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Summary of Changes

Summary of Changes

Chapter # Page # Explanation of Revisions
Table of Contents
Pages i-xvi The Table of Contents is updated to reflect entry changes for each chapter.
General Note
References to A-87 were updated to correctly reference the Uniform Guidance
and terminology throughout the manual.
Chapter 6
Page 25 The form, LDSS-2346, Cost Allocation-Annual Certification, was revised to
correctly reference the Uniform Guidance and central services costs.
Chapter 7
Page 28 The graphic for LDSS-2347, Schedule D, was replaced with the updated form
effective October 2015 that correctly references central services costs.
Chapter 8
Pages 12-13 The graphic for LDSS-2347-A, Schedule D-1, was replaced with the updated
form effective October 2015 that correctly references central services costs.
Chapter 9
Page 28-30 The graphic for LDSS-2347-B, Schedule D-2, was replaced with the updated
form effective October 2015 that correctly references central services costs.
Chapter 10
Pages 28-29 The graphic for LDSS-2347-B1, Schedule D-3, was replaced with the updated
form effective October 2015 that correctly references central services costs.
Chapter 11
Pages 14-15 The graphic for LDSS-2347-B2, Schedule D-4, was replaced with the updated
form effective October 2015 that correctly references central services costs.
Chapter 12
Page 8 The graphic for LDSS-2347-B3, Schedule D-5, was replaced with the updated
form effective October 2015 that correctly references central services costs.
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Summary of Changes

Chapter # Page # Explanation of Revisions
Chapter 13
Pages 18-19 The graphic for LDSS-2347-C, Schedule D-6, was replaced with the updated
form effective October 2015 that correctly references central services costs.
Chapter 14
Page 7 The graphic for LDSS-2347-E, Schedule D-7 was replaced with the updated
form effective October 2015. The form was revised for the following:
e to correctly reference central services costs
e toreflect the claiming changes required as Federal funding is no longer
available to the SSD for Nutrition Education
Chapter 15
Pages 10-11 The graphic for LDSS-2674, Cost Allocation Summary-Title IVD Program,
was replaced with the updated form effective October 2015 that correctly
references central services costs.
Pages 21-23 The graphic for LDSS-2547, Schedule D-8, was replaced with the updated form
effective October 2015 that correctly references central services costs.
Chapter 16
Page 6 The section Finger Imaging was revised to correctly reference Schedule D-10.
No procedures have changed.
Page 9 The graphic for LDSS-2347-F, Schedule D-10, was replaced with the updated
form effective October 2015 that correctly references central services costs.
Chapter 17
Pages 3 The section Determining Allocation Percentages for F16 was revised for
clarity. No procedures have changed.
Pages 7-11 These pages have been reissued because the pagination changed due to the
above revisions.
Chapter 18
Page 14 The graphic for LDSS-4975A, RF17 Worksheet, was replaced with the updated
form effective October 2015 that correctly references central services costs.
Chapter 19
Pages 39-40 The graphic for LDSS-1272A-1, Worksheet, was replaced with the updated

form effective October 2015 that correctly references central services costs.
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Summary of Changes

Chapter # Page #

Explanation of Revisions

Chapter 19 continued

Pages 41 The graphic for LDSS-1272A, Monthly Statement, was replaced with the
updated form effective October 2015 that correctly references central services
costs.

Chapter 25

Page 9 The graphic for LDSS-3510, Schedule RF6AI, was replaced with the updated

form effective October 2015 that correctly references central services costs.
Chapter 27

Page 5 The graphic for Distribution of Allocated Costs to F30 Worksheet, was
replaced with the updated form effective October 2015 that correctly
references central services costs.

Chapter 32
Page 9 The graphic for LDSS-2347N, Schedule D-18, was replaced with the updated
form effective October 2015 that correctly references central services costs.
Glossary
Pages 1-46 The Glossary section is updated to reflect entry changes for each chapter.
Acronyms
Pages 1-18 The Acronyms section is updated to reflect entry changes for each chapter.
Index
Pages 1-26 The Index is updated to reflect entry changes for each chapter.

Version 1.0
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INTRODUCTION

The social services districts (SSD) administer numerous public assistance programs to clientele who meet
specific social, personal, and financial criteria for categorical eligibility. Programs are established by the
federal and state governments to meet stated objectives and goals. The major programs administered by the
SSD including three New York City departments are described in Chapter 1, Volume 1 of the Fiscal Refer-
ence Manual.

In New York City, the programs are administered by three departments as follows:
e Human Resource Administration (HRA)

e Administration for Children’s Services (ACS), and

e The Department of Homeless Services (DHS).

The federal and state governments provide specific levels of funding for these various programs, activities,
and categories and their cost of administration. Federal funding levels range from 100%, for the Home
Energy Assistance Program, to 0% for the Safety Net program. State funding levels are generally 50% of
the non federal share of expenditures, but this level can vary from 100% to 0% depending on special or
legislated funding provisions for individual programs.

The expenditures of an SSD fall into the general categories of assistance and care, purchased social ser-
vices, and administration. Total reimbursement claims are the sum of assistance and care costs, purchase of
service costs, and administrative costs. Assistance and care and purchase of service claiming are detailed
and explained in Volumes 1 and 2 of the New York State Fiscal Reference Manual. This volume describes
the identification, allocation and claiming of administrative costs for all SSD, including New York City.
This chapter is devoted to the explanation of what a cost allocation system is.

DEFINITION OF A COST ALLOCATION SYSTEM

The administrative effort at the SSD and NYC department level is made up of the management, supervi-
sion, and operation of the assistance and care programs and purchase of services. The effort is sometimes
difficult to directly match to specific program areas. This necessitates a cost allocation system that fairly
and equitably distributes administrative costs to program and service areas.

A cost allocation system is a set of procedures designed to meet the financial and management needs of an
organization such as an SSD. The financial need is to identify and allocate total salary, non-salary and indi-
rect administrative costs of benefiting programs that each district administers and ensure the proper claim-
ing of federal and state reimbursement. Managers rely on cost allocation information to make informed
decisions, establish policies, set goals, check progress, determine improvements, and control the growth
and direction of the programs.

This manual will provide SSD including the three New York City departments with the concepts, princi-
ples and procedures required to implement and operate a sound cost allocation system. This cost allocation
system must be in accordance with federal requirements defined in Office of Management and Budget
(OMB) guidance Uniform Administrative Requirements, Cost Principles, and Audit Requirements For
Federal Awards (Uniform Guidance), 2 CFR Part 200, and state requirements defined in Department Reg-
ulations 18 NYCRR 602.
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Districts may claim a significant amount of reimbursement by carefully applying a sound cost allocation
methodology. The methods described herein allows for some local variations to assure proper reimburse-
ment is obtained.

GENERAL REQUIREMENTS OF COST ALLOCATION PLANS

The process of claiming state and federal reimbursement for SSD expenditures includes:
o Identification of costs related to specific programs or activities, and

e The preparation and submission of claim forms and the documentation to support those claims, as
required.

The SSD (including NYC) will work with two types of Cost Allocation plans. The primary plan is the
Local District Cost Allocation Plan which deals with the distribution and claiming of the SSD’s adminis-
tration costs. Basic requirements for this plan are as follows:

e The annual submission of a certification stating that a complete organizational review has been
conducted and all staff have been assigned appropriate functional codes which represent
organizational units or pools.

e A semiannual certification signed by either the employee or a supervisor who has first hand
knowledge of the work performed by the employee for those who work on a single federal
program or cost objective. This is required regardless of the funding level of the cost objective or
program.

o Classification of each administrative payroll by defined functions and/or sub-functions.

e Annual determination of fringe benefit rates and application of these rates on a monthly basis to
determine fringe benefit costs. Fringe benefits can, at local option, be claimed at actual rather than
through an initial estimated rate. The fringe benefit rate for New York City’s fiscal year is
calculated by the NYC Office of Management and Budget for each of the three departments.
Refer to Chapter 4 for more details.

e Classification of non-salary expenditures by defined functions and/or sub-functions.

e Maintenance of accurate statistics within certain program areas to be used in distributing
functional costs to specific functions/programs.

e Maintenance of audit trails and documentation available for state and federal review.

e Preparation and submission of required schedules and supporting documentation to obtain state
and federal reimbursement.

e Procedures which must be in place to revise cost allocation plans during the year if circumstances
make it necessary.

The second plan is the county-wide or city-wide Central Services Cost Allocation Plan. This plan provides
a basis for the distribution of certain indirect costs, known as central services costs, to the SSD (including
HRA, ACS, and DHS) and other county or city agencies.

The Central Services Cost Allocation Plan and cost distributions are normally administered by a county or
city fiscal officer and are not under the direct control of the SSD. Social services districts and each of the
three NYC departments, however, are required to submit an annual certification signed by the administrat-

Version 1.0 Date of Release: December 31, 2015




New York State Fiscal Reference Manual

Cost Allocation Plan for Administrative Costs

ing official. Along with the annual certification, the SSD must submit a copy of the latest completed plan
used as the basis for allocation purposes for the current year. These items are needed to establish the dis-
trict’s eligibility to claim federal reimbursement for these central services costs for that fiscal year. As an
example, the annual certification submitted for calendar year 2001 would be based on the actual expendi-
tures incurred during calendar year 1999. The certification, therefore, would be for 2001 and the copy of
the completed plan used as the basis for 2000 claiming would be the actual 1999 expenditures report. This
is discussed in more detail in Chapter 6 of this volume.

BASIC CONCEPTS OF COST ALLOCATION

A comprehensive cost allocation plan requires the development of an organization chart for the agency or
department. An organization chart will define authority, responsibility and accountability for the agency. It
will aid in the development of a cost allocation system where those expenditures that can be directly iden-
tified to a function or program are charged to that function/program. Those expenditures that relate to more
than a single function/program can also be identified and “pooled” for allocating to the other benefiting
functions/programs on some suitable basis.

A function is a set of activities related to accomplishing a particular goal or objective. These functions
serve to accumulate costs into groups of like activities for direct expenditures and to receive indirect and
overhead costs allocated to these groups. Usually, a function corresponds to an organizational unit within
an SSD, but that may not necessarily be the situation. A function may contain activities that benefit several
programs or just one. For example, Intake/Case Management would be a function that would correspond to
an organizational unit. It would cover several state and federal programs such as Safety Net (SN), Tempo-
rary Assistance to Needy Families (TANF), Emergency Assistance to Families (EAF), Emergency Aid to
Adults (EAA), etc. Supplemental Nutrition Assistance Program (SNAP) would be a function that also cor-
responded to an organizational unit, but only one program is covered by that organizational structure.

At the same time, there are functions that may not correspond to an organizational unit such as the function
entitled, “Other Reimbursable Programs.” This function generally involves small reimbursable programs
that are special demonstration projects or are seasonal in nature and use staff on a temporary basis from
other functions. An example of this would be the Home Energy Assistance Program (HEAP) where there
is a high degree of activity during the winter season and a low volume during the summer. The employees
who would be involved in HEAP would normally be charged to the Intake/Case Maintenance (I/CM) func-
tion when not working on HEAP.

There are other basic concepts of any Cost Allocation system:

e All administrative costs (salary, fringe benefits, and non-salary expenditures) are considered to be
the total costs that must be directly charged or pooled and allocated to specific categories or
programs.

e Proper assignment of expenditures is based on the organizational chart.

e Expenditures which are solely related to a specific function/program are directly charged to that
function/program.

e Expenditures which are related to more than one function or program (i.e., “common” costs or
overhead costs) are distributed among the functions/programs which they support in proportion to
the level of support provided.
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e Factors, bases, or measures selected for use in allocating common or overhead costs should closely
correspond to the real effort and resources applied.

e A cost allocation system should provide both management and financial data needed to make
decisions, establish policies, identify progress and areas in need of improvement.

e A cost allocation system should include flexibility to meet individual circumstances and still
produce compatible and accurate results.

TYPES OF EXPENDITURES

There are several types of expenditures to consider in any cost allocation plan. Among them are salary,
fringe benefits, non-salary, and central services costs.

Salary and Fringe Benefits Costs

This grouping of expenditures would include the salary and wages paid to each individual employed by the
SSD. It would also include fringe benefits paid on behalf of those employees. The fringe benefits can be
claimed on an estimated rate basis which is adjusted to actual after year end, or claimed on a cash basis.

These two items comprise the total personnel costs chargeable to each function. The SSD may use up to a
total of sixteen identified functions in the cost allocation plan. These functions follow the program areas
with the addition of an overall overhead and an SSD overhead account. Because these functional classifi-
cations form the basis on which cost allocations are made and reimbursement claims are derived, the dis-
trict must maintain appropriate systems and documentation. Records must be updated as personnel and
organizational changes occur and the accuracy of the functional assignments must be verified.

These records would list in each of the identified functions, every individual who is administratively
responsible to the SSD commissioner. The salary or wages of such individuals are paid by the SSD. Each
must occupy an authorized position that is carried in one of the SSD’s General Fund accounts.

Non-Salary Costs

Non-Salary administrative expenditures are defined as all expenditures made by an SSD except:
e Salaries and wages of employees in authorized positions,

e Fringe benefits for employees in authorized positions,
e Central services costs,
e Assistance and care expenditures made on behalf of recipients, or

e Purchase of services expenditures made on behalf of clients.

All non-salary administrative expenditures must be assigned to one of the sixteen identified functions, and
in addition, to one of the various object of expense codes described in Chapter 5. These object of expense
codes identify various types of expenditures into two broad categories of either direct charges or indirect
charges. These costs are then further classified by the type of article or service purchased. Included as
examples of types of expenditures would be travel, rent, supplies, EDP services, medical transportation

Version 1.0 Date of Release: December 31, 2015




New York State Fiscal Reference Manual

Cost Allocation Plan for Administrative Costs

costs, contractual agreements, cooperative agreements, publicly-owned building costs known as mainte-
nance in lieu of rent, etc.

Non-Salary expenditures must be supported by expenditure vouchers, billing forms, adjustment and/or
journal memorandums before being claimed for reimbursement.

Each non-salary expense item must be classified by the function for which the expenditure was incurred.
When a non-salary expenditure exclusively benefits a function, it must be assigned to that function. If a
non-salary expenditure benefits three or more functions, (but the benefit derived by each function cannot
be reasonably determined), it must be assigned to one of the overhead functions as follows.
e Assign to the Overall Overhead function those costs that benefit some or all other functions and
the non-administration/local program function.

e Assign to the SSD Administrative Overhead function those costs that benefit three or more of all
functions except the non-administration/local program function (this function is described in
Chapters 2 and 3.)

Each month, the district will prepare a summary of the non-salary expenditures organized by function and
object of expense. Those costs assigned to the Overall Overhead function and to the SSD Overhead func-
tion are allocated to the remaining functions based on the percentages of staff counts for those functions.

Central Services Costs

The policies and procedures contained in the Uniform Guidance provide federal reimbursement for certain
county-wide or city-wide central services costs incurred by local governmental agencies in support of SSD
operations and other county or city operating agencies. Examples of these central services would be:
accounting, audit service, bonding, budgeting, central stores, legal expenses, motor pools, payroll prepara-
tion, personnel administration, printing and reproduction, automated data processing, insurance, building
space and related facilities, etc.

To determine the amount of federal reimbursement that is claimable for these costs, the local government
must:
e Prepare an annual indirect cost proposal that identifies each of the county or city agencies included
in the central services pool of costs and describes the methodology to be applied to distribute the
costs related to SSD operations,

e Submit a copy of this cost proposal to the Bureau of Financial Services with its accompanying
certification, the LDSS-2346 form,

e Allocate these costs among the functions administered by the district,
e Calculate federal share of reimbursement by program and category, and

e Adjust estimated costs claimed based on the indirect cost proposal to actual costs after the end of
the fiscal year when the final costs are determined. (Some districts claim central services costs on
an actual rather than on an estimated basis, therefore, those districts would not need to prepare an
adjustment.)
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Function/Assignment of Administrative Costs

The cost allocation system in use in New York State uses functional assignments as the cost centers for
pooling administrative expenditures. There currently are sixteen functions recognized for SSDs to use in
identifying costs to functions. They are:

Intake/Case Maintenance which includes all activities related to determining and maintaining public
assistance eligibility for applicants or recipients of public assistance.

General Services which includes all activities related to the provision of social services to eligible cli-
ents. Local staff assigned full-time to agency-operated Senior Citizens Center, Day Care Centers, and
Foster Boarding Homes would not be included in this function.

Employment Programs which includes all activities related to the provision of employment services
and training to eligible participants.

Medical Assistance Eligibility/Payments which includes all activities necessary to provide Medical
Assistance to eligible recipients (except those activities which qualify for enhanced Federal reimburse-
ment because they involve policy/planning and administration by skilled professional medical person-
nel).

Medical Assistance Policy Planning/Administration which includes all activities performed by
skilled professional medical personnel (and their direct support staff) which involves policy planning
and administration of the Medical Assistance Program.

Training which includes all activities of staff development like orientation of new employees, continu-
ing in-service training of employees, and provision of educational programs.

Supplemental Nutrition Assistance Program (SNAP) which includes all activities related to the provi-
sion of SNAP benefits to eligible recipients.

Child Support Enforcement which includes the activities necessary to locate absent parents and obtain
child support payments.

Fraud and Abuse Detection which includes the activities involving fraud detection, investigation, and
prosecution for the various programs the SSD administers.

Home Energy Assistance Program which includes the activities related to the provision of HEAP
benefits to eligible recipients.

Welfare Management System which includes data entry activities to support the state operated EDP
eligibility as well as coordination activities between the SSD and the state.

Other Reimbursable Programs which includes activities related to other small reimbursable programs
that are not covered in the other functions. Often these programs are demonstration projects or perma-
nent programs that are not easily incorporated in the allocation bases used for the other functions.

Temporary Assistance for Needy Families (TANF) Funded Services which includes activities related
to the provision of TANF services projects for eligible recipients.
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SSD Administrative Overhead which includes activities that support exclusively the above listed func-
tions but cannot properly be classified as being solely related to one of those functions such as
accounting, personnel, legal and purchasing.

Non-Administration/Local Programs which includes local programs administered by the district that
are reimbursed through per diem rates for their costs of operations.

Overall Overhead which includes activities that support all of the above listed functions such as the
Commissioner’s office. This function is only used if the SSD commissioner oversees local program
operations like a county nursing home, foster home facility, etc.

These functions will be described in more detail in the following chapters.
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INTRODUCTION

This chapter presents an overview of the Cost Allocation Plan describing the principles and procedures of
cost allocation, including time distribution studies, random moment studies, step down procedures, and
other methods of cost allocation. The intent is to assist districts in understanding plan concepts and the
application of these concepts to arrive at a monthly allocation of costs.

PRINCIPLES OF COST ALLOCATION

As discussed briefly in Chapter 1, there are six basic principles of an SSD cost allocation system:

1. All administrative costs (both salary and non-salary expenditures) are considered the total cost
pool which must be allocated to specific categories or programs.

2. Expenditures which are solely related to a specific function are directly charged to that function.

3. Expenditures which are related to more than one function or category are referred to as “mixed”
costs, and are distributed among the functions which they support in proportion to the level of sup-
port provided.

4. Factors or measures selected for use in allocating “mixed” costs and overhead costs should closely
correspond to the “real” effort and resources applied.

5. A cost allocation system should provide data for accounting and fiscal operations and also for
management.

6. A cost allocation system should include flexibility to meet individual circumstances and still pro-
duce compatible and accurate results.

Expenditures should be charged directly to functional accounts and distributed to categorical areas within
each functional account, whenever possible. The use of random moment studies (RMS) and time study dis-
tribution reports will aid in achieving this goal. When operations are too diversified to direct charge a cost
to a function, then SSD administrative overhead and/or overall overhead accounts should be charged. Sub-
sequent allocation of total overhead costs to the direct functions is made by applying percentages of func-
tional staff counts.

Larger districts and each NYC department may identify a “pool” of costs within the SSD administrative
overhead and overall overhead areas which are charged to direct functional categories by using a step-
down allocation procedure. This procedure requires all components of the pool to be identified to func-
tional areas and the total pool be directly charged. If only some, but not all components are directly identi-
fied, then the total pool must remain in either the SSD administrative overhead or overall overhead
functions. These costs are subsequently distributed to direct functions based on staff count percentages.

STEPS AND PROCEDURES IN THE COST ALLOCATION PROCESS

The purpose of the cost allocation process is to identify, accumulate, and allocate direct and indirect salary
and non-salary costs to those departments or units which benefit from the expenditure. An understanding
of the organizational structure and the mix of programs administered by the organization is the initial step
in the development of a district cost allocation plan.

The exhibit on page 4 presents a basic organization chart for a local agency. Shown are a number of district
programs and functions most agencies perform. The functions to which costs are assigned should corre-
spond to the programs and functions appearing on the organization chart.
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The remainder of the cost allocation process primarily consists of five steps performed each month to
assign or allocate administrative costs to functions and then to further allocate costs to program categories
(such as TANF, SN) using a basis which reflects the local effort spent in each category. The five steps in
the cost allocation process are:

1. Codification and listing of payroll by function and coding non-salary expenditures by function and
object of expense.

2. Entry and summarization of non-salary expenditures by function.
3. Allocation of salary and non salary overhead function expenditures to direct functions.

4. Allocation of total function costs to various categories using appropriate workload measures. This
type of allocation is performed separately for each function.

5. Computation of the appropriate federal, state, and local shares for each function (by program) and
claiming Federal and State reimbursement.

The procedures for completing each of the above steps involve using several claiming schedules referred to
as the D Series which are components of the RF-2A claim package for administrative expenditures. These
steps are further described as follows:

Step 1 Coding of Payroll and Non-Salary Expenditures by Function
All SSD administrative costs must be coded to one of 16 major functions as follows:

e Intake/Case Maintenance (F1)

e General Services (F2)

e Employment Programs (F3)

e Medicaid Payments/Authorizations (F4)

e Medicaid Policy Planning/Administration (F5)

e Training (F6)

e Supplemental Nutrition Assistance Program (SNAP) (F7)

e Title IV-D, Child Support Activities and Collections (F8)

e Fraud and Abuse Detection (F10)

e Home Energy Assistance Program (F11)

e Welfare Management Systems (F16)

e Other Reimbursable Programs (F17)

e Temporary Assistance for Needy Families (TANF) Funded Services (F18)

e SSD Administration Overhead (F20)

e Non-Administration/Local Programs (F30)

e Overall Overhead (F40)
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Social Services District Organizational Chart By Function

Commissioner
(F40)

Welfare Management DSS Administrative Non-Administrative Overall Overhead
System (F16) Overhead (F20) Local Programs (F30) (F40)
Intake/Case L
Maintenance (F1) iiaininel(8s)
General Services
(F2) SNAP (F7)
Employment Child Support
Programs (F3) Activities/IV-D (F8)
. . Fraud & Abuse
Medical Assistance Detection (F10)

Eligibility/Authorization & Policy/Planning
Payments (F4) Administration (F5) AP
TANF Funded Other Special
Services (F18) Projects (F17)

SSDs are required to submit an Annual Certification statement (LDSS-2346) to certify the annual review
of functional assignments of staff by a local governmental official. Please refer to Chapter 4 for a copy of
this form and its instructions.

In certifying the review of functional assignments, the authorized social services official verifies a com-
plete review of functional assignments has been completed within the last 30 days. The district must also
attest that the functional assignments are accurate, and that a mechanism is in place to accurately update,
on an ongoing basis, the functional assignments of employees.

Payroll systems should identify all staff by function. Procedures for identifying and coding salaries are
described in Chapter 4. At the end of the month, these salary costs are summarized by function. In this
summarization process the SSDs must also determine the total number of staff assigned to each function.

Date of Release December 31, 2015 Version 1.0




New York State Fiscal Reference Manual

Overview of the Cost Allocation Plan

Procedures for identifying non-salary expenditures are described in Chapter 5. The non-salary costs should
be coded by function and by object of expense when the payment is processed. At the end of each month,
these individual expenditures are summarized in a listing which groups expenditures first by object of
expense codes and then arrays the expenditures by function codes. This summary is referred to as the
detailed version of the LDSS-923 form, entitled “Schedule of Payments of Administrative Expenses Other
Than Salaries.”

Procedures for claiming of central services costs are described in Chapter 6. These costs are a pool of indi-
rect costs incurred by local governmental agencies in support of local county or city operations including
social services. Examples of central services costs include accounting, audit services, bonding, budgeting,
central stores, legal, motor pools, payroll preparation, personnel administration, printing and reproduction,
automatic data processing, insurance, etc. For the SSD and NYC departments to claim reimbursement for
central services costs, the county and fiscal officers must prepare annually a central services cost proposal
which documents, identifies, accumulates, and distributes allowable central services costs to each of the
county and city agencies included in the central services cost pool.

Step 2 Entry and Summarization of Expenditures on Administrative
Schedules

The salary and fringe benefit costs summarized by function in the payroll records are brought forward to
the LDSS-2347 form entitled, “Schedule D DSS Administrative Expenses Allocation and Distribution by
Function and Program.” The staff counts are also entered on the Schedule D at this point.

The non-salary costs are further summarized by preparing a summary LDSS-923 form. This version lists
summary totals for each object of expense code which are broken out under columns representing each
function code. The total for each function is then carried forward to the Schedule D.

Step 3 Allocation of Overhead Expenditures to Direct Functions

The functions described in Step 1 include 13 direct or line functions (such as Intake/Case Maintenance,
General Services, etc.) and three overhead functions (Welfare Management System, SSD Administrative
Overhead and Overall Overhead). Overall Overhead and SSD Administrative Overhead are each allocated
to the remaining functions and the WMS function on the basis of staff count percentages.

First, Overall Overhead is distributed to all SSD functions (including SSD Administrative Overhead) and
Non-SSD program functions (such as a county-operated agency boarding home for foster care children) on
the basis of the proportion of staff in each SSD these functions. Next, the SSD Administrative Overhead is
distributed to the WMS function and the SSD line functions based on the proportion of staff in each of
these functions. The result is an allocation of total overall overhead and SSD overhead cost to the 13 direct
functions and the WMS overhead function.

After the above allocations, central services costs are assigned to these two overhead functions and allo-
cated to the other functions and the WMS function using the same overhead allocation procedures
described above.

Operational WMS salary, non-salary, assigned overhead and central services costs are then distributed to
the benefiting functions on the Schedule D. This process uses percentages derived from recipient count
information appearing on the monthly WMS statistical report entitled, “WST002 Active Cases and Indi-
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viduals.” The SSD calculates the monthly distribution of WMS costs on a worksheet and the allocation of
costs is reported on the Schedule D.

Salary, non-salary, overhead, WMS, and central services costs assigned to line functions as described
above are totaled on the Schedule D. The computation of the federal, state and local shares is then ready to
be determined on the Schedules D-1 to D-8, D-10, D-17 or RF17 Worksheet, and D-18.

Step 4 Methods to Allocate Function Costs to Categories

After the overhead costs and WMS operational costs are distributed to all of the direct functions, the costs
are totaled on the Schedule D. Each of the SSD line function totals are transferred to a particular D Series
schedule. These sub-schedules are used to further allocate the functional costs to the reimbursement cate-
gories utilizing various workload measures. The specific workload measures for each function are
described as follows. Note: Items of expenditure that an SSD wants to direct charge to a particular program
(if not listed under that program) must be prior approved by the Bureau of Financial Services.

(F1) Intake/Case Maintenance (I/CM)

Total I/CM costs (Function F1) appearing on the Schedule D are reported on the LDSS-2347-A entitled,
“Schedule D-1 Claiming of Intake/Case Maintenance Expenditures.” These I/CM costs are either direct
charged to a specific category or are allocated to the categories based on the percentage results of the
Intake/Case Maintenance Random Moment Study (I/CM-RMS) conducted during the previous quarter.
The I/CM-RMS also identifies the percentages of current monthly eligibility activity costs that should be
allocated to the Medical Assistance Program under the F4 function, and the Child Care Program under the
F2 function and the Supplemental Nutrition Assistance Program (SNAP) under the F7 function.

(F2) General Services

Total General Service administrative costs (Function F2) appearing on the Schedule D are reported on the
LDSS-2347-B entitled, “Schedule D-2 Allocation for Claiming General Administration Services Expendi-
tures.” These costs are combined with child-care costs transferred from the Schedule D-1. These costs are
either directly charged to the benefiting programs/service categories or are allocated based on percentages
derived from the Services Random Moment Survey (SRMS) conducted the previous quarter.

The costs from the Schedule D-1 representing Day Care eligibility costs identified by the /CM-RMS are
included with the costs for the Child Care Block Grant for reimbursement.

F2 coded costs allocated on the Schedule D-2 to the Title XIX MA Health Related Services and the Unac-
companied Minors Program are transferred to other schedules for claiming purposes.

(F3) Employment Programs

Total employment program administrative costs (Function F3) appearing on the Schedule D are reported
on the LDSS-2347-B1, entitled, “Schedule D-3 Allocation and Claiming of Administrative Costs for
Employment Programs.” These costs relate to the TANF Employment program, the Supplemental Nutri-
tion Assistance Program (SNAP) Employment & Training (E&T) program, and non-Federal employment
programs.
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Administrative costs are either direct charged or allocated by time distribution reports and other workload
measures.

(F4) Medical Assistance

Medicaid Eligibility/Authorization and Payments costs (Function F4) appearing on the Schedule D are
reported on the LDSS-2347-B2 entitled, “Schedule D-4 Calculation of Medical Assistance Eligibility
Determination/Authorization/Payments Cost Shares.” These costs are allocated on the Schedule D-4
between categories that are either eligible for federal financial participation (FFP) or are federally non-par-
ticipating (FNP) based on proportions derived from a statistical report. The MARS statistical report, used
by districts other than New York City, provides beneficiary counts under those two categories. The report
used by NYC provides eligibility counts under these two categories. The costs from the Schedule D under
the F4 column are combined with the MA-related costs transferred from the Schedules D-1 and D-2.

(F5) Medical Assistance Policy Planning & Administration

These Medicaid costs (Function F5) appearing on the Schedule D are reported on the LDSS-2347-B3 enti-
tled, “Schedule D-5 Calculation of Medical Assistance Policy Planning/Administration Cost Shares.” The
costs are allocated between FP and FNP based on proportions derived from the same statistical reports as
used for the F4 costs.

(F6) Training

Total training costs (Function F6) appearing on the Schedule D are reported on the LDSS-2347-C entitled,
“Schedule D-6 Reimbursement Claim for Training.” On this form, the costs are distributed to the applica-
ble functions based on the proportion of hours of staff training in each functional area during the previous
quarter. Costs are then further distributed to other programs or categories on the same basis as the regular
administrative costs are distributed within each function.

(F7) Supplemental Nutrition Assistance Program (SNAP)

Total SNAP administrative costs [Function F7) appearing on the Schedule D are reported on the LDSS-
2347-E entitled, “Schedule D-7 Distribution of SNAP Expenditures to Activities.” The costs from the
Schedule D-1 representing SNAP eligibility costs identified by the I/CM-RMS are included with the F7
costs to be reimbursed by USDA.

(F8) Child Support Activities/Title 1V-D

Total Child Support and Collection Activities administrative costs (Function F8) appearing on the Sched-
ule D are reported on the LDSS-2547 entitled, “Schedule D-8 Allocation for Claiming Title IV-D Child
Support Activities and Support Collection Unit Expenditures.” These expenditures are allocated to the cli-
ent categories (TANF, Non-TANF and Non IV-D) based on quarterly case counts with federal funding eli-
gible only for the TANF and Non-TANF categories. The costs are also broken down to eight sub functions
(which represents specific child support activities) for federal reporting purposes.”
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(F10) Fraud & Abuse Detection

Total Fraud and Abuse investigative unit administrative costs (Function F10) appearing on the Schedule D
are reported on the LDSS-2347-F entitled, “Schedule D-10 Claiming of Fraud and Abuse Investigative
Unit Expenditures.” The costs to be distributed on this form are either directly identified to the PA, MA, or
SNAP programs, or are allocated to these programs. The allocation is based on proportions of total cases
investigated in each category for the immediately preceding quarter.

(F11) Home Energy Assistance Program (HEAP)

Beginning with October 2011 claims, HEAP administrative costs appear on the Schedule D in a new func-
tion, F11. This program is not reimbursed through the RF2A. HEAP expenditures are reported on the
LDSS-3551 entitled, “RF-8 Monthly Statement of Expenditures and Claims for the Home Energy Assis-
tance Program.” This claim form is described in the Fiscal Reference Manual, Volume 2, Chapter 3.
HEAP costs prior to October 2011 are reported in the F17 function and on the LDSS-3551.

(F17) Other Reimbursable Programs

All costs of programs and activities receiving federal and/or state reimbursement that are not covered by
the other functions on the Schedule D are reported in the F17 function. These programs are not normally
claimed on the RF-2A. They are individually reported to the Department on other claim forms such as the
AC-92 Standard Voucher, the LDSS-3551 entitled, “RF-8 Monthly Statement of Expenditures and Claims
for the Home Energy Assistance Program,” the LDSS-3510 entitled, “Schedule RF-6A Federal Reim-
bursement for Refugees or Cuban/Haitian Administrative Costs,” or the LDSS-3922 form entitled, “Reim-
bursement Claim For Special Projects.” These claim forms are all in Chapter 3 of the Fiscal Reference
Manual, Vol. 2 with the exception of the Schedule RF-6A which is in Chapter 25 of this Volume.

(F18) Temporary Assistance for Needy Families (TANF) Funded Services

Beginning with October 2014 claims, TANF Funded Services administrative costs appear on Schedule D
in a new function, F18. These expenditures are reported on LDSS-2347-N entitled “Schedule D-18, Distri-
bution of TANF Funded Services Expenditures to Activities.” The costs to be distributed on this form are
either directly identified or allocated to the benefiting service category. The allocation is based on time dis-
tribution reports or other workload measures. Prior to October 2014 claims, these expenditures are reported
in the F17 Other Reimbursable Programs function and allocated to the benefiting programs through the
RF17 claim package.

(F30) Non-Administration/Local Programs

These costs which relate to such programs as agency-operated family shelters, adult shelters, day care cen-
ters or children’s congregate care facilities are not carried over to a D Series sub schedule. These costs are
claimed on the appropriate program claim in the RF-2 claim package. Please refer to Chapter 3 of Volume
2 of the Fiscal Reference Manual.

SSDs will complete each of the above schedules along with Schedule D on a monthly basis. Their comple-
tion will result in an accurate allocation of all costs in sufficient detail to permit the calculation of federal,
state and local reimbursement.
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Step 5 Computation of the Appropriate Federal, State, and Local
Shares

The final step in the cost allocation process is the calculation of federal, state and local shares on the
Schedules D-1 through D-8, D-10, D-17 or RF17 Worksheet, and D-18. The total calculated federal and
state shares are then transferred from the respective D Series schedule to the appropriate claim summaries.
For most D Series schedules, that is the LDSS-1272A entitled, “Schedule RF-2A Monthly Statement of
Administrative Expenditures and Claims for Federal and State Aid.”

For function F17 expenditures reported through September 2011, federal, state and local shares are deter-
mined by program on the Schedule D-17. They are then summarized (depending on the program) on vari-
ous forms such as the AC-92 “Standard Voucher,” the LDSS-3922 entitled, “Reimbursement Claim for
Special Projects,” the LDSS-3510 entitled, “Schedule RF-6A Federal Reimbursement for Refugees or
Cuban/Haitian Administrative Costs,” or the LDSS-3551 “RF-8 Monthly Statement of Expenditures and
Claims for the Home Energy Program.” Beginning with October 2011 claims, the federal, state, and local
shares for F17 expenditures are determined in the RF17 claim package on the RF17 Worksheet. These are
then summarized on the LDSS-4975 “Monthly Statement of Special Projects” within the same claim pack-
age, the AC-92 “Standard Voucher,” or the LDSS-3510 “Schedule RF-6A Federal Reimbursement for Ref-
ugees or Cuban/Haitian Administrative Costs.”

In addition to the above calculations of shares, there is 100% state reimbursement provided for specific
categories of administrative costs on the LDSS-843 entitled, “RF-3 Adjustment Claims for Additional
State Aid on Expenditures 100% Reimbursable.”

There are sometimes specific exceptions to the above steps depending on SSD organization and functions.
These exceptions should be addressed in the cost allocation plan.

METHODS OF ALLOCATION

There are several methods of allocating costs to functions. Among these are time studies, step-down proce-
dures, and random moment studies which are briefly discussed below.

Time Distribution Studies

Generally, employees assigned to the F3, F7, F8, F17 or F18 functional codes will need to complete a time
study. Any employees working in multiple direct functions, (F1 through F8, F10, F11, F16, F17, F18 or
F30) must complete time studies. If it is not feasible for that employee to complete a time report, they can
be assigned to an overhead function (F20 or F40) instead. The time studies are completed for each day in
one full pay period during the first month of each quarter by the employees affected. The information taken
from these reports will be used during that quarter to allocate the corresponding monthly administrative
costs to each benefiting area and fulfill federal reporting requirements. Instructions in the preparation of
various time distribution studies appear in Chapter 4.

Step-Down Allocation Procedure

The step-down procedure is a method of allocating administrative costs to several functional categories
(such as I/CM, or General Services) on the basis of detailed workload measures instead of allocating costs
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based on staff count proportions as described for overhead costs in Step 3. The use of step-down proce-
dures to distribute a specific organization’s costs are required in those circumstances where:
e The organizational unit has annual expenditures of more than $1 million dollars and is large
enough to warrant a separate allocation procedure and;

e Distributing the costs of the organizational unit by using staff ratios results in an inaccurate
distribution of costs which are not reflective of actual efforts devoted to each function.

Use of the step-down procedure involves the application of the following five steps:
1. Identification of the appropriate support organization for use of the step-down procedure based on:
a. Unitsize
b. Unusual work distribution for which a distribution based on staff count proportions is not
appropriate or accurate.
A support organization unit is one that provides a single function or service to the agency (i.e. a

legal unit, computer support unit, general accounting unit, etc.). This would not include an admin-
istrative division of two or more of these units.

2. Analysis of the work content of the unit including:
a. Type of work performed and the variability of the work.
b. Workload units applicable for allocating expenditures of the unit.

3. Establishment of procedures for the separate identification of unit salary costs by separate coding
of unit personnel expenditures.

4. Implementation of a statistical data collection mechanism for measuring workload by function.
Examples of potential workload measures include weighted time factors, Random Moment Study
(RMS) statistical data, or specialized counts of work measures. On the following page are exam-
ples of measures that are suggested by the federal government.

5.  Ongoing use of the cost coding and statistics for stepping down these costs.

Applying the procedures outlined above results in a more precise allocation of support unit costs to the
major functional areas. Nevertheless, the step-down procedure requires extra effort to code salary costs by
support unit and to maintain an ongoing statistical effort. The procedure is most useful when the support
unit is large and the distribution of costs by using workload measures is more practical for cost allocation
purposes than using staff count proportions embodied in Schedule D procedures. See Chapter 20 for a full
description of the Step Down Allocation form.

Prior state approval is necessary before a step-down procedure can be implemented. To obtain approval for
a step-down procedure, you would need to submit a full explanation of the proposal, the estimated annual
fiscal impact, and the reasons why using an overhead allocation of the expenditures involved would not
result in an equitable distribution of the costs. This proposal should be addressed to:

Bureau of Financial Services

New York State Office of Temporary and Disability Assistance

40 N. Pearl Street 14" Floor

Albany, New York 12243

It is possible to have support unit costs allocated to overhead functions. In these cases, the overhead costs
derived from application of the step-down procedure will be distributed to Schedule D functions on the
basis of staff count proportions as part of the overall Schedule D procedure.
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Suggested Basis For Cost Distribution

TYPE OF SERVICE SUGGESTED BASIS FOR ALLOCATION

Accounting Total dollar volume or number of transactions processed.

Auditing Direct audit hours

Budgeting Direct hours of identifiable services of employees of budget
office

Data Processing Service hours, job basis

Disbursing Service Number of checks or warrants issued

Legal Services Direct hours of usage

Mail and messenger service Number of documents handled or employees served

Motor pool costs including Miles driven and/or days used

automobile management

Office machine and equipment Direct hours of service

Office space Square Feet of space occupied

Organization and Management Direct hours, number of direct staff managed

Payroll services Number of employees for whom payroll is processed

Personnel administration Number of employees or salaries and wages

Printing and reproduction Direct hours, job basis, pages printed, etc.

Local telephone Number of telephones

Health Services Number of employees

Allocating I/CM Costs Based on Random Moment Study

The Intake/Case Maintenance Random Moment Study (I/CM-RMS) completed for F1 coded Intake/Case
Maintenance personnel is used for allocating the unidentified F1 costs to the six PA categories (TA, SN,
EAA, EAF, SN-MOE, NPA) and to measure those activities mutually benefiting (beneficial) and solely
applicable (incremental) to the Medical Assistance and Supplemental Nutrition Assistance Programs. State
staff conducts the I/CM-RMS each quarter according to valid statistical requirements. The study results are
summarized on a quarterly basis and the results are applied to total F1 costs (other then those direct
charged) being claimed for the following quarter.

Random Moment Survey for General Services

The Services Random Moment Survey (SRMS) for the Administration of General Services function is
conducted each quarter by taking random observations of service workers at specific moments during the
work day. The observer must properly code the specific service activity the worker is involved with at the
specific moment being observed. The survey results are quantified and service percentages are developed.
The study is conducted in accordance with valid statistical requirements, with the sample observations
identifying the portion of worker time that is reimbursable under federal programs.
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The quarterly percentages compiled are applied to the next quarter’s total F2 General Services administra-
tion costs (other than those costs directly charged on the Schedule D-2). The costs are distributed to Title
XX (while also complying with Title XX reporting requirements) and other alternate reimbursement cate-
gories such as Title IV-E, Title XIX, and Title IV-A (EAF).

