PART B. FISCAL PROFILE

1. Preparation of Proposed Budget Information for Overall Agency Operations

A. This section provides local districts with the required accounting standards,
definition of expenditure categories, guidelines for staffing patterns of
personnel services, other than personnel services spending levels, and
required fiscal reporting forms. The information contained here will assist
you in completing the required fiscal forms that will be used to propose/
adjust the facility negotiated rate.

For facilities currently in operation for an entire fiscal year, these reports
must reflect the actual expenditure for the previous January to December
fiscal year, which is the local districts fiscal period. HRA and agencies in
New York City must report expenditures on the July to June fiscal year,
which is New York City’s fiscal period. Any proposed facilities must have
budgets which project their local districts fiscal period, either January to
December for all agencies outside of New York City, or July to June for
all agencies located in New York City.

NOTE: If an agency is operating or proposes to operate a NYS licensed
day care program, DO NOT include any of these child care expenses in
the shelter program cost center.

B. General Accounting Standards

The Accural Basis for Accounting is Required

1. Once the accounting methodology for the allocation of indirect
expenditures has been established, any changes by operating
facilities will require prior approval by OTDA.

2. Replacement and acquisition of plant, furnishings, equipment, and
vehicles should be distinguished as minor or major items. Minor
items, which may be expensed, are defined as items costing less than
$500. Items costing $500 or more are to be capitalized, with the
resultant depreciation expense reported in OTPS line 30 on the
Report of Line Item Budget Form A.

3. The straight-line method of calculating use charges (depreciation) on
owned plant, furnishings, equipment and vehicles is required. OTDA
does not allow any accelerated depreciation schedules, including the
straight-line accelerated cost recovery system.



4. Income and expense amounts are to be reported in even dollar
amounts. All amounts of 50 cents or more are to be rounded up to
the nearest dollar. All amounts under 50 cents are to be rounded
down to the nearest dollar.

5. Expenditures funded through a grant ( private or public ) cannot be
included in the shelter cost.

6. In compliance with the State’s full financial disclosure, each
authorized facility is required to report all operating expenditures
and revenue even if the other program’s are not related to the facility
shelter program; and

7. Leasehold improvements are to be amortized over the life of the
lease or the life of the improvements, whichever is shorter. Renewal
options are to be included as the life of the lease when amortizing
leasehold improvements. The amortization schedule will be based
on the life of the original lease plus the option period, or the life of
the improvement, whichever is shorter. Leasehold improvements
shall be amortized over a period of at least 60 months.

C. Expenditure Categories

The following describes the specific categories in which actual or
budgeted costs should be grouped for reporting purposes. Included with
the definition of categories are operating guidelines based on acceptable
spending patterns. Projected costs which deviate from these guidelines
must be specifically justified. Parameters for each facility are based on
the overall program size. If an agency proposes to exceed any of these
parameters, a narrative justification must accompany the fiscal forms. The
categories of expenditures and generally acceptable spending patterns are
as follows:

1. Administration — Include in this category costs associated with the
administration and management of the program, including parent
organization costs and allocated local district costs. Allowable
administrative costs are 10 to 15% of total allowable agency costs.

2. Counseling — Include in this category costs associated with the
preliminary needs determination of families, counseling, social
services, and preparation for permanent housing.

3. Direct Care - Include in this category costs associated with the daily
care of the residents, including supervision of residents, resident
assessments and determination of medical needs, assistance in
applying for income entitlement and public benefit programs. If the



agency provides meals, support staff for this function should be
reported in Line Item Budget Form A — PS line 9. Also, staff
necessary for the transportation of residents is to be included in Line
Item Budget Form A — PS line 8.

Child Care / Recreation

Include in this category costs associated with the recreational needs of
the families and the supervision of the activities of the children in care.
The regulations for family shelters allow for a suitable adult resident to
be counted as staff for the purpose of supervised child care ratios.
These staffing patterns, including the adult residents are mandated.
However, the guidelines for reimbursement will provide agencies with
funds only for the child care workers in relation to the number of
children listed on the chart that follows.

Allowable staffing patterns, including adults resident staff, for child
care activities:

Infant ( 0-2 years)

Facilities are expected to employ approximately 1 child care worker
for every 4 children in this age group.

Pre-School ( 3-5 Years)

Facilities are expected to employ approximately 1 child care worker
for every 8 children in this age group.

School Age ( 6-16 years)

Facilities are expected to employ approximately 1 recreation worker
for every 15-20 children in this age group.

