
 

V. NUTRITION SERVICES AND ADMINISTRATION (NSA) 

EXPENDITURES 

 

NSA expenditures involve the process of allocating, documenting and monitoring the 

distribution of administrative funds to local agencies, including the monitoring of 

nutrition education costs, and State and local agency direct/indirect costs. 

 

A.  Funds Allocation - 246.4(a)(13):  describe the policies and procedures used to 

allocate administrative funds to local agencies, including start-up funds, and conversion 

of food funds to NSA funds. 

 

B.  Local Agency Budgets/Expenditure Plans - 246.4(a)(2):  describe the policies and 

procedures for preparing and submitting local agency budgets and expenditure plans and 

the services that are entirely supported by WIC Program funds. 

 

C.  State and Local Agency Access to Funds - 246.4(a)(12):  describe the procedures 

and method(s) of distribution/reimbursement of NSA funds to local agencies. 

 

D.  Reporting and Reviewing of State and Local Agency Expenditures - 

246.4(a)(11)(iv) and (12):  describe the policies and procedures used to report, monitor 

and review State and local agencies’ expenditures, including the documentation of staff 

time, local agency report forms, on-site reviews of local agencies’ NSA expenditures, and 

in-kind contributions.  

 

E.  Nutrition Education Costs - 246.4(a)(9):  describe the plans and procedures used to 

meet the nutrition education expenditure requirements, including monitoring activities, 

local agency reports, and assurances that the special nutrition education needs of migrant 

farmworkers and their families, Indians, and homeless persons are met. 

 

F.  Indirect Costs - 246.4(a)(12):  describe the policies and procedures used to document 

and monitor indirect cost rates and services at the State and local level. 
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 DOES NOT APPLY (PROCEED TO NEXT SECTION) 

 

1. Allocation Process  

 

a. The State agency has established and provided written procedures to local 

agencies describing the process for allocation of NSA funds among local 

agencies. 

 

  Yes   No 

 

b. Local agencies were involved in developing these procedures via: 

  

  task force/committee of selected local agencies 

  comment on proposals made available to all local agencies 

  other (describe):       

 

c. The State agency allocates NSA funds to local agencies through the use of:  

  

  a negotiated budget   flat cost per participant Statewide 

  formula (variable)   other method (describe):       

 

d. The allocation procedure takes the following factors into account (check all that 

apply): 

  

  staffing needs     population density  

  number of  participants   cost-containment initiatives 

  availability of administrative support from other sources 

  other (specify):       

 

e. The State agency methodology for funds allocations to local agencies includes a 

mechanism for reallocation. 

  

   Yes  

     monthly   quarterly   semiannually 

     other (specify):       

  No 

 

ADDITIONAL DETAIL:  NSA Expenditures Appendix       

and/or Procedure Manual (citation):       
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2. Conversion of Food Funds to NSA Funds 

 

a. The State agency allocates converted food funds to local agencies: 

 

  at the beginning of the year based on projection 

  as participation permits (for States that do not submit conversion plan) 

  other (explain): No food funds to regions 

 

b. Local agencies that either meet or exceed participation projections necessary to 

qualify for food to NSA grant conversion or to support the State agency’s 

conversion plan are rewarded with increases to their NSA grant. 

 

    Yes   No 

    Depends (explain):       

 

ADDITIONAL DETAIL:  NSA Expenditures Appendix       

and/or Procedure Manual (citation):       

 

 

3. The State’s Fiscal Year runs from 7-1 to 6-30 

 

ADDITIONAL DETAIL:  NSA Expenditures Appendix       

and/or Procedure Manual (citation):       
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1. Local Agency Budgets/Expenditure Plans 

 

a. The State agency requires its local agencies to prepare and submit administrative 

budgets. 

 

  Yes    No    Not Applicable 

 

 If yes, the State agency requires that local agency budgets include the same cost 

categories as those used for State-level budget preparation. 

 

  Yes    No 

 

b. Local agencies' budgets are broken out by (check all that apply): 

 

  not applicable 

  line items 

    accounting 

    ADP services 

    breastfeeding aids 

    capital expenditures 

    clinic/lab services 

    communications 

    employee salaries 

    employee fringe benefits 

    lease or rental of space 

    maintenance and repair 

    materials and supplies 

    memberships, subscriptions, and professional activities 

    printing and reproduction 

    training and education 

    transportation 

    travel 

    other (specify):       

                       

  functions 

    general administration/program management 

    food delivery 

    certification 

    nutrition education 

    breastfeeding promotion/support (e.g., breastfeeding aids) 

    client services 

    other (specify):       
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c. The State agency has an established formal process for local agencies to follow 

when  requesting amendments or modifications to their budgets. 

 

  Yes    No   Not Applicable 

 

d. In order to prepare the federally required WIC administrative budget, the State 

agency: 

 

  uses local agency budgets or prior year expenditures 

  reports under an ongoing system to collect this data 

  extracts or consolidates data reported under other State or local agency  

   systems to group costs under the federal line items and functions 

  other (describe):       

             

 (State WIC administrative budgets are not submitted to FNS, but are used by State 

agencies as a management tool and may be reviewed by FNS.) 

 

ADDITIONAL DETAIL:  SA/LA Spending Plan Appendix       

and/or Procedure Manual (citation):       

 

 

2. Please indicate below the services that are entirely supported by WIC funds: 

 

  Anthropometric measurements 

  Nutrition counseling/education  

  Breastfeeding promotion/support 

  Immunization status assessments 

  Referrals to health and/or social services 

  Hematological assessments 

  Other (specify):       

 

ADDITIONAL DETAIL:  SA/LA Spending Plan Appendix       

and/or Procedure Manual (citation):       
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1. The State Agency manages its NSA Grant on a/an: 

 

  cash basis   accrual basis 

  other (specify): Modified accrual 

 

ADDITIONAL DETAIL:  NSA Expenditures Appendix       

and/or Procedure Manual (citation):       

 

 

2. Reimbursement/Provision of Funds to Local Agencies 

 

a. The State agency provides local agencies with funds in advance. 

 

  Yes (state conditions):       

  No 

  Not Applicable (Proceed to next section.) 

