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Training Objectives

• Address best practices to mitigate the risk of noncompliance with federal and 
state reporting requirements due to improper documentation;

• Provide departments with guidance on documentation review and approval for the 
vendors or contracts they manage.
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Background 
Why is this important?

Intended Outcomes

• Ensure a streamlined reporting process that can maximizing federal 
reimbursement;

• Coordinate roles and responsibilities to eliminate duplication of efforts or 
documentation oversight;

• Reduce financial impact to the City's budget.

Mandatory Training for COVID-19
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High-Level Process Overview

Requisition
(Departments 

with OCP 
support)

Procurement
(OCP with 

Department 
support)

Receipt/Acceptance 
of Goods & 

Services
(Departments accept 
quantity and quality of 

deliveries)

Payment 
to Vendor
(Department

approves 
payment 
and City 
issues 

payment)

Report to 
Funding 
Agencies
(Guidehouse

supports 
submission)

If It’s Not Documented, It Didn’t Happen
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If any items you are 
ordering will be used by 
the City in its effort to 
vaccinate staff or members 
of the community, these 
expenses need to: 

1. Be identified as 
“COVID-19 –
Vaccination” 

2. Have their own 
contract or PO

3. Be submitted in their 
own invoice (or 
equivalent 
documentation)

Remember: 

“If it’s not documented, it 
didn’t happen.”
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COVID-19 Vaccination 
Planning
Keeping Track of Expenses Separately

• In the eyes of the Federal government, COVID-19 
response, COVID-19 Testing, and COVID-19 
Vaccination are different activities. 

• For this reason, they have established different 
sources of funding for each of these programs. 

• In line with the Federal delineation of funding, City 
expenses should also be categorized as: 

– COVID-19
– COVID-19: Testing
– COVID-19: Vaccination

• All requisitions, purchase orders, invoices & 
receipts, must include one of the categories above.

Mandatory Training for COVID-19
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Roles: Who is Involved

Mandatory Training for COVID-19

Department 

• Scope of Work 
• Review and 

approval of 
receipts

ODFS/OGA

• PRF review
• Req. creation 

OCP

• Procurement
• Creation & 

amendment of 
POs/Contracts
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Roles & Responsibilities - Department 

Mandatory Training for COVID-19

• Creation of a Scope of Work
• Ensure that the ​Scope of Work and included PRF are specific.

• Review content of Contract/PO
• Ensure that the Contract/PO fulfills the needs laid out in the Scope of 

Work.

• Review invoices/supporting documentation to ensure that they are 
complete, correct, and submit within 5 business days to ODFS for receipting.
• The invoices can be reviewed after vendor uploads invoices to system 

through PO or AP Inquiry or by requesting invoices from vendor.

• Changes to Scope of Work require coordination with OCP.
• Work cannot continue until changes to PO and Contracts are confirmed.
• This includes rates, service delivery dates, locations, etc.

The Department is responsible for drafting the scope of work for OCP to procure for goods & services. The Scope of  
Work and PRF need to be specific so OCP can properly procure and document the goods and services in the 
PO/contract. The Department reviews the content of the Contract/PO to ensure it has the agreed upon details for 
goods/services provided. Documentation for receipting submitted by the Department must be specific, i.e., the 
packing/delivery slips indicate the QTY received, date received, and signature of person reviewing the documentation to 
be used to enter the receipt and documentation into Oracle. If the Department makes any changes to the agreed upon 
services, the Department will need to coordinate with OCP to update the Contract/PO. For example, if a Department 
approves OT for services provided but the Contract/PO does not include that OT services and the associated OT rates, 
then this invoice for OT is technically non-compliant. 
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Roles & Responsibilities - ODFS/ODG

Mandatory Training for COVID-19

• Creation of Requisitions
• Utilize Scope of Work with completed PRF/PRQ from Department

• ODFS will coordinate with Department.=
• Coordinate any additional details needed on what is being requested, 

where goods/services will be used, length of time services are needed etc.

ODFS/ODG is responsible for the creation of requisitions. (The department's involvement is the submission of 
the SOW and PRF). 