The allowable supervisor ratio is 1 to every 8 paid employees; and

5.

Facility — Include in this category costs associated with custodial
services, and the maintenance and upkeep of the building.
Allowable facility operation costs, including staff, will be limited to
25-30% of total allowable agency costs.



D. Required Reports

The following list contains the required report forms an agency must submit
providing their budgeted or actual operating expenditure information in
order to receive a negotiated rate for the facility. Due to the technical
information contained in this section, it is recommended that these report
forms be completed by someone knowledgeable in the fiscal matters.

Report of Actual Expenditures- Please use Line Item Budget Form A.
-Administrative Overhead — Form B

The following is required only in certain instances. Refer to sections
containing specific instructions for completion of this report to determine it
is applicable.

-Report of Start Up Expenditures — Form C

Note: A voluntary agency providing shelter care is required to submit a Certified
Public Accountant Report for the Actual Fiscal Year in Part E.

I1. Family Phase- IN

For new operations, it can be expected that there will be a phase-in period wherein the
operator will not be at full utilization. The delay in reaching full utilization is normally
attributable to purposeful program planning. For illustrative purposes, assume that an
agency could optimally serve 150 families. It is expected that the local district and
provider will have an implementation plan which calls for the referral of an agreed upon
number of families such as 25 families per week, 50 families bi-weekly, etc. During the
time period involved in the family phase-in, the provider will be incurring costs which
normally would not be recoverable based on the negotiated per diem. The negotiated per
diem is calculated as though the family shelter is functioning at full utilization.

In order to overcome this problem, OTDA suggests that the provider and local district
negotiate an interim rate. The interim rate would be based upon reasonable budgeted
costs divided by a reasonable phase-in schedule of care days. As an example, assume the
following situation:

The full capacity of the facility is 200 families;

The planned referral schedule is 25 families per week;

Budget costs are $3,000,000; and no families are discharged.

Using the above assumptions, the family shelter would be expected to provide
approximately 93 percent of utilized capacity throughout the year. In arriving at the



interim rate, the budget costs would be divisible by expected utilization to arrive at the
interim rate.

Budget Costs $3,000,000
Families Served — 200 x 0.93 186

Annual Cost $16,129.03
Daily Per Diem $44.19

Inasmuch as the planned phase-in schedule is subject to various factors which may be
beyond the control of either or both parties, we further suggest that the interim rate be
adjusted at year end to account for any deviations.

Start-Up Costs

Start-up costs are costs incurred by an agency prior to its operational starting date. For
purposes of the Shelter program, the operational starting date will be calculated as 45
days from the date the operational plan is submitted to this Department. Since certain
staff members are required to be employed prior to the opening of the agency, their
salaries and certain other than personnel services costs will be allowed 90 days from the
shelter’s operational starting date. Since these costs are related to shelter services that are
to be rendered after the agency is in operation, they must be capitalized as deferred
charges and amortized over a 60 month period.

Start-up costs would include, but need not be limited to: salaries, utilities, insurance, rent,
employee training, repairs and maintenance, and any other allowable costs incident to the
start-up period. However, any costs that are properly identifiable as construction or
major renovation costs are capitalized and must be excluded from start-up costs.
Limitations on allowable start-up costs are as follows:

Administrative salaries — 90 days prior to operational starting date;

Utilities - 90 days prior to operational starting date;

Rent - 90 days prior to operational starting date;

Building Security - 90 days prior to operational starting date; and

All other Salaried Positions — 14 days prior to operational starting date.
Any costs that are incurred for building renovation or construction prior to the 90 day

limitation period shall be considered as part of capital expenditures and will be
depreciated over the useful life of the asset.



For shelter program purposes, costs of the agency’s building and equipment should be
depreciated over the lives of the assets starting with the first month the shelter is
considered operational. Costs of vehicles should be depreciated over the useful life of
each vehicle starting with the month the vehicle is first placed into operation.

IV. Procedures for Expenditures

A. General Instructions for Completion of “Line Item Budget Form -A”
All gross expenditures shall be reported by program. (Shelter Tier I, Shelter Tier Il, non-
allowable, other programs, etc.) Only allowable items of expenditure should be included
in the program. If an agency operates more than one shelter program, each program must
report a separate Line Item Budget Form —A. allocating the costs associated with the
other Shelter Program to the non- allowable cost.
Non-allowable expenditures are listed below:
1. Contributions and Donations

Political and charitable contributions and donations are not allowable.