 

 If yes, advances must be reconciled to incoming claims.  Local agency claims are 

submitted: 

 

   Monthly    Quarterly 

 

b.  In order to qualify for payment, an expenditure must be (check all that apply): 

 

  at or below the level of its approved budget line item 

  supported by appropriate documentation (e.g., check or receipt) 

  a reasonable and necessary expense for WIC 

  other (specify):       

 

c. If an expenditure exceeds the budget provided for that particular line item, the 

State agency requires the local agency to (check all that apply): 

 

  submit a supplemental request 

  provide a justification for exceeding the budget line item 

  make an offsetting adjustment to another line item in its budget 

  request approval of a budget modification 

  other (explain):        

 

d. Local agencies receive payment via: 

 

  electronic funds transfer   State treasury check/warrant 

  other (specify):       

 

ADDITIONAL DETAIL:  NSA Expenditures Appendix NSA 

and/or Procedure Manual (citation):       
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1. Documentation of Staff Time 

 

a. How does the State agency determine the percentage of staff time devoted to WIC 

tasks to document allowable staff costs under the WIC Program (check all that 

apply): 

b.  

  At SA   At LA 

    100 percent reporting 

    Random moment sampling 

    Periodic time studies:  

       1 week/month 

              1 month/quarter 

        other (specify):        

 

b.  The State agency last evaluated its time documentation protocol on (specify date) 7-1-

2009.  If available, please attach a copy of the protocol to this section or cite Procedure 

Manual reference. 

 

ADDITIONAL DETAIL:  NSA Expenditures Appendix NSA Appendix I ADH Cost 

Allocation Plan 

and/or Procedure Manual (citation):       

 

 

2. Local Agency Report Forms 

 

a. The State agency specifies standard forms and/or procedures for local agencies to 

use in reporting monthly local-level expenditures. 

 

  Yes    No  

  Not Applicable (Proceed to next section) 

 

b. If a standard form is used, it requires local agencies to report NSA expenditures by: 

 

  same categories as local agency budget 

  other format which includes: 

   line items 

    accounting 

    ADP services 

    breastfeeding aids 

    capital expenditures 

    clinic/lab services 

    communications 

    employee salaries 

    employee fringe benefits 

    lease or rental of space 
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    maintenance and repair 

    materials and supplies 

    memberships, subscriptions, and professional activities 

    printing and reproduction 

    training and education 

    transportation 

    travel 

    other (specify):       

 

   functions 

    general administration/program management 

    food delivery 

    certification 

    nutrition education 

    breastfeeding promotion/support (e.g. breastfeeding aids) 

    client services    

    other (specify):       

    

   other (specify):       

 

ADDITIONAL DETAIL:  NSA Expenditures Appendix       

and/or Procedure Manual (citation):       

 

 

3. On-Site Review of Local Agencies' Administrative Expenditures 

 

a. The State agency conducts on-site reviews of local agency administrative 

expenditures: 

 

  annually  every two years  every three years 

  other (specify): N/A 

 

 The review is conducted by: 

 

  WIC State agency staff 

  State Department of Health fiscal or audit staff 

  CPA or audit firm 

  other (specify):       

 

b. The State agency utilizes a standard format/guide to review local agencies' 

NSA expenditures. 

 

  Yes   No 
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 If yes, the standard review guide includes the following procedures (check all that 

apply): 

 

 verification of at least one monthly billing/claim/expenditure report against source 

documents 

  tracking written approval of procurements 

  requesting records of ordering, receipt, billing, and payment 

  determination that costs were necessary, reasonable and appropriate 

  determination that costs were properly allocated among WIC and other programs 

  determination that personnel costs charged to WIC were appropriate 

  determination that local agencies' indirect costs were appropriately charged 

  other (specify):       

 

c. If available, please attach a copy of the State agency's NSA expenditure review 

guide. 

 

d. The State agency notifies local agencies of findings and establishes claims for 

unallowable costs, as appropriate. 

 

  Yes   No 

 

ADDITIONAL DETAIL:  NSA Expenditures Appendix       

and/or Procedure Manual (citation):       

 

 

4. The State agency requires local agencies to document the sources and values of in-

kind contributions. 

 

  Yes   No 

 

ADDITIONAL DETAIL:  NSA Expenditures Appendix       

and/or Procedure Manual (citation):      
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1. The State agency documents that it meets its nutrition education and breastfeeding 

promotion expenditure requirements per 7 CFR 246.14(c)(1) via: 

 

  activity reports  time studies  itemizing expenditures 

  other (specify):       

 

ADDITIONAL DETAIL:  NSA Expenditures Appendix       

and/or Procedure Manual (citation):       

 

 

2. The State agency monitors expenditures for the following activities related to 

breastfeeding promotion and support at the State and/or local level (check all that 

apply): 

          At SA  At LA 

 breastfeeding promotion coordinator’s salary     

  

 written educational materials         

 participant education/counseling        

 staff training           

 breastfeeding promotion activities        

 direct support costs          

 breastfeeding aids and equipment  

  (e.g., breast pumps purchased with NSA funds)      

 other             

 (if other, specify):       

 

ADDITIONAL DETAIL:  NSA Expenditures Appendix NSA Appendix II Financial 

Management  

and/or Procedure Manual (citation):       

 

3. In the event that the State agency uses funds from other sources in meeting 

minimum expenditure requirements for nutrition education (NE) and 

breastfeeding promotion and support (BFPS), please provide below the 

source of these funds, the amount, and the method the State agency will use 

to document the use of these NE and BFPS funds.  (Federal WIC food funds 

used to purchase/rent breast pumps, and expenditures from breastfeeding 

peer counseling funds, cannot be counted toward the nutrition education and 

breastfeeding expenditure requirement.) 

 

 Source       Amount 

                   

                   

                   

 

 Method(s): 
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  activity reports  time studies  itemizing expenditures 

  other (specify): N/A 

ADDITIONAL DETAIL:  NSA Expenditures Appendix       

and/or Procedure Manual (citation):       

 

 

4. Local agencies report nutrition education and breastfeeding promotion and support 

costs: 

 

  when they report routine NSA costs   

  through a different system (specify):        

      

ADDITIONAL DETAIL:  NSA Expenditures Appendix       

and/or Procedure Manual (citation):       
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1. Indirect Cost Rate and Services 

 

a. Please list below indirect cost/cost allocation agreements in which the State 

agency is included: 

 Department of Health and Human Services, Division of Cost Allocation 

which includes 100% time studies 

       

       

       

 

b. The State agency's indirect cost rate(s) is 30.1% (%) and is based on: 

 

   salaries    direct costs for administration    both 

   other (specify): 

 

c. Please cite the effective date of the State agency’s current negotiated 

agreement and/or cost allocation plan for indirect costs:  7-1-2009. 