The Services Random Moment Survey should also provide reliable cost and statistical information for
management and Title XX planning purposes.

Allocating Overall Overhead and Training Costs to F30 Non-
Administrative/Local Programs

There are some districts that may operate more than one non-administrative program at a time. Such a dis-
trict should allocate F40 overall overhead costs to the various F30 programs as follows:

e Allocate that portion of overall overhead costs (that was allocated on Schedule D to function F30)
to each individual program included in F30 usually by using staff count proportions.

e Add the allocated overhead costs to the total direct costs of each program.

e Claim the derived total costs through procedures established for each program.

There are alternate procedures for calculating and claiming the commissioner’s office costs as they relate
to public institutional care costs such as Public Homes. There are also some special procedures for allocat-
ing training costs to the F30 function when the staff development coordinator provides training for F30
staff as well as the staff assigned to functions F1 through F20. These procedures are explained in detail in

Chapter 19.
Allocation of Central Services Costs

Central services costs are a pool of indirect costs incurred by local governmental agencies in support of
SSD operations including social services. Examples of central services costs include accounting, audit ser-
vices, bonding, budgeting, central stores, legal, motor pool, payroll preparation, personnel administration,
printing and reproduction, automatic data processing, insurance, etc. For the SSD to claim reimbursement
for central services costs, the county and city fiscal officers must prepare annually a central services cost
proposal which documents, identifies, accumulates, and distributes allowable central services costs to each
of the county agencies and NYC departments included in the central services cost pool. Detailed policies
and procedures for preparing an indirect cost proposal are contained in the OMB Uniform Guidance.

Central services costs are usually claimed monthly on the Schedules D, D-1 through D-8, D-10, D-17 or
RF17 Worksheet, and D-18 by using estimates from the annual proposal prorated over a 12 month period.
An annual reconciliation is required after actual costs are determined with any adjustments rolled over to
the following year’s estimated rate. Complete procedures are described in Chapter 6.

SSDs are required to submit a Cost Allocation Annual Certification (LDSS-2346) form each year to certify
the central services cost proposal by a local county or city official.

In certifying a central services cost proposal, the authorized official verifies the information contained in
the central services cost proposal is correct and is prepared in accordance with the policies and procedures
contained in the Federal OMB Uniform Guidance.
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The official also certifies the procedures were utilized to:

e Prevent costs from being allocated to federal programs as indirect costs that have already been
treated as direct program costs,

e Assure consistent treatment was accorded similar costs, for all programs in the department/agency,
regardless of the source of funds,

e Assure that costs have not been treated as indirect costs of federal programs inconsistent with
statutory restrictions governing those programs, and

e Assure all costs are allowable, that there is a beneficial relationship between allocated costs and
the federal programs charged, and that similar costs have been treated consistently.

REIMBURSEMENT RATES FOR ADMINISTRATION OF
PROGRAMS

The following pages contain three listings. The first listing, “Reimbursement Rates for Administration of
Programs,” presents the federal, state, and local shares for most SSD categories. The second listing,
“Required Submission for the Cost Allocation Plan,” presents forms and schedules the SSD must periodi-
cally submit for claims reimbursement. The third listing, “Backup Documentation SSD Not Required to
Submit,” includes supporting documentation the SSD is not required to submit, but should retain to support
claims submitted.

Both of the last two listings include a description of each form or schedule and a chapter reference where
each form is explained in greater detail. These forms and schedules play a crucial part in the application
and the documentation of the Cost Allocation Plan.

Note that the following two State Budget initiatives may affect the level of federal, state and local shares
depending on the rate of reimbursement selected by the SSD.

Flexible Fund for Family Services (FFFS)

New York State has established the Flexible Fund for Family Services (FFFS) funding stream. Under FFFS
the SSDs have more flexibility and local discretion in the expenditures of their Temporary Assistance for
Needy Families (TANF) funds. Under FFFS each local district will receive an allocation of 100% federal
TANF funds. The SSDs are thereby provided with the flexibility to devote federal TANF amounts to pro-
gram areas of their choosing, rather than having the State determine what amounts must be spent on Child
Care, Services or various state contracts. Under FFFS, SSDs may set the level of federal reimbursement
they receive for any federally allowable TANF use, non-assistance TANF Employment programs (such as
employment preparation, placement and retention services), TANF Services (including services to support
receipt of transitional benefits and other work supports), Child Welfare Services, Emergency Assistance to
Families (EAF) Foster Care Maintenance, Administration and Tuition Costs, PINS/Preventive Detention
Diversion Services, Pregnancy Prevention, Drug/Alcohol (D/A) Assessment and Monitoring, Domestic
Violence (DV) Screening and Assessment, EAF JD/PINS Foster Care and related costs, districts’” adminis-
trative costs for all TANF-related activities. Districts may also transfer funds from FFFS to Child Care,
and/or Title XX Services (TANF funded portion). Non-Residential Domestic Violence services will
receive a separate allocation.
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The SSDs are required to submit a plan on how they want to fund these programs for prior approval of the
state.

Local Share Medicaid Takeover Plan

New York State will cap the local share of Medicaid, including administrative costs as of January 1, 2006.
As enacted, the law establishes calendar year 2005 as the base period with annual increases of 3.5% for
calendar year 2006, 3.25% for calendar year 2007, and 3.00% for calendar year 2008 and each year there-
after. This modest growth rate is applied in a non-compounded manner and converted to State fiscal year
amounts. The State Department of Health (DOH) has calculated district-specific estimated local share cap
amounts for State Fiscal Years (SFY) 2005/06 and 2006/07 using the 2005 base period. Starting January 1,
2006 the SSDs will pay equal weekly payments based on the calculated amount for SFY 2005/06. Starting
April 1, 2006 the SSDs will pay equal weekly payments based on the SFY 2006/07 amount. The DOH will
compute the calendar year 2005 amounts using actual expenditures and adjustments by June 30, 2006 and
promulgate final annual (and weekly) State fiscal year caps for SFY 2005/06 and SFY 2006/07. This will
result in the establishment of the final cap and an adjustment in payment amounts. Further, a reconciliation
of the estimated and final cap amounts will be completed no later than December 30, 2006. The SSDs
should continue to complete the medical assistance claim schedules showing local shares of their expendi-
tures. These costs will be compared to the capped amount to determine under or over reimbursement for
the period of the claim.

The DOH will notify the SSDs of the results as these milestone dates are reached.

Commencing January 1, 2008, districts will have the option of using a sales tax intercept methodology to
meet their cap allocations. The law provides specific local resolution language which must be delivered by
certified mail to the Department of Health no later than September 30, 2007 if a district wishes to utilize
the sales tax methodology. Districts cannot rescind this decision. Effective January 1, 2008, SSD Medicaid
cap payments to the State, at the option of the SSD government, will be based on:

e The capped local contribution methodology; or

e A fixed percentage of local sales tax revenue based on the 2006-07 capped contribution and local
sales tax base.
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REIMBURSEMENT RATES FOR ADMINISTRATIVE COSTS

Program Federal Share  State Share Local Share
Temporary Assistance to Needy Families (TANF)

TANF (Family Assistance) Eligibility® 50% 0% 50%

TANF Fraud and Abuse! 50% 0% 50%

Safety Net MOE 0% 0% 100%

Safety Net 0% 0% 100%

Safety Net Fraud & Abuse 0% 0% 100%

TANF Employment! 50% 0% 50%

TANF Training! 50% 0% 50%

Non-Federal Employment 0% 0% 100%

Medical Assistance

Eligibility® 50% 25% 25%

MA Eligibility Training® 50% 25% 25%
FNP3 0% 50% 50%

Policy Planning/WMS? 75% 12.5% 12.5%
MA Fraud and Abuse® 50% 25% 25%

1. The federal share funding for these costs is affected by Flexible Fund for Family Services (FFFS).

3. The Local Share Medicaid Takeover Plan may affect the levels of reimbursement. The percentages shown for MA are in effect
before the MA cap is reached. After the MA cap is reached the state picks up the local share.
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Reimbursement Rates For Administrative Costs

Program Federal Share State Share  Local Share
Title XX Services*

Costs Under Title XX Ceiling* 100% 0% 0%

Mandated Preventive Services (over the

ceiling)® 0% 65% 35%

Non-Mandated Preventive  Services

(over the ceiling)® 0% 65% 35%

Child Protective Services (over the ceil-

ing)® 0% 65% 35%

Non IV-E Adoption Services Admin® 0% 65% 35%

Adult Services (over the ceiling)® 0% 50% 50%

Domestic Violence (over the ceiling)® 0% 50% 50%

Title IV-B Subpart 17 75% 16.25% 8.75%

Title IV-B Subpart 2’ 75% 16.25% 8.75%
Emergency Assistance to Adults (EAA) 0% 0% 100%
Non Public Assistance (NPA) 0% 0% 100%
HEAP (up to the ceiling) 100% 0% 0%
FNP Training 0% 50% 50%

Refugees & Unaccompanied Refugee Minors
Cuban/Haitian Entrants & C/H Minors 100% 0% 0%

4. The percentages for General Services represent costs under the Title XX Ceiling. The rest of the items listed are rates for
specific types of Title XX costs when these costs are in excess of the ceiling. Please refer to Chapter 8 of Volume 1 of the Fiscal
Reference Manual.

5. The federal reimbursement is capped for this program as part of the Title XX Ceiling or amounts allocated from the Flexible
Fund for Family Services (FFFS). The capped amount is distributed to the SSDs through an allocation established for each
district. There are additional state funds available for Child Protective and Preventive Services, Domestic Violence, and Adult
Protective when the SSD's Title XX allocation is exceeded and the Child Welfare Threshold is met. The state share funding may
be changed yearly as determined by the state budget. Please refer to Chapter 8 of Volume 1 of the Fiscal Reference Manual.

6. Reimbursement for these costs, if in excess of the Federal Title XX Ceiling, would be paid by the State at 50% State share.
Please note, the state share funding may be changed yearly as determined by the state budget.

7. Reimbursement is available (up to the district's allocation) at 75% federal share of the total amount. There is a 65% state share
and 35% local share of the non-federally funded amount for Title IV-B Subpart 1 and Subpart 2. Please note, the state share
funding may be changed yearly as determined by the state budget. There is a federal limitation on administrative costs for this
program of 10% of the allocation.
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Reimbursement Rates For Administrative Costs

Program Federal Share State Share  Local Share

Supplemental Nutrition Assistance Program
(SNAP)

Fraud & Abuse 50% 0% 50%

Fraud & Abuse Training 50% 0% 50%

SNAP Certification of TANF Cases 50% 0% 50%

SNAP Training 50% 0% 50%

Nutrition Education4 0% 0% 0%

All Other Administration 50% 0% 50%

SNAP Employment & Training

Up to the ceiling 100% 0% 0%

Over ceiling with state approval 50% 0% 50%
Dependent Care 50% 0% 50%

Participant Reimbursement 50% 0% 50%

Title 1'V-D Child Support Activities

Administration related to TANF/Non-TANF® 66% 0% 34%
Administration related to Non 1V-D® 0% 0% 100%

IV-D Lab Costs to Establish Paternity® 66% 0% 34%

IV-D Training 66%0 17% 17%

Expenditures funded with incentives 0% 0% 100%

8. Effective January 2012, Title IV-D TANF and Non-TANF, and Non IV-D for Child Support Activities are no longer reimbursed
at 50% state reimbursement for costs remaining after federal share. Please note, the state share funding may be changed yearly
as determined by the state budget. Please refer to Chapter 15 for detail on child support activities. The non-federal share of
Title IV-D Training applies to the State Training Cap and is reimbursed by the state at 50% for costs remaining after federal
share. Please refer to Chapter 13 for detail on the training cap.

14. Effective October 2014, FFY 2015, the administration responsibility of New York’s SNAP Nutrition Education program, Eat
Smart NY (ESNY), was transferred to NYS OTDA. Funding is no longer allocated though the SSDs.
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Reimbursement Rates For Administrative Costs

Program Federal Share State Share  Local Share
Child Care Block Grant*? N/A N/A 0%
Emergency Aid to Families (EAF)
EAF- Foster Care® 100% 0% 0%
EAF - Child Preventive®® 100% 0% 0%
EAF - Child Protectivel® 100% 0% 0%
EAF - All other 50% 25% 25%
Title IV-E
Foster Care Admin.® 50% 50% 0%
Preventive Admin.® 50% 32.5% 17.5%
Protective Admin.® 50% 32.5% 17.5%
Adoption Admin.? 50% 32.5% 17.5%
Training 75% 12.5% 12.5%
Foster Care Non IV-E 0% 100% 0%

Additional State Aid (after any Federal Aid)
Admin. related to Needy Indians on Res-

ervations 0% 100% 0%
MA Admn. related to Needy Mental

Hygiene Releasees!? 0% 100% 0%
Training Director’s Salary & Fringes!® 0% 100% 0%

1. The federal share funding for these costs is affected by Flexible Fund for Family Services (FFFS).

9. Title IV-E and EAF Preventive, Protective and Adoption Services for children are reimbursed at 65% state reimbursement (open
ended) for costs remaining after federal share. Please note, the state share funding may be changed yearly as determined by the
state budget. Title IV-E Preventive and Protective are not part of the Child Welfare Threshold (CWT) computation while EAF
Preventive and Protective are part of the CWT computation. The CWT must be met in order for the state reimbursement to be
provided for any of these programs including Title IV-E Preventive and Protective. The non-federal share of Title IV-E Foster
Care and Non-Title I\V-E Foster Care (including EAF Foster Care) is reimbursed by the state at 100% up to the districts
allocation of the State's Foster Care Block Grant. Please refer to Chapter 8 of Volume | of the Fiscal Reference Manual.

10. The state share for these costs is paid out of the county's Child Care Block Grant Allocation. Please remember there is no state
share for central services costs.

11. These costs are funded at 100% State Share after any Federal reimbursement. These costs would be first claimed under
whatever Federal or State programs they benefit and then the additional state share (to replace the usual local share) is
calculated.

12. No longer applicable under Medical Assistance local share CAP.

13. Subject to SSD training cap.
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REIMBURSEMENT RATES FOR ASSISTANCE COSTS

Program Federal Share State Share  Local Share
Temporary Assistance to Needy Families
(TANF) 100% 0% 0%
Safety Net (SN) and Safety Net MOE 0% 29% 71%
Emergency Aid to Families (EAF)
EAF Non Services 100% 0% 0%
EAF Child Care Services® ° 100% 0% 0%
EAF Foster Care Services® ° 50% 25% 25%
Emergency Assistance to Adults 0% 50% 50%

Medicaid (MA)3
Family Planning (Federally Participat-

ing) 90% 5% 5%
General (Federally Participating) 50% 25% 25%
Federally Non-Participating 0% 50% 50%
Mental Hygiene Cases 50% 50% 0%
Mentally Disabled 0% 100% 0%
Long Term Care 50% 40.62% 9.38%
Family Health Plus 50% 50% 0%

1. The federal share funding for these costs is affected by Flexible Fund for Family Services (FFFS).

3. The Local Share Medicaid Takeover Plan may affect the levels of reimbursement. The percentages shown for MA are in effect
before the MA cap is reached. After the MA cap is reached the state picks up the local share.

9. Title IV-E and EAF Preventive, Protective and Adoption Services for children are reimbursed at 65% state reimbursement (open
ended) for costs remaining after federal share. Please note, the state share funding may be changed yearly as determined by the
state budget. Title IV-E Preventive and Protective are not part of the Child Welfare Threshold (CWT) computation while EAF
Preventive and Protective are part of the CWT computation. The CWT must be met in order for the state reimbursement to be
provided for any of these programs including Title IV-E Preventive and Protective. The non-federal share of Title IV-E Foster
Care and Non-Title I\V-E Foster Care (including EAF Foster Care) is reimbursed by the state at 100% up to the districts
allocation of the State's Foster Care Block Grant. Please refer to Chapter 8 of Volume I of the Fiscal Reference Manual
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Reimbursement Rates For Assistance Costs

Program Federal Share State Share  Local Share
Title XX Services (Generally) 100% 0% 0%
Domestic Violence (over the ceiling) 0% 50% 50%
Adult Services (over the ceiling) 0% 50% 50%
Children’s Protective Services (over
Title XX Ceiling)® 0% 65% 35%
Non-Mandated Preventive (over Title
XX)® 0% 65% 35%
Mandated Preventive (over Title XX) 0% 65% 35%
Foster Care
Title IV-E®3 50% 50% 0%
Foster Care Non IV-E*3 0% 100% 0%
Committee on Special Education-Blind 0% 46.06% 53.94%
Committee on Special Education-All
Other 0% 18.424% 81.576%
Residential Treatment Facility-Tuition 0% 100% 0%
Adoption
Title IV-E 50% 37.5% 12.5%
Non IV-E 0% 75% 25%
Adoption Excess'® 0% 100% 0%
Independent Living
Title IV-E IL 80% 13% 7%

5. The federal reimbursement is capped for this program as part of the Title XX Ceiling or amounts allocated from the Flexible
Fund for Family Services (FFFS). The capped amount is distributed to the SSDs through an allocation established for each
district. There are additional state funds available for Child Protective and Preventive Services, Domestic Violence, and Adult
Protective when the SSD’s Title XX allocation is exceeded and the Child Welfare Threshold is met. The state share funding
may be changed yearly as determined by the state budget. Please refer to Chapter 8 of Volume 1 of the Fiscal Reference
Manual.

13. The non-Federal match is from the district’s State Foster Care Block Grant.

15. If a handicapped or hard-to-place child resides in an adoptive home in another SSD, and the placing district’s rate is lower than
that of the adopting parent’s district, the district placing the child may claim 100% reimbursement for the difference between
their rate and the rate of the district in which the child is placed.
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Reimbursement Rates For Assistance Costs

Program Federal Share State Share Local Share
Child Care Block Grant

Public Assistance Related N/A N/A 25%

Related to Families not on public assistance'® N/A N/A N/A

Home Energy Assistance Program (HEAP)

Up to the Ceiling 100% 0% 0%
Refugees and Unaccompanied Refugee 100% 0% 0%
Minors
Cuban/Haitian Entrants and 100% 0% 0%
Unaccompanied C/H minors
Supplemental Nutrition Assistance Program 100% 0% 0%
(SNAP)
Adult Homes 0% 50% 50%
Assistance and Care for Native Americans on 0% 100% 0%
Reservations (reimbursement after federal
share)
Repatriated Citizens 100% 0% 0%
Payments on Behalf of Guide Dogs 0% 100% 0%

16. Reimbursement is a combination of federal and state funds, and the respective shares vary each month.
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REQUIRED SUBMISSION FOR THE COST ALLOCATION PLAN

Form No. & Title

LDSS-2347 - Schedule D
Administrative Expenditures-
& Distribution by Function and
Program

LDSS-2347-A - Schedule D-1
Allocation for Claiming of I/
CM Expenditures

LDSS-2347-B - Schedule D-2
Allocation for Claiming of
General Service Administration
Expenditures

LDSS-2347- B1- Schedule D-3
Allocation & Claiming of
Administrative Costs for
Employment Programs

LDSS-2347-B2 - Schedule D-4
Calculation of MA Eligibility,
Determination/Authorization/
Payments Cost Shares

LDSS-2347-B3 - Schedule D-5
Calculation of Medical
Assistance Policy Planning
Administration Costs Shares

LDSS-2347-C - Schedule D-6
Training Expenditure
Allocation to Client Category

LDSS-2347-E - Schedule D-7
Calculation of Cost Shares for
USDA SNAP function

LDSS-2547 - Schedule D-8
Allocation for Claiming of Title
IV-D, Child Support Activities
& Collections

Page 2-22

Description

All administrative expenses.

I/CM costs are directly charged to client
categories and/or allocated by Intake/
Case Mgmt.Random Moment Study (I/
CM-RMS) Percentages.

Total general services costs allocated to
client category or type of services by
direct charge and/or Services RMS.

Total Employment and SNAP E&T
services costs summarized and Fed., State
& Local shares calculated.

Total MA costs for Elgblty. Dtrmntns.,
Auths. & Paymnts. summarized & Fed.,
State & Local shares calculated.

Total MA costs for policy planning. &
admin and Fed., State & Local Shares
calculated.

Total training costs allocated to client
categories and Fed., State & Local Shares
calculated.

Total SNAP costs funded by USDA are
derived & Fed., State & Local Shares
calculated.

Total child support and collection
activities costs are allocated to client
categories on the basis of case counts.
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Monthly

Monthly

Monthly

Monthly
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Form No. & Title

LDSS-2347F - Schedule D-10
Claiming of Fraud and Abuse
Control Administrative Costs

LDSS-3274 - Schedule D-17
Distribution of Allocated Costs
to Other Reimbursable
Programs

LDSS-2347N - Schedule D-18
Distribution of TANF Funded
Services Expenditures to
Activities

LDSS-1272A - Schedule RF-
2A Monthly Statement of
Administrative Expenditures
Federal and State Aid

LDSS-2346 - Cost Allocation
Certification

LDSS-923 - Schedule of
Payments Admin. Expenses
other than Salaries (Summary)

LDSS-923A - Schedule of
Payments for Admin. Expenses
other than Salaries for IV-D
Child Support & Collection
(Summary)

LDSS-923B - Schedule of
Payments for Admin. Expenses
other than Salaries for Other
Reimbursable Programs
(Summary)

LDSS-843/RF-3 - Adj. Claim
for Additional State Aid for
Expenses 100% Reimbursable

Version 1.0

Description

Total Fraud & Abuse Control Costs are
allocated to the benefiting programs on
the basis of the proportional number of
cases that were investigated in each
category investigated in each category to
total cases for the previous quarter.

Monthly totals of other reimbursable
program costs. Beginning with October
2011 claims this schedule is not available.
The RF17 claim package is used.

Monthly totals of the TANF Funded
Services administration costs. This
schedule is available beginning with
October 2014 claims.

A monthly claim summary of
administrative and purchase of service
expenditures.

A two-part form signed by a local official
to certify the accuracy of functional
assignments as well as certifying the
central service cost plan.

Monthly totals by function & object of
expense.

Monthly totals for non-salary expenses
for 1\V-D Support and Collection Unit.

Monthly totals of non-salary expenses for
Other Reimbursable Programs. This two-
page form separately identifies these
expenses as administrative or program.
Beginning with October 2011 claims, this
form is in the RF17 claim package.

Monthly additional State aid for full costs
of services for needy Indians & Mental
Hygiene Releasees.
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Form No. & Title Description Submit Chapter
LDSS-3510/RF-6A Calculation  Monthly claim for Unaccompanied Monthly 25

of Federal Reimbursement for ~ Minors admin. expenses included on the

Refugees or Cuban/Haitian RF-6.

Admin. Costs

LDSS-3551/RF-8 - Monthly Monthly totals of admin. expenses for the  Monthly \ol. 2,
Statement of Expendituresand ~ HEAP program. Chapter 3
Claims for the Home Energy

Assistance Program

LDSS-3922 — Reimbursement ~ Monthly totals of admin. expenses for a Monthly \ol. 2,

Claim for Special Projects special project. Beginning with October  (for the Chapter 3
2011 claims, this form will only be used duration
for projects not reported in the RF17 of the
claim package. project)
LDSS-4975 - Monthly A monthly claim summary of Monthly 18
Statement of Special Project administrative expenditures for Other
Claims Reimbursable Programs.

[Note: Copies of all the required submissions should also be kept as audit documentation.]
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SUPPORTING DOCUMENTATION SSD NOT REQUIRED TO

SUBMIT

Form and Title

Payroll listings coded by
function

Payroll and Staff Assignment
Summary

All time reports for people
working in multiple functions

Non-SSD Program
Expenditures Distribution

LDSS-923 (Detail) - Cost
Allocation Schedule of
Payments Administrative
Expenses other than Salaries

LDSS-923A (Detail) - Cost
Allocation Schedule of
Payments For Administrative
Expenses Other than Salaries
Title VD Child Support
Activities and Collection Unit
Costs.

LDSS-923B (Detail) -
Schedule of Payments for

Administrative Expenses Other

than Salaries

Version 1.0

Description

Each SSD must code each payroll by function.

A form on which total payroll charges for a month
and staff counts for the first payroll cycle are
summarized by function.

Various forms distributing persons salary and head
counts to several functions and head counts to several
functions based upon the time spent on each function.

A form for use by SSDs involved in more than one
Non-SSD Program. These districts can use the form
for summarizing Non-SSD Program activities prior
to entering them on the Schedule D and for
determining the correct allocation of overhead to
each program activity.

Monthly detail of all non-salary expenses and
administrative refunds entered in order of object of
expense.

Monthly detail of F8 coded non-salary expenses and
refunds distributed to F8 sub-activity in order of
Object of Expense.

Monthly totals for non-salary expenses for Other
Reimbursable Programs. Beginning with October
2011 claims, the 923B Summary is included in the
RF17 claim package.
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Chapter 3: Classification of Expenditures by
Function
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INTRODUCTION

Each administrative expenditure must be identified and assigned to a function code by SSD personnel.
This chapter provides all the function codes and their accompanying descriptions. The guidelines provided
in this chapter should be followed by all SSDs to assure statewide conformity in the allocation of adminis-
trative costs.

DEFINITION OF A FUNCTION

As stated in Chapter 1, a function is a set of activities that accomplish a particular goal or objective. Func-
tions serve to accumulate costs into groups of like activities for direct expenditures and to receive indirect
and overhead costs allocated to these groups. Usually, but not in all cases, a function corresponds to an
organizational unit within a social services district.

A function may contain activities that benefit one or several programs. There may also be functions that
may not correspond to an organizational unit, but actually relate more to isolating costs to a single pro-
gram. The F17 function for “Other Programs” generally involves small reimbursable programs that are
special demonstration projects or are seasonal in nature and use staff from other functions on a temporary
basis. For example, HEAP (Home Energy Assistance Program) has high activity during the winter months
and low activity during the summer. The employees involved in HEAP normally are charged to the Intake/
Case Maintenance function when not working on HEAP. This program is reported in the F17 function
through September 2011 claims. Beginning with October 2011 claims, HEAP is reported in its own func-
tion F11.

Sub-functions are a grouping of related activities within a particular function and provide a finer break-
down of cost for related activities, sometimes with differing levels of reimbursement. Sometimes it is nec-
essary to identify costs at the sub-function level to either provide data for federal reporting or to segregate
a component of a function’s costs for calculation of enhanced reimbursement. For example, the costs
related to Child Support Enforcement (F8) need to be identified within sub-functions of F8 to comply with
federal reporting. Intake/Case Maintenance activities related to Native Americans Living on Reservations
are reimbursable by the state at 100% of the non-federal share. These costs are identified as a sub-function
of the Intake/Case Maintenance function (F1) so that this additional reimbursement can be claimed.

CLASSIFICATION BY FUNCTION

As stated previously, each function is assigned one of 16 codes that are currently used by SSDs to assure
statewide uniformity.

The functions and corresponding codes are:

Code Function

F1 Intake/Case Maintenance
F2 General Services

F3 Employment Programs
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Code Function

F4 Medical Assistance-Eligibility/Authorization/Payments
F5 Medical Assistance-Policy Planning/Administration

F6 Training

F7 Supplemental Nutrition Assistance Program (SNAP)
F8 Child Support Activities/Title IV-D

F10 Fraud and Abuse

F11 Home Energy Assistance Program (HEAP)

F16 Welfare Management System (WMS)

F17 Other Reimbursable Programs

F18 TANF Funded Services

F20 SSD Administrative Overhead

F30 Non-Administration/Local Programs. (Costs Not Claimable as

SSD Administrative Expenses

F40 Overall Overhead

SSD employees, who occupy an authorized SSD position, must be identified as performing one or more of
the 16 unique functions. The district will determine the total number of individuals assigned to each func-
tion at the end of the first full pay cycle of each month.

All non-salary administrative costs must also be assigned to one or more of the 16 unique functions and to
one of the various object of expenditure codes as defined in Chapter 5. The district will determine and
summarize this non-salary cost information on a monthly basis.

DESCRIPTION OF EACH OF THE SIXTEEN FUNCTIONS

Salary and non-salary costs may be assigned to one or more of sixteen different functions. The definition
of each function code is as follows:

F1 Intake/Case Maintenance

The F1 function includes all staff activities related to determining and maintaining public assistance eligi-
bility. These activities include initial eligibility determination (including referral for social security num-
bers, assignment of child support to the state, and obtaining the mother’s cooperation in locating the absent
parent), recertification, and authorization of assistance and care, and income maintenance and undercare
case actions related to assistance payments. It may also involve actions to divert families from becoming
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on-going recipients of public assistance. This function also includes case management activities to help
families achieve and sustain self-sufficiency.

Intake/Case Maintenance activities for all Federal assistance programs (TANF, EAF) as well as non-fed-
eral assistance programs (Safety Net, VA, EAA, Adult Institutional Care) are included in this category.

Intake/Case Maintenance staff also performs Medicaid, Day Care and Supplemental Nutrition Assistance
Program (SNAP) activities that are part of the overall I/CM PA determination process. As further described
in Chapter 8 and Chapter 22 these amounts are identified through the Intake/Case Maintenance Random
Moment Study and adjusted to the appropriate MA, Day Care or SNAP categories.

In addition to direct Intake/Case Maintenance worker activity, there are administrative activities and sup-
port functions related to the Intake/Case Maintenance process, which include authorization, payment pro-
cessing, and claim processing activities. Specifically excluded from this function are activities for
eligibility determination and recertification of Medicaid Only clients and NPA SNAP clients, eligibility
determination for Social Services Only clients, and all MA, SNAP and Services accounting and payment
activities.

The following staff must be included in the F1 function (Intake/Case Maintenance):

e Employees performing the direct Intake/Case Maintenance and Re-certification activities as
defined above.

e Employees who work full time on the above defined Intake/Case Maintenance activities for cases
of Native Americans living on Reservations. These employees should be coded F1.1 as there is
available additional state reimbursement for the costs of these activities.

The intake/case maintenance function should also contain employees who do not directly work on eligibil-
ity activities, but who support these activities. Such staff includes:

e Employees performing administration and supervision of Intake/Case Maintenance and
Recertification activities.

e Housing Specialists responsible for meeting housing and relocation costs, moving of families,
payments of rent and deposits, and authorizations of payments or other needs for housing.

e Resource Investigation and Resource Services Specialists responsible for exploring, verifying and
evaluating resources available to the client to reduce or eliminate their need for public assistance.

e Categorical workers.

e Clerical and stenographic support staff of the above employees.

The following units that are clearly identified as providing support services only to Intake/Case Mainte-
nance/Recertification activities can also be coded F1:

e Accounting (e.g. processing TANF grants payments)
e Legal

e Eligibility systems and procedures.

e Other, as identified.
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Non-salary costs assigned to the F1 function include amounts identified for business related travel of F1
coded workers, office space, materials and supplies, EDP services and any other approved non-salary
expenses incurred while performing the F1 function.

F2 General Services

The General Services function includes all activities related to the provision of social services by the Social
Services District (SSD), except for staff and non-salary costs assigned to agency-operated Senior Citizen
Centers, and Day Care Centers, who are coded F30 (Non-Administration/Local Programs).

The activities of services staff are reported to the state through the Services Random Moment Survey that
results in percentages of valid hits reported for each category of service rendered to clients. These percent-
ages are used to allocate total F2 costs to client assistance categories (Title IV-A, Title IV-E, FNP, Title
XX, Title XIX, Day Care, etc.).

Activities defined as part of the General Services function include the following:
e Providing information and referral for available services to all individuals,
e Determining client eligibility for services,
e Providing guidance to clients,
o Developing a plan of services to meet the client’s needs,
e Reviewing the plan of services and making necessary revisions on a periodic basis,
e Making necessary referral and follow-up on the progress made by the clients,

e Making all necessary case reports, particularly for those cases where a client (child or adult) is at
risk of harm from themselves or others,

e Referring or providing information to clients regarding providers existing in the community,
e Supervising of direct service workers and direct support staff,
e Performing clerical and stenographic support activities for services programs,

e All other activities or costs related to the provision of social services as described in the local
districts” Comprehensive Social Services Plan filed with the State.

Personnel assigned to code F2 include the following:
e Direct service workers in the agency (including child welfare workers) serving both adults and
children,

e Stenographic and clerical support staff, and

e Administrative staff who supervise the direct service workers and support staff.

General Services staff should be assigned to the following services sub-functions on the basis of whether
their work activities are considered to be program or administrative in nature under TANF rules. Services
staff providing diversion benefits and services, providing program information to clients, performing
screening and assessments, developing employability plans, providing work activities, providing post-
employment services, providing work supports, and performing case management services are all program
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activities under TANF rules and should be coded as F2. All other services staff are considered to be per-
forming administrative activities under TANF rules and should be coded as F2.A.

Staff who work on the Family Type Homes for Adults program and staff working full time conducting
Committee on Special Education activities should be direct charged to these programs.

Employees who devote full time to the delivery and administration of social services to American Indians
should be included in the F2 function and coded F2.1. Additional state funding is available for these
expenditures.

Non-salary costs assigned to Code F2 may include amounts identified for office space, data processing ser-
vices, equipment, liability insurance and any other administrative expenditure approved specifically for the
purpose of performing the General Services function. Non-salary costs which are pertinent only to the F2
function include the following:

e Reserved Accommodations for Foster Care — To assure that adequate Foster Care
accommodations are available for the immediate reception and proper care therein of children for
whom the Commissioner has responsibility to provide Foster Care.

e Foster Care finder’s fees — To allow social services districts to pay foster parents who recruit other
foster homes that are eventually certified. The fee may be up to $200 for each new certified home.

e Non-recurring adoption expenses such as adoption fees, court costs, and attorney fees paid under
Title IV-E up to a maximum of $2000 for each adoptive placement of children with special needs
through an authorized agency.

e Non-recurring kinship guardianship expenses such as necessary fees, court costs, and attorney fees
paid under Title IV-E. There is a maximum of $2000 for each eligible foster care child incurred in
accordance with a kinship guardianship agreement.

F3 Employment Programs

The F3 function includes all activities related to the employment programs. These programs include the
Public Assistance Employment Program under TANF, the Supplemental Nutrition Assistance Program
(SNAP) Employment & Training (E&T) program, and the non-Federal employment programs. The fol-
lowing information provides a brief overview of the employment function and employment programs for
TANF applicants and recipients, SNAP E&T program and non-federal employment program. Districts
should refer to Volume 3, Chapter 10 for detailed information pertaining to these employment programs
and the use of TANF and SNAP E&T funds for employment services.

There are sub-functions established for the Employment Programs function to identify the appropriate pro-
gram or activity for claiming and Federal reporting purposes. Employment staff should be assigned on the
basis of whether their work activities are considered to be program or administrative in nature under fed-
eral TANF rules. Employment staff who are providing the following program activities under TANF rules
should be coded as F3.1:

e job search and job development services
e providing information on employment services and programs to clients
e performing screening and employment assessments

e developing of employability plans
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e assigning and monitoring client attendance and progress in work activities
e providing post-employment services
e providing work supports, and

e performing employment related case management services

Also included as program costs are those contracts devoted entirely to these employment program activi-
ties. All other employment staff are considered to be performing administrative activities under TANF
rules and should be coded as F3.1A.

Federal Employment Program for TANF Applicants and Recipients

The purpose of the TANF employment program is to encourage, assist, and require applicants for and
recipients of Family Assistance to fulfill their responsibilities to support their children by preparing for,
accepting, and retaining employment. The goal of the program is the avoidance of long-term welfare
dependency through the provision of work activities and employment opportunities.

To accomplish this objective, the TANF program will

e Provide individuals with the opportunity to acquire the experience and skills necessary to qualify
for employment

e Provide the necessary support services to enable individuals to participate in work activities and
accept employment

e Promote the coordination of services at all levels of government to make a variety of services
available, especially for individuals at risk of long-term welfare dependency, and to maximize the
use of existing resources

Employment activities for federally eligible applicants and recipients (i.e., families who are categorically
eligible for Family Assistance (FA) or Safety Net Assistance-Federally Participating (SNA-FP)) are pro-
vided as part of the Temporary Assistance for Needy Families (TANF) Block Grant. TANF funds may also
be used to support the administration of non-assistance employment services for individuals who would be
eligible for TANF except they have exceeded the Federal 5-year limit.

TANF is a capped allocation for New York State. The Flexible Fund for Family Services (FFFS) provides
social services districts with the flexibility to manage federal Temporary Assistance for Needy Families
(TANF) funds. TANF Employment Related Administrative activities should be coded as F3.1A. TANF
Employment Related Program activities should be coded as F3.1.

See Chapter 10 of the FRM Volume 3 for additional information on the use of TANF funds to support
employment services.

Supplemental Nutrition Assistance Program (SNAP) Employment and
Training (E&T) program

The Food Stamp Act of 1977 requires certain applicants and recipients of food stamp benefits to register
for work and meet additional employment requirements as assigned by the SSD in order to meet and main-
tain eligibility for food stamp benefits. The Food Security Act of 1985 made changes in these requirements
by replacing the Food Stamp Job Search with the Food Stamp Employment and Training (FSET) Programs
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as the major work related activity of the Food Stamp Program. As of October 1, 2008, Supplemental Nutri-
tion Assistance Program (SNAP) is the new name for the federal Food Stamp Program. Under SNAP E&T
all SNAP applicants/recipients between the ages of 16 and 60 are required to register for work unless deter-
mined to be exempt from SNAP work registration requirements.

SNAP E&T funds are made available to districts through two separate allocations: 100% federal and 50%
federal. Both the 100% and the 50% SNAP E&T allocations may be used to support eligible administrative
or program costs associated with serving work registrants through the SNAP E&T program. SNAP E&T
funds must be spent during the federal fiscal year for which the funds are provided.

Detailed information on the use of SNAP E&T funds is provided in Chapter 10 of the FRM Volume 3.

SNAP E&T- 100% funds

Claims submitted against the 100% allocation are reimbursed at a 100% Federal share up to the limit of the
district’s allocation. Therefore, districts are encouraged to submit SNAP E&T eligible claims against their
100% allocation, up to the district allocation, before submitting claims against the 50% SNAP E&T alloca-
tion. The Supplemental Nutrition Assistance Program Employment and Training Program costs reim-
bursed at a 100% Federal share are coded F3.2.

SNAP E&T- 50% funds

Additional Federal funding at a 50% Federal share is provided after reaching the limit mentioned in the
SNAP E&T 100% Federal share section. Districts must use local funds to meet the non-federal share of the
SNAP E&T program.

The Supplemental Nutrition Assistance Program Employment and Training costs matched at a 50% Fed-
eral share are coded F3.3.

SNAP E&T Participant Reimbursement

SNAP E&T participants may be entitled to reimbursement for certain expenses incurred as a result of their
participation in SNAP E&T program components. SNAP E&T participant expenses are those that are rea-
sonable and necessary to enable the work registrant to participate in the assigned SNAP E&T activity, such
as transportation or work related clothing.

Expenditures for SNAP E&T participant reimbursement are coded under object of expense 19.1.

SNAP E&T Dependent Care Reimbursements

Dependent care costs eligible for SNAP E&T reimbursement are those costs that are incurred as a result of
participation in a SNAP E&T activity. SNAP E&T participants may be reimbursed for dependent care
costs that do not exceed either the actual cost of care or the market rate for such care as established by
Departmental regulations (18 NYCRR 415.9).

Effective with the enacted NYS SFY 2011-12 Budget, the social services districts who have had their plan
approved by OTDA and OCFS have the option of claiming dependent care costs incurred for child-care for
SNAP E&T families eligible for services under the New York State Child Care Block Grant (CCBG) as
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CCBG program costs or SNAP E&T dependent care costs. The social services districts may claim up to the
approved plan amount if the CCBG maintenance of effort (MOE) requirement is met. SNAP E&T families
who are eligible for dependent care services under the CCBG and claimed as CCBG program costs will be
claimed for reimbursement in the first instance on the Schedule H “Non-Title XX Services for Recipients”
(LDSS-4283). Instructions for completing the Schedule H are contained in Volume 2, Chapter 3 of the Fis-
cal Reference Manual. SNAP E&T families who are eligible for dependent care services under the CCBG
and claimed as SNAP E&T dependent care costs will be claimed for reimbursement on the Schedule D-3
through supplemental adjustments. The expenditures must be transferred from the Schedule H (column 12
or column 13) and reported as F3 functional costs, under object of expense 19.2 on the Schedule 923.
These expenditures will carry to the Schedule D-3. Any dependent care costs incurred for SNAP E&T
families ineligible for services under CCBG should be identified by the payment type F3 on the Schedule
D-3 BICS Composite and be reported as F3 functional costs, under object of expense 19.2 on the Schedule
923. These expenditures will carry to the Schedule D-3. SSD reimbursement is funded at a 50% federal
share and a 50% local share. Instructions for completing the Schedule D-3 are contained in Chapter 10.
The use of SNAP E&T funds for dependent care expenses are detailed in 14-LCM-08.

Both SNAP E&T Participant and Dependent Care funds may be provided to work registrants either as an
advance or as reimbursement for actual expenditures using normal local procedures, documentation and
record keeping.

Non Federal “Safety Net” Employment Program

New York State created an FNP program for Safety Net (SN) and Veterans Assistance (VA) applicants/
recipients. This employment program assists these clients to become self-sufficient by providing employ-
ment-related activities and supportive services similar to those offered under the other employment pro-
gram categories and in accordance with the local employment plan approved by the Center for
Employment and Economic Supports (CEES) in the New York State Office of Temporary and Disability
Assistance.

