ralph Choate, Director of Customer Service, will ensure that PPL meets DPW
goals for customer service. 
Colleen Fox, Associate Manager, will provide leadership and support for the program 

Dennis Foley, Delivery Manager, will provide oversight of all IT related issues, 
development, and systems as well as the oversight of the IT engineeri
Sara Gentile, Business Continuity Manager, will do detailed, companywide business 
impact analysis and risk assessment that includes IT systems, building facilities, and 

 
Halina Kisiel, Transaction Compliance Manager, will manage internal audits, review 
internal controls and serve as a resource to PPL for compliance-related issues.
Min Li, Senior Accountant, will serve as the primary resource on external audits required 
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intended hires that will be assigned to this project are described in detail in Part II-5 Personnel, 

high-level statewide 

adequate staffing and resource 

Financial Officer, will be responsible for the management of 

Jack Liu, Chief Technology Officer, will serve as the technical director. 

sponsible for the oversight of all 
related activities performed by PPL as well as oversee operations and staff 

PPL has identified an enrollment services manager in each region of the Commonwealth.  
Enrollment Services Manager, will be responsible for leading and 

and providers in the Central 
Teresa Reeser, Enrollment Services Manager, will be responsible the same 

Jon Glorieux, Medicaid Billing Manager, will be responsible for overseeing Medicaid 

Steve Mack, Payroll and Invoice Payment Manager, will be responsible for the oversight 
of payroll and payment for goods and services as well as preparation and production of 

Ralph Choate, Director of Customer Service, will ensure that PPL meets DPW-specific 

Colleen Fox, Associate Manager, will provide leadership and support for the program 

Dennis Foley, Delivery Manager, will provide oversight of all IT related issues, 
development, and systems as well as the oversight of the IT engineering team. 
Sara Gentile, Business Continuity Manager, will do detailed, companywide business 
impact analysis and risk assessment that includes IT systems, building facilities, and 

internal audits, review 
related issues. 

on external audits required 



 

 

• Shauna MacSweeney, Accounting 
Management, Corporate Accounting and Claims Management teams.

• Mike McConville, Payroll Tax Compliance Supervisor, will oversee all tax
payments, disbursements and reporting.  Mike is a licensed CPA in 

• Lisa Taylor, Financial Operations Center Manager, 
team and ensure that participant
made in an accurate and timely manner.

• Katie Todisco, Director of Fisc
planning, business management and evaluation of internal metrics

 
Professional Launch Staff 

• Elizabeth Harris, Launch Manager, will coordinate all aspects of and teams involved with 
program launch. 

• Lynne Miles, Launch Associate, will support Elizabeth and provide insight into PA
specific policies and operations.

• Serena Mason, Document Processing Specialist, will provide oversight to the team 
managing employer, employee and vendor packets.  

• Jim McNamara, Director of Delivery Management Services, will coordinate all aspects of 
IT related to the launch as well as provide supervision to the Delivery Manager.
 

Included on the launch team is 
experience in Pennsylvania, having served in the Governor’s Office of Health Care Reform, 
providing statewide oversight for the Nursing Home Transition program and playing a key role 
in the initial development of the Long Term Living initiative. 
the team supporting the determination of system configuration changes needed to support any 
unique program requirements, as well as supporting the transition of participants to PPL.
 
PPL also has the reserve capacity to readily add additi
support periods of intense activity and peak volume
managers and staff with rich experience in program operations, financial services and customer 
services. We have not proposed to subcontract for any portion of the scope of work for this agreement.  
However, we have the ability to add additional staff and contractual resources to the project 
required during periods of intense activity and peak volume, such as dur
existing participants from incumbent FMS organizations to PPL.  If selected for award, PPL will 
present various alternatives for the review and approval of DPW.  
 
FMS Services 
 
PPL will provide VF/EA FMS in support of 
and ODP as specified on pages 25

 
1. Provide VF/EA FMS to eligible individuals enrolled in the waivers or state
programs and their representative who wish to use PD
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Shauna MacSweeney, Accounting Manager, will manage the Financial Account 
Management, Corporate Accounting and Claims Management teams.
Mike McConville, Payroll Tax Compliance Supervisor, will oversee all tax
payments, disbursements and reporting.  Mike is a licensed CPA in 
Lisa Taylor, Financial Operations Center Manager, will manage the financial operations 
team and ensure that participant-managed funds are used as intended and payments are 
made in an accurate and timely manner. 
Katie Todisco, Director of Fiscal Planning and Administration, will manage business 
planning, business management and evaluation of internal metrics 

Elizabeth Harris, Launch Manager, will coordinate all aspects of and teams involved with 

Miles, Launch Associate, will support Elizabeth and provide insight into PA
and operations. 

Serena Mason, Document Processing Specialist, will provide oversight to the team 
managing employer, employee and vendor packets.   

irector of Delivery Management Services, will coordinate all aspects of 
IT related to the launch as well as provide supervision to the Delivery Manager.

Included on the launch team is Lynne Miles, one of PPL's Program Managers who has extensive 
in Pennsylvania, having served in the Governor’s Office of Health Care Reform, 

providing statewide oversight for the Nursing Home Transition program and playing a key role 
in the initial development of the Long Term Living initiative.  Lynne will play an 
the team supporting the determination of system configuration changes needed to support any 
unique program requirements, as well as supporting the transition of participants to PPL.

the reserve capacity to readily add additional resources as required to 
support periods of intense activity and peak volume.  We currently have 

experience in program operations, financial services and customer 
not proposed to subcontract for any portion of the scope of work for this agreement.  

to add additional staff and contractual resources to the project 
periods of intense activity and peak volume, such as during the initial transfer of 

existing participants from incumbent FMS organizations to PPL.  If selected for award, PPL will 
present various alternatives for the review and approval of DPW.   

rovide VF/EA FMS in support of the PDS programs administered by OLTL, PDA, 
as specified on pages 25-26 of the RFA.  These services are listed 

1. Provide VF/EA FMS to eligible individuals enrolled in the waivers or state
programs and their representative who wish to use PDS. 
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will manage the Financial Account 
Management, Corporate Accounting and Claims Management teams. 
Mike McConville, Payroll Tax Compliance Supervisor, will oversee all tax-related 
payments, disbursements and reporting.  Mike is a licensed CPA in Pennsylvania. 

will manage the financial operations 
managed funds are used as intended and payments are 

will manage business 
 

Elizabeth Harris, Launch Manager, will coordinate all aspects of and teams involved with 

Miles, Launch Associate, will support Elizabeth and provide insight into PA-

Serena Mason, Document Processing Specialist, will provide oversight to the team 

irector of Delivery Management Services, will coordinate all aspects of 
IT related to the launch as well as provide supervision to the Delivery Manager. 

one of PPL's Program Managers who has extensive 
in Pennsylvania, having served in the Governor’s Office of Health Care Reform, 

providing statewide oversight for the Nursing Home Transition program and playing a key role 
will play an integral role on 

the team supporting the determination of system configuration changes needed to support any 
unique program requirements, as well as supporting the transition of participants to PPL.  

onal resources as required to 
 access to over 250 

experience in program operations, financial services and customer 
not proposed to subcontract for any portion of the scope of work for this agreement.  

to add additional staff and contractual resources to the project as 
ing the initial transfer of 

existing participants from incumbent FMS organizations to PPL.  If selected for award, PPL will 

programs administered by OLTL, PDA, 
.  These services are listed below. 

1. Provide VF/EA FMS to eligible individuals enrolled in the waivers or state-funded 



 

 

 
2. Assure the Commonwealth that VF/EA FMS are being provided in compliance with 
federal, state, and local tax and labor and state worker’s compensation insurance and 
OLTL, PDA, and ODP program requirements, as appropriate related to the employment 
of qualified Direct Care Worker (DCW) (e.g., acting as a certified Medicaid provider for 
the purpose of receiving and disbursing Medicaid funds).
 
3. Assure the Commonwealth that payment to vendors, small unlicensed providers, and 
independent contractors are b
requirements. 
 
4. Implement VF/EA FMS for all individuals enrolled in the waivers and state
programs using PDS effective January 1, 2013.
 
5. Assure the Commonwealth that all existing individual
state-funded programs using PDS are effectively transitioned to the Selected Offeror(s) 
by January 1, 2013. 
 
6. Assure the Commonwealth that the Selected Offeror(s) has engaged staff that are 
knowledgeable of PDS and the provi
§3504 of the IRSW code, Revenue Procedure 70
and State and local rules and regulations and policies. 
 
7. Receive federal and State authority to act as a VF
law employer.  
 
8. Coordinate and communicate effectively with CM/SC Organizations, AEs, and 
Commonwealth, as necessary.
 
9. Manage public funds in an accurate and timely manner and in compliance with all 
federal and state requirements.
 
10. Develop and maintain a current computer database that has the capacities to track all 
PDS-related data. 
 
11. Enroll individuals with the VF/EA FMS organization as common law employers.
 
12. Develop and implement initial orientation and initial and ongoing
common law employers regarding enrolling with and using the VF/EA FMS organization 
and being an effective common law employer.
 
13. Enroll qualified DCWs, vendors, small unlicensed providers, and independent 
contractors. 
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2. Assure the Commonwealth that VF/EA FMS are being provided in compliance with 
federal, state, and local tax and labor and state worker’s compensation insurance and 
OLTL, PDA, and ODP program requirements, as appropriate related to the employment 

ualified Direct Care Worker (DCW) (e.g., acting as a certified Medicaid provider for 
the purpose of receiving and disbursing Medicaid funds). 

3. Assure the Commonwealth that payment to vendors, small unlicensed providers, and 
independent contractors are being provided in compliance with all federal and state 

4. Implement VF/EA FMS for all individuals enrolled in the waivers and state
programs using PDS effective January 1, 2013. 

5. Assure the Commonwealth that all existing individuals enrolled in the waivers and 
funded programs using PDS are effectively transitioned to the Selected Offeror(s) 

6. Assure the Commonwealth that the Selected Offeror(s) has engaged staff that are 
knowledgeable of PDS and the provision of VF/EA FMS provided in compliance with 
3504 of the IRSW code, Revenue Procedure 70-6, and REG-137036

and State and local rules and regulations and policies.  

7. Receive federal and State authority to act as a VF/EA FMS organizat

8. Coordinate and communicate effectively with CM/SC Organizations, AEs, and 
Commonwealth, as necessary. 

9. Manage public funds in an accurate and timely manner and in compliance with all 
federal and state requirements. 

Develop and maintain a current computer database that has the capacities to track all 

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

12. Develop and implement initial orientation and initial and ongoing
common law employers regarding enrolling with and using the VF/EA FMS organization 
and being an effective common law employer. 

13. Enroll qualified DCWs, vendors, small unlicensed providers, and independent 
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2. Assure the Commonwealth that VF/EA FMS are being provided in compliance with 
federal, state, and local tax and labor and state worker’s compensation insurance and 
OLTL, PDA, and ODP program requirements, as appropriate related to the employment 

ualified Direct Care Worker (DCW) (e.g., acting as a certified Medicaid provider for 

3. Assure the Commonwealth that payment to vendors, small unlicensed providers, and 
eing provided in compliance with all federal and state 

4. Implement VF/EA FMS for all individuals enrolled in the waivers and state-funded 

s enrolled in the waivers and 
funded programs using PDS are effectively transitioned to the Selected Offeror(s) 

6. Assure the Commonwealth that the Selected Offeror(s) has engaged staff that are 
sion of VF/EA FMS provided in compliance with 

137036-08, as applicable, 

EA FMS organization for common 

8. Coordinate and communicate effectively with CM/SC Organizations, AEs, and 

9. Manage public funds in an accurate and timely manner and in compliance with all 

Develop and maintain a current computer database that has the capacities to track all 

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

12. Develop and implement initial orientation and initial and ongoing skills training for 
common law employers regarding enrolling with and using the VF/EA FMS organization 

13. Enroll qualified DCWs, vendors, small unlicensed providers, and independent 



 

 

14. Disenroll individuals from the VF/EA FMS organization as the common law 
employer, when necessary.
 
15. Broker worker’s compensation insurance policy for each common law employer.
 
16. Bill for PDS rendered in compliance with Commonwealth requirements.
 
17. Process and distribute payroll and related federal, State and local taxes and insurances 
for qualified employees in an accurate and timely manner, in compliance with federal and 
State labor and tax laws.
 
18. Process invoices and, pay and track payments for partic
services and vendor services.
 
19. Provide customer service that is accurate, timely and individual and family
 
20. Develop and implement a staffed call center with call history logs.
 
21. Establish and maintain at least 
corporate headquarters.
 
22. Have physical space capacity and equipment necessary to operate effectively as a 
VF/EA FMS organization.
 
23. Establish and maintain current and archived files and documentati
employers, qualified DCWs, qualified vendors, small unlicensed providers, independent 
contractors, and the Selected Offeror(s).
 
24. Maintain all documentation and records related to the provision of PDS provided 
under the waivers and state
Commonwealth. 
 
25. Develop, maintain and test a disaster recovery plan.
 
26. Prepare and submit reports as specified and required by the Commonwealth.
 
27. Develop and implement training for VF/EA FMS staff on current federal, State and 
local rules and regulations pertaining to PDS programs and VF/EA FMS organization.
 
28. Develop and implemen
and local rules and regulations pertaining to PDS programs and VF/EA FMS.

 
In addition, if selected for award, PPL will:

• Establish and maintain a regional presence;
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individuals from the VF/EA FMS organization as the common law 
employer, when necessary. 

15. Broker worker’s compensation insurance policy for each common law employer.

16. Bill for PDS rendered in compliance with Commonwealth requirements.

and distribute payroll and related federal, State and local taxes and insurances 
for qualified employees in an accurate and timely manner, in compliance with federal and 
State labor and tax laws. 

18. Process invoices and, pay and track payments for participant-directed goods and 
services and vendor services. 

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

20. Develop and implement a staffed call center with call history logs.

21. Establish and maintain at least one office in the Commonwealth in addition to 
corporate headquarters. 

22. Have physical space capacity and equipment necessary to operate effectively as a 
VF/EA FMS organization. 

23. Establish and maintain current and archived files and documentati
employers, qualified DCWs, qualified vendors, small unlicensed providers, independent 
contractors, and the Selected Offeror(s). 

24. Maintain all documentation and records related to the provision of PDS provided 
under the waivers and state-funded programs at PPL’s office(s) located in the 

25. Develop, maintain and test a disaster recovery plan. 

submit reports as specified and required by the Commonwealth.

27. Develop and implement training for VF/EA FMS staff on current federal, State and 
local rules and regulations pertaining to PDS programs and VF/EA FMS organization.

28. Develop and implement a procedure for staying up-to-date with current federal, State 
and local rules and regulations pertaining to PDS programs and VF/EA FMS.

In addition, if selected for award, PPL will: 
Establish and maintain a regional presence; 
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individuals from the VF/EA FMS organization as the common law 

15. Broker worker’s compensation insurance policy for each common law employer. 

16. Bill for PDS rendered in compliance with Commonwealth requirements. 

and distribute payroll and related federal, State and local taxes and insurances 
for qualified employees in an accurate and timely manner, in compliance with federal and 

directed goods and 

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

20. Develop and implement a staffed call center with call history logs. 

one office in the Commonwealth in addition to PPL’s 

22. Have physical space capacity and equipment necessary to operate effectively as a 

23. Establish and maintain current and archived files and documentation for common law 
employers, qualified DCWs, qualified vendors, small unlicensed providers, independent 

24. Maintain all documentation and records related to the provision of PDS provided 
office(s) located in the 

submit reports as specified and required by the Commonwealth. 

27. Develop and implement training for VF/EA FMS staff on current federal, State and 
local rules and regulations pertaining to PDS programs and VF/EA FMS organization. 

date with current federal, State 
and local rules and regulations pertaining to PDS programs and VF/EA FMS. 



 

 

• Provide DPW with lessons w
statewide participant directed programs;

• Participate in a V/FEA FMS Readiness Review and complete a corrective action plan as 
required; and, 

• Participate in a VF/EA FMS Organizational Performance Review 
corrective action plan as required

 
Reporting 
 
PPL has the capability to meet or exceed the reporting requirements specified in this RFA.
As described in Part IV-7. Reporting
requirements, including monthly, quarterly and annual reports.
 
In conclusion, we believe that we have the management approach and operational capability 
required to support DPW in achieving its goal of ensuring consistency in the regional provision 
of FMS in the Commonwealth of Pennsylvania.
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Provide DPW with lessons we have learned in the successful transfer process of  
statewide participant directed programs; 
Participate in a V/FEA FMS Readiness Review and complete a corrective action plan as 

Participate in a VF/EA FMS Organizational Performance Review and complete a 
corrective action plan as required. 

PPL has the capability to meet or exceed the reporting requirements specified in this RFA.
Reporting, we are fully prepared to meet or exceed DPW’s 

uding monthly, quarterly and annual reports. 

we believe that we have the management approach and operational capability 
required to support DPW in achieving its goal of ensuring consistency in the regional provision 

th of Pennsylvania. 
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e have learned in the successful transfer process of  

Participate in a V/FEA FMS Readiness Review and complete a corrective action plan as 

and complete a 

PPL has the capability to meet or exceed the reporting requirements specified in this RFA. 
, we are fully prepared to meet or exceed DPW’s 

we believe that we have the management approach and operational capability 
required to support DPW in achieving its goal of ensuring consistency in the regional provision 



 

 

IV-1.  Objectives. 
 
The objective of this RFA is to secure up to three entities that will provide FMS throughout 
the Commonwealth or on a regional basis for eligible consumers who receive 
directed services (PDS) in certain waiver and state funded programs. The waiver and state 
funded programs covered by this RFA are administered by the Office of Long
(OLTL), the Office of Developmental Programs (ODP), and the Pennsyl
of Aging (PDA).  A detailed description of the waiver and state funded programs included 
in this RFA, and the program requirements for the services covered by this RFA are 
provided below. 
 
The Commonwealth intends to make awards by the reg
 
LOT 1 WESTERN REGION 
consumers) 
LOT 2 CENTRAL REGION 
(approximately 3,802 consumers for OLTL and PDA 
consumers for ODP programs)
LOT 3 EASTERN REGION
 
PPL understands the objective of this RFA is to secure up to three entities that will provide FMS 
throughout the Commonwealth or on a regional basis for eligible consum
participant directed services (PDS) in certain waiver and state funded programs.
 
PPL is submitting a proposal to serve each region/lot.  We 
may chose to award any combination of 
provide Vendor Fiscal/Employer Agent Financial Management Services to one or more regions.
We welcome 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 this RFA.  In the pages that follow, we have provided a detailed description of 
how we propose to meet the objectives and requirements of this RFA.  
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The objective of this RFA is to secure up to three entities that will provide FMS throughout 
Commonwealth or on a regional basis for eligible consumers who receive 

services (PDS) in certain waiver and state funded programs. The waiver and state 
programs covered by this RFA are administered by the Office of Long

Office of Developmental Programs (ODP), and the Pennsyl
A detailed description of the waiver and state funded programs included 

program requirements for the services covered by this RFA are 

The Commonwealth intends to make awards by the regions listed below.

WESTERN REGION – OLTL and PDA programs (approximately 7,126 

CENTRAL REGION – OLTL, PDA AND STATEWIDE ODP programs 
3,802 consumers for OLTL and PDA programs, and approximately 850 

programs) 
EASTERN REGION- OLTL and PDA programs (approximately 10,106 consumers)

he objective of this RFA is to secure up to three entities that will provide FMS 
throughout the Commonwealth or on a regional basis for eligible consumers who receive 
participant directed services (PDS) in certain waiver and state funded programs.

is submitting a proposal to serve each region/lot.  We understand that the Commonwealth 
any combination of Lots 1, 2, or 3.  PPL looks forward to the opportunity 

Vendor Fiscal/Employer Agent Financial Management Services to one or more regions.
We welcome the opportunity to offer the Commonwealth an integrated solution to serve multiple 

er with the Commonwealth to ensure the successful implementation of 
the objectives of this RFA.  In the pages that follow, we have provided a detailed description of 
how we propose to meet the objectives and requirements of this RFA.   
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The objective of this RFA is to secure up to three entities that will provide FMS throughout 
Commonwealth or on a regional basis for eligible consumers who receive participant 

services (PDS) in certain waiver and state funded programs. The waiver and state 
programs covered by this RFA are administered by the Office of Long-Term Living 

Office of Developmental Programs (ODP), and the Pennsylvania Department 
A detailed description of the waiver and state funded programs included 

program requirements for the services covered by this RFA are 

ions listed below. 

A programs (approximately 7,126 

OLTL, PDA AND STATEWIDE ODP programs 
and approximately 850 

OLTL and PDA programs (approximately 10,106 consumers) 

he objective of this RFA is to secure up to three entities that will provide FMS 
ers who receive 

participant directed services (PDS) in certain waiver and state funded programs.   

that the Commonwealth 
forward to the opportunity to 

Vendor Fiscal/Employer Agent Financial Management Services to one or more regions.  
We welcome the opportunity to offer the Commonwealth an integrated solution to serve multiple 

er with the Commonwealth to ensure the successful implementation of 
the objectives of this RFA.  In the pages that follow, we have provided a detailed description of 



 

 

A. General Requirements. Federal Medicaid law prohibits an individual or representative 
from receiving Medicaid funds directly. Only Medicaid providers may receive Medicaid 
funds directly. Due to this requirement, the Selected Offeror(s) must perform payment
related employer responsibilities on behalf of individuals or representatives who exercise 
employer or budget authority. One such type of entity that performs this service is a 
Vendor Fiscal/Employer Agent (VF/EA) Financial Management Services (FMS) 
organization. VF/EA FMS are available to participants who receive participant directed 
services in the Commonwealth’s Medicaid §1915(c) HCBS Consolidated, Person/Family 
Directed Support, Aging, Attendant Care, Community Care (COMMCARE), 
Independence, and Omnibus Budget Reconciliation Act (OBRA) waivers (waivers to mean 
all waivers) or the state funded program Attendant Care Act 150.
 
A VF/EA FMS organization acts as the employer agent to the co
(individuals receiving waiver services or state
in accordance with Section 3504 of the IRS code, IRS Revenue Procedure 70
Proposed Notice 2003-70 and REG
support services provided by a VF/EA FMS organization

1. Acting as a neutral “bank” for individuals’ publ ic service funds;
2. Ensuring qualified direct care workers (DCWs), vendors and small unlicensed 
providers are paid in accordance with federal, state and local tax, labor and 
unemployment insurance laws, as applicable;
3. Preparing and distributing qualified DCWs payroll including the management of 
federal and state income tax withholding and employmen
4. Verifying prospective DCWs, vendors and small unlicensed provider’s citizenship 
and alien status and ensuring that DCWs, vendors and small unlicensed providers 
meet the qualifications for the services they are providing as pe
5. Processing and paying invoices for participant
accordance with the individual’s individual service plan and spending plan;
6. Processing and submitting claims and receiving Medicaid Assistance (MA) 
reimbursements and paying out for services provided by qualified DCWs, and 
vendors and small unlicensed providers in accordance with the individual’s 
individual service plan (ISP);
7. Processing and submitting monthly claims through PROMISe™
reimbursements for the fiscal support services the VF/EA FMS organization 
provides to individuals and their representatives based on a per member per month 
rate of payment determined by the Commonwealth;
8. Brokering worker’s compensation insurance policie
premiums for individuals and representatives who are 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; and
10. Providing orientation and skills training to individuals and representative acting 
as common law employers.
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. Federal Medicaid law prohibits an individual or representative 
from receiving Medicaid funds directly. Only Medicaid providers may receive Medicaid 

Due to this requirement, the Selected Offeror(s) must perform payment
related employer responsibilities on behalf of individuals or representatives who exercise 
employer or budget authority. One such type of entity that performs this service is a 

scal/Employer Agent (VF/EA) Financial Management Services (FMS) 
organization. VF/EA FMS are available to participants who receive participant directed 
services in the Commonwealth’s Medicaid §1915(c) HCBS Consolidated, Person/Family 

, Attendant Care, Community Care (COMMCARE), 
Independence, and Omnibus Budget Reconciliation Act (OBRA) waivers (waivers to mean 
all waivers) or the state funded program Attendant Care Act 150. 

A VF/EA FMS organization acts as the employer agent to the common law employer 
(individuals receiving waiver services or state-funded programs and their representatives) 
in accordance with Section 3504 of the IRS code, IRS Revenue Procedure 70

70 and REG-137036-08, as applicable. In Pennsylvania, the fiscal 
support services provided by a VF/EA FMS organization, include but are not limited to:

1. Acting as a neutral “bank” for individuals’ publ ic service funds;
2. Ensuring qualified direct care workers (DCWs), vendors and small unlicensed 
roviders are paid in accordance with federal, state and local tax, labor and 

unemployment insurance laws, as applicable; 
3. Preparing and distributing qualified DCWs payroll including the management of 
federal and state income tax withholding and employment taxes and locality taxes;
4. Verifying prospective DCWs, vendors and small unlicensed provider’s citizenship 
and alien status and ensuring that DCWs, vendors and small unlicensed providers 
meet the qualifications for the services they are providing as pe
5. Processing and paying invoices for participant-directed goods and services in 
accordance with the individual’s individual service plan and spending plan;
6. Processing and submitting claims and receiving Medicaid Assistance (MA) 

imbursements and paying out for services provided by qualified DCWs, and 
vendors and small unlicensed providers in accordance with the individual’s 
individual service plan (ISP); 
7. Processing and submitting monthly claims through PROMISe™
reimbursements for the fiscal support services the VF/EA FMS organization 
provides to individuals and their representatives based on a per member per month 
rate of payment determined by the Commonwealth; 
8. Brokering worker’s compensation insurance policies and renewals and paying 
premiums for individuals and representatives who are common law employers;
9. Preparing and distributing financial reports to: common law employers, 
Administrative Entity (AE), Care Manager/Service Coordinator (CM/SC), OLTL, 

nd PDA as required; and 
10. Providing orientation and skills training to individuals and representative acting 
as common law employers. 
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. Federal Medicaid law prohibits an individual or representative 
from receiving Medicaid funds directly. Only Medicaid providers may receive Medicaid 

Due to this requirement, the Selected Offeror(s) must perform payment-
related employer responsibilities on behalf of individuals or representatives who exercise 
employer or budget authority. One such type of entity that performs this service is a 

scal/Employer Agent (VF/EA) Financial Management Services (FMS) 
organization. VF/EA FMS are available to participants who receive participant directed 
services in the Commonwealth’s Medicaid §1915(c) HCBS Consolidated, Person/Family 

, Attendant Care, Community Care (COMMCARE), 
Independence, and Omnibus Budget Reconciliation Act (OBRA) waivers (waivers to mean 

mmon law employer 
funded programs and their representatives) 

in accordance with Section 3504 of the IRS code, IRS Revenue Procedure 70-6, IRS 
ylvania, the fiscal 

include but are not limited to: 
1. Acting as a neutral “bank” for individuals’ publ ic service funds; 
2. Ensuring qualified direct care workers (DCWs), vendors and small unlicensed 
roviders are paid in accordance with federal, state and local tax, labor and 

3. Preparing and distributing qualified DCWs payroll including the management of 
t taxes and locality taxes; 

4. Verifying prospective DCWs, vendors and small unlicensed provider’s citizenship 
and alien status and ensuring that DCWs, vendors and small unlicensed providers 
meet the qualifications for the services they are providing as per state requirements; 

directed goods and services in 
accordance with the individual’s individual service plan and spending plan; 
6. Processing and submitting claims and receiving Medicaid Assistance (MA) 

imbursements and paying out for services provided by qualified DCWs, and 
vendors and small unlicensed providers in accordance with the individual’s 

7. Processing and submitting monthly claims through PROMISe™ and receives MA 
reimbursements for the fiscal support services the VF/EA FMS organization 
provides to individuals and their representatives based on a per member per month 

s and renewals and paying 
premiums for individuals and representatives who are common law employers; 
9. Preparing and distributing financial reports to: common law employers, 
Administrative Entity (AE), Care Manager/Service Coordinator (CM/SC), OLTL, 

10. Providing orientation and skills training to individuals and representative acting 



 

 

The Commonwealth seeks to ensure that VF/EA FMS are provided consistently across 
waivers and state-funded programs to e
Commonwealth and in accordance with federal, state and local tax, labor and worker’s 
compensation insurance and program requirements. The VF/EA FMS model has been 
implemented to support the delivery of PDS by 
functions: 

1. Reduce the individual’s and representative’s employer
with PDS and enhances the individual’s and representative’s choice and control 
through the provision of appropriate fiscal, payro
2. Ensure the Commonwealth that the provision of PDS is in compliance with 
federal, state and local tax and labor and state worker’s compensation insurance 
rules and requirements related to the employment of qualified DCWs and 
engagement of vendors, small unlicensed providers and independent contractors.
3. The Commonwealth is seeking to achieve cost savings and efficiencies through the 
regionalization of the VF/EA FMS Services while enhancing services to its 
consumers. 

  
Public Partnerships, LLC (PPL) understands that the Commonwealth intends to ensure 
consistency in Financial Management Services (FMS) across all Medicaid Home and 
Community-Based Services (HCBS) waivers and certain state funded programs administered by 
OLTL, PDA, and ODP.  Since the establishment of PPL as a subsidiary of Public Consulting 
Group (PCG) in 1999, we have helped our clients achieve similar results.  Several states, 
including Tennessee, Virginia, and West Virginia, have specifically engaged PPL 
consistency in FMS as they have expanded Participant
demonstrations serving a handful of participants in a single program serving a specific 
population to multiple complex statewide programs serving thousands of
representing a wide variety of populations.  These states have found the combination of our 
knowledge of HCBS and FMS requirements, sound management approach, industry
technology, scalable systems and processes, and qualified staff me
choice to ensure consistency in FMS. We are committed to partnering with DPW to achieve this 
important goal in the Commonwealth of Pennsylvania.  
 
PPL has practical experience implementing every currently available model of FMS.
recognize that the current model of FMS as a Medicaid service provided by 3
organizations scattered across the Commonwealth is administratively burdensome and represents 
challenges to DPW achieving the objectives of: (1) 
associated with PDS and enhancing choice and control through the provision of appropriate 
fiscal, payroll and supportive services;  (2) 
with federal, state and local tax and lab
requirements related to the employment of qualified DCWs and the engagement of vendors, 
small unlicensed providers and independent contractors; and, (3) 
efficiencies through the regionalization of VF/EA FMS while enhancing services to consumers.  
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The Commonwealth seeks to ensure that VF/EA FMS are provided consistently across 
funded programs to eligible individuals who wish to use PDS in the 

Commonwealth and in accordance with federal, state and local tax, labor and worker’s 
compensation insurance and program requirements. The VF/EA FMS model has been 
implemented to support the delivery of PDS by performing the following primary 

1. Reduce the individual’s and representative’s employer-related burden associated 
with PDS and enhances the individual’s and representative’s choice and control 
through the provision of appropriate fiscal, payroll and supportive services. 
2. Ensure the Commonwealth that the provision of PDS is in compliance with 
federal, state and local tax and labor and state worker’s compensation insurance 
rules and requirements related to the employment of qualified DCWs and 
engagement of vendors, small unlicensed providers and independent contractors.
3. The Commonwealth is seeking to achieve cost savings and efficiencies through the 
regionalization of the VF/EA FMS Services while enhancing services to its 

Public Partnerships, LLC (PPL) understands that the Commonwealth intends to ensure 
consistency in Financial Management Services (FMS) across all Medicaid Home and 

Based Services (HCBS) waivers and certain state funded programs administered by 
L, PDA, and ODP.  Since the establishment of PPL as a subsidiary of Public Consulting 

Group (PCG) in 1999, we have helped our clients achieve similar results.  Several states, 
including Tennessee, Virginia, and West Virginia, have specifically engaged PPL 
consistency in FMS as they have expanded Participant-Directed Services (PDS) from small 
demonstrations serving a handful of participants in a single program serving a specific 
population to multiple complex statewide programs serving thousands of participants 
representing a wide variety of populations.  These states have found the combination of our 
knowledge of HCBS and FMS requirements, sound management approach, industry
technology, scalable systems and processes, and qualified staff members make PPL the logical 
choice to ensure consistency in FMS. We are committed to partnering with DPW to achieve this 
important goal in the Commonwealth of Pennsylvania.   

PPL has practical experience implementing every currently available model of FMS.
recognize that the current model of FMS as a Medicaid service provided by 3
organizations scattered across the Commonwealth is administratively burdensome and represents 
challenges to DPW achieving the objectives of: (1) reducing the employer-
associated with PDS and enhancing choice and control through the provision of appropriate 
fiscal, payroll and supportive services;  (2) ensuring that the provision of PDS is in compliance 
with federal, state and local tax and labor and state worker’s compensation insurance rules and 
requirements related to the employment of qualified DCWs and the engagement of vendors, 
small unlicensed providers and independent contractors; and, (3) achieving cost savings and 

the regionalization of VF/EA FMS while enhancing services to consumers.  
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The Commonwealth seeks to ensure that VF/EA FMS are provided consistently across 
ligible individuals who wish to use PDS in the 

Commonwealth and in accordance with federal, state and local tax, labor and worker’s 
compensation insurance and program requirements. The VF/EA FMS model has been 

performing the following primary 

related burden associated 
with PDS and enhances the individual’s and representative’s choice and control 

ll and supportive services.  
2. Ensure the Commonwealth that the provision of PDS is in compliance with 
federal, state and local tax and labor and state worker’s compensation insurance 
rules and requirements related to the employment of qualified DCWs and the 
engagement of vendors, small unlicensed providers and independent contractors. 
3. The Commonwealth is seeking to achieve cost savings and efficiencies through the 
regionalization of the VF/EA FMS Services while enhancing services to its 

Public Partnerships, LLC (PPL) understands that the Commonwealth intends to ensure 
consistency in Financial Management Services (FMS) across all Medicaid Home and 

Based Services (HCBS) waivers and certain state funded programs administered by 
L, PDA, and ODP.  Since the establishment of PPL as a subsidiary of Public Consulting 

Group (PCG) in 1999, we have helped our clients achieve similar results.  Several states, 
including Tennessee, Virginia, and West Virginia, have specifically engaged PPL to ensure 

Directed Services (PDS) from small 
demonstrations serving a handful of participants in a single program serving a specific 

participants 
representing a wide variety of populations.  These states have found the combination of our 
knowledge of HCBS and FMS requirements, sound management approach, industry-leading 

mbers make PPL the logical 
choice to ensure consistency in FMS. We are committed to partnering with DPW to achieve this 

PPL has practical experience implementing every currently available model of FMS.  We 
recognize that the current model of FMS as a Medicaid service provided by 37 different provider 
organizations scattered across the Commonwealth is administratively burdensome and represents 

-related burden 
associated with PDS and enhancing choice and control through the provision of appropriate 

nsuring that the provision of PDS is in compliance 
or and state worker’s compensation insurance rules and 

requirements related to the employment of qualified DCWs and the engagement of vendors, 
chieving cost savings and 

the regionalization of VF/EA FMS while enhancing services to consumers.   



 

 

Based on PPL’s experience, we believe the VF/EA FMS model provides the Commonwealth 
with the administrative authority to ensure regional accountability and meaningful cost savings 
without sacrificing choice and control in the areas that are most important to individual 
participants (i.e., Budget Authority and Employer Authority).  Furthermore, we share the 
Commonwealth’s commitment to ensuring the provision of FMS free from conflict 
with the direct provision of HCBS.  We have always provided FMS free from conflict of interest 
with direct service provision.  All of our resources are exclusively devoted to supporting our 
clients to balance individual participant choice and c
 
The management and staff of PPL have a thorough understanding of the requirements of 
functioning as a VF/EA FMS.  
not performed successfully for other sta
requirements of DPW.  Beyond the
understands the practical importance of providing quality FMS, including:

 
• Supporting the paramount role of the ind

Common Law Employer and individual budget holder;
• Ensuring that all DCWs, vendors, and small unlicensed providers meet required 

qualifications prior to providing HCBS;
• Providing all relevant parties with r

including, participant budget amounts, spending plans and service authorizations, payroll 
and accounts payable activity, and available balances; and,

• Ensuring timely and accurate payment for properly submitte
 
PPL welcomes the opportunity to support these goals and objectives in one or more regions of 
the Commonwealth. 
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experience, we believe the VF/EA FMS model provides the Commonwealth 
with the administrative authority to ensure regional accountability and meaningful cost savings 

ithout sacrificing choice and control in the areas that are most important to individual 
participants (i.e., Budget Authority and Employer Authority).  Furthermore, we share the 
Commonwealth’s commitment to ensuring the provision of FMS free from conflict 
with the direct provision of HCBS.  We have always provided FMS free from conflict of interest 
with direct service provision.  All of our resources are exclusively devoted to supporting our 

participant choice and control with fiscal accountability.

The management and staff of PPL have a thorough understanding of the requirements of 
functioning as a VF/EA FMS.  There is no activity or service required by this RFA that we have 
not performed successfully for other states.  PPL is fully prepared to meet or exceed the 

eyond the formal contractual obligations as stated in this RFA
the practical importance of providing quality FMS, including: 

Supporting the paramount role of the individual participant or their representative as the 
Common Law Employer and individual budget holder; 
Ensuring that all DCWs, vendors, and small unlicensed providers meet required 
qualifications prior to providing HCBS; 
Providing all relevant parties with real-time access to accurate program information 
including, participant budget amounts, spending plans and service authorizations, payroll 
and accounts payable activity, and available balances; and, 
Ensuring timely and accurate payment for properly submitted timesheets and invoices.

PPL welcomes the opportunity to support these goals and objectives in one or more regions of 
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experience, we believe the VF/EA FMS model provides the Commonwealth 
with the administrative authority to ensure regional accountability and meaningful cost savings 

ithout sacrificing choice and control in the areas that are most important to individual 
participants (i.e., Budget Authority and Employer Authority).  Furthermore, we share the 
Commonwealth’s commitment to ensuring the provision of FMS free from conflict of interest 
with the direct provision of HCBS.  We have always provided FMS free from conflict of interest 
with direct service provision.  All of our resources are exclusively devoted to supporting our 

ontrol with fiscal accountability. 

The management and staff of PPL have a thorough understanding of the requirements of 
There is no activity or service required by this RFA that we have 

fully prepared to meet or exceed the 
as stated in this RFA, PPL 

 

ividual participant or their representative as the 

Ensuring that all DCWs, vendors, and small unlicensed providers meet required 

time access to accurate program information 
including, participant budget amounts, spending plans and service authorizations, payroll 

d timesheets and invoices. 

PPL welcomes the opportunity to support these goals and objectives in one or more regions of 



 

 

B. Specific Objectives.  The Selected Offeror(s) will achieve the following objectives: 
 
1. Provide VF/EA FMS to eligible individuals enrolled in the waivers or state
programs and their representative who wish to use PDS.
 
PPL will provide VF/EA FMS to 
programs and their representative who wish to use PDS
manage all aspects of enrolling individuals with PPL, including receiving and processing 
referrals, distributing and processing enrollment materials, providing orientation and practical 
skills training, maintaining individual budgets and service authorizations, processing timesheets 
and invoices, and distributing reports of spending activity.  
 
2. Assure the Commonwealth that VF/EA FMS are being provided in compliance
federal, state, and local tax and labor and state 
OLTL, PDA, and ODP program requirements, as appropriate related
of qualified Direct Care Worker (DCW) (e.g., acting as a
the purpose of receiving and disbursing Medicaid
 
PPL will assure the Commonwealth that VF/EA FM
federal, state, and local tax and labor and state worker’s compensation insurance and OLTL, 
PDA, and ODP program requirements, as appropriate related to the employment of qualified 
Direct Care Worker (DCW) (e.g., act
receiving and disbursing Medicaid funds).
internal controls to comply with 
compensation insurance requirements.  During program launch, PPL will collaborate with 
OLTL, PDA, and ODP to establish policies and procedures to comply with applicable program 
rules and regulations specific to 
see Part IV-4. J. Processing Payroll and Related Taxes
 
3. Assure the Commonwealth that payment to vendors, small unlicensed providers,
independent contractors are being provided in 
requirements. 
 
PPL will assure the Commonwealth that payment to vendors, small unlicensed providers, and 
independent contractors are being provided in compliance with all federal and state 
requirements.  PPL adheres strictly to 
generally accepted accounting principles for all of our projects. 
will collaborate with DPW to establish the good
work in the US and criminal background checks, 
for services.  PPL will screen all providers against the Office of Inspector General (OIG) List of 
Excluded Individuals and Entities.  
platform provide PPL with the capacity to 
providers, and independent contractors are compliant with all federal and state requirements.  
more details please see Part IV
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B. Specific Objectives.  The Selected Offeror(s) will achieve the following objectives: 

1. Provide VF/EA FMS to eligible individuals enrolled in the waivers or state
their representative who wish to use PDS. 

VF/EA FMS to all eligible individuals enrolled in the waivers or state
programs and their representative who wish to use PDS as described in this RFA

ing individuals with PPL, including receiving and processing 
referrals, distributing and processing enrollment materials, providing orientation and practical 
skills training, maintaining individual budgets and service authorizations, processing timesheets 
and invoices, and distributing reports of spending activity.      

2. Assure the Commonwealth that VF/EA FMS are being provided in compliance
federal, state, and local tax and labor and state worker’s compensation

program requirements, as appropriate related 
of qualified Direct Care Worker (DCW) (e.g., acting as a certified Medicaid provider for 
the purpose of receiving and disbursing Medicaid funds). 

ssure the Commonwealth that VF/EA FMS are being provided in compliance with 
federal, state, and local tax and labor and state worker’s compensation insurance and OLTL, 
PDA, and ODP program requirements, as appropriate related to the employment of qualified 
Direct Care Worker (DCW) (e.g., acting as a certified Medicaid provider for the purpose of 
receiving and disbursing Medicaid funds).  PPL has well established policies, 

comply with federal, state, and local tax and labor and state worker’s 
compensation insurance requirements.  During program launch, PPL will collaborate with 
OLTL, PDA, and ODP to establish policies and procedures to comply with applicable program 
rules and regulations specific to each waiver and state funded program. For more details please 

Processing Payroll and Related Taxes.   

3. Assure the Commonwealth that payment to vendors, small unlicensed providers,
independent contractors are being provided in compliance with all federal and

ssure the Commonwealth that payment to vendors, small unlicensed providers, and 
independent contractors are being provided in compliance with all federal and state 

trictly to federal and state rules and requirements 
generally accepted accounting principles for all of our projects.  During program launch, PPL 
will collaborate with DPW to establish the good-to-go criteria, including DCW eligibility to 

n the US and criminal background checks, required for all provider types prior to payment 
for services.  PPL will screen all providers against the Office of Inspector General (OIG) List of 
Excluded Individuals and Entities.  The integrated capacities of the Web Portal accounting 
platform provide PPL with the capacity to assure that payments to vendors, small unlicensed 
providers, and independent contractors are compliant with all federal and state requirements.  

IV -4. L. Payments for Goods and Services. 
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B. Specific Objectives.  The Selected Offeror(s) will achieve the following objectives:  

1. Provide VF/EA FMS to eligible individuals enrolled in the waivers or state-funded 

eligible individuals enrolled in the waivers or state-funded 
as described in this RFA.  PPL will 

ing individuals with PPL, including receiving and processing 
referrals, distributing and processing enrollment materials, providing orientation and practical 
skills training, maintaining individual budgets and service authorizations, processing timesheets 

2. Assure the Commonwealth that VF/EA FMS are being provided in compliance with 
compensation insurance and 

 to the employment 
certified Medicaid provider for 

S are being provided in compliance with 
federal, state, and local tax and labor and state worker’s compensation insurance and OLTL, 
PDA, and ODP program requirements, as appropriate related to the employment of qualified 

ing as a certified Medicaid provider for the purpose of 
well established policies, procedures, and 

, and local tax and labor and state worker’s 
compensation insurance requirements.  During program launch, PPL will collaborate with 
OLTL, PDA, and ODP to establish policies and procedures to comply with applicable program 

For more details please 

3. Assure the Commonwealth that payment to vendors, small unlicensed providers, and 
compliance with all federal and state 

ssure the Commonwealth that payment to vendors, small unlicensed providers, and 
independent contractors are being provided in compliance with all federal and state 

requirements as well as 
During program launch, PPL 

, including DCW eligibility to 
required for all provider types prior to payment 

for services.  PPL will screen all providers against the Office of Inspector General (OIG) List of 
e Web Portal accounting 

payments to vendors, small unlicensed 
providers, and independent contractors are compliant with all federal and state requirements.  For 

.  



 

 

 
4. Implement VF/EA FMS for all individuals enrolled in the waivers and state
programs using PDS effective January 1, 2013.
 
PPL is prepared to implement VF/EA FMS for all individuals enrolled in the waivers and 
funded programs using PDS effective January 1, 2013.
requirements of this RFA, PPL expects to begin serving new enrollees as early as September 1, 
2012.  PPL has a robust protocol for ensuring successful program lau
work will be both extensive and intensive.  
its preparedness to implement VF/EA FMS for 
 
5. Assure the Commonwealth that all existing 
funded programs using PDS are effectively transitioned to the Selected
January 1, 2013. 
 
PPL will assure the Commonwealth that all existing individuals enrolled in the waivers and state
funded programs using PDS are effectively transitioned to 
in Part IV-5. Knowledge Receipt
other vendors in many states.  
understanding of program policies and to 
will modify our existing Transfer Standards Document 
successfully transition consumers enrolled in the 
Achievement of this important milestone will be dependent upon recei
accurate information from individual participants and DCWs and other providers 
manner.  PPL expects to begin receiving transfer paperwork from incumbent FMS organizations 
as early as September 1, 2012.  
Organizations, and Part IV- 5, Knowledge Receipt
 
6. Assure the Commonwealth that the Selected Offeror(s) has engaged staff that are
knowledgeable of PDS and the provision of VF/EA FMS provided in 
§§§§3504 of the IRSW code, Revenue Procedure 70
State and local rules and regulations and policies.
 
PPL has significant experience acting as a VF/EA for self
with Section 3504 of the IRS Code and Revenue Procedure 70
since 1999.  Descriptions of how PPL keeps up
regulations are detailed throughout th
 
7. Receive federal and State 
employer.   
 
PPL has federal authority in place and 
paying federal employment taxes, insurances, and other required IRS forms on behalf of 
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4. Implement VF/EA FMS for all individuals enrolled in the waivers and state
programs using PDS effective January 1, 2013. 

mplement VF/EA FMS for all individuals enrolled in the waivers and 
funded programs using PDS effective January 1, 2013.  Based on our understanding of the 
requirements of this RFA, PPL expects to begin serving new enrollees as early as September 1, 
2012.  PPL has a robust protocol for ensuring successful program launch.  
work will be both extensive and intensive.  During the Readiness Review, PPL will demonstrate 
its preparedness to implement VF/EA FMS for all individuals effective January 1, 2013.

5. Assure the Commonwealth that all existing individuals enrolled in the waivers and
funded programs using PDS are effectively transitioned to the Selected

ssure the Commonwealth that all existing individuals enrolled in the waivers and state
funded programs using PDS are effectively transitioned to PPL by January 1, 2013.

Knowledge Receipt, PPL has successfully transitioned large
.  PPL will initiate weekly meetings with DPW to obtain a thorough 

understanding of program policies and to develop an outreach and communication 
will modify our existing Transfer Standards Document to describe key tasks that need to occur to 
successfully transition consumers enrolled in the OLTL, PDA, and ODP programs
Achievement of this important milestone will be dependent upon receipt of complete and 

from individual participants and DCWs and other providers 
manner.  PPL expects to begin receiving transfer paperwork from incumbent FMS organizations 
as early as September 1, 2012.  For more details please see Part IV-4. N. Changing VFE

5, Knowledge Receipt and Transition Plan

6. Assure the Commonwealth that the Selected Offeror(s) has engaged staff that are
knowledgeable of PDS and the provision of VF/EA FMS provided in compliance

3504 of the IRSW code, Revenue Procedure 70-6, and REG-137036-08, as
State and local rules and regulations and policies. 

PPL has significant experience acting as a VF/EA for self-directing consumers in accordance 
3504 of the IRS Code and Revenue Procedure 70-6.  PPL has served as a 
Descriptions of how PPL keeps up-to-date with federal, state and local rules and 

regulations are detailed throughout this proposal.   

 authority to act as a VF/EA FMS organization for

PPL has federal authority in place and has an FEIN used solely for the purpose of
paying federal employment taxes, insurances, and other required IRS forms on behalf of 
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4. Implement VF/EA FMS for all individuals enrolled in the waivers and state-funded 

mplement VF/EA FMS for all individuals enrolled in the waivers and state-
Based on our understanding of the 

requirements of this RFA, PPL expects to begin serving new enrollees as early as September 1, 
nch.  We know that the 

During the Readiness Review, PPL will demonstrate 
all individuals effective January 1, 2013.       

individuals enrolled in the waivers and state-
funded programs using PDS are effectively transitioned to the Selected Offeror(s) by 

ssure the Commonwealth that all existing individuals enrolled in the waivers and state-
by January 1, 2013.  As indicated 

, PPL has successfully transitioned large-scale programs from 
PPL will initiate weekly meetings with DPW to obtain a thorough 

and communication plan.  PPL 
key tasks that need to occur to 
ODP programs.  

pt of complete and 
from individual participants and DCWs and other providers in a timely 

manner.  PPL expects to begin receiving transfer paperwork from incumbent FMS organizations 
N. Changing VFEA 

and Transition Plan.     

6. Assure the Commonwealth that the Selected Offeror(s) has engaged staff that are 
compliance with 
08, as applicable, and 

directing consumers in accordance 
6.  PPL has served as a VF/EA 

date with federal, state and local rules and 

EA FMS organization for common law 

solely for the purpose of filing and 
paying federal employment taxes, insurances, and other required IRS forms on behalf of 



 

 

common law employers that we represent as agent. This is separate and distinct from our 
corporate Federal EIN.  
 
8. Coordinate and communicate effectively with CM/SC Organizations, AEs, and
Commonwealth, as necessary.
 
PPL will utilize several primary venu
CM/SC Organizations, AEs, and Commonwealth entities (DPW 
but not limited to: kick-off meetings
PPL Web Portal; access to the Customer Service Center
For more details please see Part 
  
9. Manage public funds in an accurate and timely manner and in compliance with all
federal and state requirements.
 
PPL assures appropriate and accurate management of public funds via multiple avenues.  PPL 
uses Policy and Procedures (P&P) documents written for each significant function as a 
management tool incorporated into trainings for all progra
customer service staff.  During the implementation phase 
to include specific detailed controls related to Commonwealth of PA requirements.  
PPL Web Portal allows PPL to mana
all federal and state requirements. For more details please see 
Funds.  
 
10. Develop and maintain a current computer database that has the capacities to track
PDS-related data. 
 
PPL’s proprietary Web Portal serves as the front
management system for maintain
fully integrated, open system, multi
provides a strong base of core functions, including full payroll capabilities; tax filing, depositing, 
and reporting; and budgetary tracking of program 
 
11. Enroll individuals with the VF/EA FMS organization as common law employers.
 
PPL is fully prepared and has policies and procedures already in place to carry out all of the 
activities associated with enrolling individuals as common law employers. 
launch, we will work with DPW
the needs and requirements specific to DPW’s waivers and state
For more details please see Part 
 
12. Develop and implement initial orientation and initial and ongoing skills training
common law employers regarding enrolling with and using the VF/EA FMS
and being an effective common law employer.

Commonwealth of Pennsylvania
Department of Public Welfare

Request for Application
Vendor Fiscal/Employer Agent Financial Management Services

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

common law employers that we represent as agent. This is separate and distinct from our 

8. Coordinate and communicate effectively with CM/SC Organizations, AEs, and
Commonwealth, as necessary. 

PPL will utilize several primary venues to promote open and effective communication with 
CM/SC Organizations, AEs, and Commonwealth entities (DPW - OLTL/PDA/ODP) including 

off meetings; weekly management meetings, training sessions
access to the Customer Service Center; and, distribution of standard reports. 

Part IV-4. E. Coordinating and Communicating

9. Manage public funds in an accurate and timely manner and in compliance with all
state requirements. 

PPL assures appropriate and accurate management of public funds via multiple avenues.  PPL 
uses Policy and Procedures (P&P) documents written for each significant function as a 
management tool incorporated into trainings for all program-specific financial operations

uring the implementation phase PPL will refine these P&P documents 
to include specific detailed controls related to Commonwealth of PA requirements.  
PPL Web Portal allows PPL to manage public funds accurately, timely, and in compliance with 
all federal and state requirements. For more details please see Part IV-4. B. Managing Public 

10. Develop and maintain a current computer database that has the capacities to track

Web Portal serves as the front-end, user-interface of PPL’s financial 
maintaining and tracking all PDS-related data.   The Web Portal 

fully integrated, open system, multi-user Enterprise Resource Planning (ERP) solution and 
provides a strong base of core functions, including full payroll capabilities; tax filing, depositing, 
and reporting; and budgetary tracking of program participant and provider 

the VF/EA FMS organization as common law employers.

PPL is fully prepared and has policies and procedures already in place to carry out all of the 
activities associated with enrolling individuals as common law employers. 

DPW to tailor our current employer enrollment packet template to fit 
the needs and requirements specific to DPW’s waivers and state-funded programs offering PDS.  

Part IV-4. G. Enrolling Common Law Employers

12. Develop and implement initial orientation and initial and ongoing skills training
common law employers regarding enrolling with and using the VF/EA FMS
and being an effective common law employer. 
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common law employers that we represent as agent. This is separate and distinct from our 

8. Coordinate and communicate effectively with CM/SC Organizations, AEs, and 

es to promote open and effective communication with 
OLTL/PDA/ODP) including 

training sessions; use of the 
distribution of standard reports.  

ting and Communicating.  

9. Manage public funds in an accurate and timely manner and in compliance with all 

PPL assures appropriate and accurate management of public funds via multiple avenues.  PPL 
uses Policy and Procedures (P&P) documents written for each significant function as a 

specific financial operations and 
these P&P documents 

to include specific detailed controls related to Commonwealth of PA requirements.  Use of the 
ge public funds accurately, timely, and in compliance with 

B. Managing Public 

10. Develop and maintain a current computer database that has the capacities to track all 

interface of PPL’s financial 
The Web Portal is a 

urce Planning (ERP) solution and 
provides a strong base of core functions, including full payroll capabilities; tax filing, depositing, 

 information.     

the VF/EA FMS organization as common law employers. 

PPL is fully prepared and has policies and procedures already in place to carry out all of the 
activities associated with enrolling individuals as common law employers. During Program 

to tailor our current employer enrollment packet template to fit 
funded programs offering PDS.  

Enrolling Common Law Employers.    

12. Develop and implement initial orientation and initial and ongoing skills training for 
common law employers regarding enrolling with and using the VF/EA FMS organization 



 

 

 
During program launch, PPL will 
ongoing skills training for common law employers.  
providing initial and ongoing orientation and practical skills training.  
Part IV-4. F. Orientation and 
 
13. Enroll qualified DCWs, vendors, small unlicensed providers, and independent
contractors. 
 
PPL has established systems, policies
unlicensed providers, and independent contractors. 
comprehensive, user-friendly 
necessary to establish and credential, then
representative) to which they will be providing services. 
collaborate with DPW to establish the good
and services.  PPL will screen all providers against the Office of Inspector General (OIG) List of 
Excluded Individuals and Entities.  
platform provide PPL with the capacity to assure that payments to vendors, small unlicen
providers, and independent contractors are compliant with all federal and state requirements.  
more details please see Part IV
Goods and Services.     
 
14. Disenroll individuals from the 
when necessary. 
 
Upon receipt of formal notification that a person no longer will serve as the common law 
employer, PPL will implement the disenrollment process using established policies and 
procedures to include completing all final tax deposits and filing all related IRS forms.  For more 
details please see Part IV-4 I. Processing a Common Law Employer’s Disenrollment from a 
VF/EA FMS Organization.  
 
15. Broker workers’ compensation insurance policy for 
 
As a registered member with the
PPL is able to facilitate the procurement of workers’ compensation insurance policies on behalf 
of common law employers and can offer DPW c
insurance writers throughout multiple programs nationwide. 
IV-4. P. Brokering Worker’s Compensation
 
16. Bill for PDS rendered in compliance with Commonwealth requirements.
 
PPL has established procedures for submitting, correcting
our current programs.  We submit claims directly to Medicaid for 
have developed a customized internal 
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will work with DPW to create initial orientation and 
ngoing skills training for common law employers.  PPL will assume full responsibility for 

providing initial and ongoing orientation and practical skills training.  For more details p
F. Orientation and Skills Training .   

13. Enroll qualified DCWs, vendors, small unlicensed providers, and independent

systems, policies, and procedures in place to enroll DCWs, vendors, small 
unlicensed providers, and independent contractors.  In particular, we have developed 

friendly entity-specific enrollment packets that include all the material 
and credential, then associate them to the consumer (or the consumer’s 

representative) to which they will be providing services. During program launch, PPL will 
collaborate with DPW to establish the good-to-go criteria required prior to payment for goods 

l screen all providers against the Office of Inspector General (OIG) List of 
Excluded Individuals and Entities.  The integrated capacities of the Web Portal accounting 
platform provide PPL with the capacity to assure that payments to vendors, small unlicen
providers, and independent contractors are compliant with all federal and state requirements.  

IV -4. H. Enrolling Providers and Part IV-4 .

14. Disenroll individuals from the VF/EA FMS organization as the common law

Upon receipt of formal notification that a person no longer will serve as the common law 
employer, PPL will implement the disenrollment process using established policies and 

include completing all final tax deposits and filing all related IRS forms.  For more 
I. Processing a Common Law Employer’s Disenrollment from a 
 

compensation insurance policy for each common law employer.

As a registered member with the National Council on Compensation Insurance
PPL is able to facilitate the procurement of workers’ compensation insurance policies on behalf 
of common law employers and can offer DPW competitive premium rates while working with 
insurance writers throughout multiple programs nationwide.  For more details

P. Brokering Worker’s Compensation.  

16. Bill for PDS rendered in compliance with Commonwealth requirements.

PPL has established procedures for submitting, correcting, and re-submitting claims on behalf of 
We submit claims directly to Medicaid for many existing programs and 

customized internal software application to meet the specific companion guide 
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work with DPW to create initial orientation and initial and 
PPL will assume full responsibility for 

For more details please see   

13. Enroll qualified DCWs, vendors, small unlicensed providers, and independent 

DCWs, vendors, small 
we have developed 

that include all the material 
consumer (or the consumer’s 

During program launch, PPL will 
go criteria required prior to payment for goods 

l screen all providers against the Office of Inspector General (OIG) List of 
The integrated capacities of the Web Portal accounting 

platform provide PPL with the capacity to assure that payments to vendors, small unlicensed 
providers, and independent contractors are compliant with all federal and state requirements.  For 

. L. Payments for 

VF/EA FMS organization as the common law employer, 

Upon receipt of formal notification that a person no longer will serve as the common law 
employer, PPL will implement the disenrollment process using established policies and 

include completing all final tax deposits and filing all related IRS forms.  For more 
I. Processing a Common Law Employer’s Disenrollment from a 

each common law employer. 

National Council on Compensation Insurance, Inc. (NCCI), 
PPL is able to facilitate the procurement of workers’ compensation insurance policies on behalf 

ompetitive premium rates while working with 
For more details, please see Part 

16. Bill for PDS rendered in compliance with Commonwealth requirements. 

submitting claims on behalf of 
existing programs and 

application to meet the specific companion guide 



 

 

requirements for delivering the EDI standard electronic 837P and for receiving the standard 835 
Electronic Remittance Advice (ERA) file formats. 
DPW program-specific written internal controls for monitoring the Medicaid billing process and 
receipt of Medicaid funds.  PPL’s program and finance staff are available to work with DPW 
program staff  together to ensure that the highest percentage of claims are paid on the fir
submission cycle, which allows for  more effective management of the claims correction and 
resubmission process  For more details, please see 
 
17. Process and distribute payroll and related federal, 
for qualified employees in an accurate and timely manner, in
State labor and tax laws. 
 
PPL will process and distribute payroll and related federal, State and local taxes and insurances 
for qualified employees in an accurate and timely manner, in compliance with federal and State 
labor and tax laws.  During program launch, 
comply with the specific requirements of the DPW PDS programs including but
current Commonwealth of PA wage rates, policies related to overtime and working more than 40 
hours per week, and other State Department of Labor regulations.  
policies as needed to comply with the USDOL proposed rules
Companionship Exemption.  For more details
Related Taxes.   
 
18. Process invoices and, pay and track payments for participant
services and vendor services.
 
PPL will process invoices and, pay and track payments for participant
services and vendor services.  
invoices are processed and paid according to 
same technology tracks all payments made for participant
vendor services.  For more details
 
19. Provide customer service that is
 
PPL’s Customer Service Center representatives provide service exclusively to participants in 
self-directed programs are taught core competencies that are common across the PDS programs 
that PPL serves as VF/EA FMS.  
representatives have empowers them to provide accurate, timely and individual and family 
friendly service to all callers.  For more details
Service.   
 
20. Develop and implement a staffed call center with call history logs.
 
PPL uses an industry leading call center and contact center system
software.  This advanced interaction management software allows PPL customer service 
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requirements for delivering the EDI standard electronic 837P and for receiving the standard 835 
Electronic Remittance Advice (ERA) file formats.  During program launch, 

written internal controls for monitoring the Medicaid billing process and 
PPL’s program and finance staff are available to work with DPW 

program staff  together to ensure that the highest percentage of claims are paid on the fir
submission cycle, which allows for  more effective management of the claims correction and 

For more details, please see Part IV-4. A. Billing for Services Rendered

17. Process and distribute payroll and related federal, State and local taxes and
for qualified employees in an accurate and timely manner, in compliance with federal and 

rocess and distribute payroll and related federal, State and local taxes and insurances 
ualified employees in an accurate and timely manner, in compliance with federal and State 

During program launch, PPL will update our policies and procedures to 
comply with the specific requirements of the DPW PDS programs including but
current Commonwealth of PA wage rates, policies related to overtime and working more than 40 
hours per week, and other State Department of Labor regulations.  PPL will modify these 
policies as needed to comply with the USDOL proposed rules regarding the Homecare 

For more details, please see Part IV-4. J. Processing Payroll and 

18. Process invoices and, pay and track payments for participant -directed goods and
services and vendor services. 

rocess invoices and, pay and track payments for participant-directed goods and 
services and vendor services.  PPL uses the integrated capacities of the Web Portal
invoices are processed and paid according to federal and state regulations.  Additionally

all payments made for participant-directed goods and services and 
vendor services.  For more details, please see Part IV-4. L. Payments for Goods and Services

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

Customer Service Center representatives provide service exclusively to participants in 
directed programs are taught core competencies that are common across the PDS programs 

as VF/EA FMS.  The scope of the knowledge the Customer Service Center 
representatives have empowers them to provide accurate, timely and individual and family 
friendly service to all callers.  For more details, please see Part IV-4. D. Providing Customer 

20. Develop and implement a staffed call center with call history logs. 

PPL uses an industry leading call center and contact center system and Voice over I
This advanced interaction management software allows PPL customer service 
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requirements for delivering the EDI standard electronic 837P and for receiving the standard 835 
During program launch, PPL will develop 

written internal controls for monitoring the Medicaid billing process and 
PPL’s program and finance staff are available to work with DPW 

program staff  together to ensure that the highest percentage of claims are paid on the first claim 
submission cycle, which allows for  more effective management of the claims correction and 

Billing for Services Rendered. 