2. Entertainment Costs

Entertainment Costs, including lunches, dinners and staff parties are not an
allowable cost.

3. Fines and Penalties

Costs resulting from violations of or failure by the agency to comply with
federal state and/or local laws and regulations are not allowable.

4. Fund Raising Costs
Costs of organized fund raising, such as financial campaigns, endowment drives,
or solicitation of gifts and bequests, done to raise capital or obtain contributions,
are not allowable.

5. Goodwill

Goodwill or the state value of a business in excess of its book value is not an
allowable cost.

6. Investment Management

Costs of investment counsel and staff and similar expenses incurred solely to
enhance income from investments are not allowable.



7. Personal Costs
All personal expenses, such as personal travel expenses, laundry charges,
beverage charges, gift certificates to staff and vendors, flowers or parties for
departing staff, holiday parties, repairs on a personal vehicle, rental expenses for
personal apartments, etc., are not allowable.
8. Profits and Loses on Investments

Profits or losses on the sale or exchange of investments will not be considered
either an offset to expenses or an allowable cost.

B. Detailed Instructions for Completion of “Line Item Budget from -A”

Column A FTE’s: The total number of full time employees (FTE’s) - 40 hours
per week per person=1.0 FTE.

Column B Salary: Salary paid for a Full Time Employee (FTE).

Column C Total: The total number of FTE’s multiplied by their Annual Salary.
Total=A x B

Column D Justification: Justification shall be included if any item increases 10%
more or less than previous fiscal year’s budget submission.

C. Line Item Account and Definitions of Expenditures

The following defines the account and type of costs that should be reported on the
“Line Item Budget Form —A” PS and OTPS.

PERSONNEL SERVICES (PS)

Line 1. Administration
Include in this category all persons whose primary function is the management
and administration of the agency in accordance with applicable rules and
regulations of the Office of Temporary and Disability Assistance and all other
applicable requirements of laws. Work performed in this category includes, but
need not be limited to; the total administration of the facility, management of
personnel, back ground checks, finger printing, data processing, reception and
secretarial, accounting and bookkeeping, and supervision of this functional
category.

Line 2. Counseling



Include in this category all persons whose primary function is to provide direct
counseling, planning, training, assistance in obtaining permanent housing, and
information and referral.

Line 3/ Line 4. Child Care/Recreation

Line 5.

Line 6.

Line 7.

Include in this category all persons whose primary function is to provide child
care and recreational needs of children and families.

Direct Care

Include in this category all persons whose primary function is to provide direct
care and supervision of the families in the facility, assistance in determining
family assessments and medical needs, assist families in applying for income
entitlements and public benefit programs, obtaining mental health and social
services, and providing job training.

Security

Include in this category all persons whose primary function is to provide 24 hours
per day, 7 days a week security for families. Work performed in this area include,
but need not be limited to; family monitors and attendants.

Maintenance

Include in this category all persons whose primary function is the maintenance,
and repair of the buildings and grounds. Work performed in this area includes,
but need not be limited to: building maintenance, housekeeping, cleaning,
painting, and porter duties.

Line 8/Line 9. MVO and Kitchen

Include in this category all persons whose primary function is to provide
transportation and food for clients. Work performed in this area includes, but need
not be limited to driver and cook.

Line 10. Subtotal PS

Add the amounts in the right column C for line 1 through line 9.

Line 11. Fringe

Fringe benefits should include the following:

a. Social Security- Includes employer portion of FICA taxes.

b. Insurances- Health, disability and dental insurance.

c. Pension and retirement- Includes agency costs of employee retirement benefit
plans.

d. Workmen’s Compensation, Unemployment, NYS Disability.

Line 12. Total PS

Add the amounts in the right column C for line 10 through line 11.



OTHER THAN PERSONNEL SERVICES (OTPS)

Line 13.

Line 14.

Line 15.

Line 16.

Line 17.

Line 18.

Line 19.

Office Equipment

Include in this category the acquisition cost, freight, delivery and installation
charge of minor equipment. Minor equipment is defined as equipment costing
less than $500. Individual items costing $500 or more are to be capitalized and
the resultant depreciation charged to Line 30 Debt Service Amortization. This
account is restricted to items that are necessary for the operation of the facility.

Client Supplies /Furniture

Include in this category the consumable supplies, including freight and delivery
charges, for blankets, sheets, bedding, maintenance, household, kitchen,
recreational, beds, dressers, etc., costing less than $500. Individual items costing
$500 of more are to be capitalized and the resultant depreciation charged to line
30 Debt Service Amortization.

