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Steps to take when submitting a consulting agreement request to ZenDesk:
1. Sign into ZenDesk before submitting a ticket (this is so you can go back in and track the status of your ticket)
2. Submit W9, SOW, and contract request form to ZenDesk at the same time
3. Agreement is created by fiscal staff and returned to the project manager who submitted the ticket
4. The project manager reviews the form for accuracy, then either send the agreement back to fiscal for revisions or to the consultant for review and signature
5. Project manager receives the signed agreement from the consultant and returns the agreement via the SAME ZenDesk ticket
6. Fiscal staff submits the agreement to the contracts portal or creates a requisition for a purchase order
7. Once the agreement is fully executed and approved by all parties in the UMKC Contracts Department, a copy is returned to the project manager on the SAME ZenDesk ticket, and the project manager returns a copy to the consultant
8. Ticket is closed.
If you are having trouble navigating or finding the original ZenDesk Ticket, reach out to fiscal staff for assistance, we are here to help!
Guidelines on drafting a Scope of Work (SOW)
Submit the SOW as a Word or PDF document with the W9 and contract request form. Do not submit an original email or proposal from a consultant that contains their tasks/responsibilities. The email or proposal needs to be edited into a SOW. 
Some grants have project managers completing a consulting agreement or appearance agreement on their own and sending it directly to the consultant for signature. Please discontinue this process. The Contracts Office at the UM System level goes through legal processes and changes contract forms frequently, which sometimes causes verbiage and legal content to change. Submitting a request through ZenDesk ensures that we are using the most up-to-date forms and that we are in compliance with university policy. If you wish to fill them out for us, you will need to take contract training with the UM System. 
SOWs should include the following (at a minimum)
· Period of performance – must not precede/exceed grant year (doesn’t necessarily have to be on SOW if info is already on the contract request form)
· Hourly rate (doesn’t necessarily have to be on SOW if info is already on the contract request form)
· Up to how many hours (doesn’t necessarily have to be on SOW if info is already on the contract request form)
· Overview of responsibilities
· Travel (mileage, luggage, ground transportation, lodging, per diem, etc.)
· Travel day rate
· Any other circumstances required



Examples of past SOWs:
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SOW for Sally Smith
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SOW for John Doe LLC
[image: Graphical user interface, text, application

Description automatically generated]



[image: Text

Description automatically generated with medium confidence] [image: A picture containing text

Description automatically generated]
[image: Graphical user interface, text, application, email

Description automatically generated]
[image: Text

Description automatically generated]

SOW for Dr. Sally Smith
Trauma informed care for clinicians job aid
Total contract not to exceed $ 750.00
Scope of work for Dr. Sally Smith

	Deliverables
	Description
	Hrs.
	Cost
	Timeline

	1
	Review draft product
	Critique of 6-page clinician job aid for (working title) Trauma Informed Care in the Exam Room
	4
	$150 X 4 hrs ($600)
	On or about July 11 to July 18, 2022 (7-day turnaround)

	2
	Provide recommendations (with references)
	Provide content (with references) and format (for clarity and visual appeal) recommendations for draft product
	1
	$150
	No later than July 20, 2022

	
	
	Total Contract
	
	$750.00
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 Materials will reflect shift to Change Leader/Manager Model
o Edits to LCv.1 materials

3. Drafta st of SMEs needed for LC sessions

4. Assistin recruiting LC OTPs with a focus on the following:

= Write description of homogeneous characteristics we are seeking (OTPs with similar funding

streams/financing and absence of state regulations on sobriety)
= Outreach/recruitment of OTPs for LCv.2

Learning Community Session 1:Kick Off/Orientation Lead and Faciitate
Introductions
Orientation to the LC series
Review LC leaming objectives, goals and expectations
Roles & Responsibilfies
Introduction to Action Plan template and supporting documents
Tech training on how o participate in Zoom
Financing HCV Services - options, strategies, case study examples.
Preparing for Organizational Change
o Cinical champions
Implementation teams — identifying members, defining roles, and establishing a meeting schedule
Review the organizational assessment — What does it say and teach us?
Review of the data — What does it say and teach us?