State and local taxes and insurances 
compliance with federal and 

rocess and distribute payroll and related federal, State and local taxes and insurances 
ualified employees in an accurate and timely manner, in compliance with federal and State 

PPL will update our policies and procedures to 
comply with the specific requirements of the DPW PDS programs including but not limited to: 
current Commonwealth of PA wage rates, policies related to overtime and working more than 40 

PPL will modify these 
regarding the Homecare 

J. Processing Payroll and 

directed goods and 

directed goods and 
Web Portal to assure that 

regulations.  Additionally, this 
directed goods and services and 

Payments for Goods and Services.    

and family friendly. 

Customer Service Center representatives provide service exclusively to participants in 
directed programs are taught core competencies that are common across the PDS programs 

The scope of the knowledge the Customer Service Center 
representatives have empowers them to provide accurate, timely and individual and family 

D. Providing Customer 

 

Voice over Internet 
This advanced interaction management software allows PPL customer service 



 

 

managers to track customer service volumes, statistics, representative productivity, and program 
service levels. The call center, located in Phoenix, 
high-speed fax number available 24/7 for the exclusive use of the DPW PDS programs.  For 
more details, please see Part IV
 
21. Establish and maintain at least one office in the Commonwealth in addition to the
Selected Offeror(s)’s corporate headquarters.
 
PPL is headquartered in Boston, Massachusetts along with our parent company, PCG.  PCG has 
an existing office in Harrisburg
the PCG Harrisburg office.  For more details
Requirement. 
 
22. Have physical space capacity and equipment necessary to operate effectively as a
VF/EA FMS organization. 
 
PPL has the physical space capacity and equipment necessary to operate effectively as a VF/EA 
FMS organization in the Commonwealth.
Requirements.   
 
23. Establish and maintain current and archived files and 
employers, qualified DCWs, qualified vendors, small unlicensed providers,
contractors, and the Selected Offeror(s).
 
PPL’s preferred method of establishing and maintaining current and archived files and 
documentation for the entities listed above is via our 
Document Management System.  This system offers the capacity to securely store unique files 
related to each individual or entity that PPL interacts with in carrying out VF/EA FMS 
responsibilities.  Please see Part
details. 
 
24. Maintain all documentation and records related to the provision of PDS provided
under the waivers and state-
in the Commonwealth. 
 
PPL is able to establish and maintain for the required period of time all records and files 
pertaining to the DPW program either via manual filing or through use of our 
Document Management System. If DPW prefers manual filing, we will physically maintain 
documentation and records related to the provision of PDS at our physical office location in 
Harrisburg.  For more details, please see
 
25. Develop, maintain and test a disaster recovery plan.
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managers to track customer service volumes, statistics, representative productivity, and program 
service levels. The call center, located in Phoenix, AZ, will establish a toll-

speed fax number available 24/7 for the exclusive use of the DPW PDS programs.  For 
IV -4. D. Providing Customer Service.  

21. Establish and maintain at least one office in the Commonwealth in addition to the
corporate headquarters. 

in Boston, Massachusetts along with our parent company, PCG.  PCG has 
office in Harrisburg.  If selected for award, PPL will co-locate managers and staff in 

For more details, please see Part IV-3. 3. In-s

22. Have physical space capacity and equipment necessary to operate effectively as a

physical space capacity and equipment necessary to operate effectively as a VF/EA 
in the Commonwealth.  For more details, please see Part 

23. Establish and maintain current and archived files and documentation for common
employers, qualified DCWs, qualified vendors, small unlicensed providers,
contractors, and the Selected Offeror(s). 

PPL’s preferred method of establishing and maintaining current and archived files and 
on for the entities listed above is via our accessible, secure, and efficient 

Document Management System.  This system offers the capacity to securely store unique files 
related to each individual or entity that PPL interacts with in carrying out VF/EA FMS 

Part IV-4. M. Maintaining Files and Documentation

24. Maintain all documentation and records related to the provision of PDS provided
-funded programs at the Selected Offeror(s)’s 

and maintain for the required period of time all records and files 
program either via manual filing or through use of our 

ystem. If DPW prefers manual filing, we will physically maintain 
nd records related to the provision of PDS at our physical office location in 

, please see Part IV-3. 19. Archived Files. 

25. Develop, maintain and test a disaster recovery plan. 
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managers to track customer service volumes, statistics, representative productivity, and program 
-free number and a 

speed fax number available 24/7 for the exclusive use of the DPW PDS programs.  For 

21. Establish and maintain at least one office in the Commonwealth in addition to the 

in Boston, Massachusetts along with our parent company, PCG.  PCG has 
locate managers and staff in 

state Office 

22. Have physical space capacity and equipment necessary to operate effectively as a 

physical space capacity and equipment necessary to operate effectively as a VF/EA 
Part IV-4. E. Resource 

documentation for common law 
employers, qualified DCWs, qualified vendors, small unlicensed providers, independent 

PPL’s preferred method of establishing and maintaining current and archived files and 
accessible, secure, and efficient electronic 

Document Management System.  This system offers the capacity to securely store unique files 
related to each individual or entity that PPL interacts with in carrying out VF/EA FMS 

Documentation for more 

24. Maintain all documentation and records related to the provision of PDS provided 
s)’s office(s) located 

and maintain for the required period of time all records and files 
program either via manual filing or through use of our electronic 

ystem. If DPW prefers manual filing, we will physically maintain 
nd records related to the provision of PDS at our physical office location in 



 

 

PCG, PPL’s parent company, maintains a robust disaster recovery plan that is regularly tested.  It 
complies with Continuity of Operations (COOP) guidelines as set forth in National Security 
Presidential Directive-51/Homeland Security Presidential Directive
the National Continuity Policy Continuity Guidance Circular 1 (CGC 1), and 
subject RFA.  For more details
 
26. Prepare and submit reports as specified and required 
 
PPL has the capacity to meet the reporting needs as specified and required (and in a timely 
manner) through use of our industry leading technology platforms. 
to develop internal controls unique to 
consumers using PDS.  Please see 
 
27. Develop and implement training for VF/EA FMS staff on current federal, State and
local rules and regulations pertaining to PDS 
 
PPL ensures DPW that semi-annual orientation and training sessions for VF/EA FMS staff will 
include at a minimum an overview of current federal, State and local rules and regulations 
pertaining to PDS programs and VF/
training topics may include an overview of enrollment processes and use of PPL’s Web Portal. 
Please see Part IV- 4. E. Coordinating and Communicating
 
28. Develop and implement a 
and local rules and regulations pertaining to PDS programs and VF/EA FMS.
 
PPL constantly monitors changes in the political 
provision of FMS for PDS programs
may apply to PPL’s programs, we analyze and interpret them, then implement company
changes in policies or procedures as needed. 
Flanagan, a national leader in the field of self
operations and tax teams regarding labor and employment taxes, as does Mollie Murphy, a 
notable tax expert in the field of self
Payroll Association and regularly attends meetings.
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PCG, PPL’s parent company, maintains a robust disaster recovery plan that is regularly tested.  It 
complies with Continuity of Operations (COOP) guidelines as set forth in National Security 

51/Homeland Security Presidential Directive-20 (NSPD
the National Continuity Policy Continuity Guidance Circular 1 (CGC 1), and 

For more details, please see Part IV-3. 25. Disaster Recovery Plan

26. Prepare and submit reports as specified and required by the Commonwealth.

PPL has the capacity to meet the reporting needs as specified and required (and in a timely 
manner) through use of our industry leading technology platforms.  Our technology team is

develop internal controls unique to the needs expressed by the Commonwealth 
onsumers using PDS.  Please see Part IV-4. O. Required Reports for more details.  

27. Develop and implement training for VF/EA FMS staff on current federal, State and
local rules and regulations pertaining to PDS programs and VF/EA FMS

annual orientation and training sessions for VF/EA FMS staff will 
include at a minimum an overview of current federal, State and local rules and regulations 
pertaining to PDS programs and VF/EA FMS organization. At DPW’s discretion, additional 
training topics may include an overview of enrollment processes and use of PPL’s Web Portal. 

4. E. Coordinating and Communicating for more details.

28. Develop and implement a procedure for staying up-to-date with current federal,
and local rules and regulations pertaining to PDS programs and VF/EA FMS.

changes in the political and regulatory landscape that might affect the 
S programs.  When new federal or state regulations are released that 

may apply to PPL’s programs, we analyze and interpret them, then implement company
changes in policies or procedures as needed.  We regularly meet with expert advisors
Flanagan, a national leader in the field of self-direction, consults frequently to our financial 
operations and tax teams regarding labor and employment taxes, as does Mollie Murphy, a 
notable tax expert in the field of self-direction.  In addition, PPL is a member of the American 
Payroll Association and regularly attends meetings. 
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PCG, PPL’s parent company, maintains a robust disaster recovery plan that is regularly tested.  It 
complies with Continuity of Operations (COOP) guidelines as set forth in National Security 

20 (NSPD-51/HSPD-20), 
the National Continuity Policy Continuity Guidance Circular 1 (CGC 1), and   IV.3.25 of the 

Disaster Recovery Plan.  

by the Commonwealth. 

PPL has the capacity to meet the reporting needs as specified and required (and in a timely 
Our technology team is able 

s expressed by the Commonwealth and the 
for more details.   

27. Develop and implement training for VF/EA FMS staff on current federal, State and 
programs and VF/EA FMS organization. 

annual orientation and training sessions for VF/EA FMS staff will 
include at a minimum an overview of current federal, State and local rules and regulations 

EA FMS organization. At DPW’s discretion, additional 
training topics may include an overview of enrollment processes and use of PPL’s Web Portal.  

for more details. 

date with current federal, State 
and local rules and regulations pertaining to PDS programs and VF/EA FMS.  

and regulatory landscape that might affect the 
When new federal or state regulations are released that 

may apply to PPL’s programs, we analyze and interpret them, then implement company-wide 
e regularly meet with expert advisors.  Sue 

direction, consults frequently to our financial 
operations and tax teams regarding labor and employment taxes, as does Mollie Murphy, a 

L is a member of the American 



 

 

IV-3 Requirements 
 
1. General Requirements. The Selected Offeror(s) must meet the general requirements 
prior to serving individuals enrolled in the waiver 

 
a. Prime Contractor Responsibilities. The Agreement will require the Selected Offeror(s) to 
assume responsibility for all services offered in its proposal whether it produces them itself 
or by subcontract. The Issuing Office will consider the Selected Offeror
point of contact with regard to contractual and operational matters. 
 
PCG Public Partnerships (PPL) will assume responsibility for all services offered in our proposal 
and will be the sole point of contact with regard to contractual and
 
b. Subcontracting. Any use of subcontractors by the Selected Offeror(s) must be identified 
in the proposal and approved by the Issuing Office. During the Project period, use of any 
subcontractors by the Selected Offeror(s) not 
approved in writing by the Commonwealths Contract Administrator prior to the start of 
the work effort. Subcontractors are required to meet the same work skill qualification as 
the prospective Selected Offeror(s
 
At this time, PPL does not anticipate 
identified potential subcontractors that could 
customer service during periods of pe
incumbent FMS organizations.  
not previously identified in this
Contract Administrator prior to the start of the work effort. 
subcontractors are required to meet the same work skill qualification as 
RFA. 
 
c. Subcontracting with a Reporting Agent. The Selected Offeror(s) may not subcontract 
with and delegate VF/EA FMS tasks to a reporting agent. 
 
PPL understands and agrees that it may not 
reporting agent.  
 
d. Performance and Payment Bonds. 
deliver to the Commonwealth executed performance and payment bonds, each in the sum 
of six months of estimated annual Agreement amount, with the Commonwealth as the 
oblige. The surety will be a surety company or companies listed in the Federal Registry of 
Surety Companies and approved by the State Corporation Commission to transact 
business in the Commonwealth of Pennsylvania. No payment will be due and payable to the 
Selected Offeror(s), even if the Agreement has been performed in whole or in part, until the 
bonds have been delivered and approved by the DPW. The payment bond will be used to 
cover delinquent payments to qualified DCWs, vendors and small unlicensed providers
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General Requirements. The Selected Offeror(s) must meet the general requirements 
prior to serving individuals enrolled in the waiver who wish to use PDS. 

Prime Contractor Responsibilities. The Agreement will require the Selected Offeror(s) to 
assume responsibility for all services offered in its proposal whether it produces them itself 
or by subcontract. The Issuing Office will consider the Selected Offeror
point of contact with regard to contractual and operational matters.  

PCG Public Partnerships (PPL) will assume responsibility for all services offered in our proposal 
and will be the sole point of contact with regard to contractual and operational matters. 

Any use of subcontractors by the Selected Offeror(s) must be identified 
in the proposal and approved by the Issuing Office. During the Project period, use of any 
subcontractors by the Selected Offeror(s) not previously 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 meet the same work skill qualification as 
the prospective Selected Offeror(s) as identified in this RFA.  

does not anticipate the need to use any subcontractors.  However, PPL 
identified potential subcontractors that could assist PPL in processing documents and providing 
customer service during periods of peak volume, such as the initial transition of participants from 
incumbent FMS organizations.  PPL understands and agrees that the use of 

is proposal must be approved in writing by the Commonwealth
Administrator prior to the start of the work effort.  PPL understands and agrees that all 

ubcontractors are required to meet the same work skill qualification as PPL

Subcontracting with a Reporting Agent. The Selected Offeror(s) may not subcontract 
with and delegate VF/EA FMS tasks to a reporting agent.  

PPL understands and agrees that it may not subcontract with and delegate VF/EA FMS tasks to a 

Performance and Payment Bonds. The Agreement will require the Selected Offeror(s) to 
deliver to the Commonwealth executed performance and payment bonds, each in the sum 
of six months of estimated annual Agreement amount, with the Commonwealth as the 

e. The surety will be a surety company or companies listed in the Federal Registry of 
Surety Companies and approved by the State Corporation Commission to transact 
business in the Commonwealth of Pennsylvania. No payment will be due and payable to the 

cted Offeror(s), even if the Agreement has been performed in whole or in part, until the 
bonds have been delivered and approved by the DPW. The payment bond will be used to 
cover delinquent payments to qualified DCWs, vendors and small unlicensed providers
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General Requirements. The Selected Offeror(s) must meet the general requirements 
PDS.  

Prime Contractor Responsibilities. The Agreement will require the Selected Offeror(s) to 
assume responsibility for all services offered in its proposal whether it produces them itself 
or by subcontract. The Issuing Office will consider the Selected Offeror(s) to be the sole 

PCG Public Partnerships (PPL) will assume responsibility for all services offered in our proposal 
operational matters.  

Any use of subcontractors by the Selected Offeror(s) must be identified 
in the proposal and approved by the Issuing Office. During the Project period, use of any 

previously 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 meet the same work skill qualification as 

However, PPL has 
in processing documents and providing 

ak volume, such as the initial transition of participants from 
PPL understands and agrees that the use of any subcontractors 
proposal must be approved in writing by the Commonwealth’s 

PPL understands and agrees that all 
PPL as identified in this 

Subcontracting with a Reporting Agent. The Selected Offeror(s) may not subcontract 

VF/EA FMS tasks to a 

The Agreement will require the Selected Offeror(s) to 
deliver to the Commonwealth executed performance and payment bonds, each in the sum 
of six months of estimated annual Agreement amount, with the Commonwealth as the 

e. The surety will be a surety company or companies listed in the Federal Registry of 
Surety Companies and approved by the State Corporation Commission to transact 
business in the Commonwealth of Pennsylvania. No payment will be due and payable to the 

cted Offeror(s), even if the Agreement has been performed in whole or in part, until the 
bonds have been delivered and approved by the DPW. The payment bond will be used to 
cover delinquent payments to qualified DCWs, vendors and small unlicensed providers, 



 

 

and federal state and local tax and worker
up to the maximum of the value of the full value of the bond in the event that the Selected 
Offeror(s) is unable to properly, promptly and efficiently perform the Agreem
the Agreement is terminated by default or bankruptcy.
 
PPL will deliver “…a performance and payment bond
related services” as required by 
surety is a surety company listed in the Federal Registry of Surety Companies and approved by 
the State Corporation Commission to transact business in the Commonwealth of Pennsylvania. 
We recognize that no payment will be due and payable, even if the A
performed in whole or in part, until the bonds have been delivered and approved by DPW. 
 
e. As a VF/EA FMS organization, the Selected Offeror(s) must operate in accordance with 
§3504 of the Internal Revenue Service (IRS) Code, Revenue Pr
420, as modified by IRS Proposed Notice 2003
future revenue procedures, notices or publication promulgated by the IRS. The Selected 
Offeror(s) also must operate in compliance with state and l
labor laws and state worker’
 
PPL has extensive experience as a VF/EA FMS organization
with §3504 of the Internal Revenue Service (IRS) Code, Revenue Procedure
420, as modified by IRS Proposed Notice 2003
revenue procedures, notices or publication promulgated by the IRS, as well as in compliance 
with state and local tax laws, federal and state labor
insurance laws.  
 
f. The Selected Offeror(s) must file for and obtain a separate Federal Employer 
Identification Number (FEIN) in addition to its cor porate FEIN for the sole purpose of 
filing certain federal forms and 
depositing these taxes on behalf of the individuals and representatives the Selected 
Offeror(s) represents as employer agent. Since the Selected Offeror(s) is required to have 
three (3) years of experience pr
should have a separate FEIN and must show evidence of this.
 
In addition to our corporate FEIN, 
sole purpose of filing certain federal forms and income tax withholding and employment taxes 
and depositing these taxes on behalf of the individuals and representatives 
employer agent.  
 
g. The Selected Offeror(s) must have a working knowledge of the 
population (individuals with developmental disabilities, over the age of 60, and physical 
disabilities), PDS and how participant direction relates to the provision of VF/EA FMS and 
providing VF/EA FMS in accordance with federal, state and l
compensation insurance and program rules and regulations, as applicable.
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and federal state and local tax and worker’s compensation insurance premium payments 
up to the maximum of the value of the full value of the bond in the event that the Selected 
Offeror(s) is unable to properly, promptly and efficiently perform the Agreem
the Agreement is terminated by default or bankruptcy. 

performance and payment bond for 3 months to cover VF/EA FMS and 
as required by DPW in its response to questions regarding this RFA.  

surety is a surety company listed in the Federal Registry of Surety Companies and approved by 
the State Corporation Commission to transact business in the Commonwealth of Pennsylvania. 
We recognize that no payment will be due and payable, even if the Agreement has been 
performed in whole or in part, until the bonds have been delivered and approved by DPW. 

As a VF/EA FMS organization, the Selected Offeror(s) must operate in accordance with 
§3504 of the Internal Revenue Service (IRS) Code, Revenue Procedure 70
420, as modified by IRS Proposed Notice 2003-70 and IRS REG-137036
future revenue procedures, notices or publication promulgated by the IRS. The Selected 
Offeror(s) also must operate in compliance with state and local tax laws, federal and state 

’s compensation insurance laws.  

PPL has extensive experience as a VF/EA FMS organization.  PPL will operate in accordance 
with §3504 of the Internal Revenue Service (IRS) Code, Revenue Procedure
420, as modified by IRS Proposed Notice 2003-70 and IRS REG-137036-08 and any other future 
revenue procedures, notices or publication promulgated by the IRS, as well as in compliance 
with state and local tax laws, federal and state labor laws and state worker’s compensation 

The Selected Offeror(s) must file for and obtain a separate Federal Employer 
Identification Number (FEIN) in addition to its cor porate FEIN for the sole purpose of 
filing certain federal forms and income tax withholding and employment taxes and 
depositing these taxes on behalf of the individuals and representatives the Selected 
Offeror(s) represents as employer agent. Since the Selected Offeror(s) is required to have 
three (3) years of experience providing VF/EA FMS to publicly funded PDS programs, it 
should have a separate FEIN and must show evidence of this. 

In addition to our corporate FEIN, PPL has obtained a separate FEIN, 20-2040173, used for the 
filing certain federal forms and income tax withholding and employment taxes 

and depositing these taxes on behalf of the individuals and representatives 

The Selected Offeror(s) must have a working knowledge of the Medicaid target 
population (individuals with developmental disabilities, over the age of 60, and physical 
disabilities), PDS and how participant direction relates to the provision of VF/EA FMS and 
providing VF/EA FMS in accordance with federal, state and local tax, labor, worker’s 
compensation insurance and program rules and regulations, as applicable.
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s compensation insurance premium payments 
up to the maximum of the value of the full value of the bond in the event that the Selected 
Offeror(s) is unable to properly, promptly and efficiently perform the Agreement and/or 

for 3 months to cover VF/EA FMS and 
DPW in its response to questions regarding this RFA.  The 

surety is a surety company listed in the Federal Registry of Surety Companies and approved by 
the State Corporation Commission to transact business in the Commonwealth of Pennsylvania. 

greement has been 
performed in whole or in part, until the bonds have been delivered and approved by DPW.  

As a VF/EA FMS organization, the Selected Offeror(s) must operate in accordance with 
ocedure 70-6, 1970-1 C.B. 

137036-08 and any other 
future revenue procedures, notices or publication promulgated by the IRS. The Selected 

ocal tax laws, federal and state 

operate in accordance 
with §3504 of the Internal Revenue Service (IRS) Code, Revenue Procedure 70-6, 1970-1 C.B. 

08 and any other future 
revenue procedures, notices or publication promulgated by the IRS, as well as in compliance 

laws and state worker’s compensation 

The Selected Offeror(s) must file for and obtain a separate Federal Employer 
Identification Number (FEIN) in addition to its cor porate FEIN for the sole purpose of 

income tax withholding and employment taxes and 
depositing these taxes on behalf of the individuals and representatives the Selected 
Offeror(s) represents as employer agent. Since the Selected Offeror(s) is required to have 

oviding VF/EA FMS to publicly funded PDS programs, it 

2040173, used for the 
filing certain federal forms and income tax withholding and employment taxes 

and depositing these taxes on behalf of the individuals and representatives that we represent as 

Medicaid target 
population (individuals with developmental disabilities, over the age of 60, and physical 
disabilities), PDS and how participant direction relates to the provision of VF/EA FMS and 

ocal tax, labor, worker’s 
compensation insurance and program rules and regulations, as applicable. 



 

 

 
As the nation’s largest provider of financial management services (FMS) for participant
services (PDS), PPL has a working knowledge of the Medicaid
individuals with developmental disabilities, over the age of 60, and physical disabilities
understands PDS and how participant direction relates to the provision of VF/EA FMS and 
providing VF/EA FMS in accordance with fe
compensation insurance and program rules and regulations.
 
h. The Selected Offeror(s) must comply with existing or new applicable regulations, 
requirements, standards, directives, statutes, etc. issued by the C
Federal and local governments that take effect during the Agreement period. 
 
PPL’s experience has helped us develop a strong understanding of the federal and state 
regulations, requirements, standards, directives, statutes, etc
in Medicaid-funded PDS programs
employment documentation, payroll, and federal, state, and local tax responsibilities for the 
DCWs hired directly by the common law
the Federal and State laws and regulations including those related to labor, tax, immigration, and 
worker’s compensation insurance and Medicaid program regulations that are relevant to our 
responsibilities as the VF/EA 
 
We have a team of individuals, including members of the American Payroll Association, 
dedicated to staying current on all federal and state forms, notices, and publications. Our tax 
experts frequently check the IRS W
Department of Taxation and Department of Labor, attend tax seminars, receive monthly Paystate 
Updates, and are in frequent contact with national policy experts on the roles and responsibilities 
of a VF/EA FMS organization. 
 
Our tax team routinely monitors weekly updates from the following organizations and agencies:

• American Payroll Association (
• IRS (http://www.irs.gov
• US Department of Labor (
• US CIS (http://www.uscis.gov
• National Resource Center for Participant

(http://www.bc.edu/schools/gssw/nrcpds
 
PPL has well-established systems and processes to ensure that we are 
documents, labor issues, citizenship and legal alien issues, state income tax and unemployment 
publications, and state worker’s compensation issues relating to household empl
personal assistant staff.  We annually revise our 
packets to include the latest tax forms and withholding thresholds, 
the most up-to-date systems, including compliance with the n
that will take effect during the Agreement period
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As the nation’s largest provider of financial management services (FMS) for participant
a working knowledge of the Medicaid target population

individuals with developmental disabilities, over the age of 60, and physical disabilities
PDS and how participant direction relates to the provision of VF/EA FMS and 

providing VF/EA FMS in accordance with federal, state and local tax, labor, worker’s 
compensation insurance and program rules and regulations.   

The Selected Offeror(s) must comply with existing or new applicable regulations, 
requirements, standards, directives, statutes, etc. issued by the Commonwealth and/or 
Federal and local governments that take effect during the Agreement period. 

experience has helped us develop a strong understanding of the federal and state 
regulations, requirements, standards, directives, statutes, etc affecting VF/EA

PDS programs. This includes detailed knowledge of the complex array of 
employment documentation, payroll, and federal, state, and local tax responsibilities for the 

common law employer. As a standard practice, we stay current on 
the Federal and State laws and regulations including those related to labor, tax, immigration, and 
worker’s compensation insurance and Medicaid program regulations that are relevant to our 

 FMS organization.  

We have a team of individuals, including members of the American Payroll Association, 
dedicated to staying current on all federal and state forms, notices, and publications. Our tax 

perts frequently check the IRS Website, receive daily email updates from the IRS, the 
Department of Labor, attend tax seminars, receive monthly Paystate 

and are in frequent contact with national policy experts on the roles and responsibilities 
FMS organization.  

Our tax team routinely monitors weekly updates from the following organizations and agencies:
American Payroll Association (http://www.americanpayroll.org)  

http://www.irs.gov)  
US Department of Labor (http://www.dol.gov)  

(http://www.uscis.gov) 
National Resource Center for Participant-Directed Services 
http://www.bc.edu/schools/gssw/nrcpds)  

established systems and processes to ensure that we are up-to
documents, labor issues, citizenship and legal alien issues, state income tax and unemployment 
publications, and state worker’s compensation issues relating to household empl

We annually revise our common law employer and qualified DCW
packets to include the latest tax forms and withholding thresholds, and pride ourselves on having 

date systems, including compliance with the newest regulations
that will take effect during the Agreement period.  
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As the nation’s largest provider of financial management services (FMS) for participant-directed 
target population, including 

individuals with developmental disabilities, over the age of 60, and physical disabilities.  PPL 
PDS and how participant direction relates to the provision of VF/EA FMS and 

deral, state and local tax, labor, worker’s 

The Selected Offeror(s) must comply with existing or new applicable regulations, 
ommonwealth and/or 

Federal and local governments that take effect during the Agreement period.  

experience has helped us develop a strong understanding of the federal and state 
F/EA FMS organizations 

. This includes detailed knowledge of the complex array of 
employment documentation, payroll, and federal, state, and local tax responsibilities for the 

employer. As a standard practice, we stay current on 
the Federal and State laws and regulations including those related to labor, tax, immigration, and 
worker’s compensation insurance and Medicaid program regulations that are relevant to our 

We have a team of individuals, including members of the American Payroll Association, 
dedicated to staying current on all federal and state forms, notices, and publications. Our tax 

receive daily email updates from the IRS, the 
Department of Labor, attend tax seminars, receive monthly Paystate 

and are in frequent contact with national policy experts on the roles and responsibilities 

Our tax team routinely monitors weekly updates from the following organizations and agencies: 

to-date with IRS 
documents, labor issues, citizenship and legal alien issues, state income tax and unemployment 
publications, and state worker’s compensation issues relating to household employers and 

common law employer and qualified DCW 
and pride ourselves on having 

ewest regulations including those 



 

 

PPL managers and staff members regularly attend tax seminars and stay in frequent contact with 
national policy experts on the roles and responsibilities of a 
maintain an active dialogue with IRS representatives on tax changes that affect F/EA activities. 
In fact, we have been consulted by the IRS for recommendations on potential changes to specific 
forms for F/EA purposes. For example, we p
were consulted by the IRS regarding changes to the IRS Form 941 and IRS Form 944.
Additionally, Mike McConville, our Payroll Tax Compliance Supervisor, is a CPA licensed in 
the Commonwealth of Pennsylvania. 
Pennsylvania.  
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staff members regularly attend tax seminars and stay in frequent contact with 
on the roles and responsibilities of a VF/EA FMS o

maintain an active dialogue with IRS representatives on tax changes that affect F/EA activities. 
In fact, we have been consulted by the IRS for recommendations on potential changes to specific 
forms for F/EA purposes. For example, we provided comments on Proposed Notice 2003
were consulted by the IRS regarding changes to the IRS Form 941 and IRS Form 944.
Additionally, Mike McConville, our Payroll Tax Compliance Supervisor, is a CPA licensed in 
the Commonwealth of Pennsylvania.  He will ensure that we monitor updates from 
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staff members regularly attend tax seminars and stay in frequent contact with 
VF/EA FMS organization. We also 

maintain an active dialogue with IRS representatives on tax changes that affect F/EA activities. 
In fact, we have been consulted by the IRS for recommendations on potential changes to specific 

rovided comments on Proposed Notice 2003-70 and 
were consulted by the IRS regarding changes to the IRS Form 941 and IRS Form 944.  
Additionally, Mike McConville, our Payroll Tax Compliance Supervisor, is a CPA licensed in 

updates from 



 

 

2. Conflict Free Requirements. 
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 
perceived 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 pr
Neither the governing body of the Selected Offeror(s) nor individual members of the 
governing body may be affiliated with any provider of home and community based waiver 
services. Nor may the Selected Off
subsidiary of any existing provider of home and community based waiver services.
 
PPL understands and agrees that PPL 
and must remain independent from any provider of home and community based waiver services. 
PPL understands and agrees that 
governing body may not be affiliated with any provider of home and community based waiver 
services. PPL understands and agrees that PPL 
a subsidiary 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 
based waiver services. However, personnel assigned to the project may receive direct 
services or supports from such provider as long as the services are purchased at fair rates 
(either private pay, through an HCBS program, or through another thir
 
PPL understands and agrees that n
of home and community based waiver services. 
assigned to the project may receive direct services or 
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
the Commonwealth. However, if the Selected Offeror(s)
affiliated with a developmental disabilities
disclose this relationship in its
description of the nature of its relationship with the related provider, including, but not 
limited to, detailed information on the ownership of the company that contains the names 
and percent of ownership, ownership structure, as well as any
subcontracting relationships that may result in a conflict of
of this solicitation. The Selected Offeror(s) also
standards identified in the Standard
Addendum to the Standard 
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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, 

process, the Selected Offeror(s) and any subcontractors must be free of real or 
perceived conflicts of interest: 

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 
governing 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 
t 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 
be affiliated with any provider of home and community based waiver 

understands and agrees that PPL or its subcontractors may not 
a subsidiary of any existing provider of home and community based waiver services.

No personnel assigned to the project may work for any provider of home and 
based waiver services. However, personnel assigned to the project may receive direct 
services or supports from such provider as long as the services are purchased at fair rates 
(either private pay, through an HCBS program, or through another thir

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 
assigned to the project may receive direct services or supports from such provider as long as the 
services are purchased at fair rates (either private pay, through an HCBS program, or through 

   

The Selected Offeror(s) cannot be a developmental disabilities service
the Commonwealth. However, if the Selected Offeror(s) merely is related to or otherwise 
affiliated with a developmental disabilities service provider, the Selected Offeror(s) must 
disclose this relationship in its Technical Proposal and provide a detailed wr

its relationship with the related provider, including, but not 
information on the ownership of the company that contains the names 

percent of ownership, ownership structure, as well as any other current
subcontracting relationships that may result in a conflict of interest with the requirements 
of this solicitation. The Selected Offeror(s) also must abide by the conflict of interest 
standards identified in the Standard Terms and Conditions for Services and the DPW 

 Terms and Conditions. 
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The Selected Offeror(s) must be free of any conflict of 
interest with any existing or future waiver/program providers. To ensure an objective, 

process, the Selected Offeror(s) and any subcontractors must be free of real or 

The Selected Offeror(s) and its subcontractors may not be a part of or affiliated and must 
ovider of home and community based waiver services. 

Neither the governing body of the Selected Offeror(s) nor individual members of the 
governing body may be affiliated with any provider of home and community based waiver 

eror(s) or its subcontractors be affiliated with or a 
subsidiary of any existing provider of home and community based waiver services. 

subcontractors may not be a part of or affiliated 
t from any provider of home and community based waiver services. 

individual members of the 
be affiliated with any provider of home and community based waiver 

may not be affiliated with or 
a subsidiary of any existing provider of home and community based waiver services. 

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 supports from such provider as long as the services are purchased at fair rates 
(either private pay, through an HCBS program, or through another third party program). 

o personnel assigned to the project may work for any provider 
PPL understands and agrees that personnel 

supports from such provider as long as the 
services are purchased at fair rates (either private pay, through an HCBS program, or through 

The Selected Offeror(s) cannot be a developmental disabilities service provider within 
merely is related to or otherwise 

service provider, the Selected Offeror(s) must 
ailed written 

its relationship with the related provider, including, but not 
information on the ownership of the company that contains the names 

other current contracting or 
interest with the requirements 

must abide by the conflict of interest 
and Conditions for Services and the DPW 



 

 

 
PPL understands and agrees that PPL 
within the Commonwealth. PPL hereby attests that it is not 
a developmental disabilities service provider
standards identified in the Standard Terms and Conditions for Services and the DPW Addendum 
to the Standard Terms and Conditions
compromise an otherwise harmonious working relationship.
 
In addition, the Commonwealth reserves the right to not accept a proposal from an
that has been determined to have a conflict of interest 
of the Transmittal Letter, see 
organizational information that includes an organization chart listing all
listing of all Agreements that the Offero
Agreements of its subsidiaries associated with any home and community
provider doing business in Pennsylvania.
 
As part of the Transmittal Letter
includes an organization chart listing all subsidiaries; a listing of all Agreements that the Offeror 
has within Pennsylvania; and 
home and community-based services provider doing business in Pennsylvania.
submitted its organizational information in 
 
PPL has an effective compliance program that assists employees and PPL in managing conflicts 
of interest. At the outset, we have promulgated 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 memb
and involvement in political activities. All PPL employees
of conduct and to participate in mandatory training explaining the
established a confidential "hot line" for employees to seek g
on any actual or perceived conflict of interest involving the caller or other employees. 
Employees are kept current through 
compliance updates on the PPL corpora
 
PPL applies a due diligence protocol whenever it considers using an individual or firm as a 
subcontractor in any proposal or 
disclosure of any information that might lead to
for PPL and the client. 
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PPL understands and agrees that PPL cannot be a developmental disabilities service provider 
PPL hereby attests that it is not related to or otherwise affiliated with 

a developmental disabilities service provider.  PPL agrees to 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 reserves the right to not accept a proposal from an
that has been determined to have a conflict of interest based on the language
of the Transmittal Letter, see Part II, Section II-3, the Offeror must submit complete 
organizational information that includes an organization chart listing all
listing of all Agreements that the Offeror has within Pennsylvania; a listing of any 
Agreements of its subsidiaries associated with any home and community
provider doing business in Pennsylvania.  

As part of the Transmittal Letter, PPL has submitted complete organizational information that 
includes an organization chart listing all subsidiaries; a listing of all Agreements that the Offeror 

and a listing of any Agreements of its subsidiaries associated with any 
ased services provider doing business in Pennsylvania.

submitted its organizational information in Part II, Section II-3. 

PPL has an effective compliance program that assists employees and PPL in managing conflicts 
we have promulgated 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 memb

political activities. All PPL employees are required to comply with the
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 actual or perceived conflict of interest involving the caller or other 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 individual or firm as a 
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 
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cannot be a developmental disabilities service provider 
otherwise affiliated with 

abide by the conflict of interest 
standards identified in the Standard Terms and Conditions for Services and the DPW Addendum 

disclose any and all associations that may 

In addition, the Commonwealth reserves the right to not accept a proposal from an Offeror 
based on the language above. As part 

submit complete 
organizational information that includes an organization chart listing all subsidiaries; a 

listing of any 
Agreements of its subsidiaries associated with any home and community- Based services 

complete organizational information that 
includes an organization chart listing all subsidiaries; a listing of all Agreements that the Offeror 

a listing of any Agreements of its subsidiaries associated with any 
ased services provider doing business in Pennsylvania.  PPL has 

PPL has an effective compliance program that assists employees and PPL in managing conflicts 
we have promulgated 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; 

are required to comply with the code 
provisions. We have also 

uidance from the compliance officer 
on any actual or perceived conflict of interest involving the caller or other employees. 

dvisories on particular conflict areas and through 

PPL applies a due diligence protocol whenever it considers using an individual or firm as a 
. Among the subjects of inquiry are the required 

a conflict of interest in the performance of work 



 

 

3. In-state Office Requirements
and mortar office in Pennsylvania regardless of the number of lots awarded
within Pennsylvania must be accessible and meet the American Disabilities Act (ADA) 
standards. The physical site of the Selected Offeror(s)’s administrative functions, all 
satellite offices, and any worksites cannot be co
 
PPL understands and agrees to 
regardless of the number of lots awarded. 
(PCG), has an existing office located 
17110.  PCG is currently looking for new space within the area to support anticipated expansion.  
If awarded this Agreement, PCG and PPL will combine offices to accommodate approximately 
30-35 PCG and PPL employees with about 6,500
 
PPL understands and agrees that a
American Disabilities Act (ADA) standards. 
is to ensure the site is accessible and meets 
 
PPL understands and agrees that t
offices, and any worksites cannot be co
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Requirements. The Selected Offeror(s) must establish at least one brick 
and mortar office in Pennsylvania regardless of the number of lots awarded

Pennsylvania must be accessible and meet the American Disabilities Act (ADA) 
The physical site of the Selected Offeror(s)’s administrative functions, all 

satellite offices, and any worksites cannot be co-located with any existing provider.

understands and agrees to establish at least one brick and mortar office in Pennsylvania 
regardless of the number of lots awarded.  PPL’s parent company, Public Consulting Group

has an existing office located at: 2040 Linglestown Road, Suite 201, 
currently looking for new space within the area to support anticipated expansion.  

, PCG and PPL will combine offices to accommodate approximately 
35 PCG and PPL employees with about 6,500-7,000 square feet.   

PPL understands and agrees that all sites within Pennsylvania must be accessible and meet T
American Disabilities Act (ADA) standards.  PPL’s common practice when opening a new office 

e site is accessible and meets ADA standards.   

PPL understands and agrees that the physical site of PPL’s administrative functions, all satellite 
offices, and any worksites cannot be co-located with any existing provider.
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The Selected Offeror(s) must establish at least one brick 
and mortar office in Pennsylvania regardless of the number of lots awarded. All sites 

Pennsylvania must be accessible and meet the American Disabilities Act (ADA) 
The physical site of the Selected Offeror(s)’s administrative functions, all 

located with any existing provider. 

establish at least one brick and mortar office in Pennsylvania 
Public Consulting Group 

at: 2040 Linglestown Road, Suite 201, Harrisburg, PA 
currently looking for new space within the area to support anticipated expansion.  

, PCG and PPL will combine offices to accommodate approximately 

ia must be accessible and meet The 
common practice when opening a new office 

administrative functions, all satellite 
located with any existing provider. 
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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 IV-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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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://www.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. 
 



 

 

14. 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
Abuse Registry for all DCWs employed by the common law employer as a condition of 
becoming qualified and prior to providing waiver services. Criminal b
are conducted via the Criminal History Request Online found at the Pennsylvania State 
Police Website, under PSP Services, http://www.psp.state.pa.us.Child abuse clearances are 
obtained from: 
 

 
If a DCW employed by the common law employer as a condition of becoming qualified and 
prior to providi ng waiver services 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
Youth and Families’ DPW Childline and Abuse Registry for all DCWs employed by the 
common law employer as a condition of becoming qualified and prior to providing waiver 
services.  
 
If a DCW employed by the common law employer as a condition of becoming qualified and 
prior to providing waiver services 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.
 
PPL has extensive experience conducting criminal background checks on 
services to consumers in all of our 
on average 600 to 700 requests for criminal background checks and 300 to 400 sexual offender 
background checks monthly.  

PPL will conduct a criminal background 
abuse clearances per the Child Protective Services La
own expense. If the DCW in question has not been a Pennsylvania resident for the previ
years, PPL will obtain his or her
Investigation.  
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14. 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 

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’

DCWs employed by the common law employer as a condition of 
ng qualified and prior to providing waiver services. Criminal b

are conducted via the Criminal History Request Online found at the Pennsylvania State 
Police Website, under PSP Services, http://www.psp.state.pa.us.Child abuse clearances are 

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 a condition of becoming qualified and 
ng waiver services 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 

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 DCWs employed by the 
common law employer as a condition of becoming qualified and prior to providing waiver 

common law employer as a condition of becoming qualified and 
prior to providing waiver services has not been a Pennsylvania resident for the previous two (2) 

obtain a Federal Criminal History Record from the Federal Bureau of 
(FBI), in addition to the Criminal History Record from the State Police.

has extensive experience conducting criminal background checks on DCW
all of our self directed programs.  In Virginia, for example, we 

on average 600 to 700 requests for criminal background checks and 300 to 400 sexual offender 
  As part of the employee packet, a potential DCW is

criminal background clearance from the Pennsylvania State Police and child 
abuse clearances per the Child Protective Services Law (CPL) [23 Pa. C.S. Chapter 63} at our 

If the DCW in question has not been a Pennsylvania resident for the previ
his or her Federal Criminal History Record from the Feder
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14. 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 

Services Law (CPL) [23 Pa. C.S. Chapter 63] and obtain written results from the 
’  DPW Childline and 

DCWs employed by the common law employer as a condition of 
ng qualified and 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://www.psp.state.pa.us.Child abuse clearances are 

If a DCW employed by the common law employer as a condition of becoming qualified and 
ng waiver services 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 

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. 

Pennsylvania State Police and Office of Children, 
Youth and Families’ DPW Childline and Abuse Registry for all DCWs employed by the 
common law employer as a condition of becoming qualified and prior to providing waiver 

common law employer as a condition of becoming qualified and 
prior to providing waiver services has not been a Pennsylvania resident for the previous two (2) 

obtain a Federal Criminal History Record from the Federal Bureau of 
(FBI), in addition to the Criminal History Record from the State Police. 

DCWs providing 
In Virginia, for example, we process 

on average 600 to 700 requests for criminal background checks and 300 to 400 sexual offender 
DCW is notified that 

Pennsylvania State Police and child 
w (CPL) [23 Pa. C.S. Chapter 63} at our 

If the DCW in question has not been a Pennsylvania resident for the previous two 
Federal Criminal History Record from the Federal Bureau of 



 

 

It is our standard practice for all programs to review
of Excluded Individuals and Entities 
registries, the state felony offender registry, 
does not appear on any of these registries, PPL notes the date of the check in the PPL Web Portal 
and continues with a background check
individual’s file. If an applicant appears on a registry, the applicant, as well as the 
notified that the individual cannot be a worker in the consumer direction program.
 
Individuals with no history revealed on the background check have their information updated in 
the Web Portal. Individuals whose background check identified any results are reviewed by PPL
Staff members will follow guidelines established by 
allowed to provide services or if there is a disqualifying event in the history. 
process as needed to meet the specific requirements of the Commonwealth.
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It is our standard practice for all programs to review the Office of Inspector General (OIG) 
of Excluded Individuals and Entities (LEIE).  In some states, we also check 
registries, the state felony offender registry, and the state health abuse registry
does not appear on any of these registries, PPL notes the date of the check in the PPL Web Portal 
and continues with a background check.  Documentation of the registry check is kept in the 

If an applicant appears on a registry, the applicant, as well as the 
notified that the individual cannot be a worker in the consumer direction program.

o history revealed on the background check have their information updated in 
Individuals whose background check identified any results are reviewed by PPL

will follow guidelines established by DPW in determining what workers 
allowed to provide services or if there is a disqualifying event in the history. 
process as needed to meet the specific requirements of the Commonwealth.
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the Office of Inspector General (OIG) List 
In some states, we also check state sexual offender 

the state health abuse registry.  If an individual 
does not appear on any of these registries, PPL notes the date of the check in the PPL Web Portal 

Documentation of the registry check is kept in the 
If an applicant appears on a registry, the applicant, as well as the consumer is 

notified that the individual cannot be a worker in the consumer direction program. 

o history revealed on the background check have their information updated in 
Individuals whose background check identified any results are reviewed by PPL. 

in determining what workers are 
allowed to provide services or if there is a disqualifying event in the history. PPL will revise this 
process as needed to meet the specific requirements of the Commonwealth. 



 

 

15. The Selected Offeror(s) must comply with Medical Assistance Bulletin 99
“Provider Screening of Employees and Contractors for Exclusion from Participation and 
Federal Health Care Programs and the Effect of Exclusion on Participation” and any 
revisions or updates. 
 
If chosen by DPW to serve as 
Medical Assistance Bulletin 99
employees, vendors, contractors
necessary components of providing items and 
they have been excluded by the Department of Health and Human Services’ Office of Inspector 
General (HHS-OIG) from participation in Me
program. PPL will not use state or 
ordered, or prescribed by individuals or entities excluded from the 
other Federal health care programs
 
In our pursuit to provide superior
practices to fulfill the requirements 
Assistance Program against payments made to 
 

1. As an experienced VF/EA FMS
PPL has developed polic
time of hire or contracting and on an ongoing basis to determine exclusion from 
participation in Federal health care programs. 

2. PPL will use the following databases to determine exclu
a. Pennsylvania Medich
b. In many of our programs, PPL verifies that individuals and entities do not appear 

on the Office of Inspector General’s (OIG) List of Excluded Individuals/Entities 
(LEIE).  In the event that they do appear on this list, they
work or be paid in this program.

c. Excluded Parties List Systems (EPLS)
3. Upon detecting the exclusion of an employee or contractor, 

the discovery to the Bureau of Program Integrity via e
Provider Compliance form; by U.S. mail; or by fax.

4. All screenings will be thoroughly 
purposes.  

 
As a standard practice, PPL periodically
programs’ requirements. PPL will perform these same self
Medical Assistance Bulletin 99
on their contractors, and PPL is always prepared to support these reques
PPL experiences programmatic audits of provider files, service claims, and finance and 
compliance. We are proud to report that vast majority of these audits report zero or minimal 
findings—the most recent Financial Audit Report (
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15. The Selected Offeror(s) must comply with Medical Assistance Bulletin 99
“Provider Screening of Employees and Contractors for Exclusion from Participation and 

Care Programs and the Effect of Exclusion on Participation” and any 

to serve as the VF/EA FMS for this project, PPL will fully comply with
Bulletin 99-11-05 and any amendments made to it.  PPL
contractors, service providers, and referral sources whose functions are 

of providing items and services to Medicaid recipients
by the Department of Health and Human Services’ Office of Inspector 
participation in Medicare, Medicaid, or any other F
state or federal funds to pay for any items or services furnished, 

rdered, or prescribed by individuals or entities excluded from the Medicaid
other Federal health care programs.  

superior service to the Commonwealth, PPL will establish the 
the requirements cited in Bulletin 99-11-05 in order to protect the M

Program against payments made to parties excluded by HHS-OIG.

As an experienced VF/EA FMS organization for 11 years in 43 programs nationwide, 
PPL has developed policies and procedures for screening individuals and entities 
time of hire or contracting and on an ongoing basis to determine exclusion from 
participation in Federal health care programs.  

the following databases to determine exclusion status:
Medicheck List,  

In many of our programs, PPL verifies that individuals and entities do not appear 
on the Office of Inspector General’s (OIG) List of Excluded Individuals/Entities 

In the event that they do appear on this list, they will not be permitted to 
work or be paid in this program.  
Excluded Parties List Systems (EPLS) 

the exclusion of an employee or contractor, PPL will
to the Bureau of Program Integrity via e-mail through 

Provider Compliance form; by U.S. mail; or by fax. 
will be thoroughly documented and maintained properly for auditing 

periodically conducts self-audits to determine compliance with its 
. PPL will perform these same self-audits to ensure full complia

Bulletin 99-11-05. Some of our clients are required to perform annual audits 
on their contractors, and PPL is always prepared to support these requests. Across the company, 
PPL experiences programmatic audits of provider files, service claims, and finance and 
compliance. We are proud to report that vast majority of these audits report zero or minimal 

Financial Audit Report (FAR audit) by the Tennessee Department of 
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15. The Selected Offeror(s) must comply with Medical Assistance Bulletin 99-11-05 titled 
“Provider Screening of Employees and Contractors for Exclusion from Participation and 

Care Programs and the Effect of Exclusion on Participation” and any 

PPL will fully comply with the 
PPL will screen all 

l sources whose functions are 
recipients to determine if 

by the Department of Health and Human Services’ Office of Inspector 
dicare, Medicaid, or any other Federal health care 

for any items or services furnished, 
Medicaid Program as well as 

establish the following 
to protect the Medical 

OIG. 

programs nationwide, 
individuals and entities upon 

time of hire or contracting and on an ongoing basis to determine exclusion from 

s: 

In many of our programs, PPL verifies that individuals and entities do not appear 
on the Office of Inspector General’s (OIG) List of Excluded Individuals/Entities 

will not be permitted to 

PPL will immediately report 
mail through the Medicaid 

maintained properly for auditing 

audits to determine compliance with its 
audits to ensure full compliance with 

Some of our clients are required to perform annual audits 
ts. Across the company, 

PPL experiences programmatic audits of provider files, service claims, and finance and 
compliance. We are proud to report that vast majority of these audits report zero or minimal 

by the Tennessee Department of 



 

 

Intellectual and Developmental Disabilities
just $29.52 in findings. 
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Intellectual and Developmental Disabilities, , which looked at 6 months worth of data,
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, which looked at 6 months worth of data, resulted in 



 

 

16. The Selected Offeror(s) must have a sound financial and reporting structure to 
efficiently serve participants as outlined in Part II
 
Public Consulting Group (PCG), PPL
reporting structure to efficiently service participants. 
all but two of its fiscal years.  
and rose to $159 million for FY
of $180 million. PCG has been profitable in each of its 24 years of operation and is forecast to 
remain profitable in FY 2012. 
 
The Company has a very strong ba
million), $7 million unused credit facility with a major regional bank, over $20 million of cash 
on hand and in excess of $20 million in trade receivables. 
that PCG has the resources and capacity to fund the significant cash flow requirements of this 
RFA including both near term operations and longer term growth. 
 
Please reference section II-7, Financial Capacity for PPL’s financial statements.
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16. The Selected Offeror(s) must have a sound financial and reporting structure to 
efficiently serve participants as outlined in Part II-7, Financial Capacity.

(PCG), PPL’s parent company, maintains a strong financial and 
to efficiently service participants.  PCG has achieved double digit growth in 

 In FY 2010 the firm’s revenue was approximately $134 
for FY 2011. Budgeted revenue for FY 2012 is forecast to be in excess 

PCG has been profitable in each of its 24 years of operation and is forecast to 
2012.  

The Company has a very strong balance sheet as evidenced by its low debt (less than $12 
illion), $7 million unused credit facility with a major regional bank, over $20 million of cash 

on hand and in excess of $20 million in trade receivables.  As a result, management is confident 
ources and capacity to fund the significant cash flow requirements of this 
near term operations and longer term growth.  

, Financial Capacity for PPL’s financial statements.
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16. The Selected Offeror(s) must have a sound financial and reporting structure to 
Financial Capacity. 

a strong financial and 
PCG has achieved double digit growth in 

2010 the firm’s revenue was approximately $134 million 
orecast to be in excess 

PCG has been profitable in each of its 24 years of operation and is forecast to 

by its low debt (less than $12 
illion), $7 million unused credit facility with a major regional bank, over $20 million of cash 

As a result, management is confident 
ources and capacity to fund the significant cash flow requirements of this 

, Financial Capacity for PPL’s financial statements. 



 

 

17. Information Handling. The Selected Offeror(s) must abide by the Commonwealth’s 
specific regulations and requirements concerning confidentiality of 
Insurance Portability and Accountability Act (HIPPA ) (see Appendix G) Business 
Associate Language provided by OLTL/PDA/ODP, and the DPW Addendum to the 
Standard Terms and Conditions (see Appendices A and B). The Selected Offeror(s) must 
protect the confidentiality of all Commonwealth and ODP information. The Selected 
Offeror(s) agrees that any breach of this provision may, 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. All personnel 
and/or sub-Selected Offeror(s) assigned to the 
Offeror(s) must comply with applicable federal and state laws, regulations, and rules 
regarding the security and confidentiality of information individuals receiving Medicaid 
waiver services.  
 
Compliance will include: 

a. All personnel and/or sub
reporting agent, as applicable must comply with the Health Ins
and Accountability Act (HIPPA);

b. All personnel and/or sub
reporting agent, as applicable, must receive training in confidentiality regulations, 
including HIPPA Privacy and Securit
requirements; 

c. All personnel and/or sub
confidentiality agreement. Personnel policies must address disciplinary procedures 
relevant to violation of the 

d. Both confidential and sensitive information are not to be used by the Selected 
Offeror(s) or sub-Selected Offeror(s)(s) or given to another agency other than for 
the purpose of carrying out obligations of the Agreement

 
The Selected Offeror(s) is responsible for ensuring that adequate measures are in place to 
prohibit unauthorized access, copying, and distribution or information during work on this 
project. The Selected Offeror(s) is responsible for proper disposal of 
electronic working copies of information during work on this Project, as well as any 
remaining information upon the completion of the project. 
 
Sensitive information may need to be transferred from other agencies or shared with the 
Commonwealth during the course of the Agreement period, and/or transitioned to another 
vendor at the conclusion of this Agreement. The Selected Offeror(s) will follow 
Commonwealth procedures 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. The 
Selected Offeror(s) is responsible for following record retention procedures for all 
applicable federal, state and local government agencies.
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The Selected Offeror(s) must abide by the Commonwealth’s 
specific regulations and requirements concerning confidentiality of information
Insurance Portability and Accountability Act (HIPPA ) (see Appendix G) Business 
Associate Language provided by OLTL/PDA/ODP, and the DPW Addendum to the 
Standard Terms and Conditions (see Appendices A and B). The Selected Offeror(s) must 

the confidentiality of all Commonwealth and ODP information. The Selected 
Offeror(s) agrees that any breach of this provision may, at the discretion of the 
Commonwealth and/or OLTL/PDA/ODP; result in termination of the Agreement.

requires the handling of sensitive information. All personnel 
Selected Offeror(s) assigned to the provision of VF/EA FMS by the Selected 

with applicable federal and state laws, regulations, and rules 
and confidentiality of information individuals receiving Medicaid 

All personnel and/or sub-Selected Offeror(s)(s) of the Selected Offeror(s) and its 
reporting agent, as applicable must comply with the Health Insurance Portability 
and Accountability Act (HIPPA);  
All personnel and/or sub- Selected Offeror(s)(s) of the Selected Offeror(s) and its 
reporting agent, as applicable, must receive training in confidentiality regulations, 

Privacy and Security training and Medicaid confidentiality 

All personnel and/or sub- Selected Offeror(s)(s) of the Selected Offeror(s) must sign 
confidentiality agreement. Personnel policies must address disciplinary procedures 
relevant to violation of the signed confidentiality agreement; and
Both confidential and sensitive information are not to be used by the Selected 

Selected Offeror(s)(s) or given to another agency other than for 
the purpose of carrying out obligations of the Agreement. 

The Selected Offeror(s) is responsible for ensuring that adequate measures are in place to 
prohibit unauthorized access, copying, and distribution or information during work on this 
project. The Selected Offeror(s) is responsible for proper disposal of both hard and 
electronic working copies of information during work on this Project, as well as any 
remaining information upon the completion of the project.  

Sensitive information may need to be transferred from other agencies or shared with the 
lth during the course of the Agreement period, and/or transitioned to another 

vendor at the conclusion of this Agreement. The Selected Offeror(s) will follow 
procedures for information handling and sharing. The Selected Offeror(s) 

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. The 
Selected Offeror(s) is responsible for following record retention procedures for all 

licable federal, state and local government agencies. 
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The Selected Offeror(s) must abide by the Commonwealth’s 
information  and Health 

Insurance Portability and Accountability Act (HIPPA ) (see Appendix G) Business 
Associate Language provided by OLTL/PDA/ODP, and the DPW Addendum to the 
Standard Terms and Conditions (see Appendices A and B). The Selected Offeror(s) must 

the confidentiality of all Commonwealth and ODP information. The Selected 
Offeror(s) agrees that any breach of this provision may, at the discretion of the 
Commonwealth and/or OLTL/PDA/ODP; result in termination of the Agreement. 

requires the handling of sensitive information. All personnel 
of VF/EA FMS by the Selected 

with applicable federal and state laws, regulations, and rules 
and confidentiality of information individuals receiving Medicaid 

Selected Offeror(s)(s) of the Selected Offeror(s) and its 
urance Portability 

Selected Offeror(s)(s) of the Selected Offeror(s) and its 
reporting agent, as applicable, must receive training in confidentiality regulations, 

y training and Medicaid confidentiality 

Selected Offeror(s)(s) of the Selected Offeror(s) must sign 
confidentiality agreement. Personnel policies must address disciplinary procedures 

signed confidentiality agreement; and 
Both confidential and sensitive information are not to be used by the Selected 

Selected Offeror(s)(s) or given to another agency other than for 

The Selected Offeror(s) is responsible for ensuring that adequate measures are in place to 
prohibit unauthorized access, copying, and distribution or information during work on this 

both hard and 
electronic working copies of information during work on this Project, as well as any 

Sensitive information may need to be transferred from other agencies or shared with the 
lth during the course of the Agreement period, and/or transitioned to another 

vendor at the conclusion of this Agreement. The Selected Offeror(s) will follow 
procedures for information handling and sharing. The Selected Offeror(s) 

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. The 
Selected Offeror(s) is responsible for following record retention procedures for all 



 

 

 
PPL is committed to maintaining
abide by the Commonwealth’s specific regulations and requirements concerning confidentiality 
of information and Health Insurance Portability and Accountability (HIPPA) Business Associate 
Language provided by OLTL/PDA/ODP, and the DPW Addendum to the Standard Terms and 
Conditions. PPL will ensure protection and confidentiality of all Commonwealth and 
information and we understand that any breach of this provision may result in termination of the 
Agreement. 
 
In all of our programs, we are 
as they relate to federal and state 
confidentiality of information of individuals receiving Medicaid waiver services.
business practice, we ensure that all business operations are fully compliant with the requirements 
of HIPAA and provide training to staff on these specific policies and procedures
house compliance officer, Stuart Kaufman, Esq., who was the former General Counsel to the 
Massachusetts Executive Office of Health and Human Services as well as the found
Counsel of the Massachusetts Ethics Commission.  Mr. Kaufman reviews all of our contract and 
confidentiality obligations and ensures that we establish process and procedures to follow them  
In addition, all PPL employees are required to complet
includes an exam which must be passed. Individuals 
exam to ensure the concepts are understood. In addition, the training asks the individual to 
declare that they have read or will read the firm’s security policy.
 
Each staff member at PPL rece
hiring, is required to sign an a
against our policy is met with immediate response by management with disciplinary action 
including possible termination. We believe that this unambiguous and unequivocal policy clearly 
produces results that are in our clients’ best interest.
 
PPL understands that confidential and s
agency other than for the purpose of carrying out obligation of the Agreement.
established policies, procedures and internal controls that will govern the operations of the 
Participant-Directed Services Programs
keeping of consumer/common law employer and DCW files, as well as all other required 
documentation. All documents are kept by consumer/common law employer or DCW in a 
location separate from other programs for which we provide financial management services. The 
physical documents are in a secure space used solely by individuals working specifically with the 
Participant-Directed Services Programs
 
We also offer an electronic document
direction programs now under our management
effectively manage the dozens of tax forms and other program documents often required by 
Federal, state and local tax and labor departments
on a secure server ensuring the safety of Protected Information and other consumer/common law 
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ining the strictest of privacy and confidentiality
abide by the Commonwealth’s specific regulations and requirements concerning confidentiality 

information and Health Insurance Portability and Accountability (HIPPA) Business Associate 
Language provided by OLTL/PDA/ODP, and the DPW Addendum to the Standard Terms and 

PPL will ensure protection and confidentiality of all Commonwealth and 
information and we understand that any breach of this provision may result in termination of the 

 committed to the highest levels of confidenti
as they relate to federal and state laws, regulations, and rules regarding the security and 
confidentiality of information of individuals receiving Medicaid waiver services.
business practice, we ensure that all business operations are fully compliant with the requirements 

nd provide training to staff on these specific policies and procedures
house compliance officer, Stuart Kaufman, Esq., who was the former General Counsel to the 
Massachusetts Executive Office of Health and Human Services as well as the found
Counsel of the Massachusetts Ethics Commission.  Mr. Kaufman reviews all of our contract and 
confidentiality obligations and ensures that we establish process and procedures to follow them  
In addition, all PPL employees are required to complete Basic Security Awareness Training that 
includes an exam which must be passed. Individuals must take the training until they pass the 

to ensure the concepts are understood. In addition, the training asks the individual to 
or will read the firm’s security policy. 

at PPL receives instruction on our strict confidentiality poli
agreement with the company to uphold them. Any

with immediate response by management with disciplinary action 
including possible termination. We believe that this unambiguous and unequivocal policy clearly 
produces results that are in our clients’ best interest. 

PPL understands that confidential and sensitive information is not to be used or given to another 
agency other than for the purpose of carrying out obligation of the Agreement.
established policies, procedures and internal controls that will govern the operations of the 

cted Services Programs at every level. This includes the storage and record 
keeping of consumer/common law employer and DCW files, as well as all other required 
documentation. All documents are kept by consumer/common law employer or DCW in a 

rate from other programs for which we provide financial management services. The 
physical documents are in a secure space used solely by individuals working specifically with the 

Directed Services Programs. 