  

d. The State agency receives the following types of services under the indirect 

cost rate agreement(s):  

 

  budgeting/accounting    personnel/payroll 

  ADP      space usage/maintenance 

  communication/phone/mail   central supply 

  legal services     procurement/contracting 

  printing/publication    audit services 

  equipment usage/maintenance  other (specify):       

 

e. The State agency allows local agencies to report indirect costs. 

 

   Yes    No    Not Applicable 

 

ADDITIONAL DETAIL:  NSA Expenditures Appendix       

and/or Procedure Manual (citation):       

 

 

2. Review of Indirect Cost Documentation 

 

a. The State agency and local agencies ensure that services received and paid 

for through indirect costs benefit WIC and are not also charged directly to 

WIC  by comparing direct charges by line item to a listing of services paid by 

funds collected through the application of the indirect cost rate: 

 

  Done for State agency level indirect costs (frequency): Quarterly 

  Done for local agency level indirect costs (frequency):       
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  Not done at either level:     

b. State and local agency WIC management have access to and review the 

following documents as applicable to ensure that indirect cost services are 

not also charged directly to WIC (check all that apply): 

 

        At SA  At LA 

 indirect cost agreements/plans      

 the accounting mechanism used to ensure the  

 propriety of indirect cost charges      

 a copy of the cost allocation plan      

 a list of all services paid from indirect costs     

 other documentation related to the establishment 

 and charging of indirect costs       

 not applicable         

 

c. When the State agency reviews the local agencies' indirect cost rate 

agreements, the review includes (check all that apply): 

 

  required submission of indirect cost agreement by the local agency to the 

State agency 

  assessment of how the rate or method is applied (correct time period, 

percentage, and base) 

  verification that  the State agency had previously approved the local 

agency to negotiate such an agreement 

  post-review or audit to ensure the rate was applied correctly 

  other documentation related to the establishment and charging of indirect 

costs (list):        

  not applicable 

 

ADDITIONAL DETAIL:  NSA Expenditures Appendix       

and/or Procedure Manual (citation):       

 



FINANCIAL MANAGEMENT SYSTEM


The Office of Finance is housed in the Central Office of the Arkansas Department of Health at Little Rock, Arkansas, and is responsible for the establishment of accounting and reporting standards relating to federal programs and operations.


The Arkansas Administrative Statewide Information System (AASIS) is a computerized statewide accounting and human resource application.  The AASIS system consists of multiple modules.


STATE DOCUMENTATION



Source documentation of the AASIS System is maintained by the Arkansas Department of Health to include, but not limited to, invoices, purchase orders, payroll, contracts, subgrant award documents, expenditures and revenues.

REVENUE RECEIPT DEPOSITS 


The source of federal funds is identified by the Federal Letter of Credit Number and is coded and


recorded to AASIS Cash Journal by fund, fund account, cost center, internal order, revenue code and amount of receipt.  Upon deposit to the Arkansas State Treasury, the State Treasury issues a formal receipt.


DISBURSEMENT OF FEDERAL FUNDS   


The Arkansas Department of Health disburses Federal funds in accordance with the State General Accounting Cash Fund defined in Arkansas code 19-4-801.  The Budgetary Law is Arkansas Code 19-4-101 defines how the budget process will work in the State of Arkansas for all programs and agencies.

Disbursement of Treasury funds is accomplished by posting invoice documents in the AASIS system in accordance with the law and any applicable administrative regulations.   Supporting documentation is examined by the Office of Finance, Arkansas Department of Health prior to the issuance of a state warrant against the funds in the State Treasury.  All postings are done by individuals assigned appropriate security roles in accordance with internal control requirements established by the Department of Finance and Administration’s Office of Accounting.


ORIGINAL SUPPORTING PAPERS


All original evidences of indebtedness are retained in the permanent file of the Accounts Payable Section of the Accounting Division at the Arkansas Department of Health. These evidences consist of documents prepared in connection with purchasing procedures, original contracts, invoices, statements, and receipts.


DRAWDOWNS ON LETTERS OF CREDIT


Effective July 15, 1996, USDA, FNS converted the Letter of Credit drawdowns from PMS


(Smarklink II) to Automated Standard Application for Payment (ASAP).


Effective July 1, 1993 the WIC Program came under the Cash Management Improvement Act of 1990 (section 5, Pub.L. 101-453) as amended by the Case Management Improvement Act of 1992 (Public Law 102-589) as codified at 31 USC 6501 and 31 USC 6503.


Effective August 1, 1995, the Arkansas WIC Program converted from non-negotiable food instruments to negotiable food instruments (drafts). The Grants management section initiates requests for funds directly to the U.S. Treasury via personal computer and computer communication software (Advatis 


Passport). USDA established two Letters of Credit since two bank accounts cannot be utilized for one Letter of Credit.


When funds are requested, the appropriate Letter of Credit is designated and funds are either transmitted to the State’s bank or Solutran, Lake Lillian, MN, the contract bank which has been established to process the funds for negotiable food instruments. 


The Letter of Credit funds transmitted to the State’s bank and processed through the Arkansas State Treasury are administrative funds or food funds which are used to pay for special formula or breast pumps purchased by a purchase order. Since all funds are State appropriated, a Revenue Receipt Deposit form is sent to the Arkansas State Treasury at the time the request for funds is initiated. Funds may be requested once daily. The amount of the request is based on the following funding technique:


1.  All administrative funds requests and the portion of food funds needed to pay for special 


     formula and/or breast pumps are based on reimbursement of actual expenditures. 


2. Direct Program Expenditures (vendor payments) are requested based on the daily settlement amount needed by Solutran.   


The electronic fund transfers are processed through the Federal Reserve Bank of Richmond, VA. and the Financial Management Section of the U.S. Treasury. WIC fund balances in the Arkansas State Treasury can be determined on a daily basis accessing the AASIS system. Each morning Solutran. will fax the previous day's account activity to the Office of Grants Management.