Employment activities that are only local funded should be coded F3.4 (for example, Safety Net Job
Search).

F4 Medical Assistance - Eligibility/Authorization/Payments

This function includes all activities undertaken for the Medical Assistance (MA) Program except the pol-
icy planning and administrative activities defined in Function Code F5. MA eligibility expenditures are
generally eligible for 50% federal reimbursement after federal participation is determined.

Specifically, Function Code F4 consists of eligibility determination, redetermination and claims processing
for medical services under Title X1X of the Social Security Act for Medicaid. Eligibility determination for
MA only clients (clients not on public assistance) are included in this function.

For public assistance clients, MA eligibility activities are generally performed as part of the Intake/Case
Maintenance function (F1) and the costs are identified through the I/CM Random Moment Study. See
Chapter 22 for further details.

In addition to direct worker activity, administrative activities and support functions related solely to MA
eligibility, authorization and claims processing functions are included in this category.
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Specific categories of personnel coded as F4 are:
e Personnel who determine eligibility for MA only clients.

e Administrative and Supervisory personnel engaged solely on directing activities of the Medicaid
Program. These personnel do not have skilled professional medical education or training
backgrounds.

e Personnel, including accounting, auditing, clerical and stenographic, engaged in claims processing
for the MA Program.

e Other Support Unit personnel who can be identified as providing support services solely to MA.

Assign F4.1 to all employees who devote full time effort to Medical Assistance activities for Native Amer-
icans living on reservations.

Full time staff who are performing MA Personal Care Activities on a full time basis should be coded F4.2.

Typical non-salary expenditures charged to the F4 function include office space, equipment, liability insur-
ance, and other approved expenditures specifically incurred while performing the MA eligibility/payment
function. MA non-salary administrative costs incurred for the F5 MA Policy Planning/Administration
function are also generally coded and claimed F4 unless the costs are for travel and training of F5 staff and
professional medical contracts. These costs are charged to the F5 function.

A non-salary cost pertinent only to the F4 function is Medical Assistance Transportation. This administra-
tive cost is claimed for non-vendor transportation payments that include but are not limited to:

e Reimbursement to recipients for medical transportation,
e Costs of meals or lodging en route to and from medical care, and while receiving medical care,

e Cost of an attendant to accompany the recipient, if necessary, and the cost of the attendant’s
transportation, meals, lodging and salary if the attendant is not a member of the recipient’s family,

e Cost of bus and subway tokens purchased from the local transportation authority by the local
department for distribution to MA recipients, and,;

e Payment made to a party that is not the provider of the transportation service.

F5 Medical Assistance Policy Planning/Administration

This function involves policy planning and administration of the Medical Assistance Program by skilled
professional medical personnel and stenographic and clerical staff directly supporting these personnel.
These expenditures are eligible for 75% Federal reimbursement after the federal participation is deter-
mined.

Social services district skilled professional medical personnel and directly supporting staff must meet, as
applicable, the following criteria to be eligible for the enhanced federal share of 75%:
e The MA expenditures are for activities that are directly related to the administration of the Medical
Assistance Program, and, as such, do not include expenditures for medical assistance.

e The skilled professional medical personnel have professional education and training in the field of
medical care or appropriate medical practice.
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Professional education and training means the completion of a two-year or longer program leading
to an academic degree or certificate in a medically related profession. This qualification is demon-
strated by the possession of a medical license, certificate, or other document issued by a recog-
nized national or state medical licenser or certifying organization or a degree in a medical field
issued by a college or university certified by a professional medical organization. Experience in
the administration, direction, or implementation of the medical assistance program is not consid-
ered the equivalent of professional training in a field of medical care.

The skilled professional medical personnel are in positions that have duties and responsibilities
which require the above professional medical knowledge and skills.

A documented employer-employee relationship exists between the social services district and the
skilled professional medical personnel and directly supporting staff; and

The direct supporting staff are secretarial, stenographic and clerical staff who provide support
services that are directly necessary for the completion of the professional medical responsibilities
and functions of the skilled professional medical staff. The skilled professional medical staff must
directly supervise the supporting staff and the performance of the supporting staff’s work.

Duties of professional medical personnel may include:

Acting as a liaison on the medical aspects with providers of services and other agencies that
provide medical care.

Furnishing expert medical opinions for the adjudication of administrative appeals.
Reviewing complex physical billings

Providing technical assistance and drug abuse screening on pharmacy billings.
Participating in medical review or independent professional review team activities.

Assessing the necessity for, and adequacy of medical care and services provided as in a utilization
review.

Assessing, through case management activities, the necessity for, and adequacy of medical care
and services required by individual recipients.

The following categories of personnel are included in Code F5:

Director or Deputy Director who has a degree or certificate in a medically related professional
field and whose functions require the use of such professional medical knowledge and skills in
administering the Title XIX Program.

A Medical Director who is a physician advising on professional medical matters such as bill
review and providing liaison with medical providers (if the Director is an agency employee).

Professional Medical personnel who review claims to assess the necessity and adequacy of the
care provided.

Professional Medical personnel responsible for determining the level of institutional care patients
require. This group includes persons responsible for securing nursing home beds that are
appropriate for the medical needs of the patient.

Other staff such as dentists, registered nurses, pharmacists, medical social workers, and other
skilled medical professionals who are responsible for providing liaison with medical providers and
research and evaluation concerning the delivery of medical services.
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e Medical Social Workers must have a Master of Social Work (MSW) degree. As part of the course
work for the Master’s degree, a specialization (track or concentration) in clinical practice, health
care practice, other medical application, or the equivalent. The equivalent requirements are met in
the following situations:

¢ The social worker completed the graduate degree at a school that offered health care or
medical specializations, but the social worker formally concentrated in another area. The
social worker would qualify if he/she completed as many health courses as would be required
for concentrations in health care.

¢ The social worker completed a graduate program that offered concentrations, but none
distinctly in health care or medical applications. The transcript must show at least as many
credits received in health care as would be required for any of the concentrations offered. For
example, if a minimum of four courses is required for any concentrations, the transcript must
show completion of at least four courses in health or medical applications.

e Clerical staff directly associated with and under the supervision of professional medical staff as
defined above.

Non-salary costs for the MA Policy Planning/Administrative function (F5) include only the cost of travel
and training of F5 coded staff, and the costs of professional contracts - medical (object of expense code
18.1). All other non-salary costs related to the F5 function must be coded F4, Medical Assistance - Eligi-
bility/Payments/Authorization.

F6 Training

The training function includes all activities of a staff development program. Basic activities include orien-
tation for new staff, continuing in service training for all staff to improve job performance and knowledge,
and appropriate educational programs held at suitable intervals. Training costs for clients are not included
under this function.

Specific categories of personnel assigned to Code F6 include the following:

e Professional training personnel assigned to the staff development unit on at least a half-time basis
or who are detailed to staff development for at least four or more consecutive workweeks. Staff
who work less than full time on social services training should have their costs distributed between
training and other appropriate functions based on a time study. Professional training personnel
assigned to staff development that provide full time training on social services programs.

o Staff maintaining and operating a training center or an agency library of training materials and aids
that are directly related to and support the agency’s in-service training program.

e Administrative, clerical and other personnel assigned to the staff development unit who support
the training personnel.

Non-salary training costs include amounts incurred by agency staff and certain service provider employees
in attending formal training sessions, i.e. transportation, per diem, and any other necessary costs. Other
appropriate staff development expenses such as tuition, honoraria, equipment, rental costs, training materi-
als or aids may also be charged to Function F6.
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F7 Supplemental Nutrition Assistance Program (SNAP)

This function includes the SNAP eligibility determination and authorization activities for non-public assis-
tance clients. SNAP related activities also include Fair Hearings and other costs.

The only SNAP eligibility costs not originally coded F7 are for those SNAP activities that are part of the
overall public assistance/income maintenance function (F1) and are completed by intake/case maintenance
staff. As further described in Chapter 22, these SNAP amounts are identified through the Intake/Case
Maintenance Random Moment Study and are adjusted from the F1 Intake/Case Maintenance category to
the F7 SNAP category.

Specific categories of personnel whose time is coded F7 include:
e Personnel employed in determining SNAP eligibility of non-public assistance households.

e Personnel employed in SNAP Fair Hearing activities.

e Personnel employed in registering SNAP benefits for non-public assistance and public assistance
households into the Benefit Issuance Control System (BICS) of the Welfare Management System
(WMS).

e The immediate supervisors of SNAP personnel.
e Clerical personnel involved in SNAP activity.

e Administrative personnel above the immediate supervisor level who can be identified as working
solely on SNAP related activities.

Typical non-salary expenditures for the F7 function include office space, equipment, and liability insur-
ance and any other approved expenditure specifically incurred for the purpose of performing the USDA
SNAP function.

F8 Child Support Activities/Title I1V-D

The F8 function (Child Support Activities/Title 1V-D) is generally composed of two units: the Child Sup-
port Activities/Title 1\V-D program unit and the Support Collection Unit.

The Child Support Activities/Title 1V-D Program Unit performs the following sub-activities:

Administration of Child Support function (F8.1)

Collection and Distribution of Child Support (F8.2)

Location of Absent Parents (F8.3)

Establishment of Paternity (F8.4)

Establishment of Support Obligations and Enforcement Activities (F8.5)

The Child Support Activities/Title IV-D function excludes activities such as referral for social security
numbers, assignment of child support monies (including medical support), and obtaining the custodial par-
ent’s cooperation in locating the absent parent, all of which are performed as part of the F1 intake/case
maintenance certification process.

The Support Collection Unit performs the following sub-activities:

e Administration of the Support Collection Unit (F8.1a)
e Collection and Distribution Activities (F8.2a)
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Establishment of Support Obligation and Enforcement (F8.5a)

The percentages of time F8 coded employees spend in each sub-activity are identified by time study. The
only exception is when the employee is assigned to either the Title IV-D, Child Support Activities or Sup-
port Collection Unit (F8) for 100% of the time, and spends at least 85% of the time on either a Title IV-D
or SCU sub-activity. In this case, personnel costs may be direct charged to the sub-activity.

Function F8 salary and non-salary costs are coded in the following manner:

Assign Code F8.1 (Administrative 1VV-D) to all individuals at or above the supervisory level who
direct the activities of the Title IV-D unit. Also assign Code F8.1 to the secretaries and support
staff of such individuals, and to agency 1V-D staff performing activities other than those specified
below.

Assign Code F8.1a (Administrative Support Collection Unit) to all individuals at or above the
supervisory level who direct the activities of the Support Collection Unit. Also assign Code F8.1a
to the secretaries and support staff of such individuals, and to those support collection unit staff
performing activities other than those specified below.

Assign Code F8.2 (Collection and Distribution 1V-D) to all individuals at or below the supervisory
level, in the 1VV-D unit, who spend their time on Collection and Distribution activities. Activities
performed as part of F8.2 include, but are not limited to the following:

¢ Making the IV-A agency aware of amounts collected and distributed, and

+ Distributing TANF/IV-D collections as a result of a voluntary agreement. If the number of
voluntary agreements is few, we recommend these collections for TANF cases be processed
by the Support Collection Unit. In those counties where the SCU processes collections on
voluntary agreements, code F8.2a will apply.

Assign Code F8.2a (Collection and Distribution SCU) to all individuals at or below the
supervisory level, Support Collection Unit, who spend their time on Collection and Distribution
activities. Activities performed as part of F8.2a include but are not limited to the following:

¢ Making support collections,

+ Identifying delinquent cases by calculating end of month balances,

+ Referring of cases to the IV-D agency of another State or local agency for collections,
+ Making collections for another state or local agency,

+ Distributing of TANF collections, and

+ Distributing of collections to non-public assistance clients.

Assign Code F8.3 Location of Absent Parents to all individuals at or below the supervisory level
who spend all of their time engaged in location of absent parent activities. Activities performed as
part of F8.3 include the following:

+ Utilization of appropriate state and local agency locator services,

¢ Utilization of the Federal Parent Locator Service for referral of requests to the 1VV-D unit of
another state or local agency for location of an absent parent, and

+ Cooperation with another state in location of an absent parent.

Version 1.0 Date of Release: December 31, 2015 Page 3-15




New York State Fiscal Reference Manual

Classification of Expenditures by Function

e Assign Code F8.4 (Establishment of Paternity) to all individuals at or below the supervisory level
who spend time engaged in Establishment of Paternity activities. Activities performed as part of
F8.4 include but are not limited to the following attempts to determine paternity:

¢ Investigation,

+ Development of evidence,

¢ Pretrial discovery,

+ Court or other actions to establish paternity,

+ ldentification and attainment of competent laboratories that perform blood tests,

+ Referral of cases to the IV-D unit of another state or local agency for assistance in determining
paternity, and

+ Cooperation with other states in determining paternity.

e Assign Code F8.5 to all individuals at or below the supervisory level in the IV-D unit who spend
their time in Establishment of Support Obligation and Enforcement Activities. Activities
performed as part of F8.5 include but are not limited to the following:

+ Investigation, development of evidence, and bringing court action when necessary,
+ Developing financial information needed to assess the amount of support obligation,
¢ Investigation and prosecution of fraud related to child support, and

+ Referral of IV-D cases to the 1\V-D unit of another state or local agency to establish a support
obligation or initiate enforcement activities such as:

Contempt citations,

Investigations,

Wage attachments and processing,

Issuance of warrants, and

o Obtainment and enforcement of support through civil and criminal proceedings.

e Assign Code F8.5a to all individuals at or below the supervisory level in the Support Collection
unit who spend all of their time in Establishment of Support Obligation and Enforcement
Activities, which include the following:

O o o o

¢ Assisting in the preparation of violation petitions,
¢ Sending delinquency notices to the respondent and petitioner, and
+ Billing.
Non-salary costs incurred for the Title I\V-D/Child Support Activities and Support Collection Unit include

but are not limited to charges for office space, data processing services, equipment, liability insurance, and
transportation. Costs may include all approved non-salary amounts properly allocated to the F8 function.

Non-salary costs specifically charged only to the F8 function include Laboratory Paternity Determination
costs (F8.4). These costs are incurred for obtaining and transporting blood and other genetic materials,
repeat blood testing when necessary, analysis of test results, and the costs for expert witnesses in a pater-
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nity determination proceeding (such costs are only allowable if included as part of the genetic testing con-
tract).

Other non-salary costs directly charged to only the F8 function include charges for cooperative agreements
(objects of expense codes 31.1-31.3) and purchases of services (object of expense codes 32.1-33.3).

For claiming purposes, the F8 non-salary costs are segregated between four types of providers:
e The IV-D agency (i.e. the local districts)

e Cooperative Agreements
e Purchase of Services from Governmental Agencies

e Purchase of Services from Private Agencies

Title IV-D Child Support Activities and Collections non-salary costs should be identified by Function
codes F8.1, F8.2, F8.3, F8.4, and F8.5.

Non-salary costs of the Support Collection Unit should be identified by Function codes F8.1a, F8.2a, and
F8.5a.

F10 Fraud and Abuse

Function F10 includes costs directly attributable to the operation of the fraud and abuse program that
includes investigation and prosecution activities, administrative disqualification hearing activities, and any
resulting fraud collection activities.

Personnel directly included in the F10 function are as follows:

e Employees assigned specifically to the investigation function for Intentional Program Violation
(IPV) cases and other fraud and abuse related cases for the TANF, Safety Net, MA, Child Care or
SNAP programs. Investigative staff should have the title of Investigator, or similar designation,
and work under an official position description that describes tasks directly related to fraud
investigations.

e Employees assigned specifically to the prosecution function (including attorney and hearing
officer) for Intentional Program Violation cases and other fraud and abuse related cases for the
TANF, Safety Net, MA Child Care or SNAP programs.

e Personnel who monitor the restitution process (collections) and follow up when payments are in
default.

e Supervisory staff directly responsible for investigative, prosecution, collection staff.

e Direct support staff such as secretarial, stenographic, and clerical staff that provide support
services that are directly necessary for the F10 function (including investigations, prosecutions,
collections).

e Other staff whose duties the local agency has determined is specifically related to the F10
function.

Personnel assigned to the F10 function less than full time are required to complete time studies on a quar-
terly basis, identifying time in the F10 function, as instructed in Chapter 4.
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The following activities are performed by F10 coded personnel:

Front End Detection System Activities — The Front End Detection System (FEDS) is an
investigation technique performed by F10 coded investigators. The purpose of these activities is to
identify and resolve potentially fraudulent situations prior to the establishment of an applicant’s
eligibility for public assistance. Cases are referred to the fraud and abuse unit by eligibility
workers who are suspicious that an applicant may have committed an intentional program
violation or other fraud and abuse activity. FEDS provides for immediate investigation and
accelerated feedback between the investigation unit and the eligibility units. This prevention
program allows for the savings of funds before they are spent, thus preventing the need for
recoupment of misspent funds after detection (of active cases).

Eligibility activities performed by Intake/Case Maintenance staff, such as verifying information
provided by an applicant to confirm his/her eligibility for PA, should be coded F1. These activities
are relevant to determining income maintenance and the amount of the assistance payment, and do
not qualify as fraud detection activities.

Back End (post payment) Detection Activities — These activities are fraud investigations that
identify fraudulent situations after eligibility is determined and benefits have been disbursed.

Home visits performed by fraud investigators or recovery units of the local district.

Fraud investigation activities performed by provider agencies under formal purchase of service
agreements or contracts with the local agency.

“Hot lines” operated by investigators for public reporting of suspected intentional program
violation cases or other over-issuance cases.

Preparation for and conduct of administrative disqualification hearings, or court actions.
Prosecution of suspected Intentional Program Violation (IPV) cases.
Fraud collection and monitoring activities.

Other essential fraud and abuse activities.

Non-salary costs for the Fraud and Abuse function include, but are not limited to the following:

Office space, liability insurance, telephones, utilities, equipment, and materials and supplies.

Costs related to investigations or prosecutions when performed by provider agencies under formal
purchase of service agreements, cooperative agreements, or contracts between the provider agency
and the local district.

Costs of handwriting examiners and expert witnesses that testify at fraud hearings under formal
agreement or contract.

Costs incurred in the collection process, including follow up action on cases in default of
payments.

Any other non-salary costs specifically incurred in support of Fraud and Abuse investigation,
prosecution, or collection activities.

Total Fraud and Abuse investigation unit expenditures are either directly identified to the Public Assis-
tance, Medical Assistance, Child Care, or SNAP programs, or allocated to these programs. The allocation
is based on the proportions of cases investigated in each category to total cases investigated, for the imme-
diately preceding quarter.
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F11 Home Energy Assistance Program (HEAP)

Beginning with October 2011 claims, the F11 function includes all administrative activities and non-salary
costs related to HEAP.

HEAP is a seasonal program. It has high activity during the winter months and low activity during the
summer. As a result, it may use staff from other functions (usually from F1 Intake/Case Maintenance) on a
temporary basis. The personnel costs of the employees working on HEAP are charged directly to the F11
function.

Non salary costs incurred may include, but are not limited to, charges for data processing, office space,
equipment, and transportation.

F16 Welfare Management System (WMS)

The Welfare Management System (WMS) is a State operated EDP eligibility system in use by all social
services districts. The social services districts provide data entry staff for entering information into WMS
and a WMS Coordinator for coordinating systems activities with social services district and state staff.

The WMS function (F16) is charged for the salary and fringe benefit costs of these activities and for related
non-salary costs (i.e., office space, equipment, insurance, etc.). In addition, overhead and central services
costs are allocated to the WMS function.

Information appearing on the WMS WSTO002 report entitled, “Active Cases and Individuals,” is used to
adjust WMS operational costs from F16 to benefiting functions (F1, F2, F4, F7, and F11; F17 through Sep-
tember 2011 claims). Instructions in the use of the WSTO002 report and the preparation of the worksheet
used to allocate WMS costs among benefiting functions appear in Chapter 17.

F17 Other Reimbursable Programs

The F17 function (Other Reimbursable Programs) generally involves small reimbursable programs that are
special demonstration projects or are seasonal in nature and may use staff from other functions on a tempo-
rary basis. Staff are assigned directly to F17 program sub-functions (i.e., F17.1, F17.2, F17.3, etc.) depend-
ing on the program or project.

As an example, the Home Energy Assistance Program (HEAP) was reported in the F17 function prior to
October 2011 claims. The employees working on HEAP are transferred to the F17 function (usually from
F1 Intake/Case Maintenance) and their personnel costs are charged directly to the F17 sub-code for HEAP
(F17.1).

Non salary costs incurred on F17 coded programs may include, but are not limited to, charges for data pro-
cessing, office space, equipment, transportation. Approved non-salary costs should be directly assigned to
the individual benefiting program (i.e. F17.1, F17.2, F17.3 etc.).
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F18 Temporary Assistance to Needy Families (TANF) Funded
Services

Beginning with October 2014 claims, the F18 function includes the administrative costs of TANF funded
services projects. The function is charged for the salary and fringe benefit costs of these activities and for
related non-salary costs. In addition, overhead and central services costs are allocated to the TANF Funded
Services function. Prior to October 2014 claims, these expenditures are reported in the F17 Other Reim-
bursable Programs function and allocated to the benefiting programs through the RF17 claim package. The

Flexible Fund for Family Services (FFFS) provides social services districts with the flexibility to manage
federal Temporary Assistance for Needy Families (TANF) funds.

The TANF Funded Services function includes the following categories:
e Statutory Drug/Alcohol
e Statutory Domestic Violence Liaison
e Financial Education and Asset Developments
e Non-Recurrent Short Term Benefits
e Supportive Services
e Services for Children and Youth
e Prevention of Out-of-Wedlock Pregnancies
e Fatherhood and Two-Parent Family Formation
e Family Support/Family Preservation/Reunification Services
e Additional Child Welfare Services
e Home Visiting Programs

e Assessment/Service Provision

The LDSS-2347N, “Schedule D-18 Distribution of TANF Funded Services Expenditures to Activities,” is
used to allocate the expenditures to the benefiting service categories and to calculate Federal share. Total
TANF Funded Services expenditures are either directly identified or allocated to these service categories.
The allocation is based on time distribution reports. Personnel assigned to the F18 function less than full
time are required to complete time studies on a quarterly basis, identifying time in the F18 function, as
instructed in Chapter 4.

F20 SSD Administrative Overhead

The F20 function includes all administrative and support staff activities, which benefit some combination
of functions F1-F8, F10, F11, F16, F17, and F18, but cannot be properly classified as directly related to
one or more of these functions.

Administrative staff performing these functions may include staff of the Commissioner’s Office, Deputy
Commissioner’s Office, and other Directors or Deputy Commissioners who direct the activities of more
than one function.

Page 3-20 Date of Release: December 31, 2015 Version 1.0




New York State Fiscal Reference Manual

Classification of Expenditures by Function

Support activities within this function may include special administrative services, accounting, personnel,
legal and purchasing.

Non-salary expenditures including office space, data processing services, equipment costs, materials and
supplies, transportation, etc., may be charged to F20. A non-salary expense is assigned to the SSD admin-
istrative function (F20) when the costs benefit some combination of functions F1-F8, F10, F11, F16, F17,
and F18 and when it is impractical to allocate costs by other equitable methods.

Whenever a portion of F20 administrative and support staff perform work in total support of one direct
SSD function, the pertinent staff, administrative costs and person count should be transferred to the direct
SSD function.

For example, a portion of accounting staff identified as providing direct support only to the intake/case
maintenance function should be coded as F1 and not F20. Other staff of the accounting unit may only work
on General services or child support activities and should be charged to those functions.

F30 Non-Administration/Local Programs (Costs Not Claimable as
SSD Administrative Expenses)

This function refers to the activities of the following local programs or services:

e County Home/Infirmary and/or Health Related Facilities which include activities of all
personnel directly caring for patients, and administrative and support staff engaged solely in the
operation of Home/Infirmary and Health Related Facility functions. Use Code F31 for salary and
non-salary costs of the County home. Use Code F32 for salary and non-salary costs of Health
Related facilities. Use F33 for salary and non-salary costs of the Infirmary.

e Adult and Children’s Institutions and Shelters which include activities of all personnel directly
engaged in providing care in the institutions or shelters. The program would include administrative
and support staff engaged solely in the operations of these institutions or shelters. Use Code F34
for the salary and non-salary costs of Adult and Children’s Institutions and Shelters.

e Senior Citizen Center that includes activities of all personnel directly engaged in providing
services in the Senior Citizen Center and administrative and support staff engaged solely in the
operations of the Senior Citizen Center. Use Code F35 for the salary and non-salary costs of the
Senior Citizen Center. This program excludes purchased general services and Senior Citizens
Center services provided by general services staff (F2 staff) at the agency.

e Agency-Run Day Care Centers include activities of all personnel directly engaged in providing
day care in agency run day care centers. This also includes administrative and support staff
engaged solely in the operations of the agency run day care center. Use Code F36 for the salary
and non-salary costs of the agency run day care center.

This program excludes purchased day care and all facilitative activities performed by general ser-
vices staff (F2 staff) at the agency.

e Other Programs which include any other “non-welfare” or non-reimbursable programs
administered by the local agency are included in this function. For example:

¢ Head Start
¢ Family Shelters
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Agency staff engaged solely in administering or operating each local or specialized program are
coded as part of the function. Use Codes F37, F38, etc., for the salary and non-salary costs of each
separate other program.

Training provided by the Staff Development Coordinator to F30 staff is included in the F30 func-
tion.

Generally, rates are established for the costs of facilities operated by the district and costs are reimbursed
as program expenditures through these rate structures. Other costs are non-reimbursable. For these reasons,
costs are coded F30 and not claimed for SSD administrative reimbursement.

Care should be taken to assure salary and non-salary costs of the F30 sub functions are not charged to any
of the SSD administrative functions F1-F8, F10, F11, F16, F17, F18, and F20.

F40 Overall Overhead

The F40 (Overall Overhead) category includes all administrative and support functions of the local agency
that cannot be properly classified as relating solely to function codes F1-F8, F10, F11, F16, F17, F18, F20
or F30.

Administrative units performing these functions might include the staff of the Commissioner’s Office and
the Deputy Commissioner’s Office. Support units whose activities might be within this function include
accounting, personnel, and purchasing.

Generally, personnel of the administrative or supporting units of the SSD who provide administrative guid-
ance or support to more than one function, including F30, should be coded F40. The only possible excep-
tion is when staff time spent in F30 can be accurately time studied. Then a portion of the staff members’
time and costs may be allocated to F30 and the remainder allocated to F20. This situation often occurs
when an SSD commissioner and other F40 personnel spend only a small portion of their time with the
administration of the county home (F30), and this can be documented by an annual time study.

A non-salary expenditure may be assigned to the overall overhead function (F40) when the costs benefit
some combination of function F1-F8, F10, F11, F16, F17, F18, and F30. Non-salary costs are generally
assigned to F40 when it is impractical to allocate costs to direct functions by other equitable methods.

Office space, transportation, equipment costs, materials and supplies and other necessary and approved
non-salary expenses may be charged to the F40 function.

Page 3-22 Date of Release: December 31, 2015 Version 1.0




New York State Fiscal Reference Manual

Classification of Salary and Fringe Benefits Costs

Chapter 4: Classification of Salary and
Fringe Benefits Costs

INEFOTUCTION <. ettt e e e e e e e et e e e e e e e e ens 4-2

Requirements for Classifying Personnel and Updating Functional Assignments..4-2

Allocation of Salary Costs t0 FUNCLIONS..........ccceeiieiieiiie e 4-5
L [=TE (=] 0] o PRSP OSR 4-6
Summary of Salary and Function ASSIGNMENTS...........cccervereeriesiieneere e, 4-15
Fringe BENEfIt COSES.......uiiiieiiieie et 4-18
Allocation of Overhead COStS.........ccviiieiiiiieie e 4-22

Version 1.0 Date of Release: December 31, 2015




New York State Fiscal Reference Manual

Classification of Salary and Fringe Benefits Costs

INTRODUCTION

This chapter provides the guidelines for the classification of personnel and the allocation of salary and
fringe benefit expenditures to the 16 functions defined in Chapter 3. Each individual whose salary is paid
by the SSD and recorded on the SSD administrative payroll must be assigned to one or more of the func-
tions. For individuals assigned to more than one function, time reports are used to prorate the salaries
unless the person is assigned to an overhead function. Employees in three units (Supplemental Nutrition
Assistance Program (SNAP), Employment, and Title IV-D Child Support) are generally required to com-
plete time reports. The summary totals of salary and staff counts assigned to functions are transferred to the
Schedule D each month.

REQUIREMENTS FOR CLASSIFYING PERSONNEL AND
UPDATING FUNCTIONAL ASSIGNMENTS

Each district must have a system in place to update on an ongoing basis the functional assignments
(defined in Chapter 3) and to summarize payroll records. The State Department of Family Assistance will
not mandate the specific design of this system, but will require evidence of its existence and effective oper-
ation.

At the beginning of its fiscal year, the district must conduct a complete review of the functional assign-
ments of its staff. After the review is done, the district must submit a Certification of the Annual Review of
Functional Assignments of Staff (LDSS-2346, Section 1), signed by an authorized Social Services official.
By doing this, the district is certifying:
e A complete review of the functional assignments of Department employees has been completed
within the last 30 days,

e The functional assignments are accurate, and

e A mechanism is in place to update functional assignments on an on-going basis.

The appointing official should prepare a written notification to those responsible for maintaining payroll
records of any changes in the functional assignments of personnel. Further, the written notification must be
completed timely, and become part of the supporting documentation maintained by the district.

These functional assignments are key to producing the monthly schedule entitled Summary of Salary and
Function Assignments (a suggested format of this summary is illustrated later in this chapter). This sched-
ule allocates direct and prorated salary costs and direct and prorated staff by function. Districts should
include and update assigned functional codes on basic payroll records. This will simplify the summariza-
tion process and provide an audit trail.

In assigning function codes to employees, the following special rules must be observed:

e Generally, any employee who performs defined SNAP activities must be coded F7, regardless of
how little time they spend in the F7 function. Such individuals are required to complete periodic
time reports where their salary and staff count are divided between the SNAP sub-function and
other direct functions if necessary.

e Any employee assigned to a separate Child Support Activities Administrative Unit generally
should spend all of their time on Child Support activities to be coded F8, the Child Support
Activities/Title IV-D function.
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Any employee spending a portion of their time on the HEAP program should be coded F17 for
claim periods through September 2011. Beginning with October 2011 claims, HEAP costs are
coded F11. These employees should be time studied and their salary and staff count divided
between HEAP and the other programs on which they work.

An employee assigned to two direct functions (F1-F8, F10, F11, F16, F17, F18, F30) must
complete a time study.

An individual working in three or more direct functions (F1-F8, F10, F11, F16, F17, F18, F30)
should complete a time study, if practical. The employee must maintain a time report assigning all
of their time to direct functions only. None of their time or salary expense may be charged to an
overhead function (F20 or F40).

An employee who is involved in three or more functions must be assigned to an overhead function
(F20, F40), if it is not feasible for the individual to complete a time report.

Assign employee and related costs to the SSD Administrative Overhead Function, F20,
if the employee is involved in a combination of functions other than F30

Assign employee and related costs to the Overall Overhead Function, F40, if the
employee is involved in a combination of functions including F30.

Annual Certification of Review of Functional Assignments of Staff

The “Cost Allocation - Annual Certification” form LDSS-2346 (see example on the next page) is com-
prised of two sections. The first part of this form certifies the district has completed a total review of indi-
vidual functional assignments and a mechanism is in place to update functional assignments throughout the
year. The second part certifies central services costs and this section will be discussed in Chapter 6. This
form is required; no other form, old version or substitute statement may be used without prior Department
approval.

Instructions for Section | of Cost Allocation - Annual Certificate

The District and Year boxes in the top right corner of the form should be completed. The year box should
have the same year as the year in the date box on the signature line. Section | should be signed, dated and
submitted by the end of the first month of the local fiscal year to:

Bureau of Financial Services

New York State Office of Temporary and Disability Assistance
40 North Pearl Street,14™ Floor

Albany, New York 12243
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LDSS-2346 (Rev 9/15)

COST ALLOCATION - ANNUAL CERTIFICATION DISTRICT

YEAR

NEW YORK STATE OFFICE OF TEMPORARY AND DISABILITY ASSISTANCE

SECTION | — CERTIFICATION OF ANNUAL REVIEW OF FUNCTIONAL ASSIGNMENTS OF STAFF

| hereby certify that a complete review of the functional assignment of individuals within the Department has been
completed within the last 30 days, that the functional assignments are accurate, and that a mechanism is in place

to accurately update on an on-going basis the functional assignment of individuals.

CERTIFYING SOCIAL SERVICES OFFICIAL'S SIGNATURE TITLE DATE

SECTION Il - CERTIFICATION OF INDIRECT COST PROPOSAL BY A LOCAL GOVERNMENT OFFICIAL

| hereby certify that the information contained in our central services cost proposal is correct and was prepared in
accordance with the policies and procedures contained in the OMB Uniform Guidance. The information in this

cost proposal is based on the actual costs for fiscal year ended and is to be

used to claim estimated costs for the year ending . | further certify that

procedures were utilized (a) to prevent costs from being allocated to Federal programs as indirect costs that have
already been treated as direct program costs, (b) to assure that consistent treatment was accorded similar cost,
for all programs in the Department/Agency, regardless of source of funds and (c) to assure that costs have not
been treated as indirect costs of Federal program inconsistent with statutory restrictions governing those

programs.

CERTIFYING LOCAL GOVERNMENT OFFICIAL'S SIGNATURE TITLE DATE
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Semiannual Certification Requirements For Wage And Salary Costs

The Federal Uniform Guidance has set forth some requirements for the documentation of salary and wage
costs charged to federal programs. The requirements include the provision that employees who work on a
single federal program or cost objective must support this claim with a semi-annual certification signed by
either the employee or a supervisor who has first hand knowledge of the work performed by the employee.
This semi-annual certification should be completed within 30 days of the close of the six month period
being certified. The term, “cost objective” means a function, organizational subdivision, contract, grant, or
other activity for which cost data are needed and for which costs are incurred.

The certification should state that the employee worked solely on a particular federal program or cost
objective for the period covered by the certification. This doesn’t mean that the employee worked only on
a federal program or cost objective that is funded at the 100% level by the federal government. It does
mean that every employee who works on a single federal program or cost objective, regardless of the fed-
eral funding level, must complete the certification.

I, hereby certify that for the period of

to that | worked solely on the Federal program of

Dated

employees signature

supervisor’s signature

ALLOCATION OF SALARY COSTS TO FUNCTIONS

The District must identify from the monthly payroll direct and prorated charges and direct and prorated
staff counts for each function and sub-function (defined in Chapter 3). This information is summarized on
the Summary of Salary and Function Assignments before it is reported on the Schedule D. Prorated salary
charges and staff counts are determined from time reports prepared by part-time or full-time employees
assigned to more than one function and employees assigned to the Supplemental Nutrition Assistance Pro-
gram (SNAP) or Child Support/Title I1V-D functions.

Payroll records, payroll summaries and the required time reports must be maintained by the local agency as
part of its audit trail.
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Time Reports

Time reports are used as a tool to identify and prorate an employee’s time, salary and person count among
direct functions or sub functions (activities). The time reports must be completed for each day in the first
full pay period during the first month of each quarter. The results are applied to the salary costs related to
each month of that quarter. Time reports are also sometimes necessary to gather statistical information for
federal reporting purposes.

Personnel generally should complete time reports if they are assigned to the:
e Supplemental Nutrition Assistance Program (SNAP) (F7),

e Child Support Unit (F8),
e TANF Funded Services programs (F18), and
e Other Reimbursable Programs (F17)

(This is especially true if these employees do not work solely in one of the sub-functions of the units/pro-
grams listed above.)

Employees assigned to two direct functions (F1-F8, F10, F11, F16, F17, F18, F30) must complete time
reports. Employees assigned to three or more direct functions have the option of completing time reports.
If it is not feasible for that employee to complete a time report, they can be assigned to an overhead func-
tion (F20 or F40) instead. The employee’s time or salary expenses may not be charged to an overhead
function if the employee is to complete time studies.

To prorate the employee’s salary among several sub-functions, or functions generally the following proce-
dures must be used:
e From the time report, calculate the proportion of time spent on each sub-function or function. Time
should be broken down into nearest tenths (decimal). The sum of all proportions should be 1.0.

e Multiply the salary costs by each proportion to determine the cost assignable to each sub-function
or function.

The procedures necessary to complete the SNAP time study and the Child Support time study and related
summaries are explained in the following sections.

Supplemental Nutrition Assistance Program (SNAP) Unit Time Report

Every employee assigned to more than one Supplemental Nutrition Assistance Program (SNAP) activity in
the F7 function must complete a SNAP Time Report for a selected payroll period during the first month of
each quarter. The summary information from the time reports will be used to divide SNAP costs among
basic SNAP activities and to prorate the costs of those employees who do not work full time on the F7
function.

A suggested SNAP time report is illustrated on the following page. This report should be completed daily
and submitted to district accounting personnel on a weekly or semi-monthly basis to correspond to the pay-
roll cycle. At the end of each month, a summary of all SNAP time reports must be prepared in the sug-
gested format on page 10
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Instructions

In completing the SNAP Time Report please note the following:

e Employees who are assigned full-time to any one of the SNAP activities (which are Certification,
Fair Hearings, and Other) should not use this form. Those worker costs should be included on the
Schedule D-7, line 2 in the proper column for the particular sub-function. Their hours should also
be added to the SNAP Time Report Summary for the development of percentages for each SNAP
Activity.

e Within a quarter for a selected payroll period, all other employees working on the F7 function
must record for each day the amount of time spent on each SNAP activity. Also record the time
spent on the Non - SNAP functions (if any), and identify the function. Hours should be reported in
1/4 hour increments. Calculate the sub-total and total. It may be necessary to make notes on the
back of the form during the day to get accurate results. The total time recorded for the day should
equal the total paid time in the day.

e Start a new line for each day.
The totals of columns 1 through 8 are transferred to the SNAP Time Report Summary.

Note, prior to October 2014, only those districts with approved SNAP-Ed Plans could make entries in col-
umn 3. Effective October 1, 2014 SNAP-Ed program is no longer administered through the SSD and no
entry should be made in column 3.

Column Instructions:

Column 1 Certification

Only report time spent by part-time certification and multi-function workers, for time actually engaged
in certification of non-public assistance households. Supervisory, clerical or other support workers'
time shall be recorded in Column 4 “Other.”

Column 2 Fair Hearings
Report part-time Fair Hearings and multi-function workers, for time actually engaged in Fair Hearings.
Supervisory, clerical or other support workers' time shall be recorded in Column 4, “Other.”

Column 3 Nutrition Education
Leave blank. SNAP-Ed is no longer administered through the SSD. Funding for SNAP-ED is no lon-
ger provided through the SSD.

Column 4 Other
Report supervisory, clerical or other support workers' time and any other SNAP activity not covered in
Columns 1 through 3.

Column 5 Sub Total
Enter the total of Columns 1 through 4.

Column 6 and Column 7

Report those activities which are Non-SNAP related. Identify the function in the block at the top of
Columns 6 or 7.
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Column 8

Enter the sum of columns 5 through 7. The total time entered here should equal the total time paid for
each day.

SNAP Time Report Summary

The total hours computed for each employee time report is transferred to the SNAP time summary and a
grand total of hours for each SNAP sub-function is determined. Percentages are derived for each SNAP
activity. The percentages are used for cost allocation purposes to determine federal, state and local reim-
bursement on the Schedule D-7. This summary should include the hours of SNAP staff who work all of
their time in one SNAP Activity and, therefore, do not have to complete an individual SNAP Report. This
is necessary to develop accurate percentages for distribution of costs to each of the SNAP activities on the
Schedule D-7.

Instructions:

For each employee assigned to the Supplemental Nutrition Assistance Program (SNAP) function (F7),
transfer the total hours reported in columns 1 through 8 of their SNAP Time Report to the respective col-
umns shown in the SNAP Time Summary.

Add down the entries in each column for columns 1 through 8 and enter the totals on Line a.

Divide each entry on Line a, for Columns 1-4 by the subtotal on Line a, Column 5 and obtain a percentage
rounded to four places. Enter the results in the appropriate columns on Line b. Transfer the percentages on
Line b to the respective columns on Schedule D-7, Section 1, Line 4 and Section 2, Line 2.

Version 1.0 Date of Release: December 31, 2015
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Title I'V-D Child Support Activities and Collections Unit Time Report

Employees in the Title IV-D Child Support Activities and Collection Unit generally must complete time
studies for State and Federal reporting purposes. The information from the time reports will be used to pro-
rate the costs of these employees between functions with the child support activities being identified to F8
and divided between the Title IV-D and SCU units. The Title IV-D/Child Support Activities and Collec-
tions Unit Time Report must be completed during one full pay period during the first month of each quar-
ter. The following guidelines should be followed.

e Any employee assigned to the separate Child Support Unit (Function F8) for less than 100% of
his/her time must complete a time report.

e An individual who spends 100% of his/her time in function F8, but does not spend at least 85% of
his/her time on one Child Support Unit sub-function must also complete a time report.

e Any employee outside of the Title I\V-D Child Support Function, or any employee in a district too
small to support a separate Child Support Unit, who spends part of their time on Child Support
Activities must complete a time report.

e If an employee spends all of his/her time in function F8 and more than 85% of that time is in one
sub-function, the employee’s salary is direct charged to the sub-function.

The information from the time reports divides Child Support costs between the Title IV-D unit and the
SCU through the assignment of the following sub-function codes:

Assign Code F8.1 - Administrative 1V-D to all employees at or above the supervisory level who direct
the activities of the Title 1\V-D unit. Also, assign Code F8.1 to the secretaries and support staff of such
employees, and to those I1V-D employees performing activities other than those specified below.

