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REQUIRED SUPPLEMENTAL DOCUMENTS

In accordance with the Contract, the Contractor must submit via email required
supplemental documents within certain timelines, as instructed below, to the Contract
Administrator listed in Exhibit E (County’s Administration).

INSTRUCTIONS ON SUBMISSION OF DOCUMENTS

For Renewed Contracts: Contractor is required to submit via email the specified
documents listed below upon first execution of the Contract, and thereafter, only if
updates or revisions have been made to such documents since the last
submission. Updates or revisions must be submitted via email within 10 business
days to the Contract Administrator listed in Exhibit E (County’s Administration).
If Contractor does not submit the documents within the time period described above,
Contractor must provide a good cause justification, in writing, for not doing so.
The written justification must be sent via email to the Contract Administrator listed in
Exhibit E (County’s Administration).

For Amended Contracts: With the exception of the Financial Statements, Published
Charges, and Indirect Cost Allocation Plan, the documents listed below must be
resubmitted if and when updates or revisions are made to such documents at any
point during the term of the Contract. However, the following documents must be
submitted annually during the term of the Contract, and further resubmitted at any
point that updates or revisions are made to such documents: Financial Statements,
Indemnification and Insurance, Published Charges, Indirect Cost Allocation Plan, and
Information Security Exhibits. If Contractor does not submit any documents within the
time periods described above, Contractor must provide a good cause justification, in
writing, for not doing so. The written justification must be sent via email to the Contract
Administrator listed in Exhibit E (County’s Administration).

1. Corporation Documents

a. List of Authorized Persons: Board minutes authorizing the person(s) and
identifying her/his job title that is (are) legally empowered to sign legal
documents on behalf of the organization;

b. Articles of Incorporation and Corporate Seal: Articles of Incorporation with
the imprint/copy of the Corporate Seal (if the organization is a corporation)
affixed to the copy of the Articles of Incorporation. The Corporate Seal must
read the same as the organization’s name. If there is any difference between
the Corporate Seal and the organization’s name as used in the Service Delivery
Plan, an explanation must be provided; and

c. By-Laws and Amendments to By-Laws

d. Fictitious Business Name Filings (if using a DBA)
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Organizational Chart — Current/proposed organizational chart that shows all
existing and proposed mental health and  substance  abuse
programs/subprograms irrespective of DMH funding.

Financial Statements — Current financial statements, as required by DMH’s
Policy No. 813.04 (Financial Responsibility Requirements for Contracting with the
County of Los Angeles Department of Mental Health). This DMH Policy can be
accessed in its entirety at the following website:
https://secure2.compliancebridge.com/lacdmh/public/index.php?fuseaction=print.preview
&docID=2365

Published Charges — “Published Charges” are the usual and customary charges
prevalent in the public mental health sector that is used to bill the general public,
insurers, or other non-Medi-Cal payors. Contractor shall have, for each specialty
mental health service it provides, a published charge, which it will establish and/or
update at least annually, with the understanding that such published charge my
act as a limitation on its allowable payment under this Contract.

Indirect Cost Allocation Plan - To the extent an indirect cost rate is charged, a
copy of Contractor’s indirect cost allocation plan is required to be submitted to
DMH for review and approval.

Subcontracts List — List of all subcontractors. Contractors must have prior
written approval from DMH in order to enter a particular subcontract.

The documents listed below shall be made available within three (3) business days
should DMH or its representative request the documents:

7.

10.

Rent and Lease Agreements — Rent and lease agreements specifying all Terms
and Conditions, including term of Agreement, monetary consideration; other
leasing consideration; full names and addresses of leaser; and any family/related
party relationship between leaser and the organization and its officers and Board
of Directors including a full listing of full names of officers, directors, etc. who have
any family/related party relationship with leaser.

Fully Executed Contracts — Fully executed contracts (e.g., consultants,
professional services, etc.)

Equipment Leases — Equipment leases for equipment, including automobiles,
photocopiers, etc.

Maintenance Agreements — Maintenance agreements for equipment and other
items.



https://secure2.compliancebridge.com/lacdmh/public/index.php?fuseaction=print.preview&docID=2365
https://secure2.compliancebridge.com/lacdmh/public/index.php?fuseaction=print.preview&docID=2365
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In accordance with Exhibit U (Attestation Regarding Information Security Requirements),
it is the responsibility of the Contractor to access the following link:
https://dmh.lacounty.gov/contract-exhibits annually and upon notification by DMH of
updated Information Security Exhibits to complete, or update, the forms listed
below.

11. Exhibit N - Business Associate Agreement under the Health Insurance
Portability and Accountability Act of 1996 (HIPAA) — Contractor must access
the link above, sign the exhibit, and submit to DMH.

12. Exhibit Q - Information Security and Privacy Reguirements for Contracts —
Contractor must access the link above for updated information annually.

13. Exhibit R - DMH Contractor’'s Compliance with Information Security
Requirements — Contractor must access the link above, complete the exhibit in
its entirety, sign and submit annually to DMH.

14. Exhibit S - Confidentiality Oath for Non-DMH Workforce Members -
Contractor must access the link above, sign the exhibit and submit annually to
DMH.

15. Exhibit T - Electronic Data Transmission Trading Partner Exhibit (TPE) —
Contractor must access the link above, sign the exhibit and submit annually to
DMH.

Contractor shall access the link above, sign, and submit Information Security Exhibits
requiring signatures to the Contract Administrator listed in Exhibit E (County’s
Administration) via email.


https://dmh.lacounty.gov/contract-exhibits