If there are any issues with the creation of requisitions ODFS will coordinate with Department (some examples of 
issues include- additional details needed on what is being requested, where goods/services will be used, length 
of time services are needed etc.). This should be on PFR - ODFS is responsible for making sure that the PRF is 
filled out completely before it is attached to the requisition. 
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Roles & Responsibilities - OCP

Mandatory Training for COVID-19

• Finalize the POs/Contracts and amend them as needed. 
• Ensure that the Department and Vendors are following the City’s 

procurement processes and documentation requirements.
• Cost analysis for procurements over $250k for compliance to FEMA 

guidelines.

• Limit the use of NSP forms
• They should only be used for requests for sole source procurements. A cost 

analysis is required. Emergencies are handled per Ordinance, Section 18-5-
21 whereby the Chief Procurement Officer or its designee can declare an 
emergency procurement without City Council approval. Instances of urgent 
needs due to lack of planning will not be classified as emergencies.

• Handle Change Orders for any necessary changes to the agreed upon Scope 
of Work.

OCP is responsible for procuring of the goods/services, finalizing the POs/Contracts, and amending them 
as needed. OCP is also responsible for ensuring that the Department and vendors are following the City’s 
procurement processes and documentation requirements.



Guidehouse & OCP 
will train Vendors
Trainings with current 
vendors to be held in late 
January or Early February.
Documentation 
requirements will be 
included with all 
RFPs/RFQs going forward.
Contract language to be 
revised to include “lack of 
adherence to requirements 
could delay payment.”

Documentation 
Requirements will be 
publicly available
Trainings & resources will 
be made available on the 
City’s website.

Coordination 
between OCP & 
Departments
Ensure that vendors are 
aware of resources that 
are available.
For questions or 
comments vendors will be 
able to email 
procurementinthecloud@d
etroitmi.gov or call 313-
224-1500.

Upcoming Vendor Trainings
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mailto:procurementinthecloud@detroitmi.gov
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Checklists

Materials & 
Supplies

Contractual 
Services

Deliverable 
Based 

Contracts

Mandatory Training for COVID-19

https://accesshub.sharepoint.com/:b:/s/CityofDetroitCOVIDResponse/ESyjt2171phBtyZN9S33-d8BFGLFarXWkmaHvZIJ8j2bgQ?e=kSECk0
https://accesshub.sharepoint.com/:b:/s/CityofDetroitCOVIDResponse/EUPTh-mWhFVJjLn9_jhP9DoBcDqoHmPL8geU2q5DmlR4dw?e=CLMwJC
https://accesshub.sharepoint.com/:b:/s/CityofDetroitCOVIDResponse/EY-i29Bu7gZGgEqPzBvz840BXC_xPXY1JOJNFiiyQSObGQ?e=67qNNG
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Checklists

Materials &
Supplies
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Material & Supplies Checklist

Mandatory Training for COVID-19
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Material & Supplies Checklist

Mandatory Training for COVID-19



15

Materials & Supplies Example

• Packing slip is clear and labeled 
properly

• Department signoff with date
• Location where are items are 

being used
• Quoted rates match contract or 

PO
• *Packing slips do NOT need 

prices. But any information 
needs to be consistent. 

• If a Bill of Lading, we need to 
see quantity and description.

Mandatory Training for COVID-19
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Materials & Supplies Example

Mandatory Training for COVID-19

Suggested Revisions

• Shopping bags were used for the MDE 
food program (Who)

• Shopping bags were used for food 
distribution (What)

• Shopping bags were used at food 
distribution centers – add locations 
(Where) 

• Shopping bags were used five days a 
week from April – June (When)

Note:
Requisitions need to have different goods on separate 

lines. They cannot be grouped onto a single line.



Q&A
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Checklist

Contractual 
Services

Mandatory Training for COVID-19
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Contractual Checklist

Mandatory Training for COVID-19
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Contractual Checklist

Mandatory Training for COVID-19
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Contractual Checklist

Mandatory Training for COVID-19



• Timesheets
– Sign-in and sign-out 

with hours worked
– Activities done if there 

is variation within the 
PO

– Name
– Position (if needed to 

determine rate)
– Representative from 

Vendor must sign 
timesheets verifying 
the hours have been 
completed

• Invoice
– Itemized list of 

individuals with total 
hours for each, rate, 
and total amount billed

– Must reconcile with 
Timesheet

– Invoice signed by 
COD representative 
ensuring that the 
hours were work and 
they were within the 
Scope of Work