We also offer an electronic document management system proven to meet the needs of consumer 
direction programs now under our management. This system allows us to proficiently and 
effectively manage the dozens of tax forms and other program documents often required by 

tax and labor departments. Our document management system is hosted 
on a secure server ensuring the safety of Protected Information and other consumer/common law 
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lity standards and will 
abide by the Commonwealth’s specific regulations and requirements concerning confidentiality 

information and Health Insurance Portability and Accountability (HIPPA) Business Associate 
Language provided by OLTL/PDA/ODP, and the DPW Addendum to the Standard Terms and 

PPL will ensure protection and confidentiality of all Commonwealth and ODP 
information and we understand that any breach of this provision may result in termination of the 

ntiality in our operations 
, and rules regarding the security and 

confidentiality of information of individuals receiving Medicaid waiver services. As a standard 
business practice, we ensure that all business operations are fully compliant with the requirements 

nd provide training to staff on these specific policies and procedures. We have an in-
house compliance officer, Stuart Kaufman, Esq., who was the former General Counsel to the 
Massachusetts Executive Office of Health and Human Services as well as the founding General 
Counsel of the Massachusetts Ethics Commission.  Mr. Kaufman reviews all of our contract and 
confidentiality obligations and ensures that we establish process and procedures to follow them  

e Basic Security Awareness Training that 
must take the training until they pass the 

to ensure the concepts are understood. In addition, the training asks the individual to 

policies and, upon 
m. Any transgression 

with immediate response by management with disciplinary action 
including possible termination. We believe that this unambiguous and unequivocal policy clearly 

ensitive information is not to be used or given to another 
agency other than for the purpose of carrying out obligation of the Agreement. We have 
established policies, procedures and internal controls that will govern the operations of the 

at every level. This includes the storage and record 
keeping of consumer/common law employer and DCW files, as well as all other required 
documentation. All documents are kept by consumer/common law employer or DCW in a 

rate from other programs for which we provide financial management services. The 
physical documents are in a secure space used solely by individuals working specifically with the 

management system proven to meet the needs of consumer 
This system allows us to proficiently and 

effectively manage the dozens of tax forms and other program documents often required by 
Our document management system is hosted 

on a secure server ensuring the safety of Protected Information and other consumer/common law 



 

 

employer and DCW demographic data. Only designated PPL employees and client
individuals are capable of accessing this system. The information stored on the server is 
routinely backed up by our IT infrastructure ensuring continuity of service and protecting against 
loss of information due to unforeseen natural events. In summary, n
valuable, but it also provides the sense of security you need to ensure that all records are safe and 
protected. Depending on the needs of the program, PPL will work with the state to assess how 
this tool should be configured.
 
PPL understands that sensitive information may need to be transferred from other agencies or 
shared with the Commonwealth during the course of the Agreement period, and/or transitioned 
to another vendor at the conclusion of this Agreement
procedures for information handling. In addition, PPL will
for the Participant-Directed Services Programs
and local government agencies. Therefore, PPL shall en
maintained during the course of the 
years after the expiration of this A
appeals are complete. 
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employer and DCW demographic data. Only designated PPL employees and client
individuals are capable of accessing this system. The information stored on the server is 
routinely backed up by our IT infrastructure ensuring continuity of service and protecting against 
loss of information due to unforeseen natural events. In summary, not only is our system 
valuable, but it also provides the sense of security you need to ensure that all records are safe and 
protected. Depending on the needs of the program, PPL will work with the state to assess how 
this tool should be configured. 

derstands that sensitive information may need to be transferred from other agencies or 
with the Commonwealth during the course of the Agreement period, and/or transitioned 

to another vendor at the conclusion of this Agreement and will follow Commonw
procedures for information handling. In addition, PPL will  ensure that file maintenance protocols 

Directed Services Programs conforms to the requirements of the federal, state 
and local government agencies. Therefore, PPL shall ensure that all electronic and paper files are 
maintained during the course of the Agreement and archived for a period of no less than six (6) 

s after the expiration of this Agreement or until the disposition of court hearings, audits an
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employer and DCW demographic data. Only designated PPL employees and client–approved 
individuals are capable of accessing this system. The information stored on the server is 
routinely backed up by our IT infrastructure ensuring continuity of service and protecting against 

ot only is our system 
valuable, but it also provides the sense of security you need to ensure that all records are safe and 
protected. Depending on the needs of the program, PPL will work with the state to assess how 

derstands that sensitive information may need to be transferred from other agencies or 
with the Commonwealth during the course of the Agreement period, and/or transitioned 

and will follow Commonwealth 
ensure that file maintenance protocols 

conforms to the requirements of the federal, state 
sure that all electronic and paper files are 

and archived for a period of no less than six (6) 
greement or until the disposition of court hearings, audits and 



 

 

18. Current, Comprehensive, Pennsylvania
Manual. The Selected Offeror(s) must prepare and maintain a
VF/EA FMS Organization Procedures Manual (“Manual
procedures and internal controls for all VF/EA FMS organization tasks and requirements 
outlined in this RFA. The Manual must be submitted to the
VF/EA FMS Organization Readiness
The Manual should be updated at least annually or more frequently, as necessary and all 
updates must be reviewed and approved by Commonwealth. The Manual should be 
available and submitted to Commonwealth in
 
PPL currently relies on policies and procedures (P&P) manuals for all of our projects and is 
experienced in developing, writing, using, and updating these manuals for all tasks related to the 
F/EA function.  Each manual serves as a tra
guide for each of our programs. We use our manuals on a routine basis as part of our daily 
operations. Our P&P manuals contain: 

• Well organized chapters with detailed rules on timelines required to take acti
• Detailed key-stroke commands specific to all processes;
• Screen shots of our systems and their use; 
• Clearly articulated and comprehensive internal control and program integrity 

requirements for each operational area. 
 

During the implementation phase 
create Pennsylvania program-
P&Ps will provide the detailed policies, procedures, and internal controls and will serve as the 
document that governs all tasks related to F/EA operations for the programs. 
state timeframes for each policy, procedure and internal control
 
The P&P manuals will be available in electronic format to all PPL staff in a shared directory on 
our existing company computer network. This is a standard practice currently used in each of our 
programs, which will provide ready access to all employees of the latest approved
manual for easy reference. The P&P manual
for new and existing staff working on the DPW programs.
 
Per Question 238 of the RFA 22
In the pages that follow, PPL has provided a sample Table of Contents that outlines the 
that are standard in our programs.  
Pennsylvania-specific, Policies and Procedures Manual
The Pennsylvania-specific manual will stay current and up
change and submitted to the Commonwealth to be reviewed and approved prior to the use to the 
P&P. 
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nsive, Pennsylvania-specific VF/EA FMS Organization Procedures 
The Selected Offeror(s) must prepare and maintain a Pennsylvania

Procedures Manual (“Manual”). This manual must include 
procedures and internal controls for all VF/EA FMS organization tasks and requirements 
outlined in this RFA. The Manual must be submitted to the Commonwealth during the 
VF/EA FMS Organization Readiness Review (See Appendix K) for review and approval. 
The Manual should be updated at least annually or more frequently, as necessary and all 
updates must be reviewed and approved by Commonwealth. The Manual should be 
available and submitted to Commonwealth in electronic format. 

PPL currently relies on policies and procedures (P&P) manuals for all of our projects and is 
experienced in developing, writing, using, and updating these manuals for all tasks related to the 

Each manual serves as a training and management tool as well as a reference 
guide for each of our programs. We use our manuals on a routine basis as part of our daily 
operations. Our P&P manuals contain:  

Well organized chapters with detailed rules on timelines required to take acti
stroke commands specific to all processes; 

Screen shots of our systems and their use;  
Clearly articulated and comprehensive internal control and program integrity 
equirements for each operational area.  

During the implementation phase of this project, we will customize our P&P manual template to 
-specific manuals that comply with all program requirements. The 

detailed policies, procedures, and internal controls and will serve as the 
document that governs all tasks related to F/EA operations for the programs. 
state timeframes for each policy, procedure and internal control.  

l be available in electronic format to all PPL staff in a shared directory on 
our existing company computer network. This is a standard practice currently used in each of our 
programs, which will provide ready access to all employees of the latest approved
manual for easy reference. The P&P manuals will also be incorporated into all training programs 

working on the DPW programs. 

Per Question 238 of the RFA 22—11 Q&A, PPL is not submitting a P&P Manual at this time.
PPL has provided a sample Table of Contents that outlines the 

standard in our programs.  PPL agrees to complete a comprehensive and current, 
olicies and Procedures Manual in preparation for Readiness Review

specific manual will stay current and updated when policies and/or procedures 
change and submitted to the Commonwealth to be reviewed and approved prior to the use to the 
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specific VF/EA FMS Organization Procedures 
Pennsylvania-specific 

manual must include 
procedures and internal controls for all VF/EA FMS organization tasks and requirements 

Commonwealth during the 
K) for review and approval. 

The Manual should be updated at least annually or more frequently, as necessary and all 
updates must be reviewed and approved by Commonwealth. The Manual should be 

PPL currently relies on policies and procedures (P&P) manuals for all of our projects and is 
experienced in developing, writing, using, and updating these manuals for all tasks related to the 

ining and management tool as well as a reference 
guide for each of our programs. We use our manuals on a routine basis as part of our daily 

Well organized chapters with detailed rules on timelines required to take action;  

Clearly articulated and comprehensive internal control and program integrity 

of this project, we will customize our P&P manual template to 
with all program requirements. The 

detailed policies, procedures, and internal controls and will serve as the 
document that governs all tasks related to F/EA operations for the programs. The manuals will 

l be available in electronic format to all PPL staff in a shared directory on 
our existing company computer network. This is a standard practice currently used in each of our 
programs, which will provide ready access to all employees of the latest approved version of the 

will also be incorporated into all training programs 

11 Q&A, PPL is not submitting a P&P Manual at this time.  
PPL has provided a sample Table of Contents that outlines the P&Ps 

PPL agrees to complete a comprehensive and current, 
Readiness Review.  

licies and/or procedures 
change and submitted to the Commonwealth to be reviewed and approved prior to the use to the 
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19. Archived Files. The Selected Offeror(s) must establish and maintain all archived files in
an accurate, secure and confidential manner and for the required period of time as
mandated by applicable federal, state and local rules and regulations.
  
PPL has extensive experience in meeting the federa
Associate with our state partners, PPL complies with HIPA
and is committed to the protection of sensitive participant information and to adhering to any
federal system requirements. To comply with HIPA
ensures that every level of its operations is as secure as possible.
electronic and paper files are maintained during the course of the 
period of no less than six (6) year
of court hearings, audits and appeals are complete.
 
This includes the following: 

•  Secure Email: All outgoing emails that potentially contain sensitive information are
automatically encrypted by our outgoing mail server.

•  Demographics verification: 
identify a number of personal demographics before s/he is allowed to obtain any
information. 

•  Secure storage: All hard copy data is securely stored in locked file cabinets. Access is
restricted only to individuals who work 

•  IT security: PPL’s IT systems are designed to provide secure processing and retrieval of
sensitive information. This includes the use of Secure File Transfer Protocol (SFTP) sites
to transfer electronic data.

 

Commonwealth of
Department of Public Welfare

Request for Application
Vendor Fiscal/Employer Agent Financial Management Services

Section III-3, 1, IV-3, 19, Page 1 

The Selected Offeror(s) must establish and maintain all archived files in
an accurate, secure and confidential manner and for the required period of time as

applicable federal, state and local rules and regulations. 

PPL has extensive experience in meeting the federal system requirements. As a HIPA
partners, PPL complies with HIPAA Privacy and Security regulations,

mmitted to the protection of sensitive participant information and to adhering to any
equirements. To comply with HIPAA Privacy and Security regulations, PPL

ensures that every level of its operations is as secure as possible. PPL shall ens
electronic and paper files are maintained during the course of the Agreement
period of no less than six (6) years after the expiration of this Agreement or until the disposition 

appeals are complete.  

All outgoing emails that potentially contain sensitive information are
automatically encrypted by our outgoing mail server. 
Demographics verification: Every inbound caller to customer service is required to
identify a number of personal demographics before s/he is allowed to obtain any

All hard copy data is securely stored in locked file cabinets. Access is
restricted only to individuals who work directly on that project. 

PPL’s IT systems are designed to provide secure processing and retrieval of
sensitive information. This includes the use of Secure File Transfer Protocol (SFTP) sites
to transfer electronic data. 
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The Selected Offeror(s) must establish and maintain all archived files in 
an accurate, secure and confidential manner and for the required period of time as 

 

l system requirements. As a HIPAA Business 
A Privacy and Security regulations, 

mmitted to the protection of sensitive participant information and to adhering to any 
A Privacy and Security regulations, PPL 

PPL shall ensure that all 
Agreement and archived for a 

greement or until the disposition 

All outgoing emails that potentially contain sensitive information are 

service is required to 
identify a number of personal demographics before s/he is allowed to obtain any 

All hard copy data is securely stored in locked file cabinets. Access is 

PPL’s IT systems are designed to provide secure processing and retrieval of 
sensitive information. This includes the use of Secure File Transfer Protocol (SFTP) sites 











































 

 

21. VF/EA FMS Organization Readiness Review. 
law employers the Selected Offeror(s) shall participate in the VF/EA FMS Organization
Readiness Review (“Readiness Review”) process which will be conducted by the
OLTL/PDA/ODP. The purpose of the Readiness Review is to assess and document the
status of the Selected Offeror(s) readiness with respect to meet the requirements outlined
the RFA and Agreement. The Selected Offeror(s) will not be permitted to begin
OLTL/PDA/ODP waiver participants if it does not show acceptable evidence of
relative to each requirement during the OLTL/PDA/ODP
Readiness Reviews include Selected Offeror(s)
Selected Offeror(s) will comply with the current VF/EA FMS Bulletin 00
Agreement requirements during an onsite visit with OLTL/PDA/ODP staff. The
Review must include: 
 

a. Timeframe for preparing enrollment and employment packets and distributing
them to new and current individuals and representatives who will become
law employers; 
b. Current database modification to meet all requirements of this RFA and the
Agreement; 
c. Staff recruitment and training process and timeline;
d. Modifications to a current call center;
e. Modification to a current W
f. Recommended modifications to the current processes used by the
VF/EA FMS organizations;
g. Timeframe for computer networks to be installed and tested;
h. Timeframe for Medicaid billing systems to be implemented and tested
i. Timeframe for Reporting system and reports to be tested and validated by
FMS organization and OLTL/PDA/ODP prior to 
j. Timeframe for enrolling existing common law employers with the Selected
and 
k. Develop a quality management system to monitor the requirements of this RFA
and the Agreement. 

 
The OLTL/PDA/ODP reserves the right to continu
be used for the Readiness Review process. The date will be determined by 
DPW/OLTL/PDA/ODP. 
 
The Selected Offeror(s) will be expected to provide sufficient staff to facilitate the 
Readiness Review process. More specifi
corporate staff devoted to the Readiness Review process. Selected Offeror(s) staff will be 
expected to play an active role in the Readiness Review and demonstrate progress in an 
ongoing manner. Once the R
Selected Offeror(s) by OLTL/PDA/ODP, the Selected Offeror(s) will prepare a corrective 
action plan (“CAP”) and address all outstanding issues identified during the Readiness 
Review prior to providing VF/EA FMS effective July 1, 2012. During the implementation 
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21. VF/EA FMS Organization Readiness Review. In advance of the transition of common
law employers the Selected Offeror(s) shall participate in the VF/EA FMS Organization

(“Readiness Review”) process which will be conducted by the
OLTL/PDA/ODP. The purpose of the Readiness Review is to assess and document the
status of the Selected Offeror(s) readiness with respect to meet the requirements outlined

The Selected Offeror(s) will not be permitted to begin
OLTL/PDA/ODP waiver participants if it does not show acceptable evidence of
relative to each requirement during the OLTL/PDA/ODP-conducted Readiness

Selected Offeror(s)-provided detailed descriptions of
Selected Offeror(s) will comply with the current VF/EA FMS Bulletin 00
Agreement requirements during an onsite visit with OLTL/PDA/ODP staff. The

meframe for preparing enrollment and employment packets and distributing
them to new and current individuals and representatives who will become

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

c. Staff recruitment and training process and timeline; 
d. Modifications to a current call center; 
e. Modification to a current Website; 
f. Recommended modifications to the current processes used by the
VF/EA FMS organizations; 

Timeframe for computer networks to be installed and tested; 
h. Timeframe for Medicaid billing systems to be implemented and tested
i. Timeframe for Reporting system and reports to be tested and validated by
FMS organization and OLTL/PDA/ODP prior to implementation; 
j. Timeframe for enrolling existing common law employers with the Selected

k. Develop a quality management system to monitor the requirements of this RFA

The OLTL/PDA/ODP reserves the right to continue development of elements and forms to 
be used for the Readiness Review process. The date will be determined by 

The Selected Offeror(s) will be expected to provide sufficient staff to facilitate the 
Readiness Review process. More specifically, the Selected Offeror(s) must have sufficient 
corporate staff devoted to the Readiness Review process. Selected Offeror(s) staff will be 
expected to play an active role in the Readiness Review and demonstrate progress in an 
ongoing manner. Once the Readiness Review is completed and the findings presented to the 
Selected Offeror(s) by OLTL/PDA/ODP, the Selected Offeror(s) will prepare a corrective 
action plan (“CAP”) and address all outstanding issues identified during the Readiness 

viding VF/EA FMS effective July 1, 2012. During the implementation 
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In advance of the transition of common 
law employers the Selected Offeror(s) shall participate in the VF/EA FMS Organization 

(“Readiness Review”) process which will be conducted by the 
OLTL/PDA/ODP. The purpose of the Readiness Review is to assess and document the 
status of the Selected Offeror(s) readiness with respect to meet the requirements outlined in 

The Selected Offeror(s) will not be permitted to begin serving 
OLTL/PDA/ODP waiver participants if it does not show acceptable evidence of readiness 

conducted Readiness Review. 
provided detailed descriptions of how the 

Selected Offeror(s) will comply with the current VF/EA FMS Bulletin 00-08-14 and 
Agreement requirements during an onsite visit with OLTL/PDA/ODP staff. The Readiness 

meframe for preparing enrollment and employment packets and distributing     
them to new and current individuals and representatives who will become     common 

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

f. Recommended modifications to the current processes used by the Commonwealth for 

h. Timeframe for Medicaid billing systems to be implemented and tested 
i. Timeframe for Reporting system and reports to be tested and validated by VF/EA 

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

k. Develop a quality management system to monitor the requirements of this RFA     

e development of elements and forms to 
be used for the Readiness Review process. The date will be determined by 

The Selected Offeror(s) will be expected to provide sufficient staff to facilitate the 
cally, the Selected Offeror(s) must have sufficient 

corporate staff devoted to the Readiness Review process. Selected Offeror(s) staff will be 
expected to play an active role in the Readiness Review and demonstrate progress in an 

eadiness Review is completed and the findings presented to the 
Selected Offeror(s) by OLTL/PDA/ODP, the Selected Offeror(s) will prepare a corrective 
action plan (“CAP”) and address all outstanding issues identified during the Readiness 

viding VF/EA FMS effective July 1, 2012. During the implementation 



 

 

of the CAP, the Selected Offeror(s) will have regular status meetings with the 
OLTL/PDA/ODP Readiness Review Team. These meetings could occur either face
or via conference call. The VF/EA FMS Organization Readiness Review is not a paid task.
 
In advance of the transition of common law employers
Organization Readiness Review (“Readiness Review”) process which will be conducted by the 
OLTL/PDA/ODP. PPL understands t
document the status of the Selected Offeror(s) r
outlined in the RFA and Agreement. 
begin serving OLTL/PDA/ODP waiver participants if 
readiness relative to each requirement during the OLTL/PDA/ODP
Review. PPL will provide detailed descriptions of how 
FMS Bulletin 00-08-14 and Agreement require
OLTL/PDA/ODP staff. PPL understands that t

a. Timeframe for preparing enrollment and employment packets and distributing them to new 
and current individuals and representatives who will bec
b. Current database modification to meet all requirements of this RFA and the Agreement;
c. Staff recruitment and training process and timeline;
d. Modifications to a current call center;
e. Modification to a current Website;
f. Recommended modifications to the current processes used by the Commonwealth for 
VF/EA FMS organizations;
g. Timeframe for computer networks to be installed and tested;
h. Timeframe for Medicaid billing systems to be implemented and tested
i. Timeframe for Reporting system and reports to be tested and validated by VF/EA FMS 
organization and OLTL/PDA/ODP prior to implementation;
j. Timeframe for enrolling existing common law employers with the Selected Offeror(s); and
k. Develop a quality management system to 
Agreement. 

 
PPL understands that OLTL/PDA/ODP reserves the right to continue development of elements 
and forms to be used for the Readiness Review process. The date will be determined by 
DPW/OLTL/PDA/ODP. 
 
PPL understands that it will be expected to provide sufficient staff to facilitate the Readiness 
Review process. More specifically, 
devoted to the Readiness Review process. 
Review and demonstrate progress in an ongoing manner. Once the Readiness Review is 
completed and the findings presented to 
action plan (“CAP”) and address all outstanding issu
prior to providing VF/EA FMS effective July 1, 2012. During the implementation of the CAP, 
PPL will have regular status meetings with the OLTL/PDA/ODP Readiness Review Team. 
understands these meetings could occ
understands the VF/EA FMS Organization Readiness Review is not a paid task.
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of the CAP, the Selected Offeror(s) will have regular status meetings with the 
OLTL/PDA/ODP Readiness Review Team. These meetings could occur either face

VF/EA FMS Organization Readiness Review is not a paid task.

In advance of the transition of common law employers, PPL shall participate in the VF/EA FMS 
Organization Readiness Review (“Readiness Review”) process which will be conducted by the 

PPL understands the purpose of the Readiness Review is to assess and 
document the status of the Selected Offeror(s) readiness with respect to meet the requirements 
outlined in the RFA and Agreement. PPL understands and agrees that it will not be permitted to 
begin serving OLTL/PDA/ODP waiver participants if it does not show acceptable evidence of 
readiness relative to each requirement during the OLTL/PDA/ODP-conducted Readiness 

provide detailed descriptions of how we will comply with the current VF/EA 
14 and Agreement requirements during an onsite visit with 

PPL understands that the Readiness Review must include:
a. Timeframe for preparing enrollment and employment packets and distributing them to new 
and current individuals and representatives who will become common law employers;
b. Current database modification to meet all requirements of this RFA and the Agreement;
c. Staff recruitment and training process and timeline; 
d. Modifications to a current call center; 
e. Modification to a current Website; 

ecommended modifications to the current processes used by the Commonwealth for 
VF/EA FMS organizations; 
g. Timeframe for computer networks to be installed and tested; 
h. Timeframe for Medicaid billing systems to be implemented and tested

eporting system and reports to be tested and validated by VF/EA FMS 
organization and OLTL/PDA/ODP prior to implementation; 
j. Timeframe for enrolling existing common law employers with the Selected Offeror(s); and
k. Develop a quality management system to monitor the requirements of this RFA     and the 

OLTL/PDA/ODP reserves the right to continue development of elements 
and forms to be used for the Readiness Review process. The date will be determined by 

will be expected to provide sufficient staff to facilitate the Readiness 
Review process. More specifically, PPL understands that it must have sufficient corporate staff 
devoted to the Readiness Review process. PPL staff will play an active role in the Readiness 
Review and demonstrate progress in an ongoing manner. Once the Readiness Review is 
completed and the findings presented to PPL by OLTL/PDA/ODP, PPL will prepare a corrective 
action plan (“CAP”) and address all outstanding issues identified during the Readiness Review 
prior to providing VF/EA FMS effective July 1, 2012. During the implementation of the CAP, 

will have regular status meetings with the OLTL/PDA/ODP Readiness Review Team. 
hese meetings could occur either face-to-face or via conference call. 
he VF/EA FMS Organization Readiness Review is not a paid task.
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of the CAP, the Selected Offeror(s) will have regular status meetings with the 
OLTL/PDA/ODP Readiness Review Team. These meetings could occur either face-to-face 

VF/EA FMS Organization Readiness Review is not a paid task. 

shall participate in the VF/EA FMS 
Organization Readiness Review (“Readiness Review”) process which will be conducted by the 

he purpose of the Readiness Review is to assess and 
eadiness with respect to meet the requirements 

will not be permitted to 
does not show acceptable evidence of 

conducted Readiness 
will comply with the current VF/EA 

ments during an onsite visit with 
he Readiness Review must include: 

a. Timeframe for preparing enrollment and employment packets and distributing them to new 
ome common law employers; 

b. Current database modification to meet all requirements of this RFA and the Agreement; 

ecommended modifications to the current processes used by the Commonwealth for 

h. Timeframe for Medicaid billing systems to be implemented and tested 
eporting system and reports to be tested and validated by VF/EA FMS 

j. Timeframe for enrolling existing common law employers with the Selected Offeror(s); and 
monitor the requirements of this RFA     and the 

OLTL/PDA/ODP reserves the right to continue development of elements 
and forms to be used for the Readiness Review process. The date will be determined by 

will be expected to provide sufficient staff to facilitate the Readiness 
must have sufficient corporate staff 

active role in the Readiness 
Review and demonstrate progress in an ongoing manner. Once the Readiness Review is 

will prepare a corrective 
es identified during the Readiness Review 

prior to providing VF/EA FMS effective July 1, 2012. During the implementation of the CAP, 
will have regular status meetings with the OLTL/PDA/ODP Readiness Review Team. PPL 

face or via conference call. PPL 
he VF/EA FMS Organization Readiness Review is not a paid task. 



 

 

PPL conducts a Readiness Review as a standard business practice prior to the commencement of 
all new programs.  These reviews pr
processes, and documentation in a controlled and rigorous fashion to ensure all program 
requirements are complete, and when made “live” will effectively support all program 
requirements.  PPL conducts the
deficiencies prior to the start of operations.  
 
PPL’s standard preparation for Readiness Review include
processing of sample timesheets 
data and creates timesheets for periods worked and test
and payment of hours worked, 
addition, PPL tests system interfaces
Any deficiencies that are identified 
 
In the event of a large-scale transition such as this, 
received from incumbent VF/EAs.  
place prior to program launch.  PPL create
work closely with DPW to ensure that any deficiencies are resolved 
services to participants and payments to 
 
PPL also tests all toll-free number
program launch.  The telephone system test also in
hearing impaired and PPL Translation Services to confirm that access to the required interpreters 
is readily available.  The test of these systems not only test the functional capability of the 
system, but also test the readiness of PPL’s Customer Service representatives through the use of 
test scripts to confirm their knowledge and ability to respond to anticipated questions from 
program participants and employees.
information in an accurate and timely manner.
 
PPL reviews master copies of the Enrollment Packets and Employment Packets for all current 
participant/employers and employees and audit them versus program requirements.  PPL 
confirms that the packets are com
program-specific Website to demonstrate that it provides current and correct information about 
VF/EA services as well as DPW’s
upon. PPL conducts test downloads of Employment Packet forms, pay schedules, timesheets, tax 
forms and the instructions for the completion of these forms. 
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PPL conducts a Readiness Review as a standard business practice prior to the commencement of 
all new programs.  These reviews provide PPL with the opportunity to test all systems, 
processes, and documentation in a controlled and rigorous fashion to ensure all program 
requirements are complete, and when made “live” will effectively support all program 
requirements.  PPL conducts the Readiness Reviews with sufficient time to correct any 
deficiencies prior to the start of operations.   

preparation for Readiness Review includes creation of pre-
timesheets and invoices.  For example, PPL enters consumer 

timesheets for periods worked and tests the outcomes for the proper calculation 
and payment of hours worked, rates of pay, service limits, tax withholdings

interfaces, such as access to HCSIS, SAMS, EVS
Any deficiencies that are identified are documented, resolved and re-tested.

scale transition such as this, PPL typically uploads the exiting data 
VF/EAs.  This enables PPL to verify that all of the required data 

.  PPL creates audit reports to identify data deficiencie
to ensure that any deficiencies are resolved to mini

s to participants and payments to DCWs, vendors, and small unlicensed providers

free numbers, e-fax capabilities, and PPL email capabilities to support 
The telephone system test also includes a test of PPL’s TTY system for the 

hearing impaired and PPL Translation Services to confirm that access to the required interpreters 
is readily available.  The test of these systems not only test the functional capability of the 

readiness of PPL’s Customer Service representatives through the use of 
test scripts to confirm their knowledge and ability to respond to anticipated questions from 
program participants and employees.  These measures ensure that PPL can receive and process 
information in an accurate and timely manner. 

master copies of the Enrollment Packets and Employment Packets for all current 
participant/employers and employees and audit them versus program requirements.  PPL 

that the packets are complete and contain all of the required forms.
ebsite to demonstrate that it provides current and correct information about 

DPW’s policies, procedures, and timeframes that have been 
test downloads of Employment Packet forms, pay schedules, timesheets, tax 

forms and the instructions for the completion of these forms.  
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PPL conducts a Readiness Review as a standard business practice prior to the commencement of 
ovide PPL with the opportunity to test all systems, 

processes, and documentation in a controlled and rigorous fashion to ensure all program 
requirements are complete, and when made “live” will effectively support all program 

Readiness Reviews with sufficient time to correct any 

-populated forms and 
consumer and DCW 

for the proper calculation 
tax withholdings, and net pay.  In 

EVS and PROMISe™.  
tested. 

the exiting data 
that all of the required data are in 

audit reports to identify data deficiencies.  PPL will 
to minimize disruption in 

, and small unlicensed providers.   

fax capabilities, and PPL email capabilities to support 
a test of PPL’s TTY system for the 

hearing impaired and PPL Translation Services to confirm that access to the required interpreters 
is readily available.  The test of these systems not only test the functional capability of the 

readiness of PPL’s Customer Service representatives through the use of 
test scripts to confirm their knowledge and ability to respond to anticipated questions from 

These measures ensure that PPL can receive and process 

master copies of the Enrollment Packets and Employment Packets for all current 
participant/employers and employees and audit them versus program requirements.  PPL 

plete and contain all of the required forms.  PPL tests the 
ebsite to demonstrate that it provides current and correct information about 

timeframes that have been agreed 
test downloads of Employment Packet forms, pay schedules, timesheets, tax 



 

 

22. VF/EA FMS Organization Performance Review. 
implemented by OLTL/PDA/ODP, the Selected Offeror(s) shall participate in a VF/EA
FMS Organization Performance 
OLTL/PDA/ODP. The purpose of the Performance Review is to assess and document
Selected Offeror(s)’s ability to perform as a VF/EA FMS organization in accordance
federal, state and local rules and regulati
Review, the following actions may be taken by OLTL/PDA/ODP.
will be expected to provide sufficient staff to facilitate the
Selected Offeror(s) staff will be ex
and demonstrate progress in an ongoing manner. Once
completed and the findings presented to the Selected
Selected Offeror(s) will prepare a co
outstanding issues identified during the Performance
of the CAP, the Selected Offeror(s) will have
OLTL/PDA/ODP Performance Review Team.
 
PPL welcomes the opportunity 
implemented by OLTL/PDA/ODP.  We value the measurement of our activities and are 
interested in how it has enhanced the quality of our client’s operations.  
PPL experiences programmatic audits of provider files, service clai
compliance so; we are always prepared to support requests.  
majority of these audits report zero or minimal findings.
 
PPL understands the staff will need to be allocated to this activity and that, should there be 
findings, PPL will need to prepare a corrective action plan (CAP).  We will plan to meet with 
OLTL/PDA/ODP regularly to address progress on the CAP.  
 
One method by which we may hel
time of, or prior to, an initial Organization Performance Review 
benchmarks and future targets.  Below is a sample program dashboard from one of PPL’s current 
programs.   
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22. VF/EA FMS Organization Performance Review. In accordance with a schedule
implemented by OLTL/PDA/ODP, the Selected Offeror(s) shall participate in a VF/EA
FMS Organization Performance Review (“Performance Review”) conducted by
OLTL/PDA/ODP. The purpose of the Performance Review is to assess and document

ability to perform as a VF/EA FMS organization in accordance
federal, state and local rules and regulations. Based on the results of the
Review, the following actions may be taken by OLTL/PDA/ODP. The Selected Offeror(s) 

ill be expected to provide sufficient staff to facilitate the Performance Review process. 
Selected Offeror(s) staff will be expected to play an active role in the Performance Review 
and demonstrate progress in an ongoing manner. Once the Performance Review is 
completed and the findings presented to the Selected Offeror(s) by OLTL/PDA/ODP, the 
Selected Offeror(s) will prepare a corrective action plan (“CAP”) and address all 
outstanding issues identified during the Performance Review. During the implementation 
of the CAP, the Selected Offeror(s) will have regular status meetings with the 
OLTL/PDA/ODP Performance Review Team. 

lcomes the opportunity to participate in an Organization Performance Review 
implemented by OLTL/PDA/ODP.  We value the measurement of our activities and are 
interested in how it has enhanced the quality of our client’s operations.  Across the company, 

experiences programmatic audits of provider files, service claims, and finance and 
we are always prepared to support requests.  We are proud to report that vast 

majority of these audits report zero or minimal findings. 

taff will need to be allocated to this activity and that, should there be 
findings, PPL will need to prepare a corrective action plan (CAP).  We will plan to meet with 
OLTL/PDA/ODP regularly to address progress on the CAP.   

method by which we may help DPW measure performance and quality 
an initial Organization Performance Review is through the development of 

benchmarks and future targets.  Below is a sample program dashboard from one of PPL’s current 
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In accordance with a schedule 
implemented by OLTL/PDA/ODP, the Selected Offeror(s) shall participate in a VF/EA 

Review (“Performance Review”) conducted by 
OLTL/PDA/ODP. The purpose of the Performance Review is to assess and document the 

ability to perform as a VF/EA FMS organization in accordance with 
ons. Based on the results of the Performance 

The Selected Offeror(s) 
Performance Review process. 
role in the Performance Review 

the Performance Review is 
Offeror(s) by OLTL/PDA/ODP, the 

plan (“CAP”) and address all 
Review. During the implementation 

regular status meetings with the 

to participate in an Organization Performance Review 
implemented by OLTL/PDA/ODP.  We value the measurement of our activities and are 

Across the company, 
ms, and finance and 

We are proud to report that vast 

taff will need to be allocated to this activity and that, should there be 
findings, PPL will need to prepare a corrective action plan (CAP).  We will plan to meet with 

quality improvement at the 
is through the development of 

benchmarks and future targets.  Below is a sample program dashboard from one of PPL’s current 



 

 

 
PPL has developed its own robust internal audit process which is designed to collect, evaluate 
and correct all internal policies and procedures related to the performance of financial 
administration functions. We have a dedicated internal audit team 
program team to conduct monthly audits on all paperwork and payroll processes within a 
program. At the inception of a program, the program team must deliver a complete set of 
program business rules and requirements for their program t
uses these guidelines to build internal audit templates which capture paperwork and payment 
information.  
 
Each month two reports are generated: an enrollment report 
and a payroll report for all employees who have received 
From these reports, a random sample set of 10 consumer
random sample set is entered into a variety of paperwork and payro
are then delivered to program team Members to begin collecting the requested audit data. For 
one-time paperwork (such initial enrollment paperwork), samples are randomly chosen until the 
entire population has been reviewed. Ho
such as timesheets and payments.
 
An audit sample set is delivered to the program management team at the beginning of each 
month. On the 15th of each month, the completed audit template is due to the aud
ensure that audits are done accurately, the program team must include both the completed 
templates and all associated paperwork or timesheet information which matches the audit 
request. The audit team then does a full review of both the templat
documentation. If a match is not found the program team is contacted and a corrective action 
plan is developed.  
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robust internal audit process which is designed to collect, evaluate 
and correct all internal policies and procedures related to the performance of financial 
administration functions. We have a dedicated internal audit team which works with each 
program team to conduct monthly audits on all paperwork and payroll processes within a 
program. At the inception of a program, the program team must deliver a complete set of 
program business rules and requirements for their program to the audit team. The audit team then 
uses these guidelines to build internal audit templates which capture paperwork and payment 

Each month two reports are generated: an enrollment report for all actively enrolled consumer
and a payroll report for all employees who have received a payment within the last three months. 

om sample set of 10 consumers and 10 employees are selected. The 
random sample set is entered into a variety of paperwork and payroll templates. These templates 
are then delivered to program team Members to begin collecting the requested audit data. For 

time paperwork (such initial enrollment paperwork), samples are randomly chosen until the 
entire population has been reviewed. However, random sampling continues for recurring items 
such as timesheets and payments. 

An audit sample set is delivered to the program management team at the beginning of each 
of each month, the completed audit template is due to the aud

ensure that audits are done accurately, the program team must include both the completed 
templates and all associated paperwork or timesheet information which matches the audit 
request. The audit team then does a full review of both the template and the associated 
documentation. If a match is not found the program team is contacted and a corrective action 
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robust internal audit process which is designed to collect, evaluate 
and correct all internal policies and procedures related to the performance of financial 

which works with each 
program team to conduct monthly audits on all paperwork and payroll processes within a 
program. At the inception of a program, the program team must deliver a complete set of 

o the audit team. The audit team then 
uses these guidelines to build internal audit templates which capture paperwork and payment 

for all actively enrolled consumers 
a payment within the last three months. 

s and 10 employees are selected. The 
ll templates. These templates 

are then delivered to program team Members to begin collecting the requested audit data. For 
time paperwork (such initial enrollment paperwork), samples are randomly chosen until the 

wever, random sampling continues for recurring items 

An audit sample set is delivered to the program management team at the beginning of each 
of each month, the completed audit template is due to the audit team. To 

ensure that audits are done accurately, the program team must include both the completed 
templates and all associated paperwork or timesheet information which matches the audit 

e and the associated 
documentation. If a match is not found the program team is contacted and a corrective action 



 

 

We have found these internal audits to be extremely helpful in identifying systemic errors in our 
process.  With regular internal auditing, we have been able to identify those and provide staff 
with the re-training necessary to ensure accurate operations.  
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We have found these internal audits to be extremely helpful in identifying systemic errors in our 
internal auditing, we have been able to identify those and provide staff 

training necessary to ensure accurate operations.   
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We have found these internal audits to be extremely helpful in identifying systemic errors in our 
internal auditing, we have been able to identify those and provide staff 



 

 

23. The Selected Offeror(s) must be capable of accessing the 
 
a. The Provider Reimbursement and Operations Management Information System 
(PROMISe™), the Commonwealt
system. Information is available online at 
http://www.dpw.state.pa.us/provider/promise/index.htm
 
The PCG Public Partnerships 
Internet access and browser support (Internet Explorer 6 with 128
required to access the Provider Reimbursement and Operations Management Information System 
(PROMISe™). 
 
b. The Home and Community
information system used to maintain waiver participant
Care, CommCare, Independence, OBRA, Consolidated and P/FDS waivers and the 
Attendant Care Act 150 state funded program. Information is available online at 
https://www.hcsis.state.pa.us/hcsis
 
The PCG Public Partnerships 
Internet access and browser support (Internet Explorer 6 with 128
required to access the Home and Community
 
c. The Social Assistance Management System (SAMS), the information system used to 
maintain waiver and state funded participant
Information is available online at 
 
The PCG Public Partnerships 
Internet access and browser support (Internet Explorer 6 with 128
required to access the Social Assistance Management Systems (SAMS).
 
d. Electronic Eligibility Verification System (EVS) is the DP
Medicaid recipient eligibility. Information is avai lable at 
http://www.dpw.state.pa.us/ucmprd/groups/webcontent/documents/communication/s_0029
24.pdf . 
 
The PCG Public Partnerships 
Internet access and browser support (Internet Explorer 6 with 128
required to access the Electronic Eligibility Verification System (EVS).
 
e. Additional software packages as applicable.
 
PPL anticipates no issues accessing standard software packages with Internet access.  
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must be capable of accessing the following DPW systems:

a. The Provider Reimbursement and Operations Management Information System 
), the Commonwealth’s claims processing and management information 

system. Information is available online at 
http://www.dpw.state.pa.us/provider/promise/index.htm 

The PCG Public Partnerships offices (including the Harrisburg, PA office) 
and browser support (Internet Explorer 6 with 128-bit encryption and higher) 

required to access the Provider Reimbursement and Operations Management Information System 

b. The Home and Community-Based Services Information System (HCSIS), the 
formation system used to maintain waiver participants’ records specific to the Attendant 

Care, CommCare, Independence, OBRA, Consolidated and P/FDS waivers and the 
Attendant Care Act 150 state funded program. Information is available online at 

hcsis.state.pa.us/hcsis-ssd/ 

The PCG Public Partnerships offices (including the Harrisburg, PA office) 
Internet access and browser support (Internet Explorer 6 with 128-bit encryption and higher) 

Home and Community-Based Services Information System 

c. The Social Assistance Management System (SAMS), the information system used to 
maintain waiver and state funded participants’ records specific to the Aging waiver. 
Information is available online at http://ww w.ltltrainingpa.org/resources/index.cfm

The PCG Public Partnerships offices (including the Harrisburg, PA office) 
Internet access and browser support (Internet Explorer 6 with 128-bit encryption and higher) 

Assistance Management Systems (SAMS). 

d. Electronic Eligibility Verification System (EVS) is the DPW’s system for verifying 
Medicaid recipient eligibility. Information is avai lable at 
http://www.dpw.state.pa.us/ucmprd/groups/webcontent/documents/communication/s_0029

The PCG Public Partnerships offices (including the Harrisburg, PA office) 
Internet access and browser support (Internet Explorer 6 with 128-bit encryption and higher) 
required to access the Electronic Eligibility Verification System (EVS). 

e. Additional software packages as applicable. 

accessing standard software packages with Internet access.  
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following DPW systems: 

a. The Provider Reimbursement and Operations Management Information System 
claims processing and management information 

offices (including the Harrisburg, PA office) are equipped with 
bit encryption and higher) 

required to access the Provider Reimbursement and Operations Management Information System 

Based Services Information System (HCSIS), the 
records specific to the Attendant 

Care, CommCare, Independence, OBRA, Consolidated and P/FDS waivers and the 
Attendant Care Act 150 state funded program. Information is available online at 

offices (including the Harrisburg, PA office) are equipped with 
bit encryption and higher) 

Based Services Information System (HCSIS). 

c. The Social Assistance Management System (SAMS), the information system used to 
records specific to the Aging waiver. 

w.ltltrainingpa.org/resources/index.cfm. 

offices (including the Harrisburg, PA office) are equipped with 
bit encryption and higher) 

system for verifying 

http://www.dpw.state.pa.us/ucmprd/groups/webcontent/documents/communication/s_0029

offices (including the Harrisburg, PA office) are equipped with 
cryption and higher) 

accessing standard software packages with Internet access.   



 

 

PPL also supports and recommends automated electronic data interchange between its enterprise 
business partners and the PPL Web Portal. For example, the Portal can automatically import 
provider demographics, participant demographics, authorizations, budget data, and service 
information by Secure FTP, transfer across a busi
and other means. Bulk transfer of provider information helps streamline launching new VF/EA 
operations, speed enrollment of providers and consumers, 
less rework than with manual entry of data. PPL IT can adapt data sources from the 
Commonwealth’s enterprise systems vendors, or can provide its own XML specifications for 
these data files. Although not strictly required, PPL suggests 
operational efficiency and provide faster processing for the populations we serve.
 
Workspace must meet all Commonwealth requirements including, but not limited to, 
hardware, Website, telecommunications, and network connecti
Business Partner Network (in compliance with ITB
comply with Commonwealth Desktop standards to include Virus Protection and Security 
Software. 
http://www.portal.state.pa.us/portal/server.pt/gateway/PTARGS_0_2_785_416_0_43/htt
p%3B/pubcontent.state.pa.us/publishedcontent/publish/global/files/itbs/network_itbs/net
008/itb_net008.doc 
 
With respect to ITB-NET008, PPL provisions its own voice network 
and is able to access the designated systems with secure connections over the Internet. 
able to comply with accessing the Commonwealth data network through a designated business
to-business partner network that is not rout
Similarly, PPL itself uses a private MPLS network, and not the Internet, to interconnect its own 
offices through the country. PPL provisions its own network security compliance; it has a Cyber 
Incident Response Policy & Procedure which is compatible with the Commonwealth’s CISO 
incident management steps. 
 
PPL desktop computers run enterprise grade antivirus software. Laptops are additionally 
encrypted to prevent data from being compromised.
 
The Selected Offeror(s) must have (or show a work plan for implementation of) a 
functional Website that meets the RFA requirements and meets Section 508 requirements. 
Section 508 refers to a statutory section in the Rehabilitation Act of 1973 (found at 29 
U.S.C. § 794d). Its primary purpose is to provide access to and use of federal executive 
agencies’ electronic and information technology (EIT) by individuals with disabilities. 
Additional information can be found at 
 
PPL is familiar with the requirements of Section 508 of The Rehabilitation Act of 1973.  PPL 
understands the purpose of these statutory provisions is to provide access to and use of federal 
executive agencies’ electronic information te
PPL is in the process of assessing the impact of these provisions on the development and 
configuration of a functional Website that meets the RFA requirements and meets Section 508 
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recommends automated electronic data interchange between its enterprise 
business partners and the PPL Web Portal. For example, the Portal can automatically import 
provider demographics, participant demographics, authorizations, budget data, and service 

ormation by Secure FTP, transfer across a business-to-business network, EDI, W
and other means. Bulk transfer of provider information helps streamline launching new VF/EA 
operations, speed enrollment of providers and consumers, and avoid mistak
less rework than with manual entry of data. PPL IT can adapt data sources from the 
Commonwealth’s enterprise systems vendors, or can provide its own XML specifications for 
these data files. Although not strictly required, PPL suggests this best practice can increase 
operational efficiency and provide faster processing for the populations we serve.

Workspace must meet all Commonwealth requirements including, but not limited to, 
hardware, Website, telecommunications, and network connectivity via the Commonwealth 
Business Partner Network (in compliance with ITB-NET-008). Desktop computers must 
comply with Commonwealth Desktop standards to include Virus Protection and Security 

http://www.portal.state.pa.us/portal/server.pt/gateway/PTARGS_0_2_785_416_0_43/htt
p%3B/pubcontent.state.pa.us/publishedcontent/publish/global/files/itbs/network_itbs/net

NET008, PPL provisions its own voice network and Internet connectivity, 
and is able to access the designated systems with secure connections over the Internet. 
able to comply with accessing the Commonwealth data network through a designated business

business partner network that is not routable to the Internet, for security purposes, if required. 
Similarly, PPL itself uses a private MPLS network, and not the Internet, to interconnect its own 

PPL provisions its own network security compliance; it has a Cyber 
ent Response Policy & Procedure which is compatible with the Commonwealth’s CISO 

PPL desktop computers run enterprise grade antivirus software. Laptops are additionally 
encrypted to prevent data from being compromised. 

cted Offeror(s) must have (or show a work plan for implementation of) a 
functional Website that meets the RFA requirements and meets Section 508 requirements. 
Section 508 refers to a statutory section in the Rehabilitation Act of 1973 (found at 29 

794d). Its primary purpose is to provide access to and use of federal executive 
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 Section 508 of The Rehabilitation Act of 1973.  PPL 
understands the purpose of these statutory provisions is to provide access to and use of federal 
executive agencies’ electronic information technology (EIT) by individuals with Disabilities.  
PPL is in the process of assessing the impact of these provisions on the development and 
configuration of a functional Website that meets the RFA requirements and meets Section 508 
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recommends automated electronic data interchange between its enterprise 
business partners and the PPL Web Portal. For example, the Portal can automatically import 
provider demographics, participant demographics, authorizations, budget data, and service 

business network, EDI, Web services, 
and other means. Bulk transfer of provider information helps streamline launching new VF/EA 

and avoid mistakes.  This results in 
less rework than with manual entry of data. PPL IT can adapt data sources from the 
Commonwealth’s enterprise systems vendors, or can provide its own XML specifications for 

this best practice can increase 
operational efficiency and provide faster processing for the populations we serve. 

Workspace must meet all Commonwealth requirements including, but not limited to, 
vity via the Commonwealth 

008). Desktop computers must 
comply with Commonwealth Desktop standards to include Virus Protection and Security 

http://www.portal.state.pa.us/portal/server.pt/gateway/PTARGS_0_2_785_416_0_43/htt 
p%3B/pubcontent.state.pa.us/publishedcontent/publish/global/files/itbs/network_itbs/net 

and Internet connectivity, 
and is able to access the designated systems with secure connections over the Internet. We are 
able to comply with accessing the Commonwealth data network through a designated business-

able to the Internet, for security purposes, if required. 
Similarly, PPL itself uses a private MPLS network, and not the Internet, to interconnect its own 

PPL provisions its own network security compliance; it has a Cyber 
ent Response Policy & Procedure which is compatible with the Commonwealth’s CISO 

PPL desktop computers run enterprise grade antivirus software. Laptops are additionally 

cted Offeror(s) must have (or show a work plan for implementation of) a 
functional Website that meets the RFA requirements and meets Section 508 requirements. 
Section 508 refers to a statutory section in the Rehabilitation Act of 1973 (found at 29 

794d). Its primary purpose is to provide access to and use of federal executive 
electronic and information technology (EIT) by individuals with disabilities. 

PPL is familiar with the requirements of Section 508 of The Rehabilitation Act of 1973.  PPL 
understands the purpose of these statutory provisions is to provide access to and use of federal 

chnology (EIT) by individuals with Disabilities.  
PPL is in the process of assessing the impact of these provisions on the development and 
configuration of a functional Website that meets the RFA requirements and meets Section 508 



 

 

requirements.  PPL agrees to show the Commonwealth a work plan for implementation of a 
functional Website that meets these requirements.
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to show the Commonwealth a work plan for implementation of a 
functional Website that meets these requirements. 
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to show the Commonwealth a work plan for implementation of a 



 

 

24. Emergency Preparedness. 
including a pandemic, the Commonwealth needs a strategy for maintaining operations for 
an extended period of time. One part of this strategy is to ensure that essential Agreements 
that provide critical business services to the Commonwealth have planned for such an 
emergency and put contingencies in place to provide needed goods and services.
 
a. Describe how the Selected Offeror(s) anticipates such a crisis will impact its operations;
 
PPL maintains a Pandemic Business Continuity Plan which, in conjunction with its Critical 
Service Recovery Strategy (CSRC) described in the next section of this response, 
operational measures to continue
event of an extended emergency. The plan secures the safety of PPL employees and customers, 
while maintaining highest possible levels of service. With thi
continue to delivery acceptable service levels in the light of regional disasters, such as weather
related emergencies, and wide area concerns, such as the 2009
which PPL had no attributed operati
 
b. Describe the Selected Offeror(s)’s emergency response continuity of operations plan. 
Please attach a copy of the Selected Offeror(s)’s plan, or at a minimum, summarize how the 
Selected Offeror(s)’s plan addresses the following aspect
 

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

 
ii) Identified essential business functions and key employees (within the Selected 
Offeror(s)’s organization) necessary to carry them out;

 
New hires are trained in their role in the Pandemic Business Continuity Plan as part of their new
hire training, which policy requires is certified as complete within 30 days of hire. Company
wide briefings are provided periodically, and when changes are made to the plan.
 
For security reasons, we cannot release the actual Pandemic Business Continuity Plan.  Should 
this be of interest to DPW, we can arrange for staff to view the Plan.  In summary, s
responsibilities are assigned to categories of staff depending on their role:

• Business Unit Leader 
• Program Management 
• Facilities Management
• Planning Team (our Facilities, Operations, and HR cross
• All Employees 
• Executive Management Team
• Supervisors 
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Emergency Preparedness. To support continuity of operations during an emergency, 
including a pandemic, the Commonwealth needs a strategy for maintaining operations for 

period of time. One part of this strategy is to ensure that essential Agreements 
that provide critical business services to the Commonwealth have planned for such an 
emergency and put contingencies in place to provide needed goods and services.

e how the Selected Offeror(s) anticipates such a crisis will impact its operations;

Pandemic Business Continuity Plan which, in conjunction with its Critical 
Service Recovery Strategy (CSRC) described in the next section of this response, 
operational measures to continue delivery business services to the Commonwealth, even in the 
event of an extended emergency. The plan secures the safety of PPL employees and customers, 
while maintaining highest possible levels of service. With this plan PPL expects to be able to 
continue to delivery acceptable service levels in the light of regional disasters, such as weather
related emergencies, and wide area concerns, such as the 2009-2010 H1N1 pandemic, during 
which PPL had no attributed operational deficiencies. 

b. Describe the Selected Offeror(s)’s emergency response continuity of operations plan. 
Please attach a copy of the Selected Offeror(s)’s plan, or at a minimum, summarize how the 
Selected Offeror(s)’s plan addresses the following aspects of pandemic preparedness:

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

ii) Identified essential business functions and key employees (within the Selected 
’s organization) necessary to carry them out; 

New hires are trained in their role in the Pandemic Business Continuity Plan as part of their new
hire training, which policy requires is certified as complete within 30 days of hire. Company

e provided periodically, and when changes are made to the plan.

For security reasons, we cannot release the actual Pandemic Business Continuity Plan.  Should 
this be of interest to DPW, we can arrange for staff to view the Plan.  In summary, s
responsibilities are assigned to categories of staff depending on their role: 

 
 

Facilities Management 
Planning Team (our Facilities, Operations, and HR cross-functional team)

Executive Management Team 

Commonwealth of Pennsylvania 
Department of Public Welfare 

Request for Application # 22-11 
Financial Management Services 

To support continuity of operations during an emergency, 
including a pandemic, the Commonwealth needs a strategy for maintaining operations for 

period of time. One part of this strategy is to ensure that essential Agreements 
that provide critical business services to the Commonwealth have planned for such an 
emergency and put contingencies in place to provide needed goods and services. 

e how the Selected Offeror(s) anticipates such a crisis will impact its operations; 

Pandemic Business Continuity Plan which, in conjunction with its Critical 
Service Recovery Strategy (CSRC) described in the next section of this response, provides 

delivery business services to the Commonwealth, even in the 
event of an extended emergency. The plan secures the safety of PPL employees and customers, 

s plan PPL expects to be able to 
continue to delivery acceptable service levels in the light of regional disasters, such as weather-

2010 H1N1 pandemic, during 

b. Describe the Selected Offeror(s)’s emergency response continuity of operations plan. 
Please attach a copy of the Selected Offeror(s)’s plan, or at a minimum, summarize how the 

s of pandemic preparedness: 

i) Employee training (describe the Selected Offeror(s)’s training plan, and how 

ii) Identified essential business functions and key employees (within the Selected 

New hires are trained in their role in the Pandemic Business Continuity Plan as part of their new-
hire training, which policy requires is certified as complete within 30 days of hire. Company-

e provided periodically, and when changes are made to the plan. 

For security reasons, we cannot release the actual Pandemic Business Continuity Plan.  Should 
this be of interest to DPW, we can arrange for staff to view the Plan.  In summary, specific 

 

functional team) 



 

 

And according to the code level of a pandemic, informed by the World Health Organization’s 
monitoring of pandemics: 
 

• Code Yellow, pandemic is moving from country
Hemisphere 

• Code Orange, pandemic is moving from
Hemisphere 

• Code Red: pandemic is in close proximity to PPL locations
• Code Black: pandemic event has been reported at PPL locations

 
For example, when Code Yellow manifests, the Executive Team appoints a Pandemic 
Coordinator, verifies that all facilities are participating in continuity planning, and reinforces 
clear lines of communication. Code Yellow activities make it easier to move to higher codes, if 
required. Code Red response includes invoking work
time, PPL Program Management 
with the Commonwealth points of contact. During Code Black, the Planning Team meets 
regularly to address issues as they arise. The above 
the plan. 
 
c. Describe the Selected Offeror(s)’s contingency plans for:
 

i) How the Selected Offeror(s)’s organization will handle staffing issues when a portion 
of key employees are incapacitated due to illnes
 
ii) How employees in the Selected Offeror(s)’s organization will carry out the essential 
functions if contagion control measures prevent them from coming to the primary 
workplace. 

 
First steps seek to prevent intensification of the event. Office
provisioned with the ability to work from home while connecting to PPL’s private network with 
secure encryption. Protocols exist for minimizing face
to minimize physical interaction of employees, 
areas. 
 
Second to personal safety, all possible steps are taken to prevent service disruption. PPL 
employees are cross trained and work load can be shared across multiple offices and even across 
state boundaries when required. PPL policy allows approval of overtime for healthy PPL 
employees to make up for shortfalls due to illness.
 
d. How the Selected Offeror(s)’s organization will communicate with staff and suppliers 
when primary communications systems are 
contacts, chain of communications (including suppliers), etc.; and
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And according to the code level of a pandemic, informed by the World Health Organization’s 

Code Yellow, pandemic is moving from country-to-country but not in the Western 

, pandemic is moving from country-to-country, including the Western 

: pandemic is in close proximity to PPL locations 
: pandemic event has been reported at PPL locations 

For example, when Code Yellow manifests, the Executive Team appoints a Pandemic 
oordinator, verifies that all facilities are participating in continuity planning, and reinforces 

clear lines of communication. Code Yellow activities make it easier to move to higher codes, if 
required. Code Red response includes invoking work-from-home measures for employees; at that 
time, PPL Program Management will begin regular communication regarding pandemic status 
with the Commonwealth points of contact. During Code Black, the Planning Team meets 
regularly to address issues as they arise. The above examples are only a representative sample for 

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

i) How the Selected Offeror(s)’s organization will handle staffing issues when a portion 
of key employees are incapacitated due to illness; 

ii) How employees in the Selected Offeror(s)’s organization will carry out the essential 
functions if contagion control measures prevent them from coming to the primary 

First steps seek to prevent intensification of the event. Office-based employees have been 
provisioned with the ability to work from home while connecting to PPL’s private network with 
secure encryption. Protocols exist for minimizing face-to-face meetings, staggering work hours 
to minimize physical interaction of employees, and suspension of unnecessary travel to affected 

Second to personal safety, all possible steps are taken to prevent service disruption. PPL 
employees are cross trained and work load can be shared across multiple offices and even across 

ries when required. PPL policy allows approval of overtime for healthy PPL 
employees to make up for shortfalls due to illness. 

d. How the Selected Offeror(s)’s organization will communicate with staff and suppliers 
when primary communications systems are overloaded or otherwise fail, including key 
contacts, chain of communications (including suppliers), etc.; and 
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And according to the code level of a pandemic, informed by the World Health Organization’s 

country but not in the Western 

country, including the Western 

For example, when Code Yellow manifests, the Executive Team appoints a Pandemic 
oordinator, verifies that all facilities are participating in continuity planning, and reinforces 

clear lines of communication. Code Yellow activities make it easier to move to higher codes, if 
easures for employees; at that 

begin regular communication regarding pandemic status 
with the Commonwealth points of contact. During Code Black, the Planning Team meets 

examples are only a representative sample for 

i) How the Selected Offeror(s)’s organization will handle staffing issues when a portion 

ii) How employees in the Selected Offeror(s)’s organization will carry out the essential 
functions if contagion control measures prevent them from coming to the primary 

employees have been 
provisioned with the ability to work from home while connecting to PPL’s private network with 

face meetings, staggering work hours 
and suspension of unnecessary travel to affected 

Second to personal safety, all possible steps are taken to prevent service disruption. PPL 
employees are cross trained and work load can be shared across multiple offices and even across 

ries when required. PPL policy allows approval of overtime for healthy PPL 

d. How the Selected Offeror(s)’s organization will communicate with staff and suppliers 
overloaded or otherwise fail, including key 



 

 

A key to PPL’s resilience is its diversity of locations including its Pennsylvania office, three 
Boston-based headquarters facilities, 
Glenn Allen, VA; and Westminster, CO) 
pandemic plan is administered corporately, and each site has specific procedures tailored to its 
role and geography. It establishes a multi
home phone, mobile phone, inbound teleconference bridges when outbound numbers cannot be 
reached, etc.) with employees and subcontractors/vendors to inform them of a pan
response and to keep lines of communication open for operations. It designates four codes to 
notify employees of current the pandemic threat level and required response: Codes Yellow, 
Orange, Red and Black for increasing severity of a pandemic in any
 
e. How and when the Selected Offeror(s)’s emergency plan will be tested, and if the plan 
will be tested by a third-party.
 
The Pandemic Plan is a component of the Critical Services Recovery Strategy (CSRS), which is 
tested periodically and in conju
economically practical. PPL’s CSRS test sc
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A key to PPL’s resilience is its diversity of locations including its Pennsylvania office, three 
based headquarters facilities, three other full service operational locations 

Westminster, CO)  across the country, and numerous satellite offices. The 
pandemic plan is administered corporately, and each site has specific procedures tailored to its 

geography. It establishes a multi-mode communications tree (e.g. by email, home email, 
home phone, mobile phone, inbound teleconference bridges when outbound numbers cannot be 
reached, etc.) with employees and subcontractors/vendors to inform them of a pan
response and to keep lines of communication open for operations. It designates four codes to 
notify employees of current the pandemic threat level and required response: Codes Yellow, 
Orange, Red and Black for increasing severity of a pandemic in any area. 

e. How and when the Selected Offeror(s)’s emergency plan will be tested, and if the plan 
party.  

The Pandemic Plan is a component of the Critical Services Recovery Strategy (CSRS), which is 
and in conjunction with a third party. Tests are both realistic and 

PPL’s CSRS test scope and schedule varies yearly.

Commonwealth of Pennsylvania 
Department of Public Welfare 

Request for Application # 22-11 
Financial Management Services 

A key to PPL’s resilience is its diversity of locations including its Pennsylvania office, three 
operational locations (Phoenix, AZ; 

the country, and numerous satellite offices. The 
pandemic plan is administered corporately, and each site has specific procedures tailored to its 

mode communications tree (e.g. by email, home email, 
home phone, mobile phone, inbound teleconference bridges when outbound numbers cannot be 
reached, etc.) with employees and subcontractors/vendors to inform them of a pandemic 
response and to keep lines of communication open for operations. It designates four codes to 
notify employees of current the pandemic threat level and required response: Codes Yellow, 

e. How and when the Selected Offeror(s)’s emergency plan will be tested, and if the plan 

The Pandemic Plan is a component of the Critical Services Recovery Strategy (CSRS), which is 
Tests are both realistic and 

ope and schedule varies yearly. 



 

 

25. The Selected Offeror(s) must develop and document a disaster recovery plan for 
electronic records and files. The disaster recovery plan must meet requirements in Section 
IV.3.25 of the RFA. 
 
