2014/2015 DDAP REPORT SCHEDULE
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	REPORT ITEMS
	DUE DATES
	SEND TO:

	Prevention
	1
	Student Assistance Program Statistical Data
	10/30, 1/30, 4/30, 7/30
	http://www.sap.state.pa.us

	
	2
	PBPS Service Data 
	Within 2 weeks from service date
	Via PBPS 

	
	3
	End of fiscal year Service Data
	7/21
	

	
	4
	Submission of Implementation Plan for FY 15/16
	6/1
	Via PBPS

	

	Treatment
	5
	Buprenorphine Written Procedures**
	Prior to expenditures of DDAP funds
	Steve Seitchik, Director of the Division of Treatment

	
	6
	Halfway House Application
	Prior to expenditures of DDAP funds
	

	

	STAR Data
	7
	STAR Data System:  SCA Provider data into Provider Client Management Module 
	Entered/uploaded by 15th of the following month
	Via STAR

	
	8
	STAR Data System:  SCA Payer Client Management Module
	Processed by 30th of the following month
	

	

	County Program Oversight
	9
	SCA Provider Contract Information Entered
	10/31
	Via SDS

	
	10
	SDS Contact Data Reviewed and Updated
	7/15 and 1/31
	

	
	11
	Annual Report
	Suspended at this time for the 2014/2015 FY  
	N/A

	
	12
	SCA Provider Monitoring Reports 
	4/30
	To assigned Program Representative 

	
	13
	Midyear Fiscal Reports 
	1/31
	Via SDS 

	
	14
	Year-End Fiscal Reports – per instructions provided by the County Program Oversight Section
	~9/2 - first submission of Year-End report
~Final submission of Year-End report due as instructed by the Program Representative
	Via SDS and email Excel Report Form package to assigned Program Representative 

	

	Budgets & Grants Management
	15
	Supplemental Act 2010-01 Report
	8/15
	To the attention of the Division of Budget & Grants Management

	
	16
	Supplemental Buprenorphine Report
	10/31, 1/31, 4/30, 9/2 (with Year End Report)
	

	
	17
	Refund Checks
	Upon submission of signed hardcopy Year-End Fiscal Report, due as directed by the Program Representative 
	

	
	18
	Correspondence Related to Audits
	As necessary
	

	
	19
	Re-budget (Budget Revision) Requests
	4/15
	

	
	20
	Invoice for Payment
	15th of month for advance payment
	

	
	21
	Fixed Asset Request
	5/1
	

	
	22
	Funding Exception Requests (i.e. SAP)
	5/1
	Kimberly A. Coleman, Division of Budget and Grants Management

	

	Training
	23
	On-Site Training Request Forms
	Entered into BTMS no later than 60 days & no earlier than 90 days before training date.
	Via BTMS

	
	24
	Pre & Post tests and Attendee Lists
	Faxed or e-mailed within 2 business days of course completion
	Debra Browning, DDAP Training Coordinator, dbrowning@pa.gov 

	
ALL MAILED CORRESPONDENCE SHOULD BE SENT TO:
Pennsylvania Department of  Drug and Alcohol Programs
02 Kline Village
Harrisburg, PA 17104
DDAP Fax: 717-787-6285
	
NOTE: 

**Must be sent via e-mail.
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