Assign code F8.1a - Administration - Support Collection Unit to all employees at or above the super-
visory level who direct the activities of the Support Collection Unit (SCU). Also, assign Code F8.1a to
the secretaries and support staff of such individuals, and to those support collection unit staff perform-
ing activities other than those specified below.

Assign Code F8.2 - Collection and Distribution to all employees at or below the supervisory level in
the IV-D unit, who spend all of their time on collection and distribution activities. These employees are
not members of the Support Collection Unit. Activities performed under this sub-function include, but
are not limited to, the following:

¢ Making the IV-A agency aware of amounts collected and distributed.

+ Distributing TANF/IV-D collections resulting from a voluntary agreement.

If the number of voluntary agreements is small, we recommend that these collections for TANF cases
be processed by the Support Collection Unit. In counties where the SCU does process collections on
voluntary agreements, code 8.2 is not applicable because code 8.2a will apply.

Assign Code F8.2a - SCU to all individuals at or below the supervisory level in the Support Collection
Unit, who spend all of their time on collection and distribution activities. Such activities include, but
are not limited to, the following:

¢ Making support collections,
+ ldentifying delinquent cases by calculating end of month balances,

¢ Referring cases to the 1\V-D agency of another state or SSD for collections,
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¢ Making collections for another state or local agency,
+ Distributing TANF collections,
¢ Alerting the IV-D agency of amounts collected and distributed, or

+ Disbursing collections to non-public assistance clients.

Assign Code F8.3 - Location of Absent Parent to all individuals at or below the supervisory level who
spend all of their time engaged in activities which include, but are not limited to the following:

+ Utilization of appropriate state and local agency locator services,

+ Ultilization of the Federal Parent Locator Services Referral of requests for location of an absent
parent to the IV-D unit of another state or local agency, or

+ Cooperation with another state in location of an absent parent.

Assign Code F8.4 - Establishment of Paternity to all individuals at or below the supervisory level
who spend all of their time engaged in activities which include but are not limited to, the following:

+ Investigation,

+ Development of evidence,

¢ Pretrial discovery,

+ Court or other actions to establish paternity,

+ Identification and arrangement for competent laboratories that perform blood tests,

+ Referral of cases to the IV-D unit of another state or local agency for assistance in determining
paternity, or

+ Cooperation with other States in determining paternity.

Assign Code F8.5 - Establishment of Support Obligation and Enforcement to all individuals at or
below the supervisory level in the 1V-D unit who spend all of their time on activities which include, but
are not limited to, the following:

+ Investigation, development of evidence and bringing court action when necessary,
+ Development of financial information needed to assess the amount of support obligation,

+ Referral of IV-D cases to the 1\V-D unit of another state or local agency to establish a support
obligation or initiate Enforcement activities such as:

Contempt citations,

Investigation,

Wage attachments and processing,

Issuance of warrants, or

Obtainment and enforcement of support through civil and criminal proceedings.
+ Investigation and prosecution of fraud related to child support.

OO ooao
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Assign Code F8.5a - Establishment of Support Obligation and Enforcement Activities to all individ-
uals at or below the supervisory level in the SCU who spend all of their time performing activities
which include but are not limited to, the following:

¢ Assisting in the preparation of violation petitions,
+ Sending delinquency notices to the respondent and petitioner, and

¢ Billing.

Instructions for Title 1V-D Child Support Activities and Collection Unit Time Report

e Each day during the selected pay period, record the amount of time spent on each of the eight
Child Support Enforcement & Collection activities. Also record the time spent on other functions
(if any) and identify those functions. Calculate the totals and compute the percentages for each
employee being time studied. It may be necessary to make notes on the back of the form during the
day to obtain accurate results. The total time recorded for the day should equal the total paid time
for the day.

e Start a new line for each day.

See sample form on next page.

Summary of Title I'V-D Child Support and Collection Unit Salaries

The monthly salary costs of F8 personnel who are being time studied should be allocated to sub-activities
based on his/her Title I\V-D/Child Support time study results. An SSD worksheet should summarize by
function the direct and prorated salaries, fringe benefits, and staff count of all F8 employees and transfer
the totals to the Summary of Salary and Function Assignments.

When transferring salary, non-salary and staff summary totals to Schedule D, combine the data for codes
F8.1, F8.1a, F8.2, F8.2a, F8.3, F8.4, F8.5, F8.5a and enter the results under Column 8 (Title I\V-D Child
Support Activities and Collections). Schedule D-8 will provide for segregation of these costs for claiming
purposes.
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Summary of Salary and Function Assignments

The Summary of Salary and Function Assignments is the worksheet through which salary costs and corre-
sponding staff counts are identified and grouped either as direct charges or prorated charges to a function
or sub-function. A suggested format for the “Summary of Salary and Function Assignments” appears at the
end of this section. To complete the summary, the following procedures are followed:

Each month, the District must determine the number of employees who are assigned to each of the 16 func-
tions. This data is obtained as follows:

The payroll costs for each function or sub-function for the month are summarized for all payroll
expenditures and are listed down the Summary of Salary and Function Assignments. Costs related
to individuals working in more than one function would be entered in the “Prorated Charges”
column for each appropriate function (or sub function) based on the employees’ time reports.

At the end of the first full pay cycle of the month, count the number of people assigned to each
function using a complete set of payrolls. For example, if the District has both a weekly payroll
and a semi-monthly payroll,

¢ Count the number of people by function on the first weekly payroll,
¢ Count the number of people by function on the first semi-monthly payroll, and
¢ Add the two by function.

A pay cycle is the period of time between issuance of all pay checks. For example, if everyone is
paid weekly, then the full pay cycle is one week. If some people are paid weekly and others are
paid bi-weekly, the full pay cycle is two weeks. Only staff in “established positions™ shall be
counted; staff on the payroll for four or more weeks are considered in established positions.

In those instances where an employee is assigned to more than one function, a portion of the
individual position should be counted in each of the functions. The portions should be determined
from the results of the time report submitted by the individual. To calculate Prorated Staff by
Function for both full time and part time employees, the employee’s Full Time Equivalent (FTE)
must be calculated first. The FTE is the total number of regular straight-time hours (i.e. not
including overtime or holiday hours) worked by employees divided by the number of compensable
hours applicable to each fiscal year. Annual leave, sick leave, and compensatory time off and other
approved leave categories are considered to be “hours worked” for purposes of defining FTE
employment.
For example, Worker A, a part time employee who is scheduled to work three full 7.5 hour
days per week, will have an FTE of 0.6 (three 7.5 hour days out of a normal five-day, 37.5
hour work week = 60%). Worker B, a full time employee who is scheduled to work a five-
day week, will have an FTE of 1.0. The FTE is then multiplied by the percentage of time
the employees spend in each program to arrive at an amount which should be entered on
the worksheet under Prorated Staff. If Worker A splits her time evenly among four pro-
grams, then the amount of time she spends on each program will be calculated by multi-
plying her FTE of 0.6 by 25% for each program, resulting in 0.15 for each program. If
Worker B splits her time between two programs, then 0.5 must be entered for each pro-
gram.
The number of employees directly assigned to each function and the total prorated number of
employees assigned to each function are entered on the Summary of Salary and Function
Assignments Form.
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SUMMARY OF SALARY AND FUNCTION ASSIGNMENTS

DISTRICT DATE PREPARED
MONTH
SALARY COSTS BY FUNCTION STAFF BY FUNCTION
FUNCTION DIRECT PRORATED TOTAL DIRECT PRORATED TOTAL
CHARGE CHARGES STAFF STAFF
F1
F1.1
F2
F2.1
F2.A
F3
F3.1
F3.1A
F3.2
F3.3
F3.4
F4
F4.1
F4.2
F4.3
F5
F6
F7
F8
F8.1
F8.1a
F8.2
F8.2a
F8.3
F8.4
F8.5
F8.5a
F10
F11
F16
F17
F17.1
F18
F20
F30
F40
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Summary Of Salary Costs And Staff Counts In New York City

In New York City the summary of salary costs and staff counts is compiled through automated systems. All
employees of the New York City departments are paid through the Citywide Integrated Financial Manage-
ment System (IFMS). Financial and claiming reports are prepared by New York City departments using
IFMS payroll information. Reports are prepared on an IFMS sub-system called FIMECH (Fiscal Mechani-
zation System). The FIMECH Personal Service Subsystem (an internal automated accounting system)
organizes payroll data and produces various reports that assign and allocate salaries to proper functions and
sub-functions. All personal service transactions are related to claiming categories through payroll distribu-
tion codes. Employees listed on payroll records are in authorized positions and administratively responsi-
ble to their department’s Commissioner. There is also a monthly verification of the accuracy of the
functional assignments. The FIMECH system is updated when personnel and organizational changes
occur.

The “Summary of Personal Service Expenses by Functional Category (Net of Adjustments) Report” is a
monthly report generated by FIMECH. This report is a claiming source and includes staff count and paid
salary costs assigned to each function. This summary is backed up by a detail report.

The report “Transactions with Non-Existent Categories” lists all Personal Service expense journal entries
without reporting categories. FIMECH assigns expenses without reporting categories to an F40 overhead
sub-function. Each department resolves exceptions by getting essential employee information from the
personnel office, determining distribution points, and manually reassigning costs to the appropriate func-
tional categories. Employee records are then corrected on IFMS.

There are also adjustments of some salary amounts to proper functions based on adjustment memoran-
dums. Adjustments may occur through the use of case counts, activity counts, and managerial reports.

Time studies are used to allocate salaries to proper function on the Schedule D and to proper sub-function
on the “D” sub-schedules. Time studies should generally be prepared by employees working on more than
one identifiable function and employees assigned to the Supplemental Nutrition Assistance Program
(SNAP) or Child Support/Title IV-D functions.

The District must identify from the monthly “Summary of Personal Service Expenses by Function (Net of
Adjustments) Report,” the “Transactions with Non-Existent Categories” report, and any adjustment mem-
orandums, all salary charges and staff counts. This salary and functional assignment information is sum-
marized on worksheets prepared each month. The adjusted total salary costs and personnel assigned to
each function will be reported on LDSS-2347 “Schedule D, DSS Administrative Expenses Allocation and
Distribution By Function and Program.”

Transferring Salary and Staff Functional Assignments to Schedule D

At the end of each month, the salary costs and staff counts for each function are summarized on the Sum-
mary of Salary and Function Assignments. The results are transferred to the Schedule D (DSS Administra-
tive Expense Allocation and Distribution by Function and Program) after making adjustments for
cancellations, refunds, and other adjustments. The Schedule D, Section I, includes the portion of the
Schedule D that receives net salary costs. Instructions for the completion of the Schedule D appear in

Chapter 7.
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FRINGE BENEFIT COSTS

Fringe benefits consist of employment costs such as:
e Workers’” Compensation Insurance,

e Social Security Payments (FICA),
e Health insurance,
e Retirement contributions,

e Unemployment benefits, etc.

These benefits are not included in the salaries paid to the employees.

Claiming Fringe Benefit Costs - New York City

The fringe benefit rate for the City fiscal year is calculated by the NYC Office of Management and Budget.
This office negotiates the rate with the Federal government. The rate is calculated based on a projection of
expenditures for the fiscal year and includes a roll forward adjustment to actual fringe benefits for a prior
year period. A two year lag exists for the roll forward adjustment. For City Fiscal Year 2011, the roll for-
ward adjustment will bring City Fiscal Year 2009 fringe benefits claimed up to actual expenditures.

On the Schedule D, the estimated fringe benefit rate is multiplied by total salaries claimed in each function.
During the year the estimated fringe benefit rate may be adjusted to reflect changes from estimated salary
or fringe benefit costs. Fringe benefit worksheets should be maintained for audit purposes.

Claiming Fringe Benefit Costs - All Districts Other Than NYC

On the Schedule D, the cost of fringe benefits may be claimed either as estimated costs or as actual costs.
By claiming costs on the estimated basis, an equal amount is claimed every month and the cash flow is sta-
bilized. (The December claim would be an exception which will contain an adjustment to bring the esti-
mated costs to the level of actual expenditures made during that year.)

The following procedures illustrate the claiming of fringe benefits on an actual basis and on an estimated
basis:

Claiming Fringe Benefits on an Actual Basis

Based upon actual costs paid during the month on behalf of social services employees, the fringe benefits
costs are claimed in the following manner:
e List fringe benefit payments on a separate LDSS-923 using object of expense code 23 entitled
Indirect Expenses - Fringe Benefits and keep the total separate from other non-salary
administrative expenses.

o Enter total indirect fringe benefits for the month from the LDSS-923 to the Schedule D, column T,
line 4.

e Calculate the fringe benefit percentage for line 4 by dividing the total of the fringe benefits for the
month from Form LDSS-923 by the total salaries from Schedule D, column T, line 3. Place this in
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the item column of line 4 and multiply the salaries on line 3 to obtain fringe benefit costs by
function.

Claiming Fringe Benefits on an Estimated Basis

Estimate total administrative personnel salary costs for the local fiscal year. Also estimate for the
same period the fringe benefits costs for such items as:

¢ Social Security (FICA)

+ Health Insurance

¢ Workers’ Compensation

¢ SSD Retirement (SSD portion of retirement costs to be billed to the county)
+ Unemployment Insurance Benefits

¢ Other Fringe Benefits

Divide the estimated fringe benefits costs by the estimated personnel salary costs to obtain the
estimated fringe benefit rate.

Example:

Estimated Personnel Salary Costs $200,000

Estimated Fringe Benefits Costs:

Health Insurance $15,000
Social Security (FICA) 10,000
Workers” Compensation 5,000
SSD Retirement 20,000
Other Fringe Benefits 5,000
Total $55,000
Estimated Fringe Benefit Rate $55,000 + $200,000 = 0.275 or 27.5%

During the year this “Estimated Fringe Benefit Rate” may be adjusted to reflect changes from
estimated salary or fringe benefit costs. Necessary information explaining the basis for the
adjustment should accompany this schedule.

Throughout the fiscal year on each monthly Schedule D, multiply the administrative salary costs
charged to each function by the fringe benefit rate to arrive at the estimated fringe benefit costs
chargeable to each function. On a fringe benefit worksheet, record by month the total fringe
benefit costs included in the Schedule D.

At the end of the district's fiscal year, calculate actual fringe benefit expenditures for those
individuals claimed on Schedule D. For the purpose of this calculation, include only actual
payments during the fiscal year for Social Security, Health Insurance, Workers’ Compensation,
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Retirement and other fringe benefits. Actual fringe benefit payments should not have been claimed
during the year in addition to the amounts claimed as estimated fringe benefits. These amounts
should be entered on the bottom half of the fringe benefit worksheet.

e Estimated costs claimed throughout the entire year should then be adjusted to actual costs at year
end and claimed on the last Schedule D completed for the district’s fiscal year.

This adjustment is calculated by comparing the total of actual expenditures to the total estimated
fringe benefits claimed on the Schedule D during the previous 11 month period (or period since
prior adjustment). The difference is the amount claimed. The period excludes the last month of the
agency’s fiscal year.

If the amount actually paid exceeds the estimated amounts claimed for the previous 11 month
period, compute a percentage. This is done by dividing the additional fringe benefits to be claimed
by the total salary costs for December (reported on Schedule D, line 1, Col. T). This percentage is
the December fringe benefit rate to be reported on Schedule D. The rest of the D series schedules
should be computed in usual manner.

If the fringe amount actually paid is less than the total claimed on the Schedule D for the fiscal
year, compute a negative percentage. This is done by dividing the excess fringe benefits claimed
by the total salaries for December (reported on Schedule D, line 1, column T). This negative per-
centage will be the December fringe benefit rate reported on Schedule D.

The amount of the actual fringe benefits paid may not be available before the December claim is
due. If that is the situation, then a supplemental claim for December of that year must be filed to
adjust estimated fringe benefits to actual.

Example of an Under-claim:

Actual Fringe Benefit Costs $60,000
Estimated Fringe Benefit Costs Claimed 55,000
Amount Under-Claimed $5,000
Salaries (December, Schedule D, Line 1, Col. T) $18,000

$5,000 + $18,000 = 0.2777 or 27.77%

Example of an Over-claim:

Actual Fringe Benefit Costs $55,000
Estimated Fringe Benefit Costs Claimed 60,000
Amount over-claimed ($5,000)

($5,000) + $18,000 = (0.2777) or (27.77)%

e Retain all fringe benefit worksheets for audit purposes.
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ERINGE BENEFIT WORKSHEET

Fringe Benefits Claimed on Schedule D between January, 20 and December, 20__
(Excluding Code F30 portion).

January
February
March
April
May
June

July
August
September
October
November
December

Total claimed for the year

Actual Fringe Benefits Paid During the Same Period for the Individuals Claimed Through
the Schedule D (Excluding Code F30 Portion)

Social Security (FICA)
Health Insurance

Workers” Compensation
SSD Retirement
Unemployment Insurance
Other Fringe Benefits

Total paid for the year

Total actually paid less total claimed. + (-)
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ALLOCATION OF OVERHEAD COSTS

When administration and support staff cannot properly be classified solely to one of the direct functions
(F1-F8, F10, F11, F16, F17, and F18) or to F30, their salary and non-salary costs are identified as F40
(overall overhead). The total F40 costs are allocated to direct functions (F1-F8, F10, F11, F16, F17, and
F18), F20, and F30 by staff count percentages.

SSD Overhead (F20) costs are those administrative and support costs which cannot be classified solely to
one of the direct functions (F1-F8, F10, F11, F16, F17, or F18), and which do not benefit the F30 function.
The F20 function receives F40 costs allocated to it, and the adjusted F20 total is allocated to the direct
functions by staff count percentages.

Procedures

Salary and fringe benefit costs charged to the Overall Overhead Function (F40) are allocated on Schedule
D to the Code F30 functions, and to the individual SSD functions (F1-F8, F10, F11, F16, F17, F18, F20).
To distribute Overall Overhead:
1. Calculate the percentage of district employees assigned to each function to the total number of
employees assigned to functions F1-F8, F10, F11, F16, F17, F18, F20, and F30.

2. Multiply each percentage in turn by the total salary and fringe benefit costs charged to the F40
Overall Overhead function.

3. Add the amount thus determined to the salary and fringe benefit costs directly charged to each
function.

Generally, this procedure will result in an equitable distribution to the direct functions by relating overhead
costs to the number of people in the other functions. If a district finds that this procedure does not produce
an equitable distribution, it may request permission from the State Department of Family Assistance to use
another methodology. Nevertheless, unless the costs involved are significant, the additional work involved
in using another methodology is probably not justified.

Salary and fringe benefit costs charged to the SSD Administrative Overhead Function (F20) are allocated
on Schedule D to the individual SSD functions using a procedure similar to that described above. To dis-
tribute SSD Administrative Overhead:
1. Calculate the percentage for each direct function by dividing the number of employees assigned to
each function (F1-F8, F10, F11, F16, F17, and F18) by the total number of employees assigned to
all of the direct functions.

2. Multiply each percentage in turn by the total salary and fringe benefit costs charged to the F20
function (including Overall Overhead costs allocated to F20 by the procedures above).

3. Add the amount thus determined to the salary and fringe benefit costs directly charged to each
function F1-F8, F10, F11, F16, F17, and F18. Please refer to Chapter 7 for more details on com-
pleting the Schedule D.
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Chapter 5: Classification and Allocation of
Non-Salary Costs
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Assignment of Non-Salary Expenses to Function and Object of Expense Codes ..5-3
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INTRODUCTION

This chapter will describe non-salary costs, the assignment of non-salary costs to function and item of
expense, and special conditions and standards for claiming non-salary costs. The chapter also covers
claiming of non-salary cost and administrative refunds and cancellations, and the treatment of donations
and in-kind services as contributions to administrative programs.

DESCRIPTION OF NON-SALARY COSTS

Non-salary costs include all administrative costs made by, and charged to, the SSD except:
e Salaries and fringe benefits

e Central services administrative costs

e Costs associated with the purchases of Title XX services

Total non-salary costs are composed of allowable direct non-salary costs plus the allocable portion of
allowable indirect non-salary costs less applicable credits.

Direct non-salary costs are those billed to the Department of Social Services agency by either a private or
public vendor (governmental agency). The costs are identified to an object of expense used for the accu-
mulation of costs and are distributed to functions and other ultimate cost objectives.

Typical direct non-salary costs include travel, rent, materials, and supplies which are expended for the spe-
cific purpose of completing an SSD administrative function. Other direct charges may include those
incurred and charged to an SSD function based on Professional and Interagency Contracts. Professional
contracts may exist between the SSD and a private vendor. Cooperative agreements may exist between the
SSD and the County Probation Department, Sheriff’s Department, District Attorney, Family Court, or
other local governmental agency. Costs charged to the SSD by these departments pursuant to terms of a
cooperative agreement or contract may not be claimed as central services costs. These costs, also, may not
be eligible to claim for reimbursement without the appropriate approved agreement.

Indirect non-salary costs are costs incurred for a common or joint purpose usually benefiting more than one
function and are not readily assignable to the functions specifically benefited without effort disproportion-
ate to the results achieved. For SSD administrative purposes, the term for indirect costs applies to costs of
this type incurred by other governmental departments in supplying goods, services, and facilities to the
SSD. All indirect costs billed to the SSD are eligible for allocation to functions provided they meet the
conditions and acceptable methods of allocation set forth in Federal OMB Uniform Guidance. Indirect
SSD agency costs usually include Maintenance in Lieu of Rent (MLR), Electronic Data Processing (EDP)
services, and liability insurance. These indirect costs should not be included in the central services cost
proposal.

The direct and indirect non-salary costs of services provided by other agencies to the SSD may only
include allowable direct costs of the service plus a pro rata share of allowable supporting costs and super-
vision directly required in performing the service. Costs related to supervision of a general nature such as
that provided by the head of a department and his staff assistants not directly involved in operations would
not be allowable. However, supervision by the head of a department or agency whose sole function is pro-
viding the service furnished is an eligible cost. Supporting costs include those furnished by other units of
the supplying department or by other agencies.
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For non-salary costs to be allowable for Federal or State reimbursement the following general cost criteria
should be met:

The costs should be a necessary and reasonable expense that aids the overall responsibilities of the
SSD agency

The costs should be authorized and not prohibited under State or Local laws or regulations

The costs should conform to governing limitations or exclusions as to types or amounts of the cost
items

The costs should be consistent with policies, regulations and procedures that apply uniformly to
both federal and state assisted SSD activities

The costs should be accorded consistent treatment through the application of generally accepted
accounting principles appropriate to the circumstances

The costs should also not be allocable to or included as a cost of any other federal or state financed
program in either the current or prior period

The costs should be net of all applicable credits

ASSIGNMENT OF NON-SALARY EXPENSES TO FUNCTION AND
OBJECT OF EXPENSE CODES

There are sixteen function codes and various object of expense codes to ensure the proper identification of
non-salary costs for cost allocation purposes. All purchase orders should be coded to function and object of
expense at the time the purchase is authorized. Vouchers (including rent and travel vouchers) should be
coded to function and object of expense prior to payment. The only exception to this general requirement is
F30 coded non-salary costs. These need not be coded for cost allocation purposes since these expenditures
are not claimed as SSD administrative costs.

SSD Function and Function Codes for Identifying Non-Salary
Expenditures

SSD Function Function Code
Eligibility Determination/Income Maintenance F1

E/IM full time activities for Native Americans F1.1
General Services Program Staff F2

General Services full time activities for Native Americans F2.1

General Services Administrative Staff F2.A
Employment Programs F3

TANF Employment Program Staff F3.1

TANF Employment Administration Staff F3.1A

SNAP E&T -- 100% F3.2
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SNAP E&T -- 50% F3.3
Non - Federal Employment F3.4
Medical Assistance -- Eligibility/Payments/Authorization F4
MA -- E/P/A full time for Native American F4.1
MA -- Personal Care Services F4.2
MA — Child Health Plus F4.3
MA -- Policy Planning/Administration F5
Training F6
Supplemental Nutrition Assistance Program (SNAP) F7
Title 1V-D Child Support Activities and Collections F8
Administration -- IV-D F8.1
Administration -- Support Collection Unit (SCU) F8.1a
Collections and Distributions -- IV-D F8.2
Collections and Distributions -- SCU F8.2a
Location of Absent Parents — 1\V-D F8.3
Establishment of Paternity — I\V-D F8.4

Establishment of Support Obligation & Enforcement Collection 1V-D F8.5
Establishment of Support Obligation & Enforcement Collection -SCU F8.5a

Fraud and Abuse Activities F10
Home Energy Assistance Program (HEAP) F11
Welfare Management System F16
Other Reimbursable Programs F17
Temporary Assistance for Needy Families (TANF) Funded Services F18
SSD Administrative Overhead F20
Non-Administration/Local Programs F30
Overall Overhead F40

SSD (or City in NYC) personnel should note that whenever a non-salary expenditure benefits a function, it
must be assigned to that function. Also, whenever a non-salary expenditure benefits several functions, it
may be assigned to the Overall Overhead Function (F40) or the SSD Administrative Overhead Function
(F20). The non-salary cost is assigned to F40 when it benefits some unidentified combination of Functions
F1-F8, F10, F11, F16, F17, F18, and F30. The non-salary cost is assigned to F-20 when it benefits some
unidentified combination of functions F1-F8, F10, F11, F16, F17, and F18.

Non-salary costs may be assigned to both direct and overhead functions, if necessary, to obtain an equita-
ble method of allocation. For example, postage costs can be allocated to direct and indirect functions based
on the number of pieces mailed for each function. This would include the direct functions as well as F20
and/or F40 if the mailings for these two functions were of an overhead nature.
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New York City’s System for Assignment of Non-Salary Expenses

As noted in Chapter 4, the citywide Integrated Financial Management System (IFMS) maintains agency
payroll data. IFMS also maintains other records as in the form of requisitions, vouchers, cash receipts, and
other source documents (purchase orders, contracts) coded by function, reporting category, and object of
expense. The Fiscal Mechanization System (FIMECH) is a sub-system of IFMS. FIMECH obtains and
processes information from IFMS to produce reports for the SSD. A FIMECH sub-system is the Adminis-
tration Other Than Personal Service (AOTPS) sub-system. The AOTPS sub-system prepares various
reports by processing monthly AOTPS (non-salary) data. The main FIMECH reports for the claiming of
non-salary costs are the “Summary of Administrative Costs other Personal Services by State Code”, and
the accompanying “Detail of Administrative Costs other than Personal Services (net of adjustment)”,
which lists most non-salary expenses by object of expense and function.

Non-salary expenses that have no reporting categories are listed in the F40 overall function on a separate
FIMECH report. These exceptions are resolved by examining the source documents and claiming the
expenses in that appropriate functional category.

Some non-salary costs appear as program costs (such as medical transportation) on the On Line Revenue
Accounting and Ledger System (ORACLE). A FIMECH Programmatic Other Than Personal Service
(POTPS) sub-system will identify these amounts and produce a “Programmatic Other Than Personal Ser-
vices (POTPS) Report.”

There are also adjustments of some non-salary amounts to proper functions based on adjustment memoran-
dums. The bases for these adjustments are generally managerial reports and activity count percentages.

The non-salary costs are posted to monthly distribution worksheets from the above noted FIMECH reports
and adjustment memorandums prior to claims preparation. Adjusted non-salary information and current
month cancellations and refunds are reported on the worksheets in the appropriate function.

Non-salary expenditures by function and object of expense are transferred from the distribution worksheet
to the LDSS-923 Detail, “Schedule of Payments for Administrative Expenses other than Salaries.” Instruc-
tions for claiming costs on the Schedule LDSS-923 appear in Chapter 7.
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NON-SALARY EXPENDITURES BY TYPE OF EXPENSE,
FUNCTION AND OBJECT OF EXPENSE

The following charts identify non-salary expenditures by type of expense (direct or indirect), object of
expense and function.

Object of Expense Code and
Type of Expense

Suggested Function or Method of Identifying the Function
and Description of the Expense

10

10.1

10.2

10.3

11

Reserved
Accommodations--Foster
Care

Foster Care Finders Fees
(also obj. of expense code
10)

Non-Recurring Adoption
EXxpenses

Miscellaneous Foster
Care Expenditures

Non-Recurring KinGAP
EXxpenses

Travel

Code F2--These expenditures are made to assure that adequate
Foster Care accommodations will be available for the immediate
reception and proper care of children for whom the
Commissioner has responsibility to provide foster care. These
costs are usually direct charged on the Schedule D-2 to Title IV-E
Foster Care and Non Title IV-E Foster Care proportionately based
on the distribution percentages for these two categories from the
SRMS.

Code F2--SSDs may pay finders' fees to foster parents who
recruit other homes, which are eventually certified. The fee is up
to $200 for each new certified home. These costs would also be
direct charged on the Schedule D-2 in the same manner as the
reserved accommodations are charged.

Code F2--These are non-recurring adoption fees, court costs, and
attorney fees made under Title IV-E. There is a maximum of
$2,000 for each adoptive placement of a special needs child
through an authorized agency. These would be direct charged on
the Schedule D-2 under Title IV-E Adoption.

Code F2--Miscellaneous Foster Care expenditures (i.e., diapers,
cribs, car seats, infant furniture, etc.) This code is used by NYC as
part of their “K-13-M" voucher process. This code is for the use
of New York City only.

Code F2--These are non-recurring necessary fees, court costs, and
attorney fees made under Title IV-E KinGAP. There isa
maximum of $2,000 for each eligible foster child incurred in
accordance with a kingship guardianship agreement. These
would be direct charged on the Schedule D-2 under Title IV-E
KinGAP.

Code to the proper function(s) related to the duties of the staff
members who incurred the costs. The travel costs should be
identified on an individual employee basis and coded according
to the function under which that individual’s salary costs are
charged.
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Object of Expense Code and
Type of Expense

Suggested Function or Method of Identifying the Function
and Description of the Expense

11

12

13

14

141

15

151

Travel (continued)

Rent

Materials & Supplies

EDP Services

EDP Services--one time
development costs (such
as feasibility study,
system design and
programming, etc.).

EDP Equipment Rental

EDP Equipment--One
time costs such as
transportation charges,
air conditioning, wiring,
purchasing of equipment,
etc.

Use this code for travel to a fair hearing by a client, a client’s
representative or witness, and travel related to child care when the
child care is related to a fair hearing. Such costs must be
authorized by a social services official, and the costs should be
coded to the related function.

The cost of bus tokens, bus passes, or subway tokens, where the
costs that are not client identified should be charged to related
function (except for MA which would be under object of expense
code 18). The actual use of tokens bought in bulk should be
monitored to ensure that the functions being charged for these
costs are really related to the purpose of the travel. Do not include
any 19.4 type costs.

When feasible, rental costs should be identified by function
through detailed charts identifying square footage assigned to
each functional unit. If space cannot be so identified, then the
rental costs should be assigned to an overhead category.

Major expense items should be identified by function at the time
the purchase order is issued. Miscellaneous office supplies should
be coded to the proper overhead function.

Billing statements received from EDP Service Agencies must
identify all costs by function and type of service.

If the expenditure benefits one function or program, it should be
charged to that code. If it benefits several functions, an estimated
cost allocation basis should be used based on the initial month the
cost is incurred. There is then a subsequent adjustment of
estimated costs to reflect actual usage of the operational system
over a six month period.

Costs should be allocated based on percentages of use in support
of specific functions.

Follow the same instructions as EDP Services above (Code 14.1)
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Object of Expense Code and
Type of Expense

Suggested Function or Method of Identifying the Function
and Description of the Expense

16

18

18.1

18.2

18.3

Other Equipment
Purchase and Rental

Medical Transportation

Professional Contracts--
Medical

Laboratory Paternity
Determination Costs
(including the costs of
obtaining and
transporting the sample)

Early Intervention
Program Contracts
(Medical Assistance)

Purchase order and invoice should be coded to the function where
the equipment will be used.

Code F4. These are non-vendor payments which include, but are
not limited to:

e Reimbursement to recipients for medical transportation
costs they incurred,

e Cost of meals or lodging en route to and from medical
care, and while receiving medical care,

e Costs of an attendant to accompany the recipient, if
necessary, and the cost of the attendant’s transportation,
meals, lodging, and salary if the attendant is not a
member of the recipient’s family,

e Costs of bus and subway tokens purchased from the local
transportation authority by the SSD for distribution to
MA recipients, and

e Payments to a party that is not the provider of the
transportation service.

Code F5. To qualify as an F5 cost, the contract would be between
the SSD and a skilled professional medical person (hot an
organization) performing a function that qualifies for the
enhanced Federal funding under the F5 function. This person is
not on the SSD’s payroll.

Code F8.4 (Establishment of Paternity). This includes the costs
of: obtaining and transporting blood and other genetic materials;
repeated testing when necessary; analysis of the test results; and
the costs for expert witnesses in a paternity determination
proceeding. (Such costs are only allowable if included as part of
the genetic testing contract.). Such costs are eligible as October 1,
2006 for 66% Federal share, with the remainder of the costs being
shared equally between the State and Local governments.
Expenditures made before 10/01/06 are eligible for 90% federal
share reimbursement and should be claimed on the schedule
appropriate to the period. Repayments of these costs should
reduce laboratory paternity determination expenditures.

Code F4 These are contracts with designated early intervention
agencies that act on behalf of the SSD to identify and assess the
health care needs of infants and toddlers eligible for the Child/
Teen Health Plan. Designated early intervention agencies plan,
coordinate, and monitor the delivery of preventive and treatment
services to meet the child’s health needs.
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Object of Expense Code and Suggested Function or Method of Identifying the Function

Type of Expense and Description of the Expense

19 All Other Direct Purchase orders, invoices and/or other documentation should be
Expenditures coded by functional category. Liability insurance should be coded

F20 or F40. Costs for recognition of foster parents as awards
(plaques, letters of appreciation, award dinners, picnics, etc.,)
should be coded F2.

19.1 | SNAP E&T Participant Code F3.5 These are reimbursable expenses (i.e., transportation)
Reimbursement that enable a recipient to participate in the Supplemental Nutrition
Assistance Program (SNAP) Education and Training. SNAP E&T
Participant expenses are funded at 50% Federal and 50% Local.
Participant expenses should be coded 19.1. There is no spending
limit on these expenditures.

19.2 | Dependent Care Code F3.5 This is reimbursement for dependent care that does not
exceed either the actual cost of care or the market rate for such
care as established by Departmental regulation (18NYCRR415.9).
SNAP E&T families who are eligible for dependent care services
under the CCBG and claimed as CCBG program costs will be
claimed for reimbursement in the first instance on the Schedule H
“Non-Title XX Services for Recipients” (LDSS-4283). SNAP
E&T families who are eligible for dependent care services under
the CCBG and claimed as SNAP E&T dependent care costs will
be claimed for reimbursement on the Schedule D-3 through
supplemental adjustments up to the approved allocation amount.
Any child-care dependent care expenditures incurred for SNAP
E&T families ineligible for CCBG should be claimed on the
Schedule D-3.

19.3 | High School Equivalency | Code F3.2 These costs represent the fees paid on behalf of TANF
(HSE) test Employment or SNAP E&T participants to take the High School
Equivalency test. Currently NYS does not allow a fee to be
charged to take the test. Therefore no amount should be claimed

as 19.3.
19.4 | Employment Related Code F3 These are the value of transportation benefits (such as
Transportation allowances, bus/subway tokens, car payments, car repairs, auto

insurance reimbursement, and van services) provided to
employed families (related either to their work or related job
retention and advancement activities) and provided as a non-
recurrent, short-term benefit (e.g., during applicant job search or
to a recently employed family during a temporary period of
unemployment). Do not use this code for SNAP E&T
participants.
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Object of Expense Code and
Type of Expense

Suggested Function or Method of Identifying the Function
and Description of the Expense

19.5

19.6

19.7

20

21

22

22.1

23

Work Subsidies for
Training

Education and Training

Other Work Activities

Intentional Program
Violation Contracts

Maintenance in Lieu of
Rent (MLR)

EDP Services

EDP Services — One time
development costs, i.e.,
feasibility study, systems
design, programming,
etc.

Fringe Benefits

Code F3 These are payments to employers or third parties to help
cover the costs of employee wages, benefits, supervision, or
training. Do not include payments to or on behalf of participants
in community service and work experience activities.

Code F3 Includes costs related to educational and training
activities for secondary education; adult education, HSE test, and
English as a Second Language (ESL) classes; education directly
related to employment; education provided as vocational
educational training; and post-secondary education. Do not
include the costs of early childhood education or after-school or
summer enrichment programs for children in elementary or junior
high school.

Code F3 These are expenditures on work activities or work
expenses that have not been reported as education or work
subsidies (including costs related to providing work experience
and community service activities, on-the-job training, job search
and job readiness, job skills training, and training provided as
vocational educational training), related services (such as
employment counseling, coaching, job development, information
and referral, and out reach to business and non-profit community
groups), and other work-related expenses (such as costs for work
clothes and equipment). Include such costs when provided as part
of a diversion program or as transitional services to individuals
who ceased to receive assistance due to employment.

Code F10 These are expenditures resulting from a cooperative
agreement between the district and its prosecuting authority for
the prosecution of Intentional Program Violations of one or more
of the assistance programs.

When feasible, MLR costs should be identified to each function
through detailed charts identifying square footage assigned to
each functional unit. If space cannot be so identified, then the
MLR costs should be assigned to an overhead category.

These are EDP services provided to the SSD as indirect costs.
Billing statements received from EDP Service Agencies must
identify all costs by function and type of service.

Same as EDP Services above (Code 14.1).

These costs should be prorated to the various functions based
upon salary costs.
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Object of Expense Code and
Type of Expense

Suggested Function or Method of Identifying the Function
and Description of the Expense

29

30

31.1

31.2

31.3

32.1

32.2

32.3

33.1

All Other Indirect
Expenditures

Case Record Imaging
Initiative

Cooperative Agreements
(related to TANF Child
Support Activities)

Cooperative Agreements
(related to Non TANF
Child Support Activities)

Cooperative Agreements
(related to Non 1V-D
Activities)

Purchase of Services
From Other
Governmental Units
(related to TANF Child
Support Activities)

Purchase of Services
From Other
Governmental Units
(related to Non TANF
Child Support Activities)

Purchase of Services
From Other
Governmental Units

Purchase of Service
From Private Agencies
(related to TANF Child
Support Activities)

Each individual charge should be identified by function. Liability
insurance should be coded to F20 or F40 which ever applies to the
SSD.

Code F-20 (or F40 if your district has F30 expenditures). These
are the charged back costs for the imaging of case record
documents. If the SSD has enough information, the costs can be
direct charged to one of the benefiting functions (F1 to F10). This
should be extremely rare. The theory of overhead being the most
appropriate is that any caseworker in the agency might access a
case at any point no matter what the current case type may be.

Code to the proper Child Support Sub Function (such as F8.2,
F8.2a, F8.3, F8.4, F8.5, or F8.53).

Code to the proper Child Support Sub Function (such as F8.2,
F8.2a, F8.3, F8.4, F8.5, or F8.5a).

Code to the proper Child Support Sub Function (such as F8.2,
F8.2a, F8.3, F8.4, F8.5, or F8.5a).

Code to the proper Child Support Sub Function (such as F8.2,
F8.2a, F8.3, F8.4, F8.5, or F8.5a).

Code to the proper Child Support Sub Function (such as F8.2,
F8.2a, F8.3, F8.4, F8.5, or F8.5a).

Code to the proper Child Support Sub Function (such as F8.2,

F8.2a, F8.3, F8.4, F8.5, or F8.5a).

Code to the proper Child Support Sub Function (such as F8.2,
F8.2a, F8.3, F8.4, F8.5, or F8.5a).
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Object of Expense Code and
Type of Expense

Suggested Function or Method of Identifying the Function
and Description of the Expense

33.2

33.3

35

36

37

Purchase of Service
From Private Agencies
(related to Non-TANF
Child Support Activities)

Purchase of Service
From Private Agencies
(related to Non 1V-D
Activities)

Cooperative Agreements
(Other Than Title IV-D
and Intentional Program
Violations)

Non-Recurrent Costs
(related to TANF
Services)

Special Project Program
Expense

Code to the proper Child Support Sub Function (such as F8.2,
F8.2a, F8.3, F8.4, F8.5, or F8.5a).

Code to the proper Child Support Sub Function (such as F8.2,
F8.2a, F8.3, F8.4, F8.5, or F8.5a).

Each individual agreement should be identified by function(s).

These costs are payments designed to deal with a specific crisis
situation or episode of need and are not intended to meet recurrent
or ongoing needs. Each individual charge should be identified by
function.

Code F17 - These are program costs for certain special projects.
These costs are not administrative in nature but the project needs
to be reported within the RF17 claiming package.
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SPECIAL CONDITIONS AND STANDARDS FOR CLAIMING NON-
SALARY COSTS
Non-salary costs must be claimed in accordance with the general non-salary reimbursement and allocation

principles and conditions described in Department regulations and OMB Uniform Guidance. Special con-
ditions and standards are associated with the following non-salary administrative costs:

e EDP Services and/or Installation Costs

e JOB Accounting Software

e High Density File Storage and Retrieval System
e Reserved Accommodations

e Physical Exams for Foster Parents

e Medical Transportation Costs

e F5 MA Policy Planning/Administration

e Professional Contracts -- Medical

e Laboratory Paternity Determination Costs

e Cooperative Agreements

e Single Audit Costs

e Administrative Surveys and Management Studies
e Office Space

e Equipment

e Liability Insurance

A description of the special conditions for each of the above is reported as follows:

EDP Services and/or Installation Costs

Reimbursement is available for the acquisition and use of EDP equipment, or purchase of data processing
services. As a condition of reimbursement, districts must submit a request for approval, a feasibility cost
benefit analysis and other studies as necessary. The State Department of Family Assistance (DFA) would
evaluate the contribution that the proposed data processing system will make to the general objective of
improved management. The studies should include consideration of adequate staff, expected improve-
ments in agency processes, the relative costs of the proposed system compared to the present system,
improvements in services provided, and the increased speed of processing.