PPL maintains as its Disaster Recovery Plan 
which is a collection of artifacts that establishes formal procedures and supporting technical
solutions for mitigating and reacting to an emergency event and
Our CSRS complies with Continuity of Operations (COOP) guidelines as set forth in National 
Security Presidential Directive
51/HSPD-20), the National Continuity Policy Continu
Section IV.3.25 of the subject

 
• First, prevent the opportunity for a service failure;
• Second, in the event of a system failure, minimize any impact to operational services;
• Third, in the event of a service failure, returns to full systems integrity and operation as 

soon as practical. 
 
Our customers expect that we are able to function with minimal interruption. We 
withstand minor events such as short duration power outages, 
issues without bringing critical systems and applications offline. Specific goals of the CSRS are:

 
• To detail emergency response options
• To describe changes in communication and command d
• To minimize confusion, errors, and expense to PCG
• To provide for quick and complete recovery of services
• To reduce risks for loss of services and data
• To protect and preserve human life
• To protect and preserve business critical assets 
• To ensure the continued viability of CSRS strategy

 
Furthermore, PCG maintains security protection measures that align with HIPAA C.F.R Public 
Welfare Title 45 § 205.50; safeguarding information for the fin
requirements. Below are highlights of our disaster and security strategies 
plan overview: 
 
Plan 
PCG’s Disaster Recovery Plan (DRP) is divided into five phases to provide clear
for detecting Emergency Events, assessing a situation and the appropriate response to it, formally 
activating the CSRS, and shepherding Operations back to a normal state. 
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The Selected Offeror(s) must develop and document a disaster recovery plan for 
electronic records and files. The disaster recovery plan must meet requirements in Section 

maintains as its Disaster Recovery Plan its Critical Service Recovery Strategy (CSRS), 
which is a collection of artifacts that establishes formal procedures and supporting technical

reacting to an emergency event and resuming normal operation
Our CSRS complies with Continuity of Operations (COOP) guidelines as set forth in National 
Security Presidential Directive-51/Homeland Security Presidential Directive

20), the National Continuity Policy Continuity Guidance Circular 1 (CGC 1), and 
the subject RFA. Our CSRS mission is to: 

First, prevent the opportunity for a service failure; 
Second, in the event of a system failure, minimize any impact to operational services;

nt of a service failure, returns to full systems integrity and operation as 

Our customers expect that we are able to function with minimal interruption. We 
withstand minor events such as short duration power outages, single system failures, and other 

critical systems and applications offline. Specific goals of the CSRS are:

To detail emergency response options to ensure continuity of business operations
To describe changes in communication and command during an emergency
To minimize confusion, errors, and expense to PCG Public Partnerships
To provide for quick and complete recovery of services 
To reduce risks for loss of services and data 
To protect and preserve human life 
To protect and preserve business critical assets  
To ensure the continued viability of CSRS strategy 

Furthermore, PCG maintains security protection measures that align with HIPAA C.F.R Public 
Welfare Title 45 § 205.50; safeguarding information for the financial assistance programs policy 

ighlights of our disaster and security strategies including our CSRS 

’s Disaster Recovery Plan (DRP) is divided into five phases to provide clear
g Emergency Events, assessing a situation and the appropriate response to it, formally 

activating the CSRS, and shepherding Operations back to a normal state.  
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The Selected Offeror(s) must develop and document a disaster recovery plan for 
electronic records and files. The disaster recovery plan must meet requirements in Section 

its Critical Service Recovery Strategy (CSRS), 
which is a collection of artifacts that establishes formal procedures and supporting technical 

resuming normal operations. 
Our CSRS complies with Continuity of Operations (COOP) guidelines as set forth in National 

51/Homeland Security Presidential Directive-20 (NSPD-
ity Guidance Circular 1 (CGC 1), and 

Second, in the event of a system failure, minimize any impact to operational services; 
nt of a service failure, returns to full systems integrity and operation as 

Our customers expect that we are able to function with minimal interruption. We expect to 
stem failures, and other 

critical systems and applications offline. Specific goals of the CSRS are: 

to ensure continuity of business operations 
uring an emergency 

Public Partnerships 

Furthermore, PCG maintains security protection measures that align with HIPAA C.F.R Public 
ancial assistance programs policy 

including our CSRS 

’s Disaster Recovery Plan (DRP) is divided into five phases to provide clear-cut guidelines 
g Emergency Events, assessing a situation and the appropriate response to it, formally 



 

 

• Detection and Assessment
o The intent of detection and assessment

emergency requires invoking all or part of the 
elements. The person who first discovers that an Emergency Situation is or may 
be developing is responsible for assessing the emergency an
team members to assist with this initial assessment. These assessments are 
conducted in either a proactive or reactive mode, as described below: 

� Proactive:
example, a severe weather
staff to prepare for the event to mitigate the risks.

� Reactive:
given conditions permit, with personnel safety remaining the highest 
priority. The DR 
remediation activities in this phase if the Emergency Situation requires it. 

 
• Disaster Declaration 

o The PCG president and Executive Management team can officially declare a 
disaster is occurring at a f
will brief the Executive Management team of the emergency, the degree of impact 
on PCG operations at a remote site and on the company as a whole; number of 
users affected by the disaster; impact on cli
estimated time to full recovery. 

 
• Activation 

o The mobilization of remaining DR Team personnel is described in PCG’s DR 
plan. PPL maintains an Emergency Contact/Capabilities List containing staff 
home and cell phones, personal email, remote internet access, and capabilities for 
critical tasks for timesheet and invoice processing and payroll. Our 
mobilization/notification process allo
personnel of the situation so they may execute their job responsibilities. 

 
• Recovery 

o Recovery procedures focus on measures for staff to operate in a contingency 
mode. Our objective during this phase is to recover operat
mode within 48 hours or less. The recovery process begins immediately after 
disaster declaration and may take place in parallel with activities focusing on 
returning to a normal operational state. Engineers who normally work on new 
product development will dedicate part of their time to supporting customers.

 
• Return to Normal Operations

o Our primary goal of this phase is to restore normal operations as soon as possible. 
Salvage efforts such as repairing the damage to original systems, equ
replacement, and restoration occur in this phase. Eventual restoration of normal 
processing depends on the damage caused by the Emergency Event. The period 
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Assessment 
detection and assessment is to quickly assess and determine if the 

emergency requires invoking all or part of the Disaster Recovery (
elements. The person who first discovers that an Emergency Situation is or may 
be developing is responsible for assessing the emergency an
team members to assist with this initial assessment. These assessments are 
conducted in either a proactive or reactive mode, as described below: 

Proactive:  In cases, where a team may have advance knowledge, for 
example, a severe weather alert, the DR team will set an early warning to 
staff to prepare for the event to mitigate the risks. 
Reactive:  A damage assessment will be completed as quickly as the 
given conditions permit, with personnel safety remaining the highest 
priority. The DR team initial response group may also perform emergency 
remediation activities in this phase if the Emergency Situation requires it. 

 
The PCG president and Executive Management team can officially declare a 
disaster is occurring at a facility that will activate our CSRS plans. The DR team 
will brief the Executive Management team of the emergency, the degree of impact 
on PCG operations at a remote site and on the company as a whole; number of 
users affected by the disaster; impact on client activity and processing; and the 
estimated time to full recovery.  

The mobilization of remaining DR Team personnel is described in PCG’s DR 
maintains an Emergency Contact/Capabilities List containing staff 

home and cell phones, personal email, remote internet access, and capabilities for 
critical tasks for timesheet and invoice processing and payroll. Our 
mobilization/notification process allows us to quickly notify and apprise 
personnel of the situation so they may execute their job responsibilities. 

Recovery procedures focus on measures for staff to operate in a contingency 
mode. Our objective during this phase is to recover operations in contingency 
mode within 48 hours or less. The recovery process begins immediately after 
disaster declaration and may take place in parallel with activities focusing on 
returning to a normal operational state. Engineers who normally work on new 

uct development will dedicate part of their time to supporting customers.

Return to Normal Operations 
Our primary goal of this phase is to restore normal operations as soon as possible. 
Salvage efforts such as repairing the damage to original systems, equ
replacement, and restoration occur in this phase. Eventual restoration of normal 
processing depends on the damage caused by the Emergency Event. The period 
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is to quickly assess and determine if the 
Disaster Recovery (DR) plan 

elements. The person who first discovers that an Emergency Situation is or may 
be developing is responsible for assessing the emergency and engaging the DR 
team members to assist with this initial assessment. These assessments are 
conducted in either a proactive or reactive mode, as described below:  

In cases, where a team may have advance knowledge, for 
alert, the DR team will set an early warning to 

A damage assessment will be completed as quickly as the 
given conditions permit, with personnel safety remaining the highest 

team initial response group may also perform emergency 
remediation activities in this phase if the Emergency Situation requires it.  

The PCG president and Executive Management team can officially declare a 
acility that will activate our CSRS plans. The DR team 

will brief the Executive Management team of the emergency, the degree of impact 
on PCG operations at a remote site and on the company as a whole; number of 

ent activity and processing; and the 

The mobilization of remaining DR Team personnel is described in PCG’s DR 
maintains an Emergency Contact/Capabilities List containing staff 

home and cell phones, personal email, remote internet access, and capabilities for 
critical tasks for timesheet and invoice processing and payroll. Our 

ws us to quickly notify and apprise 
personnel of the situation so they may execute their job responsibilities.  

Recovery procedures focus on measures for staff to operate in a contingency 
ions in contingency 

mode within 48 hours or less. The recovery process begins immediately after 
disaster declaration and may take place in parallel with activities focusing on 
returning to a normal operational state. Engineers who normally work on new 

uct development will dedicate part of their time to supporting customers. 

Our primary goal of this phase is to restore normal operations as soon as possible. 
Salvage efforts such as repairing the damage to original systems, equipment 
replacement, and restoration occur in this phase. Eventual restoration of normal 
processing depends on the damage caused by the Emergency Event. The period 



 

 

for returning to normal operations can vary from several days to several months. 
At the completion of the Return to Normal Operations phase, all critical services 
have to be restored to normal in the original facility unless the original facility is 
unrecoverable. If the original facility is unrecoverable, normal operations will be 
restored in a new facility as soon as possible.

 
Preventative Measures 

 
• Tier 4 Data Center 

o PCG hosts all business critical systems in 
center, the most stringent level in the ANSI/TIA
infrastructure guaran
(UPS), redundant power and network paths for IT and environmental systems.

o PCG contracts with SunG
Primary Data Center
of several alternate Secondary Data Center sites in the U.S.

 
• Backups 

o PCG regularly and securely 
payroll and claims files
following  rotation schedule: 

� Daily - 
Time); hourly database logs 
throughout 

� Sunday through Thursday
including non
overwrite protected for 4 weeks.

� Friday 
installations and server configuration, 

� Saturday
each week

� Quarterly 
tapes are stored off site indefinitely

� Annually
are stored off site indefinitely

o PCG makes complete backups of all software installations and remove t
storage facility offsite. The tapes are retained in the grandfather, father, and son 
backup rotation scheme. 
Saturdays, and “grandfathered” on a quarterly basis.

o Autoloader systems (robots) help 
use either DLT format or replicate their data to our corporate data center.

 
• Virtualization and Storage 
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for returning to normal operations can vary from several days to several months. 
etion of the Return to Normal Operations phase, all critical services 

have to be restored to normal in the original facility unless the original facility is 
unrecoverable. If the original facility is unrecoverable, normal operations will be 

ew facility as soon as possible. 

PCG hosts all business critical systems in its Primary Data Center, 
center, the most stringent level in the ANSI/TIA-942 standard. Its fault
infrastructure guarantees 99.995% availability with uninterruptable power supply 

redundant power and network paths for IT and environmental systems.
PCG contracts with SunGard, who in the event of a disaster which compromises our 
Primary Data Center, provisions compatible Tier 4 data center capacity in 
of several alternate Secondary Data Center sites in the U.S. 

regularly and securely backs up all business systems and data, including 
and claims files. PCG uses a commercial backup application with the 

following  rotation schedule:  
 Full back up of all operational data during the third shift (Eastern 

Time); hourly database logs are also taken for more timely data restoration 
throughout first and second shifts, and backed up during the third shift.
Sunday through Thursday – Differential backup of all systems, 
including non-business critical systems, taken during third shift, and 
overwrite protected for 4 weeks. 

 – Full backup of all systems, including non-data 
installations and server configuration, taken during third shift.
Saturday – Full copy of all backup media sent to a secure off
each week; tapes are stored off-site for 12 weeks, then rotated back.
Quarterly – For the off-site copy for first Saturday of every quarter, the
tapes are stored off site indefinitely. 
Annually - Tape location moves are done the last day of each year; tapes 
are stored off site indefinitely. 

makes complete backups of all software installations and remove t
storage facility offsite. The tapes are retained in the grandfather, father, and son 

scheme. The “son” daily image is promoted to “father” on 
Saturdays, and “grandfathered” on a quarterly basis. 
Autoloader systems (robots) help automate our backup procedures. All locations 
use either DLT format or replicate their data to our corporate data center.

and Storage Technology  
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for returning to normal operations can vary from several days to several months. 
etion of the Return to Normal Operations phase, all critical services 

have to be restored to normal in the original facility unless the original facility is 
unrecoverable. If the original facility is unrecoverable, normal operations will be 

its Primary Data Center, a Tier 4 data 
942 standard. Its fault-tolerant site 

uninterruptable power supply 
redundant power and network paths for IT and environmental systems. 

ard, who in the event of a disaster which compromises our 
, provisions compatible Tier 4 data center capacity in any one 

all business systems and data, including 
l backup application with the 

during the third shift (Eastern 
taken for more timely data restoration 

backed up during the third shift. 
Differential backup of all systems, 

business critical systems, taken during third shift, and 

data software 
taken during third shift. 

of all backup media sent to a secure off-site location 
site for 12 weeks, then rotated back. 

first Saturday of every quarter, the 

ape location moves are done the last day of each year; tapes 

makes complete backups of all software installations and remove tapes to a 
storage facility offsite. The tapes are retained in the grandfather, father, and son 

The “son” daily image is promoted to “father” on 

automate our backup procedures. All locations 
use either DLT format or replicate their data to our corporate data center. 



 

 

o RAID (Redundant Array of Independent/Inexpensive Disks) in our SAN (Storage 
Area Network) pro
single drive. For some types of drive failures, entire subsystems on these storage 
servers can fail without stopping ongoing operations.

o PCG uses a commercial off
layer from the software OS. In the event of a disaster, this allows PCG
restore servers in a new data center

o In the event of the failure of a physical 
automatically moves the virtual servers to an alternate physical server
data center, preserving ongoing operations and 

 
• Redundant Architecture Design

o High Availability:
to ensure that our databases remain available even if one database node fails. We 
load balance other services across multiple redundant servers. For example, if one 
of the ERP systems fails, the others can perform its work load without an 
interruption in business operations.

o Multiple Tiers: Our
and/or physically. For example, 
application services.

o Workstation Interchangeability
approved machine list that is compatible with a single 
staff’s authentication credentials are managed on our secure network. If a user’s 
workstation fails, they can securely log in to
seamlessly regain access to their applications.

 
• Safety/Power devices

o PCG deploys safety devices throughout our facilities that are designed to protect 
personnel and operators of the equipment including protecting equipme
power outages. Examples include: HVAC, UPS, backup power generators
alarms, and physical intrusion detection.

 
• Anti-virus 

o Every computer and server at PCG is protected from computer viruses using a 
uniform, multi-level anti
wide level. This allows us the ability to react extremely quickly to virus outbreaks 
should they occur.

 
• Maintenance 

o Software:  PCG 
patches are up to date.

o Hardware:  PCG
standards supported by well
replaced before it becomes obsolete or is refreshed 

Commonwealth of Pennsylvania
Department of Public Welfare

Request for Application
Vendor Fiscal/Employer Agent Financial Management Services

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

RAID (Redundant Array of Independent/Inexpensive Disks) in our SAN (Storage 
Area Network) protects from data loss caused by physical damage or errors on a 
single drive. For some types of drive failures, entire subsystems on these storage 
servers can fail without stopping ongoing operations. 
PCG uses a commercial off-the-shelf product, VMware, to abstract the hardware 

software OS. In the event of a disaster, this allows PCG
restore servers in a new data center, usually within 24 to 48 hours.
In the event of the failure of a physical server running virtual servers, VMware
automatically moves the virtual servers to an alternate physical server

preserving ongoing operations and preventing downtime.

Architecture Design 
High Availability: Our physical architecture uses SQL Server F

ensure that our databases remain available even if one database node fails. We 
load balance other services across multiple redundant servers. For example, if one 
of the ERP systems fails, the others can perform its work load without an 

tion in business operations. 
Our solution architecture separates critical functions logically 

and/or physically. For example, database services are on a separate se
application services. 

Interchangeability: All staff workstations are created from an 
approved machine list that is compatible with a single machine 
staff’s authentication credentials are managed on our secure network. If a user’s 
workstation fails, they can securely log in to another corporate workstation and 
seamlessly regain access to their applications. 

Safety/Power devices 
deploys safety devices throughout our facilities that are designed to protect 

personnel and operators of the equipment including protecting equipme
power outages. Examples include: HVAC, UPS, backup power generators

, and physical intrusion detection. 

Every computer and server at PCG is protected from computer viruses using a 
level anti-virus platform that is centrally managed on a corporate

wide level. This allows us the ability to react extremely quickly to virus outbreaks 
should they occur. 

 performs regular maintenance on systems to ensure software 
patches are up to date. 

PCG has desktop, laptop, server and network device hardware 
standards supported by well-established and reliable vendors. Hardware is 
replaced before it becomes obsolete or is refreshed when the business require
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RAID (Redundant Array of Independent/Inexpensive Disks) in our SAN (Storage 
tects from data loss caused by physical damage or errors on a 

single drive. For some types of drive failures, entire subsystems on these storage 

bstract the hardware 
software OS. In the event of a disaster, this allows PCG to quickly 

, usually within 24 to 48 hours. 
running virtual servers, VMware 

automatically moves the virtual servers to an alternate physical server in the same 
preventing downtime. 

SQL Server Failover Clustering 
ensure that our databases remain available even if one database node fails. We 

load balance other services across multiple redundant servers. For example, if one 
of the ERP systems fails, the others can perform its work load without an 

solution architecture separates critical functions logically 
services are on a separate server than 

: All staff workstations are created from an 
machine software image. All 

staff’s authentication credentials are managed on our secure network. If a user’s 
another corporate workstation and 

deploys safety devices throughout our facilities that are designed to protect 
personnel and operators of the equipment including protecting equipment from 
power outages. Examples include: HVAC, UPS, backup power generators, fire 

Every computer and server at PCG is protected from computer viruses using a 
that is centrally managed on a corporate-

wide level. This allows us the ability to react extremely quickly to virus outbreaks 

maintenance on systems to ensure software 

has desktop, laptop, server and network device hardware 
. Hardware is regularly 
business requires 



 

 

changes. PCG has on
might fail, such as 

 
Assessment & Testing 

 
• Assessment 

o All strategies are based on an analysis of our business and operational needs, 
potential risk exposures and business impact should PPL experience a loss of 
service. For the CSRS, PPL reviewed the following information when formulating 
our CSRS strategy:  

� Threats:
cause injury to people, damage to property or disruption to operations. 
Risk assessments are conducted periodically

� Business/Operational Impacts:
resulting from the loss of a critical resource that may affect a number of 
business processes

• Testing 
o PCG periodically tests elements our Critical Services Recovery Strategy (CSRS) to 

ensure that any supporting preventative measure or plan will work as expecte
during an unplanned event. Tests are both realistic and economically practical
have been performed cooperatively at remote locations with a team comprised of 
PCG IT Services, 
personnel. PPL’s

 
• Vulnerability Assessments

o PCG contracts an external vendor who conducts vulnerability tests on a periodic 
basis. PCG also conducts vulnerability scans during our quarterly maintenance 
windows. Our Information 
scans against all new production deployments

 
Plan Administration & Training
CSRS is a set of living documents
and Information Security Officer coordinates CSRS updates
systems, vendors, or staff. As stakeholders, PCG Public Partnerships may contribute, review and 
approve any updates to the CSRS
 
Specific technical staff members 
for an unexpected event. PCG Public Partnership’s
consists of the following components: 

 
• On-the-Job Training: New technical staff 

trained upon hire by experienced technical staff. All staff 
for their own personal role in Continuity of Operations during Disaster Recovery through 

Commonwealth of Pennsylvania
Department of Public Welfare

Request for Application
Vendor Fiscal/Employer Agent Financial Management Services

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

has on-hand or on-contract backup hardware to replace
, such as laptops or network routers. 

All strategies are based on an analysis of our business and operational needs, 
potential risk exposures and business impact should PPL experience a loss of 
service. For the CSRS, PPL reviewed the following information when formulating 
our CSRS strategy:   

Threats: Identifying situations or conditions that have the potential to 
cause injury to people, damage to property or disruption to operations. 
Risk assessments are conducted periodically 
Business/Operational Impacts:  Determining the business impact 

lting from the loss of a critical resource that may affect a number of 
business processes 

periodically tests elements our Critical Services Recovery Strategy (CSRS) to 
ensure that any supporting preventative measure or plan will work as expecte
during an unplanned event. Tests are both realistic and economically practical
have been performed cooperatively at remote locations with a team comprised of 
PCG IT Services, PCG Public Partnerships IT staff, and SunGard data center 

. PPL’s CSRS test scope and schedule varies yearly. 

Vulnerability Assessments 
contracts an external vendor who conducts vulnerability tests on a periodic 

also conducts vulnerability scans during our quarterly maintenance 
windows. Our Information Security Organization (ISO) group will also conduct 
scans against all new production deployments. 

Plan Administration & Training 
CSRS is a set of living documents that remain current and relevant. The PCG IT
and Information Security Officer coordinates CSRS updates when warranted by changes in 

As stakeholders, PCG Public Partnerships may contribute, review and 
CSRS. 

members are trained in disaster recovery duties in order to be prepared 
PCG Public Partnership’s Emergency Response Training Program 

consists of the following components:  

: New technical staff members with disaster recovery
trained upon hire by experienced technical staff. All staff members 
for their own personal role in Continuity of Operations during Disaster Recovery through 
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to replace devices that 

All strategies are based on an analysis of our business and operational needs, 
potential risk exposures and business impact should PPL experience a loss of 
service. For the CSRS, PPL reviewed the following information when formulating 

Identifying situations or conditions that have the potential to 
cause injury to people, damage to property or disruption to operations. 

Determining the business impact 
lting from the loss of a critical resource that may affect a number of 

periodically tests elements our Critical Services Recovery Strategy (CSRS) to 
ensure that any supporting preventative measure or plan will work as expected 
during an unplanned event. Tests are both realistic and economically practical, and 
have been performed cooperatively at remote locations with a team comprised of 

Public Partnerships IT staff, and SunGard data center 
CSRS test scope and schedule varies yearly.  

contracts an external vendor who conducts vulnerability tests on a periodic 
also conducts vulnerability scans during our quarterly maintenance 

Security Organization (ISO) group will also conduct 

. The PCG ITS Department 
when warranted by changes in 

As stakeholders, PCG Public Partnerships may contribute, review and 

in order to be prepared 
Emergency Response Training Program 

with disaster recovery duties are 
members are trained upon hire 

for their own personal role in Continuity of Operations during Disaster Recovery through 



 

 

New Hire Training, their supervisor, and periodically by memorand
Management Team. 

• Execution:  Training that occurs as a result of 
• Modification:  During the CSRS test or plan modifications,

trained as required. 
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New Hire Training, their supervisor, and periodically by memorand

:  Training that occurs as a result of periodic CSRS testing activities.
:  During the CSRS test or plan modifications, affected
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New Hire Training, their supervisor, and periodically by memorandums from the PPL 

CSRS testing activities. 
affected personnel are 
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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. 
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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. 



 

 

A. Billing for Services Rendered
 

The Selected Offeror(s) must:
 

1. Have written policies and procedures related to the completion of the tasks listed below; 
 
It is PPL’s standard operating practice to maintain a Policies and Procedures (P&P) Manual for 
each program under management and therefore we have extensive experience developing and 
updating these manuals for all VF/EA FMS functions. Each manual serves as
and is incorporated into trainings for all program specific financial operations and customer 
service staff. During the implementation phase, we will customize our P&P manual to create 
DPW Participant Directed Services (PDS) program
program requirements. The P&P Manuals will provide detailed internal controls that govern all 
tasks related to VF/EA FMS operations for the DPW PDS programs. 
 
The P&P Manuals are available in electronic format to all P
existing company computer network. The P&P documents are incorporated into all training 
programs for new and existing staff, reviewed annually, and updated regularly or as changes are 
made in operation practices.  

 
2. Have written internal controls, including segregation of duties, related to the completion 
of tasks listed below; 
 
PPL has written internal controls in place to monitor disbursing Medicaid funds, and for tracking 
all transaction and balances.  PPL achieves
management responsibilities to different functional areas within our program team.  Our finance 
department, located in Boston, handles all aspects of treasury, including approval of all cash 
disbursements, program service billing, posting of cash receipts, and entering remittance detail 
into our Medicaid Billing System (MBS) and our business management system
accounts.  In addition, our financial operations team, principally located in Chelse
responsible for completing and dispersing direct care worker and vendor payrolls.  
 
An additional piece to ensuring overall programmatic integrity is the continuous monitoring of 
operations. Over the years, PPL has developed strong internal monitori
place across the company. This enables us to proactively identify issues and make necessary 
systematic changes before issues escalate.
 
3. Determine and incorporate all OLTL/PDA/ODP program rules and requirements for 
payroll and invoice payment and develop a rules

 
After PPL is awarded a contract, PPL program management
Chief Operating Officer, work in partnership with the client to set up the implementation plan 
and confirm program business rules.  
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Billing for Services Rendered 

The Selected Offeror(s) must: 

Have written policies and procedures related to the completion of the tasks listed below; 

It is PPL’s standard operating practice to maintain a Policies and Procedures (P&P) Manual for 
each program under management and therefore we have extensive experience developing and 
updating these manuals for all VF/EA FMS functions. Each manual serves as
and is incorporated into trainings for all program specific financial operations and customer 
service staff. During the implementation phase, we will customize our P&P manual to create 
DPW Participant Directed Services (PDS) program-specific manuals that address all unique 
program requirements. The P&P Manuals will provide detailed internal controls that govern all 
tasks related to VF/EA FMS operations for the DPW PDS programs.  

The P&P Manuals are available in electronic format to all PPL staff in a shared directory on our 
existing company computer network. The P&P documents are incorporated into all training 
programs for new and existing staff, reviewed annually, and updated regularly or as changes are 

 

Have written internal controls, including segregation of duties, related to the completion 

internal controls in place to monitor disbursing Medicaid funds, and for tracking 
all transaction and balances.  PPL achieves segregation of duties by assigning specific fund 
management responsibilities to different functional areas within our program team.  Our finance 
department, located in Boston, handles all aspects of treasury, including approval of all cash 

program service billing, posting of cash receipts, and entering remittance detail 
into our Medicaid Billing System (MBS) and our business management system
accounts.  In addition, our financial operations team, principally located in Chelse
responsible for completing and dispersing direct care worker and vendor payrolls.  

An additional piece to ensuring overall programmatic integrity is the continuous monitoring of 
operations. Over the years, PPL has developed strong internal monitoring procedures that are in 
place across the company. This enables us to proactively identify issues and make necessary 
systematic changes before issues escalate. 

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

After PPL is awarded a contract, PPL program management, IT, and finance staff, as well as the 
Chief Operating Officer, work in partnership with the client to set up the implementation plan 

program business rules.  Finance staff will be present to assist and ensure that PPL 
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Have written policies and procedures related to the completion of the tasks listed below;  

It is PPL’s standard operating practice to maintain a Policies and Procedures (P&P) Manual for 
each program under management and therefore we have extensive experience developing and 
updating these manuals for all VF/EA FMS functions. Each manual serves as a management tool 
and is incorporated into trainings for all program specific financial operations and customer 
service staff. During the implementation phase, we will customize our P&P manual to create 

ific manuals that address all unique 
program requirements. The P&P Manuals will provide detailed internal controls that govern all 

PL staff in a shared directory on our 
existing company computer network. The P&P documents are incorporated into all training 
programs for new and existing staff, reviewed annually, and updated regularly or as changes are 

Have written internal controls, including segregation of duties, related to the completion 

internal controls in place to monitor disbursing Medicaid funds, and for tracking 
segregation of duties by assigning specific fund 

management responsibilities to different functional areas within our program team.  Our finance 
department, located in Boston, handles all aspects of treasury, including approval of all cash 

program service billing, posting of cash receipts, and entering remittance detail 
into our Medicaid Billing System (MBS) and our business management system for all program 
accounts.  In addition, our financial operations team, principally located in Chelsea, is 
responsible for completing and dispersing direct care worker and vendor payrolls.   

An additional piece to ensuring overall programmatic integrity is the continuous monitoring of 
ng procedures that are in 

place across the company. This enables us to proactively identify issues and make necessary 

Determine and incorporate all OLTL/PDA/ODP program rules and requirements for 
based system for billing; 

IT, and finance staff, as well as the 
Chief Operating Officer, work in partnership with the client to set up the implementation plan 

inance staff will be present to assist and ensure that PPL 



 

 

incorporates OLTL/PDA/ODP program rules and requirements for payroll and invoice payment, 
as well as to develop a rules-based system for billing.

 
4. Receive and maintain participant’s initial and updated Individu al Service Plans from 
HCSIS or SAMS and Spending Plans from the CM/SC for OLTL and PDA only;
 
PPL will receive and maintain the participant’s initial and updated Individual Service Plans from 
HCIS or SAMS and Spending Plans from the CM/SC for OLTL and PDA.  
receive the plans electronically, ideally through a 
data exchange ensures operational efficiency.  E
intervention on either side.  It also eliminates the 
manually entering data.  Through a transfer, t
changes in authorizations are reflected in the participa
However, if DPW wishes to transfer Individ
method, PPL will work in partnership with DPW to agree upon the method
 
5. Process Medicaid claims through the Commonwealth’s 
Operations Management Information System (PROMISe
services (including payments made for qualified DCWs, vendors, small unlicensed 
providers, and independent contractors) within 180 days of the date of
accordance with waiver parti
Agreement requirements; 
 
PPL will process Medicaid claims through the Commonwealth’s Provider Reimbursement and 
Operations Management Information System 
services (including payments made for qualified DCWs, vendors, small unlicensed providers, 
and independent contractors) within 180 days of the date of service and in accordance with 
waiver participants ISPs and OLTL/PD
 
PPL has extensive experience completing payroll and claims submission for large projects that 
encompass multiple programs and program populations.  PPL’s ability to handle the projected 
payroll requirements and claims volume on the scale anticipated by the Commonwealth is 
unmatched among eligible Offerors.  Any smaller organization will have difficulty obtaining the 
credit required to process and release payroll prior to claims reimbursement.  
Medicaid Billing System streamline
and ensures very high first tim
administrative burden of claims adjudication and resubmission of denied c
reduces the capital requirements of carrying 
must be adjusted to be paid. 
 
PPL proposes to conduct bi-weekly payroll
payroll schedule: processing payroll for one set of programs one week
for another set of programs the following week.
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incorporates OLTL/PDA/ODP program rules and requirements for payroll and invoice payment, 
based system for billing. 

maintain participant’s initial and updated Individu al Service Plans from 
HCSIS or SAMS and Spending Plans from the CM/SC for OLTL and PDA only;

PPL will receive and maintain the participant’s initial and updated Individual Service Plans from 
and Spending Plans from the CM/SC for OLTL and PDA.  

receive the plans electronically, ideally through a secure FTP file transfer.  
operational efficiency.  Entry of the data is not dependant on 

on either side.  It also eliminates the possible data entry errors associated with 
Through a transfer, the files will be uploaded to PPL’s Web Portal

reflected in the participant’s authorization on the Web Portal.  
to transfer Individual Service Plans and Spending P

method, PPL will work in partnership with DPW to agree upon the method

Process Medicaid claims through the Commonwealth’s Provider Reimbursement and 
Operations Management Information System (PROMISe™) system for Medicaid waiver 
services (including payments made for qualified DCWs, vendors, small unlicensed 
providers, and independent contractors) within 180 days of the date of
accordance with waiver participants ISPs and OLTL/PDA/ODP and OMAP billing and 

rocess Medicaid claims through the Commonwealth’s Provider Reimbursement and 
Operations Management Information System (PROMISe™) system for Medicaid waiver 
services (including payments made for qualified DCWs, vendors, small unlicensed providers, 
and independent contractors) within 180 days of the date of service and in accordance with 
waiver participants ISPs and OLTL/PDA/ODP and OMAP billing and Agreement requirements

PPL has extensive experience completing payroll and claims submission for large projects that 
encompass multiple programs and program populations.  PPL’s ability to handle the projected 

ts and claims volume on the scale anticipated by the Commonwealth is 
unmatched among eligible Offerors.  Any smaller organization will have difficulty obtaining the 
credit required to process and release payroll prior to claims reimbursement.  
Medicaid Billing System streamlines the process of submitting and reconciling claims payment

me claims submission payment rates.  This reduces the 
administrative burden of claims adjudication and resubmission of denied claims, as well as 

the capital requirements of carrying the denied claims balance in the event that claims 

weekly payroll.  More specifically, we propose to operate a split 
processing payroll for one set of programs one week; and 

the following week.  This approach promotes operational efficiencies 
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incorporates OLTL/PDA/ODP program rules and requirements for payroll and invoice payment, 

maintain participant’s initial and updated Individu al Service Plans from 
HCSIS or SAMS and Spending Plans from the CM/SC for OLTL and PDA only;  

PPL will receive and maintain the participant’s initial and updated Individual Service Plans from 
and Spending Plans from the CM/SC for OLTL and PDA.  Our preference is to 

.  Automation of the 
is not dependant on human 

possible data entry errors associated with 
be uploaded to PPL’s Web Portal.  Any 

nt’s authorization on the Web Portal.  
ual Service Plans and Spending Plans in another 

method, PPL will work in partnership with DPW to agree upon the method. 

Provider Reimbursement and 
) system for Medicaid waiver 

services (including payments made for qualified DCWs, vendors, small unlicensed 
providers, and independent contractors) within 180 days of the date of service and in 

LTL/PDA/ODP and OMAP billing and 

rocess Medicaid claims through the Commonwealth’s Provider Reimbursement and 
(PROMISe™) system for Medicaid waiver 

services (including payments made for qualified DCWs, vendors, small unlicensed providers, 
and independent contractors) within 180 days of the date of service and in accordance with 

A/ODP and OMAP billing and Agreement requirements. 

PPL has extensive experience completing payroll and claims submission for large projects that 
encompass multiple programs and program populations.  PPL’s ability to handle the projected 

ts and claims volume on the scale anticipated by the Commonwealth is 
unmatched among eligible Offerors.  Any smaller organization will have difficulty obtaining the 
credit required to process and release payroll prior to claims reimbursement.  PPL’s proprietary 

the process of submitting and reconciling claims payment 
e claims submission payment rates.  This reduces the 

laims, as well as 
in the event that claims 

propose to operate a split 
and processing payroll 

operational efficiencies 



 

 

by distributing the workload more evenly among available staff resources.
also permit PPL to submit original and corrected 
 
Despite this diligent approach
placed on the VF/EA FMS will
considerable capital financing based on 
selected for award, PPL will propose a
that meet the needs of the Commonwea
look forward to the opportunity to discuss this approach with DPW.
 
6. Process Medicaid claims through PROMISe
month administrative fee established by OLTL/PDA/ODP a
requirements; 
 
PPL is fully prepared to process Medicaid claims through PROMISe™ for the VF/EA FMS per 
member per month (PMPM) administrative fee established by OLTL/PDA/ODP and OMAP 
billing requirements.  
 
7. For ODP only, if the Selected 
consumers funded with Base program funds:
a. The administrative fee must not exceed the DPW negotiated PM/PM admi
and 
b. The VF/EA will receive payment from the County MH/MR for services render
reported on the County payment file generated by PROMISe
 
For ODP only, PPL understands that if we 
funded with Base program funds
PM/PM administrative fee; and (b) 
services rendered as reported on the County payment file generated by PROMIS
 
8. For ODP consumers enrolled in the PFDS waiver only, the Selected Offeror(s) will 
provide VF/EA FMS for services rendered that are authorized with Base program funds 
because the services exceed the PFDS cap:
a. The administrative fee and the process for billing the administrative fee is outlined in 
Part II- 9 Cost Submittal Section J Total Cost 
for Services Rendered; and 
b. The VF/EA will receive payment from the County MH/MR for services rendered as 
presorted on the County payment file generated by PROMISe
 
For ODP consumers enrolled in the PFDS waiver only, 
services rendered that are authorized with Base program funds because t
PFDS cap.  PPL will adhere to t
administrative fee as outlined in Part II
VF/EA Tasks Section A Billing for Services Rendered
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by distributing the workload more evenly among available staff resources.  
original and corrected claims to PROMISe™ on a 

approach to timing payroll and claims activity, the cash flow 
will  still be substantial.  These demands will requir

considerable capital financing based on the anticipated dollar amount of projected 
selected for award, PPL will propose a detailed claims reimbursement mechanism and schedule 

the needs of the Commonwealth while reducing the capital financing required.  We 
look forward to the opportunity to discuss this approach with DPW.    

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

rocess Medicaid claims through PROMISe™ for the VF/EA FMS per 
administrative fee established by OLTL/PDA/ODP and OMAP 

For ODP only, if the Selected Offeror(s) chooses to provide VF/EA FMS for ODP 
consumers funded with Base program funds: 

The administrative fee must not exceed the DPW negotiated PM/PM admi

The VF/EA will receive payment from the County MH/MR for services render
reported on the County payment file generated by PROMISe™;  

PPL understands that if we choose to provide VF/EA FMS for ODP consumers 
funded with Base program funds: (a.) The PMPM fee will not exceed the DPW negotiated 

; and (b) PPL will receive payment from the County MH/MR for 
services rendered as reported on the County payment file generated by PROMIS

For ODP consumers enrolled in the PFDS waiver only, the Selected Offeror(s) will 
VF/EA FMS for services rendered that are authorized with Base program funds 

because the services exceed the PFDS cap: 
The administrative fee and the process for billing the administrative fee is outlined in 

9 Cost Submittal Section J Total Cost and Part IV-4 VF/EA Tasks Section A Billing 
 

The VF/EA will receive payment from the County MH/MR for services rendered as 
presorted on the County payment file generated by PROMISe™. 

For ODP consumers enrolled in the PFDS waiver only, PPL will provide VF/EA FMS for 
services rendered that are authorized with Base program funds because the services exceed the 
PFDS cap.  PPL will adhere to the administrative fee and the process for billin

s outlined in Part II-9 Cost Submittal Section J Total Cost and Part IV
VF/EA Tasks Section A Billing for Services Rendered.  PPL will receive payment from the 
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  This approach will 
to PROMISe™ on a weekly basis.   

cash flow demands 
require PPL to secure 

dollar amount of projected claims.  If 
claims reimbursement mechanism and schedule 

capital financing required.  We 

for the VF/EA FMS per member per 
nd OMAP billing 

rocess Medicaid claims through PROMISe™ for the VF/EA FMS per 
administrative fee established by OLTL/PDA/ODP and OMAP 

Offeror(s) chooses to provide VF/EA FMS for ODP 

The administrative fee must not exceed the DPW negotiated PM/PM administrative fee; 

The VF/EA will receive payment from the County MH/MR for services rendered as 

choose to provide VF/EA FMS for ODP consumers 
DPW negotiated 

receive payment from the County MH/MR for 
services rendered as reported on the County payment file generated by PROMISe™.     

For ODP consumers enrolled in the PFDS waiver only, the Selected Offeror(s) will 
VF/EA FMS for services rendered that are authorized with Base program funds 

The administrative fee and the process for billing the administrative fee is outlined in 
4 VF/EA Tasks Section A Billing 

The VF/EA will receive payment from the County MH/MR for services rendered as 

will provide VF/EA FMS for 
he services exceed the 

he administrative fee and the process for billing the 
9 Cost Submittal Section J Total Cost and Part IV-4 

will receive payment from the 



 

 

County MH/MR for services rendered as presorted on the County paymen
PROMISe™. 

 
9. Resubmit any suspended or denied claims for Medicaid waiver servi
within 365 days from date of service in accordance with OLTL/PDA/ODP and OMAP 
billing requirements; 
 
PPL will resubmit any suspended or d
within 365 days from date of service in accordance with OLTL/PDA/ODP and OMAP billing 
requirements.   
 
PPL’s proprietary Medicaid Billing System 
delivering the EDI standard electronic 837 and for receiving the standard 835 Electronic 
Remittance Advice (ERA) file formats.
detailed 835 ERA, PPL research
corrected 837 claim file.  PPL is familiar with common 
the steps required to correct denied claims. For example, if member information is disputed due 
to incorrect name, Medicaid ID, or date of birth, PPL verifies the demographics by contacting the 
originating source of the demographic data that populated 
to non-exact duplicate exception codes are another common caus
submission of claims.  In this situation, PPL verif
overlapping services rendered
 
PPL’s program and finance staff 
representatives to ensure that the highest 
submission cycle.  This allows for more effective management of the correction and 
resubmission process. 
 
10. Process Medicaid claims fo
established waiver service rate(s);
 
During program launch, PPL will confirm all applicable HCBS waiver and state funded program 
rates with DPW.  PPL will embed these rates, as well as any applicable unit/hour/dollar limits as 
pay controls in the PPL Web Portal.  These pay controls will autom
rates that exceed claims limits, as well as individual budget amounts.  PPL is 
accommodate regional rate limits
 
11. For ODP, process Medicaid claims for services rendered no
wage ranges or service rate ranges;
 
During program launch, PPL will confirm all applicable ODP waiver program rates with DPW.  
PPL will embed these rates, as well as any app
the PPL Web Portal.  These pay controls will automatically prevent payment of rates that exceed 
claims limits, as well as individual budget amounts.  PPL is fully prepared to accommodate 
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County MH/MR for services rendered as presorted on the County payment file generated by 

Resubmit any suspended or denied claims for Medicaid waiver servi
within 365 days from date of service in accordance with OLTL/PDA/ODP and OMAP 

esubmit any suspended or denied claims for Medicaid waiver services, as appropriate 
within 365 days from date of service in accordance with OLTL/PDA/ODP and OMAP billing 

’s proprietary Medicaid Billing System meets the specific companion guide requirements for 
delivering the EDI standard electronic 837 and for receiving the standard 835 Electronic 
Remittance Advice (ERA) file formats. When a submitted claim is reported as denied on the 

researches the discrepancies, corrects the claim line
PPL is familiar with common reasons for denial and fully understand

the steps required to correct denied claims. For example, if member information is disputed due 
to incorrect name, Medicaid ID, or date of birth, PPL verifies the demographics by contacting the 
originating source of the demographic data that populated the PPL Web Portal data.  

exact duplicate exception codes are another common cause for correction and re
n this situation, PPL verifies that the denied claim reflects non

overlapping services rendered, and resubmits the claim per PA requirements.  

PPL’s program and finance staff will collaborate with program staff and OLTL/PDA/ODP
representatives to ensure that the highest possible percent of claims are paid on the first claim 

allows for more effective management of the correction and 

ocess Medicaid claims for services rendered not to exceed the negotiated and/or 
established waiver service rate(s); 

During program launch, PPL will confirm all applicable HCBS waiver and state funded program 
rates with DPW.  PPL will embed these rates, as well as any applicable unit/hour/dollar limits as 
pay controls in the PPL Web Portal.  These pay controls will automatically prevent payment of 
rates that exceed claims limits, as well as individual budget amounts.  PPL is 
accommodate regional rate limits, as well as individual provider rate limits

ODP, process Medicaid claims for services rendered not to exceed the established 
wage ranges or service rate ranges; 

During program launch, PPL will confirm all applicable ODP waiver program rates with DPW.  
PPL will embed these rates, as well as any applicable unit/hour/dollar limits as pay controls in 
the PPL Web Portal.  These pay controls will automatically prevent payment of rates that exceed 
claims limits, as well as individual budget amounts.  PPL is fully prepared to accommodate 
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t file generated by 

Resubmit any suspended or denied claims for Medicaid waiver services, as appropriate 
within 365 days from date of service in accordance with OLTL/PDA/ODP and OMAP 

enied claims for Medicaid waiver services, as appropriate 
within 365 days from date of service in accordance with OLTL/PDA/ODP and OMAP billing 

the specific companion guide requirements for 
delivering the EDI standard electronic 837 and for receiving the standard 835 Electronic 

When a submitted claim is reported as denied on the 
corrects the claim lines, and resubmits a 

denial and fully understands 
the steps required to correct denied claims. For example, if member information is disputed due 
to incorrect name, Medicaid ID, or date of birth, PPL verifies the demographics by contacting the 

the PPL Web Portal data.  Denials due 
e for correction and re-

claim reflects non-
the claim per PA requirements.   

OLTL/PDA/ODP 
percent of claims are paid on the first claim 

allows for more effective management of the correction and 

r services rendered not to exceed the negotiated and/or 

During program launch, PPL will confirm all applicable HCBS waiver and state funded program 
rates with DPW.  PPL will embed these rates, as well as any applicable unit/hour/dollar limits as 

atically prevent payment of 
rates that exceed claims limits, as well as individual budget amounts.  PPL is fully prepared to 

as well as individual provider rate limits, where applicable. 

to exceed the established 

During program launch, PPL will confirm all applicable ODP waiver program rates with DPW.  
licable unit/hour/dollar limits as pay controls in 

the PPL Web Portal.  These pay controls will automatically prevent payment of rates that exceed 
claims limits, as well as individual budget amounts.  PPL is fully prepared to accommodate 



 

 

regional rate limits, as well as individual provider wage ranges or service ranges, where 
applicable. 

 
12. Ensure that billing records support the amounts reported on claims that are submitted 
electronically through PROMISe
 
PPL will use its proprietary Web Portal technol
amounts reported on claims that are submitted electronically through PROMISe™;
 
13. Have billing records that contain sufficient and current waiver participant and service 
information; 

 
PPL will use its proprietary Web Portal technology to 
sufficient and current waiver participant and service information
provider demographic information and payment history.  
submitted to PPL, whether via paper, web
electronic copy (which also has a unique identifying number) that provides full detail, including 
the dates services were performed, the service ty
which the request was paid.  In addition, another electronic record is stored with a full detail on 
the payment, including the day the payment was issued and whether the payment was a paper 
check or electronic file transmission. Timesheets and invoices that are tested against the budget 
allocation and program rules and do not pass are not paid; they are stored in a pending journal. 
Therefore, only services for which the provider, service type, date, rate or un
other requirements fall within the 
exceeds the authorized amount and cannot be approved for payment, our financial management 
system stores the data in a denied journal. The int
provide PPL with the capacity to maintain timesheet and invoice data regardless of the status. 
This allows for a comprehensive record
audit requests and other inquires on claims paid to employees.
 
14. For OLTL only, have a process for 
nursing facility or hospital and the length of stay;
 
For OLTL only, PPL will collaborate with OLTL representatives to 
determining when a participant is admitted to a nursing facility or hospital and the length of stay. 
The process will identify who is responsible for providing notice of admission, and length of 
stay, as well follow-up steps if needed.  In a
reporting capability that will allow 
alert OLTL to investigate the reason for the gap in service.
reports entitled “30 days without paid service” and “100 days without paid service”.  These 
reports are important tools in monitoring participant health and safety and preventing fraud.
 
15. Have a process for reconcilin
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ts, as well as individual provider wage ranges or service ranges, where 

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

PPL will use its proprietary Web Portal technology to ensure that billing records support the 
amounts reported on claims that are submitted electronically through PROMISe™;

Have billing records that contain sufficient and current waiver participant and service 

PPL will use its proprietary Web Portal technology to maintain billing records that contain 
sufficient and current waiver participant and service information, including participant and 
provider demographic information and payment history.  For each timesheet or invoice 
submitted to PPL, whether via paper, web-based timesheet, or invoice, the Web Portal stores an 
electronic copy (which also has a unique identifying number) that provides full detail, including 
the dates services were performed, the service type, payment amount and the service plan against 

In addition, another electronic record is stored with a full detail on 
the payment, including the day the payment was issued and whether the payment was a paper 

c file transmission. Timesheets and invoices that are tested against the budget 
allocation and program rules and do not pass are not paid; they are stored in a pending journal. 
Therefore, only services for which the provider, service type, date, rate or un
other requirements fall within the participant’s ISP  or Service Plan may be paid. If a claim 

the authorized amount and cannot be approved for payment, our financial management 
system stores the data in a denied journal. The integrated capacities of the PPL 
provide PPL with the capacity to maintain timesheet and invoice data regardless of the status. 
This allows for a comprehensive record-keeping system that can be used to readily comply with 

inquires on claims paid to employees.   

For OLTL only, have a process for determining when a participant is admitted to a 
nursing facility or hospital and the length of stay; 

collaborate with OLTL representatives to establish 
determining when a participant is admitted to a nursing facility or hospital and the length of stay. 
The process will identify who is responsible for providing notice of admission, and length of 

up steps if needed.  In addition, PPL’s Web Portal technology includes 
will allow OLTL to view gaps in payment for HCBS.  Th

to investigate the reason for the gap in service.  For example, in WV, PPL generates 
reports entitled “30 days without paid service” and “100 days without paid service”.  These 
reports are important tools in monitoring participant health and safety and preventing fraud.

Have a process for reconciling hours of services billed and paid; 
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ts, as well as individual provider wage ranges or service ranges, where 

Ensure that billing records support the amounts reported on claims that are submitted 

nsure that billing records support the 
amounts reported on claims that are submitted electronically through PROMISe™;  

Have billing records that contain sufficient and current waiver participant and service 

billing records that contain 
, including participant and 

et or invoice 
based timesheet, or invoice, the Web Portal stores an 

electronic copy (which also has a unique identifying number) that provides full detail, including 
pe, payment amount and the service plan against 

In addition, another electronic record is stored with a full detail on 
the payment, including the day the payment was issued and whether the payment was a paper 

c file transmission. Timesheets and invoices that are tested against the budget 
allocation and program rules and do not pass are not paid; they are stored in a pending journal. 
Therefore, only services for which the provider, service type, date, rate or units, total, and any 

may be paid. If a claim 
the authorized amount and cannot be approved for payment, our financial management 

PPL Web Portal 
provide PPL with the capacity to maintain timesheet and invoice data regardless of the status.  

keeping system that can be used to readily comply with 

a participant is admitted to a 

establish a process for 
determining when a participant is admitted to a nursing facility or hospital and the length of stay.  
The process will identify who is responsible for providing notice of admission, and length of 

technology includes 
HCBS.  These gaps will 

For example, in WV, PPL generates 
reports entitled “30 days without paid service” and “100 days without paid service”.  These 
reports are important tools in monitoring participant health and safety and preventing fraud. 



 

 

PPL has well established policies, procedures, and internal controls 
services billed and paid.  Our Web Portal technology and reporting capabilities will make this 
data readily available for DPW to review on demand.
 
16. Have a process for billing the common law employer directly for services provided not 
in accordance with the individual’s approved ISP or when any established service limit is 
exceeded; 
 
During program launch, PPL will collaborate with DPW to develop an acceptable 
billing the common law employer directly for services provided not in accordance with the 
individual’s approved ISP or when any established service limit is exceeded
 
As a standard practice, PPL’s Web Portal technology 
the individual’s approved ISP and all applicable service limits.  
exceed these limits they are moved to 
and the authorization corrected
 
As mentioned in previous sections, PPL
timesheets with overages.  When a DCW submits
s/he receives instant notification regarding the ability to pay said timesheet.
overage or any other pending 
allowing for timely adjustments.
 
In the event that a service plan cannot be adjusted, PPL proposes the following solution
will:  

1. Allow entry of the entire 
2. Calculate applicable taxes
3. Withhold applicable taxes and fees from the payment due to the DCW;
4. Pay the DCW only the amount supported by the budget and service limits, less applicable 

taxes and fees; 
5. Identify the dollar amount of underpayment for services in excess of the budget as “To b

paid by participant” on the check stub/remittance advice provided to the DCW;
 
Upon receipt of the check stub, including amount
responsible for collecting that amount from the common law employer.
 
This approach will ensure that the proper tax withholding amounts are calculated, processed, and 
deposited, and will ensure that the participant stays within the 
currently manages a similar process for programs in other states an
proven methodology for service plan management.
billing the common law employer directly for services provided.  
 
17. Have a process for monitoring and billing the FUTA/SUTA paid for 
when applicable thresholds are met reduce the rate billed to PROMISe
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PPL has well established policies, procedures, and internal controls for reconciling hours of 
.  Our Web Portal technology and reporting capabilities will make this 

W to review on demand. 

Have a process for billing the common law employer directly for services provided not 
in accordance with the individual’s approved ISP or when any established service limit is 

During program launch, PPL will collaborate with DPW to develop an acceptable 
billing the common law employer directly for services provided not in accordance with the 
individual’s approved ISP or when any established service limit is exceeded

PL’s Web Portal technology is set up to prevent payment in excess of 
the individual’s approved ISP and all applicable service limits.  When timesheet or invoice lines 
exceed these limits they are moved to a “pending” status so that the overage can be researched

corrected in order to allow payment, or denied as needed

mentioned in previous sections, PPL’s e-Timesheet technology can be configured to handle 
When a DCW submits hours worked information via e

s/he receives instant notification regarding the ability to pay said timesheet.
 reason, the Web Portal can be configured to notif

adjustments. 

In the event that a service plan cannot be adjusted, PPL proposes the following solution

entire timesheet as submitted by the DCW; 
alculate applicable taxes and fees on the entire timesheet as submitted

hold applicable taxes and fees from the payment due to the DCW;
Pay the DCW only the amount supported by the budget and service limits, less applicable 

Identify the dollar amount of underpayment for services in excess of the budget as “To b
paid by participant” on the check stub/remittance advice provided to the DCW;

Upon receipt of the check stub, including amount due payable by participant, t
responsible for collecting that amount from the common law employer.   

ensure that the proper tax withholding amounts are calculated, processed, and 
ensure that the participant stays within the budget and Spending Plan

currently manages a similar process for programs in other states and it has been shown to be a 
proven methodology for service plan management.  PPL is open to discussing the option of 
billing the common law employer directly for services provided.   

Have a process for monitoring and billing the FUTA/SUTA paid for 
when applicable thresholds are met reduce the rate billed to PROMISe
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for reconciling hours of 
.  Our Web Portal technology and reporting capabilities will make this 

Have a process for billing the common law employer directly for services provided not 
in accordance with the individual’s approved ISP or when any established service limit is 

During program launch, PPL will collaborate with DPW to develop an acceptable process for 
billing the common law employer directly for services provided not in accordance with the 
individual’s approved ISP or when any established service limit is exceeded.   

set up to prevent payment in excess of 
When timesheet or invoice lines 

that the overage can be researched, 
in order to allow payment, or denied as needed.   

can be configured to handle 
hours worked information via e-Timesheet, 

s/he receives instant notification regarding the ability to pay said timesheet.  If a timesheet has an 
reason, the Web Portal can be configured to notify the CM/SM, 

In the event that a service plan cannot be adjusted, PPL proposes the following solution.  PPL 

and fees on the entire timesheet as submitted; 
hold applicable taxes and fees from the payment due to the DCW; 

Pay the DCW only the amount supported by the budget and service limits, less applicable 

Identify the dollar amount of underpayment for services in excess of the budget as “To be 
paid by participant” on the check stub/remittance advice provided to the DCW; 

due payable by participant, the DCW will be 

ensure that the proper tax withholding amounts are calculated, processed, and 
budget and Spending Plan.  PPL 

d it has been shown to be a 
open to discussing the option of 

Have a process for monitoring and billing the FUTA/SUTA paid for each DCW and 
when applicable thresholds are met reduce the rate billed to PROMISe™; 



 

 

 
PPL has current payroll processes that will be used to develop into a unique process for PDS 
programs to monitor and bill the FUTA/SUTA paid for each direct care worker. 
will research all applicable federal and state regulations on FUTA/SUTA requirements
program go live.  During the implementation, the tax regulations regarding the Commonwealth 
and federal government will be entered into our payroll
FUTA/SUTA as required.  This system will keep track of all taxes withheld and paid on behalf 
of the common law employer and the direct care worker.  PPL’s will monitor the payroll process 
to ensure that correct common law employer taxes and direct care worker taxes are withheld 
from paychecks and paid to the appropriate designee, whether it is the IRS or the 
Commonwealth.   
 
18. For ODP only, pay overtime in accordance with ODP and PA Department of Labor and 
Industry Policy; and 
 
For ODP only, PPL will pay overtime in accordance with ODP and PA Department of Labor and 
Industry Policy.  Compliance with federal labor wage and hour rules is a fundamental aspect of 
PPL’s payroll processing system
controls to pay workers in compliance with federal and state wage and hour rules for regular and 
overtime pay.  Our experience has taught us that in addition to federal and state regulations, e
PDS program has specific wage and hour 
program launch, PPL will configure its Web Portal technology to enforce these rules and limits.
 
Beyond the programs administered by ODP, PPL’s Web Portal technolog
service authorizations to 40 hours per week, or calculate and pay overtime wages where 
applicable.  In the event that DPW is operating under the 
exemption of the Fair Labor Standards Act, 
Proposed Rulemaking issued by the 
restrict the definition of companionship services.  PPL is fully prepared to collaborate with DPW 
to ensure compliance with these revised regulations if passed.  
proposed changes, please refer to
  
19. Have a process for reimbursing the Commonwealth for any funds remaining in the 
separate bank account and managing participant directed funds at the end of the state 
fiscal year. 
  
PPL will establish policies, procedures and internal controls 
for any funds remaining in the separate bank account and managing participant directed funds at 
the end of the state fiscal year.  
any common law employer taxes, as well as refund the Commonwealth for any residual balance 
in participant directed funds.  
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PPL has current payroll processes that will be used to develop into a unique process for PDS 
programs to monitor and bill the FUTA/SUTA paid for each direct care worker. 
will research all applicable federal and state regulations on FUTA/SUTA requirements
program go live.  During the implementation, the tax regulations regarding the Commonwealth 

government will be entered into our payroll system to withhold the correct amount of 
FUTA/SUTA as required.  This system will keep track of all taxes withheld and paid on behalf 
of the common law employer and the direct care worker.  PPL’s will monitor the payroll process 

mon law employer taxes and direct care worker taxes are withheld 
from paychecks and paid to the appropriate designee, whether it is the IRS or the 

For ODP only, pay overtime in accordance with ODP and PA Department of Labor and 

pay overtime in accordance with ODP and PA Department of Labor and 
Compliance with federal labor wage and hour rules is a fundamental aspect of 

payroll processing system.  We have well established policies, procedures
controls to pay workers in compliance with federal and state wage and hour rules for regular and 

Our experience has taught us that in addition to federal and state regulations, e
program has specific wage and hour limits and rules regarding overtime pay. 

program launch, PPL will configure its Web Portal technology to enforce these rules and limits.

Beyond the programs administered by ODP, PPL’s Web Portal technology can support limiting 
service authorizations to 40 hours per week, or calculate and pay overtime wages where 

In the event that DPW is operating under the current home care companionship 
exemption of the Fair Labor Standards Act, PPL assumes that DPW is aware 

issued by the US Department of Labor that, if passed, will
companionship services.  PPL is fully prepared to collaborate with DPW 

to ensure compliance with these revised regulations if passed.  For more information 
please refer to: http://www.dol.gov/whd/flsa/CompanionshipNPRM.pdf

Have a process for reimbursing the Commonwealth for any funds remaining in the 
separate bank account and managing participant directed funds at the end of the state 

PPL will establish policies, procedures and internal controls for reimbursing the Commonwealth 
for any funds remaining in the separate bank account and managing participant directed funds at 
the end of the state fiscal year.  PPL will refund the Commonwealth for the over
any common law employer taxes, as well as refund the Commonwealth for any residual balance 
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PPL has current payroll processes that will be used to develop into a unique process for PDS 
programs to monitor and bill the FUTA/SUTA paid for each direct care worker. The tax team 
will research all applicable federal and state regulations on FUTA/SUTA requirements before the 
program go live.  During the implementation, the tax regulations regarding the Commonwealth 

system to withhold the correct amount of 
FUTA/SUTA as required.  This system will keep track of all taxes withheld and paid on behalf 
of the common law employer and the direct care worker.  PPL’s will monitor the payroll process 

mon law employer taxes and direct care worker taxes are withheld 
from paychecks and paid to the appropriate designee, whether it is the IRS or the 

For ODP only, pay overtime in accordance with ODP and PA Department of Labor and 

pay overtime in accordance with ODP and PA Department of Labor and 
Compliance with federal labor wage and hour rules is a fundamental aspect of 

procedures, and internal 
controls to pay workers in compliance with federal and state wage and hour rules for regular and 

Our experience has taught us that in addition to federal and state regulations, each 
overtime pay.  During 

program launch, PPL will configure its Web Portal technology to enforce these rules and limits. 

y can support limiting 
service authorizations to 40 hours per week, or calculate and pay overtime wages where 

home care companionship 
aware of the Notice of 

, if passed, will narrowly 
companionship services.  PPL is fully prepared to collaborate with DPW 

information on these 
http://www.dol.gov/whd/flsa/CompanionshipNPRM.pdf 

Have a process for reimbursing the Commonwealth for any funds remaining in the 
separate bank account and managing participant directed funds at the end of the state 

for reimbursing the Commonwealth 
for any funds remaining in the separate bank account and managing participant directed funds at 

th for the over-collection of 
any common law employer taxes, as well as refund the Commonwealth for any residual balance 



 

 

B. Managing Public Funds 
 
The Selected Offeror(s) must:
 
1. Have written policies and procedures related to the completion of the tasks listed below;
 
PPL will prepare and maintain a 
Manual.  PPL will submit the Manual to the Commonwealth during the VF/EA FMS 
Organization Readiness Review.  The M
incorporated into trainings for all 
 
2. Have written internal controls, including 
of the tasks listed below; 
 
PPL has internal controls documented and in place to monitor 
for tracking all transaction and balances.
specific fund management responsibilities to different functional areas within our program team.  
Our finance department, located in Boston, 
all cash disbursements, program service 
detail into our Medicaid Billing
program accounts.   Our financi
responsible for completing and dispersing direct care worker and vendor payrolls.  
 
An additional piece to ensuring overall programmatic integrity is the continuous monitoring of 
operations. Over the years, PPL has developed strong internal monitoring procedures that are in 
place across the company. This enables us to proactively identify issues and make necessary 
systematic changes before issues escalate.
department that performs routine audits
the PPL P&P’s.  
 