oo

Milestone 2:

Learning Community Session 2 Lead and Faciltate

How different models of integrated care can be used to support HCV care (Guide p. 16)
« Telehealth model (potential SME: Dr. Andrew Talal, DART Buffalo, NY)
« Fully integrated mode! (potential SME: Dr. Lynn Taylor, CODAC in RI)

Learning Community Session 3: Lead and Facilitate:
Establish an Action Plan
* SMART Goals (no more than three)
* Complete all sections of Action Plan
« Determine check-in meeting times to report out on Action Plan progress and discuss challenges and solutions.
« Determine dates for each OTP o submit Action Plan for review
« Organizational assessment (assess current policies and procedures that will need revision to provide HCV services)
« Data Gathering
» Estabiish and understand the data points
* Discuss gathering data and reporting out
« Atleast 3 points for data collection and review (baseline, midpoint, end)
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Milestone 3: Learning Community Session 3: Lead and Faciltate

Policies, Procedures & Protocols.

= OTP teams report out on Action Plan progress

* OTP teams report on data collection

» Review policylprocedure changes required for HCV testing and service integration
* Optoutscreening?
* Engaging peers.
* Developing work flows.

* Knowledge sharing

Building Workforce Capacity
« Stafftraining nesds.
= Addiction and OUD training

* HCV training
* Making the case — Why do this?
* Gaps/areas of need (recruitment, raining, retention)
* Utiizing peers
» OTP team report out on action plan progress

lestone 4: Learning Community Session 4: Lead and Faciltate.
Establishing Community Partnerships

» Inventory avaiiable services i the community

* Build relationships.

« Establish formal linckages and agreementsMOUS & MOAS.

‘Staff Supervision and Support
‘» Using data in supervision to impact staff motivation and behavior

Culturally responsive care and staff support

TP team report out on action plan progress

TP team report out on data collection

UMC-64 (09/12/19)
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Milestone 5: Learning Community Session : Lead and Facilitate
‘Staff Supervision and Support
‘» Using data in supervision to impact staff motivation and behavior
» Cuiturally responsive care and staff support

» OTP team report out on action plan progress
OTP team report out on data collection

Milestone 6: Learning Community Session 6: Lead and Faciltate
Assessing and Evaluating
» HCV Care Cascade and collecting data related to the cascade.
» Using EHR to collect data
* Qualty improvement
Planning for Funding and Sustainability
» Assessing funding needs for HCV integration
* Govemment assistance options
« Patient assistance programs
« Revenue from new service line.

stone 7: Leaming Community Session 7: Lead and Faciltate
Final report out
»5-side template for report out (all OTPs present)
Reflection/discussion

Timeline and payment
NI Strategies will bill at each below milestone between November 20, 2021 and June 30, 2022 as follows:

*  Milestone 1 December 31, 2021 at rate $3571
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e Milestone 2 January 31, 2022 at rate $3571
©  Milestone 3 February 28, 2022 at rate $3571
*  Milestone 4 March 31, 2022 at rate $3571

e Milestone 5 April 30, 2022 at rate $3571

©  Milestone 6 May 31,2022 at rate $3571

*  Milestone 7 June 30, 2022 at rate $3571

This rate is determined based on our review of deliverables and will not exceed a total of $25,000.
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SCOPE OF WORK
Jane Doe, LLC|

Advanced Implementation Specialists (AIS):

+ Manage TA requests that are highly complex and involve multiple service events,
involve systems level transformation, or are otherwise burdensome for a TA Provision
Jurisdictions (TAPJ) regular technology transfer specialist.

