DDAP Report Schedule      FY 2012 / 2013 


	REPORT Items
	Due Dates
	Send to:
	Address

	(1) Student Assistance Program Statistical       

(2) PBPS Service Data 
(3) Administration of NOMs Survey 

(4) Entry of pre/post tests and surveys into PBPS
(5) NOMs Survey Data Entry (must be connected to services)
(6) End of year Service Data for FY 11-12 
(7) All pre/post tests & surveys for FY 11-12
(8) Entry of Implementation Plan into PBPS for FY 13/14
	10/30, 1/30, 4/30, 7/30

Within 2 weeks from service date

October 1st through November 30th  

Within 30 days of administration

January 31st

July 21st

July 31st
June 1st
	Item (1)  http://www.sap.state.pa.us 
Items (2)-(4)-(5)-(6)-(7)-(8) via PBPS 

	ALL CORRESPONDENCE 

MAILED TO DDAP SHOULD BE SENT TO:

Pennsylvania Department of         Drug and Alcohol Programs
02 Kline Plaza
Harrisburg, PA 17104

DDAP Phone: 
717-783-8200

DDAP Fax: 717-787-6285


NOTE: 
* Denotes specific reports that will be accepted via e-mail. 

***Denotes reports that must be sent via e-mail.


	(1) Prevention & Treatment Comprehensive Strategic Plan
	December 30th  
	Item (1) thru BDAP Communicator
	

	(1) Case Management Resource Report

(2) Buprenorphine Written Procedures

(3) Halfway House Application
	Only data from June 2012 due July 30th*** 
Prior to expenditures of funds***

Prior to expenditures of funds*
	Item (1) to Dan Klarsch, Tx Analyst 
Items (2) and  (3) to Tx. Director 
	

	(1) SCA Provider Contract Information Entered in SDS

(2) SDS Contact Data Reviewed and Updated

(3) Board Minutes or documentation that no meeting was held.

(4) QAA Pre-submission Materials

(5) Waiver Requests (pdf. email submission with signatures acceptable; also, “Word” version to be electronically sent)
(6) Annual Report

(7) SCA Provider Monitoring Reports

(8) New or Re-Classified Position Requests 
	9/30 

7/15 and 1/31 

Reviewed during QAA visit, as needed
As required by notification*

As needed

November 30th  [three (3) hard copies ONLY]
April 30th 
As needed
	Items (1) and (2) via on-line SDS 

Items (4) and (6) to the assigned QAA Program Representative 

Item (5) Maureen Cleaver mcleaver@pa.gov 

Item (8) DDAP HR staff
	

	(1) Bi-annual Fiscal Reports  (Requirements defined in fiscal reporting instruction packages sent from DDAP)
(2) Supplemental Buprenorphine Report

(3) Refund Checks

(4) Correspondence Related to Audits

(5) Re-budget (Budget Revision) Requests

(6) Invoice for Payment

(7) Fixed Asset Request

(8) Funding Exception Requests (i.e. SAP)
	1/31*;  8/31

10/31*; 1/31*; 4/30*;  8/31

8/31

As necessary

4/15

15th of month for advance payment

5/1*

5/1*
	Items (1) through (7) send to the attention of the Division of Budget and Grants Management 

Item (8) to Terry W. Matulevich, Division of Budget and Grants Management  


	

	(1) Client Information System Data 
(2) STAR Data System:  SCA Provider data into Provider Client Management Module 

(3) STAR Data System:  SCA Payer Client Management Module
	Only data from June 2012 due July 30th* 
Entered/uploaded by 15th of the following month

Processed by 30th of the following month
	Item (1) to the Data Section 

Item (2-3) thru the Strengthening Treatment & Recovery (STAR) data system
	

	(1) On-site Request Forms 

(2)  Pre & Post tests and Attendee Lists
	Entered into BTMS no later than 60 days & no earlier than 90 days before training date.

Faxed or e-mailed within 2 business days of course completion
	Ron Kauffman, DDAP Training Coordinator  rkauffman@pa.gov
	


     Effective Date 7-1-12….updated 8-24-12