3. Establish and maintain an accounting and information system for receiving and 
disbursing Medicaid funds and for tracking all transaction and balances;
 
PPL will establish and maintain an accounting and information system for receiving and 
disbursing Medicaid funds and for tracking all transaction and balances 
Portal.  Data are stored under each participant’s unique pre
automatically calculates and track
remaining fund balance and each expenditure entry 
funding allocations are intermingled in our system. PPL ensures tha
accounts are appropriately deducted to illustrate expenditures m
enrolled in the PDS DPW program
accommodate different levels of budget accessibility (from creation to look up features) with 
role-based hierarchy of access. The PPL Web Portal serves as a centralized information dock and 
is an efficient and secure mechanism for 
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The Selected Offeror(s) must: 

Have written policies and procedures related to the completion of the tasks listed below;

PPL will prepare and maintain a Pennsylvania-specific VF/EA FMS Organization Procedures 
Manual.  PPL will submit the Manual to the Commonwealth during the VF/EA FMS 
Organization Readiness Review.  The Manual will serve as a management tool and 

trainings for all managers and staff assigned to this project

2. Have written internal controls, including segregation of duties, related to the completion 

PPL has internal controls documented and in place to monitor disbursing Medicaid funds,
for tracking all transaction and balances.  PPL achieves segregation of duties by assigning 
specific fund management responsibilities to different functional areas within our program team.  

, located in Boston, handles all aspects of treasury, including approval of 
all cash disbursements, program service billing, posting of cash receipts, and entering remittance

Billing System (MBS) and our business management system
ur financial operations team, principally located in Chelsea,

responsible for completing and dispersing direct care worker and vendor payrolls.  

An additional piece to ensuring overall programmatic integrity is the continuous monitoring of 
he years, PPL has developed strong internal monitoring procedures that are in 

place across the company. This enables us to proactively identify issues and make necessary 
systematic changes before issues escalate.  PPL has an internal transaction compliance 

performs routine audits on programs and transactions to ensure compliance with 

3. Establish and maintain an accounting and information system for receiving and 
ds and for tracking all transaction and balances;

stablish and maintain an accounting and information system for receiving and 
disbursing Medicaid funds and for tracking all transaction and balances using the PPL Web 

der each participant’s unique pre-assigned ID number. The system 
tracks all payments made on behalf of the participant

remaining fund balance and each expenditure entry are available for viewing
intermingled in our system. PPL ensures that Medicaid funds in the 

appropriately deducted to illustrate expenditures made on behalf of the consumer
programs. This secure expenditure entry feature can be programmed to 

accommodate different levels of budget accessibility (from creation to look up features) with 
based hierarchy of access. The PPL Web Portal serves as a centralized information dock and 
efficient and secure mechanism for DPW and PPL staff, as well as consumers
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Have written policies and procedures related to the completion of the tasks listed below; 

specific VF/EA FMS Organization Procedures 
Manual.  PPL will submit the Manual to the Commonwealth during the VF/EA FMS 

as a management tool and will be 
managers and staff assigned to this project.  

f duties, related to the completion 

disbursing Medicaid funds, and 
PPL achieves segregation of duties by assigning 

specific fund management responsibilities to different functional areas within our program team.  
treasury, including approval of 

and entering remittance 
ur business management system for all 

located in Chelsea, MA is 
responsible for completing and dispersing direct care worker and vendor payrolls.   

An additional piece to ensuring overall programmatic integrity is the continuous monitoring of 
he years, PPL has developed strong internal monitoring procedures that are in 

place across the company. This enables us to proactively identify issues and make necessary 
has an internal transaction compliance 

to ensure compliance with 

3. Establish and maintain an accounting and information system for receiving and 
ds and for tracking all transaction and balances;  

stablish and maintain an accounting and information system for receiving and 
using the PPL Web 

assigned ID number. The system 
participant. The 

for viewing. No two consumer 
t Medicaid funds in the 

ade on behalf of the consumer 
. This secure expenditure entry feature can be programmed to 

accommodate different levels of budget accessibility (from creation to look up features) with 
based hierarchy of access. The PPL Web Portal serves as a centralized information dock and 

L staff, as well as consumers, to monitor 



 

 

and track the entry of HCBS expenditures. 
ledger entry, which provides an
can then produce detailed reports on payments 
PPL reconciles project billings and remittances against payments issued on behalf of the 
consumer. Remittances are entered into PPL’s 
reimbursement of funds against funds that have been disbursed.
 
4. Establish a bank account for the purposes of receiving payment of the per member 
monthly administrative fee; 
 
PPL has an established commercial checking
from the commercial checking account used to transact service payments
member per month administrative fees
payments received by the client
 
5. Establish a separate bank account for the purposes of managing participant directed 
funds into which all payments received from Medicaid and the State must be immediately 
deposited and must submit to the OLTL/PDA/ODP written evidence that the ba
established said account as set forth below. The VF/EA FMS organization must complete 
all forms as specified by the OLTL/PDA/ODP and the bank to establish electronic fund 
transfers from Medicaid and the State to the bank account.

a. Prohibit the withdr awal of funds except for payment for services provided to the 
consumer including all taxes, insurances, and fees; and

b. Maintain, to the extent legally permissible, in a manner that prevents creditors of 
the VF/EA FMS organization liability or for any oth er 
under this RFA; 

 
PPL maintains pass-through payment funds in separate commercial checking account
Separate checking accounts are established for all 
Financial management personnel are responsible for the ongoing update and surveillance of 
internal controls relevant to the checking accounts.  
separated to ensure accuracy and tran
enter, review and post entries to the financial management system
deposited by the state in the DPW PDS programs’
for the DCW of the common-law employer
state and local tax responsibilities.  
state to secure a loan, guaranty
 
If PPL is selected for award, we will establish a separate bank account for the purpose of 
managing participant directed funds.  PPL will submit written evidence to OLTL/PDA/ODP of 
the established separate bank account.  We 
OLTL/PDA/ODP and the bank to establish electronic fund transfers to the participant directed 
funds bank account. 
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expenditures. All individual transactions are recorded in the 
an audit trail of disbursements. Our financial management system 

can then produce detailed reports on payments disbursed at an individual or aggregate level.
project billings and remittances against payments issued on behalf of the 

entered into PPL’s claims management system to track 
of funds against funds that have been disbursed. 

4. Establish a bank account for the purposes of receiving payment of the per member 
 

commercial checking account for receiving administrative
from the commercial checking account used to transact service payments.  

administrative fees in our corporate accounting system, 
lient. 

5. Establish a separate bank account for the purposes of managing participant directed 
funds into which all payments received from Medicaid and the State must be immediately 

must submit to the OLTL/PDA/ODP written evidence that the ba
established said account as set forth below. The VF/EA FMS organization must complete 
all forms as specified by the OLTL/PDA/ODP and the bank to establish electronic fund 
transfers from Medicaid and the State to the bank account. 

awal of funds except for payment for services provided to the 
consumer including all taxes, insurances, and fees; and 
Maintain, to the extent legally permissible, in a manner that prevents creditors of 
the VF/EA FMS organization liability or for any oth er purpose, except  as provided 

through payment funds in separate commercial checking account
Separate checking accounts are established for all program service funds under management.  
Financial management personnel are responsible for the ongoing update and surveillance of 
internal controls relevant to the checking accounts.  Within the finance department, duties are 
separated to ensure accuracy and transparency in our accounting practices.  Different employees 

review and post entries to the financial management systems.  PPL will
DPW PDS programs’ account will only be used for paying payroll
law employer under agreement with DPW, and

responsibilities.  PPL will not use the payroll payment funds
to secure a loan, guaranty a debt or support any other obligation of the firm. 

award, we will establish a separate bank account for the purpose of 
managing participant directed funds.  PPL will submit written evidence to OLTL/PDA/ODP of 
the established separate bank account.  We will then complete all forms as specified by the 
OLTL/PDA/ODP and the bank to establish electronic fund transfers to the participant directed 

Commonwealth of Pennsylvania 
Department of Public Welfare 

Request for Application # 22-11 
Vendor Fiscal/Employer Agent Financial Management Services 

All individual transactions are recorded in the payroll 
ncial management system 

at an individual or aggregate level.  
project billings and remittances against payments issued on behalf of the 

management system to track 

4. Establish a bank account for the purposes of receiving payment of the per member 

account for receiving administrative fees, separate 
  PPL records per 
, and reconciles 

5. Establish a separate bank account for the purposes of managing participant directed 
funds into which all payments received from Medicaid and the State must be immediately 

must submit to the OLTL/PDA/ODP written evidence that the bank has 
established said account as set forth below. The VF/EA FMS organization must complete 
all forms as specified by the OLTL/PDA/ODP and the bank to establish electronic fund 

awal of funds except for payment for services provided to the 

Maintain, to the extent legally permissible, in a manner that prevents creditors of 
purpose, except  as provided 

through payment funds in separate commercial checking accounts.    
service funds under management.  

Financial management personnel are responsible for the ongoing update and surveillance of 
Within the finance department, duties are 

.  Different employees 
will  ensure that funds 

account will only be used for paying payroll 
, and related federal, 

PPL will not use the payroll payment funds deposited by the 
other obligation of the firm.  

award, we will establish a separate bank account for the purpose of 
managing participant directed funds.  PPL will submit written evidence to OLTL/PDA/ODP of 

will then complete all forms as specified by the 
OLTL/PDA/ODP and the bank to establish electronic fund transfers to the participant directed 



 

 

6. Any bank charges (i.e., stop payment fees) must absorbed by the VF/EA and not reduce 
the balance of the bank account;
 
All fees associated with programs specific bank accounts are billed directly to PPL’s 
administrative account.  PPL understands that these fees, including, but not limited to stop 
payments, electronic payment transmission
services fees, are costs of doing business and PPL will absorb these fees
balance of the bank account. 
 
7. Ensure that funds deposited into the bank account are 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 this 
RFA; 
 
PPL will not use the payroll payment funds
payment for services provided to the consumer including all taxes, insurances, and fees
 
8. Maintain a report on bank account activity in accordance with the reporting 
requirements established by the Commonwealth.  These requirem
monthly reporting of bank account activity, including a summary of the month’s bank 
activity, reconciliation of the bank balance to the General Ledger, and reconciliation of any 
amounts advanced from DPW; and
 
PPL will maintain a report on bank activity in accordance with reporting requirements 
established by the Commonwealth, including monthly reporting on bank account activity, a 
summary of the month’s bank activity, reconciliation of the bank balance to the General Ledger, 
and reconciliation of any amounts advanced from DPS. 
entries on all transactions and our banking partner provides us with full online access to track 
check status, confirm transmissions
paper checks on CD-ROM for future use.  
person within the finance department who is not otherwise responsible for disbursing payroll or 
payments of program invoices to c
 
9. Do not co-mingle other funds with funds in the separate bank account.
 
PPL will not co-mingle funds deposited by the state into the
account with funds received for other purposes
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6. Any bank charges (i.e., stop payment fees) must absorbed by the VF/EA and not reduce 
alance of the bank account; 

All fees associated with programs specific bank accounts are billed directly to PPL’s 
administrative account.  PPL understands that these fees, including, but not limited to stop 

electronic payment transmission fees, fraud protection services fee
, are costs of doing business and PPL will absorb these fees and not reduce the 

7. Ensure that funds deposited into the bank account are 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 this 

PPL will not use the payroll payment funds deposited by the state for purposes other than for 
payment for services provided to the consumer including all taxes, insurances, and fees

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

on bank activity in accordance with reporting requirements 
established by the Commonwealth, including monthly reporting on bank account activity, a 
summary of the month’s bank activity, reconciliation of the bank balance to the General Ledger, 

liation of any amounts advanced from DPS. PPL maintains detailed Payroll Ledger 
entries on all transactions and our banking partner provides us with full online access to track 

confirm transmissions, and retrieve statements. PPL maintains images of cashed 
ROM for future use.  Reconciliation responsibilities are assigned to a staff 

person within the finance department who is not otherwise responsible for disbursing payroll or 
payments of program invoices to create a separation of duties.   

mingle other funds with funds in the separate bank account.

mingle funds deposited by the state into the PDS Programs
with funds received for other purposes.   
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6. Any bank charges (i.e., stop payment fees) must absorbed by the VF/EA and not reduce 

All fees associated with programs specific bank accounts are billed directly to PPL’s 
administrative account.  PPL understands that these fees, including, but not limited to stop 

fee, and imaging 
and not reduce the 

7. Ensure that funds deposited into the bank account are 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 this 

purposes other than for 
payment for services provided to the consumer including all taxes, insurances, and fees.  

Maintain a report on bank account activity in accordance with the reporting 
ents should include 

monthly reporting of bank account activity, including a summary of the month’s bank 
activity, reconciliation of the bank balance to the General Ledger, and reconciliation of any 

on bank activity in accordance with reporting requirements 
established by the Commonwealth, including monthly reporting on bank account activity, a 
summary of the month’s bank activity, reconciliation of the bank balance to the General Ledger, 

maintains detailed Payroll Ledger 
entries on all transactions and our banking partner provides us with full online access to track 

PPL maintains images of cashed 
Reconciliation responsibilities are assigned to a staff 

person within the finance department who is not otherwise responsible for disbursing payroll or 

mingle other funds with funds in the separate bank account. 

s payroll payment 



 

 

C. Receiving Federal and State Authority to Act as a VF/EA FMS Organization
 
The Selected Offeror(s) must:
 
1. Have written policies and procedures related to the completion of the tasks
  
PPL has approved, written policies and procedures related to the completion of all VF/EA FMS 
tasks including those listed below. Upon award, we will customize our Policy and Procedure
manual specific to the DPW Participant
as a training and management tool, as well as a reference guide for each program. 
 
2. Have written internal controls, including segregation of duties, related to the
of the tasks listed below; 
 
PPL has approved, written internal controls related to the completion of all VF/EA FMS tasks 
including those listed below. Upon award, we will customize our written internal controls to 
meet the specifications of the DPW 
of duties, which complies with all requirements
compliance, PPL has internal controls documented and in place for 
and State Authority to act as a VF/EA FMS Organiza
dedicated subgroup within our Financial Operations Center comprised of subject
who ensure compliance with these duties
 
3. Apply for (through the completion and submission of the IRS Form SS
Application for Employer Identification Number) and obtain a separate
Identification Number (EIN) for the sole purpose of
employment taxes and insurances and
employers it represents as agent. (Note: the VF/EA FMS organization may already have a 
separate Federal EIN and should be able to demonstrate that it is separate and distinct
from the organization’s corporate Federal EIN);
 
PPL’s FEIN, 20-2040173, is used 
taxes, insurances and other required IRS forms on behalf of common law employers that we 
represent as agent. This is separate and distinct from 
 
4. Maintain a copy of the completed IRS Form SS
correspondence with IRS in the VF/EA FMS organization’s
 
A copy of the separate FEIN and related correspondence with the IRS is maintained on file at 
PPL.  
 
5. Apply for (through the completion 
Employer Identification Number
(EIN) for each newly enrolled common law
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C. Receiving Federal and State Authority to Act as a VF/EA FMS Organization

The Selected Offeror(s) must: 

1. Have written policies and procedures related to the completion of the tasks

PPL has approved, written policies and procedures related to the completion of all VF/EA FMS 
tasks including those listed below. Upon award, we will customize our Policy and Procedure

Participant-Directed Services (PDS) Programs
training and management tool, as well as a reference guide for each program. 

2. Have written internal controls, including segregation of duties, related to the

approved, written internal controls related to the completion of all VF/EA FMS tasks 
including those listed below. Upon award, we will customize our written internal controls to 

the DPW PDS Programs, including documentation of t
of duties, which complies with all requirements. Specifically, with regard to Federal and State 
compliance, PPL has internal controls documented and in place for receiving the proper Federal 
and State Authority to act as a VF/EA FMS Organization including a Registration 
dedicated subgroup within our Financial Operations Center comprised of subject

compliance with these duties. 

3. Apply for (through the completion and submission of the IRS Form SS
for Employer Identification Number) and obtain a separate

Identification Number (EIN) for the sole purpose of purpose of filing and paying federal 
employment taxes and insurances and other required IRS forms on behalf of common law 

agent. (Note: the VF/EA FMS organization may already have a 
Federal EIN and should be able to demonstrate that it is separate and distinct

s corporate Federal EIN); 

used for the sole purpose of filing and paying federal employment 
taxes, insurances and other required IRS forms on behalf of common law employers that we 

This is separate and distinct from our corporate Federal EIN. 

the completed IRS Form SS-4, separate FEIN and related
RS in the VF/EA FMS organization’s file; 

A copy of the separate FEIN and related correspondence with the IRS is maintained on file at 

5. Apply for (through the completion and submission of the IRS Form SS
Employer Identification Number), and obtain a Federal Employer Identification Number 
(EIN) for each newly enrolled common law employer it represents as employer agent;
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C. Receiving Federal and State Authority to Act as a VF/EA FMS Organization 

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

PPL has approved, written policies and procedures related to the completion of all VF/EA FMS 
tasks including those listed below. Upon award, we will customize our Policy and Procedures 

s. Each manual serves 
training and management tool, as well as a reference guide for each program.  

2. Have written internal controls, including segregation of duties, related to the completion 

approved, written internal controls related to the completion of all VF/EA FMS tasks 
including those listed below. Upon award, we will customize our written internal controls to 

, including documentation of the segregation 
Specifically, with regard to Federal and State 

receiving the proper Federal 
Registration Team, a 

dedicated subgroup within our Financial Operations Center comprised of subject-area experts 

3. Apply for (through the completion and submission of the IRS Form SS-4 
for Employer Identification Number) and obtain a separate Federal Employer 

purpose of filing and paying federal 
other required IRS forms on behalf of common law 

agent. (Note: the VF/EA FMS organization may already have a 
Federal EIN and should be able to demonstrate that it is separate and distinct 

for the sole purpose of filing and paying federal employment 
taxes, insurances and other required IRS forms on behalf of common law employers that we 

corporate Federal EIN.  

4, separate FEIN and related 

A copy of the separate FEIN and related correspondence with the IRS is maintained on file at 

and submission of the IRS Form SS-4, Application for 
Employer Identification Number 

employer it represents as employer agent; 



 

 

 
PPL includes an IRS Form SS
enrollment packet. Once individual consumer information has been received and entered into our 
financial management system, PPL’s Web Portal
common law employer. The common law employer
enrollment packet and must sign
 
Upon receiving the completed enrollment packet, we verify that 
and dated by the common law
completion of each form in the 
missing from the SS-4, a customer service center specialist logs the issue into the Web Por
through the generation of a support ticket. This will trigger an outbound call to the 
employer to obtain the required information. Customer service also makes follow
request paperwork that has not been received, typically after a
ensure paperwork is complete prior to the required service 
PPL obtains the FEIN from the IRS
electronically in our software system. 
 
As part of our internal controls and segregation of duties, 
Center which processes all documentation required for the 
manage. Each employment packet is initially reviewed by a financial operat
completeness and accuracy. The Web Portal tracks the current status of each tax form, including 
Form SS-4, along with any necessary changes needed to fix inaccuracies or add missing items. 
Once all documentation is complete and approval
the Employer, an individual consumer
payment processing rules established in the software system prevent payments from being made 
on behalf of an individual consumer
 
6. Maintain a copy of the completed IRS Form SS
law employer’s file;  
 
A copy of the completed IRS Form SS
our Financial Operations Center in each common law employer’s folder, and FEIN numbers are 
transcribed onto all tax forms in the enrollment packet that require the
 
PPL also offers an electronic document management system proven to meet the needs of 
programs currently under our management
Notice of FEIN for each common law employer
effectively manage the tax forms and other program documents often required by Federal, state 
and local tax and labor departments.
quickly access account documentation, further enha
and providers. Our Financial Operations Center can efficiently compile records to ensure that all 
contractual obligations are met and that audit requirements are satisfied.
system provides an overall cost effective and time saving approach to document management.
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an IRS Form SS-4, Application for Employer Identification Number
enrollment packet. Once individual consumer information has been received and entered into our 

ncial management system, PPL’s Web Portal generates pre-populated tax forms for each 
yer. The common law employer will receive these tax forms as part of the 

enrollment packet and must sign and submit them to PPL for processing.  

Upon receiving the completed enrollment packet, we verify that IRS Form SS
common law employer in the appropriate section. We track the stage of 

completion of each form in the Web Portal’s employer documentation checklist. If any data are 
4, a customer service center specialist logs the issue into the Web Por

through the generation of a support ticket. This will trigger an outbound call to the 
to obtain the required information. Customer service also makes follow

request paperwork that has not been received, typically after a two week period or as
ensure paperwork is complete prior to the required service start date for an individual consumer.  

the IRS, with newly received FEINs tracked and stored
electronically in our software system.  

As part of our internal controls and segregation of duties, PPL operates a Financial Operations 
enter which processes all documentation required for the VF/EA FMS programs

. Each employment packet is initially reviewed by a financial operat
completeness and accuracy. The Web Portal tracks the current status of each tax form, including 

4, along with any necessary changes needed to fix inaccuracies or add missing items. 
Once all documentation is complete and approval has been received from the IRS to be Agent of 

consumer is flagged as “Good to Serve” in the Web Portal. The 
payment processing rules established in the software system prevent payments from being made 

consumer if this designation has not been made. 

6. Maintain a copy of the completed IRS Form SS-4 and Notice of FEIN in each

A copy of the completed IRS Form SS-4 and Notice of FEIN is retained in a secure location in 
our Financial Operations Center in each common law employer’s folder, and FEIN numbers are 
transcribed onto all tax forms in the enrollment packet that require them.  

an electronic document management system proven to meet the needs of 
under our management that can be used to maintain a copy of the SS

Notice of FEIN for each common law employer.  This system allows us to pro
effectively manage the tax forms and other program documents often required by Federal, state 
and local tax and labor departments.  Our Customer Service Center staff use this functionality to 

ccount documentation, further enhancing the overall experience for consumers 
Operations Center can efficiently compile records to ensure that all 

contractual obligations are met and that audit requirements are satisfied.  PPL’s state of the art 
an overall cost effective and time saving approach to document management.
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Application for Employer Identification Number, in each 
enrollment packet. Once individual consumer information has been received and entered into our 

populated tax forms for each 
these tax forms as part of the 

Form SS-4 has been signed 
employer in the appropriate section. We track the stage of 

employer documentation checklist. If any data are 
4, a customer service center specialist logs the issue into the Web Portal 

through the generation of a support ticket. This will trigger an outbound call to the common law 
to obtain the required information. Customer service also makes follow-up calls to 

two week period or as-required, to 
date for an individual consumer.   
tracked and stored 

Financial Operations 
programs that we 

. Each employment packet is initially reviewed by a financial operations specialist for 
completeness and accuracy. The Web Portal tracks the current status of each tax form, including 

4, along with any necessary changes needed to fix inaccuracies or add missing items. 
has been received from the IRS to be Agent of 

is flagged as “Good to Serve” in the Web Portal. The 
payment processing rules established in the software system prevent payments from being made 

if this designation has not been made.  

4 and Notice of FEIN in each common 

4 and Notice of FEIN is retained in a secure location in 
our Financial Operations Center in each common law employer’s folder, and FEIN numbers are 

an electronic document management system proven to meet the needs of 
that can be used to maintain a copy of the SS-4 and 

This system allows us to proficiently and 
effectively manage the tax forms and other program documents often required by Federal, state 

Our Customer Service Center staff use this functionality to 
the overall experience for consumers 

Operations Center can efficiently compile records to ensure that all 
PPL’s state of the art 

an overall cost effective and time saving approach to document management. 



 

 

 
Our document management system is hosted on a secure server ensuring the safety of public 
health information and other consumer
client –approved individuals are capable of accessing this system.
server is routinely backed up by our IT infrastructure ensuring continuity of service and 
protecting against loss of information due to unforeseen natural events.
our system well-documented, but it also provides the sense of security you need to ensure that all 
records are safe and protected.
state to assess how this tool can
 
7. Apply for IRS agent authorization by completing and submitting an IRS Form
2678, Employer/Payer Appointment of Agent
common law employer it represents as agent;
 
PPL completes the IRS Form 2678
us to utilize our agent EIN for all 
requirements. We include an IRS Form 2678 in each enrollment packet. Once 
consumer information is received 
populated tax forms are generated for each common l
receives these tax forms as part of the enrollment packet and must sign 
 
Upon receiving completed enrollment packets, PPL verifies that Form 2678 has been signed and 
dated by the common law empl
completion of each form in the Web Portal, in the 
is missing from this form, a Customer Service Center specialist logs the issue into the Web 
Portal through the generation of a Support Ticket. This will trigger an outbound call to the 
common law employer to obtain the required information. Customer Service also makes follow
up calls to request paperwork that has not been received, typically after a two wee
required to ensure paperwork is complete prior to the required service initiation date for an 
individual consumer.     
 
An individual consumer is not flagged in the 
Form 2678 is not complete. PPL will not make payments on behalf of a 
completed IRS Form 2678 is on file for the 
consumer for the program and written authorization from the IRS for PPL to be Agent of the 
Employer has been received.  
 
Once the properly completed Form 2678 is received, PPL attaches an “Agent Request Letter”,  
and submits the IRS Form 2678 and “Agent Request Letter” to the IRS Service Center in 
Cincinnati, OH.  
 
8. Maintain a copy of the completed IRS Form 
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Our document management system is hosted on a secure server ensuring the safety of public 
consumer demographic data.  Only designated PPL employees and 

approved individuals are capable of accessing this system.  The information stored on the 
server is routinely backed up by our IT infrastructure ensuring continuity of service and 

inst loss of information due to unforeseen natural events.  In summary, not only is 
, but it also provides the sense of security you need to ensure that all 

records are safe and protected.  Depending on the needs of the program, we will work with the 
can be configured to maintain and access completed tax forms

7. Apply for IRS agent authorization by completing and submitting an IRS Form
Employer/Payer Appointment of Agent to the IRS per IRS Form instructions for each 

common law employer it represents as agent; 

the IRS Form 2678, Employer/ Payer Appoint of Agent, in such a way that allows 
us to utilize our agent EIN for all consumers, alleviating them of their individual filing 

an IRS Form 2678 in each enrollment packet. Once 
received and entered into our financial management system, pre

are generated for each common law employer. The common law employer
receives these tax forms as part of the enrollment packet and must sign and

Upon receiving completed enrollment packets, PPL verifies that Form 2678 has been signed and 
common law employer in the appropriate section. PPL tracks the stage of 

completion of each form in the Web Portal, in the employer documentation 
, a Customer Service Center specialist logs the issue into the Web 

ugh the generation of a Support Ticket. This will trigger an outbound call to the 
to obtain the required information. Customer Service also makes follow

up calls to request paperwork that has not been received, typically after a two wee
required to ensure paperwork is complete prior to the required service initiation date for an 

is not flagged in the system as “Good to Serve” if any section of the 
PPL will not make payments on behalf of a consumer

completed IRS Form 2678 is on file for the common law employer that will be used by the 
for the program and written authorization from the IRS for PPL to be Agent of the 

received.   

Once the properly completed Form 2678 is received, PPL attaches an “Agent Request Letter”,  
and submits the IRS Form 2678 and “Agent Request Letter” to the IRS Service Center in 

8. Maintain a copy of the completed IRS Form 2678 in each common law
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Our document management system is hosted on a secure server ensuring the safety of public 
Only designated PPL employees and 

The information stored on the 
server is routinely backed up by our IT infrastructure ensuring continuity of service and 

In summary, not only is 
, but it also provides the sense of security you need to ensure that all 

e will work with the 
to maintain and access completed tax forms. 

7. Apply for IRS agent authorization by completing and submitting an IRS Form 
instructions for each 

in such a way that allows 
them of their individual filing 

an IRS Form 2678 in each enrollment packet. Once individual 
into our financial management system, pre-

common law employer 
and submit them to PPL.  

Upon receiving completed enrollment packets, PPL verifies that Form 2678 has been signed and 
in the appropriate section. PPL tracks the stage of 

ocumentation checklist. If any data 
, a Customer Service Center specialist logs the issue into the Web 

ugh the generation of a Support Ticket. This will trigger an outbound call to the 
to obtain the required information. Customer Service also makes follow-

up calls to request paperwork that has not been received, typically after a two week period, or as 
required to ensure paperwork is complete prior to the required service initiation date for an 

” if any section of the 
consumer until a 

common law employer that will be used by the 
for the program and written authorization from the IRS for PPL to be Agent of the 

Once the properly completed Form 2678 is received, PPL attaches an “Agent Request Letter”,  
and submits the IRS Form 2678 and “Agent Request Letter” to the IRS Service Center in 

2678 in each common law employer’s file; 



 

 

A copy of the completed IRS Form 2678 is ret
Operations Center in each common law employer’s folder
Document Management capabilities in the W
 
9. Receive written agent authorization from the IRS through the receipt of an
IRS LTR 1997C, Notice of Appointment
agent; 
 
When received from the common law
with an “Agent Request Letter” to the IRS Service Center in Cincinnati, OH. Normal processing 
of IRS Form 2678 and Agent Request Letters take
IRS sends written confirmation to PPL via IRS LTR 199
 
10. Maintain the IRS LTR 1997C, 
file; 
 
A copy of IRS LTR 1997C, Notice of Appointment
Financial Operations Center in each common law employer’s folder
Document Management capabilities in the Web Portal
 
11. Execute and submit an IRS Form 8821, 
common law employer it represents as agent;
 
PPL includes an IRS Form 8821
Once individual consumer information 
system, pre-populated tax forms 
employer receives these tax forms as part of the enrollment packet and must sign 
them to PPL.  
 
Upon receiving completed enrollment packets, PPL verifies that Form 8821 has been signed and 
dated by the common law employer
completion of each form in the Web Portal. If any data are missing from Form 8821, a Customer 
Service Center specialist logs the issue into the Web Portal by generating a Support Ticket. This 
will trigger an outbound call to the 
Customer Service also makes follow
typically after a two week period, or as required to ensure paperwork is complete prior to the 
required service initiation date for a 
 
A consumer is not flagged in the PPL Web Portal as “Good to Serve” if any section of the Form 
8821 is not complete. PPL will no
IRS Form 8821 is on file for the 
program. Once properly completed, PPL submits IRS Form 8821 to the IRS Service Center in 
Memphis, TN.   
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A copy of the completed IRS Form 2678 is retained in a secure location in our Financial 
in each common law employer’s folder or electronically through our 

Document Management capabilities in the Web Portal.  

9. Receive written agent authorization from the IRS through the receipt of an
Notice of Appointment, for each common law employer it

common law employer, PPL submits the completed
with an “Agent Request Letter” to the IRS Service Center in Cincinnati, OH. Normal processing 
of IRS Form 2678 and Agent Request Letters takes approximately 30-60 days, at which point the 
IRS sends written confirmation to PPL via IRS LTR 1997C. 

10. Maintain the IRS LTR 1997C, Notice of Appointment in each common law

Notice of Appointment, is retained in a secure location in our 
Financial Operations Center in each common law employer’s folder or electronically through our 
Document Management capabilities in the Web Portal.  

11. Execute and submit an IRS Form 8821, Tax Information Authorization
common law employer it represents as agent; 

PPL includes an IRS Form 8821, Tax Information Authorization, in each enrollment packet. 
information is received and entered into our financial management 

populated tax forms are generated for each common law employer
receives these tax forms as part of the enrollment packet and must sign 

Upon receiving completed enrollment packets, PPL verifies that Form 8821 has been signed and 
common law employer in the appropriate section. PPL tracks the stage of 

completion of each form in the Web Portal. If any data are missing from Form 8821, a Customer 
Service Center specialist logs the issue into the Web Portal by generating a Support Ticket. This 
will trigger an outbound call to the common law employer to obtain the required information. 
Customer Service also makes follow-up calls to request paperwork that has not been received, 
typically after a two week period, or as required to ensure paperwork is complete prior to the 

nitiation date for a consumer.     

is not flagged in the PPL Web Portal as “Good to Serve” if any section of the Form 
8821 is not complete. PPL will not make payments on behalf of a consumer 
IRS Form 8821 is on file for the common law employer that will be used by the 
program. Once properly completed, PPL submits IRS Form 8821 to the IRS Service Center in 
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ained in a secure location in our Financial 
or electronically through our 

9. Receive written agent authorization from the IRS through the receipt of an 
, for each common law employer it represents as 

the completed IRS Form 2678 
with an “Agent Request Letter” to the IRS Service Center in Cincinnati, OH. Normal processing 

60 days, at which point the 

in each common law employer’s 

, is retained in a secure location in our 
electronically through our 

Tax Information Authorization with each 

in each enrollment packet. 
into our financial management 

are generated for each common law employer. The common law 
receives these tax forms as part of the enrollment packet and must sign and submit 

Upon receiving completed enrollment packets, PPL verifies that Form 8821 has been signed and 
tracks the stage of 

completion of each form in the Web Portal. If any data are missing from Form 8821, a Customer 
Service Center specialist logs the issue into the Web Portal by generating a Support Ticket. This 

to obtain the required information. 
up calls to request paperwork that has not been received, 

typically after a two week period, or as required to ensure paperwork is complete prior to the 

is not flagged in the PPL Web Portal as “Good to Serve” if any section of the Form 
t make payments on behalf of a consumer until a completed 

that will be used by the consumer for the 
program. Once properly completed, PPL submits IRS Form 8821 to the IRS Service Center in 



 

 

12. Maintain a copy of the executed Form 8821 in each common law employer
 
A copy of the executed IRS Form 8821 is ret
Operations Center in each common law employer’s folder
Document Management capabilities in the Web Portal.
 
13. Renew the executed IRS Forms 8821 
per Form instructions; 
 
We will renew the executed IRS Forms 8821 with common law employers on a periodic basis 
per Form instructions. The PPL 
Form 8821, allowing us to monitor and process renewals in advance of the Form’s end date
each individual common law employer
 
14. Maintain a copy of any IRS Form 8821 renewals in each common law
 
A copy of any renewals of the IRS Form 
Operations Center in each common law employer’s folder
Document Management capabilities in the Web Portal
 
15. Obtain a signed PA Department of Labor and Industry Form 
Unemployment Power of Attorney
and file with the PA-100, PA Enterprise Registration Form
participant or representative as the common
insurance filing and depositing
of UC Tax instructions; 
 
PPL will include the PA UC-884 
packet. Once individual consumer 
management system, pre-populated tax forms 
common law employer receives these tax forms as part of the enrollment packet and must sign 
and submit them to PPL.  
 
Upon receiving completed enrollment packets, PPL verifies that 
and dated by the common law employer
completion of each form in the Web Portal. If any data are missing from 
Customer Service Center specialist logs the issue into the Web Portal by generating a Support 
Ticket. This will trigger an outbound call to the 
information. Customer Service also makes follow
received, typically after a two week period, or as required to ensure paperwork is complete prior 
to the required service initiation date for a 
 
A consumer is not flagged in the PPL Web Portal as “Good to Se
UC-884 is not complete. PPL will no
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12. Maintain a copy of the executed Form 8821 in each common law employer

f the executed IRS Form 8821 is retained in a secure location in our Financial 
in each common law employer’s folder or electronically through our 

Document Management capabilities in the Web Portal. 

13. Renew the executed IRS Forms 8821 with common law employers on a

We will renew the executed IRS Forms 8821 with common law employers on a periodic basis 
PPL Web Portal Employer Checklist tracks the effective dates for 

821, allowing us to monitor and process renewals in advance of the Form’s end date
each individual common law employer.    

14. Maintain a copy of any IRS Form 8821 renewals in each common law

A copy of any renewals of the IRS Form 8821 is retained in a secure location in our Financial 
in each common law employer’s folder or electronically through our 

Document Management capabilities in the Web Portal.  

15. Obtain a signed PA Department of Labor and Industry Form PA UC
Unemployment Power of Attorney from each common law employer it represents as agent 

PA Enterprise Registration Form when registering a waiver 
participant or representative as the common law employer for state unemployme
insurance filing and depositing purposes per PA Department of Labor and Industry, Office 

884 Unemployment Power of Attorney form in each enrollment 
individual consumer information is received and entered into our financial 

populated tax forms are generated for each common law employer
receives these tax forms as part of the enrollment packet and must sign 

ceiving completed enrollment packets, PPL verifies that the PA UC
common law employer in the appropriate section. PPL tracks the stage of 

completion of each form in the Web Portal. If any data are missing from the PA UC
Customer Service Center specialist logs the issue into the Web Portal by generating a Support 
Ticket. This will trigger an outbound call to the common law employer to obtain the required 
information. Customer Service also makes follow-up calls to request paperwork that has not been 
received, typically after a two week period, or as required to ensure paperwork is complete prior 
to the required service initiation date for a consumer.     

is not flagged in the PPL Web Portal as “Good to Serve” if any section of the 
is not complete. PPL will not make payments on behalf of a consumer 
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12. Maintain a copy of the executed Form 8821 in each common law employer’s file; 

ained in a secure location in our Financial 
or electronically through our 

with common law employers on a periodic basis 

We will renew the executed IRS Forms 8821 with common law employers on a periodic basis 
Web Portal Employer Checklist tracks the effective dates for 

821, allowing us to monitor and process renewals in advance of the Form’s end date for 

14. Maintain a copy of any IRS Form 8821 renewals in each common law employer’s file; 

ained in a secure location in our Financial 
or electronically through our 

PA UC-884, 
represents as agent 

when registering a waiver 
law employer for state unemployment 

purposes per PA Department of Labor and Industry, Office 

in each enrollment 
into our financial 

are generated for each common law employer. The 
receives these tax forms as part of the enrollment packet and must sign 

the PA UC-884 has been signed 
in the appropriate section. PPL tracks the stage of 

the PA UC-884, a 
Customer Service Center specialist logs the issue into the Web Portal by generating a Support 

to obtain the required 
equest paperwork that has not been 

received, typically after a two week period, or as required to ensure paperwork is complete prior 

rve” if any section of the PA 
t make payments on behalf of a consumer until a completed 



 

 

PA UC-884 is on file for the common law employer
program.  
 
Once properly completed, we wil
Registration Form when registering a waiver participant or representative as the common law employer 
for state unemployment insurance filing and depositing purposes per PA Department of Labor and 
Industry, Office of UC Tax instructions. 
 
16. Maintain a copy of the executed PA UC
 
A copy of the executed PA UC
Center in each common law employer’s folder
Management capabilities in the Web Portal. 
 
17. When a common law employer ceases using the VF/EA FMS organization for
reason, the Selected Offeror(s) must revoke the PA UC
2B, PA UC- Employer’s Report of Employment and Business Change
 
Upon notification that a common law employer will cease using PPL as the VF/EA FMS 
organization for any reason, we will revoke the PA UC
UC-Employer’s Report of Employment and Business Change. 
 
18. When a common law employer ceases using the VF/EA FMS organization for
reason, the Selected Offeror(s) must maintain a copy of the PA Form UC
communications in each common law employ
 
PPL will maintain a copy of the PA Form UC
common law employer’s file or electronically through 
the Web Portal when he or she ceases using PPL as the VF/EA FMS organization
required period of six years after becoming fully inactive or until the disposition of court 
hearings, audits and appeals are complete. 
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common law employer that will be used by the 

we will file the PA UC-884 with the PA-100, PA Enterprise 
when registering a waiver participant or representative as the common law employer 

for state unemployment insurance filing and depositing purposes per PA Department of Labor and 
, Office of UC Tax instructions.  

16. Maintain a copy of the executed PA UC-884 in each common law employer

A copy of the executed PA UC-884 is retained in a secure location in our Financial Operations 
in each common law employer’s folder electronically through our Document 

Management capabilities in the Web Portal.  

17. When a common law employer ceases using the VF/EA FMS organization for
reason, the Selected Offeror(s) must revoke the PA UC-884 by executing

mployer’s Report of Employment and Business Change;  

Upon notification that a common law employer will cease using PPL as the VF/EA FMS 
organization for any reason, we will revoke the PA UC-884 by executing a PA Form UC

Employer’s Report of Employment and Business Change.  

18. When a common law employer ceases using the VF/EA FMS organization for
reason, the Selected Offeror(s) must maintain a copy of the PA Form UC
communications in each common law employer’s file. 

will maintain a copy of the PA Form UC-2B and all related communications in each 
or electronically through the Document Management capabilities in 

he or she ceases using PPL as the VF/EA FMS organization
of six years after becoming fully inactive or until the disposition of court 

hearings, audits and appeals are complete.  
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that will be used by the consumer for the 

PA Enterprise 
when registering a waiver participant or representative as the common law employer 

for state unemployment insurance filing and depositing purposes per PA Department of Labor and 

884 in each common law employer’s file; 

ained in a secure location in our Financial Operations 
electronically through our Document 

17. When a common law employer ceases using the VF/EA FMS organization for any 
884 by executing a PA Form UC-

 

Upon notification that a common law employer will cease using PPL as the VF/EA FMS 
884 by executing a PA Form UC-2B, PA 

18. When a common law employer ceases using the VF/EA FMS organization for any 
reason, the Selected Offeror(s) must maintain a copy of the PA Form UC-2B and all 

2B and all related communications in each 
Document Management capabilities in 

he or she ceases using PPL as the VF/EA FMS organization for the 
of six years after becoming fully inactive or until the disposition of court 



 

 

D. Providing Customer Service
 
The Selected Offeror(s) must:
 
1. Have written policies and procedures related to the completion of the tasks listed below;
 
PPL has approved, written policies and procedures related to enrolling providers including the 
completion of the tasks listed below. Upon award, we will customize our Policy and Procedures 
manual to create ones specific to the 
with all contract requirements. Each manual serves as a training and management tool, as well as 
a reference guide for each program. 
 
PPL operates a Customer Service Center located in Phoenix, Arizona that currently re
over 70,000 calls per month. Calls are processed by our industry leading 
which features an extremely robust answering service, 
based automatic call distribution options
 

PPL State of-the
 

 
 
2. Must have written internal controls, including segregation of duties, related to the 
completion of the tasks listed below;
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D. Providing Customer Service 

The Selected Offeror(s) must: 

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

policies and procedures related to enrolling providers including the 
completion of the tasks listed below. Upon award, we will customize our Policy and Procedures 

specific to the Participant Direct Services (PDS) programs that comply
ontract requirements. Each manual serves as a training and management tool, as well as 

a reference guide for each program.  

PPL operates a Customer Service Center located in Phoenix, Arizona that currently re
per month. Calls are processed by our industry leading call center technology

which features an extremely robust answering service, a strategic routing system, and 
automatic call distribution options (see below). 

the-Art Customer Service Call Center Capabilities

2. Must have written internal controls, including segregation of duties, related to the 
completion of the tasks listed below; 
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1. Have written policies and procedures related to the completion of the tasks listed below; 

policies and procedures related to enrolling providers including the 
completion of the tasks listed below. Upon award, we will customize our Policy and Procedures 

Participant Direct Services (PDS) programs that comply 
ontract requirements. Each manual serves as a training and management tool, as well as 

PPL operates a Customer Service Center located in Phoenix, Arizona that currently responds to 
call center technology, 

routing system, and skills-

er Service Call Center Capabilities 

 

2. Must have written internal controls, including segregation of duties, related to the 



 

 

We have approved, written internal controls related to the completion of all enrollment tasks 
including those listed below. Upon award, we will customize our written internal controls to 
meet the specifications of the 
duties, which will comply with all contract requirements
 
3. Implement customer service policies and procedures that reflect the principals of self 
determination; 
 
Training is provided extensively within the PPL organization
correctly and timely. Our Customer Service Center representatives provide service exclusively to 
participants in self-directed programs, which s
begin its work with Pennsylvani

� A working understanding of the principles of self
understanding of the culture and networks that sustain people with disabilities; 

� An understanding of the principle
disabilities seeking a self

� An understanding of the principles of customer service, and the skill and ability to work 
with all stakeholders on a variety of issues, both simple and

� A strong knowledge base of F/EA processes, including enrollment processes, establishing 
EIN status for member/employers or their representatives, tax withholding requirements 
for direct care workers and all payroll processing requirements;

� Deep experience with fiscal management services and our financial management system.
 
At PPL we understand that there is no disabling condition of the 
PPL’s inability to perform its tasks and that, if and when appropriate, 
member/common law employer may be designated as an authorized representative. PPL commits 
to the following:  
 

� We assume that the participant 
law employer is responsible for d
our job is to support the member and/or authorized representative with his or her 
responsibilities.  

� We recognize that another designated individual may act as an authorized representative 
of the employer.  
 

4. Implement customer service policies and procedures that are culturally sensitive in 
business practices in order to communicate effectively with a diverse population of 
participants of all ages and with a variety of chronic conditions;
 
Customer Service Center staff members treat all callers with dignity and respect. No other 
treatment standard is acceptable. In many call centers, direct care worker performance is 
measured by the length of time they are on a call in order to minimize costs. PPL sp
does not do this to ensure our customer service specialists feel empowered to spend the time on 
the phone that is required to ensure that the caller’s needs are satisfied.
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We have approved, written internal controls related to the completion of all enrollment tasks 
including those listed below. Upon award, we will customize our written internal controls to 
meet the specifications of the PDS programs, including documentation of the segregation of 

will comply with all contract requirements.  

3. Implement customer service policies and procedures that reflect the principals of self 

raining is provided extensively within the PPL organization to ensure tasks are completed 
. Our Customer Service Center representatives provide service exclusively to 

directed programs, which share many policies and procedures
begin its work with Pennsylvania DPW with the following competencies already established: 

A working understanding of the principles of self-determination and an insiders’ 
understanding of the culture and networks that sustain people with disabilities; 
An understanding of the principles of cultural competence as it relates to individuals with 
disabilities seeking a self-determined life;  
An understanding of the principles of customer service, and the skill and ability to work 
with all stakeholders on a variety of issues, both simple and complex; 
A strong knowledge base of F/EA processes, including enrollment processes, establishing 
EIN status for member/employers or their representatives, tax withholding requirements 
for direct care workers and all payroll processing requirements; 

with fiscal management services and our financial management system.

understand that there is no disabling condition of the participant 
PPL’s inability to perform its tasks and that, if and when appropriate, individuals other than the 

employer may be designated as an authorized representative. PPL commits 

participant and/or authorized representative serving as the common 
law employer is responsible for directing the work of their direct care workers and that 
our job is to support the member and/or authorized representative with his or her 

We recognize that another designated individual may act as an authorized representative 

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

Service Center staff members treat all callers with dignity and respect. No other 
treatment standard is acceptable. In many call centers, direct care worker performance is 
measured by the length of time they are on a call in order to minimize costs. PPL sp
does not do this to ensure our customer service specialists feel empowered to spend the time on 
the phone that is required to ensure that the caller’s needs are satisfied. 
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We have approved, written internal controls related to the completion of all enrollment tasks 
including those listed below. Upon award, we will customize our written internal controls to 

of the segregation of 

3. Implement customer service policies and procedures that reflect the principals of self 

to ensure tasks are completed 
. Our Customer Service Center representatives provide service exclusively to 

hare many policies and procedures. Our staff will 
a DPW with the following competencies already established:  

determination and an insiders’ 
understanding of the culture and networks that sustain people with disabilities;  

s of cultural competence as it relates to individuals with 

An understanding of the principles of customer service, and the skill and ability to work 
complex;  

A strong knowledge base of F/EA processes, including enrollment processes, establishing 
EIN status for member/employers or their representatives, tax withholding requirements 

with fiscal management services and our financial management system. 

participant that should result in 
individuals other than the 

employer may be designated as an authorized representative. PPL commits 

and/or authorized representative serving as the common 
irecting the work of their direct care workers and that 

our job is to support the member and/or authorized representative with his or her 

We recognize that another designated individual may act as an authorized representative 

4. Implement customer service policies and procedures that are culturally sensitive in 
business practices in order to communicate effectively with a diverse population of 

Service Center staff members treat all callers with dignity and respect. No other 
treatment standard is acceptable. In many call centers, direct care worker performance is 
measured by the length of time they are on a call in order to minimize costs. PPL specifically 
does not do this to ensure our customer service specialists feel empowered to spend the time on 



 

 

We have also made a significant business commitment to statistically meas
quotient of our representatives
interactions with its customers and scored each one on a comprehensive list of of
attributes.  Each attribute has specific parameters that guide whether the representative met our 
lofty standards.  Customer Service 
monitor:  either they were perfect in every facet
data on each attribute allows supervision to coach the pattern of opportunity unique to each 
representative.  We believe this approach demonstrates the highest quality standard applied in the 
industry today. 
 
In addition:  

� All our Customer Service Specialists recognize the client and/or authorized representative 
as the person in charge.

� Our rules regarding caller identification and information available to callers other than 
the client and/or authorized representative are stated clearly in our Policies and 
Procedures.  

� Our specialists operate with clear guidance about who is in charge and
the client and/or authorized representative.

 
5. Implement and maintain mandatory staffing of the toll
eight hour period between the hours of 8:30 am 
Friday, except on state and federal holidays with a voicemail box activated for after hours;
 
PPL will establish a toll-free number available 24/7 for the exclusive use of the Pennsylvania 
DPW Program. To address the needs of our customers, PPL staff dedicated to this project will
available Monday through Friday from 8:00AM to 8:00 PM
9:00AM to 1:00PM EST/EDT
environment, successfully meeting our customers’ needs can no longer be accommodated within 
a traditional business hours schedule.  
common information requested
automated IVR solution.  This secure telephony environment provides specific information 
regarding recently approved hours and the timing of next remittance for customers unable to 
utilize our web-based information solution
 
6. Respond to all participant ca
of receipt of the call; 
 
Calls are answered in the order in which they are received.  During peak phone traffic periods, 
customers have the option of utilizing PPL’s 
queuing system.  This allows a customer to maintain their place in line without remaining on the 
phone.  Customers have universally praised this enhancement allowing them the flexibility to 
reach a representative and still conduct their d
voicemail outside our expanded window of service 
day.   
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We have also made a significant business commitment to statistically meas
quotient of our representatives’ calls.  Last year PPL management listened to over 5,000 call 
interactions with its customers and scored each one on a comprehensive list of of
attributes.  Each attribute has specific parameters that guide whether the representative met our 
lofty standards.  Customer Service Representatives receive one of two scores on each completed 
monitor:  either they were perfect in every facet of a call, or they need improvement
data on each attribute allows supervision to coach the pattern of opportunity unique to each 
representative.  We believe this approach demonstrates the highest quality standard applied in the 

All our Customer Service Specialists recognize the client and/or authorized representative 
as the person in charge. 
Our rules regarding caller identification and information available to callers other than 
the client and/or authorized representative are stated clearly in our Policies and 

Our specialists operate with clear guidance about who is in charge and
the client and/or authorized representative. 

5. Implement and maintain mandatory staffing of the toll-free telephone system for an 
eight hour period between the hours of 8:30 am – 5:00 pm EST/EDT, Monday through 

nd federal holidays with a voicemail box activated for after hours;

free number available 24/7 for the exclusive use of the Pennsylvania 
To address the needs of our customers, PPL staff dedicated to this project will

available Monday through Friday from 8:00AM to 8:00 PM EST/EDT and Saturday from 
EST/EDT.   Our experience has taught us that in today’s busy 

meeting our customers’ needs can no longer be accommodated within 
business hours schedule.  Additionally, PPL makes timesheet status data, our most 

requested and available 24/7 to providers and participants through our 
omated IVR solution.  This secure telephony environment provides specific information 

regarding recently approved hours and the timing of next remittance for customers unable to 
based information solutions. 

6. Respond to all participant calls (inquires, issues and complaints) within one business day 

Calls are answered in the order in which they are received.  During peak phone traffic periods, 
customers have the option of utilizing PPL’s Hold My Place feature which 

system.  This allows a customer to maintain their place in line without remaining on the 
phone.  Customers have universally praised this enhancement allowing them the flexibility to 
reach a representative and still conduct their daily activities.  Customers choosing to leave a 
voicemail outside our expanded window of service hours will be returned the following business 
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We have also made a significant business commitment to statistically measuring the quality 
calls.  Last year PPL management listened to over 5,000 call 

interactions with its customers and scored each one on a comprehensive list of of more than 35 
attributes.  Each attribute has specific parameters that guide whether the representative met our 

receive one of two scores on each completed 
of a call, or they need improvement.  Cataloged 

data on each attribute allows supervision to coach the pattern of opportunity unique to each 
representative.  We believe this approach demonstrates the highest quality standard applied in the 

All our Customer Service Specialists recognize the client and/or authorized representative 

Our rules regarding caller identification and information available to callers other than 
the client and/or authorized representative are stated clearly in our Policies and 

Our specialists operate with clear guidance about who is in charge and the authority of 

free telephone system for an 
5:00 pm EST/EDT, Monday through 

nd federal holidays with a voicemail box activated for after hours;  

free number available 24/7 for the exclusive use of the Pennsylvania 
To address the needs of our customers, PPL staff dedicated to this project will be 

and Saturday from 
in today’s busy family 

meeting our customers’ needs can no longer be accommodated within 
Additionally, PPL makes timesheet status data, our most 

24/7 to providers and participants through our 
omated IVR solution.  This secure telephony environment provides specific information 

regarding recently approved hours and the timing of next remittance for customers unable to 

lls (inquires, issues and complaints) within one business day 

Calls are answered in the order in which they are received.  During peak phone traffic periods, 
feature which manages a virtual 

system.  This allows a customer to maintain their place in line without remaining on the 
phone.  Customers have universally praised this enhancement allowing them the flexibility to 

aily activities.  Customers choosing to leave a 
will be returned the following business 



 

 

 
7. Have a fax; 
 
PPL will establish a high-speed fax number which is available 24/7 for the exclusive use 
Pennsylvania DPW PDS program
submitting enrollment paperwork instead of using the US Mail and will automatically convert 
any faxed document to PDF. 
 
8. Have an operational TTY/TDD line;
 
All project staff are trained in cultural diversity and providing or facilitating the use of 
interpretive/translation services through the use of Language Line Services and can communicate 
effectively by voice and TTY technology with clients who have disabili
the hard of hearing. 
 
9. Have internet e-mail capacity;
 
PPL provides an E-mail communication option through the PPL Web Portal.
a “Contact Us” page which provides the program specific phone number and fax number
with a narrative box which can be used to email customer service. The program specific email 
address is also located on the Contact Us page and can be used to e
if the member/employer or worker prefers. 
these e-mails in the same way we manage phone calls directing them to specifically trained 
representatives who are practiced in handling the unique requirements of e
Customer service representatives will 
receipt. PPL’s enrollment packages also list the program specific email address
access to those members who choose not to register with the Web Portal
 
10. Have a web site and provide 
up-to-date information and have internal controls documented to monitor the accuracy of 
the materials included on the website and the effectiveness of the system;
 
PPL’s Web Portal provides an intuitive and user
with PPL’s dual platform financial management system. Designed by staff with years of 
experience managing complex HCBS waiver 
programs, the Web Portal reflects the best of commercial products and PPL’s experience with 
consumer direction. PPL IT developers prioritize increasing efficiency, accuracy, and flexibility 
of payment processing. The product is a customizable, int
requires minimal training and no additional hardware or software by our clients
participants and their representatives will have 
Web Portal every day.  
 

11. Have written internal controls to monitor the accuracy of the materials included on the 
website and the effectiveness of the system;
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speed fax number which is available 24/7 for the exclusive use 
programs. This fax number may be used as an alternative option for 

submitting enrollment paperwork instead of using the US Mail and will automatically convert 

8. Have an operational TTY/TDD line; 

project staff are trained in cultural diversity and providing or facilitating the use of 
interpretive/translation services through the use of Language Line Services and can communicate 
effectively by voice and TTY technology with clients who have disabilities, including deaf and 

mail capacity; 

mail communication option through the PPL Web Portal.
page which provides the program specific phone number and fax number

with a narrative box which can be used to email customer service. The program specific email 
address is also located on the Contact Us page and can be used to e-mail from a personal account 
if the member/employer or worker prefers. The PPL Customer Service System routes and tracks 

mails in the same way we manage phone calls directing them to specifically trained 
representatives who are practiced in handling the unique requirements of e-

service representatives will respond to these emails within 24 business 
receipt. PPL’s enrollment packages also list the program specific email address

members who choose not to register with the Web Portal.  

10. Have a web site and provide access to waiver participants and representatives to view 
date information and have internal controls documented to monitor the accuracy of 

the materials included on the website and the effectiveness of the system;

PPL’s Web Portal provides an intuitive and user-friendly experience that seamlessly integrates 
with PPL’s dual platform financial management system. Designed by staff with years of 
experience managing complex HCBS waiver program requirements and implementi
programs, the Web Portal reflects the best of commercial products and PPL’s experience with 
consumer direction. PPL IT developers prioritize increasing efficiency, accuracy, and flexibility 
of payment processing. The product is a customizable, interactive, and intuitive system that 
requires minimal training and no additional hardware or software by our clients
participants and their representatives will have 24/7 real-time access to their information through 

written internal controls to monitor the accuracy of the materials included on the 
website and the effectiveness of the system; 
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speed fax number which is available 24/7 for the exclusive use of the 
. This fax number may be used as an alternative option for 

submitting enrollment paperwork instead of using the US Mail and will automatically convert 

project staff are trained in cultural diversity and providing or facilitating the use of 
interpretive/translation services through the use of Language Line Services and can communicate 

ties, including deaf and 

mail communication option through the PPL Web Portal. The Web Portal has 
page which provides the program specific phone number and fax number along 

with a narrative box which can be used to email customer service. The program specific email 
mail from a personal account 

Service System routes and tracks 
mails in the same way we manage phone calls directing them to specifically trained 

-mail interactions. 
business hours of 

receipt. PPL’s enrollment packages also list the program specific email address providing e-mail 
 

access to waiver participants and representatives to view 
date information and have internal controls documented to monitor the accuracy of 

the materials included on the website and the effectiveness of the system; 

friendly experience that seamlessly integrates 
with PPL’s dual platform financial management system. Designed by staff with years of 

requirements and implementing large 
programs, the Web Portal reflects the best of commercial products and PPL’s experience with 
consumer direction. PPL IT developers prioritize increasing efficiency, accuracy, and flexibility 

eractive, and intuitive system that 
requires minimal training and no additional hardware or software by our clients. Waiver 

access to their information through 

written internal controls to monitor the accuracy of the materials included on the 



 

 

 
As part of our quality management plan, all of our deliverables to our clients are checked and re
checked by project team staff for accuracy and completeness. Procedures for data quality checks 
have been standardized. The nature of our operational structure insures that any work or 
deliverable is passed through a managing supervisor for quality management. In addition, PPL 
provides training workshops for our staff on producing quality deliverables and increasing 
product knowledge.  
 
12. Have the ability to provide translation and interpreter services (i.e., American Sign, and 
services for persons with Limited English Proficiency);
 
We support member/employers who have hearing and speech impairments and are able to 
accommodate their needs using a variety of tools. For example, some member/employers wish to 
utilize our TTY services while others prefer to communicate via e
staff includes many employees who are natural Spanish speakers and are able to 
with our customers.  For language needs beyond Spanish, PPL provides two options.  We use the 
commercial service, Language Line to provide 
a significant density, PPL invests in recruiting and training Customer Service Representatives 
fluent in that language concentration.  This practice has recently led us to add a small group of 
Mandarin speakers to the team in response to the evolving needs of our customers.  Upon award, 
PPL will work with the state to identify any language needs best served through this dedicated 
approach.  
 
13. Have the ability to provide materials in alternate print (i.e., lar
languages other than English;
 
If needed, PPL is capable of providing
limited sight and those who read other languages
has also retained the services of professional translation resources to accommodate unique 
language needs when the density of population dictates the use of specific language documents 
including Spanish. 
 
14. Implement and maintain a system for receiving, responding and tracking all 
communications from any source (including complaints) and maintain a log that addresses:
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 comprehensive reporting and information on 
every phone interaction.  The system’s flexibility allows us to understand our customers’
experience down to the unique call
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As part of our quality management plan, all of our deliverables to our clients are checked and re
f for accuracy and completeness. Procedures for data quality checks 

have been standardized. The nature of our operational structure insures that any work or 
deliverable is passed through a managing supervisor for quality management. In addition, PPL 

es training workshops for our staff on producing quality deliverables and increasing 

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

We support member/employers who have hearing and speech impairments and are able to 
accommodate their needs using a variety of tools. For example, some member/employers wish to 
utilize our TTY services while others prefer to communicate via e-mail. Our c
staff includes many employees who are natural Spanish speakers and are able to 
with our customers.  For language needs beyond Spanish, PPL provides two options.  We use the 
commercial service, Language Line to provide translation services or when language needs reach 
a significant density, PPL invests in recruiting and training Customer Service Representatives 
fluent in that language concentration.  This practice has recently led us to add a small group of 

to the team in response to the evolving needs of our customers.  Upon award, 
PPL will work with the state to identify any language needs best served through this dedicated 

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

providing our materials in alternative print for 
read other languages.  As with our verbal language capabilities, PPL 

has also retained the services of professional translation resources to accommodate unique 
language needs when the density of population dictates the use of specific language documents 

Implement and maintain a system for receiving, responding and tracking all 
communications from any source (including complaints) and maintain a log that addresses:

e. If any mandatory reporting that occurred; and 

PPL’s robust call management resources provide comprehensive reporting and information on 
every phone interaction.  The system’s flexibility allows us to understand our customers’
experience down to the unique call capturing every step the customer traversed including who 
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As part of our quality management plan, all of our deliverables to our clients are checked and re-
f for accuracy and completeness. Procedures for data quality checks 

have been standardized. The nature of our operational structure insures that any work or 
deliverable is passed through a managing supervisor for quality management. In addition, PPL 

es training workshops for our staff on producing quality deliverables and increasing 

12. Have the ability to provide translation and interpreter services (i.e., American Sign, and 

We support member/employers who have hearing and speech impairments and are able to 
accommodate their needs using a variety of tools. For example, some member/employers wish to 

Our customer service 
staff includes many employees who are natural Spanish speakers and are able to interact directly 
with our customers.  For language needs beyond Spanish, PPL provides two options.  We use the 

services or when language needs reach 
a significant density, PPL invests in recruiting and training Customer Service Representatives 
fluent in that language concentration.  This practice has recently led us to add a small group of 

to the team in response to the evolving needs of our customers.  Upon award, 
PPL will work with the state to identify any language needs best served through this dedicated 

ge print and Braille) and 

our materials in alternative print for participants with 
As with our verbal language capabilities, PPL 

has also retained the services of professional translation resources to accommodate unique 
language needs when the density of population dictates the use of specific language documents 

Implement and maintain a system for receiving, responding and tracking all 
communications from any source (including complaints) and maintain a log that addresses: 

PPL’s robust call management resources provide comprehensive reporting and information on 
every phone interaction.  The system’s flexibility allows us to understand our customers’ 

capturing every step the customer traversed including who 



 

 

they talked to and how long they interacted, or even how long they were placed on hold.  In 
addition, the system provides for digital 
of specific transactions for both our internal Quality Assurance efforts and as a resource to our 
clients.  PPL’s reporting tools meet all of the needs described by the Pennsylvania DPW Program 
requirements, and more. Live call 

� Abandoned call rate
� Elapsed time for call backs
� Average time per call
� Service Level

 
Below is a sample Customer Service Center report for the OK CD
and people with physical disabilities
Program. 
 