INFANT FORMULA REBATES

The current contract for WIC infant formula rebates is with a single supplier, Mead Johnson & Company, and is effective through September 30, 2012. The contract includes rebates only on infant formula and is a sole-source contract.




The Arkansas Department of Health invoices the contractor on a reimbursable basis no later than 45 days following the month in which the rebate generating infant formula was purchased. For purposes of calculating formula rebates, purchase means the date that redeemed formula specific food instruments were processed for payment by Solutran. 


The contractor electronically transfers funds to Bank of America within 30 days of the receipt of the invoice. If funds are not transferred within that period of time, the Contractor will pay a penalty of .05% per day. The Arkansas Department of Health can request that these funds be transmitted in less than 30 days by being assessed a .05% non-refundable penalty per month.


The State’s bank wires the settlement funds to Solutran. These funds are not commingled with other Arkansas Department of Health monies. The AASIS Computer System provides an audit trail and other documentation is maintained by the WIC Program and the Office of Grants Management.


Rebate funds may be converted for administrative use in compliance with FNS rules.


RECORDING OF THE ENCUMBRANCE/COMMITMENT TRANSACTIONS TO THE


FEDERAL GRANTS PORTION OF THE AASIS SYSTEM



     


Entry of a single encumbrance or commitment transaction records simultaneously to both the accounting and federal grants portion of the system.  Encumbrance and commitment transactions 


are entered via computer terminal.


For accounting of actual costs, unique codes are established for each federal fiscal year.  These codes differentiate not only between grant years but also between food and administrative costs 


for each grant year.  The same coding structure is followed for the obligations.


COMPARISON OF ACTUAL OUTLAYS WITH BUDGETED AMOUNTS


The AASIS System maintains comparison of commitments and payments to budgeted amounts.  Monthly reports are currently available by grant receipts, expenditures and obligations, funds budgeted, expenditures and variance.



FISCAL YEAR CLOSE-OUT


A WIC Financial Management and Participation Report (FNS-798) is completed on a monthly basis.  A WIC Program Annual Closeout Report (FNS-798) and Addendum to WIC Program Annual Closeout Report - NSA Expenditures (FNS-798A) is submitted at the completion of a grant year in compliance with OMB Circular A-102.


The FNS-798 and FNS-798A are used to show cumulative expenditures for the grant period for food, nutrition education and administrative costs. Under the Letter of Credit System the WIC grantee can draw funds after the grant period has expired. This is appropriate when the purposes to liquidate an obligation that was properly incurred during the grant period. Care is taken, however, to avoid any obligations incurred after the end of the grant period. The final financial status report (FNS-798A) reflects the total cash outlays for the grant period, does not include any unpaid obligations and gives a final balance of unobligated grant funds. The reports are prepared by Arkansas Department of Health Office of Grants Management jointly with the WIC program.


PROCEDURES FOR DETERMINING REASONABLENESS, ALLOWABILTY, AND


ALLOCABILITY OF COSTS









Reasonableness, allowability, and allocability of cost are determined in accordance with state and federal regulations.


EFFECTIVE CONTROL OVER AND ACCOUNTABILITY FOR PROPERTY AND OTHER ASSETS

 


The Arkansas Department of Health complies with Federal Regulations Title 7 CFR Part 3016, and the State of Arkansas' Asset Management Module business process.


PERSONNEL TRANSACTIONS


Personnel assigned to federal programs must meet the requirements of the Human Resources Division of the Arkansas Department of Health.


TRAVEL COSTS

Employees' travel is governed under Arkansas Travel Regulations and Federal Regulations.


All Travel Expense Reimbursement Forms must be approved.


MAINTENANCE AND OPERATION COSTS


Some office supplies and materials are requisitioned from Central Supply Service Division within the Arkansas Department of Health. Expenditures are accumulated on a monthly basis and charged to the WIC Program. 


All other purchases are requisitioned on a Purchase Requisition form through the AASIS system. The form is completed and approved by the WIC Program administrative staff and is processed by the purchasing agent according to prescribed state procedures. These procedures establish whether or not the purchase may be made directly by the agency under existing contracts or must be processed through the regular bid-letting process.


When goods or services are received, they are posted as received in the AASIS system and the expense is recorded to the appropriate general ledger code. When the invoice is received, it is keyed and later posted for payment by authorized accounts payable staff. The AASIS system performs a 3-way match on the purchase order, goods receipt and invoice to clear the payment document for posting.


NUTRITION EDUCATION EXPENDITURE MONITORING 


The WIC Program uses several different means of ensuring and documenting that one-sixth of its administrative budget is spent on nutrition education. These are:


1. Arkansas Department of Health Time Allocation Report.


2.
Use of a unique internal order for nutrition education expenses.


3.
In-service nutrition education training sessions for Public Health Nurses, Nutritionists, and WIC Staff.


The Arkansas Department of Health has established a Time Allocation System to capture amounts of time personnel regularly spend on various health programs. Nursing and clerical personnel usually work on many different programs but are paid from only one cost center among the funding sources. The Time Allocation System was developed to determine the amount of time these personnel spend on individual programs and translate this time into dollar expenditures that can be attributed to specific programs, i.e. WIC, WIC Nutrition Education, Home Health, STD, etc.


The WIC nutrition education code used in the Time Allocation System documents time spent by allocable employees (nurses and clerks) in providing WIC nutrition education. Nurses and clerks have been instructed to record time spent on WIC nutrition education activities under this time allocation code.


A specific code has been established to identify nutrition education expenditures charged directly to the WIC budget. Charges to this unique code for nutrition education include salaries and fringe benefits for nutritionists and home economists, travel, communications, nutrition education equipment, and supplies.


The WIC Program conducts periodic nutrition education training sessions for nurses, nutritionists and WIC field staff. These training sessions, usually conducted or coordinated by the WIC Nutrition Coordinator, are charged as nutrition education expenditures.


From the above sources, the WIC Program ensures that at least one-sixth of its annual administrative expenditure is for nutrition education activities. If, during periodic evaluation of these reports, the WIC Program appears to be falling short of expending the required amount, corrective action is initiated.


BREASTFEEDING PROMOTION EXPENDITURE MONITORING


The WIC Program uses several different means of ensuring and documenting that requirements are met on breastfeeding promotion.