Request for approval may include new service agreements, letters of intent, advance planning documents,
and Requests for Proposals. The depth of studies necessary will vary with the size of the agency and the
extent of its planned use of data processing equipment or services. Please refer to Administrative Directive
01 ADM-6 for the thresholds to be reached before the required submission of requests for prior approvals
for Letters of Intent (LOI), Service Agreements, Advanced Planning Documents (APD), and Request For
Proposals (RFP).
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The local agency is also responsible for the constant evaluation of its EDP system as a condition for the
Department’s continuing approval. This evaluation should focus upon the effective and efficient utilization
of the system in achieving the stated goals.

Claims for reimbursement of these costs may be made after receipt of federal and state approvals. The ini-
tial claims may be submitted for the quarter for which the EDP costs have been incurred provided the data
referred to above has been submitted prior to or during such quarter. If the data submitted is insufficient,
incomplete, not received on time, or does not justify the use of the EDP equipment or services, such claims
will not be subject to reimbursement.

EDP non-salary costs include computer processing, data entry, equipment rental, systems analysis and pro-
gramming services. Accurate cost accounting techniques must be used by the SSDs in assigning EDP costs
to the appropriate functions (F1 through F40). Object of Expense codes may be assigned to EDP as fol-
lows:

e Code 14 - EDP services

e Code 14.1 - EDP services one time development study
e Code 15 - EDP Equipment Rental
e Code 15.1- EDP Equipment, one time costs

JOB Accounting Software

JOB accounting software must be utilized on computer systems which process more than one job at a time
(concurrent processing), a job control log is acceptable for computer systems which process one job at a
time (serial processing). This requirement applies both to SSD operated systems and to municipal agencies
providing a computer service to SSD.

High Density File Storage and Retrieval System

Reimbursement is available for a State approved high-density file storage and retrieval system (micro-
fiche) for social services records. The expenditures incurred for a NYS approved filing system should be
claimed on the Schedule D and the LDSS-923 as a non-salary expense.

An approved filing system (microfiche) must meet the requirements established by the Commissioner of
Education pursuant to Section 57.29 (effective as of August 5, 1988) of article 57-A, Local Government
Records Law, of the New York Arts and Cultural Affairs Law. The previous law superseded by Section
57.29 is Arts and Cultural Law Section 57.11, which replaced Education Law Section 147. The current law
states:
“Any local officer may reproduce any record in his custody by microphotography or other means that
accurately and completely reproduces all the information in the record. Such official may then dispose
of the original record even though it has not met the prescribed legal retention period, provided that
the process for reproduction and the provisions made for preserving and examining the copy meet
requirements established by the Commissioner of Education. Such copy shall be deemed to be an orig-
inal record for all purposes, including introduction as evidence in proceedings before all courts and
administrative agencies.”
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Records Retention and Disposition Schedule CO-2 (revised 2006) (which has been adopted by all the
SSDs) should be referred to for the necessary requirements. If there are any records not covered in the
Schedule CO-2, please retain them and obtain the consent of the Commissioner of Education on their dis-
position. To obtain the consent of the Commissioner of Education for disposition of records contact the
State Archives:

Government Records Services, State Archives

9A47 Cultural Education Center

Albany, NY 12230

Phone: (518) 474-6926; Fax: (518) 486-4923

E-mail: recemgmt@mail.nysed.gov

Web site: http://www.archives.nysed.gov/a/records/mr_pub_co2_partl.shtml

Reserved Accommodations

Reimbursement is available for payments made to certified foster boarding homes to ensure adequate
accommaodations will be available for the immediate reception and care of children. Reimbursement is sub-
ject to the following conditions:

e Payments for reserved accommodations are based on a rate that does not exceed 50% of the rate of
payment when a child is in the home

e The total number of reserved accommodations does not exceed five percent of the total number of
certified boarding home beds in use on the last day of the previous month (or other period reported
in accordance with department requirements)

e The home is not reimbursed solely for reserved accommodations without being utilized for the
care of a foster child for a period in excess of three consecutive months

Reserved accommodations should be claimed as a direct agency expenditure under object of expense code
10 Foster Care, and under the F2.A function on the LDSS-923.

Physical Exams for Foster Parents

Regulations 18NYCRR 600.3(a)(2) and 609.5(b), effective July 1, 1988, apply to physical exams for Fos-
ter Parents. The following should be noted:

e A public agency may pay a provider for a mandated physical examination for a foster parent
e Adistrict may reimburse the foster parent for the costs of the mandated physical exam

e The mandated physical exam should be claimed as a non-salary administrative expenditure under
object of expenditure code 19, function code F2. State reimbursement for the costs incurred by the
district/agency shall not exceed fees established in the State Medical Assistance fee schedule

e A voluntary agency may also pay these costs and have them included in the cost statements used to
compute their rate in which case these costs should not be claimed under administration
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Medical Transportation Costs

Certain medical transportation expenditures must be claimed as administrative costs rather than assistance
costs, the following are the guidelines on which costs are claimable under what group.

e All transportation services furnished by a provider to whom a direct vendor payment can be made
are claimable for reimbursement as assistance costs. A provider is any individual or entity
furnishing Medicaid services under a provider agreement with the Medicaid agency. If there is no
provider agreement in place then the transportation expenditures must be claimed as
administrative costs

e All non-vendor transportation payments should be claimed for reimbursement as administrative
costs

These non-vendor payments include, but are not limited to the following:
1. Reimbursement to recipients for medical transportation

2. Costs of meals and/or lodging en route to and from medical care, and while receiving
medical care

3. Costs of an attendant to accompany the recipient, if necessary, and the cost of the atten-
dant’s transportation, meals, lodging, and, if the attendant is not a member of the recipi-
ent’s family, salary

4. Costs of bus and subway tokens/passes purchased from the local transportation authority
by the SSD for distribution to recipients

5. Payments made to a party that is not the provider of the transportation service

Non-Salary Costs for the F5 MA Policy Planning/Administration

For MA Policy Planning/Administration (F5) non-salary costs, code only the travel and training costs of
staff who are coded F5 and the costs of professional contracts -- medical. All other non-salary costs related
to this function must be coded in the F4 function.

Professional Contracts - Medical

A professional medical contract is a contract between the social services district and a skilled professional
medical person, not an organization, performing in the F5 function. The skilled professional medical con-
tractor is not on the SSD payroll, but must meet all the applicable criteria that are expected of skilled pro-
fessional medical personnel employed by the SSD. The contract costs would be coded to the F5 function.
Enhanced Federal reimbursement of 75% of the Federally participating amount is available for the costs of
compensation, travel and training of these personnel and directly supporting staff. Costs of the professional
contracts--medical are claimed under object of expense 18.1.

The criteria to obtain enhanced Federal reimbursement is as follows:
e Costs must be for necessary activities directly related to the administration of the Title XIX
program. Please note expenditures for the actual furnishing of medical services by skilled
professional medical personnel do not qualify for Federal matching at 75%.

e Skilled professional medical personnel must have professional education and training in a medical
field. Education and training at a professional level means the completion of a 2 year or longer
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program leading to an academic degree or certificate in a medically related profession. This may
be demonstrated by possession of a medical license or certificate issued by a recognized national
or state medical licensure or certifying organization, or a degree in a medical field issued by a
college or university certified by a professional medical organization. Experience in the
administration, direction, or implementation of the Medicaid program will not be considered the
equivalent of professional training in a field of medical care.

e Professional medical expertise must be necessary to fulfill the responsibilities of the skilled
professional medical personnel’s position.

e An employee-employer relationship must exist between the local agency and the skilled
professional medical personnel and directly supporting staff.

e The directly supporting staff must provide clerical services that are directly necessary for carrying
out the professional medical responsibilities and functions of the skilled professional medical
personnel.

The contract between the SSD and the skilled professional medical personnel must outline the duties of the
personnel and demonstrate that they meet all the applicable criteria and are necessary for the administra-
tion of the Medicaid program.

Laboratory Paternity Determination Costs

For Laboratory Paternity Determination Costs, use function code F8.4 (object of expense 18.2) for the
costs of:

e obtaining and transporting blood and other genetic materials
e repeated testing when necessary
e analysis of test results

e the cost for expert witnesses in a paternity determination proceeding. (Such costs are only
allowable if included as part of a genetic testing contract.)

Laboratory Paternity Costs are eligible for 66% Federal reimbursement with a 17% State share and a 17%
local share. Repayments of these costs must reduce laboratory paternity determination expenditures.

Cooperative Agreements

The preparation of Cooperative Agreements (interagency contracts) for administrative services depends on
the social services program. 10 ADM-05 and 10 ADM-02 provide guidelines for the contractual require-
ments for Title IV-D administrative activities. There are also requirements for cooperative agreements pre-
pared for administrative situations other than Title 1\V-D Child Support Activities. Specifications for these
types of cooperative agreements appear below.

There are cooperative agreements related to MA Personal Care Services but these amounts are generally
claimed as MA program costs and are not claimed through administration. See 79 ADM-34 for cooperative
agreement guidelines and instructions when contracting for MA Personal Care Services.

Local Commissioner’s Memorandum 02 LCM-11 entitled “Model HEAP Cooperative Agreements/Con-
tracts” provides the necessary provisions for HEAP Services agreements. Those SSD contracts/agreements
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that use the provisions contained in this model contract/agreement will be considered to be approved and,
therefore, would not need to be submitted to the Bureau of Financial Services (BFS) for prior review or
approval.

Due to the different requirements, each of the types of cooperative and contractual agreements should be
handled as separate agreements and should not be combined into one agreement. I\V-D agreements should
be forwarded to the Division of Child Support Enforcement of NYSDFA for review and approval. All
remaining agreements pertaining to administrative costs (not program related costs) should be submitted to
the BFS for review and any necessary approvals.

Regulation 18NYCRR 600.3 applies to cooperative agreements and purchase of service agreements. The
following should be noted:

e 18 NYCRR 600.3 (b) (8) states costs relating to the implementation of cooperative agreements and
purchase of service agreements must not be reported in any manner that results in any portion of
such cost being subject to reimbursement by the department unless prior approval for such
agreement has been obtained from the department or unless such agreement is specifically
permitted or required by the Social Services Law, department regulation or policy.

e 18 NYCRR 600.3 (b) (9) states costs relating to expenditures or adjustments for which prior
approval from the department or other entity is required must not be reported in any manner that
results in any portion of such cost being subject to reimbursement unless such prior approval has
been obtained, as required by the department.

e 18 NYCRR 600.3 (b) (10) states costs subject to reimbursement must not be reported in any
manner which is contrary to department direction.

Necessary Provisions of Cooperative Agreements and Interagency Contracts

The following items should be included in cooperative agreements or interagency contracts for all agree-
ments and contracts except those dealing with Title I'V-D Child Support and Title XI1X Personal Care Ser-
vices.

The agreement or contract must contain:
o Effective dates, including effective beginning and ending dates

e Anindication that the local Commissioner of Social Services has organizational supervision of any
staff working under the terms of the agreement

e Anindication that the local Commissioner of Social Services may have input into the assignment,
retention, and reassignment of any staff working under the terms of the agreement, but that the
ultimate authority for these staff remains with the appointing office

e Specify that all records concerning the agreement or contract must be available for a period of at
least six (6) years from the end date of the agreement or contract and must be made available for
audit by NYSDFA, NYS Audit and Control, and DHHS (and USDA if appropriate)

e Contain a budget outlining all costs, which will be the maximum amount upon which claims will
be based. For cost based arrangements, include the line item budget for costs that are rate based
and reference the cost categories along with the estimated amount by category. For performance
based contracts, identify the payment points and the values tied to each payment point
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e Include a clause whereby the other party agrees to comply with the Civil Rights Act of 1964 as
amended by Executive Order 11246, 41 CFR Part 60, Section 504 of the Rehabilitation Act of
1973 and 45 CFR Parts 84 and 85

e State the responsibilities and limitations thereon of the agency with which an SSD is contracting or
entering into an agreement

e Indicate the SSD will provide reports, documents and other information that will enable the other
party to perform its duties under the agreement

e State the method by which the other party will be reimbursed for its services

e Make provisions for termination by the SSD with thirty (30) days notice to the other party without
cause and immediately if for cause or if federal or state reimbursement is terminated or not
allowed

e Specify that all information exchanged between agencies is confidential and will be used only for
the intended purposes. Measures shall be taken to safeguard the confidentiality of such
information to the extent required by applicable state and federal laws and regulations

e That any disclosure of confidential HIV-related information shall be accompanied by a written
statement as follows:

“This information has been disclosed to you from confidential records which are protected by State
law. State law prohibits you from making any further disclosure of this information without the
specific written consent of the person to whom it pertains, or as otherwise permitted by law. Any
unauthorized further disclosure in violation of State law may result in a fine or jail sentence or
both. A general authorization for the release of medical or other information is not sufficient
authorization for further disclosure”.

Once an agreement has been approved by the Bureau of Financial Services, the SSD may renew the agree-
ment on a yearly basis, if there are no major changes, by submitting a letter of request. The letter should
state the agreement to be renewed, the new period, and the projected budget amount. It should also state
that all other provisions of the agreement remain in force with the signatures of the commissioner and all
pertinent parties in place. The Bureau of Financial Services will issue approval after its review.

These cooperative agreements and renewal requests should be submitted to the Office of Temporary and
Disability Assistance, Bureau of Financial Services.

Electronic copies of these agreements should be mailed to the following e-mail address:
bfs.CoopAgmts@otda.ny.gov

Expenditures pursuant to cooperative agreements for Intentional Program Violation cases should be
reported on the LDSS-923 (Cost Allocation Schedule of Payments Administrative Expenses Other Than
Salaries) under object of expense 20 - Intentional Program Violation Contracts. Expenditures for coopera-
tive agreements other than those for Intentional Program Violations and Title IV-D Child Support Services
should be reported on the LDSS-923 under object of expense 35 -- Cooperative Agreements other than
Title IV-D. Each expenditure should be identified by function. Payments to another governmental unit for
services provided under a cooperative agreement or an interagency contract are made from the Social Ser-
vices Administration appropriation expense account, A6010.
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Generally, when another local governmental entity is conducting activities that it has an independent legal
responsibility to conduct, the cost of the activity is not reimbursable with funding provided through NYS
Office for Children and Family Services (OCFS). The regulation 18 NYCRR 600.3 (c) (1) states that reim-
bursement will be available only for expenditures permitted by State or Federal law or regulation.

The following types of costs performed by other county or local governmental entities may not be claimed
for federal or state funding provided through OCFS:

e costs of law enforcement (district attorney office and/or police or sheriff’s department) personnel
conducting investigations or prosecuting child protective services cases irrespective of whether
those personnel are members of a multi-disciplinary team and/or work out of a child advocacy
center. Although law enforcement staff may work in conjunction with local social services district
staff on such cases that does not make the costs associated with criminal investigations and
prosecutions reimbursable through OCFS;

e costs of law enforcement personnel engaged in criminal investigations and prosecutorial activities
including any follow-up activities relating to domestic violence, family violence, sex offense and/
or adult protective incidents. Any other types of services that may be provided by such entities
must meet the applicable statutes, regulations and policies relating to such services in order to be
allowable;

e costs of county attorney or district attorney personnel relating to presentment agency activities in
juvenile delinquency (JD) or persons in need of supervision (PINS) cases. (Note: With an
appropriate agreement in place, reimbursement is available for the costs of county attorney
personnel representing a local social services district in applicable court matters solely relating to
the local social services district’s responsibilities.);

e costs of probation department staff performing any activity other than providing preventive
services as diversion services in potential JD and PINS cases in accordance with applicable statute,
regulations and policies. Examples of unallowable probation department personnel costs include,
but are not necessarily limited to, performing court-ordered investigations, pre-sentencing
activities, probation supervision, violation of probation activities; and

e costs for legal assistance provided by the county attorney’s office to represent the probation
department in court relating to any duties of the probation department.

Refer to 14-OCFS-INF-03 for further information regarding cooperative agreement components that are
not allowable for reimbursement through funding provided by OCFS.

Cooperative Agreements and Purchase of Service Agreements for Local Child
Support Enforcement and Support Collection Units

Cooperative agreements and purchase of service agreements allow Child Support Enforcement Units
(CSEU) and Support Collection Units (SCU), respectively, to carry out major functions of the program.
There are slight differences in the two types of agreements.

A cooperative agreement is an agreement between an SSD and the county attorney, corporation counsel, or
other local law enforcement officials. 10 ADM-02 provides a format for the Cooperative Agreement/Pur-
chase of Services Agreement specific to contracting legal services for Title IV-D.

A purchase of service agreement tends to be a formal document when it is between a local CSEU or SCU
and other local agencies. It is in all senses a contract when entered into with private providers. SCU’s can
only enter into purchase of service agreements. Examples of purchase of service agreements are contracts
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with private attorneys to provide legal services to the non-TANF population, contracts with credit bureaus,
or contracts with collection agencies. In addition to 10 ADM-02, 10 ADM-05 provides guidelines for the
contractual requirements for Title IV-D administrative activities.

Both types of agreements offer the following benefits to CSEUs:

Availability of additional staff resources who are highly qualified to deliver paternity and support
functions essential to the Child Support operations

Assurance that uniform, quality services are being delivered throughout the jurisdiction

A higher priority may be given to the specific task (i.e., contractor can devote his/her full time to
the project function)

Provide a means for defining program activities and evaluating results

All of these cooperative and purchase of service agreements must include provisions for the following:

Adequate supervision and monitoring by state and SSD officials

A statement of the specific tasks to be performed by the contractor

Standard(s) for performance measurement

A budget that outlines the costs the contractor will charge for the contracted services or functions
A statement of the records and reporting requirements

A commencement and termination date

Clearly stated organizational relationships, e.g., who is accountable to whom, resources to be used,
etc.

A justification that the purchase of service agreement is the most cost effective way of providing
this service

If applicable, a justification of the contractor for using two or more part-time employees. This
justification should show that the combined time under the agreement would be greater than the
full-time equivalent of one full-time employee

The specific documentation that is to be provided by the contractor to the SSD which is required to
support claims for federal and state reimbursement for services performed under the agreement

Specify that the parties will comply with Title 1\V-D of the Social Security Act, implementing
Federal and State regulations and any other applicable Federal and State regulations and
requirements.

Procedures to ensure that any information given to the contractor shall be treated confidentially

A provision for the bonding of any contractor employee who will have access to, or control over
child support collections as required by 18 NYCRR 346.5

A provision that the agreement may be terminated by the SSD upon 30 days written notice to the
other party without cause. There should be a clause to allow for the immediate termination for
cause, or if federal or state reimbursement is terminated or not allowed.

Agreements or memorandum for legal services should follow the format of the sample Agreement/memo-
randum included in 10 ADM-02. This sample includes all the required terms and conditions.
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All Title I'V-D cooperative and purchase of service agreements must be submitted to the Division of Child
Support Enforcement for prior approval.

A hard-copy of the agreement must be mailed to the following address:
Office of Temporary and Disability Assistance
Bureau of Program Operations, Center for Child Well-Being
Attention: Division of Child Support Enforcement
40 North Pearl St., 13th Floor
Albany, NY 12243-0001

An electronic copy may additionally be sent to both of the following e-mail addresses:
Timothy.Lane@otda.ny.gov
Karen.Sicurelli@otda.ny.gov

NYS DCSE will notify the SSD within 45 days of receipt of the agreement for approval. Agreements that
are not approved will be returned with comment.

Costs incurred by other local agencies through Cooperative Agreements and Purchase of Service Agree-
ments are to be supported by the LDSS-2674 “Allocation Summary--Title IV-D Program.” Instructions for
the preparation of this form appears in Chapter 15. For services negotiated on a per case basis, the LDSS-
2674 form does not have to be prepared. Payments to another local governmental unit for services pro-
vided under a cooperative agreement or an interagency contract are made from the Social Services Admin-
istration appropriation expense account, A6010.

Expenditures for cooperative agreements and purchase of service agreements for Child Support and Col-
lection Activities are reported on the LDSS-923A and LDSS-923. They should be coded to a range of
object of expense codes (i.e., 31.1, 31.2, 31.3 for cooperative agreements and 32.1, 32.2, 32.3 33.1, 33.2,
33.3 for purchase of services). Each agreement and accompanying expenditure should be identified to the
F8 function.

Single Audit Costs

Federal and State reimbursement will be available for the SSD portion of the “single audit” costs. Unless
prohibited by law, the costs of audits are allowable if made in accordance with the provisions of the Single
Audit Act Amendments of 1996 and the Uniform Guidance. The SSD portion of the “single audit” cost can
be derived by determining the SSD percentage of total dollars audited. For claiming purposes, the SSD
related costs should be claimed as an indirect agency non-salary expense on the LDSS-923 under object of
expense 29, in the administrative overhead (F-20) function.

Administrative Surveys and Management Studies

According to Department Regulation 18 NYCRR 609.5(a) reimbursement is available for the cost of sur-
veys or management studies made by private agencies only when the survey or management study is con-
ducted in accordance with Department requirements and prior written approval has been obtained from the
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Department. To obtain Department approval, sufficient information must be furnished to the Bureau of
Financial Services to make a valuation. Requests for approval should contain the following information:

e The reason for the survey or management study

e The scope of the survey or management study

e The information needed to be collected during the survey or management study
e The potential sources of the information

e The objectives or constraints imposed upon the survey or management study

e The potential problems

e The tentative schedule for completion

e The format for recommendations by the party conducting the survey or study

e The cost effectiveness indications to be contained in the recommendations of the survey or
management study

e A personal resource statement indicating the availability of qualified and adequate staff, including
the identification of a project director

If approved, the costs can be claimed as non-salary costs on the Schedule LDSS-923, under function F20,
Object of Expense Code 19 -- All Other Direct Expenditures. These costs are eventually brought forward
to Schedule D and allocated to the various operational functions.

If the management survey is to be performed for the entire county operation and is not SSD specific, regu-
lations 18 NYCRR 609.5(a), would not apply. However, such costs are a proper administrative expense on
the part of the county and should be included in the county’s central services costs plan. (Chapter 6)
describes the procedures for certifying and claiming central services amounts.)

Office Space

Reimbursement is available for the costs of office space occupied by the SSD. Space may be rented or
owned by the SSD. Rental of privately owned space is reimbursed based on actual charges. Rental of pub-
licly owned space is reimbursed pursuant to a maintenance in lieu of rent (MLR) computation. The SSD
may also own the building that it occupies, and reimbursement is also provided pursuant to a maintenance
in lieu of rent computation. This MLR computation is used to compare the cost per square foot of the gov-
ernment owned building with the cost per square foot of a comparable privately owned building.

Before commitments are made for the construction, reconstruction, conversion or purchase of a public
building, SSD officials must consult with the State Department of Family Assistance (SDFA). The purpose
of the consultation is to determine whether the proposed plans will adequately meet the needs of the dis-
trict. The SDFA must also be consulted regarding plans for repairs or alterations to either publicly or pri-
vately owned office space occupied or to be occupied by an SSD.

Reimbursement for Rental of Privately Owned Space

Reimbursement of rent paid by a governmental entity on behalf of an SSD for space in a privately owned
building will be based on the actual rent paid by such entity. The rent however, must be reasonable com-
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pared to rental costs of comparable property, market conditions in the area, alternatives available, and, the
type, life expectancy, condition and value of the property leased. Where it is necessary for the governmen-
tal entity to pay, in addition to the rent, certain maintenance costs, reimbursement will be based on actual
payments made. Such maintenance costs would include fuel, light, power, water, real estate taxes, insur-
ance, supplies or materials, and contractual services for cleaning, decorating and recurring repairs.

Reimbursement for repairs and non-recurring alterations may be claimed provided the:
e Cost of repairs and alterations plus the rent paid does not exceed comparable commercial rent

e Repairs and alterations are necessary to meet the particular office needs of the SSD and the cost is
to be borne by the responsible governmental entity under the terms of the lease

e Proposed repairs and alterations will not unreasonably enhance the value of the property for the
landlord upon the termination of the lease

e Costs of major repairs and alterations are spread over the life of the lease. The amount of
reimbursement to be paid during a particular claiming period is determined by multiplying the
total cost of the repairs and/or alterations by a fraction in which the length of the claiming period is
the numerator and the total duration of the lease is the denominator.

Reimbursement for Publicly Owned Space

Office space occupied by a governmental entity in a building owned by another governmental entity or
subdivision will be considered to be publicly owned space. Reimbursement for interest costs will be avail-
able to the extent that federal participation is available for interest incurred to finance the capital expendi-
tures for office space. Other capital investments in public buildings may be claimed only as maintenance in
lieu of rent or as depreciation representing such costs. Capital investments include the following:

e Construction of a building
e Construction of an addition to a building

e Purchase of a building and the repair, alteration, or reconstruction of the building to make the
space suitable for occupancy

e Reconstruction or alteration of a building

e Capital repairs and non-recurring alterations

Maintenance Costs in Lieu of Rent (MLR)

Reimbursement is available for the cost of service and maintenance in lieu of rent in public buildings when
such costs can be identified as the expense of maintaining the space suitable for continuous occupancy.

Reimbursement may be claimed for direct expenses of an SSD, including cleaning, fuel, light, power and
water.

Reimbursement is also available for indirect expenses, including depreciation and allowable expenditures
for maintenance incurred by other governmental entities or subdivisions. Such costs would be claimed
periodically at a monthly rate of 1/12 of the annual cost per square foot.

Maintenance costs in lieu of rent must not exceed the comparable rent of privately owned space in the
community or similar location with equal convenience to the agency. Costs will be computed on the basis
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of an annual square foot rate that is a reasonable approximation of actual costs, unless actual costs are
determined and claimed on a current basis. Subsequent to the close of the SSD’s fiscal year, the approxi-
mated costs claimed for the previous year shall be adjusted on the basis of actual costs. MLR charges that
are claimed must not exceed actual cost.

Claims for reimbursement relating to space must be reconciled with a statement of estimated annual main-
tenance costs (SEAMC). The SEAMC must be supported, except when otherwise instructed by the depart-
ment, by three independent written appraisals of comparable rent. The statement will also include:

e An estimate of total direct and indirect costs
e A total cost rate per square foot for comparison purposes

e And, an indirect expense rate per square foot for use in claiming reimbursement

Prior approval of the department is required for reimbursement whenever the total cost rate per square foot
exceeds 75% of the lowest appraisal of comparable rent. The department will consider granting such
approval only if the SSD submits to the department the necessary information on office space rental
charges for publicly owned buildings, and a statement, of estimated annual maintenance costs relating to
space (SEAMC) with supporting documentation.

For the first year of occupancy, the initial request for approval must be submitted no later than the end of
the first quarter in which the space is occupied and the final schedules of estimated annual maintenance
costs not later than the end of the fourth quarter. An extension of time may be requested if there is an
unavoidable delay in the compilation of the necessary data, provided the department is notified immedi-
ately in writing of the reasons for the expected delay.

Not later than twelve months after the close of the annual period upon which an estimated rate for mainte-
nance in lieu of rent has been established, the rate must be revised based upon actual costs determined for
the year.

Retroactive claims for reimbursement based upon a revised rate must be made before the last day for sub-
mission of the regular claim for the period including the twelfth month of the next fiscal year. These retro-
active claims may include adjustments from and including the first month of the prior fiscal year. When
calculating the actual costs for the prior year, it is found that the total costs exceed 75% of the lowest
appraisal, then the SSD must submit the documentation for the publicly owned office space with its retro-
active claim.

MLR charges must be revised by the SSD if there is any change in the amount of space. The SSD would
also need to revise their MLR should they occupy space in buildings other than the ones for which the rate
was originally established.

In requesting maintenance in lieu of rent approval, the SSD is required to complete form LDSS-539 “Infor-
mation on Office Space Rental Charges in Publicly Owned Buildings.” This form must be submitted with
supporting schedules. Instructions for completing the LDSS-539 and supporting schedules (including the
Statement of Estimated Annual Maintenance Cost) are described in detail in Chapter 24 of this manual.
Department Regulation Part 609.5 governs claiming for maintenance in lieu of rent expenditures.
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Unallowable Costs

As for federal reimbursement under the Title IV-D Child Support Enforcement Program, per 45 CFR
304.23, “Expenditures for which federal financial participation is not available,” includes subpart (c) Con-
struction and major renovations.

Equipment

Equipment is defined as an article of tangible personal property that has a useful life of more than two
years and an acquisition cost of $500 or more. Equipment purchased by the SSDs, including equipment
purchased under service agreements with other local agencies and under cost type contracts, are eligible
for federal and state reimbursement. In computing claims for federal financial participation, equipment
having a unit acquisition cost of $25,000 or less may be claimed in the period acquired, or it may be depre-
ciated at the option of the local agency who must approve the specific purchase and claiming of the cost of
the item. Equipment having a unit acquisition cost of more than $25,000 shall be depreciated. The cost of
equipment will be claimed over the period of depreciation.

Service agreements with other local agencies and cost type contracts for equipment should require that the
equipment (or its residual value) be transferred to the SSD when the equipment is no longer needed for the
contract or service agreement activities.

There are special conditions, studies and procedures under which EDP equipment will be reimbursed. Prior
Department approval needs to be obtained before purchasing or leasing EDP equipment. Please refer to
Administrative Directive 01 ADM-6 for details on purchasing or leasing EDP equipment.

The SSD is responsible for adequately managing the equipment, maintaining records on the equipment,
and taking periodic physical inventories. Physical inventories may be made on the basis of statistical sam-

pling.

The following requirements apply to the disposition of equipment:
e If the cost of the equipment was claimed previously, and the equipment is later sold, the proceeds
of the sale shall be credited to current expenditures in approximate proportion to the distribution of
the equipment cost

e If the cost of the equipment was claimed previously and the equipment is later transferred to an
activity that does not involve the programs previously funded by the federal and state
governments, then the fair market value of the equipment on the date of the transfer shall be
credited to current expenditures. The credit should be applied in approximate proportion to the
funding sources charged for the original cost of the equipment.

e If the cost of the equipment was claimed at acquisition, and the equipment is later traded in on
other equipment, then the claims for federal and state reimbursement for the costs of replacement
equipment shall be limited to the additional outlay

e If the equipment was depreciated, any gain (or loss) on the disposition of the equipment shall be
treated as a decrease (or increase) to the depreciation expense of the period the disposal took place.
This provision does not apply to equipment whose costs were claimed for federal and state
financial participation through use allowances.
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Liability Insurance

The following procedures will provide SSDs with references to applicable laws and regulations for estab-
lishing reserve funds for purposes of self-insurance for liability. These procedures also cover reporting of
all liability insurance costs applicable to the SSD.

Claiming

Insurance costs applicable to the SSD operations should be allocated based on their cost allocation plan
pursuant to OMB Uniform Guidance methodologies. Once social service costs are identified, the costs are
claimed as a non-salary expense (not as a central services expense) under either object of expense code 19
or code 29 on the LDSS-923. These costs are then included on the Schedule D in either the F-20 SSD
Administrative Overhead function or the F-40 Overall Overhead function. Self-insurance costs are to be
determined on a sound actuarial basis. Reserve funds must conform to General Municipal Law, Section 6-
n provisions as well as federal guidelines set forth in OMB Uniform Guidance.

Liability insurance costs related to the SSD are included in either object of expense 19 or 29. These costs
cannot be included as central services costs on the Schedule D. Liability insurance costs allocated to other
local agencies are reimbursable for federal funding only as central services costs pursuant to Social Service
Law (SSL) 153-a.

Applicable Law, Regulation and/or Directive

The following are excerpts of the General Municipal Law and the Office of Management and Budget
(OMB) Uniform Guidance which pertains to self insurance:

Section 6-n of the General Municipal Law

la. “Municipal corporations’ as used in this section, shall mean a municipal corporation, as
defined in section 2 of this chapter, school district, except a school district in a city with a
population of 125,000 or more, board of cooperative educational services, fire district, a
district corporation and a special improvement district governed by a separate board of
commissioners.

1b. “Judgments,” ““actions,” and ‘“‘claims” as used in this section, shall mean those
judgments, actions and claims against the municipal corporation that arise out of those
kinds of risks for which expenditures may be made pursuant to subdivision 2 of this
section.

2. The governing board of any municipal corporation may establish a reserve fund to be known as
the insurance reserve fund. Upon the creation of the fund, the municipality may make expenditures
from the fund for any loss, claim, action, or judgment for which the municipal corporation is
authorized or required to purchase or maintain insurance, except those kinds of risks for which
insurance is authorized pursuant to paragraph one, two, three, sixteen, seventeen, eighteen, twenty
two, or twenty three of subsection (a) of section one thousand one hundred thirteen of the
insurance law; provided however, that no municipality shall make expenditure from such fund for
any loss, claim action or judgment for which the municipal corporation has authority to establish
a reserve fund under any other provision of law or for payments in lieu of contributions under
article eighteen of the labor law.
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3. There may be paid into such fund:

a. Such amounts as may be provided by budgetary appropriations
b. Amounts from any other fund authorized by resolution subject to permissive referendum;

and
c. Such other funds as may be legally appropriated.
4, The amount paid into such fund during any fiscal year shall not exceed the greater of thirty-three

thousand dollars or five per centum of the total budget for such fiscal year.

5. The money in such fund shall be deposited in one or more of the banks or trust companies
designated in the manner provided by law as depositories of the funds of such municipal
corporation. The governing board, or the chief fiscal officer or officer having custody of such
money of such municipal corporation, if the governing board shall delegate such duty to him, may
invest the monies in such fund in obligations specified in section 6-f of this chapter; provided,
however, that money of school districts and boards of cooperative educational services may be
invested in obligations specified in section seventeen hundred twenty three-a of the Education law.
Any interest earned or capital gain realized on the money so deposited or invested shall accrue to
and become part of such fund.

6. The chief fiscal officer shall account for this fund separate and apart from all other funds of the
municipal corporation. Such accounting shall show: the source, date and amount of each sum paid
into the fund; the interest earned by such fund; capital gains or losses resulting from the sale of
investments of this fund; the order, purpose thereof, date and amount of each payment from this
fund; the assets of the fund, indicating cash balance and a schedule of investments. The chief fiscal
officer, within sixty days of the end of each fiscal year, shall furnish a detailed report of the
operation and condition of this fund to the governing board. The chief fiscal officer shall also keep
a separate account for each kind of risk funded pursuant to subdivision two of this section.

7. Notwithstanding any provision of law to the contrary, municipal corporations, shall not have the
power to enter into agreements, among themselves or one for the other, to pool their reserve fund
established pursuant to subdivision two of this section for the payment of judgments, actions and
claims.

8. Any action or claim shall be compromised or settled by the governing board, officer or employee
of the municipal corporation authorized to settle or compromise actions or claims on behalf of the
municipal corporation.

9. An expenditure may be made from this fund for the payment of all or part of the cost, including
interest, of:
a. Judgments;

b. Actions that have been compromised or settled and that have been approved by the court
in which the action or proceeding is pending;

c. Claims that have been settled or compromised and that have been approved by a justice of
the supreme court of the judicial district in which the municipal corporation is located;

d. The uninsured portion of any loss if such loss arises out of a kind of risk described in sub-
division two of this section.

e. Expert or professional services rendered in connection with the investigation, adjustment
or settlement of claims, actions or judgments.
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10. The order of the court or the justice approving such settlement or compromise may be granted
upon motion of the body, officer or employee of the municipal corporation authorized to do so,
supported by an affidavit setting forth the cause of action or claim against the municipal
corporation and also such other information which, in its or his opinion, will enable the court or
justice to arrive at a determination that such compromise or settlement is just, reasonable and to
the interest of the municipal corporation. Such body, officer or employee may also present the
affidavit of other persons in support of such motion. The court or the justice, in order to arrive at
such a determination, may require such body, officer or employee to present additional
information by a supplementary affidavit or affidavits or may require other persons to present
additional information by their affidavits.

11. Notwithstanding subdivisions eight and nine of this section or any other provision of law to the
contrary, the governing body of any municipal corporation may, without judicial approval,
compromise or settle any action or claim and make an expenditure from this fund where the
amount of such settlement or compromise does not exceed twenty five thousands dollars.

12. The members of the governing board shall be guilty of a misdemeanor if they:
a. Authorize a withdrawal from this fund for any purpose except as provided in this section;
or
b. Expend any money withdrawn from this fund for a purpose other than as provided in this
section.
13. If, after the establishment of such fund, the municipality determines that such fund is no longer

needed, the moneys remaining in such fund may be transferred to any other reserve fund of the
municipal corporation authorized by this chapter that is comprised of moneys which were raised
on the same tax base as the monies in the reserve fund established under this section or section
thirty six hundred fifty one of the education law, only to the extent that the moneys in this fund
shall exceed the sum sufficient to pay all liabilities incurred or accrued against it. Prior to the
discontinuance of such fund, the fiscal and legal officers of such municipal corporation shall
certify to the governing board thereof the amount that may be necessary to retain in such fund to
satisfy all liabilities incurred or accrued against it and such sum shall be retained in the fund for
payment of such amounts or until later certified that such funds are no longer needed.

Allowable Costs

According to OMB Uniform Guidance, the following insurance and indemnification costs are allowable:
a. Costs of insurance required, or approved and maintained pursuant to the grant agreement,
are allowable.
b. Costs of other insurance in connection with the general conduct activities are allowable
subject to the following limitations:
1. Types and extent and cost of coverage will be in accordance with general state or
local government policy and sound business practice.
2. Costs of insurance or of contributions to any reserve covering the risk of loss of,
or damage to, federal government property are unallowable except to the extent
that the grantor agency has specifically required or approved such costs.

c. Contributions to a reserve for a self-insurance program approved by the Federal grantor
agency are allowable to the extent that the type of coverage, extent of coverage, and the
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d.

rates and premiums would have been allowed had insurance been purchased to cover the
risks.

Actual losses which could have been covered by permissible insurance (through an
approved self-insurance program or otherwise) are unallowable unless expressly provided
for in the grant agreement. However, costs incurred because of losses not covered under
nominal deductible insurance coverage provided in keeping with sound management prac-
tice, and losses not covered by insurance, such as spoilage, breakage and disappearance of
small hand tools which occur in the ordinary course of operations are allowable.

Indemnification includes securing the grantee against liabilities to third persons and other
losses not compensated by insurance or otherwise. The government is obligated to indem-
nify the grantee only to the extent expressly provided for in the grant agreement, except as
provided in d. above.

Unallowable Costs

According to OMB Uniform Guidance, contributions to a contingency reserve or any similar provision for
unforeseen events are unallowable.

ADMINISTRATIVE REFUNDS AND CANCELLATIONS

Monetary receipts or cancellations for administrative expenses should reduce current administrative claims
if they represent a reduction of amounts for which reimbursement was previously claimed; unless an SSD
is required to report or repay such amounts separately or has already repaid the state those amounts not
entitled to be retained by the district.

Refunds may include, but are not limited to, the following:
e Amounts obtained by any legal process authorized by the Social Services law or any other law

e Income from real or personal property assigned to an SSD or otherwise acquired by the district in
relation to services or expenditures for a recipient

e Repayment by or voidance of reciprocal amounts otherwise due to a recipient, a provider, a vendor
or other payee or entity entitled to payment

e Other proceeds payable to an SSD for costs subject to reimbursement by the department

Other amounts required to be reported as decreases in costs, as instructed by the department, include but
are not limited to the following:

e Refunds of any type

e Monies or value available for credit to a social services agency, but which the agency elects not to
collect, enforce or pursue with the direct or implicit approval of the SSD

e Canceled checks or checks which have not cleared through the bank within 90 days from the date
of issuance

e Cancellation of indebtedness or obligations of an SSD or related governmental entity

e Available credits or obligations accruing to the benefit of SSDs or other governmental entities

o Receipt of services or benefits by an SSD or other governmental entities in lieu of repayment
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e Other transactions or available benefits that should result in reductions of reimbursement or in
repayments of reimbursement

CLAIMING OF NON-SALARY COSTS AND ADMINISTRATIVE
REFUNDS AND CANCELLATIONS

Each non-salary expenditure item, including cancellations, refunds, and adjustments, thereto, must be
coded to the function and object of expense codes noted above. All of the above noted items are listed on
the LDSS-923 “Cost Allocation Schedule of Payments-Administrative Expenses other than Salaries.”
They are listed in order of object of expense code and distributed to the proper function(s). Cancellations
and refunds are reported as credits to object of expense amounts. Net non-salary costs listed on the LDSS-
923 may also be broken down into further detail on one of the following non-salary claiming forms,
depending on the non-salary expense:

e LDSS-923A “Schedule of Payments for Administrative Expenses other than Salaries, Title IV-D

Child Support and SCU Costs (Detail)”

e LDSS-923B “Schedule of Payments for Administrative Expenses other than Salaries for Other
Reimbursable Programs”

After non-salary expenditures are listed on the above detail reports, the amounts are totaled by object of
expense and function. The summary totals are transferred to the LDSS-923 Summary which must be sub-
mitted to the State each month. The column totals from the LDSS-923 Summary are transferred to the
LDSS-2347 “Schedule D, DSS Administrative Expense Allocation and Distribution by Function and Pro-
gram,” line 15.

Detailed line-by-line instructions for the above forms appear in Chapter 7.