 
Calls are answered by representatives from a program
the general concepts of self direction as well as in the specific policies and procedures unique to 
the program. The DPW program customer service line will be open to all members affiliated 
with the program – participant, DCW, common law employer, CM/SC, etc.
 
Our call center phone technology 
allows for in-house custom solutions designed to meet the unique needs of the DPW Program. 
These developments include call management and routing, strategic reporting for analysis of 
customer calling patterns, and automated outbound messaging services for update and 
notification purposes.  
 
A number of key technologies we have implemented to ensure program participants receive 
exceptional customer service are highlighted here. 
 

� Intelligent data-directed routing via 
program members with the ability to call into PPL’s customer service number to inquire 
about common questions regarding timesheets, authorizations, etc. IVR allows callers to 
choose to bypass an attendant and receive answers directly from our d
example: “Joe” is a DCW
the IVR system, PPL recognizes Joe’s telephone number and can quickly confirm who he 
is. We can then offer him an automated menu, including the option to hear t
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they talked to and how long they interacted, or even how long they were placed on hold.  In 
addition, the system provides for digital recording of most calls providing a resource for review 
of specific transactions for both our internal Quality Assurance efforts and as a resource to our 
clients.  PPL’s reporting tools meet all of the needs described by the Pennsylvania DPW Program 

Live call answering rate 
Abandoned call rate 
Elapsed time for call backs 
Average time per call 
Service Level 

Below is a sample Customer Service Center report for the OK CD-PASS Program
and people with physical disabilities. Comparable reports will be developed for the PA DPW 

Calls are answered by representatives from a program-specific team that has been trained both in 
the general concepts of self direction as well as in the specific policies and procedures unique to 

program customer service line will be open to all members affiliated 
participant, DCW, common law employer, CM/SC, etc.

technology represents an innovative and highly effective system that 
om solutions designed to meet the unique needs of the DPW Program. 

These developments include call management and routing, strategic reporting for analysis of 
customer calling patterns, and automated outbound messaging services for update and 

A number of key technologies we have implemented to ensure program participants receive 
exceptional customer service are highlighted here.  

directed routing via interactive voice response (IVR)
program members with the ability to call into PPL’s customer service number to inquire 
about common questions regarding timesheets, authorizations, etc. IVR allows callers to 
choose to bypass an attendant and receive answers directly from our d

DCW who wants to confirm that PPL received his timesheet. With 
the IVR system, PPL recognizes Joe’s telephone number and can quickly confirm who he 
is. We can then offer him an automated menu, including the option to hear t
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they talked to and how long they interacted, or even how long they were placed on hold.  In 
iding a resource for review 

of specific transactions for both our internal Quality Assurance efforts and as a resource to our 
clients.  PPL’s reporting tools meet all of the needs described by the Pennsylvania DPW Program 

PASS Program serving elders 
developed for the PA DPW 

 

specific team that has been trained both in 
the general concepts of self direction as well as in the specific policies and procedures unique to 

program customer service line will be open to all members affiliated 
participant, DCW, common law employer, CM/SC, etc. 

an innovative and highly effective system that 
om solutions designed to meet the unique needs of the DPW Program. 

These developments include call management and routing, strategic reporting for analysis of 
customer calling patterns, and automated outbound messaging services for update and 

A number of key technologies we have implemented to ensure program participants receive 

interactive voice response (IVR) to provide 
program members with the ability to call into PPL’s customer service number to inquire 
about common questions regarding timesheets, authorizations, etc. IVR allows callers to 
choose to bypass an attendant and receive answers directly from our database. For 

who wants to confirm that PPL received his timesheet. With 
the IVR system, PPL recognizes Joe’s telephone number and can quickly confirm who he 
is. We can then offer him an automated menu, including the option to hear timesheet 



 

 

status. At the press of a button, Joe can hear information confirming that his timesheet 
has been received.  
 

� Ability to provide real
questions may be answered when the Customer Service Center is not open. Callers can 
find out timesheet status information outside of normal business hours. For example: 
“Joe” is a DCW who wants to confirm that is timesheet will be paid tomorrow
today is a Sunday. Using our automated phone menu, Joe can enter a few pieces of 
information and find out that his timesheet has been fully processed and is cleared for 
payment without having to wait until Monday morning.
 

� Automated outbound calling
information in a cost-effective manner. For example: The holidays are approaching, and 
many workers have called to confirm payroll deadlines because they want to be able to 
plan accordingly. We can 
numbers, automatically call them, and leave a pre
payroll dates for the month.
transitions that require d
their workers in a short time.

 
PPL’s call center technology is highly customizable and has proven to be an invaluable asset in 
program communication. We have applied this same logic to other 
that PPL provides including:  

1. Web-based information 
2. Internet/email communication 
3. Translation/interpreter services
4. Materials in alternate formats 

 
Through the use of the PPL Web Portal, customer service representatives from a 
program team can provide callers with real
trained, experienced and held to high standards when delivering exceptional customer service 
including:  

� Providing prompt and courteous responses to questions;
� Assisting participants and workers with all aspects of enrollment into a consumer directed 

program; 
� Providing explanations of the documents in enrollment packets and employment packets, 

including each tax form, its purpose, and how it will be used and pro
� Providing callers, including participants and their workers with answers to questions 

about payroll, check processing status, withholding amounts, rate of pay, services, 
any questions on reports received;

� Performing outreach to participa
completion of necessary paperwork; and support inbound and outbound calls by follow
up correspondence to participants and their DCWs, including providing information 
about why a payment is pended or 
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status. At the press of a button, Joe can hear information confirming that his timesheet 

real-time requested information via automation 24/7
questions may be answered when the Customer Service Center is not open. Callers can 
find out timesheet status information outside of normal business hours. For example: 

who wants to confirm that is timesheet will be paid tomorrow
today is a Sunday. Using our automated phone menu, Joe can enter a few pieces of 
information and find out that his timesheet has been fully processed and is cleared for 
payment without having to wait until Monday morning. 

Automated outbound calling to contact direct care workers quickly to distribute general 
effective manner. For example: The holidays are approaching, and 

many workers have called to confirm payroll deadlines because they want to be able to 
plan accordingly. We can quickly generate a list of all active direct care workers’ phone 
numbers, automatically call them, and leave a pre-recorded message confirming the 
payroll dates for the month. This is an especially valuable service during program 
transitions that require disbursing accurate information to thousands of participants and 
their workers in a short time. 

is highly customizable and has proven to be an invaluable asset in 
program communication. We have applied this same logic to other customer assistance mediums 

 
based information  

Internet/email communication  
Translation/interpreter services 
Materials in alternate formats  

Web Portal, customer service representatives from a 
program team can provide callers with real-time DPW Program information. Our staff are 
trained, experienced and held to high standards when delivering exceptional customer service 

Providing prompt and courteous responses to questions; 
Assisting participants and workers with all aspects of enrollment into a consumer directed 

Providing explanations of the documents in enrollment packets and employment packets, 
including each tax form, its purpose, and how it will be used and pro
Providing callers, including participants and their workers with answers to questions 
about payroll, check processing status, withholding amounts, rate of pay, services, 
any questions on reports received; 
Performing outreach to participants and their direct care workers in order to facilitate 
completion of necessary paperwork; and support inbound and outbound calls by follow
up correspondence to participants and their DCWs, including providing information 
about why a payment is pended or denied; 
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status. At the press of a button, Joe can hear information confirming that his timesheet 

time requested information via automation 24/7, so that 
questions may be answered when the Customer Service Center is not open. Callers can 
find out timesheet status information outside of normal business hours. For example: 

who wants to confirm that is timesheet will be paid tomorrow—but 
today is a Sunday. Using our automated phone menu, Joe can enter a few pieces of 
information and find out that his timesheet has been fully processed and is cleared for 

contact direct care workers quickly to distribute general 
effective manner. For example: The holidays are approaching, and 

many workers have called to confirm payroll deadlines because they want to be able to 
quickly generate a list of all active direct care workers’ phone 

recorded message confirming the 
This is an especially valuable service during program 

isbursing accurate information to thousands of participants and 

is highly customizable and has proven to be an invaluable asset in 
customer assistance mediums 

Web Portal, customer service representatives from a dedicated 
time DPW Program information. Our staff are 

trained, experienced and held to high standards when delivering exceptional customer service 

Assisting participants and workers with all aspects of enrollment into a consumer directed 

Providing explanations of the documents in enrollment packets and employment packets, 
including each tax form, its purpose, and how it will be used and processed by PPL; 
Providing callers, including participants and their workers with answers to questions 
about payroll, check processing status, withholding amounts, rate of pay, services, and 

nts and their direct care workers in order to facilitate 
completion of necessary paperwork; and support inbound and outbound calls by follow-
up correspondence to participants and their DCWs, including providing information 



 

 

� Transferring key payroll issues to the appropriate payroll expert ;
� Tracking and logging all calls in 

resolutions. 
 
A hallmark of our Customer Service Center is the Support Ticket (call documentation) tracking 
system in our Web Portal. A Support Ticket is essentially a case management tool and our 
method of electronically documenting all contact with Members, direct car
Managers and Transition Coordinators. This system is utilized to track any and all service issues 
and inquiries and to ensure all customer service representatives follow up with the 
Member/direct care worker/Case Manager as necessary. 
Support Ticket identifies the category and sub
describes the issue and records the Member and direct care worker associated with the 
communication. 
 
The representative must report 
voicemail message, and/or whether it is an inbound/outbound call or e
representatives immediately check voicemails from the prior night and open Support Tickets to 
initiate the outbound calls. Any pertinent or specific information is also added to the open
section of the ticket. Once all information has been saved the ticket is then assigned a unique ID. 
 
Our customer support representatives are able to utilize the Su
Portal to automatically assign the ticket to the appropriate staff member that is best able to 
resolve the issue. Once the issue has subsequently been resolved the customer service 
representative will then close the ticket.
current date and stored on the Web Portal for PPL management to effectively monitor all issues, 
exchanges, and resolutions. Further, program management staff may monitor all Support Tickets 
for the DPW program, opened or closed, including the categories and subcategories to which the 
calls was assigned. Such information allows us to proactively understand and address the most 
common call issues. 
 
15. Implement and maintain a system for reporting incidents
office: 
 
Either through our customer service center or Support Tickets via Web Portal, incidents can be 
easily captured and categorized by severity as defined by OLTL and ODP:
 
a. As defined by the OLTL in Incident Management Bul
52-10-01, 55-10-01, 59-10-01;
 
PPL will implement and maintain the necessary system for reporting incidents as defined by the 
OLTL in Incident Management Bulletin Number 05
10-01.  
 
b. As defined by the ODP in Incident Management Bulletin Number
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Transferring key payroll issues to the appropriate payroll expert ; 
Tracking and logging all calls in the PPL Web Portal, monitoring issues and documenting 

A hallmark of our Customer Service Center is the Support Ticket (call documentation) tracking 
A Support Ticket is essentially a case management tool and our 

method of electronically documenting all contact with Members, direct car
Managers and Transition Coordinators. This system is utilized to track any and all service issues 
and inquiries and to ensure all customer service representatives follow up with the 
Member/direct care worker/Case Manager as necessary. The representative opening the new 
Support Ticket identifies the category and sub-category (per program requirements) that best 
describes the issue and records the Member and direct care worker associated with the 

The representative must report the date the ticket was opened, whether it originated from a 
voicemail message, and/or whether it is an inbound/outbound call or e-mail. Each morning, our 
representatives immediately check voicemails from the prior night and open Support Tickets to 

e the outbound calls. Any pertinent or specific information is also added to the open
section of the ticket. Once all information has been saved the ticket is then assigned a unique ID. 

Our customer support representatives are able to utilize the Support Ticket function on the Web 
Portal to automatically assign the ticket to the appropriate staff member that is best able to 
resolve the issue. Once the issue has subsequently been resolved the customer service 
representative will then close the ticket. The date closed is automatically populated with the 
current date and stored on the Web Portal for PPL management to effectively monitor all issues, 
exchanges, and resolutions. Further, program management staff may monitor all Support Tickets 

rogram, opened or closed, including the categories and subcategories to which the 
calls was assigned. Such information allows us to proactively understand and address the most 

15. Implement and maintain a system for reporting incidents as defined by the program 

Either through our customer service center or Support Tickets via Web Portal, incidents can be 
easily captured and categorized by severity as defined by OLTL and ODP: 

a. As defined by the OLTL in Incident Management Bulletin Number 05
01; 

PPL will implement and maintain the necessary system for reporting incidents as defined by the 
OLTL in Incident Management Bulletin Number 05-10-01, 51-10-01, 52-10

b. As defined by the ODP in Incident Management Bulletin Number 6000
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PPL Web Portal, monitoring issues and documenting 

A hallmark of our Customer Service Center is the Support Ticket (call documentation) tracking 
A Support Ticket is essentially a case management tool and our 

method of electronically documenting all contact with Members, direct care workers, Case 
Managers and Transition Coordinators. This system is utilized to track any and all service issues 
and inquiries and to ensure all customer service representatives follow up with the 

epresentative opening the new 
category (per program requirements) that best 

describes the issue and records the Member and direct care worker associated with the 

the date the ticket was opened, whether it originated from a 
mail. Each morning, our 

representatives immediately check voicemails from the prior night and open Support Tickets to 
e the outbound calls. Any pertinent or specific information is also added to the open-note 

section of the ticket. Once all information has been saved the ticket is then assigned a unique ID.  

pport Ticket function on the Web 
Portal to automatically assign the ticket to the appropriate staff member that is best able to 
resolve the issue. Once the issue has subsequently been resolved the customer service 

The date closed is automatically populated with the 
current date and stored on the Web Portal for PPL management to effectively monitor all issues, 
exchanges, and resolutions. Further, program management staff may monitor all Support Tickets 

rogram, opened or closed, including the categories and subcategories to which the 
calls was assigned. Such information allows us to proactively understand and address the most 

as defined by the program 

Either through our customer service center or Support Tickets via Web Portal, incidents can be 
 

letin Number 05-10-01, 51-10-01, 

PPL will implement and maintain the necessary system for reporting incidents as defined by the 
10-01, 55-10-01, 59-

6000-04-01; 



 

 

 
PPL will implement and maintain the necessary system for reporting incidents as defined by the 
ODP in Incident Management Bulletin Number 6000
 
16. Respond to all waiver par
within one (1) business day from receipt of call;
 
Customer service representatives will respond to all waiver participants
within one business day from receipt of call. 
for callers. Hold My Place, or virtual queuing, is a concept used to support 
treatment of our customer calls.
they have three choices: wait until customer service becomes available, leave a message that will 
be returned at sometime in the future, or abandon (hang up
center’s perspective, a long queue results in many abandoned calls, repeat attempts, and 
customer dissatisfaction. The 
instead of waiting in a call queue. It wo
parks, which often have long queues to ride the various coasters and attractions. A computerized 
system allows park visitors to secure their place in a “virtual queue” rather than waiting in a 
physical queue. Callers who opt to wait are still served in their queue order and 
callers are integrated in the same queue and when they reach the front of it, they are called back.
 
17. Have and maintain a complaint and grievance procedure that inc
a. An Advisory/Grievance Committee that includes common law employers, and waiver or 
state funded program participants and representatives, and meets either in person or via 
telephone or video conference at least quarterly to discuss the provision o
to evaluate any grievances filed or feedback provided by common law employers, waiver 
participants or representatives;
b. Responding to complaints from common law employers, waiver participants or 
representatives within two (2) business day
c. Tracking activities related to the receipt of complaints;
d. Resolving VF/EA FMS related complaints and grievances within five (5) business days of 
receipt; and 
e. Providing monthly reports to OLTL/PDA/ODP outlin ing complaints received and 
resolutions achieved; 
 
PPL will maintain a complaint and grievance procedure which will include an 
Advisory/Grievance Committee comprising 
quarterly via telephone or video to allow program members to discus
and to evaluate any grievances. As stated earlier, all complaints will be tracked, addressed by 
PPL representatives within one business day, and resolved within five business days. PPL will 
provide reports delineating complaints a
 
18. Conduct a Common Law Employer Satisfaction Survey using the tool provided by 
OLTL/PDA/ODP. The survey must be implemented 60 days after enrollment and annually. 
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PPL will implement and maintain the necessary system for reporting incidents as defined by the 
ODP in Incident Management Bulletin Number 6000-04-01 

16. Respond to all waiver participant and representative communications of any source 
within one (1) business day from receipt of call; 

Customer service representatives will respond to all waiver participants and all other sources
within one business day from receipt of call. Recently, we’ve implemented an additional option 

or virtual queuing, is a concept used to support 
treatment of our customer calls. Generally, from the caller’s perspective, without virtual queuing 
they have three choices: wait until customer service becomes available, leave a message that will 
be returned at sometime in the future, or abandon (hang up) and try again later. From the call 
center’s perspective, a long queue results in many abandoned calls, repeat attempts, and 
customer dissatisfaction. The Hold My Place system allows customers to receive callbacks 
instead of waiting in a call queue. It works similarly to a “fast lane” option used at amusement 
parks, which often have long queues to ride the various coasters and attractions. A computerized 
system allows park visitors to secure their place in a “virtual queue” rather than waiting in a 

l queue. Callers who opt to wait are still served in their queue order and 
callers are integrated in the same queue and when they reach the front of it, they are called back.

17. Have and maintain a complaint and grievance procedure that includes:
a. An Advisory/Grievance Committee that includes common law employers, and waiver or 
state funded program participants and representatives, and meets either in person or via 
telephone or video conference at least quarterly to discuss the provision o
to evaluate any grievances filed or feedback provided by common law employers, waiver 
participants or representatives; 
b. Responding to complaints from common law employers, waiver participants or 
representatives within two (2) business days; 
c. Tracking activities related to the receipt of complaints; 
d. Resolving VF/EA FMS related complaints and grievances within five (5) business days of 

e. Providing monthly reports to OLTL/PDA/ODP outlin ing complaints received and 

PPL will maintain a complaint and grievance procedure which will include an 
Advisory/Grievance Committee comprising a range of constituencies. Conferences will occur 
quarterly via telephone or video to allow program members to discuss provisions of VF/EA FMS 
and to evaluate any grievances. As stated earlier, all complaints will be tracked, addressed by 
PPL representatives within one business day, and resolved within five business days. PPL will 
provide reports delineating complaints and resolutions to OLTL/PDA/ODP on a monthly basis.

18. Conduct a Common Law Employer Satisfaction Survey using the tool provided by 
OLTL/PDA/ODP. The survey must be implemented 60 days after enrollment and annually. 
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PPL will implement and maintain the necessary system for reporting incidents as defined by the 

ticipant and representative communications of any source 

and all other sources 
implemented an additional option 

or virtual queuing, is a concept used to support first in/first out 
Generally, from the caller’s perspective, without virtual queuing 

they have three choices: wait until customer service becomes available, leave a message that will 
) and try again later. From the call 

center’s perspective, a long queue results in many abandoned calls, repeat attempts, and 
system allows customers to receive callbacks 

rks similarly to a “fast lane” option used at amusement 
parks, which often have long queues to ride the various coasters and attractions. A computerized 
system allows park visitors to secure their place in a “virtual queue” rather than waiting in a 

l queue. Callers who opt to wait are still served in their queue order and Hold My Place 
callers are integrated in the same queue and when they reach the front of it, they are called back. 

ludes: 
a. An Advisory/Grievance Committee that includes common law employers, and waiver or 
state funded program participants and representatives, and meets either in person or via 
telephone or video conference at least quarterly to discuss the provision of VF/EA FMS and 
to evaluate any grievances filed or feedback provided by common law employers, waiver 

b. Responding to complaints from common law employers, waiver participants or 

d. Resolving VF/EA FMS related complaints and grievances within five (5) business days of 

e. Providing monthly reports to OLTL/PDA/ODP outlin ing complaints received and 

PPL will maintain a complaint and grievance procedure which will include an 
. Conferences will occur 
s provisions of VF/EA FMS 

and to evaluate any grievances. As stated earlier, all complaints will be tracked, addressed by 
PPL representatives within one business day, and resolved within five business days. PPL will 

nd resolutions to OLTL/PDA/ODP on a monthly basis. 

18. Conduct a Common Law Employer Satisfaction Survey using the tool provided by 
OLTL/PDA/ODP. The survey must be implemented 60 days after enrollment and annually. 



 

 

Survey data must be collected and analy
prepared and submitted based on specifications determined by OLTL/PDA/ODP;
 
In accordance with the RFA, PPL will conduct and implement a Common Law Employer 
Satisfaction Survey using the tool provided by OTL/PDA/ODP 60 days after enrollment and 
continue the aforementioned survey on an annual basis as desired by the Commonwealth. T
data collected from the survey will be analyzed and a report will be prepared and submitted 
based upon the specifications determined by OLTL/PDA/ODP. 
 
In addition, our customer satisfaction surveys are appended to calls with specific criteria; 
including immediate, direct management escalation when rating thresholds do not meet program 
standards. For example: PPL would like to measure whether participants in a program feel that 
customer service representatives are treating them with dignity and respect. 
system so that all participants from that program are asked to take a brief survey after their call. 
Sally calls and hears an option asking her to rate her experience from 1 to 5, five being the best. 
She is unhappy with her call and selects
escalation. Sally hears a message asking her to hold briefly and is then immediately transferred 
to a supervisor. 
 
Lastly, many of our clients require a customer satisfaction survey that measures
performance in several dimensions, as well as client acceptance of the program. 
administer customer satisfaction surveys annually in at least five statewide programs. 
we surveyed the participant population in our Tennessee Depart
Developmental Disabilities Self
its response: 

 

 

I would recommend this program to a friend or 
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Survey data must be collected and analyzed and a report to OLTL/PDA/ODP must be 
prepared and submitted based on specifications determined by OLTL/PDA/ODP;

In accordance with the RFA, PPL will conduct and implement a Common Law Employer 
Satisfaction Survey using the tool provided by OTL/PDA/ODP 60 days after enrollment and 
continue the aforementioned survey on an annual basis as desired by the Commonwealth. T
data collected from the survey will be analyzed and a report will be prepared and submitted 
based upon the specifications determined by OLTL/PDA/ODP.  

In addition, our customer satisfaction surveys are appended to calls with specific criteria; 
g immediate, direct management escalation when rating thresholds do not meet program 

standards. For example: PPL would like to measure whether participants in a program feel that 
customer service representatives are treating them with dignity and respect. 
system so that all participants from that program are asked to take a brief survey after their call. 
Sally calls and hears an option asking her to rate her experience from 1 to 5, five being the best. 
She is unhappy with her call and selects a 2. Because of her low ranking, her call is identified for 
escalation. Sally hears a message asking her to hold briefly and is then immediately transferred 

Lastly, many of our clients require a customer satisfaction survey that measures
performance in several dimensions, as well as client acceptance of the program. 
administer customer satisfaction surveys annually in at least five statewide programs. 
we surveyed the participant population in our Tennessee Department of Intellectual and 
Developmental Disabilities Self-Determination Waiver Program. Below is a sample question and 

97%

2%
1% 0%

I would recommend this program to a friend or 

family member.

Agree

Somewhat Agree

Somewhat Disagree

Disagree
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zed and a report to OLTL/PDA/ODP must be 
prepared and submitted based on specifications determined by OLTL/PDA/ODP;  

In accordance with the RFA, PPL will conduct and implement a Common Law Employer 
Satisfaction Survey using the tool provided by OTL/PDA/ODP 60 days after enrollment and 
continue the aforementioned survey on an annual basis as desired by the Commonwealth. The 
data collected from the survey will be analyzed and a report will be prepared and submitted 

In addition, our customer satisfaction surveys are appended to calls with specific criteria; 
g immediate, direct management escalation when rating thresholds do not meet program 

standards. For example: PPL would like to measure whether participants in a program feel that 
customer service representatives are treating them with dignity and respect. We program our 
system so that all participants from that program are asked to take a brief survey after their call. 
Sally calls and hears an option asking her to rate her experience from 1 to 5, five being the best. 

a 2. Because of her low ranking, her call is identified for 
escalation. Sally hears a message asking her to hold briefly and is then immediately transferred 

Lastly, many of our clients require a customer satisfaction survey that measures PPL 
performance in several dimensions, as well as client acceptance of the program. We typically 
administer customer satisfaction surveys annually in at least five statewide programs. In 2011, 

ment of Intellectual and 
Determination Waiver Program. Below is a sample question and 

  

I would recommend this program to a friend or 

Somewhat Agree

Somewhat Disagree

Disagree



 

 

We will develop the process to administer
Survey sixty days after program tra
we use in other states for satisfaction surveys to comparable populations.

 
19. Develop and implement a corrective action plan based on the results of the annual 
Common Law Employer Satisfaction 
 
PPL will develop and implement a corrective action plan based the results of the annual 
Common Law Employer Satisfaction Survey.
many new issues arise that necessitate the shifting of tasks and deliverable deadlines to respond 
to the current climate. As such, PPL management 
evaluate the project priorities as needed. 
the transition of statewide programs across the country. 
flexibility and responsiveness to our clients through this process, and to p
concerns. Our technology and national experience allow us to anticipate and resolve issues 
before they burden the program.
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process to administer PA DPW’s Common Law Employer Satisfaction 
sixty days after program transition and annually.  We would be happy to share the tools 

we use in other states for satisfaction surveys to comparable populations.  

19. Develop and implement a corrective action plan based on the results of the annual 
Common Law Employer Satisfaction Survey. 

PPL will develop and implement a corrective action plan based the results of the annual 
Common Law Employer Satisfaction Survey.  We understand that within the life of a project, 
many new issues arise that necessitate the shifting of tasks and deliverable deadlines to respond 
to the current climate. As such, PPL management will work closely with DPW personnel to re

ct priorities as needed. This will include sharing the lessons we have learned in 
the transition of statewide programs across the country. We are able to maintain a high degree of 
flexibility and responsiveness to our clients through this process, and to project future issues or 

Our technology and national experience allow us to anticipate and resolve issues 
before they burden the program. 

Commonwealth of Pennsylvania 
Department of Public Welfare 

Request for Application # 22-11 
Fiscal/Employer Agent Financial Management Services 

Common Law Employer Satisfaction 
nsition and annually.  We would be happy to share the tools 

 

19. Develop and implement a corrective action plan based on the results of the annual 

PPL will develop and implement a corrective action plan based the results of the annual 
We understand that within the life of a project, 

many new issues arise that necessitate the shifting of tasks and deliverable deadlines to respond 
closely with DPW personnel to re-

This will include sharing the lessons we have learned in 
We are able to maintain a high degree of 

roject future issues or 
Our technology and national experience allow us to anticipate and resolve issues 



 

 

E. Coordinating and Communicating with CM/SC. Administrative Entities and 
OLTL/PDA/ODP 
 
1. Have written policies and procedures related to the completion of the tasks below; 
 
PPL has written policies and procedures related to the completion of all of the tasks listed below, 
assuring a strong foundation for effective coordination and communication with all program 
entities.  Upon award, PPL will work as a partner with DPW to dev
procedures manuals.  
 
2. Have written internal controls, including segregation of duties, related to the completion
of the tasks below; 
 
PPL has written internal controls, including segregation of duties, for the completion of t
listed below. In particular PPL’s 
are integral components that fully support coordinated and effective interaction between PPL, 
CM/SC agencies, Administrative Entities and, OLTL/PDA/ODP. 
 
3. Coordinate its activities and communicate effectively with CM/SC, Administrative 
Entities, and OLTL/PDA/ODP
 
PPL recognizes that a cooperative working relationship and open lines of communication 
CM/SC, Administrative Entities, and OLTL/PDA/ODP 
several initial kick-off meetings with each 
relationship and facilitate an ongoing coordin
service options and services to 
PPL utilizes several primary venues to promote open lines of communicatio
including: PPL’s Web Portal; access to PPL’s customer service
Website; written process flows, policies and procedures and; distribution of standard reports. 

      
PPL’s Web Portal is the essential means of communication in many of the participant directed 
services programs that we man
to be accessible by all entities involved with the PDS programs and is customizable by role. 
Consumers may use the Web P
services from their CM/SC.  CM/SC staff may 
from consumers, authorize services, 
DCW information, and access Customer Service support tickets.  Administrative Entities and 
OLTL/PDA/ODP representatives may wish to take advantage of the Web Portal’s standard 
reports to monitor CM/SC agency activity, service delivery, utilization of services by service 
type, etc.  

      
PPL ensures that staff can receive and send secure email. PPL has great experie
with sensitive data being sent between outside parties. Because of this, we have a clear business 
requirement to conveniently and safely send secure email to individuals outside of PPL. PPL’s 
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E. Coordinating and Communicating with CM/SC. Administrative Entities and 

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

PPL has written policies and procedures related to the completion of all of the tasks listed below, 
assuring a strong foundation for effective coordination and communication with all program 
entities.  Upon award, PPL will work as a partner with DPW to develop program

2. Have written internal controls, including segregation of duties, related to the completion

PPL has written internal controls, including segregation of duties, for the completion of t
PPL’s Web Portal and Customer Service center in Phoenix, Arizona 

are integral components that fully support coordinated and effective interaction between PPL, 
CM/SC agencies, Administrative Entities and, OLTL/PDA/ODP.   

3. Coordinate its activities and communicate effectively with CM/SC, Administrative 
Entities, and OLTL/PDA/ODP; 

that a cooperative working relationship and open lines of communication 
/SC, Administrative Entities, and OLTL/PDA/ODP representatives is essential

meetings with each of the entities listed above in order to establish this 
elationship and facilitate an ongoing coordinated effort to provide user-friendly

to DPW Participant-Directed Services (PDS) Program
PPL utilizes several primary venues to promote open lines of communicatio

ortal; access to PPL’s customer service center; secure email; the PPL 
site; written process flows, policies and procedures and; distribution of standard reports. 

essential means of communication in many of the participant directed 
services programs that we manage as the VF/EA FMS.  The PPL Web Portal 
to be accessible by all entities involved with the PDS programs and is customizable by role. 
Consumers may use the Web Portal to monitor their Spending Plan and req

CM/SC staff may use the portal to receive authorization requests 
from consumers, authorize services, monitor the utilization of consumers’ Spending Plans, view 
DCW information, and access Customer Service support tickets.  Administrative Entities and 

tatives may wish to take advantage of the Web Portal’s standard 
to monitor CM/SC agency activity, service delivery, utilization of services by service 

PPL ensures that staff can receive and send secure email. PPL has great experie
with sensitive data being sent between outside parties. Because of this, we have a clear business 
requirement to conveniently and safely send secure email to individuals outside of PPL. PPL’s 
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E. Coordinating and Communicating with CM/SC. Administrative Entities and 

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

PPL has written policies and procedures related to the completion of all of the tasks listed below, 
assuring a strong foundation for effective coordination and communication with all program 

program-specific VF/EA 

2. Have written internal controls, including segregation of duties, related to the completion 

PPL has written internal controls, including segregation of duties, for the completion of the tasks 
Customer Service center in Phoenix, Arizona 

are integral components that fully support coordinated and effective interaction between PPL, 

3. Coordinate its activities and communicate effectively with CM/SC, Administrative 

that a cooperative working relationship and open lines of communication with 
representatives is essential. We propose 

in order to establish this 
friendly VF/EA FMS 

Directed Services (PDS) Programs participants.  
PPL utilizes several primary venues to promote open lines of communication with others 

center; secure email; the PPL 
site; written process flows, policies and procedures and; distribution of standard reports.  

essential means of communication in many of the participant directed 
ortal can be configured 

to be accessible by all entities involved with the PDS programs and is customizable by role. 
ortal to monitor their Spending Plan and request authorization for 

e portal to receive authorization requests 
Spending Plans, view 

DCW information, and access Customer Service support tickets.  Administrative Entities and 
tatives may wish to take advantage of the Web Portal’s standard 

to monitor CM/SC agency activity, service delivery, utilization of services by service 

PPL ensures that staff can receive and send secure email. PPL has great experience in dealing 
with sensitive data being sent between outside parties. Because of this, we have a clear business 
requirement to conveniently and safely send secure email to individuals outside of PPL. PPL’s 



 

 

email security appliance has the ability to encry
email system to ensure HIPPA compliance. 

 
     In addition to our standard software information sy

provides information about our services that can be tailored to 
program.  Please see http://www.publicpartnerships.com
providing Websites for existing programs to provide one for this program that includes th
ability for individuals to obtain information about services provided through PPL as well as 
DPW PDS Programs policies and procedures. The site will enable users to download 
employment packet forms, pay schedules, timesheets, and tax forms. 

 
     PPL further promotes coordinated and effective communication through the use of written 

process flows, policies and proce
segregated tasks, and distribution of monthly reports. PPL has an extensive re
established in many other programs managed by PPL. PPL will work with DPW to customize 
monthly reports to meet the needs of the CM/SC, Administrative Entities, and OLTL/PDA/ODP.  
 
PPL recognizes the importance of advance communication and 
changes to processes.  Based on prior experience, we recommend weekly status meetings with 
DPW as well as quarterly face to face meetings in order to f
OLTL/PDA/ODP any potential 
consumers or direct care workers
implementation. PPL also recommends monthly meetings with CM/SC agencies
during the implementation and transition stages. 
 
4. Provide orientation and training at a minimum on a semi
Administrative Entities regarding the role and responsibility of the VF/EA FMS 
organization;   
 
PPL will work closely with OLTL/PDA/ODP to ensure that semi
sessions for CM/SC and Administrative Entities are effective and fully support program 
requirements. PPL’s agenda for these sessions 

• An introduction to PPL; 
• Contact information for key PPL personnel working with OLTL/PDA/ODP; 
• A description of the philosophy, protocols and capabilities of PPL’s Customer Service 

center;  
• Recommendations for ongoing methods of communication; 
• A detailed overview of enro
• A description of how each type of

 
PPL has developed Web Portal Users Manuals in other states and can provide a similar tool to 
the CN/SC and Administrative Entities if requested by OLTL/PDA/OD
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email security appliance has the ability to encrypt sensitive email sent through our Exchange 
email system to ensure HIPPA compliance.   

In addition to our standard software information systems, PPL has a current, live W
provides information about our services that can be tailored to meet the requirements of this 

http://www.publicpartnerships.com.  We will leverage our experience 
ebsites for existing programs to provide one for this program that includes th

ability for individuals to obtain information about services provided through PPL as well as 
policies and procedures. The site will enable users to download 

employment packet forms, pay schedules, timesheets, and tax forms.  

further promotes coordinated and effective communication through the use of written 
process flows, policies and procedures, documented internal controls ensuring 

, and distribution of monthly reports. PPL has an extensive re
established in many other programs managed by PPL. PPL will work with DPW to customize 
monthly reports to meet the needs of the CM/SC, Administrative Entities, and OLTL/PDA/ODP.  

the importance of advance communication and discussion prior to implementing 
Based on prior experience, we recommend weekly status meetings with 

DPW as well as quarterly face to face meetings in order to fully vet and discuss with 
potential change to VF/EA FMS policies or procedures tha

consumers or direct care workers, the CM/SC agencies, and Administrative entities, prior to 
recommends monthly meetings with CM/SC agencies

ation and transition stages.  

4. Provide orientation and training at a minimum on a semi-annual basis, to CM/SC and
Administrative Entities regarding the role and responsibility of the VF/EA FMS 

PPL will work closely with OLTL/PDA/ODP to ensure that semi-annual orientation and training 
sessions for CM/SC and Administrative Entities are effective and fully support program 
requirements. PPL’s agenda for these sessions will include:  

to PPL;  
ontact information for key PPL personnel working with OLTL/PDA/ODP; 
description of the philosophy, protocols and capabilities of PPL’s Customer Service 

ecommendations for ongoing methods of communication;  
detailed overview of enrollment processes and;  
description of how each type of entity will be using PPLs Web Portal

ortal Users Manuals in other states and can provide a similar tool to 
the CN/SC and Administrative Entities if requested by OLTL/PDA/ODP.  
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pt sensitive email sent through our Exchange 

stems, PPL has a current, live Website that 
he requirements of this 
erage our experience 

ebsites for existing programs to provide one for this program that includes the 
ability for individuals to obtain information about services provided through PPL as well as 

policies and procedures. The site will enable users to download 

further promotes coordinated and effective communication through the use of written 
ensuring cohesiveness of 

, and distribution of monthly reports. PPL has an extensive reporting systems 
established in many other programs managed by PPL. PPL will work with DPW to customize 
monthly reports to meet the needs of the CM/SC, Administrative Entities, and OLTL/PDA/ODP.   

discussion prior to implementing 
Based on prior experience, we recommend weekly status meetings with 

discuss with 
policies or procedures that will affect 

, the CM/SC agencies, and Administrative entities, prior to 
recommends monthly meetings with CM/SC agencies especially 

annual basis, to CM/SC and 
Administrative Entities regarding the role and responsibility of the VF/EA FMS 

annual orientation and training 
sessions for CM/SC and Administrative Entities are effective and fully support program 

ontact information for key PPL personnel working with OLTL/PDA/ODP;  
description of the philosophy, protocols and capabilities of PPL’s Customer Service 

ortal.   

ortal Users Manuals in other states and can provide a similar tool to 
P.   



 

 

5. Reports overuse of DCW hours to the entity responsible for authorizing the services in 
the ISP in accordance with the policy developed by OLTL/PDA/ODP
 
PPL proposes that CM/SCs, consumers and/or common law e
Prior Authorization Utilization report on
and/or common law employers may then proactively monitor use of DCW hours in relation to 
the total number of units authorized.  
be able access more real-time data about utilization 
department and making the request. 
 
When cases arise that consumers have demonstrated a pattern of ov
they will be supplied with a copy of their utilization report, and a notice as to why they are 
receiving a copy. Similar information 
typically contain the prior authorization (PA)
service type (day, night, and holiday); the total number of units authorized, and the number of 
hours remaining for all service types on the PA. 
should be included on the report, 
authorized allotment and, in the case 
advised to contact the CM/SC a
 
PPL proposes informing OLTL/PDA/ODP i
consecutive utilization statements due to overspending.
to the CM/SC agency and OLTL/PDA/ODP 
“under used” their authorized hours
with OLTL/PDA/ODP to develop and document policies and procedures 
Authorization Utilization along with internal controls to monitor such tasks. 
 
6. Informs the entity responsibl
Coordinator of any common law employer who does not submit timesheets or invoices to 
the Contractor for two or more consecutive payroll periods (one month or more)
 
PPL has policies and procedures
next scheduled payroll. This applies to all timesheets that come in through the PPL Web Portal,
as well as all paper timesheets that come in either via mail or the program
Documented internal controls include management review of 
such as the Payroll Ledger Register and Payroll Audit reports. 
reviewed and will be provided to 
employer has not submitted timesheets or invoices for two or more consecutive payroll periods 
(one month or more). PPL can modify existing internal controls to meet any specific missing 
timesheet reporting requirements as dictated by DPW.
GHTS OF E-TIMESHEETS 
 7. Complaints or grievances submitted to the VF/EA by CM/SC are responded to by 
VF/EA staff within two (2) business days
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veruse of DCW hours to the entity responsible for authorizing the services in 
in accordance with the policy developed by OLTL/PDA/ODP; 

at CM/SCs, consumers and/or common law employers have 24/7 access to a 
Authorization Utilization report on-line through our Web Portal.  CM/SCs, consumers 

mployers may then proactively monitor use of DCW hours in relation to 
the total number of units authorized.  Consumers opting to receive a paper copy of 

time data about utilization by contacting our customer service 
department and making the request.  

onsumers have demonstrated a pattern of over-utilization on timesheets
supplied with a copy of their utilization report, and a notice as to why they are 

Similar information will be provided to their CM/SC.  These utiliza
contain the prior authorization (PA) start and end date; number of

service type (day, night, and holiday); the total number of units authorized, and the number of 
hours remaining for all service types on the PA. PPL proposes that a statement fr
should be included on the report, advising that the consumer is required to use no more than the 

in the case medical or living conditions have changed, the consume
advised to contact the CM/SC agency to request additional hours.  

PPL proposes informing OLTL/PDA/ODP in the event a consumer receives three or more 
consecutive utilization statements due to overspending. A quarterly report will be made available 

the CM/SC agency and OLTL/PDA/ODP identifying consumers who have “overused” and 
“under used” their authorized hours for two or more consecutive pay periods. 
with OLTL/PDA/ODP to develop and document policies and procedures associated with Prior 

along with internal controls to monitor such tasks. 

6. Informs the entity responsible for authorizing the services in the ISP and the Supports
Coordinator of any common law employer who does not submit timesheets or invoices to 

Contractor for two or more consecutive payroll periods (one month or more)

PPL has policies and procedures in place to ensure all timesheets are processed in time for the
next scheduled payroll. This applies to all timesheets that come in through the PPL Web Portal,
as well as all paper timesheets that come in either via mail or the program-specific timesheet 

controls include management review of each payroll 
such as the Payroll Ledger Register and Payroll Audit reports. Reports of submissions 
reviewed and will be provided to OLTL/PDA/ODP when it is discovered tha
employer has not submitted timesheets or invoices for two or more consecutive payroll periods 
(one month or more). PPL can modify existing internal controls to meet any specific missing 
timesheet reporting requirements as dictated by DPW. 

7. Complaints or grievances submitted to the VF/EA by CM/SC are responded to by 
within two (2) business days; 
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veruse of DCW hours to the entity responsible for authorizing the services in 
  

mployers have 24/7 access to a 
Web Portal.  CM/SCs, consumers 

mployers may then proactively monitor use of DCW hours in relation to 
Consumers opting to receive a paper copy of the report will 

by contacting our customer service 

utilization on timesheets, 
supplied with a copy of their utilization report, and a notice as to why they are 

These utilization reports 
start and end date; number of hours authorized per 

service type (day, night, and holiday); the total number of units authorized, and the number of 
statement from DPW 

e consumer is required to use no more than the 
have changed, the consumer is 

onsumer receives three or more 
A quarterly report will be made available 

identifying consumers who have “overused” and 
for two or more consecutive pay periods. PPL will work 

associated with Prior 
along with internal controls to monitor such tasks.  

e for authorizing the services in the ISP and the Supports 
Coordinator of any common law employer who does not submit timesheets or invoices to 

Contractor for two or more consecutive payroll periods (one month or more); 

in place to ensure all timesheets are processed in time for the 
next scheduled payroll. This applies to all timesheets that come in through the PPL Web Portal, 

specific timesheet fax. 
payroll period using tools 

of submissions are 
OLTL/PDA/ODP when it is discovered that a common law 

employer has not submitted timesheets or invoices for two or more consecutive payroll periods 
(one month or more). PPL can modify existing internal controls to meet any specific missing 

7. Complaints or grievances submitted to the VF/EA by CM/SC are responded to by 



 

 

We take our complaint and grievance reporting 
Customer Service Center in Phoenix, AZ 
complaints and grievances through to resolution, and will customize it to meet the needs of the 
needs of the DPW PDS Programs. PPL will receive, document, and respond to al
about the services PPL provides for the 
FMS Agreement.  
 
It is standard operating practice for PPL to respond to all complaints immediately. Depending on 
the nature of the complaint, it is assig
We will attempt to respond verbally to the complainant within one business day of receipt and 
later than two business days. If additional information is required to effectively respond to the 
complaint, we will provide the complainant with an initial response and a commitment date for 
when additional information will be provided. We use the support ticket functionality within
Web Portal to record the incidence and detail of all complaints. The
the category of each complaint (e.g., payroll, enrollment), the source 
(Consumer, DCW, etc), the substance of the complaint, and its resolution. Upon r
will submit to OLTL/PDA/ODP 
include the: date, time, and detailed notes regarding the complaint and the process of resolution 
that is taking place.  
 
PPL’s standard operating practices require payroll and customer service staff to escal
complaints to a supervisor. Certain complaints are escalated to the Program Manager or 
Customer Service Center Manager, as applicable and will be reviewed monthly
frequently if the nature of the complaint requires an immediate response
shared problem solving. A payroll problem that may require the expertise of a manager can be 
viewed by that manager, and the solution can be documented instantly. PPL supervisors use the 
complaint documentation system to check the qual
solutions, and provide training opportunities for staff, thus reducing or eliminating the recurrence 
of problems and complaints. The process and internal controls relating to PPL’s complaint and 
grievance process will be modified as appropriate to meet the specific requirements of the DPW 
PDS Programs Agreement and will also be available to OLTL/PDA/ODP upon request. 
 
In accordance with the RFA, as specified in 
will implement an Advisory/Grievance Committee comprised of
waiver or state funded program participants and representatives. Conferences will occur 
quarterly in our Harrisburg office, with participation expanded 
program participants to discuss provisions of VF/EA FMS and to evaluate any atypical or 
complex grievances. All complaints will be tracked, addressed by PPL representatives within one 
business day, and resolved within five business days. PPL will 
complaints and resolutions to OLTL/PDA/ODP on a monthly basis.
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complaint and grievance reporting responsibility very seriously. 
ervice Center in Phoenix, AZ has a system in place to receive, respond to and track 

complaints and grievances through to resolution, and will customize it to meet the needs of the 
needs of the DPW PDS Programs. PPL will receive, document, and respond to al
about the services PPL provides for the DPW PDS Programs from any source under the VF/EA 

It is standard operating practice for PPL to respond to all complaints immediately. Depending on 
the nature of the complaint, it is assigned to the appropriate manager within PPL for resolution. 
We will attempt to respond verbally to the complainant within one business day of receipt and 

If additional information is required to effectively respond to the 
plaint, we will provide the complainant with an initial response and a commitment date for 

when additional information will be provided. We use the support ticket functionality within
to record the incidence and detail of all complaints. The support ticket module tracks 

the category of each complaint (e.g., payroll, enrollment), the source of the complaint, 
, etc), the substance of the complaint, and its resolution. Upon r

will submit to OLTL/PDA/ODP a report of all support tickets relating to complaints that will 
include the: date, time, and detailed notes regarding the complaint and the process of resolution 

PPL’s standard operating practices require payroll and customer service staff to escal
complaints to a supervisor. Certain complaints are escalated to the Program Manager or 
Customer Service Center Manager, as applicable and will be reviewed monthly
frequently if the nature of the complaint requires an immediate response. Th
shared problem solving. A payroll problem that may require the expertise of a manager can be 
viewed by that manager, and the solution can be documented instantly. PPL supervisors use the 
complaint documentation system to check the quality of staff work, and implement permanent 
solutions, and provide training opportunities for staff, thus reducing or eliminating the recurrence 

The process and internal controls relating to PPL’s complaint and 
will be modified as appropriate to meet the specific requirements of the DPW 

and will also be available to OLTL/PDA/ODP upon request. 

In accordance with the RFA, as specified in Part IV-4. D. Providing Customer Service
Advisory/Grievance Committee comprised of common law employers, and 

waiver or state funded program participants and representatives. Conferences will occur 
in our Harrisburg office, with participation expanded via telephone or video 

program participants to discuss provisions of VF/EA FMS and to evaluate any atypical or 
complex grievances. All complaints will be tracked, addressed by PPL representatives within one 
business day, and resolved within five business days. PPL will provide reports delineating 
complaints and resolutions to OLTL/PDA/ODP on a monthly basis. 
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responsibility very seriously. Our full-service 
has a system in place to receive, respond to and track 

complaints and grievances through to resolution, and will customize it to meet the needs of the 
needs of the DPW PDS Programs. PPL will receive, document, and respond to all complaints 

rom any source under the VF/EA 

It is standard operating practice for PPL to respond to all complaints immediately. Depending on 
ned to the appropriate manager within PPL for resolution. 

We will attempt to respond verbally to the complainant within one business day of receipt and no 
If additional information is required to effectively respond to the 

plaint, we will provide the complainant with an initial response and a commitment date for 
when additional information will be provided. We use the support ticket functionality within the 

support ticket module tracks 
of the complaint, 

, etc), the substance of the complaint, and its resolution. Upon request, PPL 
upport tickets relating to complaints that will 

include the: date, time, and detailed notes regarding the complaint and the process of resolution 

PPL’s standard operating practices require payroll and customer service staff to escalate all 
complaints to a supervisor. Certain complaints are escalated to the Program Manager or 
Customer Service Center Manager, as applicable and will be reviewed monthly, or more 

. This system allows for 
shared problem solving. A payroll problem that may require the expertise of a manager can be 
viewed by that manager, and the solution can be documented instantly. PPL supervisors use the 

ity of staff work, and implement permanent 
solutions, and provide training opportunities for staff, thus reducing or eliminating the recurrence 

The process and internal controls relating to PPL’s complaint and 
will be modified as appropriate to meet the specific requirements of the DPW 

and will also be available to OLTL/PDA/ODP upon request.  

D. Providing Customer Service, PPL 
common law employers, and 

waiver or state funded program participants and representatives. Conferences will occur 
via telephone or video to allow 

program participants to discuss provisions of VF/EA FMS and to evaluate any atypical or 
complex grievances. All complaints will be tracked, addressed by PPL representatives within one 

provide reports delineating 



 

 

F. Providing Common Law Employer Orientation and Skills Training
 
The Selected Offeror(s) must:
 
1. Have written policies and procedures related to the completion of the tasks listed below;
 
As with every program, PPL will have
skills training in compliance with DPW program requirements. PPL has assisted in implementing 
many new programs, with the ability to design trainings to fit th
and types of self-directed programs.  
 
In our Colorado program, for example, 
Based Training.  This training
population. PPL has the capability to rapidly develop high
modules for the PA DPW programs 
a ready resource for ongoing refresher or remedial training. 
capabilities can include the incorporati
in quizzes and scoring tools. They could be supplemented by web
 
2. Have written internal controls, including 
of the tasks listed below; 
 
PPL has documented, approved internal controls and policies and procedures that detail each 
segment of our processes, including how to develop and conduct individual orientation and skills 
training, with an emphasis on confidentiality. PPL will update its policies and procedures as 
necessary to comply with all DWP
responsible for ensuring that all orientation and skills training meets with DPW approval, before 
providing trainings to consumers.
 
3. Have a common law employer orientation process that uses a standard curriculum and 
materials that are pre-approved by the 
 
As part of program implementation, PPL proposes that we work in close coordination with 
to create an orientation and skills tra
direction model. PPL will conduct training session
directing services. During those sessions
(or their representatives) to establish them as 
experience providing skills training sessions for consumers
component of our orientation programs
overall orientation program for numerous statewide programs. In Arizona, for example, we 
conducted 40 days of onsite training and enrollment sessions in all six regions to reach out to the 
3,000 eligible consumers. In Tennessee, we 
state to ensure that they fully understood the program and their responsibilities. 
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F. Providing Common Law Employer Orientation and Skills Training

The Selected Offeror(s) must: 

Have written policies and procedures related to the completion of the tasks listed below;

will have written policies and procedures to create orientation and 
skills training in compliance with DPW program requirements. PPL has assisted in implementing 
many new programs, with the ability to design trainings to fit the needs of different populations 

irected programs.   

for example, we were able to customize and implement Computer 
is training can be replicated to fit the requirements of any program 

PPL has the capability to rapidly develop high-quality Computer Based Training 
for the PA DPW programs to provide or compliment initial training, as well as provide 

rce for ongoing refresher or remedial training.   These interactive training 
capabilities can include the incorporation of rich media, application simulations and incorporate 

They could be supplemented by web-ex training modul

2. Have written internal controls, including segregation of duties, related to the completion 

PPL has documented, approved internal controls and policies and procedures that detail each 
luding how to develop and conduct individual orientation and skills 

training, with an emphasis on confidentiality. PPL will update its policies and procedures as 
DWP program requirements.  Program management staff will be 

nsible for ensuring that all orientation and skills training meets with DPW approval, before 
providing trainings to consumers. 

Have a common law employer orientation process that uses a standard curriculum and 
approved by the OLTL/PDA/ODP;   

As part of program implementation, PPL proposes that we work in close coordination with 
orientation and skills training curriculum to train consumers on 

. PPL will conduct training sessions for consumers on the curriculum of self
uring those sessions, PPL will obtain the documentation required from them 

to establish them as common law employers. PPL has extensive 
aining sessions for consumers. We regard training as 

component of our orientation programs. We have provided skills training as an element in our 
overall orientation program for numerous statewide programs. In Arizona, for example, we 
conducted 40 days of onsite training and enrollment sessions in all six regions to reach out to the 

In Tennessee, we went directly to consumers’ homes 
to ensure that they fully understood the program and their responsibilities. 
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Have written policies and procedures related to the completion of the tasks listed below; 

written policies and procedures to create orientation and 
skills training in compliance with DPW program requirements. PPL has assisted in implementing 

of different populations 

we were able to customize and implement Computer 
can be replicated to fit the requirements of any program 

quality Computer Based Training 
to provide or compliment initial training, as well as provide 

These interactive training 
application simulations and incorporate 

ex training modules as well. 

f duties, related to the completion 

PPL has documented, approved internal controls and policies and procedures that detail each 
luding how to develop and conduct individual orientation and skills 

training, with an emphasis on confidentiality. PPL will update its policies and procedures as 
Program management staff will be 

nsible for ensuring that all orientation and skills training meets with DPW approval, before 

Have a common law employer orientation process that uses a standard curriculum and 

As part of program implementation, PPL proposes that we work in close coordination with DPW 
ining curriculum to train consumers on Pennsylvania’s self-

s for consumers on the curriculum of self-
obtain the documentation required from them 

PPL has extensive 
. We regard training as a critical 

We have provided skills training as an element in our 
overall orientation program for numerous statewide programs. In Arizona, for example, we 
conducted 40 days of onsite training and enrollment sessions in all six regions to reach out to the 

s’ homes throughout the 
to ensure that they fully understood the program and their responsibilities.  



 

 

PPL refines its skills training program with every new client. The curriculum is based on 
feedback from other clients and 
plan to DPW prior to the actual training to receive feedback. 
advisory group review all materials. 
orientation and skills training sessions are in process, for we often find that recommen
from consumers can be implemented to improv
 
PPL orientation and skills training 
online training. In addition, PPL has developed provided self
training to Care Managers/Service Coordinator p
required trainings throughout multiple delivery models to fit DPW’s program requests
schedule. 
 
4. Common law employers receive orientation based on the standard curriculum developed 
by OLTL/PDA/ODP, prior to employing qualified employee. Common law orientation 
should include a review of the documents included a review of the information and forms 
contained in the Common Law Employer and Qualified DCW Employment and Vendor, 
Small Unlicensed Provider an
should be completed; 
 
PPL will use standard curriculum developed by OLTL/PDA/OPD to customize orientation 
training for common law employers and qualified employees to be completed prior to 
employment.  The common law employer will receive orientation training on what it me
a common law employer and the
employee.  They will also receive training on
law employers and provider packets for 
provider, and independent contractors.  We will work with the client to ensure that the 
orientation and training meets all P
 
We have similar training requirements for our CHOICES 
with the client to develop orientation training to be given to the consumer and worker before 
services could begin.  The training included self
roles and responsibilities of consumer, worker, support broker, and care coordinator, 
requirements to be met to self-
worker specific required trainings.  PPL is also developing a
call into; this training will provide the worker with description of how to accurately complete the 
worker enrollment packet and technical assistance as needed.  Customer service for each 
program is also trained and avail
program specific enrollment packets.
 
5. Provide documentation and review with common law employer:

a. Role an responsibilities of the common law employer using a VF/EA FMS 
organization; 
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PPL refines its skills training program with every new client. The curriculum is based on 
feedback from other clients and consumers. Our expectation is that we will present our training 

prior to the actual training to receive feedback. In addition, we will have our 
advisory group review all materials. We also expect to edit the skills training program as the 
orientation and skills training sessions are in process, for we often find that recommen

can be implemented to improve the content.  

PPL orientation and skills training can be conducted in person per consumer, as a group, or even 
online training. In addition, PPL has developed provided self-directed orientation and program 
training to Care Managers/Service Coordinator positions.  PPL also has the ability to scale the 
required trainings throughout multiple delivery models to fit DPW’s program requests

Common law employers receive orientation based on the standard curriculum developed 
prior to employing qualified employee. Common law orientation 

should include a review of the documents included a review of the information and forms 
contained in the Common Law Employer and Qualified DCW Employment and Vendor, 
Small Unlicensed Provider and Independent Contractor Enrollment Packets and how they 

PPL will use standard curriculum developed by OLTL/PDA/OPD to customize orientation 
training for common law employers and qualified employees to be completed prior to 

.  The common law employer will receive orientation training on what it me
a common law employer and the roles of the common law employer, VF/EA FMS, and DCW 
employee.  They will also receive training on how to complete enrollment packets for comm

s and provider packets for qualified DCW employee, and vendor, small unlicensed 
provider, and independent contractors.  We will work with the client to ensure that the 

ntation and training meets all PDS program requirements. 

ilar training requirements for our CHOICES Tennessee program
with the client to develop orientation training to be given to the consumer and worker before 
services could begin.  The training included self-direction program history releva
roles and responsibilities of consumer, worker, support broker, and care coordinator, 
requirements to be met to self-direct services, consumer and worker enrollment packets, and 
worker specific required trainings.  PPL is also developing a training program 

provide the worker with description of how to accurately complete the 
worker enrollment packet and technical assistance as needed.  Customer service for each 
program is also trained and available to consumers to provide technical assistance with all 
program specific enrollment packets. 

Provide documentation and review with common law employer: 
Role an responsibilities of the common law employer using a VF/EA FMS 
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PPL refines its skills training program with every new client. The curriculum is based on 
. Our expectation is that we will present our training 

ion, we will have our 
We also expect to edit the skills training program as the 

orientation and skills training sessions are in process, for we often find that recommendations 

be conducted in person per consumer, as a group, or even 
directed orientation and program 

s the ability to scale the 
required trainings throughout multiple delivery models to fit DPW’s program requests and 

Common law employers receive orientation based on the standard curriculum developed 
prior to employing qualified employee. Common law orientation 

should include a review of the documents included a review of the information and forms 
contained in the Common Law Employer and Qualified DCW Employment and Vendor, 

d Independent Contractor Enrollment Packets and how they 

PPL will use standard curriculum developed by OLTL/PDA/OPD to customize orientation 
training for common law employers and qualified employees to be completed prior to 

.  The common law employer will receive orientation training on what it means to be 
er, VF/EA FMS, and DCW 

how to complete enrollment packets for common 
qualified DCW employee, and vendor, small unlicensed 

provider, and independent contractors.  We will work with the client to ensure that the 

Tennessee program.  There, we worked 
with the client to develop orientation training to be given to the consumer and worker before 

direction program history relevant to Tennessee, 
roles and responsibilities of consumer, worker, support broker, and care coordinator, 

direct services, consumer and worker enrollment packets, and 
program that workers can 

provide the worker with description of how to accurately complete the 
worker enrollment packet and technical assistance as needed.  Customer service for each 

able to consumers to provide technical assistance with all 

Role an responsibilities of the common law employer using a VF/EA FMS 



 

 

b. Role and responsibilities of the VF/EA FMS organization including level of 
interaction with qualified employees, vendors and small unlicensed providers and 
support coordinators and the incident reporting system

c. Services provided by the VF/EA FMS organization;
d. Hours of operation; 
e. Key contacts at the VF/EA FMS organizations;
f. Toll free telephone, TTY and fax numbers;
g. Participant Bill of Rights;
h. VF/EA FMS Employer Handbook;
i. Time frame and process for returning voice mail calls from common law employers, 

participants and representatives; 
j. Process for receipt and process of timesheets and process of qualified employee 

payroll checks including schedule for submitting invoices and payment schedule;
k. Process for purchasing approved goods and services from vendors, small unlic

providers, and independent contractors and submitting invoices for payment 
schedule; 

l. Process for resolving issues and complaints;
m. Effective practices for hiring, establishing work schedules, training, supervising, 

creating job descriptions, completin
qualified employees; 

n. Process for reviewing workplace safety issues and strategies for effective 
management of workplace injuries;

o. Informing qualified DCWs of their right to file une mployment and workers’ 
compensation insurance claims, when appropriate;

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

q. Process and timeline for completing the common law employer satisfaction surveys;
 
PPL employs a rigorous planning pro
informational documents, and forms to be given and reviewed with common law employers.  We 
will work in partnership with DPW to include any documentation already created by DPW, such 
as the Consumer Guidebook for Self
distributed as appropriate.  DPW 
before the program is to begin serving consumers.  
materials reviewed by our advisory group, either before they are used, or after we receive user 
feedback. 
 
