
WELCOME

• The WebEx will begin 10:00 A.M. MDT (Utah).
• Please MUTE your telephones.

U.S. Probation - Treatment Services Vendor information Meeting FY 2021 July 6, 2022
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• Hugh D. Watt, MSW, LCSW
• U.S. Probation Officer
• Treatment Specialist
• Contracting Officer
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Increase number of completed bids.

Decrease rejected bids due to simple errors.
Decrease confusion.



We are in this together!



Agenda

 Introduction
 What we want and Why?
◦ Contract Requirements- Nationwide 
◦ Local Needs 



BLANKET PURCHASE AGREEMENT

• Go to the public website  www.utp.uscourts.gov

1. General Information
2. Vendor Solicitations
3. Sample Sections BPA Doc 

U.S. Probation - Treatment Services Vendor Bid Information Training
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Follow sample

Ask    Questions



DUE July 29, 2022; 10:00 am



BLANKET PURCHASE AGREEMENT

Strict Pass or Fail
1. On Time?
2. Signed?
3. All documents?
4. All check boxes?
5. All prices?
6. All subcontractors?
7. Location currently in catchment area?
8. Can vendor meet Local needs?
9. Read each section.
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BLANKET PURCHASE AGREEMENT

• Blanket Purchase Agreement (BPA)

– A BPA is a “charge account” arrangement between a buyer and 
a seller for recurring purchases of services. 

– BPA’s are not contracts and do not obligate government funds 
in any way.

– A contract occurs upon the referral from the U.S. Probation 
Office and the vendor’s acceptance of the referral.

– Referrals could be rotated among all the vendors in the same 
catchment area.

– Referrals are made in the form of a Treatment Services 
Program Plan (Prob. Form 45).
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BLANKET PURCHASE AGREEMENT

• Questions? 

– First, read the Common Vendor Questions
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BLANKET PURCHASE AGREEMENT

• Questions? 

– Second, read the updated Vendor Questions
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Submit Questions 



Look for updated questions



Forms you need to 
print in your 
office.

U S  Probation - Treatment 
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Form 45- Order



Chain of Custody



Release



Daily Log



Client monthly log



Waiver 



Admissions 



All Samples go to our Lab!

We provide shipping.  You 
provide pick up days or drop off 
at Fedex nightly.



Collect Walk-In Tests Outside our 
system.  Let us know the extra 
cost.

Not deducted from invoice but 
sent to our lab for tracking.



BLANKET PURCHASE AGREEMENT

• Questions? 

– First, read the Common Vendor Questions
– Second, read the updated Vendor Questions
– Third, read the Bid.
– Fourth, read the example
– Fifth, submit written questions for everyone to see to question 

and answer, by July 22, 2022 10: 00 a.m. MDT
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We Need a point of 
contact.



INVOICES

• Invoice Due Date
– Invoices must be submitted to the U.S. Probation Office by 

the 10th of each month.  If the 10th of the month falls on a 
weekend or holiday, then invoices are due the next business 
day.

– Invoice must be signed and certified by an Authorized 
Official of the vendor.  The Authorized Official is listed under 
Section K of your proposal. 

– You must use our tracking logs and invoice templates.
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INVOICES 
SUPPORTINGDOCUMENTATION

• Sign-In/Out Logs should:

– Reflect the Client’s signature upon arrival to submit a sample; 

– Document any co-payment received.

– IMPORTANT : This information is used to certify the monthly 
invoice. 

– Turn in the nightly list of collections and missed tests.
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Local needs Section C.
Random Days
Standard Hours
Printing forms



 Update all new staff



Payments Direct Deposit 
NO Fee to sign up



 Reporting / Documentation
◦Daily reporting requirements
◦Monthly reporting (documents 
needed for invoice)
◦Quarterly reporting – Discharge 
Summary
◦ Invoice procedure



NTE = NOT TO EXCEED!
Please keep track.
Let us know if you’re getting 
close to exceeding.
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