• PO/Contract
– Rates for each worker
– Scope of Work: Time 

of Service, Activities, 
Locations

Mandatory Training for COVID-19 22

Timesheet Needs Summary 
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Contractual Example- I

Mandatory Training for COVID-19
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Contractual Example- I

• Bin quantities do not tally 
– unclear if quote is for 
weekly/ monthly services

Review of Statement of Work 
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Contractual Example- I

Mandatory Training for COVID-19

D      Discrepancies between Invoice                             
& SOW

• Multiple locations on invoice
• # of bins on invoice does not match 

# of bins being billed on SOW
• What quantity should be billed- per 

week or per bin or per month 
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Contractual Example- II

Mandatory Training for COVID-19

Suggested Revisions
• Locations should be attached to the PO
• The rates for RNs, LPNs and Mas should also be included specific to 

the locations served 
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Contractual Example- II

Mandatory Training for COVID-19

Suggested Revisions
• Timesheets should be included noting who provided Nursing Outreach-

are these RNs, LPNs or MAs?
• Timesheet should include where services were provided, for example Monday 

June 22nd, Shelter A- Address- 2LPNS, 3 RNs
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Contractual Example- II
Suggested Revisions

• Admin fee: A breakdown of 
what makes up this cost will 
need to be provided- for 
example: legal fees, payroll 
processing etc., timesheets 
can be used to support this 
cost (as applicable)

• For supplies receipts are 
needed before the City 
reimburses for these costs

• Need to identify how long 
stipend is considered as an 
eligible expense 

• Mileage report will be 
needed and will need to be 
based on GSA fuel rates.

Mandatory Training for COVID-19
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Checklist

Deliverable 
Based 

Contracts

Mandatory Training for COVID-19
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Deliverable Based Contract Checklist

Mandatory Training for COVID-19
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Deliverable Based Contract Checklist

Mandatory Training for COVID-19
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Deliverable Based Contract Checklist

Mandatory Training for COVID-19
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Deliverable Based Contract Example- I

Locations do not align: 
• The SOW: Testing Facility; Invoice: Williams Center; 

PRF: State Fairground
• The SOW states that a weekly invoice should be $7,000
• Invoice is for $1,800

Mandatory Training for COVID-19
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Deliverable Based Contract- Example II

• Locations are listed
• Contract shows the cost of cleaning per location
• Contract also notes the scope and frequency of cleaning services being 

provided 



Summary

35
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High-Level Process Overview

Requisition
(Departments 

with OCP 
support)

Procurement
(OCP with 

Department 
support)

Receipt/Acceptance 
of Goods & 

Services
(Departments accept 
quantity and quality of 

deliveries)

Payment 
to Vendor
(Department

approves
payment 
and City 
issues 

payment)

Report to 
Funding 
Agencies
(Guidehouse

supports 
submission)

If It’s Not Documented, It Didn’t Happen

1 2 3 4 5
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Documenting Receipt

Mandatory Training for COVID-19

Check Before You Accept

• The contract manager or person supervising the provision of a 
service must monitor that the contractor is satisfactorily doing 
the work they have been contracted to do by reconciling the 
invoice (or equivalent) with the negotiated SOW.

Services

* If there are any issues with the items or quality of services, try to resolve with vendor and contact OCP.

condition.
• The person receiving the items must compare the item type 

and quantity against the order and purchase order using 
the shipper or bill of lading. 

• All items should be received in good condition.

Goods, Materials & Supplies
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Backing Up Vendor Charges

Mandatory Training for COVID-19

What Are We Paying For?

Itemized Invoices Locations

Travel LogsSupply Lists

Timesheets Description of 
Additional Costs
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Approving Vendor Payments

Mandatory Training for COVID-19

Final Approvals and Checks Out the Door

* If there are any issues with the items or quality of services, try to resolve with vendor and OCP.

• If the vendor is invoicing the 
City of Detroit for items not 

received;
• OR if invoiced services have 

not been completed per the 
vendor contract or PO; 

• OR the vendor has not 
submitted required; 

THEN

Payment should not be issued

• If all invoiced items have been 
received as expected and in 

good quality;
• OR all invoiced services have 

been rendered and deliverables 
met; 

• AND all documentation has 
been provided by the vendor; 

THEN

Payment can be made to vendors



Q&A
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