PPL will tailor our current training ma
DPW, giving common law employers the tools they need to be effectively educated and trained
PPL plans to include the following documentation and will review with common law employer

• Role and responsibilities of the common law employer using a VF/EA FMS organization;
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responsibilities of the VF/EA FMS organization including level of 
interaction with qualified employees, vendors and small unlicensed providers and 
support coordinators and the incident reporting system; 
Services provided by the VF/EA FMS organization; 

 
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 calls from common law employers, 

d representatives;  
Process for receipt and process of timesheets and process of qualified employee 
payroll checks including schedule for submitting invoices and payment schedule;
Process for purchasing approved goods and services from vendors, small unlic
providers, and independent contractors and submitting invoices for payment 

Process for resolving issues and complaints; 
Effective practices for hiring, establishing work schedules, training, supervising, 
creating job descriptions, completing and submitting time sheets discharging 

 
Process for reviewing workplace safety issues and strategies for effective 
management of workplace injuries; 
Informing qualified DCWs of their right to file une mployment and workers’ 
compensation insurance claims, when appropriate; 
Facilitate the process for competing and submitting the Worker Termination Form 
to the VF/EA FMS organization within 24 hours of when a qualified DCW 
working for the common law employer so the VF/EA FMS organization must 
complete the “Reason for Separation” notice from the Department of Labor and 
Industry within 10 days of receipt; and 
Process and timeline for completing the common law employer satisfaction surveys;

PPL employs a rigorous planning process for developing program specific enrollment packets, 
informational documents, and forms to be given and reviewed with common law employers.  We 

work in partnership with DPW to include any documentation already created by DPW, such 
as the Consumer Guidebook for Self-Directed Service, as part of program requirements to be 
distributed as appropriate.  DPW will have final approval of all program speci
before the program is to begin serving consumers.  We will schedule the time to have these 
materials reviewed by our advisory group, either before they are used, or after we receive user 

 

PPL will tailor our current training materials to meet the specific needs and requirements of the 
employers the tools they need to be effectively educated and trained

PPL plans to include the following documentation and will review with common law employer
onsibilities of the common law employer using a VF/EA FMS organization;
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responsibilities of the VF/EA FMS organization including level of 
interaction with qualified employees, vendors and small unlicensed providers and 

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

Process for receipt and process of timesheets and process of qualified employee 
payroll checks including schedule for submitting invoices and payment schedule; 
Process for purchasing approved goods and services from vendors, small unlicensed 
providers, and independent contractors and submitting invoices for payment 

Effective practices for hiring, establishing work schedules, training, supervising, 
g and submitting time sheets discharging 

Process for reviewing workplace safety issues and strategies for effective 

Informing qualified DCWs of their right to file une mployment and workers’ 

Facilitate the process for competing and submitting the Worker Termination Form 
to the VF/EA FMS organization within 24 hours of when a qualified DCW ceases 

MS organization must 
complete the “Reason for Separation” notice from the Department of Labor and 

Process and timeline for completing the common law employer satisfaction surveys; 

developing program specific enrollment packets, 
informational documents, and forms to be given and reviewed with common law employers.  We 

work in partnership with DPW to include any documentation already created by DPW, such 
Directed Service, as part of program requirements to be 
have final approval of all program specific documentation 

We will schedule the time to have these 
materials reviewed by our advisory group, either before they are used, or after we receive user 

terials to meet the specific needs and requirements of the 
employers the tools they need to be effectively educated and trained 

PPL plans to include the following documentation and will review with common law employers: 
onsibilities of the common law employer using a VF/EA FMS organization; 



 

 

• Role and responsibilities of the VF/EA FMS organization including level of interaction 
with qualified employees, vendors and small unlicensed providers and support 
coordinators and the incident reporting system;

• Services provided by the VF/EA FMS organization;
• Customer service hours of operation;
• Key contacts at the VF/EA FMS organization
• Toll free telephone, TTY and fax numbers;
• Participant Bill of Rights;
• VF/EA FMS Employer Handbook;
• Timeframe and process for returning voice mail calls from common law employers, 

consumers and representatives; 
• Process for receipt and process
• Process for qualified employee payroll checks including schedule for submitting invoices 

and payment schedule;
• Process for purchasing approved goods and services from vendors, small unlicensed 

providers, and independent contractors and submitting invoices for payment schedule;
• Process for resolving issues and complaints;
• Effective practices for hiring, establishing work schedules, training, supervising, creating 

job descriptions, completing and submitting time sheets discharging qualified employees;
• Process for reviewing workplace safety issues and strategies for effective management of 

workplace injuries; 
• Informing qualified DCWs of their right to file unemployment and workers’ 

compensation insurance claims, when appropriate;
• Facilitate the process for competing and submitting the Worker Termination Form to the 

VF/EA FMS organization within 24 hours of when a qualified DCW 
the common law employer so the VF/EA FMS organization must complete the “Reason 
for Separation” notice from the Department of Labor and Industry within 10 days of 
receipt; and 

• Process and timeline for completing the common law employer satisfaction surveys;
 
 6. Develop a process for providing ongoing employer skills training to common law 
employers using a standard curriculum and material that are pre
Commonwealth Grand Administrator
 
PPL will use best practices from other programs to create employer skills training curriculum 
and materials, after approval from the Commonwe
provide ongoing training as needed for common law employers.  
believe they would be strengthened with a review from our Advisory Group.  
develop a process in which this tr
capable of providing this training in multiple venues, such as through online training, training via 
the phone, or in person, preferably in groups in community settings. 
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Role and responsibilities of the VF/EA FMS organization including level of interaction 
with qualified employees, vendors and small unlicensed providers and support 

incident reporting system; 
Services provided by the VF/EA FMS organization; 

ours of operation; 
s at the VF/EA FMS organization; 

Toll free telephone, TTY and fax numbers; 
Participant Bill of Rights; 
VF/EA FMS Employer Handbook; 

frame and process for returning voice mail calls from common law employers, 
and representatives;  

Process for receipt and processing of timesheets and  
qualified employee payroll checks including schedule for submitting invoices 

and payment schedule; 
Process for purchasing approved goods and services from vendors, small unlicensed 
providers, and independent contractors and submitting invoices for payment schedule;
Process for resolving issues and complaints; 

r hiring, establishing work schedules, training, supervising, creating 
job descriptions, completing and submitting time sheets discharging qualified employees;
Process for reviewing workplace safety issues and strategies for effective management of 

Informing qualified DCWs of their right to file unemployment and workers’ 
compensation insurance claims, when appropriate; 
Facilitate the process for competing and submitting the Worker Termination Form to the 
VF/EA FMS organization within 24 hours of when a qualified DCW 
the common law employer so the VF/EA FMS organization must complete the “Reason 

aration” notice from the Department of Labor and Industry within 10 days of 

Process and timeline for completing the common law employer satisfaction surveys;

Develop a process for providing ongoing employer skills training to common law 
employers using a standard curriculum and material that are pre-approved by the 

Administrator ; 

PPL will use best practices from other programs to create employer skills training curriculum 
, after approval from the Commonwealth Grand Administrator, to be used to 

provide ongoing training as needed for common law employers.  As with our other materials, we 
believe they would be strengthened with a review from our Advisory Group.  
develop a process in which this training will be provided to common law employers; PPL is 
capable of providing this training in multiple venues, such as through online training, training via 

, preferably in groups in community settings.   
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Role and responsibilities of the VF/EA FMS organization including level of interaction 
with qualified employees, vendors and small unlicensed providers and support 

frame and process for returning voice mail calls from common law employers, 

qualified employee payroll checks including schedule for submitting invoices 

Process for purchasing approved goods and services from vendors, small unlicensed 
providers, and independent contractors and submitting invoices for payment schedule; 

r hiring, establishing work schedules, training, supervising, creating 
job descriptions, completing and submitting time sheets discharging qualified employees; 
Process for reviewing workplace safety issues and strategies for effective management of 

Informing qualified DCWs of their right to file unemployment and workers’ 

Facilitate the process for competing and submitting the Worker Termination Form to the 
VF/EA FMS organization within 24 hours of when a qualified DCW ceases working for 
the common law employer so the VF/EA FMS organization must complete the “Reason 

aration” notice from the Department of Labor and Industry within 10 days of 

Process and timeline for completing the common law employer satisfaction surveys; 

Develop a process for providing ongoing employer skills training to common law 
approved by the 

PPL will use best practices from other programs to create employer skills training curriculum 
alth Grand Administrator, to be used to 

As with our other materials, we 
believe they would be strengthened with a review from our Advisory Group.  We will then 

aining will be provided to common law employers; PPL is 
capable of providing this training in multiple venues, such as through online training, training via 



 

 

7. Identify common law empl
training in consultation with the CM/SC.
 
PPL has more than a decade of 
(CM/SCs) to identify common law employers that may need and/or desire additional employer 
skills training.  We will use best practices 
who is in need of additional skills training
is consistently struggling with scheduling workers for a service
customer service team and our financial operations
common law employer needs 
 
Typically, identification of the common law employers needing this training 
customer service or FOC teams.  
common law employers, in speaki
staff is able to identify circumstances that require additional training.  PPL’s financial operations 
team process all common law employer and DCW worker enrollment packets, timesheets, and 
other required program forms; in processing this documentation FOC staff is 
consistent inaccuracies in paperwork that require additional trainings.
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Identify common law employers who may need and/or desire additional employer skills 
training in consultation with the CM/SC. 

more than a decade of experience in working with case manager/service coordinators
to identify common law employers that may need and/or desire additional employer 

skills training.  We will use best practices to develop criteria to identify a common law employer 
additional skills training.  For example, if we find that a common law employer 

is consistently struggling with scheduling workers for a service, PPL will use feedback from our 
customer service team and our financial operations center (FOC) to determine when 

 additional training.  We will then consult with the CM/SC.  

Typically, identification of the common law employers needing this training 
customer service or FOC teams.  Our customer service team is the front line assistance for 
common law employers, in speaking and assisting common law employers, customer service 
staff is able to identify circumstances that require additional training.  PPL’s financial operations 
team process all common law employer and DCW worker enrollment packets, timesheets, and 

ired program forms; in processing this documentation FOC staff is 
consistent inaccuracies in paperwork that require additional trainings. 
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oyers who may need and/or desire additional employer skills 

/service coordinators 
to identify common law employers that may need and/or desire additional employer 

common law employer 
a common law employer 

PPL will use feedback from our 
to determine when that 

then consult with the CM/SC.   

Typically, identification of the common law employers needing this training will come from our 
Our customer service team is the front line assistance for 
ng and assisting common law employers, customer service 

staff is able to identify circumstances that require additional training.  PPL’s financial operations 
team process all common law employer and DCW worker enrollment packets, timesheets, and 

ired program forms; in processing this documentation FOC staff is able to identify 



 

 

G. Enrolling Individuals and Representatives with the VF/EA FMS Organization as the 
Common Law Employer  

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

PPL has proven written policies and procedures related to the completion o
below and associated with the enrollment of individu
employer.  Upon award, PPL will 
Directed Services specific VF

2. Have written internal controls, including segregations of duties, re
of the tasks listed below;  

PPL has written internal controls, including segregation of duties, for the completion of the tasks 
listed below and associated with the enrollment of individu
common law employer. PPL’s in
built off of an extensive system of checks and balances that
completion, and timely filing of all required and applicable 
 
3. Prepare a Common Law Employer Enrollment Packet, and receive approval from the 
Commonwealth Grant Administrator.  The Packet should contain all required information 
and forms and be well organized and user friendly for the common law employer to 
understand and complete.  The packet and any revisions must be submitted for approval to 
OLTL/PDA/ODP 30 days prior to making any changes.  

PPL common law employer enrollment packets are comprehensive, user
and include all the material necessary to establish individuals or representatives 
employers. PPL will prepare and seek approval from the Commonwealth Grant Administrator to 
use a common law employer packet 
tools along with program, state and federal forms that need to be 
common law employer and returned to PPL.   

Informational Documents and Tools

• Cover letter to the common law employer, providing information about PPL’s serv
and operations and listing key contacts, customer service toll
TTY/TDD number, toll
and website, availability of VF/EA FMS materials in alternate print

• Information sheet regarding the roles and responsibilities of PPL, common
waiver/program participant and representative, qualified employee and vendor/small 
unlicensed provider, as applicable

• Information on the Good to Go Process
• Qualified Direct Care Worker (DCW) Information Change/Termination Form
• Information on the process
• Qualified Employee Termination Form
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G. Enrolling Individuals and Representatives with the VF/EA FMS Organization as the 

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

written policies and procedures related to the completion o
below and associated with the enrollment of individuals and representatives as the common law 

PPL will work as a partner with DPW to develop DPW Participant
F/EA policies and procedures manuals.  

2. Have written internal controls, including segregations of duties, related to the completion 

written internal controls, including segregation of duties, for the completion of the tasks 
listed below and associated with the enrollment of individuals and representatives as the 

PPL’s in-house tax team has well-established written internal controls 
off of an extensive system of checks and balances that ensure the receipt, proper 

completion, and timely filing of all required and applicable common law employer 

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

PPL common law employer enrollment packets are comprehensive, user-friendly, 
necessary to establish individuals or representatives 
and seek approval from the Commonwealth Grant Administrator to 

a common law employer packet that will contain the following informational documents 
state and federal forms that need to be completed and 

common law employer and returned to PPL.     

and Tools:  

Cover letter to the common law employer, providing information about PPL’s serv
and operations and listing key contacts, customer service toll-free phone number and 
TTY/TDD number, toll-free fax number, days and hours of operations, 

availability of VF/EA FMS materials in alternate print
sheet regarding the roles and responsibilities of PPL, common

waiver/program participant and representative, qualified employee and vendor/small 
unlicensed provider, as applicable; 
Information on the Good to Go Process;  

Worker (DCW) Information Change/Termination Form
Information on the process for qualified employee employment status change

mployee Termination Form;  
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G. Enrolling Individuals and Representatives with the VF/EA FMS Organization as the 

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

written policies and procedures related to the completion of all of the tasks listed 
presentatives as the common law 

DPW Participant-

lated to the completion 

written internal controls, including segregation of duties, for the completion of the tasks 
als and representatives as the 
established written internal controls 

ensure the receipt, proper 
mployer forms.   

3. Prepare a Common Law Employer Enrollment Packet, and receive approval from the 
Commonwealth Grant Administrator.  The Packet should contain all required information 
and forms and be well organized and user friendly for the common law employer to 
understand and complete.  The packet and any revisions must be submitted for approval to 

friendly, multi-lingual, 
necessary to establish individuals or representatives as common law 
and seek approval from the Commonwealth Grant Administrator to 

informational documents and 
completed and signed by the 

Cover letter to the common law employer, providing information about PPL’s services 
free phone number and 

days and hours of operations, email address, 
availability of VF/EA FMS materials in alternate print;  
sheet regarding the roles and responsibilities of PPL, common-law employer, 

waiver/program participant and representative, qualified employee and vendor/small 

Worker (DCW) Information Change/Termination Form; 
for qualified employee employment status change; 



 

 

• Participant Termination Notice
• Information on workplace safety
• Monthly Progress Notes
• Qualified DCW Timesheet and instructions
• Due date and payment schedule for Qualified DCW Timesheets and authorized goods 

and services; 
• Common Law Employer Enrollment Forms Checklist
• Request for Vendor Payment Form
• Direct Care Worker (DCW) Rate Sheet

Program Forms to be completed

• Common Law Employer
• Authorized Surrogate/Representative Designation
• Qualified Back-up Direct Care Worker (DCW) and/or Natural Support Staff Designation

and  
• Direct Care Worker (DCW), Backup DCW/SSW Qualification 

Federal and State Forms to be completed then signed and returned to PPL: 

• IRS Form SS-4 Application for Employer Identification Number
• IRS Form 2678 Employer/Payer 
• IRS Form 8821 Tax Information Authorization
• Form PA Form UC-884 
• Form PA-100 PA Enterprise Registration

 
Please note: PPL’s enrollment packet includes illustrated descriptions on how to fill out each
federal and state form, and provides PPL’s customer service number and an e
case the common law employer has questions
separate document to collect information needed for New Hire Reporting as 
be provided already in other documentation.
 
In addition to the documents listed above, PPL proposes adding the following items to the 
common law employer packet: 

• Common Law Employer Billable Rate Worksheet (this is a form that PPL provides to 
employers as a reference guide in determining what rate to pay the DCW) 

• Instructions for submitting timesheets using the PPL Web P
• Summary sheet to collect information 

using the Pennsylvania
PA 100 Enterprise Registration form

PPL understands that the IRS and state forms can be challenging understand
properly.  For this reason, we have developed pre
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Participant Termination Notice;  
Information on workplace safety;  
Monthly Progress Notes; 
Qualified DCW Timesheet and instructions; 
Due date and payment schedule for Qualified DCW Timesheets and authorized goods 

Common Law Employer Enrollment Forms Checklist; 
Request for Vendor Payment Form;  
Direct Care Worker (DCW) Rate Sheet; and 

completed then signed and returned to PPL:  

Common Law Employer Agreement;  
Authorized Surrogate/Representative Designation; 

up Direct Care Worker (DCW) and/or Natural Support Staff Designation

Direct Care Worker (DCW), Backup DCW/SSW Qualification   

orms to be completed then signed and returned to PPL: 

Application for Employer Identification Number;  
Employer/Payer Appointment of Agent; 
Tax Information Authorization;  

884 PA Unemployment Compensation Power of Attorney
PA Enterprise Registration.   

ote: PPL’s enrollment packet includes illustrated descriptions on how to fill out each
federal and state form, and provides PPL’s customer service number and an e
case the common law employer has questions.  Also, it will not be necessary to include a 
separate document to collect information needed for New Hire Reporting as 
be provided already in other documentation. 

In addition to the documents listed above, PPL proposes adding the following items to the 
common law employer packet:  

Common Law Employer Billable Rate Worksheet (this is a form that PPL provides to 
employers as a reference guide in determining what rate to pay the DCW) 

tting timesheets using the PPL Web Portal  
Summary sheet to collect information needed to register each common law employer 

ennsylvania Department of Revenue’s E-Services Center online v
PA 100 Enterprise Registration form 

that the IRS and state forms can be challenging understand
.  For this reason, we have developed pre-populated packets of these forms, requiring 
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Due date and payment schedule for Qualified DCW Timesheets and authorized goods 

up Direct Care Worker (DCW) and/or Natural Support Staff Designation; 

orms to be completed then signed and returned to PPL:   

 

Unemployment Compensation Power of Attorney; and  

ote: PPL’s enrollment packet includes illustrated descriptions on how to fill out each 
federal and state form, and provides PPL’s customer service number and an e-mail address in 

.  Also, it will not be necessary to include a 
separate document to collect information needed for New Hire Reporting as that information will 

In addition to the documents listed above, PPL proposes adding the following items to the 

Common Law Employer Billable Rate Worksheet (this is a form that PPL provides to 
employers as a reference guide in determining what rate to pay the DCW)  

register each common law employer 
Services Center online version of the 

that the IRS and state forms can be challenging understand and complete 
populated packets of these forms, requiring 



 

 

only the signature and date of the common law employer.  Once individual common law 
employer information has been entered into our financial management system via direct entry 
into the Web Portal or through an import file, our software system uses this to 
populated tax forms for each common law employer.  
enrollment packets to the designated participant/representative within three business days of 
receipt of a call from a CM/SC or Support Coordinator informing 
to use (PDS). 

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

PPL is committed to working with DPW to develop the most effective tools f
common law employers. Upon receiving the completed enrollment pac
tracks the stage of completion of each
located in the PPL Web Portal. If any forms are missing data or are i
Customer Service Center specialist logs the issue into the Web Portal by generating a Support 
Ticket. This triggers an outbound call to the appropriate person to obtain the required 
information. When a Customer Service Center speci
documentation, the specialist will be able to educate the common law employer or employee 
about what remains to be completed. Customer Service will continue to follow up until the 
appropriate paperwork has been received
 
Common law employers may use 
specific customer service email account to ask questions about 
Customer Service Center’s specialists will be trained on DPW
specifics, and are able to walk callers through the contents of the individual employer and 
employee packets. They have experience transferring participants from programs in ten other 
statewide programs. 
 
6.  Apply for (through completion and submission of the IRS Form SS
Employer Identification Number), and obtain a Federal Employer Identification Number 
(Federal EIN) for each common law employer it represents as agent

PPL has well-established procedures to appl
employers. Upon submission of the application 
the EIN on the SS-4 and also enters the EIN into 
4 (updated with the EIN) in the 
EIN confirmation letter from the IRS which also gets securely filed.  
 
An individual participant is not flagged in the Web Portal as “Good to Serve” in other words,
ready to receive services, until the FEIN is received. PPL will not make payments on behalf of
an individual consumer until an FEIN has been obtained for either them 
employer or a representative acting as employer on their behalf.
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only the signature and date of the common law employer.  Once individual common law 
employer information has been entered into our financial management system via direct entry 
into the Web Portal or through an import file, our software system uses this to 
populated tax forms for each common law employer.  PPL will mail common law employer 

designated participant/representative within three business days of 
receipt of a call from a CM/SC or Support Coordinator informing PPL that a participant wishes 

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

PPL is committed to working with DPW to develop the most effective tools f
Upon receiving the completed enrollment packets, 

tracks the stage of completion of each form using the Employer Documentation Checklist
located in the PPL Web Portal. If any forms are missing data or are incorrectly filled out, a 
Customer Service Center specialist logs the issue into the Web Portal by generating a Support 
Ticket. This triggers an outbound call to the appropriate person to obtain the required 
information. When a Customer Service Center specialist calls about a missing piece of 
documentation, the specialist will be able to educate the common law employer or employee 
about what remains to be completed. Customer Service will continue to follow up until the 
appropriate paperwork has been received.  

Common law employers may use PPL’s toll-free customer service number or our program
specific customer service email account to ask questions about the enrollment process.

ecialists will be trained on DPW program requirements and 
specifics, and are able to walk callers through the contents of the individual employer and 

They have experience transferring participants from programs in ten other 

mpletion and submission of the IRS Form SS-
Employer Identification Number), and obtain a Federal Employer Identification Number 
(Federal EIN) for each common law employer it represents as agent 

established procedures to apply for and obtain a FEIN for individual common law
. Upon submission of the application and the IRS provides the EIN.  PPL then records 

4 and also enters the EIN into the PPL Web Portal.  We file the completed SS
he EIN) in the common law employer file.  Within 2 weeks, PPL receives a

EIN confirmation letter from the IRS which also gets securely filed.   

An individual participant is not flagged in the Web Portal as “Good to Serve” in other words,
services, until the FEIN is received. PPL will not make payments on behalf of

until an FEIN has been obtained for either them as the common law 
acting as employer on their behalf. 
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only the signature and date of the common law employer.  Once individual common law 
employer information has been entered into our financial management system via direct entry 
into the Web Portal or through an import file, our software system uses this to generate pre-

PPL will mail common law employer 
designated participant/representative within three business days of 

PPL that a participant wishes 

5.  Collect and process completed documents and forms included in the Common Law 

PPL is committed to working with DPW to develop the most effective tools for enrolling 
kets, PPL reviews and 

mployer Documentation Checklist 
ncorrectly filled out, a 

Customer Service Center specialist logs the issue into the Web Portal by generating a Support 
Ticket. This triggers an outbound call to the appropriate person to obtain the required 

alist calls about a missing piece of 
documentation, the specialist will be able to educate the common law employer or employee 
about what remains to be completed. Customer Service will continue to follow up until the 

free customer service number or our program-
the enrollment process. PPL’s 
program requirements and 

specifics, and are able to walk callers through the contents of the individual employer and 
They have experience transferring participants from programs in ten other 

-4, Application for 
Employer Identification Number), and obtain a Federal Employer Identification Number 

y for and obtain a FEIN for individual common law 
the IRS provides the EIN.  PPL then records 

Web Portal.  We file the completed SS-
file.  Within 2 weeks, PPL receives an 

An individual participant is not flagged in the Web Portal as “Good to Serve” in other words, 
services, until the FEIN is received. PPL will not make payments on behalf of 

as the common law 



 

 

7. Maintain a copy of the completed 
common law employer’s file. 

PPL has a system in place to electronically store
SS-4 and Notice of Federal EIN in our PPL
payroll processing purposes. PPL 
operations office if required by the contract.  Otherwise, all files will be maintained and stored 
electronically.  
 
8. Register each common law employer as an employer for state income tax withholding 
taxes with the PA Department of Revenue using the Form PA
Registration.   

To register each common law employer as an employer for state income tax withh
PPL will use the PA Department of Revenue’s E
Enterprise Registration form.  
proposes including a summary sheet 
from the common law employer in order for PPL to complete the online registration form.  
will complete the online registration form for each common law employer and receive the 
employer’s registration number via an aut
streamline the process for receiving employer registration numbers via automatic email from the 
PA 100 online system, PPL will set
will be maintained in the common law employer’s electronic file. PPL will retain hard copy files 
of this transaction in a secure location in the financial operations office if required by the 
contract   

9. Obtain a PA Employer Withholding Account Identification Number for ea
it represents as employer agent for state income tax (SIT) withholding purposes

PPL will use each participant’s Enterprise Registration account number to retrieve and obtain a 
PA Employer Withholding Account Identification Number for SIT wi
number will be added to each participant’s profile for reference when processing tax withholding 
for employee(s) of each participant. 

10. Maintain a copy of the Form PA
Identification Number for SIT purposes in each common law employer’s file

Individual PA-100 forms and an individual PA Employer Withholding 
number for SIT purposes will be maintained in 
our PPL Web Portal and our financial management system for payroll processing purposes.  
will retain hard copy files in a secure location in the financial operations office if required by the 
contract.   
 
11. Register each common law employer as an
(SUI) taxes with the PA Department of Labor and Industry using the Form PA
Enterprise Registration. 
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the completed IRS Form SS-4 and Notice of Federal EIN
common law employer’s file.  

electronically store and maintain a copy of the completed 
4 and Notice of Federal EIN in our PPL Web Portal and our financial management system for 

processing purposes. PPL will retain hard copy files in a secure location in the 
if required by the contract.  Otherwise, all files will be maintained and stored 

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

To register each common law employer as an employer for state income tax withh
PPL will use the PA Department of Revenue’s E-Services Center online version of the PA 10

.  Due to the length and complexity of the PA 100 Form, 
a summary sheet in the enrollment packet to collect the information needed 

from the common law employer in order for PPL to complete the online registration form.  
will complete the online registration form for each common law employer and receive the 
employer’s registration number via an automatic email from the PA 100 online system. To 
streamline the process for receiving employer registration numbers via automatic email from the 
PA 100 online system, PPL will set-up a unique secure email account.  The registration number 

in the common law employer’s electronic file. PPL will retain hard copy files 
of this transaction in a secure location in the financial operations office if required by the 

9. Obtain a PA Employer Withholding Account Identification Number for ea
it represents as employer agent for state income tax (SIT) withholding purposes

PPL will use each participant’s Enterprise Registration account number to retrieve and obtain a 
PA Employer Withholding Account Identification Number for SIT withholding purposes. 
number will be added to each participant’s profile for reference when processing tax withholding 
for employee(s) of each participant.   

10. Maintain a copy of the Form PA-100 and the PA Employer Withholding Account 
mber for SIT purposes in each common law employer’s file

nd an individual PA Employer Withholding Account Identification 
will be maintained in each individual common law employer’s file

our PPL Web Portal and our financial management system for payroll processing purposes.  
will retain hard copy files in a secure location in the financial operations office if required by the 

11. Register each common law employer as an employer for state unemployment insurance 
(SUI) taxes with the PA Department of Labor and Industry using the Form PA
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Notice of Federal EIN in each 

and maintain a copy of the completed IRS Form 
l management system for 

in a secure location in the financial 
if required by the contract.  Otherwise, all files will be maintained and stored 

8. Register each common law employer as an employer for state income tax withholding 
PA Enterprise 

To register each common law employer as an employer for state income tax withholding taxes 
ersion of the PA 100 

Due to the length and complexity of the PA 100 Form, PPL 
to collect the information needed 

from the common law employer in order for PPL to complete the online registration form.  PPL 
will complete the online registration form for each common law employer and receive the 

omatic email from the PA 100 online system. To 
streamline the process for receiving employer registration numbers via automatic email from the 

up a unique secure email account.  The registration number 
in the common law employer’s electronic file. PPL will retain hard copy files 

of this transaction in a secure location in the financial operations office if required by the 

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

PPL will use each participant’s Enterprise Registration account number to retrieve and obtain a 
thholding purposes. The 

number will be added to each participant’s profile for reference when processing tax withholding 

100 and the PA Employer Withholding Account 
mber for SIT purposes in each common law employer’s file. 

Account Identification 
common law employer’s file on 

our PPL Web Portal and our financial management system for payroll processing purposes.  PPL 
will retain hard copy files in a secure location in the financial operations office if required by the 

employer for state unemployment insurance 
(SUI) taxes with the PA Department of Labor and Industry using the Form PA-100, PA 



 

 

 
PPL is prepared to register each common law employer as an employer for state unemployment 
insurance (SUI) taxes with the PA Department of Labor and Industry using the PA Department 
of Revenue’s E-Services Center Online Version of the PA 100 Enterprise Registration form.  
 
12. Obtain a PA Employer UC Account Identification Number for SUI purposes for each 
common law employer. 
 
PPL will use each participant’s Enterprise Registration account number to retrieve and obtain a 
PA Employer UC Account Identification Number for SIT withholding purposes. The number 
will be added to each participant’s profile for reference when processing 
employee(s) of each participant.  
 
13. Maintain a copy of the Form PA
Number in each common law employer’
 
Individual PA-100 forms and an individual PA Employer UC 
will be maintained in each individual common law employer’s file on our PPL Web Portal and 
our financial management system for payroll processing purposes.  
files in a secure location in the financial operations 
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register each common law employer as an employer for state unemployment 
I) taxes with the PA Department of Labor and Industry using the PA Department 

Services Center Online Version of the PA 100 Enterprise Registration form.  

12. Obtain a PA Employer UC Account Identification Number for SUI purposes for each 

PPL will use each participant’s Enterprise Registration account number to retrieve and obtain a 
PA Employer UC Account Identification Number for SIT withholding purposes. The number 
will be added to each participant’s profile for reference when processing tax withholding for 
employee(s) of each participant.   

13. Maintain a copy of the Form PA-100 and a PA Employer UC Account Identification 
Number in each common law employer’s file. 

nd an individual PA Employer UC Account Identifi
each individual common law employer’s file on our PPL Web Portal and 

our financial management system for payroll processing purposes.  PPL will retain hard copy 
files in a secure location in the financial operations office if required by the contract.  
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register each common law employer as an employer for state unemployment 
I) taxes with the PA Department of Labor and Industry using the PA Department 

Services Center Online Version of the PA 100 Enterprise Registration form.   

12. Obtain a PA Employer UC Account Identification Number for SUI purposes for each 

PPL will use each participant’s Enterprise Registration account number to retrieve and obtain a 
PA Employer UC Account Identification Number for SIT withholding purposes. The number 

tax withholding for 

100 and a PA Employer UC Account Identification 

Account Identification number for 
each individual common law employer’s file on our PPL Web Portal and 

PPL will retain hard copy 
office if required by the contract.   



 

H. Enrolling Qualified DCWs, Vendors, Small Unlicensed Providers, and Independent 
Contractors 
 
The Selected Offeror(s) must:
 
1. Have written policies and procedures related to the completion of the tasks listed 
below;  
 
PPL has written policies and procedures related to 
of the tasks listed below. Upon award
create ones specific to the Participant Direct Services (PDS) programs
contract requirements. Each manual serves as a training and management tool, as well as a 
reference guide for each program. 

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

 
We have approved, written internal controls related to the completion of all enrollment tasks 
including those listed below. Upon award, we wi
meet the specifications of the 
duties, which will comply with all 

 
3. Prepare a Qualified DCW Employment Enrollment Packet
the Commonwealth Grant Administrator. The Packet should contain all required 
information and forms and be well organized and user friendly for the common law 
employer and DCW to understand and complete. The packet and any revisi
submitted for approval to OLTL/PDA/ODP 30 days prior to making any changes. 
 
PPL has developed comprehensive, 
providers that include all the material necessary to establish 
associate them to the common law employer
collaborative effort over the years, involving feedback from 
managers/service coordinators
constantly improve the quality and clarity of our enrollment material. Therefore, while we will 
present you with a model we have had good experience using, you have our commitment that 
our final product will reflect the needs and requirem
 
PPL’s Qualified DCW Employment Enrollment Packet
the PDS programs, and how 
state forms and clearly delineates
direct care worker to be enrolled and paid
application form is included for enrollment into PPL’s system and association with the proper 
consumer.  
 
The DCW Packet will contain the following informational documents:
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H. Enrolling Qualified DCWs, Vendors, Small Unlicensed Providers, and Independent 

The Selected Offeror(s) must: 

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

PPL has written policies and procedures related to enrolling providers including th
listed below. Upon award, we will customize our Policy and Procedures manual to 

Participant Direct Services (PDS) programs that comply
ontract requirements. Each manual serves as a training and management tool, as well as a 

reference guide for each program.  

written internal controls, including segregation of duties, related to the 
completion of the tasks listed below;  

We have approved, written internal controls related to the completion of all enrollment tasks 
including those listed below. Upon award, we will customize our written internal controls to 
meet the specifications of the PDS programs, including documentation of the segregation of 

will comply with all contract requirements.  

Qualified DCW Employment Enrollment Packet, and receive approval from 
the Commonwealth Grant Administrator. The Packet should contain all required 
information and forms and be well organized and user friendly for the common law 
employer and DCW to understand and complete. The packet and any revisi
submitted for approval to OLTL/PDA/ODP 30 days prior to making any changes. 

PPL has developed comprehensive, well organized, user-friendly enrollment packets for 
that include all the material necessary to establish them as direct c

associate them to the common law employer(s). Our enrollment material has been a 
collaborative effort over the years, involving feedback from consumers, families, 
managers/service coordinators, direct care workers, and program administ
constantly improve the quality and clarity of our enrollment material. Therefore, while we will 
present you with a model we have had good experience using, you have our commitment that 
our final product will reflect the needs and requirements of DPW.  

Qualified DCW Employment Enrollment Packet will contain information about PPL, 
, and how DCWs are paid. The packet provides all the necessary federal and 

state forms and clearly delineates which forms and certifications are required in order for the 
to be enrolled and paid as part of the PDS programs. In addition, a basic 

application form is included for enrollment into PPL’s system and association with the proper 

will contain the following informational documents: 
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H. Enrolling Qualified DCWs, Vendors, Small Unlicensed Providers, and Independent 

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

including the completion 
cy and Procedures manual to 

that comply with all 
ontract requirements. Each manual serves as a training and management tool, as well as a 

written internal controls, including segregation of duties, related to the 

We have approved, written internal controls related to the completion of all enrollment tasks 
ll customize our written internal controls to 

, including documentation of the segregation of 

, and receive approval from 
the Commonwealth Grant Administrator. The Packet should contain all required 
information and forms and be well organized and user friendly for the common law 
employer and DCW to understand and complete. The packet and any revisions must be 
submitted for approval to OLTL/PDA/ODP 30 days prior to making any changes.  

enrollment packets for 
them as direct care workers and 

Our enrollment material has been a 
, families, care 

, and program administrators. We aim to 
constantly improve the quality and clarity of our enrollment material. Therefore, while we will 
present you with a model we have had good experience using, you have our commitment that 

contain information about PPL, 
all the necessary federal and 

which forms and certifications are required in order for the 
. In addition, a basic 

application form is included for enrollment into PPL’s system and association with the proper 



 

• Introductory letter to the employee, providing information about PPL’s services and 
operations and listing key contacts, customer service toll
fax number, email address, and website

• DCW Rate Sheet; 
• DCW Application for Tax Exemptions;
• Timesheets and step
• Timesheet due date and payday schedule
• Qualified DCW Employment Enrollment Checklist

 
Employee packets for the PDS programs
and returned to PPL: 

• Employee application: Basic application form
information, including a customized Tax Exemption form that we have devel
PPL to report on the relationship between the common law 
DCW; 

• Qualified DCW Agreement
• Criminal Background Check Forms

along with instructions for completion:
o Notice form fo

background checks ;
o FBI Criminal History Check
o DPW Child Abuse History Check 

• Federal & State Forms: The following federal and state forms must b
signed by the direct care 
verification. The enrollment packet includes
document, and provides PPL’s customer service number and email address in case the 
DCW or common law

o IRS Form W
o USCIS Form I

and 
o New Hire Reporting Form and instructions to collect the required information 

for electronic filing
hire reporting form in our DCW packets as the information needed to register 
the DCWs is provided in other documentation.

• Notice of Availability 
form that provides the 
enroll in direct deposit, either to a bank account or 

 
The packet and any revisions will be submitted for approval to OLTL/ PDA/ODP 30 days prior 
to making any changes.  
 
4. Prepare a Vendor, Small Unlicensed Provider, and Independent Contractor Payment 
Packet, and receive approval from the Commonwealth Grant Administrator. The Packet 
should contain all required information and forms and be well organized and user 
friendly for the common law employer and vendor, small unlicensed provider, and 
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letter to the employee, providing information about PPL’s services and 
operations and listing key contacts, customer service toll-free phone number, toll

email address, and website’ 

DCW Application for Tax Exemptions; 
Timesheets and step-by-step instructions for completion and submission

et due date and payday schedule; and 
Qualified DCW Employment Enrollment Checklist. 

PDS programs will contain the following documents to be signed 

Employee application: Basic application form and instructions to capture demogra
information, including a customized Tax Exemption form that we have devel

report on the relationship between the common law employer and the qualified 

Qualified DCW Agreement; 
Criminal Background Check Forms: The following notices/ forms will be provided 
along with instructions for completion: 

Notice form for pre-employment criminal background checks and state criminal
background checks ; 
FBI Criminal History Check; and 
DPW Child Abuse History Check  

Federal & State Forms: The following federal and state forms must b
signed by the direct care worker and returned to PPL. Some require employer 

enrollment packet includes instructions on how to fill out each 
document, and provides PPL’s customer service number and email address in case the 

common law employer has questions: 
IRS Form W-4, Employee Withholding Allowance Certificate with instructions
USCIS Form I-9, Employment Eligibility Verification Form

New Hire Reporting Form and instructions to collect the required information 
for electronic filing by PPL, if applicable. PPL typically does not include a new 
hire reporting form in our DCW packets as the information needed to register 
the DCWs is provided in other documentation.  

Availability of Direct Deposit information and form:
form that provides the direct care worker with instructions and information on how to 
enroll in direct deposit, either to a bank account or pay card. 

The packet and any revisions will be submitted for approval to OLTL/ PDA/ODP 30 days prior 

Vendor, Small Unlicensed Provider, and Independent Contractor Payment 
, and receive approval from the Commonwealth Grant Administrator. The Packet 

should contain all required information and forms and be well organized and user 
friendly for the common law employer and vendor, small unlicensed provider, and 
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letter to the employee, providing information about PPL’s services and 
free phone number, toll-free 

step instructions for completion and submission; 

will contain the following documents to be signed 

to capture demographic 
information, including a customized Tax Exemption form that we have developed for 

employer and the qualified 

The following notices/ forms will be provided 

employment criminal background checks and state criminal 

Federal & State Forms: The following federal and state forms must be filled out and 
and returned to PPL. Some require employer 

instructions on how to fill out each 
document, and provides PPL’s customer service number and email address in case the 

, Employee Withholding Allowance Certificate with instructions;  
9, Employment Eligibility Verification Form with instructions; 

New Hire Reporting Form and instructions to collect the required information 
PPL typically does not include a new 

hire reporting form in our DCW packets as the information needed to register 

form:  This is an optional 
with instructions and information on how to 

The packet and any revisions will be submitted for approval to OLTL/ PDA/ODP 30 days prior 

Vendor, Small Unlicensed Provider, and Independent Contractor Payment 
, and receive approval from the Commonwealth Grant Administrator. The Packet 

should contain all required information and forms and be well organized and user 
friendly for the common law employer and vendor, small unlicensed provider, and 



 

independent contractor to understand and complete. The packet and any revisions must 
be submitted for approval to OLTL/PDA/OPD 30 days prior to making any changes. 
 
Our Vendor, Small Unlicensed Provider, and Independent Contractor Payment Packet
contain information about PPL, the 
provides all required information and forms
certifications are required in order for the 
programs.  
 
The Payment Packet will contain the following informational documents:

• Introductory letter to the vendor, small unlicensed provider and independent contractor, 
providing information about PPL’s services and operations and listing key contacts, 
customer service toll
website; 

• Vendor, Small Unlicensed Provider, Independent Contractor Payment Information 
Form; 

• Timesheets and Instructions
• Timesheet due date and payday schedule
• Vendor, Small Unlicensed Provider, and Independent Contract Payment Packet 

Checklist 
 

Payment Packets for the PDS programs will contain the following documents to be signed and 
returned to PPL: 

• Federal Forms: The following federal forms must be filled out, signed by the p
and returned to PPL. Some require employer verification. The provider packet has 
instructions on how to fill out each document, and provides PPL’s customer service 
number and email address in case the provider has questions:

o IRS Form W
with instructions
 

• Notice of Availability of Direct Deposit information and form: This is an optional form 
that provides the vendor, small unlicensed provider or independent contractor
instructions and information on how to enroll in direct deposit, either to a bank account 
or pay card. 
 

• IRS Form SS-8, Determination of Worker Status for Purposes of Federal Employment 
Taxes and Income Tax Withholding
including a one-page form describing the SS
from PPL, if necessary

 
The packet and any revisions will be submitted for approval to OLTL/ PDA/ODP 30 days prior 
to making any changes.  
 
5. Distribute the Qualified DCW Employment Enrollment Packet and the Vendor, Small 
Unlicensed, and Independent Contractor Payment Packet to 
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ctor to understand and complete. The packet and any revisions must 
be submitted for approval to OLTL/PDA/OPD 30 days prior to making any changes. 

Vendor, Small Unlicensed Provider, and Independent Contractor Payment Packet
bout PPL, the PDS programs, and how providers are paid

required information and forms and clearly delineates which forms and 
certifications are required in order for the provider to be enrolled and paid

The Payment Packet will contain the following informational documents:
Introductory letter to the vendor, small unlicensed provider and independent contractor, 
providing information about PPL’s services and operations and listing key contacts, 

service toll-free phone number, toll-free fax number, email address, and 

Vendor, Small Unlicensed Provider, Independent Contractor Payment Information 

Timesheets and Instructions; 
Timesheet due date and payday schedule; and 

licensed Provider, and Independent Contract Payment Packet 

Payment Packets for the PDS programs will contain the following documents to be signed and 

Federal Forms: The following federal forms must be filled out, signed by the p
and returned to PPL. Some require employer verification. The provider packet has 
instructions on how to fill out each document, and provides PPL’s customer service 
number and email address in case the provider has questions: 

IRS Form W-9, Request for Tax Payer Identification Number and Certification 
with instructions and 

Notice of Availability of Direct Deposit information and form: This is an optional form 
vendor, small unlicensed provider or independent contractor

ons and information on how to enroll in direct deposit, either to a bank account 

8, Determination of Worker Status for Purposes of Federal Employment 
Taxes and Income Tax Withholding Form.  Given the length of the SS

page form describing the SS-8 with instructions for 
from PPL, if necessary. 

The packet and any revisions will be submitted for approval to OLTL/ PDA/ODP 30 days prior 

Distribute the Qualified DCW Employment Enrollment Packet and the Vendor, Small 
Unlicensed, and Independent Contractor Payment Packet to the common law employer 
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ctor to understand and complete. The packet and any revisions must 
be submitted for approval to OLTL/PDA/OPD 30 days prior to making any changes.  

Vendor, Small Unlicensed Provider, and Independent Contractor Payment Packet will 
providers are paid. The packet 

and clearly delineates which forms and 
to be enrolled and paid as part of the PDS 

The Payment Packet will contain the following informational documents: 
Introductory letter to the vendor, small unlicensed provider and independent contractor, 
providing information about PPL’s services and operations and listing key contacts, 

free fax number, email address, and 

Vendor, Small Unlicensed Provider, Independent Contractor Payment Information 

licensed Provider, and Independent Contract Payment Packet 

Payment Packets for the PDS programs will contain the following documents to be signed and 

Federal Forms: The following federal forms must be filled out, signed by the provider 
and returned to PPL. Some require employer verification. The provider packet has 
instructions on how to fill out each document, and provides PPL’s customer service 

or Tax Payer Identification Number and Certification 

Notice of Availability of Direct Deposit information and form: This is an optional form 
vendor, small unlicensed provider or independent contractor with 

ons and information on how to enroll in direct deposit, either to a bank account 

8, Determination of Worker Status for Purposes of Federal Employment 
Form.  Given the length of the SS-8. PPL suggests 

with instructions for obtaining a copy 

The packet and any revisions will be submitted for approval to OLTL/ PDA/ODP 30 days prior 

Distribute the Qualified DCW Employment Enrollment Packet and the Vendor, Small 
the common law employer 



 

within three (3) business days of receipt of call from the CM/SC or Support Coordinator 
informing the VF/EA FMS organization that the parti cipant/ representative wishes to use 
PDS and the VF/EA FMS organization; 
 
Employment Enrollment Packets will be distributed to the common law employer within 3 
business days of receipt of a call from the CM/SC informing us that the participant/ 
representative wishes to use PDS and PPL as the VF/EA FMS organization. 
Qualified DCW Employment Enrollment Packets and the Vendor, Small Unlicensed and 
Independent Contractor Payment Packets will be posted on our PDS program
for CM/SCs, common law employers or providers to access 24/7. 
 
6. Have a system in place for notifying
they have not submitted; 
 
Once paperwork is returned to PPL, staff in our Financial Operation
according to the program-specific policies and procedures document. This document provid
detailed instruction for verifying each form and entering the information into the PPL Web 
Portal. The stage of completion of each form is tracked in each individual 
documentation checklist. If any forms are 
filled out, a Financial Operations
Support Ticket. This triggers an outbound call to 
information that was not yet submitted and
Service team will then follow up until the appropriate paperwork has been received.
 
PPL will be available to answer questions and assist 
providers through the enrollment process.
about missing documentation, the specialist will be able to educate the common law employer 
about what remains to be completed. Additionally, if the common law employer, 
representative, or provider 
be available to answer questions and assist callers via our program
service number or via our program
Service Center Specialists will be trained on the 
able to walk callers through the contents of the provider paperwork. 
transferring many thousands of employees from existing statewide program
committed to working with DPW to develop the most effective tools for enrolling direct care 
workers and vendors, small unlicensed providers and independent contractors in this program.
 
7. Collect and process completed documents and forms and fil
federal, state and local government agencies. Copies of all documentation must be 
retained in the applicable Qualified DCW, Vendor or Small Unlicensed Provider’s file; 
 
The Financial Operations Center will process 
specific policies and procedures document. This document provides detailed instruction for 
verifying each form, entering the information into the Web Portal
appropriate federal, state or government agency as
form is tracked in each individual provider’s
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(3) business days of receipt of call from the CM/SC or Support Coordinator 
informing the VF/EA FMS organization that the parti cipant/ representative wishes to use 
PDS and the VF/EA FMS organization;  

Packets will be distributed to the common law employer within 3 
business days of receipt of a call from the CM/SC informing us that the participant/ 
representative wishes to use PDS and PPL as the VF/EA FMS organization. 

oyment Enrollment Packets and the Vendor, Small Unlicensed and 
Independent Contractor Payment Packets will be posted on our PDS program
for CM/SCs, common law employers or providers to access 24/7.  

a system in place for notifying the common law employer regarding information 
 

returned to PPL, staff in our Financial Operations Center 
specific policies and procedures document. This document provid

detailed instruction for verifying each form and entering the information into the PPL Web 
Portal. The stage of completion of each form is tracked in each individual 
documentation checklist. If any forms are not received, are missing data or 

Financial Operations specialist logs the issue into the Web Portal by generating a 
Support Ticket. This triggers an outbound call to notify the common law employer regarding 
information that was not yet submitted and to obtain the required information. 

then follow up until the appropriate paperwork has been received.

PPL will be available to answer questions and assist common law employers
through the enrollment process. When a Customer Service Center specialist calls 

about missing documentation, the specialist will be able to educate the common law employer 
about what remains to be completed. Additionally, if the common law employer, 

 has a question about the any part of the required
be available to answer questions and assist callers via our program-specific, toll
service number or via our program-specific customer service email account. PPL’s Customer

pecialists will be trained on the specific PDS program requirements, 
able to walk callers through the contents of the provider paperwork. They have experience 
transferring many thousands of employees from existing statewide program
committed to working with DPW to develop the most effective tools for enrolling direct care 
workers and vendors, small unlicensed providers and independent contractors in this program.

Collect and process completed documents and forms and fil e with the appropriate 
federal, state and local government agencies. Copies of all documentation must be 
retained in the applicable Qualified DCW, Vendor or Small Unlicensed Provider’s file; 

Financial Operations Center will process packets for DCWs according to the program
specific policies and procedures document. This document provides detailed instruction for 

entering the information into the Web Portal, and filing it with the 
appropriate federal, state or government agency as necessary. The stage of completion of each 

individual provider’s documentation checklist. If any forms are missing 
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(3) business days of receipt of call from the CM/SC or Support Coordinator 
informing the VF/EA FMS organization that the parti cipant/ representative wishes to use 

Packets will be distributed to the common law employer within 3 
business days of receipt of a call from the CM/SC informing us that the participant/ 
representative wishes to use PDS and PPL as the VF/EA FMS organization. In addition, 

oyment Enrollment Packets and the Vendor, Small Unlicensed and 
Independent Contractor Payment Packets will be posted on our PDS program-specific website 

the common law employer regarding information 

s Center will process them 
specific policies and procedures document. This document provides 

detailed instruction for verifying each form and entering the information into the PPL Web 
Portal. The stage of completion of each form is tracked in each individual provider’s 

missing data or are incorrectly 
specialist logs the issue into the Web Portal by generating a 

notify the common law employer regarding 
the required information. Our Customer 

then follow up until the appropriate paperwork has been received. 

common law employers and prospective 
When a Customer Service Center specialist calls 

about missing documentation, the specialist will be able to educate the common law employer 
about what remains to be completed. Additionally, if the common law employer, 

of the required paperwork, we will 
specific, toll-free customer 

specific customer service email account. PPL’s Customer 
specific PDS program requirements, and are 

They have experience 
transferring many thousands of employees from existing statewide programs. We are 
committed to working with DPW to develop the most effective tools for enrolling direct care 
workers and vendors, small unlicensed providers and independent contractors in this program. 

e with the appropriate 
federal, state and local government agencies. Copies of all documentation must be 
retained in the applicable Qualified DCW, Vendor or Small Unlicensed Provider’s file;  

according to the program-
specific policies and procedures document. This document provides detailed instruction for 

, and filing it with the 
. The stage of completion of each 

documentation checklist. If any forms are missing 



 

data or are incorrectly filled out, a 
Portal by generating a Support Ticket. This triggers an outbound call to the appropriate person 
to obtain the required information. 
with individual direct care workers 
 
PPL’s system is set up to reinforce the documentation requirements of each of our programs.  
For example, the system will not process timesheets associated with 
is missing a criminal background check
missing documentation, this extra step ensures that 
enrolled common law employers
 
8. Process direct care worker’s IRS Forms W
 
PPL has a system in place to obtain an
worker. Our standard operating practices ensure that each 
completed IRS Form W-4 prior to issuing payment
W-4, the Federal Filing Status, all
specified.  

 

 
Prior to receiving payment, each direct 
return an employment packet; 
receiving completed packets, 
results are tracked in the Web Portal where 
completion of each form is tracked. The 
are marked as each required item is received and completed accurately. Conditional rule 
verifications in the system 
Serve”, or ready to provide services, until all required check boxes are compl

 
If the IRS Form W-4 is missing or 
ticket is created in the Web Portal, which triggers an outbound call from a PPL Customer 
Service specialist to contact the direct 
phone to complete the form, such action is taken. 
and withhold at zero exemption so as not to delay payment
 
9. Maintain copies of IRS Forms W
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data or are incorrectly filled out, a Financial Operations specialist logs the issue into the Web 
ng a Support Ticket. This triggers an outbound call to the appropriate person 

to obtain the required information. A member of our Customer Service team
with individual direct care workers until the appropriate paperwork has been received.

PPL’s system is set up to reinforce the documentation requirements of each of our programs.  
For example, the system will not process timesheets associated with a direct care worker
is missing a criminal background check.  While internal processes are set up to identify 
missing documentation, this extra step ensures that payments are made only for approved, 

common law employers and providers.   

Process direct care worker’s IRS Forms W-4; 

PPL has a system in place to obtain and process the IRS Form W-4 from each 
standard operating practices ensure that each DCW has submitted an accurately 

prior to issuing payment. The Web Portal captures the receipt of the 
, the Federal Filing Status, allowances and any additional the withholding amount 

Prior to receiving payment, each direct care worker in the PDS program
return an employment packet; PPL includes an IRS Form W-4 in each enrollment packet. Upon 

packets, we review each form in the packet, including the W
Web Portal where missing forms are indicated 

completion of each form is tracked. The DCW Document Check List includes check boxes that 
as each required item is received and completed accurately. Conditional rule 

 prevent a direct care worker from being designated as “Good to 
or ready to provide services, until all required check boxes are compl

4 is missing or if a section of a form has not been completed, a support 
is created in the Web Portal, which triggers an outbound call from a PPL Customer 

pecialist to contact the direct care worker. If information can be verified over the 
phone to complete the form, such action is taken. If not fixed, PPL will follow IRS guidelines 
and withhold at zero exemption so as not to delay payment. 

Maintain copies of IRS Forms W-4 in each qualified DCW’s file; 
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specialist logs the issue into the Web 
ng a Support Ticket. This triggers an outbound call to the appropriate person 

team then follows up 
until the appropriate paperwork has been received. 

PPL’s system is set up to reinforce the documentation requirements of each of our programs.  
a direct care worker who 

set up to identify 
only for approved, 

4 from each direct care 
has submitted an accurately 

. The Web Portal captures the receipt of the 
the withholding amount 

 

programs must complete and 
enrollment packet. Upon 

packet, including the W-4. The 
 or satisfactory 

Document Check List includes check boxes that 
as each required item is received and completed accurately. Conditional rule 

from being designated as “Good to 
or ready to provide services, until all required check boxes are complete. 

a section of a form has not been completed, a support 
is created in the Web Portal, which triggers an outbound call from a PPL Customer 

an be verified over the 
If not fixed, PPL will follow IRS guidelines 

4 in each qualified DCW’s file;  



 

A copy of the IRS Form W
through the Document Management capabilities in the Web Portal
 
10. Maintain copies of the US CIS Form I
qualified DCW’s file;  
 
A copy of the USCIS Form I
electronically through the Document Management capabilities in the Web Portal
 
11. Submit the required documentation for State Police Criminal Background Check 
(Form SP-164), FBI Criminal Background Check, and DPW Child Abuse Clearance 
(Form CY-113) for the common law employer’s DCW candidate; 
 
PPL has extensive experience conducting c
providing services to consumers in self directed programs. In this program we will include the 
required forms: State Police Criminal Background Check (Form SP
Background Check, and DPW Chi
Employment Enrollment Packet. 
documentation for the DCW candidate
 
12. Receive and maintain criminal background results on common law employer’s DCW 
candidate on file and provide results to the common law employer upon request; 
 
Criminal background check r
received and maintained in the Web Portal on 
the DCW’s provider profile
authorized users to view at any time
results will be incorporated into the DCW’s 
“Good to Serve” criteria such that an individual 
will not be able to provide services unless all 
criminal background check approvals
received and documented. To the right
example of a direct care worker’s
qualifications page where we are able to track 
the receipt, approval and expiration dates, and 
the status of the individual criminal background 
check. These criteria can be customized to meet 
the specific needs of the PDS programs. As 
permitted by DPW, results will be provided to the common law employer upon request. 
 
13. Confirm each qualified DCW’s social security num
provider’s social security number or FEIN, as appropriate through the SSA’s Business 
Services Online system;  
 
As part of our standard operating policies and procedures, we verify that each qualified DCW’s 
self-reported social security number (SSN) matche
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of the IRS Form W-4 will be maintained in each qualified DCW’s file
through the Document Management capabilities in the Web Portal.  

ies of the US CIS Form I-9, Employment Eligibility Verification in each 

CIS Form I-9 will be maintained in each qualified DCW’s file
electronically through the Document Management capabilities in the Web Portal

Submit the required documentation for State Police Criminal Background Check 
164), FBI Criminal Background Check, and DPW Child Abuse Clearance 
113) for the common law employer’s DCW candidate;  

PPL has extensive experience conducting criminal background checks on direct care workers 
providing services to consumers in self directed programs. In this program we will include the 
required forms: State Police Criminal Background Check (Form SP-164), FBI Criminal 
Background Check, and DPW Child Abuse Clearance (Form CY-113) in each Qualified DCW 

ollment Packet. Upon receipt of the paperwork, we will submit the required 
documentation for the DCW candidate to the appropriate entity for processing

Receive and maintain criminal background results on common law employer’s DCW 
candidate on file and provide results to the common law employer upon request; 

Criminal background check results will be 
received and maintained in the Web Portal on 

provider profile and available for 
at any time. These 

incorporated into the DCW’s 
“Good to Serve” criteria such that an individual 
will not be able to provide services unless all 

nd check approvals are 
To the right is an 

direct care worker’s required 
qualifications page where we are able to track 
the receipt, approval and expiration dates, and 
the status of the individual criminal background 
check. These criteria can be customized to meet 
the specific needs of the PDS programs. As 

y DPW, results will be provided to the common law employer upon request. 

Confirm each qualified DCW’s social security number and vendor and small business 
provider’s social security number or FEIN, as appropriate through the SSA’s Business 

 

As part of our standard operating policies and procedures, we verify that each qualified DCW’s 
reported social security number (SSN) matches the name and date of birth information 
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4 will be maintained in each qualified DCW’s file or electronically 

9, Employment Eligibility Verification in each 

9 will be maintained in each qualified DCW’s file or 
electronically through the Document Management capabilities in the Web Portal.  

Submit the required documentation for State Police Criminal Background Check 
164), FBI Criminal Background Check, and DPW Child Abuse Clearance 

riminal background checks on direct care workers 
providing services to consumers in self directed programs. In this program we will include the 

164), FBI Criminal 
113) in each Qualified DCW 
we will submit the required 

for processing.   

Receive and maintain criminal background results on common law employer’s DCW 
candidate on file and provide results to the common law employer upon request;  

y DPW, results will be provided to the common law employer upon request.  

ber and vendor and small business 
provider’s social security number or FEIN, as appropriate through the SSA’s Business 

As part of our standard operating policies and procedures, we verify that each qualified DCW’s 
s the name and date of birth information 



 

obtained from the Social Security Administration (SSA)’s Business Services Online (BSO)
We also verify that all vendor and small business provider’s SSN or FEIN
obtained from the SSA. PPL obtains 
and any applicable state tax forms
from Form W-9. Our separate agent FEIN is registered with BSO. PPL maintains an 8 
character PIN, provided by BSO a
once annually, and only specific 
the BSO Online Verification Service.  
 
Every week staff members in the Financial Operations Center run a
management system that automatically creates a text file to BSO’s SSN Verification Service 
file specifications and upload this file 
file is received, listing failed SSNs 
such that our Customer Service Center has immediate access to 
unverifiable SSNs or FEINs
check mark in the ‘SSN/TIN Verified’ checkbox in the provider checklist
Portal. Those with failed SSNs 
to produce a report of SSN/FEIN
 
When issues are identified, a
to the direct care worker, vendor or small business provider 
verifying their SSN or FEIN
to the provider, the Customer Service Representative identifies him or herself as a 
representative of the VF/EA FMS organization, leaves his or her name and an 800 number for 
the provider to call back, such that 
that provided in program documentation
call, the provider can verify that he or she is providing his or her SSN to a trusted source. This 
method has proven successful 
programs..  
 
A Customer Service Representative verifies the previously provided SSN 
provider.  If the information
we record the corrected info
FEIN on file matches that provided by the 
encourages the individual to contact the Social Security Administration’s local branch to 
correct or verify their SSN or 
individual with a local number to reach the Social Security Administration. Details of all 
contact with the provider are recorded in the Web Portal’s Support Ticket module.
 
14. Collect information on whether a qualified employee meets one of the criteria to be 
FICA/FUTA or SUTA exempt per Section 3 of IRS Publication 15 and Pennsylvania (PA 
Unemployment Compensation (UC) Law Section 4(1)(4)(5), respectively;
 
In order to collect information on whether a qualified employee meets one of the criteria to be 
FICA/FUTA or SUTA exempt, PPL has designed a specific Application for Tax Exemptions 
Based on Age, Student Status, and Family Relationship form that will be inc
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obtained from the Social Security Administration (SSA)’s Business Services Online (BSO)
We also verify that all vendor and small business provider’s SSN or FEIN

PPL obtains the DCW’s self-reported SSN on forms W
and any applicable state tax forms, and obtains the vendor or small business’ SSN or FEIN 

separate agent FEIN is registered with BSO. PPL maintains an 8 
character PIN, provided by BSO and a self-created password that must be changed at least 
once annually, and only specific staff members are authorized to verify SSNs
the BSO Online Verification Service.   

eek staff members in the Financial Operations Center run a report in our financial 
management system that automatically creates a text file to BSO’s SSN Verification Service 

and upload this file to BSO. Usually, within one business day, a results text 
ceived, listing failed SSNs or FEINs. PPL uploads the file results into our Web Portal, 

Customer Service Center has immediate access to providers
or FEINs. Providers with verified SSNs or FEINs are flagged as such with a 

IN Verified’ checkbox in the provider checklist
Portal. Those with failed SSNs and FEINs remain unchecked. This tracking system allows 

SSN/FEIN verification status as needed. 

When issues are identified, an agent from our Customer Service Center places an outbound
to the direct care worker, vendor or small business provider and notifies them of a problem 

SSN or FEIN. Rather than verify this information with an outbound call 
, the Customer Service Representative identifies him or herself as a 

representative of the VF/EA FMS organization, leaves his or her name and an 800 number for 
to call back, such that the provider can verify that the number pro

that provided in program documentation. By leaving a number for the provider
can verify that he or she is providing his or her SSN to a trusted source. This 

method has proven successful when we have transferred thousands of workers in other 

A Customer Service Representative verifies the previously provided SSN 
information on file with PPL does not match that provided during the call 

information and resubmit the data to BSO. If, however, the SSN or 
on file matches that provided by the provider, the Customer Service Representative 

to contact the Social Security Administration’s local branch to 
y their SSN or FEIN. The Customer Service Representative provides the 

with a local number to reach the Social Security Administration. Details of all 
are recorded in the Web Portal’s Support Ticket module.

information on whether a qualified employee meets one of the criteria to be 
FICA/FUTA or SUTA exempt per Section 3 of IRS Publication 15 and Pennsylvania (PA 
Unemployment Compensation (UC) Law Section 4(1)(4)(5), respectively;

In order to collect information on whether a qualified employee meets one of the criteria to be 
FICA/FUTA or SUTA exempt, PPL has designed a specific Application for Tax Exemptions 
Based on Age, Student Status, and Family Relationship form that will be inc
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obtained from the Social Security Administration (SSA)’s Business Services Online (BSO). 
We also verify that all vendor and small business provider’s SSN or FEIN matches the name 

reported SSN on forms W-4, USCIS I-9 
, and obtains the vendor or small business’ SSN or FEIN 

separate agent FEIN is registered with BSO. PPL maintains an 8 
created password that must be changed at least 

taff members are authorized to verify SSNs and FEINs using 

report in our financial 
management system that automatically creates a text file to BSO’s SSN Verification Service 

to BSO. Usually, within one business day, a results text 
. PPL uploads the file results into our Web Portal, 

providers flagged as having 
are flagged as such with a 

IN Verified’ checkbox in the provider checklist module in the Web 
remain unchecked. This tracking system allows us 

Customer Service Center places an outbound call 
and notifies them of a problem 

with an outbound call directly 
, the Customer Service Representative identifies him or herself as a 

representative of the VF/EA FMS organization, leaves his or her name and an 800 number for 
can verify that the number provided is indeed 

provider to return the 
can verify that he or she is providing his or her SSN to a trusted source. This 

thousands of workers in other 

A Customer Service Representative verifies the previously provided SSN or FEIN with the 
on file with PPL does not match that provided during the call then 

and resubmit the data to BSO. If, however, the SSN or 
the Customer Service Representative 

to contact the Social Security Administration’s local branch to 
. The Customer Service Representative provides the 

with a local number to reach the Social Security Administration. Details of all 
are recorded in the Web Portal’s Support Ticket module. 

information on whether a qualified employee meets one of the criteria to be 
FICA/FUTA or SUTA exempt per Section 3 of IRS Publication 15 and Pennsylvania (PA 
Unemployment Compensation (UC) Law Section 4(1)(4)(5), respectively; 

In order to collect information on whether a qualified employee meets one of the criteria to be 
FICA/FUTA or SUTA exempt, PPL has designed a specific Application for Tax Exemptions 
Based on Age, Student Status, and Family Relationship form that will be included in the DCW 



 

Employment Enrollment Packet as we recognize that employees providing domestic services 
may be exempt from paying certain taxes based on the employee’s age, student status, or 
family relationship to the employer.
 