A specific code has been established to identify breastfeeding promotion expenditures charged directly to the WIC budget. Charges to this unique code for breastfeeding promotion include salaries and fringe benefits for nursing, clinic staff, and nutritionists, travel, communication, breastfeeding education, equipment, and supplies.
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General Overview

Purpose

The purpose of the Arkansas Department of Health’s Cost Allocation Plan is to provide employees with the basic policies and procedures for cost allocation and how their time at work is reported. 

ADH’s cost allocation system is the process by which costs are accounted for with regards to services provided to the public. From that information, reports are generated and made available to our funding sources. These reports, in turn, are used to help maintain current funding to provide services to the public, ensure accountability in how funding is utilized, and help to obtain additional funding to improve or begin new services. 

Personnel costs account for most of the expenses in public health programs.  Therefore, determining the amount of time ADH staff spends on each major program is a priority. 

All employees who receive pay during a pay period must enter time into the Cost Accounting Time Management Application (CATMAn). In-home Services and Engineering are exempt from this requirement as they have federally approved time management applications.

Coding


Coding is a distinctive factor applied to an ADH expense which distinguishes where funding for that expense should originate.  Two items make up the coding of an expense and must be included:


· Cost Center – Identifies the organizational unit in which an expense occurs.

· Internal Order – Identifies the specific funding source that funds the expense.

A listing of Cost Centers and Internal Orders and their valid combinations can be found in the Coding Validation Table that is located on the Office of Finance-Cost Allocation Section intranet website.

Developing and Issuing Policy

Departmental policy is developed, issued, and implemented in response to changes and revisions in internal departmental policy, as well as State and Federal laws and regulations. 

ADH employees should contact the Office of Finance-Cost Allocation Section for policy questions. Copies of this manual can also be obtained from the Intranet. Assistance in locating further information can be obtained by calling the Office of Finance - Cost Allocation Section at (501) 280-4633.

Cost Accounting Time Management Application -- CATMAn

Purpose

The purpose of the Cost Accounting Time Allocation Application (CATMAn) is to provide ADH employees with a standard method to record time spent at work engaged in activities related to specific projects or assignments. 

CATMAn is an application located within ADH’s Common Customer data system. Instructions for how to access Common Customer can be found on the CATMAn intranet page.

All new employees must sign a FIN-133 CATMAn New Hire Agreement (Appendix A). This agreement states that CATMAn must be completed and certified on a weekly basis.

Accounting for Your Time

An employee must report the amount of time involved in any activity on the job. Also, time spent away from work on annual leave, sick leave, and compensatory time off as well as time spent in training sessions, break-time, and overtime must be reported. However, time absent from work in which you receive no salary (i.e. leave without pay) is not to be reported. 

The best way to keep up with activities completed is to record them daily. It is not always practical to record each activity as it is performed, however, it is required that the daily record be updated at the end of each week. Therefore, it is strongly suggested that time be set aside each day to record work activity.  A paper time sheet is available for those who want to track time prior to entering into CATMAn. 

In the event of an employee’s extended absence, a supervisor may enter an employee’s leave. If employment has been terminated and an employee failed to complete his time study, the supervisor must submit a paper time sheet accounting for all time worked by the employee before termination.


Entering Time into CATMAn

Refer to the instructions and diagrams on the following pages when completing CATMAn.  If you have any further questions regarding inputting your time into CATMAn please consult your supervisor or the Office of Finance - Cost Allocation Section.

Time is entered into CATMAn in 15 minute increments by selecting an Activity Code that relates to a funding source.  An Activity Code is a two, three, or four digit code that is related to a funding source within ADH. Activity codes can relate to a funding source the following ways:


· Directly to a funding source.

· Multiple funding sources related to Encounters in Local Health Unit’s.

· Cost Pool that is allocated to programs based on activity within its respective work unit.

A listing of activity codes and the cost centers they are associated with can be found on CATMAn’s website located on ADH’s intranet.

Reporting Different Types of Time


· Work Time – Any time spent performing an activity.

· Compensatory Time and Overtime - All time worked must be reported, including compensatory and overtime. All leave resulting from compensatory time must be reported.

· Leave – Any time spent on Leave, such as annual leave or sick leave, should be reported.  Leave time entered should match what is entered into AASIS for payroll purposes. 


· Leave Without Pay - "Leave Without Pay" hours are not to be reported. 

· Travel Time - Travel time is reported as part of your service to an activity. If a trip benefits more than one activity, use your best estimate to allocate your time between the activities. 


· Holiday Time - Employees working on paid state holidays should code all working time to their normal activity codes. The remainder of the normal working hours for the day is coded to “Holiday Leave”.


The following examples illustrate two different situations in which work is conducted outside of a typical 8:00 a.m. – 4:30 p.m. workday, or during a State holiday:  


Example 1 - Work Occurs During Normal Hours with leave taken: An employee works from 8:00 a.m. until 12:00 noon. She/he will code 4 hours to his/her normal activities and 4 hours to Leave.  


Example 2 - Work Occurs Outside Normal Hours with leave taken: An employee is called in at 5:30 p.m. and works until 7:30 p.m. She/he will code 2 hours to his/her normal cost activities and 8 hours to Leave.


On Call Time - Employees "on call" will only report time actually worked. If not called in to work during the "on call" period, nothing will be recorded. 


Other Issues - Payment from a certain fund: The method of pay should not be considered when completing CATMAn. Time must be reported to reflect work activities that were actually performed, regardless of your funding source. 


Difficulty locating an activity code:  If you cannot find the right activity code and the activity is significant (an activity that occupies a time period of at least 15 minutes), contact the Office of Finance - Cost Allocation Section. If the activity is not significant and will not occur often, use the activity code that most closely describes the activity. 

Engineering


The Engineering section operates a time allocation system named TAR-Time Allocation Reporting and therefore does not utilize CATMAn for time reporting.  Data from the TAR is combined with CATMAn data and allocated appropriately in line with ADH’s cost allocation process.  


In-Home Services


In-Home Services operates a time allocation system in line with ADH’s cost allocation process and therefore does not participate in CATMAn.


Training


CATMAn Training is available for both current and new employees.  Multiple outlets for CATMAn training include A-Train, ADH’s online training application for current and new employees to utilize in order to further professional development and knowledge, the CATMAn intranet website, and training classes for new employees and supervisors.


A newsletter, titled CATMAn Update, is also distributed department wide.  This newsletter includes updates made to CATMAn as well as other useful information that is beneficial to employees.