DONATED FUNDS AND/OR IN-KIND SERVICES

Donated funds are cash contributions donated to the SSD from public or private sources. In-kind contribu-
tions are property or services that benefit an SSD project or program and are contributed by a non-govern-
mental entity without charge to the governmental unit. Donated funds are valued by cash received while in
kind contributions are not as easily valued. The following general guidelines and procedures are provided
to aid SSDs in applying in-kind contributions in whole or in part as “funding” for the local share for SSD
programs.

Basic Rules for Determining In-kind Contributions

e Values of in-kind contributions may not be used if they have been counted toward matching
another Federal or State program or grant

e In-kind contributions may be used only if the item being contributed is normally an allowable cost
reimbursable under the program

e The benefiting entity (SSD) should exercise control or supervision over the in-kind contribution
when practical. In other words, volunteers are supervised by SSD staff
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Valuation of In-kind Contributions

e Unpaid services (volunteers) shall be valued at rates consistent with those normally paid for
similar work. An amount for fringe benefits is allowable. The SSD’s fringe benefit rate should be
used up to a maximum rate of 30%

e Supplies donated shall be valued at the market value of the supplies at the time of the donation

e Use of equipment or space shall be valued at the market value of the assets at the time of the
donation

Records

Records for in-kind contributions must be maintained and must show how the value placed on the in-kind
contribution was derived.

Guidelines for Reporting Donated Funds or In-kind Services

Pursuant to Section 131-g of the Social Service Law (SSL), an SSD may apply for, accept, receive and
expend public and private gifts or grants of money, property or services. However, Section 153-b of the
SSL (Reimbursement of Services) provides that expenditures by an SSD from such grants or gifts are not
subject to State reimbursement pursuant to the Department’s general reimbursement provisions. Rather,
they are conditioned by Department regulations 18NYCRR Part 390, and are limited to the extent of any,
and only in the amount of Federal funds received because of such expenditures. The only exception to this
rule is Preventive Services legislation that specifically allows donated funds and in-kind contributions to
be used to claim State funds within certain limits.

Preventive Services

The principles governing the use of matching funds and, in particular, the use of in-kind services as well as
non-tax levy funds for Preventive Services activities are found in Department regulations at 18 NYCRR
Parts 390 and 423.5(b).

Mandated Preventive Services

Part 390 provides that any donated funds that are received by the SSD must be given in such a way that the
funds are physically transferred to the county and SSD and are under the complete administrative control
of the county and the SSD for use by the district. Generally, the donated funds must be given on an unre-
stricted basis. Funds may be donated to support a particular activity or kind of activity or to support activi-
ties in a particular community. The person or organization donating the funds, however, may not sponsor
or operate the activity being funded. The donor also cannot be legally entitled to derive any future benefit
from the use of the funds for the support of the activity or activities funded at the time the donation is com-
pleted legally. When funds are given according to these rules, the donated funds may be used to support the
non-Federal share (state and local) of the service(s) being provided or purchased.

Department regulation 18NYCRR 423.5(b)(1) provides that in-kind/indirect services and/or non-tax levy
funds (including but not limited to privately donated funds) may be used for the specific provision or pur-
chase of mandated preventive services. The enactment of the Child Welfare Finance legislation authorized
the use of privately donated funds as part of the match of costs for mandated preventive services. Please
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see Local Commissioners Memorandum 02 OCFS LCM-20 entitled “Donated Funds, Child Welfare
Finance” for full details.

Non-Mandated Preventive and Community Preventive Services Program

Department regulation 18NYCRR 423.5(b)(2) provides that an SSD’s share of the costs of non-mandated
preventive services provided pursuant to subdivision (2) of section 409.a of the Social Services Law or of
the costs of community preventive services provided pursuant to subdivision (3) of section 409.a of the
Social Services Law may be met in whole or in part by in-kind or indirect services or by non-tax levy
funds, including, but not limited to, privately donated funds. Privately donated funds may be used as part
of the match of the non-mandated preventive or community preventive services costs. Please see 02 OCFS
LCM-20.

Independent Living Services Program

The Chafee Foster Care Independence Program (CFCIP) enacted by the Foster Care Independence Act of
1999 provides CFCIP funds for only 80 percent of the State’s total Independent Living (IL) program
expenditures up to the amount of the Federal CFCIP allocation. State Foster Care Block Grant funds are
available as part of the matching funds requirement for IL services. When these Foster Care Block Grant
funds are no longer available, the non-federal match will have to be comprised of local funds. The SSD
may use privately donated funds as part of the match of costs of the IL program. Please see 02 OCFS
LCM-20. SSDs may enter into contracts with other local agencies operating programs or providing ser-
vices that may support the district’s IL activities. The costs of these contracts, using donated or in-kind ser-
vices, would be countable toward the required CFCIP funds match. Please see Local Commissioners
Memorandum 02 OCFS LCM-05 for more details.

Title I'V-A TANF Administration and Program Expenses

Public donated funds are allowable to constitute the non-Federal share as long as the funds are:

e Appropriated directly to the SSD, or transferred from another public agency to the SSD and under
its administrative control, or certified by the contributing public agency as representing
expenditures eligible for Federal reimbursement

o Not used to match other Federal funds

e Are not Federal funds, or are federal funds authorized by Federal law to be used as to match other
Federal funds

Private funds may be considered as the non-Federal share in claiming Federal funds only where the funds
are:

e Transferred to the local agency and are under its administrative control

o Donated without any restriction on the use of the funds or at which facilities the activities funded
by the donation would take place

o Do not revert back to the donor’s facilities or use
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Title 1V-D Child Support

The same restrictions that apply to Title IV-A in regard to the use of donated funds would apply to Title I'V-
D.

Title I'V-E Foster Care and Adoption Assistance

Donated funds may be used as the non-Federal match to claim Federal reimbursement with the same lim-
itations as for Title IV-A. Federal rules do not permit the use of In-Kind Services as the Federal match.

Title XIX MA Program

A county may receive, without a reduction in federal reimbursement, provider related donations or other
voluntary payments that meet one of the following criteria:
e The donation must be bona fide, which includes but is not limited to gifts, contributions,
presentations or awards, made by or on behalf of individual health care providers to the local
government. The donations should not exceed:

$5,000 per year in the case of the individual provider donation, or
$50,000 per year in the case of a donation from any health care organization entity.

e A bona fide donation includes donations which have no direct or indirect relationship to Medicaid
payments made to health care providers, any related entities providing health care items, or other
providers furnishing the same class of items or services as the provider or entity. The donations
should not be returnable to the individual provider, the provider class, or related entity.

e The donations are made by a hospital, clinic, or similar entity (such as a federally qualified health
center) for the direct administrative costs and prorated activity costs of SSD agency personnel.
These staff are stationed at the facility to determine the eligibility (including eligibility
redeterminations) of individuals for Medicaid or to provide outreach services to eligible (or
potentially eligible) Medicaid individuals.

Federal reimbursement is not available for the following types of donations:
e Donation of personnel as outstationed workers

e Provider donations for outstationed SSD agency workers in excess of eligible direct administrative
costs and prorated activity costs applicable to these workers

e Provider donations of office space for any outstationed workers

o Donations made for SSD agency overhead

Supplemental Nutrition Assistance Program (SNAP)

The non-federal share for the Supplemental Nutrition Assistance Program (SNAP) can be met by cash or
in-kind contributions* donated by non-federal public agencies and institutions. These contributions are
allowable to fund the non-federal share of SNAP expenditures as long as the contributions are:

o Verifiable

e Not contributed for another Federal program unless authorized by Federal legislation necessary
and reasonable for accomplishment of project objectives
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e Charges that would be allowable under the program
e Charges that are necessary and reasonable for the accomplishment of project objectives

e Not paid by the Federal government under another assistance agreement unless authorized under
the other agreement and related laws and regulations

e Inthe approved budget

*Per 7 CFR 277.4(e), the value of services rendered by volunteers or the value of goods contributed by
third parties, exclusive of the State and Federal agencies, are unallowable for reimbursement purposes
under the Food Stamp Program. The value of services rendered by volunteers shall be allowable only to
meet any matching administrative costs requirements for the Food Distribution Program on Indian Reser-
vations.

Federal Reimbursement For In-kind Contributions From Non-Federal Public Agencies And
Institutions

As specified under 7 CFR 277.4(c)(d)(e), federal reimbursement for the costs of services or property
donated by other non-federal public (i.e., government) agencies is allowable provided that the donated
costs are not billed or claimed to another Federal program or used to match another Federal program. The
State agency shall maintain records or an audit trail to support costs claimed.
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INTRODUCTION

This chapter describes cost principles, guidelines, and other requirements based on the federal Office of
Management and Budget (OMB) policy requirements. It provides a listing and explanation of the types of
indirect costs. The chapter also contains the annual preparation, certification and submission of the Central
Services Cost Allocation Plan, and the claiming for central services costs on the Schedule D.

FEDERAL POLICY REQUIREMENTS

The federal Office of Management and Budget issued Uniform Guidance to establish the uniform princi-
ples and standards for determining allowable costs applicable to federal grants, contracts, and other federal
agreements with local governments. The Uniform Guidance identifies the major types of costs normally
incurred in grant performance and classifies them as to allowability. It provides instructions related to the
determination of indirect costs and makes it possible for indirect costs to be charged against federal grants
without a transfer of funds between the grantee departments involved. The circular also mandates and pro-
vides for the development of a cost allocation plan for pooling and distributing central services indirect
costs among affected governmental agencies and departments.

The following cost principles, guidance and other requirements are based on OMB Uniform Guidance.

Cost Principles

Uniform Guidance cost principles are intended to ensure that federally assisted programs are allocated
their fair share of costs but are not intended to identify the circumstances or to dictate the extent of federal
participation in the financing of a particular project. The cost principles are based on the fundamental
premises that:
e State and local governments are responsible for the efficient and effective administration of grant
and contract programs through the application of sound management practices.

e The grantee or contractor assumes the responsibility for verifying federally assisted program funds
have been spent and accounted for consistently with underlying agreements and program
objectives.

e Each grantee or contractor organization, in recognition of its own unique combination of staff
facilities and experiences, will have a primary responsibility for employing whatever form of
organization and management techniques may be necessary to assure proper and efficient
administration of Federally assisted programs.

These principles will be applied by all federal program agencies in determining costs incurred by the social
service district under federal grants and cost reimbursement-type contracts (including grants and sub-
grants).

Basic Cost Considerations

The following will discuss factors affecting the allowability of costs, the reasonableness of costs, the allo-
cability of costs, and the treatment of applicable credits.
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Allowable Costs

Allowable costs under a grant program must meet the following general criteria, except where otherwise
authorized by statute.

Be necessary and reasonable for the proper and efficient administration of the grant programs, be
allocable thereto under the above principles, and, except as specifically provided herein, not be a
general expense required to carry out the overall responsibilities of state and local governments

Conform to any limitations or exclusions set forth in the above principles, federal laws, or other
governing limitations as to types or amounts of cost items

Be consistent with policies, regulations, and procedures that apply uniformly to both federally-
financed and other activities of the unit of government of which the grantee is a part

Be accorded consistent treatment through application of generally accepted accounting principles
appropriate to the circumstances

Not be allocable to or included as a cost of any other federally financed program in either the
current or prior period

Be net of all applicable credits

Be adequately documented

Reasonable Costs

A cost is reasonable if, in its nature and amount, it does not exceed that which would be incurred by a pru-
dent person under the circumstances prevailing at the time the decision was made to incur the cost. In
determining reasonableness of a given cost, consideration should be given to:

Whether the cost is of a type generally recognized as ordinary and necessary for the operation of
the governmental unit or the performance of the federal award

Whether the costs are within certain restraints or requirements imposed by such factors as:
¢ Sound business practices

¢ Arms length bargaining

+ Federal, state and other laws and regulations

¢ Terms and conditions of the federal award

If the costs are at market prices for comparable goods or services

Whether individuals concerned acted with prudence in the circumstances

Whether there is any significant deviation from the established practices of the governmental unit
that may unjustifiably increase the federal awards cost

Allocable Costs

In determining allocable costs, OMB Uniform Guidelines stipulate:

A cost is allocable to a particular cost objective to the extent of benefits received by such objective
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e Any cost allocable to a particular grant or cost objective may not be shifted to other Federal grant
programs to overcome fund deficiencies, avoid restrictions imposed by law or grant agreements, or
for other reasons

e Where an allocation of joint cost will ultimately result in charges to a grant program, an allocation
plan will be required

Applicable Credits

Applicable credits refer to those receipts or reduction of expenditure-type transactions that offset or reduce
expense items allocable to grants as direct or indirect costs. Examples of such transactions are:

e Purchase discounts

o Rebates or allowances

e Recoveries or indemnities on losses

e Sale of publications, equipment and scrap

e Income from personal or incidental services

e Adjustments of over payments or erroneous charges

To the extent that such credits accruing to or received by the governmental unit relate to allowable costs,
they shall be credited to the federal award either as a cost reduction or cash refund, as appropriate.

Applicable credits may also arise when federal funds are received or are available from sources other than
the grant program involved to finance operations or capital items of the grantee. This includes costs arising
from the use or depreciation of items donated or financed by the federal government to fulfill matching
requirements under another grant program. These types of credits should likewise be used to reduce related
expenditures in determining the rates or amounts applicable to a given grant.

Composition of Costs

The total cost of a grant program is comprised of allowable costs that are identified specifically to a
particular function plus an allocable portion of indirect costs that includes applicable credits are deducted
from total costs. Identification with the Federal award rather than the nature of the goods and services
involved is the determining factor in distinguishing direct from indirect costs of Federal awards. Costs
incurred for the same purpose in like circumstances must be treated consistently as either direct or indirect
costs.

Direct Costs

Direct costs are those that can be identified specifically with a particular final cost objective. Typical direct
costs chargeable to federal awards are:

e Compensation of employees for the time devoted and identified specifically to the performance of
those awards

e Cost of materials acquired, consumed, or expended specifically for the purpose of those awards

e Equipment and other approved capital expenditures
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e Travel expenses incurred specifically to carry out the award

Any direct cost of a minor amount may be treated as an indirect cost for reasons of practicality where such
accounting treatment for that item of cost is consistently applied to all cost objectives.

Indirect Costs

Indirect costs are costs incurred for a common or joint purpose benefiting more than one program activity
and are not readily assignable to the program activities specifically benefited without effort disproportion-
ate to the results achieved.

One type of indirect cost is composed of the overhead costs of supplying goods, services, and other sup-
port. These indirect costs are not directly identifiable or billable to the social service district, but are
incurred by local governmental agencies for the indirect benefit of federal programs and/or grants of the
social service district. These types of indirect costs are known as central services costs. They are pooled
and allocated to the social service district and other local agencies according to the Central Services Cost
Allocation Plan. This plan will distribute costs to benefiting cost objectives on an equitable basis in consid-
eration of the relative benefits obtained. The federal and local shares of the central services costs are calcu-
lated on the “D” series administrative claims.

Other types of indirect costs that are claimed as administrative costs by the social services district are
agency costs incurred by the social service district and indirectly identifiable to federally and non-federally
sponsored social services district operations. These indirect agency costs include Maintenance in Lieu of
Rent (MLR), fringe benefits, and liability insurance. They may also include costs charged to the social ser-
vices district by other operating departments such as Probation, the District Attorney, and the Sheriff’s
Office. The activities that are performed by these departments only for the social service district and not
for all other city departments or county agencies would not be central services costs but are indirect admin-
istrative expenditures that would need a cooperative agreement between the agencies/departments and the
social service district. These costs are not included in the Central Services Cost Allocation Plan nor
claimed by the social services district as central services costs. Suggested methods for identifying these
types of indirect agency expenditures and related object of expense codes appear in Chapter 5 of this man-
ual.

Indirect administrative costs not claimable by the social service district include general expenses required
to carry out the overall responsibilities of a chief executive or political subdivision, the city council, school
board, or other similar type body. Nevertheless, if these activities incur special identifiable expenses pursu-
ant to federal grants and contracts actually administered by these activities, then the special expenses may
be allowable. These costs must otherwise meet the standards of allowableness provided in OMB Uniform
Guidance.

TYPES AND STANDARDS FOR ALLOWABLE COST ITEMS

The allowability of the following selected items of cost is subject to the general policies and principles
stated in federal OMB Uniform Guidance. Failure to mention a particular cost item below does not imply
an item in question is unallowable. The allowableness of costs should be based on the standards provided
for similar or related items of costs.
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Accounting

The cost incurred by central services agencies in establishing and maintaining accounting and other infor-
mation systems required for the management of federal grant programs is an allowable central services
cost.

However, the cost of maintaining central accounting records required for overall county or city govern-
ment purposes (such as appropriation and fund accounts maintained by the Treasurer, Comptroller or simi-
lar officials) is considered to be a general expense of government. Consequently such a cost is an
unallowable.

Advertising and Public Relations

Advertising media costs including newspapers, magazines, radio and television programs, direct mail,
trade papers, etc., are allowable costs when incurred for:

e Recruitment of personnel required for the federal grant programs
e Solicitation of bids for the procurement of goods and services required
e Disposal of scrap or surplus materials acquired in the performance of the federal programs
e Other purposes specifically provided for in the federal programs
Allowable costs for public relations are:
e Costs specifically required by the program

e Costs of communicating with the public and the press pertaining to specific activities or
accomplishments which result from performance of federally funded programs

e Costs of general liaison with the news media - limited to communication necessary to keep the
public informed on matters of public concern, such as notices of contact/grant awards, financial
matters, etc.

Unallowable costs for advertising and public relations are:
e All advertising and public relations costs other than those specified above

e Except as otherwise permitted, the costs of conventions, meetings, or other events related to other
activities of the governmental unit including:

+ Costs of meeting rooms, hospitality suites and other special facilities used in conjunction with
shows and other special events

+ Salaries and wages of employees engaged in setting up and displaying exhibits, making
demonstrations, and providing briefings

¢ Costs of displays, demonstrations, and exhibits, however, the costs of exhibits relating
specifically to the grant programs are allowable indirect costs.

e Costs of promotional items and memorabilia, including models, gifts, and souvenirs

e Costs of advertising and public relations designed solely to promote the governmental unit
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Advisory Councils

Costs incurred by advisory councils or committees established pursuant to federal requirements to carry
out federal programs are allowable central services costs.

Audit Services

The cost of audits necessary for the administration and management of functions related to federal pro-
grams are allowable indirect costs provided that the audits were performed in accordance with the Single
Audit Act Amendments of 1996 and Uniform Guidance. Other audit costs are allowable if specifically
approved by the cognizant agency.

Generally, the percentage of costs charged to federal awards for a single audit shall not exceed the percent-
age derived by dividing federal funds expended by total funds expended by the recipient or subrecipient
(including program matching funds) during the fiscal year. The percentage may be exceeded only if appro-
priate documentation demonstrates higher actual costs.

Bonding

The costs of premiums on bonds covering employees who handle SSD agency funds are allowable indirect
costs to the extent that such bonding is in accordance with sound business practice.

Budgeting
The costs incurred for the development, preparation, presentation, and execution of budgets involving fed-
eral grant programs are allowable. Such costs include the expenditures for employees of the central budget

office actively participating in the federal grant budget process. Costs incurred for central budget services
are unallowable central services costs when they represent the operation of local government.

Building Lease Management

The administrative cost for lease management that includes the review of lease proposals, maintenance of a
list of available properties for lease, and related activities is an allowable indirect cost.

Central Stores

The cost of maintaining and operating a central stores organization for supplies, equipment, and materials
used either directly or indirectly for federal grant programs is an allowable central services cost.

Communications

Communications include telephone calls or service, teletype service, wide area telephone service
(WATTS), centrex, telpek (tie lines), postage, messenger service and similar expenses. These are allowable
indirect costs.
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Compensation for Personal Services

Generally, compensation for personal services includes all remuneration, paid currently or accrued, for ser-
vices rendered during the period of performance under the grant agreement, including but not necessarily
limited to wages, salaries, and supplementary compensation and benefits. Such costs are allowable to the
extent that total compensation for individual employees meets the following requirements:

e The cost is reasonable for the services rendered.

e The compensation follows an appointment made in accordance with state and local laws and rules,
and meets federal merit system or other requirements, where applicable.

e Such cost is determined and supported as provided by payroll and distribution time records for
individual employees that are documented and provided in accordance with generally accepted
practices of state and local government.

Compensation for employees engaged in federally assisted activities will be considered reasonable to the
extent that it is consistent with that paid for similar work in other activities of the state or local government.
Where the kinds of employees required for the federally assisted activities are not found elsewhere in the
state and local government, compensation will be considered reasonable if it is comparable to that paid for
similar work in the labor market in which the employing government competes. Compensation surveys
providing data representative of the labor market involved will be an acceptable basis for evaluating rea-
sonableness.

Depreciation

The use of buildings, capital improvements and equipment may be reimbursed through depreciation.
Effective with the implementation of the Uniform Guidance, use allowance is no longer an approved
method for such reimbursement. The computation of depreciation will be based on acquisition cost of the
assets involved. The value of the asset donated to the governmental unit by an unrelated third party must be
its fair market value at the time of donation. Such assets may be depreciated or claimed as matching but not
both

The acquisition cost will exclude
e the cost of land;

e any portion of the cost of buildings and equipment borne or donated by the Federal government,
irrespective of where title was originally vested or where it is presently located:;

e any portion of the cost of buildings and equipment contributed by or for the governmental entity,
or where law or agreement prohibits recovery;

e any asset acquired solely for the performance of a non-Federal award.

Where the depreciation method is followed, adequate property records must be maintained. Also the period
of useful service (useful life) established in each case for usable capital assets must take into consideration
several factors. These include the type of construction, nature of the equipment used, historical usage pat-
terns, technological developments, and the renewal and replacement policies of the governmental unit fol-
lowed for the individual items or classes of assets involved. In the absence of clear evidence indicating that
the expected consumption of the asset will be significantly greater in the early portions than in the later
portions of its useful life, the straight line method of depreciation shall be used. The depreciation method
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must result in equitable charges considering the extent of the use of the assets for the benefit of such pro-
grams.

When the depreciation method is used for buildings, a building’s shell may be segregated from the major
components of the building (e.g., plumbing system, heating system, air conditioning system, etc.) and each
major component depreciated over its estimated useful life or the entire building (i.e., the shell and all
components) may be treated as a single asset and depreciated over a single useful life.

Depreciation methods, once used, shall not be changed unless approved by the federal cognizant or award-
ing agency. When the depreciation method is introduced for application to an asset previously subject to a
use allowance, the annual depreciation charge thereon may not exceed the amount that would have resulted
had the depreciation method been in effect from the date of acquisition of the asset. The combination of
use allowances and depreciation applicable to the asset shall not exceed the total acquisition cost of the
asset or fair market value at the time of donation.

Depreciation on idle or excess facilities is not allowable, except when specifically authorized by the
grantor Federal agency. No depreciation may be allowed on any assets that would be considered fully
depreciated.

Disbursing Service

The cost of disbursing grant program funds by the Treasurer or other designated officers is an allowable
central services cost. Disbursing services cover the processing of checks or warrants, from preparation to
redemption, including the necessary records of accountability and reconciliation of such records with
related cash accounts.

Employee Fringe Benefits

The amounts identified as fringe benefits are allowable costs to the extent that total compensation for
employees is reasonable.

Employee benefits are a form of regular compensation paid to employees during periods of authorized
absences from the job. Such benefits include annual leave, sick leave, court leave, military leave, etc. The
benefits should be provided pursuant to an approved leave system. The cost thereof should be equitably
allocated to all related activities, including grant programs.

Employee benefits also include employer contributions or expenses for social security, employee life and
health insurance plans, unemployment insurance coverage, workers compensation insurance, pension
plans, severance pay, etc. When such benefits are granted under approved plans and are distributed equita-
bly to grant programs and to other activities they are allowable.

e Pension plan costs may be computed using a pay-as-you-go method or an acceptable actuarial cost
method in accordance with established written policies of the governmental unit. For pension
plans financed on a pay-as-you-go method, allowable costs will be limited to those representing
actual payments to retirees or their beneficiaries. Pension costs calculated using an actuarial cost-
based method recognized by GAAP are allowable for a given fiscal year if they are funded for that
year within six months after the end of that year. Costs funded after the six-month period (or a later
period agreed to by the cognizant agency) are allowable in the year funded. The cognizant agency
may agree to an extension of the six month period if an appropriate adjustment is made to
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compensate for the timing of the charges to the federal government and related federal
reimbursement and the governmental unit’s contribution to the pension fund. Amounts funded by
the governmental unit in excess of the actuarially determined amount for a fiscal year may be used
as the governmental unit’s contribution in future periods. The federal government shall receive an
equitable share of any previously allowed pension costs (including earnings thereon) which revert
or inure to the governmental unit in the form of a refund, withdrawal, or other credit.

e Post-retirement health benefits (PRHB) refers to costs of health insurance or health services not
included in a pension plan covered in the foregoing section for retirees and their spouses,
dependents, and survivors. PRHB costs may be computed using a pay-as-you-go method or an
acceptable actuarial cost method in accordance with established written policies of the
governmental unit. For PRHB financed on a pay-as-you-go method, allowable costs will be
limited to this representing actual payments to retirees or their beneficiaries. PRHB costs
calculated using an actuarial cost method recognized by GAAP are allowable if they are funded for
that year within six months after the end of that year. Costs funded after the six-month period (or a
later period agreed to by the cognizant agency) are allowable in the year funded. The cognizant
agency may agree to an extension of the six month period if an appropriate adjustment is made to
compensate for the timing of the charges to the federal government and related federal
reimbursements and the governmental unit’s contributions to the PRHB. Amounts funded in
excess of the actuarially determined amount for a fiscal year may be used as the governmental
unit’s contribution in a future period. To be allowable in the current year the PRHB costs must be
paid either to: (a) An insurer or other benefit provider as current year costs or premiums, or (b) An
insurer or trustee to maintain a trust fund or reserve for the sole purpose of providing post-
retirement benefits to retirees and other beneficiaries. The federal government shall receive an
equitable share of any amounts of previously allowed post-retirement health benefit costs
(including earnings thereon) that revert or inure to the governmental unit in the form of a refund,
withdrawal, or other credit.

Severance payments in addition to regular salaries and wages made to workers whose employment is being
terminated are allowable to the extent that, in each case, they are required by:

o Law
° Employer-employee agreement

e Established written policy

Severance payments (but not accruals) associated with normal employee turnover are allowable. Such pay-
ments shall be allocated to all activities of the governmental unit as an indirect cost. Abnormal or mass
severance pay will be considered on a case-by-case basis and is allowable only if approved by the cogni-
zant federal agency.

Actual claims paid to or on behalf of employees or former employees for workers’ compensation, unem-
ployment compensation, severance pay, and similar employee benefits, are allowable in the year of pay-
ment provided:

e The governmental unit follows a consistent costing policy

e They are allocated as a general administrative expense to all activities of the governmental unit
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Employee Health and Welfare Costs

The costs of health or first-aid clinics and/or infirmaries, recreational facilities, employee counseling ser-
vices, employee information publications, and any related expenses incurred in accordance with general
state and local policy are allowable central services costs. Income generated from any of these activities
will be offset against expenses.

Equipment and other Capital Expenditures

Equipment and other capital expenditures are allowable under the following guidelines:

“Acquisition cost” means the cost of the asset including the cost to put it in place. Acquisition cost
for equipment, for example, means the net invoice price of the equipment, including the cost of
any modifications, attachments, accessories, or auxiliary apparatus necessary to make it usable for
the purpose for which it is acquired. Ancillary charges, such as taxes, duty, protective in-transit
insurance, freight, and installation may be included in, or excluded from the acquisition cost in
accordance with the governmental unit’s regular accounting practices.

“Capital expenditure” means expenditures to acquire capital assets or expenditures to make
additions, improvements, modifications, requirements, rearrangements, reinstallations,
renovations, or alterations to capital assets that materially increase their value or useful life.
Capital expenditures for equipment, including replacement equipment, other capital assets, and
improvements which materially increase the value or useful life of equipment or other capital
assets are allowable as a direct cost when approved by the awarding agency.

“Equipment” means an article of non-expendable, tangible personal property having a useful life
of more than one year and an per-unit acquisition cost which equals or exceeds the lesser of (a) the
capitalization level established by the governmental unit for financial statement purposes, or (b)
$5,000. The federal Department of Health and Human Services (DHHS), the cognizant agency,
has established a useful life of more than two years and an acquisition cost of $25,000 as
thresholds for equipment and claiming.

Capital expenditures that are not charged directly to a federal award may be recovered through
depreciation on buildings, capital improvements, and equipment. Equipment having a unit
acquisition cost of more than $25,000 must be depreciated and claimed over the period of
depreciation.

Items of equipment with an acquisition cost of less then $5,000 are considered to be supplies and
are allowable as direct costs of federal awards without specific awarding agency approval.

When replacing equipment purchased in whole or in part with federal funds, the governmental unit
may use the equipment to be replaced as a trade-in or sell the property and use the proceeds to
offset the cost of the replacement property.

Depreciation and use allowances are methods of allocating costs of fixed assets to periods
benefiting from the use of the asset. Compensation for the use of fixed assets on hand must be
made through depreciation.

Insurance and Indemnification

Costs of insurance required or approved and maintained, pursuant to the federal award, are allowable.
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Costs of other insurance in connection with the general conduct of activities are allowable subject to the
following limitations:
e Types and extent and cost of coverage are in accordance with the governmental unit’s policy and
sound business practice.

e Costs of insurance or of contributions to any reserve covering the risk of loss of, or damage to,
federal government property are unallowable except to the extent that the awarding agency has
specifically required or approved such costs.

Actual losses that could have been covered by permissible insurance (through a self-insurance program or
otherwise) are unallowable, unless expressly provided for in the Federal award or as described below.
However, the federal government will participate in actual losses of a self-insurance fund that are in excess
of reserves. Costs incurred because of losses not covered under nominal deductible insurance coverage
provided in keeping with sound management practice, and minor losses not covered by insurance, such as
spoilage, breakage, and the disappearance of small hand tools, which occur in the ordinary course of oper-
ations, are allowable.

Contributions to a reserve for certain self-insurance programs including workers compensation, unemploy-
ment compensation, and severance pay are allowable subject to the following provisions:

e The type of coverage and the extent of coverage and the rates and the premiums would have been
allowed had insurance (including reinsurance) been purchased to cover the risks.

e Earnings or investment income on reserves must be credited to these reserves.

e Contributions to reserves must be based on sound actuarial principles using historical experience
and reasonable assumptions. Reserve levels related to employee-related coverage will normally be
limited to the value of claims which are:

¢ Submitted and adjudicated but not paid
¢ Submitted but not adjudicated
+ Incurred but not submitted
o Significant differences in levels of risk must be recognized in the rates charged.

e The federal government will receive its share of reserves transferred out (including interest).
Insurance refunds shall be credited against insurance costs in the year the refund is received.

Indemnification includes securing the governmental unit against liabilities to third persons and other losses
not compensated by insurance or otherwise. The Federal Government is obligated to indemnify the gov-
ernmental unit only to the extent expressly provided for in the Federal award.

Costs of commercial insurance that protects against the costs of the contractor for correction of the contrac-
tor’s own defects in materials or workmanship are unallowable.

Documentation required for self-insurance funds when included in a governmental unit’s central services
cost allocation plan:

e A fund balance sheet

e A statement showing fund income and fund outlays, including a summary of billings and claims
paid by the agency
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e Alisting of all non-operating transfers into and out of the fund
e An explanation of how the level of fund contributions are determined, and the actuarial report
e A description of procedures used to charge or allocate fund contributions to benefiting activities

e Reserve levels in excess of claims paid, submitted but not adjudicated, and incurred but not
submitted must be identified and explained

Interest

Costs incurred for interest on borrowed capital or the use of a governmental unit’s own funds, however
represented, are unallowable except as specifically provided in the following or authorized by federal leg-
islation.

Financing costs (including interest) paid or incurred on or after the first day of the governmental unit’s fis-
cal year that start on or after September 1, 1995 associated with allowable costs of building acquisition,
construction, or fabrication, reconstruction or remodeling completed on or after October 1, 1980, is allow-
able, subject to the conditions below in items one through four. Financing costs (including interest) paid or
incurred on or after the above effective date associated with allowable costs of equipment is allowable also
subject to the conditions in items one through four.

1. The financing is provided (from other than tax or user fees sources) by a bona fide third party
external to the governmental unit.

2. The assets are used in support of federal programs.

3. Earnings on debt service reserve funds or interest earned on borrowed funds pending payment of
the construction or acquisition costs are used to offset the current period’s cost or the capitalized
interest, as appropriate.

4. Governmental units will negotiate the amount of allowable interest whenever cash payments
(interest, depreciation, and contributions) exceed the governmental unit’s cash payments and other
contributions attributable to that portion of real property used for federal programs.

Legal Expenses

The cost of legal expenses required in the administration of grant programs is an allowable cost. Legal ser-
vices furnished by the chief legal officer of a local government or his/her staff solely for the purpose of dis-
charging his/her general responsibilities as legal officer are unallowable costs. Legal expenses for the
prosecution of claims against the federal government are also unallowable costs.

Maintenance and Repair

Unless prohibited by law, the cost of utilities, insurance, security, janitorial services, elevator service,
upkeep of grounds, necessary maintenance, normal repairs and alterations, and like are allowable to the
extent that they:
e Keep property (including federal property, unless otherwise provided for) in an efficient operating
condition.

o Do not add to the permanent value of the property or appreciably prolong its intended life.

e Are not otherwise included in rental or other charges for space.
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Costs that add to the permanent value of property or appreciably prolong its intended life shall be treated as
capital expenditures.

Materials and Supplies

The cost of materials and supplies necessary to carry out the grant programs is an allowable cost. Pur-
chases made specifically for the grant program should be charged, thereto, at their actual prices after
deducting all cash discounts, trade discounts, rebates, and allowances received by the grantee. Withdrawals
from general stores or stockrooms should be charged at cost under any recognized method of pricing con-
sistently applied. Incoming transportation charges are a proper part of materials and supplies costs.

Memberships, Subscriptions and Professional Activities

The cost of membership in civic, business, technical and professional organizations may be an allowable
cost. The benefit from the membership must be related to the grant program. The expenditure must be for
agency membership. The cost of membership must be reasonably related to the value of the services or
benefits received. The expenditure must not be for membership in an organization that devotes a substan-
tial part of its activities to influencing legislation.

The cost of books and subscriptions to civic, business, professional, and technical periodicals is allowable
when related to the grant program.

The costs of membership in civic and community organizations are allowable as a direct cost with the prior
approval of a grantor agency.

The cost of meetings and conferences are allowable when the primary purpose of the meeting is the dis-

semination of technical information relating to the grant program. Such cost must be consistent with regu-
lar practices followed for other activities of the grantee.

Motor Pools
The costs of a service organization, that provides automobiles to user grantee agencies at a mileage or

fixed rate and/or provides vehicle maintenance, inspection and repair services are allowable central ser-
vices costs.

Payroll Preparation

The cost of preparing payrolls and maintaining necessary related wage records is an allowable central ser-
vices cost.

Personnel Administration

The costs for the recruitment, examination, certification, classification, training, establishment of pay stan-
dards, and related activities for grant programs are allowable central services costs.
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Printing and Publication

The costs for printing services necessary for grant administration, including but not limited to forms,
reports, manuals, and informational literature, are allowable costs. Publication costs of reports or other
media relating to grant program accomplishments or results are allowable when provided for in the grant
agreement.

Professional Services Costs

The costs of professional and consultant services rendered by persons or organizations that are members of
a particular profession or possess a special skill, whether or not officers or employees of the governmental
unit, are allowable, subject to the requirements for legal services when reasonable in relation to the ser-
vices rendered and when not contingent upon recovery of the costs from the Federal government. Retainer
fees supported by evidence of bona fide services available or rendered are allowable.

Proposal Costs

Costs of preparing proposals for potential federal awards are allowable. Proposal costs should be treated as
indirect costs and should be allocated to all activities of the governmental unit utilizing the cost allocation
plan and indirect cost rate proposal.

Procurement Service

The costs of procurement service, including solicitation of bids, preparation and award of contracts, and all
phases of contract administration in providing goods, facilities and services for grant programs are allow-
able central services costs.

Rearrangements and Alterations

Costs incurred for ordinary and normal rearrangement and alteration of facilities are allowable indirect
costs. Special arrangements and alterations costs incurred specifically for a federal award are allowable
with the prior approval of the federal awarding agency.

Reconversion Costs

Costs incurred in the restoration or rehabilitation of the governmental unit’s facilities to approximately the
same condition existing immediately prior to commencement of federal awards, less costs related to nor-
mal wear and tear, are allowable.

Rental Costs

Rental costs of real property and equipment are allowable to the extent that the rates are reasonable in light
of such factors as: rental costs of comparable property, if any; market conditions in the area; alternatives
available; and, the type, life expectancy, condition, and the value of the property leased. This amount
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would include expenses such as depreciation, maintenance, and insurance. Rental costs are subject to the
following limitations:
e Rental costs under sale and leaseback arrangements are allowable only up to the amount that
would have been allowed had the governmental unit continued to own the property.

e Rental costs under less-than-arms-length leases are allowable only up to the amount that would
have been allowed had title to the property vested in the governmental unit. For this purpose, less-
than-arms-length leases include, but are not limited to, those where:

¢ One party to the lease is able to control or substantially influence the actions of the other.
+ Both parties to the lease are parts of the same governmental unit.

¢ The governmental unit creates an authority or similar entity to acquire and lease the facilities
to the governmental unit and other parties.

e Rental costs under leases that are required to be treated as capital leases under GAAP are
allowable only up to the amount that would have been allowed had the governmental unit
purchased the property on the date the lease agreement was executed. The provisions of GAAP
must be used to determine whether a lease is a capital lease. Interest costs related to capital leases
are allowable to the extent they meet the criteria in the Interest Section.

Taxes

Taxes that a governmental unit is legally required to pay are allowable, except for self-assessed taxes that
disproportionately affect federal programs. Gasoline taxes, motor vehicle fees, and other taxes that are, in
effect, user fees for benefits provided to the federal government are allowable.

Training and Education

The cost of in-service training customarily provided for employee development, which benefits grant pro-
grams is allowable. Out of service training involving extended periods of time are allowable costs only
when specifically authorized by the grantor agency.

Transportation

The costs incurred for freight, cartage, express, postage and other transportation costs relating either to
goods purchased, delivered, or moved from one location to another are allowable costs.

Travel

Travel costs for expenses for transportation, lodging, subsistence, and related items incurred by employees
who are in travel status on official business incident to a grant program are allowable costs. Such costs may
be charged on an actual basis, on a per diem or mileage basis in lieu of actual costs incurred, or on a com-
bination of the two. The method used, however, must be applied to an entire trip. The results in charges
must be consistent with those normally allowed in like circumstances to non-federally sponsored activities
and in accordance with the governmental entity’s written travel reimbursement policies.

The difference in cost between first class air accommodations and less than first class air accommodations
is unallowable except when less than first class air accommodations are not reasonably available. Travel
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costs of officials when specifically related to grant programs, are allowable with the prior written approval
of a grantor agency.

CoOSTS ALLOWABLE WITH APPROVAL OF GRANTOR AGENCY

The following types of costs are allowable with the approval of the grantor federal agency:

Automatic Data Processing

The cost of data processing services to grant programs is an allowable central services cost. This cost may
include rental of equipment or depreciation on grantee owned equipment. The acquisition of equipment,
whether by outright purchase, rental purchase agreement or other method of purchase, is allowable only
upon specific prior approval of the grantor federal agency. Refer to the paragraphs on Equipment and other
Capital Expenditures with federal grantor approval.

Management Studies

The cost of management studies to improve the effectiveness and efficiency of grant management for
ongoing programs is allowable when the study is performed by the grantee agency. The costs of studies
performed by agencies other than the grantee department or outside consultations are allowable only with
prior approval of the Federal awarding agency.

Pre-award Costs

Pre-award costs are those incurred prior to the effective date of the award directly pursuant to the negotia-
tion and in anticipation of the award where such costs are necessary for efficient and timely performance of
the scope of work. Such costs are allowable only to the extent that they would have been allowable if
incurred after the date of the award and only with written approval of the awarding agency.

UNALLOWABLE COSTS
Bad Debts

Any losses arising from uncollectible accounts and other claims, and related costs, are unallowable unless
provided for in federal program award regulations.

Contingencies

Contributions to a contingency reserve or any similar provision for events the occurrence of which cannot
be foretold with certainty as to time, or intensity, or with an assurance of their happening, are unallowable.
The term “contingency reserve” excludes self-insurance reserves, pension plan reserves, and post-retire-
ment health and other benefit reserves computed using acceptable actuarial cost methods.
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Contributions and Donations

Contributions and donations, including cash, property, and services, by governmental units to others,
regardless of the recipient, are unallowable.

Donated Services

Donated or volunteer services may be furnished to a governmental unit by professional and technical per-
sonnel, consultants, and other skilled and unskilled labor. The value of these services is not reimbursable
either as a direct or indirect cost. However, the value of donated services may be used to meet cost sharing
or matching requirements in accordance with the provisions of the Uniform Guidance The value of
donated services utilized in the performance of a direct cost activity shall, when material in amount, be
considered in the determination of the governmental unit’s indirect costs or rate(s) and, accordingly shall
be allocated a proportionate share of applicable indirect costs.

To the extent feasible, donated services will be supported by the same methods used by the governmental
unit to support the allocability of regular personnel services.

Entertainment

The costs of entertainment, including amusement, diversion, and social activities and any costs directly
associated with such costs (such as tickets to shows or sports events, meals, lodging, rentals, transporta-
tion, and gratuities) are unallowable.