Upon receipt of the Enrollment Packet, tax exemption status is recorded in the Web Portal for 
the direct care worker. From the Web Portal, exemption status is exported to our financial 
management system when the DCW is determined ‘Good to 
requirements are lifted from the DCW’s payroll record. If exempt, we will not withhold FICA/ 
FUTA or SUTA, or calculate common law employer contribution for the direct care worker.
 
15. Report participants’ new hires through the PA New Hires Program within 20 days of 
hire; and  
 
In accordance with Pennsylvania regulations, new h
the PA New Hires Program within 20 days of hire. 
generated from our financial management system that will be uploa
Reporting site. Data submitted will include: 

• The employer’s Federal Employer Identification Number (FEIN
• The employer’s name
• The employer’s address
• A contact person at the employer
• A phone number for the contact person at the 
• The employee’s name (full name: first, middle and last)
• The employee’s address
• The employee’s 
• The employee’s date of hire
• The employee’s date of birth (optional)
• The state of hire (optional)
 

16. Maintain copies of New Hire Reporting documentation in qualified DCWs’ files. 
 
Copies of New Hire Reporting documentation will be maintained in qualified DCW’s files, or 
electronically through the Document Management capabilities in the Web Portal.
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Employment Enrollment Packet as we recognize that employees providing domestic services 
may be exempt from paying certain taxes based on the employee’s age, student status, or 
family relationship to the employer. 

llment Packet, tax exemption status is recorded in the Web Portal for 
the direct care worker. From the Web Portal, exemption status is exported to our financial 
management system when the DCW is determined ‘Good to Serve’ and withholding 

ifted from the DCW’s payroll record. If exempt, we will not withhold FICA/ 
FUTA or SUTA, or calculate common law employer contribution for the direct care worker.

Report participants’ new hires through the PA New Hires Program within 20 days of 

In accordance with Pennsylvania regulations, new hires will be reported electronically through 
the PA New Hires Program within 20 days of hire. Following each payroll a report will be 
generated from our financial management system that will be uploaded to the PA New Hire 
Reporting site. Data submitted will include:  

mployer’s Federal Employer Identification Number (FEIN
The employer’s name 
The employer’s address 

contact person at the employer 
A phone number for the contact person at the employer 
The employee’s name (full name: first, middle and last) 
The employee’s address 
The employee’s SSN 
The employee’s date of hire 
The employee’s date of birth (optional) 
The state of hire (optional) 

Maintain copies of New Hire Reporting documentation in qualified DCWs’ files. 

Copies of New Hire Reporting documentation will be maintained in qualified DCW’s files, or 
electronically through the Document Management capabilities in the Web Portal.

monwealth of Pennsylvania 
Department of Public Welfare 

Request for Application # 22-11 
Vendor Fiscal/Employer Agent Financial Management Services 

Employment Enrollment Packet as we recognize that employees providing domestic services 
may be exempt from paying certain taxes based on the employee’s age, student status, or 

llment Packet, tax exemption status is recorded in the Web Portal for 
the direct care worker. From the Web Portal, exemption status is exported to our financial 

and withholding 
ifted from the DCW’s payroll record. If exempt, we will not withhold FICA/ 

FUTA or SUTA, or calculate common law employer contribution for the direct care worker. 

Report participants’ new hires through the PA New Hires Program within 20 days of 

ires will be reported electronically through 
Following each payroll a report will be 

ded to the PA New Hire 

mployer’s Federal Employer Identification Number (FEIN)  

Maintain copies of New Hire Reporting documentation in qualified DCWs’ files.  

Copies of New Hire Reporting documentation will be maintained in qualified DCW’s files, or 
electronically through the Document Management capabilities in the Web Portal. 



 

 

I.  Processing a Common Law Employer’s Disenrollment from a VF/EA FMS Organization
 
The Selected Offeror(s) must:
 
1. Have written policies and procedures related to the completion of the tasks listed below;
 
When PPL is awarded a new program, the management team creates policies and procedures 
(P&P) specific to the program rules.  
develop DPW Participant-Directed Services 
The P&Ps will include revoking related IRS common employer paperwork, 
Commonwealth and IRS common law employer paperwork, 
and compute, withhold, file, and deposit state income and unemployment tax.
 
2. Have written internal controls, including 
of the tasks listed below; 
 
PPL has internal controls documented and in place to monitor the entire tax registration 
including retiring and revoking common law IRS and Commonwealth related paperwork.
documentation is stored electronically, and copies are maintained in the individual 
employer file. PPL maintains stringent internal controls to monitor the establishment and 
maintenance of current and archived 
files. Physical files are maintained in an area devoted exclusively to 
performs monthly audits on consumer, and direct care worker files.  
(FOC) staff, located in our Chelsea, MA office will be responsible for revoking and retiring all 
common law employer IRS and Commonwealth paperwor
and compute, withhold, file, and deposit state income and unemployment tax.
Tax Registration team is part of our FOC staff, one person will register all required tax document 
on behalf of the common law 
and revoke appropriate tax documents on behalf of the common law employer.
 
3. Revoke the IRS Form 2678 with the common law employer, when appropriate
 
PPL is typically notified that a person is no longer serving as an
consumer or the Department. This request is formally documented on a Program Retir
form. Upon receipt of the formal notification indicating that a person no longer will serve as 
common law employer, PPL retires that Individual Employer’
the IRS, attaching the original Form 2678, with the word 
states that PPL will no longer be representing the individual employer
IRS Code and is signed by PPL’s President, Marc H. Fenton. 
 
4. Maintain a copy of the revoked Form 2678 and the IRS revocation confirmation letter 
(LTR 4228C) in the common law employer’s archived file
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Processing a Common Law Employer’s Disenrollment from a VF/EA FMS Organization

The Selected Offeror(s) must: 

Have written policies and procedures related to the completion of the tasks listed below;

When PPL is awarded a new program, the management team creates policies and procedures 
(P&P) specific to the program rules.  Upon award, PPL will work as a partner 

Directed Services specific VF/EA policies and procedures manua
The P&Ps will include revoking related IRS common employer paperwork, 
Commonwealth and IRS common law employer paperwork, terminating workers’ compensation, 

compute, withhold, file, and deposit state income and unemployment tax.

2. Have written internal controls, including segregation of duties, related to the completion 

ols documented and in place to monitor the entire tax registration 
including retiring and revoking common law IRS and Commonwealth related paperwork.
documentation is stored electronically, and copies are maintained in the individual 
employer file. PPL maintains stringent internal controls to monitor the establishment and 
maintenance of current and archived consumer, direct care worker, and VF/EA
files. Physical files are maintained in an area devoted exclusively to DPW 
performs monthly audits on consumer, and direct care worker files.  PPL’s financial operations 
(FOC) staff, located in our Chelsea, MA office will be responsible for revoking and retiring all 
common law employer IRS and Commonwealth paperwork, terminating workers’ compensation, 
and compute, withhold, file, and deposit state income and unemployment tax.
Tax Registration team is part of our FOC staff, one person will register all required tax document 

 employer, another staff person will have the responsibility to retire 
and revoke appropriate tax documents on behalf of the common law employer.

Revoke the IRS Form 2678 with the common law employer, when appropriate

a person is no longer serving as an employer either directly by the 
. This request is formally documented on a Program Retir

formal notification indicating that a person no longer will serve as 
mployer, PPL retires that Individual Employer’s FEIN. PPL then

the IRS, attaching the original Form 2678, with the word “REVOKE” across the top. The letter 
states that PPL will no longer be representing the individual employer under Section 3504 of the 
IRS Code and is signed by PPL’s President, Marc H. Fenton.  

Maintain a copy of the revoked Form 2678 and the IRS revocation confirmation letter 
(LTR 4228C) in the common law employer’s archived file; 
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Processing a Common Law Employer’s Disenrollment from a VF/EA FMS Organization 

Have written policies and procedures related to the completion of the tasks listed below; 

When PPL is awarded a new program, the management team creates policies and procedures 
work as a partner with DPW to 

procedures manuals. 
The P&Ps will include revoking related IRS common employer paperwork, retiring 

terminating workers’ compensation, 
compute, withhold, file, and deposit state income and unemployment tax. 

f duties, related to the completion 

ols documented and in place to monitor the entire tax registration process, 
including retiring and revoking common law IRS and Commonwealth related paperwork. All 
documentation is stored electronically, and copies are maintained in the individual common law 
employer file. PPL maintains stringent internal controls to monitor the establishment and 

F/EA FMS program 
 operations. PPL 

PPL’s financial operations 
(FOC) staff, located in our Chelsea, MA office will be responsible for revoking and retiring all 

k, terminating workers’ compensation, 
and compute, withhold, file, and deposit state income and unemployment tax.  Members of the 
Tax Registration team is part of our FOC staff, one person will register all required tax document 

employer, another staff person will have the responsibility to retire 
and revoke appropriate tax documents on behalf of the common law employer. 

Revoke the IRS Form 2678 with the common law employer, when appropriate;  

employer either directly by the 
. This request is formally documented on a Program Retirement 

formal notification indicating that a person no longer will serve as the 
s FEIN. PPL then writes a letter to 

across the top. The letter 
under Section 3504 of the 

Maintain a copy of the revoked Form 2678 and the IRS revocation confirmation letter 



 

 

PPL has internal controls documented and in place to monitor the entire tax registration process, 
including obtaining and revoking agent status with the IRS.  
revoked Form 2678 and the IRS revocation letter (LTR 4228C) in th
archived file.  All documentation is stored electronically, and copies a
common law employer file.  PPL maintains stringent internal controls to monitor the 
establishment and maintenance of 
care staff, and VF/EA FMS program files.
 
5. Revoke the IRS Form 8821 with the common law employer’s archived file
 
PPL has developed policies and 
renewing the IRS Form 8821 before it expires, revoking the IRS Form 8821 when the Agent no 
longer represents the individual, and maintaining the relevant d
law employer’s file. Upon retirement of an FE
copy of IRS Form 8821 to IRS Service Center in Memphis, TN with ‘REVOKE’ written across 
the top of the form. A copy of the IRS Form 8821 and cancellation requests 
common law employer’s file. 
Operations Center to maintain confidentiality.
 
6. Maintain a copy of the revoked Form 8821 in the common law employer’s archived file
 
PPL has internal controls documented and in place to mon
including obtaining and revoking 
will revoke a Form 8821 by sending a copy of IRS Form 8821 to IRS
Memphis, TN with ‘REVOKE’ written across the top of the form.
and cancellation requests are retained in each common law employer
stored in a secure location in our Financial Operations
 
7. Retire the common law employer’s FEIN, when appropriate;
 
Upon receipt of formal notification that a person no longer will serve as 
employer, PPL retires that Employer’s FEIN through two primary steps
 

I. Completing all final tax deposits, 
 

II.  Filing a final IRS Form 941 with Part 3, Number 16 completed with the final date 
wages were paid and the box checked stating returns do not need to be filed in the 
future.  

 
In addition, PPL completes the IRS Form 
filed in the future. Upon retirement of the FEIN, PPL submits a standard letter to the IRS 
requesting that the EIN be de-
Web Portal. The PPL Web Portal is used to document and track the FEIN retirement process to 
ensure all paperwork is completed properly.
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PPL has internal controls documented and in place to monitor the entire tax registration process, 
including obtaining and revoking agent status with the IRS.  PPL will maintain a copy of the 
revoked Form 2678 and the IRS revocation letter (LTR 4228C) in the common law employer’s 

All documentation is stored electronically, and copies are maintained in the 
employer file.  PPL maintains stringent internal controls to monitor the 

establishment and maintenance of current and archived consumers(s), their representatives, 
program files.  

Revoke the IRS Form 8821 with the common law employer’s archived file

olicies and procedures for submitting initial IRS Forms 8821 to the Service, 
renewing the IRS Form 8821 before it expires, revoking the IRS Form 8821 when the Agent no 
longer represents the individual, and maintaining the relevant documentation in each common 

. Upon retirement of an FEIN, PPL will revoke a Form 8821 by sending a 
copy of IRS Form 8821 to IRS Service Center in Memphis, TN with ‘REVOKE’ written across 

A copy of the IRS Form 8821 and cancellation requests 
 All paperwork is stored in a secure location in our Financial 

Operations Center to maintain confidentiality. 

Maintain a copy of the revoked Form 8821 in the common law employer’s archived file

PPL has internal controls documented and in place to monitor the entire tax registration process, 
including obtaining and revoking Form 8821 with the IRS. Upon retirement of an FEIN, PPL 
will revoke a Form 8821 by sending a copy of IRS Form 8821 to IRS Service Center in 
Memphis, TN with ‘REVOKE’ written across the top of the form. A copy of the IRS Form 8821 

are retained in each common law employer’s file. All paperwork is 
stored in a secure location in our Financial Operations Center to maintain confidentiality.

Retire the common law employer’s FEIN, when appropriate; 

Upon receipt of formal notification that a person no longer will serve as the common law 
PPL retires that Employer’s FEIN through two primary steps:   

Completing all final tax deposits,  

Filing a final IRS Form 941 with Part 3, Number 16 completed with the final date 
wages were paid and the box checked stating returns do not need to be filed in the 

In addition, PPL completes the IRS Form 940 checking the box stating returns do not need to be 
filed in the future. Upon retirement of the FEIN, PPL submits a standard letter to the IRS 

-activated. PPL maintains FEIN retirement activity within the PPL 
PPL Web Portal is used to document and track the FEIN retirement process to 

ensure all paperwork is completed properly. 
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PPL has internal controls documented and in place to monitor the entire tax registration process, 
PPL will maintain a copy of the 

e common law employer’s 
re maintained in the 

employer file.  PPL maintains stringent internal controls to monitor the 
(s), their representatives, direct 

Revoke the IRS Form 8821 with the common law employer’s archived file; 

Forms 8821 to the Service, 
renewing the IRS Form 8821 before it expires, revoking the IRS Form 8821 when the Agent no 

ocumentation in each common 
IN, PPL will revoke a Form 8821 by sending a 

copy of IRS Form 8821 to IRS Service Center in Memphis, TN with ‘REVOKE’ written across 
A copy of the IRS Form 8821 and cancellation requests are retained in each 

All paperwork is stored in a secure location in our Financial 

Maintain a copy of the revoked Form 8821 in the common law employer’s archived file; 

itor the entire tax registration process, 
Upon retirement of an FEIN, PPL 

Service Center in 
A copy of the IRS Form 8821 

’s file. All paperwork is 
Center to maintain confidentiality. 

the common law 
 

Filing a final IRS Form 941 with Part 3, Number 16 completed with the final date 
wages were paid and the box checked stating returns do not need to be filed in the 

940 checking the box stating returns do not need to be 
filed in the future. Upon retirement of the FEIN, PPL submits a standard letter to the IRS 

EIN retirement activity within the PPL 
PPL Web Portal is used to document and track the FEIN retirement process to 



 

 

 
8. Maintain a copy of the documentation of the FEIN retirement in the common law 
employer’s archived file; 
 
PPL has internal controls documented and in place to monitor the entire tax registration process, 
including obtaining, revoking,
retirement in the common law employer’s file. 
copies are maintained in the individual employer file. PPL maintains stringent internal controls 
to monitor the establishment and maintenance of current and archived 
worker, and VF/EA FMS program files.
 
9. Revoke the PA UC-884, Power of
appropriate; 
 
Upon receipt of notification that a person no longer will serve as 
will submit a letter to the Pennsylvania Department of Labor and Industry on behalf of the 
common law employer stating they want to revoke the PA UC
employer. 
 
10. Maintain a copy of the revoked PA UC
employer’s archived file; 
 
PPL has internal controls documented and in place to monitor the entire tax registration process, 
including obtaining, revoking 
revoke PA UC-844, Power of Attorney
documentation received from the Department of Labor and Industry in receipt of the letter
documentation is stored electronically, and copies are maintained in the individual employer file. 
PPL maintains stringent internal controls to monitor the establishment and maintenance of 
current and archived consumer
 
11. Retire the common law employer’s PA Department of Revenue state income tax 
withholding employer tax account number, w
REV-1706, Business Cancelation 
 
Upon receipt of notification that a person no longer will serve as 
will retire the common law employer’s PA Department of Revenue state income tax
employer tax account number by filing the PA DoR Form REV
Form.  PPL will send the PA DoR form Rev
 Department of Labor and Industry
 Office of UC Tax Services, Registration and Document Management Section
 651 Boas Street 
 Harrisburg, PA 17121 
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8. Maintain a copy of the documentation of the FEIN retirement in the common law 

documented and in place to monitor the entire tax registration process, 
, revoking, and retiring FEINs. We will maintain a copy of the FEIN 

retirement in the common law employer’s file. All documentation is stored electronically, and 
ies are maintained in the individual employer file. PPL maintains stringent internal controls 

to monitor the establishment and maintenance of current and archived consumer, direct care 
program files. 

Power of Attorney with the common law employer, w

Upon receipt of notification that a person no longer will serve as the common law employer
to the Pennsylvania Department of Labor and Industry on behalf of the 

stating they want to revoke the PA UC-884 previously issued to the 

10. Maintain a copy of the revoked PA UC-884, Power of Attorney in the common law 

PPL has internal controls documented and in place to monitor the entire tax registration process, 
 and retiring FEINs. We will maintain a copy 

Power of Attorney, in the common law employer’s file
documentation received from the Department of Labor and Industry in receipt of the letter
documentation is stored electronically, and copies are maintained in the individual employer file. 

ent internal controls to monitor the establishment and maintenance of 
consumer, DCW and VF/EA FMS program files. 

11. Retire the common law employer’s PA Department of Revenue state income tax 
withholding employer tax account number, when appropriate, by filing the PA DoR Form 

Business Cancelation Form; 

Upon receipt of notification that a person no longer will serve as the common law employer
will retire the common law employer’s PA Department of Revenue state income tax
employer tax account number by filing the PA DoR Form REV-1796, Business Cancelation

send the PA DoR form Rev-1706 to: 
Department of Labor and Industry 
Office of UC Tax Services, Registration and Document Management Section
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8. Maintain a copy of the documentation of the FEIN retirement in the common law 

documented and in place to monitor the entire tax registration process, 
will maintain a copy of the FEIN 

All documentation is stored electronically, and 
ies are maintained in the individual employer file. PPL maintains stringent internal controls 

consumer, direct care 

with the common law employer, when 

the common law employer, PPL 
to the Pennsylvania Department of Labor and Industry on behalf of the 

884 previously issued to the 

in the common law 

PPL has internal controls documented and in place to monitor the entire tax registration process, 
will maintain a copy of letter stating to 

the common law employer’s file as well as 
documentation received from the Department of Labor and Industry in receipt of the letter. All 
documentation is stored electronically, and copies are maintained in the individual employer file. 

ent internal controls to monitor the establishment and maintenance of 

11. Retire the common law employer’s PA Department of Revenue state income tax 
hen appropriate, by filing the PA DoR Form 

the common law employer, PPL 
will retire the common law employer’s PA Department of Revenue state income tax withholding 

Business Cancelation 

Office of UC Tax Services, Registration and Document Management Section 



 

 

12. Maintain a copy of the PA DoR Form REV
archived file; 
 
PPL has internal controls documented and in place to monitor the entire tax registration process, 
including obtaining, revoking,
REV-1706 in the common law employer’s file. 
copies are maintained in the individual employer file. PPL maintains stringent internal controls
to monitor the establishment and maintenance of current and archived 
worker, and VF/EA FMS program files.
 
13. Retire the common law employer’s State Department of Labor and Industry state 
unemployment insurance tax employer tax acco
the PA form UC-2B in the common law employer’s archived file;
 
Upon receipt of notification that a person no longer will serve as 
retires that Employer’s state unemployment tax registration number by

• Completing all final tax deposits, by documenting “Final return” on the PA W
will occur only after the current calendar year ends, due to the filing of PA W
Transmittal Form, and 

• Submitting a PA Form UC
Changes).  

 
By entering the last paid wages on number 4, the PA UC account number will automatically be 
closed. The signed form will be mailed to: Department of Labor and Indus
Services, Tax Accounting Administration. PPL will document and approve policies and 
procedures for obtaining and retiring a state unemployment tax registration number for all 
employers it represents, as described above, with stated ti
the maintenance of the relevant documentation in each individual’s file.  PPL will update these 
policies and procedures for any specif
 
14. Maintain a copy of the PA Form UC
 
PPL has internal controls documented and in place to monitor the entire tax registration process, 
including obtaining, revoking,
2B in the common law employer’s file. 
maintained in the individual employer file. PPL maintains stringent internal controls to monitor 
the establishment and maintenance of current and archived 
VF/EA FMS program files. 
 
15. Compute, withhold and file final state income tax taxes (even when the final filing is 
zero wages); 
 
PPL’s Financial Operations Center uses a Tax Reporting and Payment Processing Schedule to 
ensure that all required tax filings are systematically made per the required periodicity.
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12. Maintain a copy of the PA DoR Form REV-1706 in the common law employer’s 

PPL has internal controls documented and in place to monitor the entire tax registration process, 
ing, and retiring FEINs. We will maintain a copy of the PA DoR Form 

1706 in the common law employer’s file. All documentation is stored electronically, and 
copies are maintained in the individual employer file. PPL maintains stringent internal controls
to monitor the establishment and maintenance of current and archived consumer

program files. 

13. Retire the common law employer’s State Department of Labor and Industry state 
unemployment insurance tax employer tax account number when appropriate, by using 

2B in the common law employer’s archived file; 

Upon receipt of notification that a person no longer will serve as the common law employer
retires that Employer’s state unemployment tax registration number by: 

ompleting all final tax deposits, by documenting “Final return” on the PA W
will occur only after the current calendar year ends, due to the filing of PA W

and  
ubmitting a PA Form UC-2B- (Employer’s Report of Employment and Business 

By entering the last paid wages on number 4, the PA UC account number will automatically be 
closed. The signed form will be mailed to: Department of Labor and Industry, Office of UC Tax 
Services, Tax Accounting Administration. PPL will document and approve policies and 
procedures for obtaining and retiring a state unemployment tax registration number for all 
employers it represents, as described above, with stated timeframes and specific requirements for 
the maintenance of the relevant documentation in each individual’s file.  PPL will update these 
policies and procedures for any specific requirements requested by DPW. 

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

PPL has internal controls documented and in place to monitor the entire tax registration process, 
, revoking, and retiring FEINs. We will maintain a copy of the 

in the common law employer’s file. All documentation is stored electronically, and copies are 
maintained in the individual employer file. PPL maintains stringent internal controls to monitor 
the establishment and maintenance of current and archived consumer, direct care worker

15. Compute, withhold and file final state income tax taxes (even when the final filing is 

PPL’s Financial Operations Center uses a Tax Reporting and Payment Processing Schedule to 
hat all required tax filings are systematically made per the required periodicity.
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1706 in the common law employer’s 

PPL has internal controls documented and in place to monitor the entire tax registration process, 
will maintain a copy of the PA DoR Form 

All documentation is stored electronically, and 
copies are maintained in the individual employer file. PPL maintains stringent internal controls 

consumer, direct care 

13. Retire the common law employer’s State Department of Labor and Industry state 
unt number when appropriate, by using 

the common law employer, PPL 

ompleting all final tax deposits, by documenting “Final return” on the PA W-3 which 
will occur only after the current calendar year ends, due to the filing of PA W-2 

(Employer’s Report of Employment and Business 

By entering the last paid wages on number 4, the PA UC account number will automatically be 
try, Office of UC Tax 

Services, Tax Accounting Administration. PPL will document and approve policies and 
procedures for obtaining and retiring a state unemployment tax registration number for all 

meframes and specific requirements for 
the maintenance of the relevant documentation in each individual’s file.  PPL will update these 

 

common law employer’s archived file; 

PPL has internal controls documented and in place to monitor the entire tax registration process, 
will maintain a copy of the PA Form UC-

All documentation is stored electronically, and copies are 
maintained in the individual employer file. PPL maintains stringent internal controls to monitor 

direct care worker, and 

15. Compute, withhold and file final state income tax taxes (even when the final filing is 

PPL’s Financial Operations Center uses a Tax Reporting and Payment Processing Schedule to 
hat all required tax filings are systematically made per the required periodicity. PPL will 



 

 

withhold PA Personal income tax at the rate of 3.07 percent. 
uses a Tax Reporting and Payment Processing Schedule to ensure that 
are systematically made per the required periodicity.
Pennsylvania Department of Taxation and Revenue using Form
quarter.  PPL maintains electronic record
hard-copy records of all tax deposits in a secure file in the Financial Operations Center.
 
Pennsylvania income tax will not be withheld from compensation and certain types of payments 
paid to residents of bordering states including Maryland, New Jersey, Ohio, Virginia, and West 
Virginia due to reciprocal agreements with each of these states. Providers from these states will 
complete Form (REV-420), Employee’s Statement of Non
Authorization to withholding Other States’ Income Tax and taxes from state of residence will be 
withheld. However, if this form is not completed
 
PPL has documented, approved policies and procedures with internal controls that detail each 
segment of DPW processes, including one with stated time frames for withholding and filing 
state income taxes using State registration numbers for each 
requirements and for maintaining the relevant documentation in our files.
policies and procedures as necessary to comply with all requirements of this project
 
16. Deposit final state income tax (even when the final
 
To terminate the status of employer in the state of PA, PPL will 1) Make all final deposits 
File Form REV-1706 (Account Cancellation Form). The Form will include the reason for the 
cancellation and the effective date. The 
Revenue. 
 
17. Maintain a copy of the final state income tax filing and deposit and related 
correspondence in the common law employer’s archived file;
 
PPL has internal controls documented and in place to 
including depositing final state income tax
filing and deposit and related correspondence in the common law employer’s file. 
documentation is stored electronically, and copies are maintained in the individual employer file. 
PPL maintains stringent internal controls to monitor the establishment and maintenance of 
current and archived consumer
 
18. Compute, withhold and file final state unemployment taxes (even when the final filing is 
zero wages); 
 
PPL has staff specifically dedicated to and fully trained in all enrollment and disenrollment 
processes, laws, and regulation.  The tax team will follow proven in
with guidance from 
http://www.portalstate.pa.us/portal/server.pt/community/enterprise_portal_inforamtion/2121
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withhold PA Personal income tax at the rate of 3.07 percent.  PPL’s Financial Operations Center 
uses a Tax Reporting and Payment Processing Schedule to ensure that all required tax deposits 
are systematically made per the required periodicity.  PPL will deposit and file quarterly to the 
Pennsylvania Department of Taxation and Revenue using Form PA W-3 on the last day of every 

PPL maintains electronic records of all deposits in our accounting system
copy records of all tax deposits in a secure file in the Financial Operations Center.

Pennsylvania income tax will not be withheld from compensation and certain types of payments 
dents of bordering states including Maryland, New Jersey, Ohio, Virginia, and West 

Virginia due to reciprocal agreements with each of these states. Providers from these states will 
420), Employee’s Statement of Non-residence in Pennsylva

Authorization to withholding Other States’ Income Tax and taxes from state of residence will be 
withheld. However, if this form is not completed, PA taxes will be withheld for these employees. 

PPL has documented, approved policies and procedures with internal controls that detail each 
processes, including one with stated time frames for withholding and filing 

state income taxes using State registration numbers for each consumer-employer per state 
requirements and for maintaining the relevant documentation in our files.   
policies and procedures as necessary to comply with all requirements of this project

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

To terminate the status of employer in the state of PA, PPL will 1) Make all final deposits 
1706 (Account Cancellation Form). The Form will include the reason for the 

cancellation and the effective date. The signed form will be then mailed to PA Department of 

17. Maintain a copy of the final state income tax filing and deposit and related 
correspondence in the common law employer’s archived file; 

PPL has internal controls documented and in place to monitor the entire tax registration process, 
depositing final state income tax. We will maintain a copy of the final state income tax 

filing and deposit and related correspondence in the common law employer’s file. 
ctronically, and copies are maintained in the individual employer file. 

PPL maintains stringent internal controls to monitor the establishment and maintenance of 
consumer, direct care worker, and VF/EA FMS program files.

withhold and file final state unemployment taxes (even when the final filing is 

PPL has staff specifically dedicated to and fully trained in all enrollment and disenrollment 
processes, laws, and regulation.  The tax team will follow proven industry best practices, along 

http://www.portalstate.pa.us/portal/server.pt/community/enterprise_portal_inforamtion/2121
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PPL’s Financial Operations Center 
all required tax deposits 

PPL will deposit and file quarterly to the 
3 on the last day of every 

our accounting system and will retain 
copy records of all tax deposits in a secure file in the Financial Operations Center. 

Pennsylvania income tax will not be withheld from compensation and certain types of payments 
dents of bordering states including Maryland, New Jersey, Ohio, Virginia, and West 

Virginia due to reciprocal agreements with each of these states. Providers from these states will 
residence in Pennsylvania and 

Authorization to withholding Other States’ Income Tax and taxes from state of residence will be 
axes will be withheld for these employees.  

PPL has documented, approved policies and procedures with internal controls that detail each 
processes, including one with stated time frames for withholding and filing 

ployer per state 
 PPL will update these 

policies and procedures as necessary to comply with all requirements of this project 

filing is zero wages); 

To terminate the status of employer in the state of PA, PPL will 1) Make all final deposits and 2) 
1706 (Account Cancellation Form). The Form will include the reason for the 

signed form will be then mailed to PA Department of 

17. Maintain a copy of the final state income tax filing and deposit and related 

monitor the entire tax registration process, 
We will maintain a copy of the final state income tax 

filing and deposit and related correspondence in the common law employer’s file. All 
ctronically, and copies are maintained in the individual employer file. 

PPL maintains stringent internal controls to monitor the establishment and maintenance of 
program files. 

withhold and file final state unemployment taxes (even when the final filing is 

PPL has staff specifically dedicated to and fully trained in all enrollment and disenrollment 
dustry best practices, along 

http://www.portalstate.pa.us/portal/server.pt/community/enterprise_portal_inforamtion/2121 to 



 

 

ensure that PPL will compute, withhold and file final state unemployment taxes (even when the 
final filing is zero wages. 
 
19. Deposit final state unemployment taxes (even when the final filing is zero wages);
 
PPL will deposit all final state unemployment taxes (e
the DPW program. 
 
20. Maintain copies of the documentation of the filing and payment of the common law 
employer’s final state income tax and unemployment taxes in the common law employer’s 
archived file; 
 
PPL has internal controls documented and in place to monitor the entire tax registration process, 
including obtaining, revoking,
the filing and payment of the common law employer’s final state income tax and unemployment 
taxes in the common law employer’s file. 
are maintained in the individual employer file. PPL maintains stringent internal controls to 
monitor the establishment and maintenance of current and archived
worker, and VF/EA FMS program files.
 
21. Terminate the common law employer’s workers’ compensatio
appropriate and submit any premium refund to DPW (i.e., via offset of future payment); 
and 
 
When appropriate, PPL will terminate the common law employer’s workers’ compensation 
insurance by simply appending our national workers com
there is no workers compensation premium paid since the plan operates on a pay
basis.  There is no need for DPW to process and reconcile a refund check
 
22. Maintain documentation related to 
compensation insurance policy in the common law employer’s archived file.
 
PPL has internal controls documented and in place to monitor 
workers’ compensation insurance policy
terminating the common law employer’s workers’ compensation insurance policy.
documentation is stored electronically, and copies 
employer file.  PPL maintains
maintenance of current and archived 
VF/EA FMS program files.  
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PPL will compute, withhold and file final state unemployment taxes (even when the 

19. Deposit final state unemployment taxes (even when the final filing is zero wages);

PPL will deposit all final state unemployment taxes (even when the final filing is zero wages) for 

20. Maintain copies of the documentation of the filing and payment of the common law 
employer’s final state income tax and unemployment taxes in the common law employer’s 

s internal controls documented and in place to monitor the entire tax registration process, 
, revoking, and retiring FEINs. PPL will maintain copies of documentation of 

the filing and payment of the common law employer’s final state income tax and unemployment 
taxes in the common law employer’s file. All documentation is stored electronically, and copies 

ndividual employer file. PPL maintains stringent internal controls to 
monitor the establishment and maintenance of current and archived consumer

program files. 

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

When appropriate, PPL will terminate the common law employer’s workers’ compensation 
by simply appending our national workers compensation plan.  If payroll is not issued, 

there is no workers compensation premium paid since the plan operates on a pay
basis.  There is no need for DPW to process and reconcile a refund check.  

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

PPL has internal controls documented and in place to monitor the obtaining and terminating 
workers’ compensation insurance policy.  PPL will maintain all documentation related to 
terminating the common law employer’s workers’ compensation insurance policy.
documentation is stored electronically, and copies are maintained in the consumer’
employer file.  PPL maintains stringent internal controls to monitor the establishment and 
maintenance of current and archived consumer(s), their representatives, direct care worker, 
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PPL will compute, withhold and file final state unemployment taxes (even when the 

19. Deposit final state unemployment taxes (even when the final filing is zero wages); 

ven when the final filing is zero wages) for 

20. Maintain copies of the documentation of the filing and payment of the common law 
employer’s final state income tax and unemployment taxes in the common law employer’s 

s internal controls documented and in place to monitor the entire tax registration process, 
PPL will maintain copies of documentation of 

the filing and payment of the common law employer’s final state income tax and unemployment 
All documentation is stored electronically, and copies 

ndividual employer file. PPL maintains stringent internal controls to 
consumer, direct care 

n insurance policy, when 
appropriate and submit any premium refund to DPW (i.e., via offset of future payment); 

When appropriate, PPL will terminate the common law employer’s workers’ compensation 
pensation plan.  If payroll is not issued, 

there is no workers compensation premium paid since the plan operates on a pay-as-you-go 
.   

terminating the common law employer’s workers’ 
compensation insurance policy in the common law employer’s archived file. 

the obtaining and terminating 
maintain all documentation related to 

terminating the common law employer’s workers’ compensation insurance policy.  All 
are maintained in the consumer’s common law 

stringent internal controls to monitor the establishment and 
direct care worker, and 



 

 

J. Processing and Distributing Qualified DCWs Payroll and Related Taxes and
Insurances 
 
The Selected Offeror(s) must:
 
1. Have written policies and procedures related to the completion of 
 
PPL has written policies and procedures related to enrolling providers including the completion 
of the tasks listed below. Upon award
specific to the PDS programs 
management tool, as well as a reference guide for each program. 
 
2. Have written internal controls, including segregation of duties, related to the
of the tasks listed below; 
 
PPL has written internal controls related to the completion of all enrollment tasks including those 
listed below. Upon award, we will customize our written internal controls to meet the 
specifications of the PDS programs
will comply with all contract requirements
 
3. Determine if the qualified DCW is a family member who is exempt from
FICA and/or FUTA and SUTA and process payroll and related
 
PPL collects information relating to 
period.  Each employment packet contains an individual employer/
Tax Exemption Information Form which includes a short questionnaire to solicit 
qualify for FICA exemptions. 

DCWs are FICA-exempt for 2 primary reasons:

Relationship with the individual employer, or his or her age meet 
requirements for FICA exemptions as outlined in the IRS Publication 
15, Circular E, Individual Employer's Tax Guide, Section 11.

Paid less than $1,800 in wages in the calendar year.
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Processing and Distributing Qualified DCWs Payroll and Related Taxes and

The Selected Offeror(s) must: 

Have written policies and procedures related to the completion of the tasks

PPL has written policies and procedures related to enrolling providers including the completion 
of the tasks listed below. Upon award, we will customize our Policy and Procedures manual 

PDS programs of the Commonwealth. Each manual serves as a training and 
management tool, as well as a reference guide for each program.  

Have written internal controls, including segregation of duties, related to the

nternal controls related to the completion of all enrollment tasks including those 
listed below. Upon award, we will customize our written internal controls to meet the 

PDS programs, including documentation of the segregation of dutie
will comply with all contract requirements.  

Determine if the qualified DCW is a family member who is exempt from
FICA and/or FUTA and SUTA and process payroll and related federal taxes accordingly;

PPL collects information relating to DCWs who are FICA exempt during the 
Each employment packet contains an individual employer/DCW Relationship Federal 

Tax Exemption Information Form which includes a short questionnaire to solicit 
 

exempt for 2 primary reasons:

Relationship with the individual employer, or his or her age meet 
requirements for FICA exemptions as outlined in the IRS Publication 
15, Circular E, Individual Employer's Tax Guide, Section 11.

Paid less than $1,800 in wages in the calendar year.
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Processing and Distributing Qualified DCWs Payroll and Related Taxes and 

the tasks listed below; 

PPL has written policies and procedures related to enrolling providers including the completion 
we will customize our Policy and Procedures manual 

. Each manual serves as a training and 

Have written internal controls, including segregation of duties, related to the completion 

nternal controls related to the completion of all enrollment tasks including those 
listed below. Upon award, we will customize our written internal controls to meet the 

, including documentation of the segregation of duties, which 

Determine if the qualified DCW is a family member who is exempt from paying into 
federal taxes accordingly; 

who are FICA exempt during the DCW enrollment 
Relationship Federal 

Tax Exemption Information Form which includes a short questionnaire to solicit if DCWs 

 

Relationship with the individual employer, or his or her age meet 
requirements for FICA exemptions as outlined in the IRS Publication 



 

 

 
4. Maintain documentation on relationship of common law employer to the
in the worker ’’’’s file; 
 
PPL maintains copies, either physically or electronically, of all Relationship Federal Tax 
Exemptions Information Forms for each worker
 
5. Determine if a qualified DCW is a non
method to be used for state income tax withholding;
 
PPL understands the statutory reciprocity requiremen
some other) states.  PPL will withhold according to the statutory withholding requirements, 
based on the information provided on forms REV
 
6. Maintain documentation on the qualified DCW
worker ’’’’s file; 
 
PPL maintains copies, either physically or electronically, of all tax related paperwork for each 
worker in his/her appropriate file.
 
7. Verify qualified DCW hourly wage is in compliance with federal, sta
Department of Labor and Industry wage and hour rules for domestic
accordance with OLTL and ODP policies;
 
PPL has policies, procedures and internal controls to pay 
federal and state Department of Labor wage and hour rules for regular and overtime pay. PPL 
staff is fully versed on federal labor rules, as well as the laws in all the states where we work. 
Our experience has taught us that in addition
regulations, each program also has very specific rules regarding wage and hour rules for regular 
and overtime pay. We will update these policies and procedures to comply with the specific 
requirements of this program. 
 
Compliance with federal labor wage and hour rules is a fundamental aspect of our payroll 
processing system, the payroll module of our financial management system, to act in accordance 
with state-specific wage and hour requirements. In consultation wi
determine if DCW staff fall under the Fair Labor Standards Act Companionship Exemption. If it 
is determined that staff do not qualify for the Fair Labor Standards Act Companionship 
Exemption, PPL’s financial management system is p
and a half for any weekly hours worked over 40. 
 
In that case, we will consult with 
than 40 hours work per week. In some of our states, the Medicaid waiver
than 40 hours a week per employee, and we build that into our payroll rules engine. PPL will 
work to implement an approval process prior to the payment of such claims. PPL will ensure that 
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Maintain documentation on relationship of common law employer to the

PPL maintains copies, either physically or electronically, of all Relationship Federal Tax 
Information Forms for each worker in his/her appropriate file. 

Determine if a qualified DCW is a non-resident of Pennsylvania and the
method to be used for state income tax withholding; 

PPL understands the statutory reciprocity requirements for withholding with neighboring (and 
some other) states.  PPL will withhold according to the statutory withholding requirements, 
based on the information provided on forms REV-420 and REV-419. 

Maintain documentation on the qualified DCW’’’’s non Pennsylvania resident

PPL maintains copies, either physically or electronically, of all tax related paperwork for each 
worker in his/her appropriate file. 

Verify qualified DCW hourly wage is in compliance with federal, sta
Department of Labor and Industry wage and hour rules for domestic service workers in 
accordance with OLTL and ODP policies; 

procedures and internal controls to pay qualified DCW’s 
federal and state Department of Labor wage and hour rules for regular and overtime pay. PPL 
staff is fully versed on federal labor rules, as well as the laws in all the states where we work. 
Our experience has taught us that in addition to federal and state Department of Labor 
regulations, each program also has very specific rules regarding wage and hour rules for regular 
and overtime pay. We will update these policies and procedures to comply with the specific 

am.  

Compliance with federal labor wage and hour rules is a fundamental aspect of our payroll 
processing system, the payroll module of our financial management system, to act in accordance 

specific wage and hour requirements. In consultation with OLTL and ODP
staff fall under the Fair Labor Standards Act Companionship Exemption. If it 

is determined that staff do not qualify for the Fair Labor Standards Act Companionship 
Exemption, PPL’s financial management system is programmed to calculate wage rates of time 
and a half for any weekly hours worked over 40.  

In that case, we will consult with OLTL and ODP regarding policies for overtime and for more 
than 40 hours work per week. In some of our states, the Medicaid waiver rules do not allow more 
than 40 hours a week per employee, and we build that into our payroll rules engine. PPL will 
work to implement an approval process prior to the payment of such claims. PPL will ensure that 
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Maintain documentation on relationship of common law employer to the qualified DCW 

PPL maintains copies, either physically or electronically, of all Relationship Federal Tax 
 

resident of Pennsylvania and the appropriate 

ts for withholding with neighboring (and 
some other) states.  PPL will withhold according to the statutory withholding requirements, 

Pennsylvania resident status in the 

PPL maintains copies, either physically or electronically, of all tax related paperwork for each 

Verify qualified DCW hourly wage is in compliance with federal, state, and PA 
service workers in 

 in compliance with 
federal and state Department of Labor wage and hour rules for regular and overtime pay. PPL 
staff is fully versed on federal labor rules, as well as the laws in all the states where we work. 

to federal and state Department of Labor 
regulations, each program also has very specific rules regarding wage and hour rules for regular 
and overtime pay. We will update these policies and procedures to comply with the specific 

Compliance with federal labor wage and hour rules is a fundamental aspect of our payroll 
processing system, the payroll module of our financial management system, to act in accordance 

OLTL and ODP, PPL will 
staff fall under the Fair Labor Standards Act Companionship Exemption. If it 

is determined that staff do not qualify for the Fair Labor Standards Act Companionship 
rogrammed to calculate wage rates of time 

regarding policies for overtime and for more 
rules do not allow more 

than 40 hours a week per employee, and we build that into our payroll rules engine. PPL will 
work to implement an approval process prior to the payment of such claims. PPL will ensure that 



 

 

participants and direct support staff full
Additionally, PPL will ensure that wage rates are not less than 
Pennsylvania’s prevailing minimum wage, $
 
8. Develop and produce timesheets and instructions 
 
PPL’s technology allows for DCW’s to submit hours worked, and participants to approve hours 
worked either online using the Web Portal's electronic timesheet technology or via traditional 
paper timesheets. Additionally, PPL will provide
consumer. 
 
9. Collect, verify and process qualified DCW time sheets per PA DL&I and
OLTL/PDA/ODP requirements;
 
For each timesheet or submitted to PPL, whether via paper 
Portal stores an electronic copy (which also has a unique identifying number) that provides full 
detail, including the dates services were performed, the service type, payment amount and the 
service plan against which the request was paid. PPL will process and issue pay
timesheets for services which have been authorized with the participant’s service plan according 
to a payment schedule negotiated upon award of contract. 
 
Upon payment, another electronic record is stored with a full detail on the payment, inclu
the day the payment was issued, and whether the payment was a paper check or electronic file 
transmission. Timesheets that 
do not pass are not paid; they are stored in a pending jour
amount and cannot be approved for payment, our financial management system stores the data in 
a denied journal. The integrated capacities of the Web Portal and back
platform provide PPL with the capacity to maintain timesheet and invoice data regardless of the 
status. This allows for a comprehensive record
comply with audit requests and other inquires on claims paid to DCW’s.
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participants and direct support staff fully understand minimum wage and overtime requirements. 
Additionally, PPL will ensure that wage rates are not less than the Commonwealth of 

prevailing minimum wage, $7.25 per hour currently. 

Develop and produce timesheets and instructions for qualified DCWs;

technology allows for DCW’s to submit hours worked, and participants to approve hours 
worked either online using the Web Portal's electronic timesheet technology or via traditional 
paper timesheets. Additionally, PPL will provide a custom user guide for any DCW and/or 

Collect, verify and process qualified DCW time sheets per PA DL&I and
OLTL/PDA/ODP requirements;  

tted to PPL, whether via paper or web-based timesheet, the Web 
an electronic copy (which also has a unique identifying number) that provides full 

detail, including the dates services were performed, the service type, payment amount and the 
service plan against which the request was paid. PPL will process and issue pay
timesheets for services which have been authorized with the participant’s service plan according 
to a payment schedule negotiated upon award of contract.  

Upon payment, another electronic record is stored with a full detail on the payment, inclu
the day the payment was issued, and whether the payment was a paper check or electronic file 

that are tested against the service plan allocation and program rules and 
do not pass are not paid; they are stored in a pending journal. If a claim exceeded the authorized 
amount and cannot be approved for payment, our financial management system stores the data in 
a denied journal. The integrated capacities of the Web Portal and back-end Navision accounting 

he capacity to maintain timesheet and invoice data regardless of the 
status. This allows for a comprehensive record-keeping system that can be used to readily 
comply with audit requests and other inquires on claims paid to DCW’s. 
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y understand minimum wage and overtime requirements. 
the Commonwealth of 

for qualified DCWs;  

technology allows for DCW’s to submit hours worked, and participants to approve hours 
worked either online using the Web Portal's electronic timesheet technology or via traditional 

om user guide for any DCW and/or 

Collect, verify and process qualified DCW time sheets per PA DL&I and  

based timesheet, the Web 
an electronic copy (which also has a unique identifying number) that provides full 

detail, including the dates services were performed, the service type, payment amount and the 
service plan against which the request was paid. PPL will process and issue payments for 
timesheets for services which have been authorized with the participant’s service plan according 

Upon payment, another electronic record is stored with a full detail on the payment, including 
the day the payment was issued, and whether the payment was a paper check or electronic file 

are tested against the service plan allocation and program rules and 
nal. If a claim exceeded the authorized 

amount and cannot be approved for payment, our financial management system stores the data in 
end Navision accounting 

he capacity to maintain timesheet and invoice data regardless of the 
keeping system that can be used to readily 



 

 

 
The complete financial transaction history for every 
information cards within the Web Portal. Every timesheet or invoice submitted by a 
vendor to PPL is checked against the service plan authorization to ensu
funds to complete the transaction. All submissions and payments are recorded in the Web Portal, 
which can be configured to record the expenditure of service plan funds at purchase level detail. 
 
Web-Based Timesheet Submission
 
All ti mesheet information is housed in our financial management system. PPL will work with the 
DPW to define the required fields to ensure all pertinent data for program compliance is captured 
in the timesheet. Standard fields typically include:
 

• Name and unique ID of the DCW
• Name and unique ID of the participant for whom services were provided
• Region where service was provided (if required)
• Date of each service 
• Type of service rendered on each date
• Time in and Time out 

 
Our system is structured so that each 
the DCW is associated.  In addition, the 
been authorized to provide for that participant. In the example below, the 
associated with participant C000057, Demo Participant, and can therefore fill out a timesheet:
 

Record of transaction maintained in PPL Web Portal 

If approved, request processed and paid; if not approved, request pended

Request Compared and Validated against participant service plan

Electronic Copy of Invoice or Timesheet saved in PPL Web Portal

Invoice or Timesheet Submitted to PPL
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The complete financial transaction history for every DCW can be found through the service plan 
information cards within the Web Portal. Every timesheet or invoice submitted by a 

to PPL is checked against the service plan authorization to ensure there are adequate 
funds to complete the transaction. All submissions and payments are recorded in the Web Portal, 
which can be configured to record the expenditure of service plan funds at purchase level detail. 

Based Timesheet Submission 

mesheet information is housed in our financial management system. PPL will work with the 
DPW to define the required fields to ensure all pertinent data for program compliance is captured 
in the timesheet. Standard fields typically include: 

ID of the DCW 
Name and unique ID of the participant for whom services were provided
Region where service was provided (if required) 

Type of service rendered on each date 
 

so that each DCW can only submit time for the participants with whom 
is associated.  In addition, the DCW can only submit timesheets for services they have 

been authorized to provide for that participant. In the example below, the DCW
h participant C000057, Demo Participant, and can therefore fill out a timesheet:

Record of transaction maintained in PPL Web Portal 

If approved, request processed and paid; if not approved, request pended

Request Compared and Validated against participant service plan

Electronic Copy of Invoice or Timesheet saved in PPL Web Portal

Invoice or Timesheet Submitted to PPL
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can be found through the service plan 
information cards within the Web Portal. Every timesheet or invoice submitted by a DCW or 

re there are adequate 
funds to complete the transaction. All submissions and payments are recorded in the Web Portal, 
which can be configured to record the expenditure of service plan funds at purchase level detail.  

mesheet information is housed in our financial management system. PPL will work with the 
DPW to define the required fields to ensure all pertinent data for program compliance is captured 

Name and unique ID of the participant for whom services were provided 

can only submit time for the participants with whom 
can only submit timesheets for services they have 

DCW Fred Tests, is 
h participant C000057, Demo Participant, and can therefore fill out a timesheet: 

Record of transaction maintained in PPL Web Portal 

If approved, request processed and paid; if not approved, request pended

Request Compared and Validated against participant service plan

Electronic Copy of Invoice or Timesheet saved in PPL Web Portal



 

 

 
The DCW populates the timesheet with the following information:
 

• Service performed (selected from the services in the participant’s service plan)
• Pay period or date range
• In time and out time for dates worked (for hourly services) 

 
When the DCW has completed filling out the timesheet, s/he is ready to submit it. Because of the 
Web Portal’s integration with the financial management system, the timesheet will be 
validated to check for common timesheet errors and other reasons that would prevent the 
timesheet from being paid: 
 
Time Validation:  The system only allows the user to enter valid 
time. For example, a DCW could not enter 8:00 am as a start time 
and 7:00 am as an end time because the end time cannot be before 
the start time. The timesheet tool would prompt the 
a correct end time. If the DCW
DCW would have to split the shift into two dates of service. For 
example, if Sally DCW worked from 8:00 am on the 1
am on the 2nd, Sally would have to report working from 8:00 am 
to 11:59 pm on the 1st and 12:00 am to 7:00 am on the 2
 
Budget Validation: Our budget validation process i
is tested against the participant’s service plan budget and the previous spending information 
housed in the financial management system. If submitted time exceeds the Service plan budget
amount, the system will tell the 
authorized amount. The DCW
Service if s/he has a question. 
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populates the timesheet with the following information: 

Service performed (selected from the services in the participant’s service plan)
Pay period or date range of service 
In time and out time for dates worked (for hourly services)  

has completed filling out the timesheet, s/he is ready to submit it. Because of the 
Web Portal’s integration with the financial management system, the timesheet will be 
validated to check for common timesheet errors and other reasons that would prevent the 

The system only allows the user to enter valid 
could not enter 8:00 am as a start time 

and 7:00 am as an end time because the end time cannot be before 
the start time. The timesheet tool would prompt the DCW to enter 

DCW truly worked a 23-hour shift, the 
lit the shift into two dates of service. For 
worked from 8:00 am on the 1st to 7:00 

, Sally would have to report working from 8:00 am 
and 12:00 am to 7:00 am on the 2nd.  

get validation process is inter-active. Time entered on the timesheet 
is tested against the participant’s service plan budget and the previous spending information 
housed in the financial management system. If submitted time exceeds the Service plan budget

tell the DCW that the hours s/he is attempting to bill exceeds the 
DCW has the option of correcting the timesheet or calling Customer 

 

HIGHLIGHTS OF 

• Multi
• Decreased opportunity for 

fraudulent timesheet or 
invoice entries

• Less 
timesheets and invoices
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Service performed (selected from the services in the participant’s service plan) 

has completed filling out the timesheet, s/he is ready to submit it. Because of the 
Web Portal’s integration with the financial management system, the timesheet will be thoroughly 
validated to check for common timesheet errors and other reasons that would prevent the 

Time entered on the timesheet 
is tested against the participant’s service plan budget and the previous spending information 
housed in the financial management system. If submitted time exceeds the Service plan budgeted 

that the hours s/he is attempting to bill exceeds the 
has the option of correcting the timesheet or calling Customer 

IGHLIGHTS OF E-TIMESHEETS 
Multi -service timesheet 
Decreased opportunity for 
fraudulent timesheet or 
invoice entries 
Less production of paper 
timesheets and invoices 



 

 

 
Cross Validation: The Web Portal check
accordance with program rules. For instance, many programs prevent one 
for two participants at the same time, or two 
same time. Other programs pre
completed required trainings or certifications. With the submission of each timesheet, the system 
verifies that it does not violate any program rules. These rules are customizable based on 
preferences and can be individualized by program.
 

signed, and then fax it in to PPL. The fax system will automatically check for a signature and 
then mark the timesheet as “approved” within the Web Portal.
 
Paper-Based Timesheet   
 
PPL understands that not all DCW
the Internet. While our preferred method for the
Web Portal, we also offer a more traditional, paper
DCW’s who may not have internet access. The paper timesheet (see below for example), 
captures the same information as the onli
and type of service(s) rendered. 
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The Web Portal checks the timesheet against existing timesheets in 
accordance with program rules. For instance, many programs prevent one DCW
for two participants at the same time, or two DCW’s from working for one participant at the 
same time. Other programs prevent the submission of any time from a DCW
completed required trainings or certifications. With the submission of each timesheet, the system 
verifies that it does not violate any program rules. These rules are customizable based on 
preferences and can be individualized by program. 

Once the timesheet has been submitted, it is 
ready for approval. In most states, timesheets 
require participant verification that time 
submitted is actual time worked. If this is the 
case, the participant will be required to log on 
and approve the timesheet within the Web 
Portal. PPL offers several options to provide this 
level of verification and wi
with DPW the best approach to meet the 
program needs. In the event that the particip
prefers not to use the computer, PPL has a 
process by which the DCW
timesheet, bring it to the participant, have it 

signed, and then fax it in to PPL. The fax system will automatically check for a signature and 
as “approved” within the Web Portal. 

DCW staff will choose or even have the option to submit time via 
le our preferred method for the DPW Programs is to receive timesheets via the 

Web Portal, we also offer a more traditional, paper-based timesheet submission option for those 
who may not have internet access. The paper timesheet (see below for example), 

captures the same information as the online timesheet on the Web Portal, including hours worked 
and type of service(s) rendered.  
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s the timesheet against existing timesheets in 
DCW from working 

from working for one participant at the 
DCW who has not 

completed required trainings or certifications. With the submission of each timesheet, the system 
verifies that it does not violate any program rules. These rules are customizable based on DPW’s 

Once the timesheet has been submitted, it is 
ready for approval. In most states, timesheets 
require participant verification that time 
submitted is actual time worked. If this is the 

t will be required to log on 
and approve the timesheet within the Web 
Portal. PPL offers several options to provide this 
level of verification and will be happy to discuss 

the best approach to meet the 
program needs. In the event that the participant 
prefers not to use the computer, PPL has a 

DCW can print out the 
timesheet, bring it to the participant, have it 

signed, and then fax it in to PPL. The fax system will automatically check for a signature and 

staff will choose or even have the option to submit time via 
is to receive timesheets via the 

based timesheet submission option for those 
who may not have internet access. The paper timesheet (see below for example), 

ne timesheet on the Web Portal, including hours worked 



 

 

 
Once completed, the DCW signs the timesheet 
his/her signature. It is the employer
DCW’s to submit timesheets directly to PPL or if they would prefer to submit the timesheets 
themselves. Either way, once the time has been verified, the timesheet must be mailed or faxed 
to PPL. 
 
Faxed timesheets are automatically delivered to our Teleforms optical character recognition 
system and mailed timesheets are fed into this system. Teleforms reads the timesheets and 
compares it to expected data, requiring staff confirmation of mandatory dat
is more efficient than manual transcription of each timesheet and allows for human verification:
 

If the timesheet does not include the standard, required information, customer service initiates an 
outbound call within two business 
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signs the timesheet and brings it to the common law employer
It is the employer’s responsibility to determine whether they would like the 

to submit timesheets directly to PPL or if they would prefer to submit the timesheets 
themselves. Either way, once the time has been verified, the timesheet must be mailed or faxed 

axed timesheets are automatically delivered to our Teleforms optical character recognition 
system and mailed timesheets are fed into this system. Teleforms reads the timesheets and 
compares it to expected data, requiring staff confirmation of mandatory dat
is more efficient than manual transcription of each timesheet and allows for human verification:

If the timesheet does not include the standard, required information, customer service initiates an 
outbound call within two business days to the employer or DCW to try to resolve the situation.
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and brings it to the common law employer for 
’s responsibility to determine whether they would like the 

to submit timesheets directly to PPL or if they would prefer to submit the timesheets 
themselves. Either way, once the time has been verified, the timesheet must be mailed or faxed 

axed timesheets are automatically delivered to our Teleforms optical character recognition 
system and mailed timesheets are fed into this system. Teleforms reads the timesheets and 
compares it to expected data, requiring staff confirmation of mandatory data fields. This method 
is more efficient than manual transcription of each timesheet and allows for human verification: 

 
If the timesheet does not include the standard, required information, customer service initiates an 

to try to resolve the situation. 



 

 

 
Once the basic data fields have been verified, the timesheet is sent to our financial management 
system, where it is validated in the same manner as the online timesheet. If there are any error
or issues, the timesheet is flagged as a “pended” transaction. This initiates an outbound call from 
customer service within two business days to the employer or 
situation. The timesheet will not (and cannot) be processed until t
timesheet is error-free, it enters our financial management system and is processed as detailed 
above. 
 
PPL has internal controls documented and in place to monitor the responding and tracking of 
occurrences of timesheets that could not be processed due to violation of program rules. These 
controls include formal management review of all pending timesheets and the Customer Service 
call documentation log on a regular basis to guarantee issues are being handled appropriately and
in a timely fashion. PPL has other tools in place that facilitate internal control, such as a call 
documentation aging summary by category that facilitates the identification of key issues that 
require management attention. PPL will update these internal 
requirements dictated by DPW. 
 
10. Maintain copies of time sheets in qualified DCWs file;
 
For each timesheet or submitted to PPL, whether via paper 
Portal stores an electronic copy (which also has
detail, including the dates services were performed, the service type, payment amount and the 
service plan against which the request was paid.
 
a. If the VF/EA FMS organization receives a qualified DCW
than approved in the common law employer
must address the issue immediately
 
i. Contacting and informing the common law employer or
 
ii. The common law employer must adjust his or her
the next time sheet 
 
iii . Contacting and informing the CM/SC of the overage;
 
iv. The CM/SC should develop a strategy with the
service plan/budget; 
 
v. The CM/SC should determine if a change in the
social situation has occurred. If so, the service plan/budget should be
those changes; and 
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Once the basic data fields have been verified, the timesheet is sent to our financial management 
system, where it is validated in the same manner as the online timesheet. If there are any error
or issues, the timesheet is flagged as a “pended” transaction. This initiates an outbound call from 
customer service within two business days to the employer or DCW to try to resolve the 
situation. The timesheet will not (and cannot) be processed until the issue is resolved. Once the 

free, it enters our financial management system and is processed as detailed 

PPL has internal controls documented and in place to monitor the responding and tracking of 
t could not be processed due to violation of program rules. These 

controls include formal management review of all pending timesheets and the Customer Service 
call documentation log on a regular basis to guarantee issues are being handled appropriately and
in a timely fashion. PPL has other tools in place that facilitate internal control, such as a call 
documentation aging summary by category that facilitates the identification of key issues that 
require management attention. PPL will update these internal controls for any specific 

DPW.  

Maintain copies of time sheets in qualified DCWs file; 

tted to PPL, whether via paper or web-based timesheet, the Web 
Portal stores an electronic copy (which also has a unique identifying number) that provides full 
detail, including the dates services were performed, the service type, payment amount and the 
service plan against which the request was paid.   

If the VF/EA FMS organization receives a qualified DCW ’’’’s timesheet
than approved in the common law employer’’’’s service plan, the VF/EA FMS organization 
must address the issue immediately by: 

Contacting and informing the common law employer or representative of the overage;

employer must adjust his or her qualified DCW ’’’’s time accordingly on 

. Contacting and informing the CM/SC of the overage; 

. The CM/SC should develop a strategy with the common law employer to stay within the 

. The CM/SC should determine if a change in the common law employer
occurred. If so, the service plan/budget should be revised to reflect 
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Once the basic data fields have been verified, the timesheet is sent to our financial management 
system, where it is validated in the same manner as the online timesheet. If there are any errors 
or issues, the timesheet is flagged as a “pended” transaction. This initiates an outbound call from 

to try to resolve the 
he issue is resolved. Once the 

free, it enters our financial management system and is processed as detailed 

PPL has internal controls documented and in place to monitor the responding and tracking of 
t could not be processed due to violation of program rules. These 

controls include formal management review of all pending timesheets and the Customer Service 
call documentation log on a regular basis to guarantee issues are being handled appropriately and 
in a timely fashion. PPL has other tools in place that facilitate internal control, such as a call 
documentation aging summary by category that facilitates the identification of key issues that 

controls for any specific 

based timesheet, the Web 
a unique identifying number) that provides full 

detail, including the dates services were performed, the service type, payment amount and the 

imesheet with more hours 
plan, the VF/EA FMS organization 

representative of the overage; 

s time accordingly on 

law employer to stay within the 

common law employer’s medical or 
revised to reflect 