+ Working with ORN Senior Project Manager for ORN Operations and other UMKC staff,

assist in the development and dissemination of standard operating procedures and job.
aids for TTS and other ATTC staff involved in the ORN project
Lead UMKC participation in the ORN committees as assigned.
Identify gaps in products available in the ORN repository. With the permission of UMKC
ORN-TA leadership and in collaboration with Core Team members or others as
appropriate, develop products andlor package existing products to fil gaps in order to
better support the ORN Project

+ Potentially assist in the faciltation of 2 2-day community trainings strategic planning.
sessions across the 21 TAPJs
Mentor novice technology transfer specialists (TTS) andlor assist in onboarding newTTS.
Coordinate and communicate with UMKC staff and ATTC staff, TTSs and TAPJs very
closely on each TA request

+ Othertasks as assigned

Travel

$650/per travel day up to & travel days for a total of up t0§5200
8 nights hotel reimbursement at up to $200 per night for a total of up t0$1600
8 days per diem of up to $90 dollars per day at the federal rate per
https://www.gsa.gov/travel/plan- book/per-diem-rates for a total of up to $720

+ Upto 5300 in mileage and potential on-site parking fees for regional events.
Mileage to be reimbursed at $ 49 per mile (subject to change with UM
System and UMKC guidelines and rate changes)

+ Upto 5425 in ground transportation costs and luggage costs (home to airportairport
parking, airport to hotel). Consultant will endeavor to use Uber and other lower cost
public transportation options where available/appropriate

Total not to exceed: $34,000.00

Additional hours and funds for personal services, personal services during travel, and travel
reimbursement may be added by contract amendment
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Training of Trainers (ToT) Facilitator’s Guide

This SOW is to expand on the development of a Training of Trainers (ToT) for the ORN curriculum Providing Peer

Based Recovery Support Services for Pregnant and Parenting Families.As part of this SOW, a Facilitator's Guide

for the ToT will be developed.
Trainings:

Direct Delivery:

Avirtual training on the ORN curriculum Providing Peer Based Recovery Support Services forPregnant and

Parenting Families

Training of Trainers

Avirtual ToT the ORN curriculum Providing Peer Based Recovery Support Services for Pregnantand Parenting
Families wil be held for up to 25 individuals. The ToT will prepare indviduals toprovide both the 2 and 25-day

virtual training.
ProductiDeliverable Completion Proposed Cost
Date

Content Development of TOT Facilitator Guide $3500.
Graphic Design of TOT Faciltator Guide $2000

Sub-total $5500.

Training Delivery
2-day, virtual, direct training with 2 raners July 1213, 2021 7500
2-day, virtual, Training of Trainers (ToT) with 2 July 2728, 2021 $7500
trainers

Sub-total $15,000.

Total

$20,500.
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The work described in this Consulting Agreement will be part of the ATTC Network Coordinating Office HCV
Initiative’s Learning Community for OTPs (budget year 5).

1. Participate in regular meetings with the ATTC NCO team leading up to launch of the second Learning
Community (LC) and throughout the course of the LC.
= Internal planning meetings
= Review of materials in draft form and contribute to final draft of materials
2. Provide content/edits to participant materials and templates to support OTP work at their site between
learning community sessions and post learning community.
= Observe debrief meeting with LC v.1 OTPs to hear recommended changes to v.2 and possible
referrals for new OTP participants
= Materials will reflect shift to Change Leader/Manager Model
o Edits to LCv.1 materials
3. Drafta st of SMEs needed for LC sessions
4. Assistin recruiting LC OTPs with a focus on the following:
= Write description of homogeneous characteristics we are seeking (OTPs with similar funding
streams/financing and absence of state regulations on sobriety)
= Outreach/recruitment of OTPs for LCv.2
5. Serveas the facilitator of LC v.2 sessions (not to exceed a total of 7-8 sessions)
= Interface with subject matter experts and faculty who may present during some sessions
o Lead all discussions and peer-to-peer learning during sessions without faculty presentation
6. Provide coaching and assistance to OTP staff as they manage their change process at their individual
OTP sites.

Deliverables and benchmarks:
Milestone
1. Participate in regular meetings with the ATTC NCO team leading up to launch of the second Learning
Community (LC) and throughout the course of the LC.
= Internal planning meetings
= Review of materials in draft form and contribute to final draft of materials
2. Provide content/edits to participant materials and templates to support OTP work at their site between
learning community sessions and post learning community.
= Observe debrief meeting with LC v.1 OTPs to hear recommended changes to v.2 and possible
referrals for new OTP participants
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COLLABORATIVE