Fines and Penalties

Fines, penalties, damages, and other settlements resulting from violations (or alleged violations) of, or fail-
ure of the governmental unit to comply with, federal, state, local, or Indian tribal laws and regulations are
unallowable except when incurred as a result of compliance with specific provisions of the federal award
or with prior written approval of Federal awarding agency

Mayor, County Executive or Legislative Expenses

The salaries and expenses of the mayor, county executive or local legislature or similar local governmental
bodies such as the county or city supervisors, city councils, school boards, etc., whether incurred for pur-
poses of legislation or executive direction are considered a cost of general local government and are unal-
lowable costs.

Costs of the judiciary branch of a local government are unallowable.

The cost of prosecutorial activities are unallowable unless treated as a direct cost to a specific program
when authorized by program regulations (however, this does not preclude the allowability of other legal
activities of the Attorney General).

The costs of other general types of government services normally provided to the general public, such as
fire and police, unless provided for as a direct cost in program regulations are unallowable.
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Lobbying

The cost of certain influencing activities associated with obtaining grants, contracts, cooperative agree-
ments, or loans are an unallowable cost.

Costs of membership in organizations substantially engaged in lobbying are unallowable.

Under-recovery of Costs under Grant Agreements

Any excess of cost over the federal contribution under one grant agreement is unallowable under other
grant agreements.

CENTRAL SERVICES COSTS

Description of Central Services Costs

Local governmental units provide various central services such as motor pools, computer centers, purchas-
ing, accounting, procurement, personnel administration, etc., in support of the social services district and
other governmental operations. These central services also indirectly support federally sponsored pro-
grams and/or activities within the local governmental units. Accordingly, there is a federally recommended
process whereby central services costs can be identified and assigned to benefiting activities on a reason-
able and consistent basis to obtain equitable federal reimbursement from federal programs and/or activi-
ties.

For the New York City SSDs, the Central Services Cost Allocation Plan and Distribution of central ser-
vices costs is annually prepared by the NYC Office of Management and Budget. This office negotiates the
rate with the federal government. For the SSDs other than New York City, the Central Services Cost Allo-
cation Plan and Distribution of central services costs is annually prepared by a County Budget Officer,
Treasurer or Comptroller.

A copy of the plan should be sent to all affected departments, including the social services district. An
authorized social service district official reviews and certifies the plan. A copy of the plan and certification
is submitted each year to:

NYS Office of Temporary and Disability Assistance

Bureau of Financial Services

40 North Pearl Street, 14th Floor

Albany, New York 12243

The central services administrative costs allocated to the social services district by the county or city are
claimed on the LDSS-2347, “Schedule D DSS Administrative Expenses Allocation and Distribution by
Function and Program,” Section 4. These costs are allocated to direct functions based on percentages of
personnel in the particular direct function divided by the total personnel in all direct functions.

Central services costs claimed by the social service district are generally eligible for a 50% federal share on
federally participating programs. Enhanced federal reimbursement is available for some programs. Gener-
ally there is no state reimbursement for central services costs. The SSDs use the central services plan pro-
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cess to claim EDP and building costs, in these instances these costs would receive state share
reimbursement.

Methods of Calculating Departmental Indirect Costs

Because of the wide variety of situations to which indirect costs apply, Uniform Guidance describes the
methods of developing indirect costs in somewhat general terms. Central services indirect costs may be
determined from actual costs, or a pre-determined fixed rate, or a negotiated lump sum for overhead. Gen-
erally, the allocation of indirect costs to federal grants and contracts is accomplished by the use of an indi-
rect cost rate(s).

There are two basic methods for grouping and allocating costs to federally sponsored activities. The first
method is the use of a single composite rate applicable to all federal grants and contracts awarded to a par-
ticular local government. This method is used when federal and local government activities conducted by
local government agencies benefit to relatively the same degree from the functions that generate indirect
costs.

The second method is the multiple rate method in which indirect costs are initially grouped into various
functional categories or pools, such as General Administration, Divisional Administration, etc. Each pool
of costs is then distributed to, or divided among, the benefiting agencies or departments of a local govern-
ment. This is done by means of a base that best measures the relative degree of benefit that these organiza-
tions may derive from the pool. Careful judgment is required to establish the appropriate number of pools,
giving consideration to the materiality of the amounts involved. Distributions and techniques used to make
the distributions must be documented for review purposes.

Interagency Services

The cost of services provided by one agency to another within the governmental unit may include allow-
able direct costs of the service plus a pro-rated share of indirect costs. A standard indirect cost allowance
equal to ten percent of the direct salary and wage cost of providing the service (excluding overtime, shift
premiums, and fringe benefits) may be used in lieu of determining the actual indirect costs of the service.
These services do not include centralized services included in central services cost allocation plans.

Central Services Cost Allocation Plan

The foundation of the cost distribution process is the Central Services Cost Allocation Plan. The plan doc-
uments, identifies, accumulates and logically distributes the allowable indirect costs of services provided
by a local government on a centralized basis to its departments/agencies. This plan is required to support
the distribution of any indirect (joint) costs related to the federal grant programs.

The cost allocation plan should describe the methodology the city or county uses to pool indirect costs and
to equitably distribute costs to the cost objectives served. The plan should identify each of the county or
city agencies/departments with costs included in the central services cost pools. The plan, to the extent fea-
sible, should be presented in a single document and contain at a minimum all of the following information:

e The nature of the services provided and their relevance to the federally sponsored programs.
e The items of expense to be included in the cost allocation plan.

e The method to be used in distributing costs.
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e The identification of the local government agencies rendering the service and receiving the
service.

e Estimates of the annual costs to be allocated to the social services district and other county or city
agencies.

The cost allocation plan is not under the direct control of the social service district. The local finance offi-
cer (i.e., County or City Budget Officer, Treasurer, and Comptroller) is responsible for the development
and approval of the cost allocation plan and the allocation of the indirect costs to the local agencies/depart-
ments.

The following should be considered when preparing a Central Services Cost Allocation Plan:
e The plan should never be used for more than one year.

e The plan should be completed early in the county or city fiscal year utilizing the prior year plan as
a guide.

e All costs included in the plan should be supported by formal accounting records which will
substantiate the propriety of eventual charges.

e The social service district should submit a copy of the plan each year to:

NYS Office of Temporary and Disability Assistance
Bureau of Financial Services

40 North Pearl Street, 14" Floor

Albany, New York 12243

SSDs should retain central services cost allocation plans at the local government level for audit by a desig-
nated federal agency, except in those cases where that agency requests that cost allocation plans be submit-
ted to it for negotiation and approval. The federal Department of Health and Human Services, in
consultation with other federal agencies concerned, is responsible for developing and issuing the instruc-
tions for use by grantees in the preparation of cost allocation plans. Detailed policies and procedures for
preparing an indirect cost plan are contained in Office of Management and Budget Uniform Guidance. The
federal agency with the predominant interest in the work of the grantee department will be responsible for
the necessary negotiation, approval and audit of the indirect cost plan. A list of cognizant federal agencies
assigned responsibility for negotiation, approval and audit of cost allocation plans at the local government
level is maintained by the Office of Management and Budget.

During an audit of the central services cost allocation plan the federal government will determine whether
the central services provided are necessary in the conduct of federal programs and if the central services
costs are reasonable and have been distributed on a fair basis to all benefiting local government activities.
A determination will be made as to whether the costs claimed conform to Uniform Guidance provisions.

Claiming Reimbursement for Central Services Costs

The social service district may claim reimbursement for central services costs on either an estimated basis
or an actual basis. In claiming of central services costs by using either the estimated or actual method, cen-
tral services costs are generally assigned on the Schedule D to an overhead function. These costs are then
allocated to direct functions by multiplying the monthly central services costs by the proportions of staff

Version 1.0 Date of Release: December 31, 2015 Page 6-21




New York State Fiscal Reference Manual

Cost Principles and Central Services Costs

assigned to each direct function divided by staff assigned to total direct functions. This procedure is used in
the absence of prior written approval for an alternate process.

Estimated Basis

In claiming on an estimated basis, the SSD uses cost estimates prorated over a 12 month period and claims
the prorated amount each month on the “D” series schedules (D, D1 through D8, D10, D17, and D18) and
the RF17 for Other Reimbursable Programs effective with October 2011 claims. Districts may periodically
submit adjustment claims during the fiscal year when actual central services distribution calculations are
completed, or submit one fiscal year adjustment claim for actual central services costs after total actual
costs for the year are determined.

Districts using the estimated basis may have either a time lag of either one or two years between the year
the costs are claimed and when the actual costs for that year are determined. An example of a two-year
time lag, estimated central services costs claimed in 2001 may be based on the actual costs determined for
the 1999 fiscal year. The estimated costs for 2001 would be adjusted to actual during 2003. There could be
interim adjustments, however, during that time period if the actual costs for 1998 were determined, and
those costs are a better estimate of what the 2001 costs should be. Most districts have a two-year time lag.

For districts with a one-year time lag: the costs for the current year are estimated by using the actual costs
determined for the prior year. These costs are adjusted to actual in the subsequent fiscal year.

The central services costs rate for the City fiscal year is calculated by the NYC Office of Management and
Budget. This office negotiates the rate with the federal government. The rate is calculated based on a pro-
jection of expenditures for the fiscal year and includes a roll forward adjustment to actual central services
costs for a prior year period. A two-year roll forward adjustment lag exists. As an example, for the City
Fiscal Year 2002, the roll forward adjustment will result in City Fiscal Year 2000 central services amounts
being claimed at actual expenditures.

Actual Basis

In claiming on an actual basis, actual central services costs may be claimed after amounts allocable to the
social services district are determined. The actual costs are claimed on the “D” series schedules (D, D1
through D8, D10, D17, and D18) and the RF17 for Other Reimbursable Programs effective with October
2011 claims. Districts may periodically submit claims during the fiscal year when central services distribu-
tion calculations are complete or, at the end of the fiscal year, submit one claim covering total actual cen-
tral services costs for the year.

The advantage of submitting claims based on estimates is that “cash flow” is relatively constant during the
year. The disadvantage of claiming estimated costs is if the cost proposal estimates are inaccurate a poten-
tially substantial annual adjustment could be necessary. The advantage of the actual cost method is that no
adjustment to actual costs is required at year-end.

Reimbursement of central services costs will be honored by the state on the condition that the district has
filed Form LDSS-2346 certifying the preparation of a central services cost allocation plan. Loss of federal
reimbursement will result if the costs claimed are not based upon a cost allocation plan or indirect cost pro-
posal prepared and certified by an authorized local government official.
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Procedures for Dividing Central Services Costs Between SSD
Functions and Non-Administration/Local Programs

Districts with central services cost allocation plans that separately identify costs by SSD functions (F1
through F8, F10, F11, F16, F17, and F18) and Non-Administration/Local Programs (F30) should report
central services costs related to SSD functions as SSD Administration (F20). On the Schedule D, F20 costs
are allocated to each function in direct proportion to the number of staff performing each function by using
the staff percentages appearing on Schedule D, Section 1, Line 10 for the month in which central services
costs are claimed.

For NYC districts, central services costs are claimed on the Schedule D in the F40 overall overhead func-
tion. These costs are then allocated to F30 and the SSD functions (F1-F8, F10, F11, F17, F18, and F20) by
multiplying the monthly central services costs by the proportions of staff assigned to each function divided
by staff assigned to the total of the functions (except F40). Amounts allocated to F20 are further allocated
to the functions (F1-F8, F10, F11, F17 and F18) by the proportions of staff assigned to each function (F1-
F8, F10, F11, F17, and F18) divided by staff assigned to the total of these functions.

Alternate Procedures

Districts may consider alternate allocation procedures if staff percentages do not produce an equitable dis-
tribution of central services costs. The district must submit a written request for prior approval of alternate
procedures to:

New York State Office of Temporary and Disability Assistance (OTDA)

Bureau of Financial Services

40 North Pearl Street, 14" Floor

Albany, New York 12243

Complete justification for the change must accompany the request. If the alternate method is approved, this
method must be applied on a consistent basis.

Annual Certification Requirements

The LDSS-2346, Section 2, “Certification of Indirect Cost Proposal by a Local Governmental Official” is
used to certify the information contained in the central services cost allocation plan is correct and prepared
in accordance with the policies and procedures contained in OMB Uniform Guidance. Section 2 also certi-
fies that procedures were used to prevent costs from being allocated to federal programs as indirect costs
that have already been treated as direct program costs. This section also certifies that consistent treatment
is accorded similar costs for all programs in the department/agency, regardless of the source of funds and
that costs have not been treated as indirect costs of federal programs inconsistent with statutory restrictions
governing those programs. This section establishes that all costs are allowable, that there is a beneficial
relationship between the allocated costs and the federal programs charged.

Instructions for completing Section 1 of this form are found in Chapter 4 of this manual.

The completion of the LDSS-2346, Section 2, is a requirement and no other form, old version or substitute
statement, may be used.
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The Annual Certification, Section 2, also allows for the possibility of two different years being involved in
the indirect cost proposal (the year of actual costs and the year costs are being estimated for, based on the
actual cost). If the years are the same, write N/A (not applicable) for the year costs are being estimated.
After entering the dates in Section 2, this section should be signed, dated and submitted to the Bureau of
Financial Services. The district and year box in the top right corner of the form must also be completed.
The same year should appear in the year box, the date box, and the signature line.

This section of the annual certification must be signed by an individual at a level no lower than the chief
financial officer of the governmental unit that submits the proposal and must be a County Official other
than a social services district official. Typically, this would be an official in the County or City Treasurer’s
Office, County or City Budget Office, or the County or City Comptroller’s Office. A copy of the LDSS-
2346 appears on the next page.

Time Frames for Submission of Cost Allocation Plans and the
Annual Certificate

There are time frames for submitting annual certifications (Section 2 of the LDSS-2346) and cost alloca-
tion plans, depending on the allocation method chosen (i.e. estimated or actual). The following examples
illustrate the time frame in which certifications and plans are due:

If a district chooses allocating central services costs based on estimates there are two time frames:

e Most districts have a two-year time lag (i.e. the 2000 actual central services costs are used to
finalize 1999 claims, adjust 2001 claims and estimate 2002 costs). The central services
certification and indirect cost plan are used to allocate estimated 2002 costs is due by March 31,
2002.

e Other districts might have a one-year time lag (i.e. the 2001 actual central services costs are used
to finalize 2001central services claims and to estimate 2002 central services claims. The central
services certification is due by March 31, 2001 while the central services cost plan to allocate
estimated 2002 costs is due by December 31, 2001).

A district may choose to allocate central services costs based on actual central services expenditures after
they are made (i.e. the actual 2002 central services costs are claimed during or after 2002). The certifica-
tion and the indirect cost plan (which uses actual 2002 costs and also describes the allocation of central ser-
vices costs) would be due by March 31, 2002.

Using the estimated/roll forward method, New York City allocates central services costs based on the two-
year time lag. For example, the 2003 estimated central services costs composed of the adjustment to final-
ize 2001 claims, and a projection of central services costs for the 2003 City Fiscal Year (CFY). The central
services certification is due by the end of the first quarter of the new city fiscal year.

No claim for reimbursement of central services costs will be honored by the state until the district has filed
Form LDSS-2346, Section I, certifying the preparation of a central services cost proposal. The certifica-
tion must be dated prior to the close of the district’s fiscal year. This form is a required form and no other
form, old version or substitute statement, may be used.
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LDSS-2346 (Rev 9/15)

COST ALLOCATION = ANNUAL CERTIFICATION DISTRICT

YEAR

NEW YORK STATE OFFICE OF TEMPORARY AND DISABILITY ASSISTANCE

SECTION | — CERTIFICATION OF ANNUAL REVIEW OF FUNCTIONAL ASSIGNMENTS OF STAFF

I hereby certify that a complete review of the functional assignment of individuals within the Department has been
completed within the last 30 days, that the functional assignments are accurate, and that a mechanism is in place

to accurately update on an on-going basis the functional assignment of individuals.

CERTIFYING SOCIAL SERVICES OFFICIAL’S SIGNATURE TITLE DATE

SECTION Il — CERTIFICATION OF INDIRECT COST PROPOSAL BY A LOCAL GOVERNMENT OFFICIAL

| hereby certify that the information contained in our central services cost proposal is correct and was prepared in
accordance with the policies and procedures contained in the OMB Uniform Guidance. The information in this

cost proposal is based on the actual costs for fiscal year ended and is to be

used to claim estimated costs for the year ending . | further certify that

procedures were utilized (a) to prevent costs from being allocated to Federal programs as indirect costs that have
already been treated as direct program costs, (b) to assure that consistent treatment was accorded similar cost,
for all programs in the Department/Agency, regardless of source of funds and (c) to assure that costs have not
been treated as indirect costs of Federal program inconsistent with statutory restrictions governing those

programs.

CERTIFYING LOCAL GOVERNMENT OFFICIAL’'S SIGNATURE TITLE DATE
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INTRODUCTION

This chapter will provide instructions for the reporting of non-salary costs on the LDSS-923 “Cost Alloca-
tion Schedule of Payments Administrative Expenses Other Than Salaries,” and supporting schedules. This
chapter will also provide instructions for the claiming of salary and fringe benefits, non-salary, and central
services costs on the Schedule D “Administrative Expenses, Allocation and Distribution by Function and
Program (LDSS-2347).”

Reporting of General Services (F2) Costs as Program or
Administrative under TANF Rules

Because the State uses TANF funds through the EAF category to help fund the General Services (F2) pro-
gram area, certain activities under the services programs must be classified as either program costs or
administrative costs according to the federal definition. The final TANF federal regulations have set a 15%
spending limitation on administrative costs. These regulations define program and administrative costs as
follows:

Program costs are the direct costs of providing program services, including salaries and fringe benefit costs
for staff providing program services as well as the costs associated with providing these services (e.g., sup-
plies, equipment, travel, postage, utilities, rental costs, and maintenance). The costs of the following activ-
ities are all program costs under the TANF definition: providing diversion benefits and services, providing
program information to clients, performing screening and assessments, developing of employability plans,
providing work activities, providing post-employment services, providing work supports, and performing
case management services. Also included as program costs are those contracts devoted entirely to these
program activities.

Administrative costs are the costs of the following activities: performing activities related to eligibility
determinations; preparing program plans, budgets, and schedules; monitoring programs and projects; per-
forming fraud and abuse activities; performing procurement activities; providing public relations; perform-
ing accounting, legal, payroll and personnel activities; providing management of property; preparing
reports and other documents. Administrative costs under TANF rules include the salaries and fringe bene-
fits of staff performing these activities, the costs associated with providing these activities (e.g., supplies,
equipment, travel, postage, utilities, rental costs, and maintenance), all indirect and overhead costs, and
those contracts devoted entirely to these activities.In addition management information systems not related
to the tracking and monitoring of TANF requirements (e.g., for personnel and payroll system) are also con-
sidered to be administrative costs.

Because the State uses TANF funds through the EAF category to help fund the General Services (F2) pro-
gram area, certain activities under the services programs must be classified as either program costs or
administrative costs according to the federal definition. To properly report and claim these costs, the
Schedules LDSS-923 and LDSS-2347 (Schedule D) have column 2 “General Services” divided into two
columns labeled as “General Services Program Costs F2” and “General Services Administrative Costs
F2.A.

The SSDs should code their services staff whose work activities are considered programmatic under the
TANF rules as F2 function costs. The salaries and fringe benefit costs should be reported in column 2 as
“General Services Program Costs F2” of the Schedule D (LDSS-2347). The associated non-salary costs
(supplies, equipment, travel, postage, utilities, rental costs, and maintenance) and contracts devoted
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entirely to program activities should be reported in column 2 as “General Services Program Costs F2” of
the Schedule LDSS-923. All other services staff not meeting the TANF definition of program activities
should be coded as F2.A function costs. The salary, fringe benefits, and non-salary costs should be
reported in column 3 “General Services Administrative Costs F2.A” of the Schedule D or the Schedule
LDSS-923 as appropriate. Those SSDs that have staff devoted full time to providing services to American
Indians (coded F 2.1) should report the salary, fringe benefits, and non-salary costs of these staff between
the F2 and F2.A functions in accordance with these instructions. Generally the SSDs would find that those
services staff with client caseloads would be coded as F2 and the remaining staff would be coded as F2.A

INSTRUCTIONS FOR COMPLETING THE DETAIL LDSS-923,
-923A, -923B, AND THEIR RELATED SUMMARIES

All monthly non-salary administrative expenditures must be coded to one of the identified functions as
described in Chapter 3 and one of the object of expense codes as described in Chapter 5. Non-salary expen-
ditures should be individually listed on the LDSS-923 and may also be listed on one of the following non-
salary claiming forms depending on the non-salary expense:

LDSS-923A “Schedule of Payments for Administrative Expenses Other than Salaries, Title 1VV-D
Child Support and SCU Costs.”

LDSS-923B “Schedule of Payments for Administrative Expenses Other than Salaries for Other Reim-
bursable Programs.”

Instructions For LDSS-923 “Schedule Of Payments For
Administrative Expenses Other Than Salaries” (Detail)

The LDSS-923 “Schedule Of Payments For Administrative Expenses Other Than Salaries” (detail version)
is completed monthly by all districts other than NYC. The form lists by check number or voucher number
all individual non-salary (Administration Other Than Personal Service) expenditures by the object of
expense code and function. For example, all expenditures falling within object of expense code 10-
“Reserved Accommodations” are listed first.

All adjustments such as cancellations and refunds for non-salary expenditures should be entered on the
LDSS-923 detail, also by object of expense and function.

Each column for each object of expense code should be sub-totaled. These subtotals, except for function
F30, are transferred to the LDSS-923 Summary which is described later. For reporting F30 costs, refer to
Chapter 27. The detail LDSS-923 is not submitted to the State, but should be retained in the local agency
files for audit purposes to support the administrative claim.

At the top of the form, the following information needs to be completed:

District
Enter the District Name.

Month
Enter the effective month for which payments are claimed.
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Column Instructions

Check or Voucher Number
Enter the payment check number or the voucher number of the non-salary payment.

Date
Enter the date of the payment or voucher.

Name of Payee
Enter the name of the payee for the payment being listed.

Object of Expense
Enter the object of expense code for the listed payment (in proper order).

Column T Total
Enter the total amount of the non-salary expenditures for each object of expense item.

Columns 1-17
Identify the non-salary expenditure amounts to the proper function(s).

Line Instructions

List each non-salary payment by object of expense, and report the cost under both the Total column (col-
umn T) and the proper function(s) F1 through F8, F10, F11, F16, F17, F18, F20, F30, or F40. Sub-total
each object of expense group for columns 1 through 16 and enter the total for each line in column T.

Beginning with October 2011 claims, HEAP is no longer reported with Other Reimbursable Programs in
function F17. The LDSS-923 has an additional column to separately identify HEAP as function F11.

Beginning with October 2014 claims, TANF Funded Services are no longer reported with Other Reimburs-
able Programs in function F17. The LDSS-923 has an additional column to separately identify TANF
Funded Services as function F18.
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Administration Other Than Personal Service (AOTPS) Costs on
Worksheets - For New York City

As noted in Chapter 5, the Citywide Integrated Financial Management System (IFMS) maintains records
such as requisitions, vouchers, cash receipts, and other source documents (purchase orders, contracts).
These records are coded by function, sub-function, reporting category, and object of expense. The Finan-
cial Management System (FMS), a sub-system of IFMS, prepares various expense reports from IFMS non-
salary data.These reports are used by NYC to generate worksheets equivalent to the detail LDSS-923’s.

Cost Allocation Schedule of Payments for Administrative Expenses Other
Than Salaries Worksheet

An important FMS report used for the claiming of non-salary costs is the “Summary of Administrative
Costs Other Than Personal Services Expenses by State Code.” This report summarizes most of the non-sal-
ary expenditures by object of expense and function. The report also identifies amounts that must be manu-
ally reviewed to determine object of expense and function. Amounts in this report, without identifying
functions and object of expense codes, are reviewed and identified.

All key information determined from the summary report and manual review is posted on a “Cost Alloca-
tion Schedule of Payments for Administrative Expenses Other Than Salaries Worksheet” which is pre-
pared for each function. Some non-salary costs are also included with program costs (for example, medical
transportation) on the FMS “Detailed Program Other than Personal Service (POTPS) Report of Claimable
Expenditures by Category and Sub-Category.” The non-salary amounts are identified and also reported on
the applicable “Cost Allocation Schedule of Payments for Administrative Expenses Other Than Salaries
Worksheet.”

Totals for each function, sub-function, and object of expense are reported on the applicable “Cost Alloca-
tion Schedule of Payments for Administrative Expenses Other Than Salaries Worksheet.” The preparer of
the “Cost Allocation Schedule of Payments for Administrative Expenses Other Than Salaries Work-
sheet(s)” should determine that all reported amounts are being claimed. This may entail a reconciliation
between amounts reported on the worksheets and amounts reported on the above noted FMS reports.

There should be a reconciliation between the totals reported on the FMS “Summary of Administrative
Costs Other Than Personal Services Expenses by State Code” with totals from the FMS “Agency Listing
of AOTPS Expense” and the FMS “Agency Listing of AOTPS Expense by Functional Category.” The lat-
ter two reports list the detailed transactions that make up each category amount reported on the “Summary
of Administrative Costs Other Than Personal Services Expenses by State Code.” The “Agency Listing of
AOTPS Expense by Functional Category” report also lists voucher identification numbers for each trans-
action.

A reconciliation should also be made between FMS detail and summary reports and the IFMS reports enti-
tled “Monthly Transaction Listing of OTPS Commitments and Expenditures by Budget Code and Object”
and the “Monthly Summary of OTPS Commitments and Expenditures.” The reconciliation assures that all
IFMS non-salary expenditures are identified by FMS and reported for claiming. Discrepancies should be
reported to the Financial Management Information Services Agency (FISA), which manages IFMS. All
FMS and IFMS reports should be available for audit.
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After all applicable “Cost Allocation Schedule of Payments for Administrative Expenses Other Than Sala-
ries Worksheet(s)” are completed, a second non-salary administrative worksheet is prepared to account for
manual adjustments of non-salary amounts. All non-salary amounts appearing on the “Cost Allocation
Schedule of Payments for Administrative Expenses Other Than Salaries Worksheet(s)” are listed by func-
tion on the second non-salary administrative worksheet. Adjustments to proper functions and sub-func-
tions are made on this worksheet as recommended by agency personnel in adjustment memorandums. Net
amounts allocated to each sub-function and function are listed in the final column of this worksheet. The
worksheet does not report amounts by object of expense.

Final worksheets are prepared by function, to identify total non-salary administrative expenditures (from
all sources, including adjustments) by object of expense code and function. These worksheets are used by
NYC in place of the detail LDSS-923’s that all districts other than NYC use to complete the claim sched-
ules. NYC uses the above worksheets to complete the following reports:

e LDSS-923 Summary “Schedule Of Payments for Administrative Expenses Other Than Salaries,”

e LDSS-923A Summary “Schedule Of Payments for Administrative Expenses Other Than Salaries,
Title IV-D Child Support Activities and Collection Unit Costs,” and the

e LDSS-923B Summary “Schedule Of Payments for Administrative Expenses Other than Salaries
for Other Reimbursable Programs.”

Instructions For LDSS-923 “Schedule Of Payments For
Administrative Expenses Other Than Salaries” (Summary)

The LDSS-923 Summary is completed monthly to summarize net non-salary expenditures for each object
of expense and functional category. The totals for each object of expense and function entered on the
LDSS-923 Summary are taken from the detail LDSS-923 sheets or the final AOTPS worksheets. Column
totals from the LDSS-923 Summary are transferred to Form LDSS-2347 “Schedule D DSS Administrative
Expenses Allocation and Distribution by Function and Program.”

The LDSS-923 Summary is part of the Automated Claiming System (ACS) RF-2A claim package elec-
tronically submitted to the State each month.

At the top of the form, the following information must be completed:

District
Enter the district name.

Month
Enter the effective month of the claim.

Column Instructions

Check or Voucher Number
Leave blank.

Date
Leave blank.

Date of Release: December 31, 2015 Version 1.0




New York State Fiscal Reference Manual

Reporting Salary, Non-Salary and Central Services Costs

Name of Payee
Leave blank.

Object of Expense
Enter the object of expense code to be summarized.

ColumnT
Enter for each object of expense, the total of the entries across the function columns.

Columns 1 - 17

From the LDSS-923 detail or the final AOTPS worksheets, enter the summary totals for each object of
expense code to functions in the appropriate column.

Line Instructions

Lists
The summary totals for each column are listed in order by object of expense.

Total Line
Enter the total amounts of all object of expense codes for each column. The totals for each function on
the LDSS-923 Summary should match the totals for each function on the LDSS-923 Detail or the final
AOTPS worksheets. The LDSS-923 Summary totals are then entered on the Schedule D, line 15, in the
respective columns.
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Instructions for LDSS-923A “Schedule of Payments for
Administrative Expenses Other than Salaries, Title 1V-D Child
Support and SCU Costs” (Detail)

The LDSS-923A detail is completed monthly by all districts other than NYC. It is a listing of non-salary
administrative expenditures for the Title IV-D Child Support Activities and Support Collection Unit, Func-
tion F8. Each non-salary expense entered on the LDSS-923A detail should be listed by object of expense
code under the appropriate F8 sub-function(s).

Administrative expenditures incurred through Cooperative Agreements, Purchase of Services Agreements
with other Governmental Units, and Purchase of Services with Private Agencies should be transferred to
the LDSS-923A detail for each contractual agreement. Object of Expense Codes 31.1 31.2, 31.3, 32.1,
32.2,32.3, 33.1, 33.2, and 33.3 should be used to designate these costs.

Cooperative Agreements require prior approval from the Department of Family Assistance before being
claimed for reimbursement (see Chapter 5 for procedures concerning cooperative agreements in general
and see Chapter 15 for Child Support cooperative agreements).

All adjustments, such as cancellations and refunds (see Chapter 15 for special requirements for the sepa-
rate reporting of cancellations and refunds for Laboratory Paternity Determination Costs- object of
expense code 18.2), for non-salary expenditures should also be individually entered on the form by object
of expense.

A sub-total must be calculated for each column for each object of expense. These totals are then transferred
to the LDSS-923A Summary. The detail LDSS-923A is not submitted to the State, but must be retained in
the local agency files for audit purposes.

At the top of the form, the following information must be completed:

District
Enter the district name.

Month
Enter the effective month of the claim.

Column Instructions
Check or Voucher Number

Enter the payment check number or voucher number of each non-salary expenditure.

Date
Enter the date of the check or voucher.

Name of Payee
Enter the name of the payee.

Object of Expense
Enter the appropriate object of expense.
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Total Column
Enter on each line the sum of the amounts of the expenditures entered under the various sub-functions.

Columns 2-9 (F8.1-F8.5)

Report under these columns non-salary expenditures by the proper F8 sub-function. The description of
each sub-function can be found in Chapter 3.

Line Instructions

List on a separate line each non-salary expense by object of expense. Each cost should be reported under
the proper sub-function (F8.1, F8.1a, F8.2, F8.2a, F8.3, F8.4, F8.5, F8.5a). Sub-totals should be computed
for each object of expense code under the Total Column and Columns 2 through 9. These sub-totals should
be transferred to the LDSS-923A Summary.

Totals
Enter on this line the cumulative totals for each column of the LDSS-923A detail.
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Instructions for LDSS-923A “Schedule of Payments for
Administrative Expenses Other than Salaries, Title IV-D Child
Support and SCU Costs” (Summary)

This report is completed monthly and summarizes F8 coded non-salary expenditures by object of expense
and child support activity. The F8 totals are transferred from the LDSS-923 Summary, column 8. The

LDSS-923A Summary is part of the Automated Claiming system (ACS) RF-2A claim package electroni-
cally submitted to the State each month.

At the top of the form, the following information is entered:

District
Enter the district name.

Month
Enter the effective month of the claim.

Column Instructions

Check or Voucher Number
Leave blank.

Date
Leave blank.

Name of Payee
Leave blank.

Obiject of Expense
Enter the object of expense codes to be reported.

Column 1 Total
Enter the total F8 amounts reported for each object of expense from the LDSS-923 Summary.

Columns 2-9

Obtain F8 time study percentages used to complete the Schedule D-8, Section 2, line 3 distribution.
Apply these percentages to the Column 1 total F8 amounts reported for each object of expense. Dis-
tribute the results for each object of expense to the proper F8 sub-function.

Line Instructions
List
Summary totals for each object of expense code are listed in order by object of expense.

Total Line
Sum up the entries in each column, and enter the total for each column on this line.
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Instructions for LDSS-923B “Schedule of Payments for
Administrative Expenses Other than Salaries for Other
Reimbursable Programs’ (Detail)

Those districts other than NYC with expenditures allocated to any activity listed under function F17
“Other Reimbursable Programs” must complete an LDSS-923B “Schedule of Payments for Administrative
Expenses Other than Salaries for Other Reimbursable Programs” (detail version).

Assign F17 sub-codes (such as F17.1, F17.2, F17.3, F17.4, etc., as needed) to program or project adminis-
trative expenses that are being reported in the F17 function as directed by the Office of Temporary and Dis-
ability Assistance.

Each non-salary payment should be listed on the LDSS-923B detail by object of expense code for each F17
sub-function. A sub-total must be calculated for each object of expense code for each column containing
expenditures. These sub-totals are then transferred to the LDSS-923B (Summary).

Form LDSS-923B (Detail) is not submitted to the State, but should be retained in the local agency files for
audit purposes to support the administrative claim.

At the top of the form, the following information must be completed:

District
Enter the district name.

Month
Enter the month of the claim.

Column Instructions

Check or Voucher Number
Enter the payment check number or the voucher number of the non-salary expenditure.

Date
Enter the date of the payment or voucher.

Name of Payee
Enter the name of the vendor payee.

Object of Expense
Enter the object of expense code.

Column T Total
Enter the total amount of non-salary expenditures.

Columns 1-99 (as needed)

Assign F17 sub-codes (F17.1, F17.2, F17.3, F17.4, etc.) to each column to designate each separate pro-
gram or project. A separate column should be used for each separate program or special project for
which expenditures were made.
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Through September 2011 claims, Column 1 should be used for expenditures made under the current
year’s HEAP grant. Column 2 should be used to identify expenditures under the previous year’s HEAP
grant.

Effective with October 2011 claims, HEAP is no longer reported with Other Reimbursable Programs
(F17). Itis separately identified on the LDSS-923 as HEAP (F11).

Line Instructions

Assign F17 sub-codes (such as F17.1, F17.2, F17.3, F17.4, etc.) to programs or projects whose administra-
tive expenses are being claimed in the F17 function as directed by the Office of Temporary and Disability
Assistance. List non-salary costs of each program or project by object of expense and distribute costs to the
proper columns (1 through 99, as needed).

Totals
Enter on this line the cumulative totals for each column of the LDSS-923B.
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Instructions for LDSS-923B “Schedule of Payments for
Administrative Expenses Other than Salaries for Other
Reimbursable Programs” (Summary)

An LDSS-923B Summary is prepared monthly to summarize the net non-salary expenditures by F17 sub-
function and object of expense. These totals are transferred to the LDSS-923 Summary, column F17.

For claims through September 2011, the LDSS-923B Summary is not submitted to the State, but should be
kept on file (for audit purposes) along with a copy of the LDSS-3274 “Schedule D-17 Distribution of Allo-
cated Costs to Other Reimbursable Programs.”

Beginning with October 2011 claims, the LDSS-923B (Summary) is part of the Automated Claiming Sys-
tem (ACS) RF-17 claim package electronically submitted to the State each month. The LDSS-3274
“Schedule D-17 Distribution of Allocated Costs to Other Reimbursable Programs” is replaced with the RF-
17 claim package. Refer to Chapter 18 for further description of the F17 function.

At the top of the form, the following information must be completed and entered:

District
Enter the district name.

Month
Enter the month of the claim.

Column Instructions

Check or Voucher Number
Leave blank.

Date
Leave blank.

Name of Payee
Leave blank.

Obiject of Expense
Leave blank.

Column T Total

Enter the total amount of expenditures reported on each line. These totals should equal the line totals
from the LDSS-923 Summary.

Enter the total amount of F17 non-salary expenditures reported for each object of expense.

Columns 1-99 (as needed)

From the LDSS-923B detail, enter the summary totals for each object of expense. Assign F17 sub-
function codes (such as F17.1, F17.2, F17.3, F17.4, etc.) for each program as needed. A separate col-
umn should be completed to report expenditures for each separate special project for which expendi-
tures were made.
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For claims through September 2011, Column 1 should be completed for expenditures made under the
current year’s HEAP grant. Column 2 should be completed to identify expenditures made under the
previous year’s HEAP grant.

Beginning with October 2011 claims, the 923B (Summary) is in the RF-17 claim package. HEAP is
no longer reported with Other Reimbursable Programs. Separate columns are completed to report the
expenditures for each special project as identified by the individual column headings on the 923B.
Administration and program expenditures are reported separately using the 923B Administration and
923B Program schedules.

Line Instructions
List
The summary totals for each object of expense code are listed in order by object of expense.

Total Line
Enter the total amount of all object of expense codes for each column.
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CLAIMING ON LDSS-2347 “ScHEDULE D DSS
ADMINISTRATIVE EXPENSES ALLOCATION AND DISTRIBUTION
BY FUNCTION AND PROGRAM”’

The Schedule D “Administrative Expenses, Allocation and Distribution by Function and Program” is com-
pleted and submitted each month to distribute and report all SSD administrative costs to direct SSD func-
tions (F1 through F8, F10, F11, F16, F17, and F18). These administrative costs include salary and fringe
benefits, non-salary, WMS, and central services costs.

Salary costs may be direct charged to a particular SSD function, identified by workload measures (step-
down, time studies) or reported in an overhead function and allocated to the direct functions based on per-
centages of staff counted in each direct function. Step-down procedures require prior state approval.

In New York City, the FMS report “Summary of Personal Service Expenses and Staff Count by Functional
Category,” identifies sub-functional salary costs and head counts for the month. Salary and head counts
from the FMS report are separately listed on worksheets by sub-functional category. Various adjustments
to these figures are also recorded on the worksheets. Adjustments are identified by use of workload mea-
sures (step-down, time studies, case counts etc.) and are recommended by adjustment memorandum. Net
adjusted sub-function amounts are computed and grouped according to function. The functional salary and
head count figures are then transferred from the worksheets to the proper categories of the Schedule D.

The fringe benefit rate is based on a projection of expenditures for the fiscal year and includes a roll for-
ward adjustment to actual fringe benefits for a prior year period. The New York City Office of Manage-
ment and Budget (OMB) calculates the fringe benefit rate for the City’s fiscal year. The projected yearly
fringe benefit amount is apportioned on the monthly Schedule D throughout the year.

Non-salary costs, central services costs, and WMS operational costs are also distributed to functions on the
Schedule D. Non-salary costs are allocated to functions based on the LDSS-923 Summary information.
Central services costs are distributed to direct SSD functions by the staff count percentages. City-wide cen-
tral services costs are also computed by the City’s Office of Management and Budget. WMS operational
costs (including WMS central services costs) are distributed to direct functions by percentages derived
from the WMS statistical report entitled “WINR0087 Active and Single Issue Cases and Individuals” for
New York City districts or “WST002 Active Cases and Individuals” for all districts other than New York
City.

Overhead costs appearing on the Schedule D are distributed to direct SSD functions based on percentages
of staff counted in each direct function.

After costs are identified and distributed to direct functions on the Schedule D, the amounts are transferred
to the program administration sub-schedules, Schedules D-1 through D-8, D-10, D-17, and D-18. The
Schedule D-17 is available only through September 2011 claims. Beginning with October claims, the
amounts allocated to the F17 function on the Schedule D are transferred to the RF17 Worksheet in the RF-
17 claim package. Federal, state and local shares are then calculated for the expenditures on the sub-sched-
ules.
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Instructions for Completing Schedule D, Sections 1, 2, 3, and 4

In general, the Schedule D is designed to perform sequential calculations of functional costs. Do not enter
any figures in shaded boxes. Round all amounts to the nearest dollar.

Section 1 Salary and Fringe Benefit Expenditures

Line 1 Salaries Assigned to Function

From the Summary of Salary and Function Assignments, enter the monthly salary costs for each func-
tion in the pertinent function column. Please note that any salaries to be stepped down are not to be
included in the figures entered in line 1.

Line 2 Salaries Allocated By Step-Down Procedure

This line is to be used by only those districts that implement the step-down allocation procedures as
described in Chapter 2 of the manual. These step-down allocation procedures require prior state
approval.

Line 3 Total Salaries
Add together the amounts on lines 1 and 2, and enter, the total for each column in line 3.

Line 4 Calculated Fringes

Multiply each column in line 3 by the calculated fringe benefit rate (as described in Chapter 4 of the
manual), and enter the result in the appropriate column of line 4. Enter the fringe benefit rate on line 4
under the first column, marked “ITEM.”

Line 5 Total Salaries and Fringes
Add together the amounts on lines 3 and 4, and enter the total for each column on line 5.

Line 6 No. of Staff Assigned Directly to Function

From the monthly Summary of Salary and Function Assignments (see Page 4-18), enter in each col-
umn the number of staff assigned to the function (both whole and fractional counts). Staff counts
should be taken to two decimal places (XX.XX). These entries should be in agreement with the
amounts appearing in the total column of the Summary of Salary and Function Assignments.

Line 7 No. Staff Allocated by Step-Down

This line is to be used by those districts that implement the step-down allocation procedures. These
step-down allocation procedures require prior state approval.

Line 8 Total Staff Assigned to Function

For each column, add the amounts on lines 6 and 7, and enter the total on line 8 in the respective col-
umn.