New employees are required to complete CATMAn training made available through A-Train.  The training includes two presentations:


· CATMAn for All (Appendix C) – A how-to guide for completing CATMAn on-line.  Included is a listing of reasons why we complete CATMAn, instructions on how to access CATMAn in Common Customer, input an entry of daily activity, and certify a week’s worth of activity.   

· CATMAn for Regions – A presentation geared towards the employees located in the field.  Included is each activity available to them for selection and its definition as well as scenarios that help explain how activity should be recorded. 

New supervisors are supplied with a presentation, CATMAn for Supervisors, at supervisor training that explains in more detail why cost allocation is important for ADH.  It also explains supervisor specific options in CATMAn as well as the reporting options available to them through CATMAn and their Center budget coordinators.  The presentation is also available on the CATMAn intranet website.


Located in the Appendix is a demonstration on how time is input into CATMAn.


Paper Form Submission


If an employee does not have regular access to the ADH intranet, they may submit an OF-132 (Cost Accounting Time Management Application Weekly Paper Documentation).  The form is completed and submitted on a weekly basis.  Located in the Appendix is an OF-132 form as well as instructions on how to complete the form.  


Quarterly Allocation Based on CATMAn Data

The Office of Finance-Cost Allocation Section provides department wide reports of CATMAn data on a quarterly basis to the Centers as an overall view of how time is being allocated.  These reports are compiled and distributed four weeks after the end of a quarter to ensure all data is entered appropriately and accurately into CATMAn.  Below are step by step processes used in compiling these reports.

Weekly Allocation


Time entered into CATMAn is finalized 4 weeks after the Saturday for a given week that has passed.  Once a week is finalized, it begins the allocation process.  In collaboration with the Information Technology Services (ITS), a program has been developed in order to allocate time on a weekly basis.  This program is run every Sunday four weeks after a given week is completed and finalized.


This program allocates administration activities among the direct activity within its respective cost pool.  The cost pools and whether they are a direct/indirect cost within CATMAn are as follows:


· ADM – General and Administrative – Indirect

· CAM – Center Administration – Direct


· BAM – Branch Administration – Direct

· SEC – Section Administration – Direct

· REG – Region Administration – Indirect

· LHU – Local Health Administration – Indirect

The above mentioned administrative cost pools are allocated to the activities within their respective organization unit.  Below is an example of how activity is allocated.
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Any activity below the level of the Office of Administration is considered a direct expense of the program and is allocated as such.  Two exceptions to this rule include administrative efforts in ADH’s Region offices and Local Health Units.  Activities performed in these two organizational units encompass all of ADH and are considered an indirect cost to those programs.
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Once a weekly report has been received by the Cost Allocation Section, the data is compiled into a table that separates all activity out amongst the different codes and cost pools.  This is done by adding a worksheet to the allocation spreadsheet, taking a previous week’s compilation report and copying and pasting it into the new worksheet, and using the Find/Replace function to remove the file extension from the formulas in the report.  The screenshot below shows an example of the find and replace function being used.[image: image3.png]

After you have finished creating the report of compiled allocation data for the week, save the file in the appropriate location based on the quarter and fiscal year the week belongs in.  The file name should mirror previous file names with the only exception being the date.  Uniformity is important as this is the basis for how the quarterly compilation report is created.

Located in the Appendix is an example of a week‘s activity allocated out to the different activity codes.  A full version of this weekly allocation is available on the attached CD.

Compiling the Quarterly Reports 

Each quarter, CATMAn data is compiled within an excel spreadsheet.  The spreadsheet includes all weeks within that quarter, leave taken within that quarter allocated out to the appropriate activity codes, AASIS expense information, and the multiple funded activity codes allocated to the appropriate funding sources.  A file with the compilation of the SFY10 1st quarter CATMAn data can be found on the attached CD.

The following is a description of what each sheet contains:


· Final – Final allocation with all cost pools brought together and all (direct and indirect) expense allocated.  The numbers on the left are allocated numbers and those on the right are actual expense numbers based on a Zwarrant report.


· Funding – Cost pools together compared to the actual expense from AASIS.  The difference in this sheet and the Final sheet is that the extra expense not allocated is not included in the allocation.  


· Funding-Pools – Weeks compiled together but separated out by the cost pools.  This shows what is our direct cost and indirect cost.  This spreadsheet would help get us to our indirect cost rate based on salaries only.  This does not include in kind expense from the regions so our rate would actually be a little bit higher than this. .  


· Mult Fund Alloc – Where the multiple funding activity codes are allocated out among the program codes that fund these operations.  These are allocated based on a predetermined funding formula for each activity code.  


· Zwarrant Expense – Zwarrant report used to determine salary expenses.  The totals are for Commitment Item 00 and 01.  


· Extra Expense –Where the extra expense is allocated out amongst the activity codes based on the total quarterly allocation.  


· Totals –Where each week as well as leave and extra expense are brought together to get totals for the quarter. 


· Weekly allocations –Worksheets that contain the weekly allocations. 


· Leave – Contains the leave allocation for the quarter

Allocating Leave


Time entered by employees as leave time is allocated on a quarterly basis based on what an employee has recorded throughout the quarter.  Four weeks after the last week of CATMAn data for a quarter has been finalized, the cost allocation section requests from ITS that the program for leave allocation be run for that quarter.  Due to the size of the spreadsheets, the following procedure must use Microsoft Excel 2007.  


ITS will send the Cost Allocation Section multiple files.  There will be an Excel file that includes the cost pools information.  There will also be two .csv files that need to be converted into Excel 2007 files.  This conversion process occurs by opening the text files with Microsoft Excel 2007 and saving it as an Excel 2007 file.  

Perform this function for both .csv files.  Once you have completed this process, insert both worksheets into the excel spreadsheet that included the allocation of cost pools.  After this is completed, follow the same process as used for compiling the weekly allocation reports with one exception.  Use a previous quarter’s leave allocation as your base format and add any new activity codes to the table.  

Multiple Funding Activity Code Allocation


There are activities within ADH that have multiple funding sources.  These funding sources can include multiple grants, Medicaid reimbursement, state general revenue, etc.  These activities primarily occur in Local Health Units (LHU) and are related to patient care.  The activity allocated to these programs is split out among the multiple funding sources based on the type of encounters that occur in the LHUs.  This split is performed using the following process.