Client Transportation

Include in this category all costs incurred by client while engaged in facility
business in connection with training or search for job or housing — car fare, taxi
fare, gasoline, toll and parking charges.

Utilities
Include in this category cost of telephone, electricity, oil/gas and water/sewer,
provided these costs have not already been included in costs reported for rent.

Office Expenses

Include in this category cost of consumable office supplies, computer supplies
and software for preparation of payroll. Other cost such as insurance,
recruitment, staff training and transportation are allowable.

Professional Costs

Include in this category cost of establishing and maintaining accounting and
other information systems required for the management of the shelter program
are allowable. The cost of required certified audits for independent accountants,
attorneys, computer consultants and medical services.

Maintenance/Repair

Include in this category costs incurred for necessary maintenance, repair or
upkeep of property which do not add to the permanent value of the property nor
appreciably prolog its intended life, but keep it in efficient operating condition.
These cost are allowable to the extent that they are not otherwise included in
rental or other charges for space. Costs incurred for necessary maintenance,
repair or upkeep of office, stationary or movable equipment, which keeps the
equipment in an efficient operating condition, are allowable.



Line 20. Mechanical System Contracts
Include in this category costs incurred for services rendered by independent
contractors, payments for contracted boiler system, generator, fire detection,
elevator maintenance and repair, and extermination contract.

Line 21. Food
Include in this category payments for the cost of food purchased for use and
consumption by client, including infant’s formula. Include cost of express
charges incurred for the delivery of the food purchases.

Line 22. Contracted Security
Include in this category costs incurred for services rendered by independent
contractors, payments for the reasonable security needs of the staff, clients and
the physical plant, security cameras are allowable.

Line 23. Vehicle Expenses
Include in this category all costs incurred while engaged in facility business in
connection with the care of families, payments for vehicle rental/lease,
insurance, gasoline and vehicle maintenance and repair.

Line 24. Total OTPS
Include here ( Line 24) the total of Line 13 through 23.

Line 25. Total PS and OTPS
Include here (Line 25) the total Sum of PS Line 12 and OTPS Line 24.

Line 26 Administrative Overhead (Please use ADM Overhead Form B)
Include in this category the charges to the facility’s receiving supportive
services (administrative services insurance, supplies, technical consultants, etc.)
from a parent organization.

Line 27. Rent
Rental costs for property are allowable if the costs are reasonable when
compared to similar facilities of like type, life expectancy, condition, and value
in the area. These rental costs will also be compared to the actual costs the
agency would have incurred if they had owned the facility and may be restricted
to such costs.

Line 28. Total Operating Budget
Include here ( Line 28) the total sum of OTPS Lines 25, 26 and 27.
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Line 29.

Line 30.

Line 31.

Line 32.

Start Up Amortization ( Tier 11 only)

Fill out Report of Start-Up Expenditures- Form C (if applicable) and divide the
grand total by 5 years. Start Up costs must be amortized over a period of 5
years. Include here ( Line 29) the amortized amount.

Debt Service (Plant, leasehold improvement, Equipment, Furniture and Vehicles)
A use charge (depreciation expense) relating to the use of owned plant,

leasehold improvement, equipment, furniture and vehicle is an allowable
expense in the computation of a reimbursement rate. The basis for such charges
shall be actual (historical) cost. In the event that the historical cost of the facility
can not be adequately determined, an appraisal value shall be the basis for
depreciation. Such appraisal shall be conducted by an appraiser approved by
OTDA and pursuant to a method approved by OTDA. The straight — line

method of computing depreciation on owned plant, equipment, furnishings and
vehicles will be required. Allowable useful lives for capital items are as follows;

Plant/Renovation — 25 years

Equipment/Furnishings — 5-15 years

Vehicles- 3-5 years.

Leasehold Improvement- 5-15 years, or the duration of the lease agreement.
Include here ( Line 30) any identified debt service.

Gross Amount
Include here ( Line 31) the total of OTPS Lines 28, 29 and 30.

Grant/Revenue
Include here (Line 32) the name of the grant or revenue received.

Line 33. Total Expenditure

Line 34.

Subtract the amount in OTPS line 32 from line 31. This is the Total Expenditure.

Family per diem rate at 97%. If other than 97%, please list here and give
explanation.

Use the amount in line 33 divided by the total care days (Family shelter capacity
X 365 days x 97%.). This is the Family Per Diem Rate.
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