Line 9 Distribution %, Overall Overhead

Divide each entry on line 8, columns 1 through 16 by the total of line 8, columns 1 through 16. For col-
umn 3 add the staff counts on line 8, column 2 and column 3 together and divide that number by the
total of line 8, columns 1 through 16. Enter each percentage in the appropriate column on line 9.
Round off each percentage to two decimal places (XX.XX). The sum of line 9, columns 1 through 16
should equal 100.00%.
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Line 10 Distribution % DSS Admin. Overhead
Divide each entry on line 8, columns 1 through 14 by the total of line 8 columns 1 through 14. For col-
umn 3 add the staff counts on line 8, column 2 and column 3 together and divide that number by the
total of line 8, columns 1 through 14. Enter each percentage in the appropriate column on line 10.
Round off each percentage to two decimal places (XX.XX). The sum of line 10, columns 1 through 14
should equal 100.00%.

Line 11 Overall Overhead Distributed
Multiply the amount on line 5, column 17 by each entry on line 9, and enter the results on line 11 in the
respective column.

Line 12 Total DSS Admin. Overhead
In column 15, add together the amounts on lines 5 and 11. Enter the sum on line 12.

Line 13 DSS Admin. Distributed
Multiply line 12, column 15 by each entry on line 10. Enter the results on line 13, in the respective col-
umn.

Line 14 Grand Total Salaries and Fringes

For each column add together the amounts on lines 5, 11, and 13, and enter the total on line 14 in the
respective column.

Section 2 Non-Salary Expenditures Distribution

Line 15 Non-Salary Costs Assigned to Function
From the LDSS-923 monthly summary schedule, enter in the appropriate column the total non-salary
costs charged to each function.

Line 16 Overall Overhead Distributed

Multiply line 15, column 17 by each entry on line 9, and enter the results on line 16 in the respective
column.

Line 17 Total DSS Admin. Non-Salary Expenses
In column 15, add together the amounts on lines 15 and 16. Enter the sum on line 17.

Line 18 DSS Admin. Overhead Distributed

Multiply line 17, column 15 by each entry on line 10. Enter the results on line 18, in the respective col-
umn.

Line 19 Total Non-Salary Expenses
For each column, add the amounts on lines 15, 16, and 18. Enter the total on line 19.

Section 3 Total WMS Operational Costs

Line 20 Total Salary and Non-Salary Expenditures
In column 12, add the amounts on lines 14 and 19. Enter the sum on line 20.
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Line 21 WMS Distribution %s

This line represents the percentages for distribution of salary and non-salary costs for WMS. These
percentages are based on the district specific WMS statistical screen report entitled “WST002 Active
Cases and Individuals” or “WINRO087 Active and Single Issue Cases and Individuals.” See Chapter
17 for the method of distributing WMS costs by using the WST002 report or WINROO87 report.

Line 22 WMS Operational Cost Distributed

Multiply the amount on line 20, column 12, by each entry on line 21. Enter the results on line 22, in the
respective column.

Line 23 Total Salary & Non-Salary Expense
For each column, add the amounts on lines 14, 19, and 22, and enter the results on line 23.

Section 4 Central Services Costs

Line 24 Central Services Cost Distribution

Enter the total central services costs. For districts that have proposals that separately identify central
services costs by direct district functions (functions F1 through F8, F10, F11, F16, F17, and F18) and
Non-Administration/Local Programs (F30) should enter the costs in column 15 and leave column 17
blank. For districts that have central services cost proposals that do not identify costs among district
functions and non-administration/local programs should enter all central services costs in column 17
and leave column 15 blank.

Line 25 Overall Overhead Distributed

If line 24, column 17 is blank, make no entries on this line. If an entry was made in line 24, column 17,
multiply that number by each entry on line 9 (Section 1) and enter the results on line 25 in the respec-
tive column.

Line 26 DSS Admin. Overhead Distributed

There should be an entry in either line 24 or line 25 of column 15. Take that entry and multiply it by
each entry on line 10 (Section 1), and enter the results on line 26 in the respective column.

Line 27 WMS Operational Central Services Costs
In column 12, add the amounts on lines 25 and 26. Enter the sum on line 27.

Line 28 WMS Central Services Costs Distributed

Multiply line 27, column 12 by each entry on line 21, and enter the results on line 28 in the respective
column.

Line 29 Total Central Services Costs Distributed

For each column, add the amounts on lines 25, 26, and 28, and enter the results on line 29 in the
respective column. There should be no entry in columns 12, 14, or 16 on this line because the overhead
and WMS costs were previously allocated to benefiting functions. Add together the entries in columns
1 through 11, 13, and 15; and enter the sum in the total column.
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Special Reporting for HEAP Current and HEAP Prior Expenditures

Beginning with October 2011 claims, expenditures for HEAP administration are reported directly on the
Schedule D in a separate column for function F11. For claims through September 2011, HEAP expendi-
tures are reported on the sub-schedule D-17. See chapter 18 for further detail of claiming on the D-17.

HEAP expenditures for prior period administration claims made after the end of the Federal fiscal year
need to be separately identified from current period claims. Beginning October 2011, this identification is
made in a footnote that has been added to the Schedule D.

Instructions for the HEAP Footnote

Column Instructions

HEAP Current
Enter the expenditures applicable to the current federal fiscal year.

HEAP Prior

Prior period administrative claims for HEAP made after the end of the federal fiscal year (i.e. Septem-
ber period administrative expenditures appearing on the October HEAP claim) should be reported in
this column.

Line Instructions

Admin

Identify the portions of the amount reported in Column 11, Line 23 that apply to the current and prior
HEAP claiming periods. Enter the amounts in the respective columns.

Program
Identify the portions of the amount reported in Column 11, Line 23 that apply to the current and prior
HEAP claiming periods. Enter the amounts in the respective columns.

Central Services

Identify the portions of the amount reported in Column 11, Line 29 that apply to the current and prior
HEAP claiming periods. Enter the amounts in the respective columns.

The total of the amounts reported in the footnote on lines Admin and Program in both HEAP Current and
HEAP Prior columns should equal the amount reported in the Schedule D, Column 11, Line 23 “Total Sal-
ary and Non-Salary Expense.”

The total of the amounts reported on the line central services in both HEAP Current and HEAP Prior
should equal the amount in the Schedule D Column 11, Line 29 “Total Central Services Costs Distributed.”

More detail on the HEAP function F11 is in Chapter 29. After completion of the Schedule D, the federal
share of HEAP is reported through the completion of the Schedule RF-8. Detail of the RF-8 is found in
FRM Volume 2 Chapter 3.
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Chapter 8. Intake/Case Maintenance
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INTRODUCTION

This chapter details the activities included in the F1 Intake/Case Maintenance (I/CM) function and the dis-
tribution basis used for allocating costs to program categories. It also covers the types of employees
assigned to the function, the types of costs related to the function, and the explanation of how to claim
these costs. The distribution base used for this function is the Intake/ Case Maintenance Random Moment
Study.

DESCRIPTION OF THE F1 FUNCTION

The F1 I/CM function includes all administrative activities related to providing temporary assistance (TA).
There are six TA programs:

e Family Assistance (FA)

o Safety Net-Maintenance Of Effort (SN-MOE),
e Emergency Assistance to Families (EAF),

e Emergency Assistance to Adults (EAA),

o Safety Net Assistance (SNA), and

e Non Public Assistance (NPA).

The Flexible Fund for Family Services (FFFS) was enacted in the State Fiscal Year 2005-2006 Budget.
FFFS provides social services districts with the flexibility to manage federal Temporary Assistance for
Needy Families (TANF) funds that are available for the following services:

e Family Assistance (TANF funded),
e Emergency Assistance to Families (EAF), and

e Local administration overhead costs allocated to TANF.

The SSDs must file a plan with the State detailing how much of their FFFS allocation they want to assign
to these programs therefore the level of federal reimbursement they will assign to these programs.

The TA programs are described as follows:

e FA was established by the Welfare Reform Act of 1997 (WRA) as the replacement for the Aid to
Dependent Children (ADC) Program under Title 1V-A of the Social Security Act. The purpose of
the FA program is to provide assistance to needy families with children who meet certain
categorical and financial eligibility requirements. This program is generally funded by the federal
Temporary Assistance for Needy Families (TANF) block grant. The federal TANF program was
established by the Personal Responsibility and Work Opportunity Reconciliation Act (PRWORA)
of 1996. Certain clients for the FA program may not be eligible for federal funding, and the related
administrative costs would be claimed under the Safety Net Assistance (SNA) program once the
eligibility of the case has been determined.

o Safety Net MOE is a subcategory of the state Safety Net Program. This subcategory of the Safety
Net Assistance Program is designed to meet the needs of families who have reached the sixty-
month life-time limit allowance of federal TANF funding of their public assistance costs as
contained in PRWORA and Welfare Reform (WRA). Families who reach the sixty-month time
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limit and do not meet the exception criteria for remaining in Family Assistance (FA) must go to
Safety Net Assistance (SNA). For families moving to SNA, a determination must be made as to
whether or not they will receive non-cash or cash SNA. Most families will receive non-cash SNA-
FNP. If the head of the household is exempt from work requirements or is HIV positive and not
required to participate in alcohol/drug rehabilitation, the case will receive Cash SNA (case type
16) instead of Non-Cash SNA (case type 17). Families who are no longer receiving TANF funded
assistance because an adult family member has received the sixty-month cash time limit can still
receive TANF funded services as long as their income does not exceed 200% of poverty. TANF
funded services meet the definition of non-assistance. The sixty-month time limit does not apply to
Medicaid or Supplemental Nutrition Assistance Program (SNAP).

EAF is also included in the TANF Title 1V-A provisions. This program is designed to meet
temporary emergency needs of families with children. EAF may be given to persons receiving on-
going assistance, depending on the circumstances. It may also be provided to families that are not
receiving recurring public assistance benefits.

EAA is a New York State program designed to assist aged, blind, and disabled SSI recipients in
emergency situations.

Safety Net Assistance is the state sponsored general assistance program. Generally, the program
provides public assistance to people who are ineligible for federally funded programs, including
FA or Supplemental Security Income (SSI). However, some families that would otherwise be
eligible for the Family Assistance Program may be placed in the Safety Net Assistance Program
because of substance abuse problems. (Such clients under the Safety Net program may be eligible
for federal funding, and the related administrative costs would be claimed under FA.) People may
qualify for Safety Net Assistance by meeting certain income and categorical requirements. The
Safety Net Assistance Program also includes Veterans Assistance which is a state and local
program that provides benefits to needy veterans and their spouses.

NPA is the category of administrative costs related to adult institutional care cases and burial of
non-PA clients. The institutional care settings are public homes and adult shelters.

Child Care is the category of administrative costs related to TA workers authorizing child care for
public assistance recipients.

I/CM activities include all direct eligibility worker transactions for determining and re-determining eligi-
bility and helping public assistance applicants/recipients to become self-sufficient. The eligibility determi-
nation process includes new client certification activities, re-certification activities, undercare changes, and
other activities affecting Public Assistance benefits. These activities are defined as follows:

New certifications - These activities relate to the initial stages of processing a new application or
reopening a case. They include all work prior to and leading to the decision of program category,
work associated with processing an application, and the effort involved in the opening, reopening
or denial of a case after categorical determination has been made.

Re-certifications - The activities related to this stage of the eligibility process includes work
leading to re-determining and re-establishing case category and eligibility for an existing case.

Undercare changes - These activities occur subsequent to the determination. They involve, but are
not limited to, determining if a change in a case’s circumstance affects the program category of the
case, or causes a transaction on the Welfare Management System (WMS).

Other - These activities are direct eligibility activities other than the ones described above.
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The F1 function may contain activities that are not direct eligibility activities. These activities include the
following:
e Administration and supervision,

e Housing and relocating activities performed by housing specialists for PA families or households,
o Diversion and case management activities to reduce or eliminate the need for public assistance,
e Resource investigations not included in the F10 Fraud and Abuse function, and

e Support activities such as accounting, legal, clerical, and secretarial.

The F1 function should specifically exclude the following activities altogether:
e Eligibility determination/re-determination for MA Only and NPA SNAP cases,

o Eligibility determination for Social Services Only clients, and

e All accounting and payment activities for the MA, SNAP, and Social Services Programs.

TYPES OF EMPLOYEES ASSIGNED TO THE F1 FUNCTION

The following types of staff are coded to the F1 I/CM function:

e Employees performing direct intake/case maintenance activities previously described in this
chapter.

e Housing Specialists responsible for meeting housing and relocation costs, moving of families,
payments of rent and deposits, and authorizations of payments or other needs for housing,

e Resource Investigation and Resource Services Specialists responsible for exploring, verifying, and
evaluating resources available to the client to reduce or eliminate their need for public assistance,

e Case workers performing TA case actions,
e Clerical and stenographic support staff, and

e Employees performing administration and supervision of the above staff.

The following units, which are clearly identified as providing support services to solely F1 coded Intake/
Case Maintenance units, may also be coded F1:

e Accounting (e.g., processing Family Assistance or Safety Net grant payments),
e Legal,
o Eligibility systems and procedures staff, and

e Other staff as appropriate.

Employees who work full time on F1 activities for Native Americans living on reservations in NY'S should
be coded F1.1 to identify personnel costs for additional state reimbursement.
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TYPES OF COSTS ALLOCATED TO THE F1 FUNCTION

Administrative costs charged to the F1 I/CM function may include the following:

e Salary and fringe benefit costs charged for employee time and effort devoted specifically to the 1/
CM function,

e Non-salary costs including materials and supplies, equipment, and other approved expenditures
incurred while performing the I/CM function,

e Welfare Management System (WMS) costs allocated to F1 categorical program areas according to
results of the WMS worksheet (as explained in Chapter 4),

e SSD overhead costs allocated to F1 I/CM from F20 SSD overhead,
e Overall overhead costs allocated to the F1 I/CM function from the F40 function, and

e Central services costs allocated to the F1 I/CM function.

CLAIMING OF F1 CoSsTS ON THE LDSS-2347A “SCHEDULE D-
1 CLAIMING OF INTAKE/CASE MAINTENANCE
EXPENDITURES”

The Schedule D-1 distributes total I/CM costs and related central services costs to appropriate TA program
categories for proper federal and state reimbursement. The I/CM costs are charged to categorical programs
in one of four ways:

Direct Charge
I/CM costs are direct charged to one or more of the categorical areas with state prior approval from the
Bureau of Financial Services (BFS). The only exception is Welfare Management System (WMS) costs,
which are direct charged without state prior approval

Allocations by Intake/Case Maintenance Random Moment Study (I/CM RMS)

The remaining unidentified I/CM costs are distributed to the six TA categories based on quarterly 1/
CM RMS percentages. BFS will provide I/CM RMS percentages to districts through the Automated
Claiming System (ACS).

Transfers of FA, SN MOE, and Safety Net Assistance (SNA) costs from FA to MA and SNAP func-
tions
Amounts identified by the I/CM RMS process for MA and SNAP beneficial costs are transferred from
the Intake/Case Maintenance function to the Medical Assistance and SNAP Programs.
Transfer of Child Care costs from FA to Services function

Amounts identified by the I/CM RMS process for Child Care costs are transferred from the Intake/
Case Maintenance function to the Services program.

Direct Charged F1 Amounts

An SSD may identify certain F1 amounts to a specific TA category and direct charge these amounts to the
category. Prior approval from the Bureau of Financial Services (BFS) must be requested before amounts
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are direct charged. The only exception is claiming of Welfare Management System (WMS) costs that are
direct charged without state prior approval and all NYC expenditures made under HASA carfare program
to be direct charged to SNA.

Intake/Case Maintenance Random Moment Study (I/CM RMYS)

The Intake/Case Maintenance Random Moment Study (I/CM RMS) is conducted on a quarterly basis (Jan-
uary-March, April-June, July-September, and October-December). The I/CM RMS is administered by
state telephone observation staff who obtain numerous one-minute telephone observations at fixed six-
minute intervals from a sample of randomly selected eligibility workers. The accumulation of worker
responses at random moments profiles the overall eligibility activity with a high level of statistical accu-
racy. Two separate studies are conducted. A Temporary Assistance Programs only I/CM-RMS is con-
ducted for all districts other than NYC. The NYC I/CM-RMS produces percentages for the Temporary
Assistance Programs and the Employment Program. The eligibility worker sample for NYC is taken from
a universe of staff located in the Human Resources Administration (HRA). The eligibility worker sample
for the remaining districts is taken from a universe of staff located in the six largest upstate districts (Erie,
Monroe, Onondaga, Westchester, Suffolk and Nassau).

For cost allocation purposes, the sample of productive activities is grouped according to the pre and post
categorical eligibility determination process. The pre-categorical eligibility determination process rep-
resents work completed prior to a determination or a re-determination of a client case type. The activities
include screening, client interview preparation, the interview, and post interview categorical eligibility
determination. The post categorical eligibility process involves case processing after the case has been
determined. The identification of pre and post categorical eligibility activities permits the appropriate cost
allocation to federal programs for pre-categorical eligibility related time, including time spent on cases
ultimately determined to be ineligible for federal funds.

In the process of determining Temporary Assistance eligibility there are intake/case maintenance activities
which are shared with (i.e. beneficial to) the Temporary Assistance (TA), Medical Assistance (MA), and
Supplemental Nutrition Assistance Program (SNAP) administrative functions.

The activity results are grouped and broken down into eleven percentages that will distribute net F1 costs
(total F1 costs less directly identified F1 costs) to appropriate categories. There are six percentages to dis-
tribute costs to the six Temporary Assistance categories (FA, SN MOE, EAF, EAA, Safety Net, and NPA).
There is a set of beneficial percentages to distribute administrative costs shared by the FA and the SN MOE
programs with the MA and SNAP programs. There is also a set of beneficial percentages to distribute
administrative costs shared by the Safety Net Assistance program with the MA and SNAP programs. There
is a percentage to distribute child-care administrative costs to the Child Care Block Grant. For NYC, there
is a percentage to distribute employment program costs to the employment function. The I/CM-RMS
results established for a quarter are used to allocate costs during the following quarter.

Chapter 22 of this manual provides more information on the theory and actual process of the I/CM RMS.

Distribution of Costs

The costs coded to the F1 function are transferred from the LDSS-2347 “Schedule D Administrative
Expenses Allocation By Function and Program” to the Schedule D-1. The Schedule D-1 is used to report
F1 costs in the six F1 program categories and the child care program. It is also used to compute federal,
state, and local shares.
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F1 costs directly identified to categories on the Schedule D-1, Section 1, are deducted from total F1 costs
and the net results are distributed to the six TA categories and the child-care program by the quarterly I/CM
RMS percentages. The net results allocated to the TANF and the SN-MOE programs are multiplied by the
MA and SNAP beneficial percentages. The net results allocated to the Safety Net program are multiplied
by the MA and SNAP beneficial percentages. The results are noted on the Schedule D-1 for transfer to
other schedules. MA beneficial amounts are transferred to the LDSS-2347-B2 “Schedule D-4 Calculation
for MA Eligibility Determination Authorization Payment Cost Shares.” SNAP beneficial amounts are
transferred to the LDSS-2347-E “Schedule D-7 Distribution of SNAP Expenditures to Activities.” The net
results allocated to the Child Care program are transferred to the LDSS-2347-B “Schedule D-2 Allocation
For Claiming General Services Administration Expenditures.”

The remaining F1 Intake/Case Maintenance costs allocated by I/CM RMS percentages are added to F1
amounts directly identified to TA categories. Cost shares are determined from this result on the Schedule
D-1. Under FFFS the SSD assigns the level of federal reimbursement for these categories.

Total central services costs allocated to the F1 function are reported on the Schedule D-1, Section 2, and
distributed to categories in the same manner as described above for regular F1 costs. Federal and local
shares are then calculated for central services costs. State participation is unavailable for central services
costs.

INSTRUCTIONS FOR THE LDSS-2347A “SCHEDULE D-1
CLAIMING OF INTAKE/CASE MAINTENANCE (I/CM)
EXPENDITURES”

The Schedule D-1 is completed and submitted monthly. Sections 1 and 2 are completed by the district. Sec-
tion 3 information is provided by the Bureau of Financial Services through the Automated Claiming Sys-
tem (ACS).

Section 1 - Calculation of Federal, State and Local Shares
Line 1 Total I/CM Costs

Enter the total I/CM expenditures in the column 1 (Total). These amounts come from Schedule D, line
23, column 1.

Line 2 Directly Identifiable 1/CM Expenditures

Enter the directly identified amounts in the appropriate PA category columns. These amounts may include
Welfare Management System (WMS) costs identified by category on the WMS worksheet (see Chap-
ter 4), and other directly identified amounts. Any directly identified amounts for Child Care should be
charged on the Schedule D-2 in the first instance after receiving prior approval. Any amounts other
than WMS that are to be directly identified require prior approval from the Bureau of Financial Ser-
vices. Enter the total of columns 2 through 7 in column 1.

All direct charged amounts should be excluded from the I/CM RMS allocation.

Line 3 Net I/CM Expenditures to be allocated
Subtract line 2, column 1 from line 1, column 1, and enter the result on this line.
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Line 4 RMS Allocation Percentages
I/CM RMS percentages are entered in the appropriate columns through the ACS.

Line 5 Total Costs Allocated By RMS %s

Multiply the line 3 amount by the percentages on line 4, and enter the results in the appropriate col-
umns of line 5.

Line 6 Less SNAP Activities

Enter the FA/SNAP activity costs in column 2. This amount is obtained by multiplying the FA benefi-
cial SNAP percentage from Section 3 by the FA amount in Section 1, column 2, line 5.

Enter the Safety Net MOE/SNAP activity costs in column 3. This amount is obtained by multiplying
the FA beneficial SNAP percentage from Section 3 by the Safety Net MOE amount in Section 1, col-
umn 3, line 5.

Enter the Safety Net Assistance/ SNAP activity costs in column 6. This amount is obtained by multi-
plying the Safety Net beneficial SNAP percentages from Section 3 by the Safety Net amount in Sec-
tion 1, column 6, line 5.

The amounts on this line are transferred to the Schedule D-7. The entries in columns 2, 3, and 5 are
added together, and the sum is entered in column 1.

Line 7 Less Medicaid Activities

Enter the FA/MA activity costs in column 2. This amount is obtained by multiplying the FA beneficial
MA percentage from Section 3 by the amount in Section 1, column 2, line 5.

Enter the Safety Net MOE/MA activity costs in column 3. This amount is obtained by multiplying the
FA beneficial percentage from Section 3 by the amount in Section 1, column 3, line 5.

Enter the Safety Net/MA activity costs in column 6. This amount is obtained by multiplying the Safety
Net beneficial MA percentage from Section 3 by the Safety Net amount in Section 1, column 6, line 5.

The amounts on this line are transferred to the Schedule D-4. The entries in columns 2, 3, and 5 are
added together, and the sum is entered in column 1.

Line 8 Net Amount Allocated

Subtract lines 6 and 7 from line 5. Enter the results in the respective columns. The amount in column 8
is transferred to the Schedule D-2.

Line 9 Amount subject to reimbursement
Add together line 2 and line 8. Enter the results in the respective columns.

Line 10 Federal Share

Enter the total federal shares the SSD assigns from the Flexible Fund for Family Services (FFFS) to Family
Assistance (column 2) and EAF (column 4). If the SSD does not enter an amount the system will default to
50% federal share of the amount on line 9. Enter the total of columns 2 and 4 in column 1.

Line 11 Balance
Subtract line 10 from line 9, and enter the results in the appropriate columns.
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Line 12 State Share

For columns 1 through 7, enter zero as no state share funds are available for Family Assistance, Safety
Net MOE, EAF, EAA, Safety Net Assistance, and NPA.

Line 13 Local Share
Subtract line 12 from line 11, and enter the results in the appropriate columns.

Section 2 - Calculation of Federal Share of Central Services Costs

Line 1 Total Central Services Costs
Enter the total I/CM central services costs from Schedule D, line 29, column 1 on line 1, column 1.

Line 2 Directly Identifiable I/CM Central Services Costs

Enter on line 2 the appropriate WMS central services amounts identified by I/CM category as taken
from the WMS worksheet. Any other directly identified central services amounts reported on this line
require prior approval from the Bureau of Financial Services.

Line 3 Net Central Services Costs
Subtract line 2, column 1 from line 1, column 1, and enter the result on this line.

Line 4 RMS Allocation Percentages

Enter the I/CM RMS percentages in the appropriate columns. These percentages are automatically
placed on the line by the ACS.

Line 5 Central Services Costs Distributed
Multiply line 3 by the percentages on line 4. Enter the results in the appropriate columns of line 5.

Line 6 Less SNAP Activities

Enter the FA/SNAP activity central services costs in column 2. This amount is obtained by multiplying
the FA beneficial SNAP percentage from Section 3 by the FA central services amount in Section 2,
column 2, line 5.

Enter the Safety Net MOE/SNAP activity costs in column 3. This amount is obtained by multiplying
the FA beneficial SNAP percentage from Section 3 by the Safety Net MOE central services amount in
Section 2, column 3, line 5.

Enter the Safety Net/SNAP activity central services costs in column 6. This amount is obtained by
multiplying the Safety Net beneficial SNAP percentage from Section 3 by the Safety Net central ser-
vices costs in Section 2, column 6, line 5.

The entries in columns 2, 3, and 5 are added together, and the sum is entered in column 1.The amounts
on this line are transferred to the Schedule D-7.

Line 7 Less Medicaid Activities

Enter the FA/MA activity central services costs in column 2. This amount is obtained by multiplying
the FA beneficial MA percentage from Section 3 by the FA central services amount in Section 2, col-
umn 2, line 5.
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Enter the Safety Net MOE/MA activity central services costs in column 3. This amount is obtained by
multiplying the FA beneficial MA percentage from Section 3 by the Safety Net MOE central services
amount in Section 2, column 3, line 5.

Enter the Safety Net/MA activity central services costs in column 6. This amount is obtained by multi-
plying the Safety Net beneficial MA percentage from Section 3 by the Safety Net central services
amount in Section 2, column 6, line 5.

The entries in columns 2, 3, and 5 are added together, and the sum is entered in column 1. The amounts
on this line are transferred to the Schedule D-4.

Line 8 Net Central Services Amount

Subtract the sum of lines 6 and 7 from line 5. Enter the results in the respective columns. The amount
in column 8 is transferred to the Schedule D-2.

Line 9 Amount Subject to Reimbursement
Add together line 2 and line 8. Enter the results in the respective columns.

Line 10 Federal Share

Enter the total federal shares the SSD assigns from the Flexible Fund for Family Services (FFFS) to
Family Assistance (column 2) and EAF (column 4). If the SSD does not enter an amount the system
will default to 50% federal share of the amount on line 9. Enter the total of columns 2 and 4 in column
1.

Line 11 Local Share
Subtract line 10 from line 9, and enter the results in the appropriate columns.

Section 3 - Beneficial Percentages

This section reports the quarterly Family Assistance (FA) beneficial percentages and the Safety Net Bene-
ficial percentages for SNAP and Medical Assistance activities.

Section 4 — Determination of Case Management Amount (memo entry only)

This section reports the monthly case management (memo entry only) dollar amount. This dollar amount is
determined through the use of a case management percentage. The Office of Temporary and Disability
Assistance, Bureau of Financial Services, through the Automated Claiming System (ACS) provides this
case management percentage on a quarterly basis.

The I/CM RMS will define case management activities as those activities involved with planning, linking,
counseling and monitoring/evaluating the client and/or family’s position in achieving self-sufficiency.
Examples of these activities are:

e Assessing current needs and evaluating services to prescribe;
e Referring for services;

e Setting and discussing client goals;

e Discussing and evaluating:

¢ Education and work histories,
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¢ Work goals and achievements,

¢ Training received and needed,

+ Household situation, and

+ Family personal and health issues which could affect employability,
¢ Housing/living arrangements,

¢ Transportation, etc.

The case management percentage reflects federal regulations for TANF that have redefined administrative
costs. Under TANF, costs related to such efforts as case management activities are classified by the federal
government as program costs rather than administrative as they have been in the past. Thus such costs
would not be applied to the federal 15% Federal limitation on administrative costs under TANF. To prop-
erly report these costs to the federal government, the I/CM RMS will determine a case management per-
centage that will be taken against total reimbursable Intake/Case Management costs for FA and EAF to
determine that portion that is case management activity. This information is used as a memo entry only.

This section is completed as follows:

Column1
Enter in this column the result of adding together from Schedule D, column 1 “Intake/Case Mainte-
nance” the amounts from line 5 “Total Salaries and Fringes” and line 15 “Non-Salary Costs Assigned
to Function.”

Column 2
Enter in this column the amount from the Schedule D, column 1, line 23 “Total Salary & Non-Salary
Expenses.”

Column 3
Enter in this column the result of dividing column 1 by column 2. Carry the result to two decimal
places (XX.XX).

Column 4
Enter the result of adding together from Schedule D-1, section 1 the amounts from line 8, column 2
“Family Assistance”, column 3 “Safety Net MOE”, and column 4 “EAF.”

Column 5
Multiply the dollar amount in column 4 by the percentage determined in column 3 and enter the result
in this column.

Column 6
Enter in this column the case management percentage determined by the I/CM Random Moment
Study.

Column 7

Multiply the dollar amount in column 5 by the case management percentage in column 6 and enter the
result in this column.
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INTRODUCTION

This chapter describes the F2 General Services function and the types of employees and costs assigned to
this function. It also describes the procedures for calculating and claiming federal and state reimbursement
on the LDSS-2347-B “Schedule D-2, Allocation for Claiming General Services Administration Expendi-
tures.”

DESCRIPTION OF THE F2 FUNCTION

The F2 General Services function represents a major and complex function within the social services dis-
trict. The function includes all administrative activities related to the provision of social services by agency
staff, except for staff assigned full time to agency-operated Senior Citizen Centers, Agency-Operated Fos-
ter Care Facilities, Independent Living Services, and Day Care Centers. Such staff should be included in
the F30 Non-Administration/Local Programs function rather than the F2 function. Activities included in
the F2 function are generally allocated to client service categories by Services Random Moment Survey
(SRMS).

Please note that the following are brief descriptions of these programs. For complete details on these pro-
grams and the eligibility process see the Office of Children and Family Service’s (OCFS) Child Welfare
Eligibility Manual.

Services categories reported on the Schedule D-2 for reimbursement include the following:

e EAF (Emergency Assistance to Families) Child Preventive covers administrative activities
associated with providing child preventive services to individuals or families who are receiving or
are eligible to receive assistance under the EAF program.

e EAF Foster Care encompasses administrative activities associated with providing services to
individuals or families who are receiving or are eligible to receive assistance under this program.
These services are related to the foster care program.

e EAF Child Protective covers administrative activities associated with providing child protective
services to individuals or families who are receiving or are eligible to receive assistance under the
EAF program and certain pre-determination protective activities that are eligible for EAF based on
the nature of the activity.

e EAF All Other entails administrative activities associated with providing services to individuals
or families who are receiving or are eligible to receive assistance under this program that are not
related to the child preventive, protective or foster care programs.

e Child Care Block Grant, also known as the Child Care Development Fund, includes
administrative costs associated with child-care assistance provided to families in receipt of public
assistance. These families need child-care to engage in work, participate in work activities,
perform a community service, or enable a teen parent to attend high school or other equivalent
training program. Child-care may also be needed for such families because the parent or caretaker
relative is incapacitated physically or mentally. Child-care may likewise be needed because family
duties away from home necessitate the absence of the parent or caretaker relative.

In addition to the public assistance related child care, the Child Care Block Grant includes child
care assistance provided to the following families with income up to 200 percent of the State
Income Standard:
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+ Families who are attempting, through work activities, to transition off of public assistance
when child care is necessary to enable a parent or caretaker relative to engage in work. To be
eligible, such families’ public assistance must have been terminated as a result of increased
hours of or income from employment, or increased child support payments or they voluntarily
ended assistance. Additionally, the family must have received public assistance at least for
three of the six months preceding the month in which eligibility for assistance terminated.

¢ Families determined, in accordance with department regulations, to be at risk of becoming
dependent on public assistance.

¢ Other families that the SSD identifies in its consolidated services plan as eligible for childcare
assistance in accordance with criteria established by the NYS Office of Children and Family
Services.

e Title IV-E Preventive Services administrative activity relating to providing information and
referral for available services and monitoring supportive and rehabilitative services provided to
children under the age of 18 and their families in accordance with the provisions of Part 423 of the
Department Regulations. Among purposes of this activity is to:

¢ Avert an impairment or disruption of a family that will or could result in placement of a child
in foster care

+ Enable a child who has been placed in foster care to return to their family at an earlier time
than would otherwise be possible

¢ Reduce the likelihood that a child who has been discharged from foster care would return to
such care

e Title IV-E Protective Services administrative costs result from efforts made on behalf of children
under the age of 18. These efforts could also be made on the behalf of runaway children who are
harmed or threatened with harm by a parent, guardian, or other person legally responsible for the
child’s health and welfare. Such harm may result from non-accidental physical or mental injury,
sexual abuse (as defined by State Law), or negligent treatment or mistreatment, including the
failure to provide adequate food, clothing or shelter.

e Title IV-E Foster Care administrative activity relates to providing foster care to children under
Title IV-E of the Social Security Act.

e Title IV-E Adoption includes allowable administrative activity incurred in providing adoption
assistance to children determined to be eligible for Title IV-E Adoption Assistance. A child with
special needs as defined by the Title IV-E program is a child:

+ Who will be receiving Title IV-E adoption subsidy payments after adoption finalization, or

¢ Who is between 18-21 years of age and continues to be financially dependent on a parent. The
child must (under federal regulations) have a qualifying mental or physical handicap that
permits the payment of a Title IV-E adoption subsidy beyond his or her 18t birthday. Title
IV-E Adoption funding for both program and administrative activities stops on the last day of
the month that the child attains the age of 21. Funding past that point in time will be from Title
XX Adoption Services.

e Title IV-E Kinship Guardianship Assistance Program (KinGAP) includes allowable
administrative activity incurred in providing assistance to the relative guardian of an eligible
kinship guardianship arrangement as determined under Title IV-E of the Social Security Act.
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e Foster Care Non-IV-E includes administrative costs incurred on behalf of individuals who are
receiving foster care, but are not eligible for federal funds under Title IV-E. These cases also are
not eligible for EAF Foster Care.

¢

Administrative Directive 11-OCFS-ADM-01 notified social services districts (SSDs) and
voluntary agencies (VAs) that Special Immigrant Juvenile Status (SIJS) eligibility must be
assessed for youth in foster care who are neither U.S. citizens nor lawful, permanent residents.
If youth is found to qualify SIJS, this status should be pursued whenever appropriate.

There are several fees associated with the SIJS application process, such as application fees,
legal fees, and fees for the medical examination, birth certificate and passport. These costs
should be claimed as administrative federally non-participating foster care on Line 12 Foster
Care Non-IV-E, Column 2 Identified Costs on the Schedule D-2.

e KinGAP Non-IV-E includes administrative costs to provide kinship guardianship assistance
payments for children who have been in foster care with relatives as determined under New York
State’s KinGAP law but are not eligible for federal reimbursement under Title IV-E.

o XIX-MA Health Related Services includes administrative activity associated with:

L

¢

¢

MA eligibility determinations and re-determinations
MA Case Management activities

Referrals of children for services included in the Early and Periodic Screening, Diagnosis and
Treatment (EPSDT) program

Referrals for services provided to MA eligible adults and children not covered by EPSDT or
Case Management. These activities include arranging for transportation or implementing
physical and mental health care services and plans

Administrative costs related to Family Planning services provided to clients that are eligible
under Title XIX (MA-FP), personal care services, and Child Health Assurance Program
(CHAP) services are also included in this category

e Title XX/Title IV-B Services (where applicable) include administrative activity related to
arranging for or providing services under Title XX to eligible clients. Title XX/Title 1V-B
assistance can be provided to clients who need services under the following categories:

¢

¢

L

Child Preventive
Child Protective
Adoption

Child Daycare

Adult Protective (services provided to adults are not eligible for Title I\V-B funding, only Title
XX funding)

Domestic Violence
Other services delivered to meet individual, family or community needs

Title XX Services also includes authorized direct provision of services such as counseling and
treatment. Such services are not eligible for reimbursement under Title I\V-E Preventive, Title
IV-E Protective, or Title IV-E Foster Care.
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e Family Type Homes for Adults includes administrative activity related to providing a special
needs program for adults in a long-term residential care facility for four or fewer adults. These
residents are unrelated to the operator. The special needs are funds for client clothing and
incidentals, substitute care for scheduled absences of the operator, and health and safety equipment
for the home. The administrative costs incurred for the Family Type Homes for Adults program
are reported on the Schedule D-2. State reimbursement at 100% for Family Type Homes for
Adults administrative expenditures is limited to 10% of total program expenditures per state fiscal
year (April-March). Costs in excess of this limitation are subject to adjustment to 50% state and
50% local shares.

e Unaccompanied Minors administrative reimbursement is provided under the Refugee or Entrant
programs for Unaccompanied Minors. The SRMS Percentages for each program (if any) are added
together to produce one percentage. Refugee and Entrant costs are combined for reporting on the
Schedule D-2. These costs are then separately reported on the appropriate RF-6A for claiming
purposes by using the respective percentages. The indirect version of the RF-6A would be used to
report these costs. Please refer to Chapter 25 for more details on RF-6A claiming procedures.

e NR (Non-Reimbursable) services are provided to individuals or families whose particular
circumstances make them ineligible for both federal and state reimbursement.

Title XX Services

Each year the federal government provides a Social Services Block Grant that is the total amount of federal
funds available for Title XX Services. This amount is allocated to the States and Territories according to
the relative populations of the respective states. The amount of federal funds received by New York State
has been allocated to the SSDs based on a formula that gives equal weight to population and claims at a
point in time. This allocation is identified as the “Title XX Services Ceiling.”

The federal government permits states to transfer funds from their federal TANF allocation to Title XX.
These transferred funds are to be used to provide preventive, protective, adoption, victims of domestic vio-
lence, and other eligible services to recipients who are Title XX eligible and have family incomes below
200% of the Federal Poverty Level (FPL).

Title I'V-B Services

The Title IV-B Child Welfare Services Program has two separate parts. New York State has been eligible
for and receiving an allocation of funds under Subpart 1 for some time. These funds have been passed
through to the SSDs. During 2004, New York State became eligible for funding under Subpart 2 as well.

The child welfare services provided under Title IV-B are eligible for funding from either Title XX or Title
IV-B funds.

Title I'V-B Subpart 1 — Child Welfare Services

Child Welfare Services are those public social services directed to accomplish the following purposes:

e Protecting and promoting the welfare and safety of all children, including individuals with
disabilities; homeless, dependent or neglected children;
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e Preventing or remedying, or assisting in the solution of problems which may result in the neglect,
abuse, exploitation, or delinquency of children;

e Preventing the unnecessary separation of children from their families by identifying family
problems and assisting families in resolving their problems and preventing the breakup of the
family where the prevention of child removal is desirable and possible;

e Restoring to their families children who have been removed and may be safely returned, by the
provision of services to the child and the family;

e Assuring adequate care of children away from their homes, in cases where the child cannot be
returned home or cannot be placed for adoption; and

e Placing children in suitable adoptive homes, in cases where restoration to the biological family is
not possible or appropriate.

New York State receives federal funding under Title IV-B Subpart 1. These federal funds are used by the
State to fund child welfare services under Title XX, Child Preventive, Protective and Adoption Services.

Title I'V-B Subpart 2 — Promoting Safe and Stable Families Services

Title IV-B Subpart 2 has four components: Family Preservation Services, Family Support Services, Time-
Limited Family Reunification Services, and Adoption Promotion and Support Services. There is a federal
limitation of 10% of the allocation for Title IV-B D Subpart 2 that can be used for administrative expendi-
tures.

Family Preservation Services

Family Preservation Services are services for children and families designed to prevent harm to children
and help families (including foster care, adoption and extended families) at risk or in crisis. The services
are aimed at avoiding disruption to the family and removal of the children from their home.

Family Preservation Services include but are not limited to the following:
e Preplacement preventive services programs, such as intensive family preservation programs,
designed to help children at risk of foster care placement remain with their families, where
possible;

e Services programs designed to help children, where appropriate, return to families from which
they have been removed; or be placed for adoption, with a legal guardian, or, if adoption or legal
guardianship is determined not to be appropriate for a child, in some other planned, permanent
living arrangement;

e Services programs designed to provide follow-up care to families to whom a child has been
returned after a foster care placement;

e Respite care of children to provide temporary relief for parents and other caregivers (including
foster parents);

e Services designed to improve parenting skills (by reinforcing parents confidence in their strengths,
and helping them to identify where improvement is needed and to obtain assistance in improving
those skills) with respect to matters such as child development, family budgeting, coping with
stress, health and nutrition;
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e Case management services designed to stabilize families in crisis such as transportation, assistance
with housing and utility payments and access to adequate health care; and

e Establishment of infant safe haven programs to provide a way for a parent to safely relinquish a
newborn infant at a safe haven designated by the State or county.

Family Support Services

Family Support Services are community-based services to promote the well-being of children and families
designed to increase the strength and stability of families (including adoptive, foster and extended fami-
lies), to increase parents’ confidence and competence in their parenting abilities, to afford children a stable
and supportive family environment, and otherwise to enhance child development.

Family Support Services include but are not limited to the following:

e Services, including in-home visits, parent support groups, and other programs designed to improve
parenting skills (by reinforcing parents’ confidence in their strengths, and helping them to identify
where improvement is needed and to obtain assistance in improving those skills) with respect to
matters such as child development, family budgeting, coping with stress, health and nutrition;

o Respite care of children to provide temporary relief for parents and other caregivers;
e Structured activities involving parents and children to strengthen the parent-child relationship;

e Dro