Encounter Driven Programs


Programs whose funding is driven based on the patients that are seen in the LHUs include Family Planning, Maternity, STD-Sexually Transmitted Disease, and TB-Tuberculosis.  Funding splits for these programs are determined based on the insurance provided by a patient.  Based on this information, the activity allocated to these programs is split amongst Medicaid reimbursement, federal grants, and state general revenue.

Each quarter after the last week of a quarter has been completed, a report will be generated in Business Objects using the Encounter Management System database.  The Encounter Management System is an application located within Common Customer that allows ADH the ability to track patient encounter information department wide.  An encounter is an instance when a patient visits a LHU to receive a service.  This report is titled Encounter Report for Quarterly Allocation and is located in the CATMAn public folder in Business Objects.  An example of the report can be found on the attached CD.

When selecting the Encounter Report for Quarterly Allocation, you will be prompted for a time frame.  After you have selected the appropriate time frame, a report will appear that supplies the encounter total for the following activities:

· Family Planning & Family Planning Waiver


· Maternity


· STD 


· TB 


Convert this report to your computer as an excel file.  

The next step is to open a previous quarters Multiple Funding Splits Report and rename it for the appropriate quarter the information was taken from.  Copy each activity’s information from the Business Objects report over to the corresponding worksheet within the quarterly Multiple Funding Splits report replacing the previous quarters encounter information.  Once this is done, the funding splits will be calculated based on the new encounter information.  The funding splits for the 1st quarter of SFY10 can be found in the Appendix.

Immunizations


Multiple Funded Activity codes related to the Immunization programs have their funding split based on the types of immunizations that are given in our LHUs.  This information is provided monthly by the Immunization section.  Each file is saved in a similar format to the previous months file, only changing the name of the month.  The data is compiled on a separate worksheet in the Multiple Funding Splits report and is then allocated out to its different funding sources based on the age of the person given the shot and their insurance type.  The funding splits for the 1st quarter of SFY10 based of shots given can be found in the Appendix.

Process for funding salaries and fringe benefits based on time allocation:


ADH will fund salaries and fringe based on a quarterly allocation of time reported in CATMAn.  This will involve adjusting AASIS on a quarterly basis to match time allocation.  A copy of the workbook used to develop these adjustments can be found on the attached CD.  Below is the process:

Pre Fiscal Year

· During budget season, centers will look at existing time allocation reports and attempt to budget positions as close as they can to these historical numbers.  


· An important part of this is budgeting by cost center and internal order and having the information available in FITS (Financial Information Tracking System) as this will be the guide for how much salary can be expensed on each grant quarterly.


· Once the annual budget has been loaded into FITS, compare the amounts budgeted to salary, extra help and fringe benefits to those amounts located on the grant award.

Bi weekly during Fiscal Year

· Employees will be coded in AASIS to a cost center and an internal order based on FY10 budgets.  As funding and activity shifts, how employees are coded in AASIS should be adjusted accordingly.

· On a biweekly basis, payroll will continue to be funded based on how positions are coded in AASIS.

End of Fiscal Quarter 

Cost Allocation Section


· At the end of each quarter, the Cost Allocation Section will begin compiling weekly time allocation reports from time reporting completed in CATMAn (Cost Allocation Time Management Application). 


· There will be a four week delay from the last pay period in each quarter, in order to allow employees the ability to enter time into CATMAn up to four weeks in arrears.  After this four week delay, no time reported in CATMAn can be changed making the data final.

· The Cost Allocation section will provide a report to Office of Finance-Managerial Accounting-Banking and Office of Finance-Managerial Accounting-Grants Management comparing the following


· Direct time allocated out by funding source (program code)


· Amount budgeted for salaries and fringe per quarter based on budget data input into FITS by funding source (program code)


· Actual Expense by funding source (program code)

· Below is a description of what each column includes.


· Activity Code - The 2nd, 3rd, and 4th character of an Internal Order, also known as the program code.


· ProgramCodeDesc - The description of the program code from the CVT (Coding Validation Table).


· XXX Quarter Allocated Expense-Direct - Time coded in Catman to the activity plus the sum of Section Administration, Branch Administration, and Center Administration allocated to the program.
Does not include indirect cost of Agency, Regional, or Local Health Unit administration.


· Allocated Expense-Grants Totaled - The sum of the Xxx Allocated Expense Direct column when multiple activities exist for the funding source.


· XXX Quarter Portion of Salaries Budgeted - Budgeted Commitment Item 00 and 01 from FITS (Financial Information Technology System).  The annual amount budgeted for salaries divided by the number of pay periods in a year time the number of pay periods in the quarter.


· Budgeted Salaries-Grants Totaled - The sum of the XXX Quarter Portion of Salaries Budgeted column when multiple activities exist for the funding source


· Amount to Charge to Funding Source-Direct - The lesser of Allocated Direct Expense and Salaries Budgeted for the quarter.  This is the amount that can be charged to a particular funding source based on Time Allocation.


· Salary Supplement - Salary allocated in excess of the budgeted amount which occurs when activity coded is higher than the budgeted amount.  This could be counted as “match” depending on agency and funding source requirements. 


· Amount Expensed in AASIS - The amount of salary charged in AASIS to a funding source.


· AASIS Expense-Grants Totaled - The sum of the Amount Expensed in AASIS column when multiple activities exist for the funding source.


· Difference in AASIS amount and Amount to Charge Funding Source-Direct - The difference between the amount charged in AASIS and the amount allocated by the Time Allocation methodology.  It is the difference between the Amount Expensed in AASIS and the Amount to Charge to the Funding Source. Simply put, black is bad and red good.
If a positive number, more salary was expensed in AASIS than could be charged based on effort expended as recorded in Catman or budgeted as recorded in FITS.  If a negative number, represented by red print and parentheses (), then more effort was recorded in Catman or budgeted in FITS than was charged to the funding source in AASIS.  

· Based on this report, the Cost Allocation Section will meet with each Center to discuss to feasibility for making adjustments to the drawing of funds from ADH’s many funding sources.

· After meeting with all Centers, Managerial Accounting-Banking and Managerial Accounting-Grants Management will be supplied with a report showing the amount of funding to adjust their draws for the previous quarter.

