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Black Infant Health Program Transmittal Process Guidelines

Purpose: Clarify when Local Health Jurisdictions (LHJ) must use the transmittal form.

Guidelines: The Transmittal Form must be used by the LHJ site to send any contract related documents and/or to
request BIH approval for items identified in the SOW. Completed BIH transmittal forms must be sent to:
BlHsupport@cdph.ca.gov

Requirements for the use of a transmittal form:

Submission of a completed
transmittal form is required for
the following:

Why a transmittal process is used

What to do with the transmittal
form

Vv Program inquiry

Track submission of inquiries,
deliverables and other documents
related to the Scope of Work.

Transmittal form is submitted to BIH
inbox: BIHsupport@cdph.ca.gov

V Data inquiry

Track number and type of inquiries to
assess need of guidance or training.

Transmittal form is forwarded to the
appropriate BIH staff

V Contract inquiry

Track inquiries and responses to ensure
contract compliance and integrity.

BIH responds to the LHJ confirming if
document is complete or requires
additional information.

V Staffing inquiry

Track and monitor staffing patterns
and requirements.

Transmittal form is forwarded to the
appropriate BIH staff

V Inability to participate in required
trainings

V Approval for outreach materials

The following items do not require a Transmittal Form:

Requests similar from requirements in BIH SOW and its attachments

Requests to purchase items for clients

Budget revisions

Professional trainings not required by BIH but recommended by model developer within California

Yearly submission of the Agreement Funding Application (AFA) packet

AFA standard attachments similar to what was previously submitted (e.g. , LHJ Profile Narrative, duty statement, organization
chart, waiver exemptions or previous transmittal approvals)
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