Office of Finance-Managerial Accounting-Banking (non Federal)


The Office of Finance-Managerial Accounting-Banking section’s primary role is to receipt, record, and deposit ADH revenues in an accurate and timely manner.  The following information explains this section’s role in the reconciliation of salaries and fringe benefits based on time allocation.

· After receiving the quarterly report from the Cost Allocation section, Managerial Accounting-Banking will do one of the following to funding sources based on time allocation:

· Too much drawn from funding source over the quarter

· Replenish the funding source with funds from the salary supplements previously mentioned 


· Take amount into account when drawing funds during the next quarter and use the aforementioned salary supplements to make up the difference 


· Not enough drawn from funding source over the quarter – Draw money from the funding source and place into the public health fund for use as a possible salary supplement where you have overdrawn or replenish areas that funded activities initially.

· One thing to remember throughout this whole process is that the total amount of funds expensed will not change.  What will change is how that total is reached.

· If funds are being overdrawn, an adjustment in how employees are coded in AASIS may need to be made in order to correct this error and assure that we do not appropriately expense salaries/fringe benefits during the next quarter.

Office of Finance-Managerial Accounting-Grants Management (Federal)


The Office of Grants Management Section ensures federal grant expenditures are consistent with state and federal laws and regulations and performs daily letter of credit cash draws, bank deposits and fund transfers.     Grants Management also prepares and submits timely federal financial reports. The following information explains this section’s role in the reconciliation of salaries and fringe benefits based on time allocation.

· After receiving the quarterly report from the Cost Allocation Section, will do one of the following to funding sources based on time allocation


· Too much drawn from funding source over the quarter – Take amount into account when drawing funds during the next quarter and use the aforementioned salary supplements to make up the difference. Your draws from the funding source will be the amount of funding needed to make payroll less the amount of funding overdrawn in the previous quarter.


· Not enough drawn from funding source over the quarter – Take amount into account when drawing funds during the next quarter.  Your funding draw will include the amount of funding needed to meet payroll plus the amount of funding you were short last quarter.  Any extra can be used as a salary supplement for other programs.

· By drawing down funds in this manner, you avoid the three day penalty because you are using the funds to meet payroll requirements and federal funds are being spent as they are drawn down.  

· If funds are being overdrawn, an adjustment in how employees are coded in AASIS will need to be made in order to correct this error and assure that we do not overdraw during the next quarter.


Reporting

When completing reports required by grantors to update expense information, the Office of Finance - Grants Management will use CATMAn information for salary and fringe benefit expenditures.  Any backup data required will be provided by the Cost Allocation Section at the request of Grants Management.


The following are reports that the Grants Management Section submit to grantors to report expenditures on federal grants


· Quarterly expenditure report (PSC 272) to the Payment Management System (PMS)


· Semi-annual expenditure report to Automated Standard Application for Payments (ASAP) for EPA grants


· Financial Status Report (FSR) – Generally submitted within 90 days of a grant budget period ending, the FSR reports cash basis expenditures to the grantor.


Retro-Calc issues


Commitment Item 00, 01, and 03 expenses will have a limit on when they can be retro-calculated after a quarter has passed.  A 131 for position funding will be allowed for up to 4 weeks after the last payroll of a quarter.  After this date, 131’s correcting personnel coding for the previous quarter will no longer be accepted.  This is due to the funding adjustments being finalized based on both CATMAn data and AASIS expense data.

Examples


Under Expensed in AASIS for Quarter


		

		Activity Code

		Activity Code Description

		1st Quarter Allocated Expense-Direct

		1st Quarter Portion of Salaries Budgeted

		Amount to Charge to Funding Source-Direct

		Salary Supplement

		Amount Expensed in AASIS

		Difference in AASIS amount and Amount to Charge Funding Source-Direct



		Bioterrorism Grant

		 

		 

		 

		 

		 

		 



		

		BTL

		Bioterrorism Preparedness

		$686,675.68 

		$684,702.72 

		 

		 

		$674,138.12 

		 



		

		BTM

		Bioterrorism Flu Pandemic

		$161,791.85 

		$69,848.46 

		 

		 

		$61,711.62 

		 



		

		BTN

		City Readiness Initiative

		$3,866.60 

		$22,507.74 

		 

		 

		$2,488.66 

		 



		

		BTR

		Real Time Disease Detection

		$0.00 

		$0.00 

		 

		 

		$0.00 

		 



		

		BTS

		BioAgent Regs

		$78,673.81 

		$185,813.73 

		 

		 

		$159,339.14 

		 



		Bioterrorism Grant Total

		$931,007.94 

		$962,872.65 

		$931,007.94 

		$0.00 

		$897,677.54 

		($33,330.40)





In this case, ADH would be able to draw $33,330.40 from the Bioterrorism grant for salaries in order to match the amount of salary allocated to this Grant. 


Over Expensed in AASIS


		

		Activity Code

		Activity Code Description

		1st Quarter Allocated Expense-Direct

		1st Quarter Portion of Salaries Budgeted

		Amount to Charge to Funding Source-Direct

		Salary Supplement

		Amount Expensed in AASIS

		Difference in AASIS amount and Amount to Charge Funding Source-Direct



		Chronic Disease Grant

		

		

		

		

		

		



		

		CDA

		Chronic Disease Cooperative Agreement

		$92,067.91 

		$218,383.02 

		 

		 

		$197,048.44 

		 



		

		 

		 

		 

		$0.00 

		 

		 

		$0.00 

		 



		

		CDC

		CDC Oral Health Cooperative Agreement

		$57,438.69 

		$0.00 

		 

		 

		$0.00 

		 



		Chronic Disease Grant Total

		$149,506.61 

		$218,383.02 

		$149,506.61 

		$0.00 

		$197,048.44 

		$47,541.83 





In this case, ADH has overdrawn the grant in the amount $47,541.83 when comparing AASIS Expense to time allocation.  Below are a couple of ways to address this situation:


1. Current allocation of time should be analyzed to verify that it is being done accurately and appropriately.

2. Employees will need to be removed from the grant and be placed on another funding source within the program.  If no other funding source is available, the employees will need to be placed on ASGR00XX.  


The amount of salary that needs to be saved over the next time period should be enough to even out the AASIS and allocated/budgeted amounts as well as make up for the $47,541.83 overspent in the previous quarter.  This amount will be taken into account when drawing funds during future quarters.

Definitions


· AASIS – The State of Arkansas’s online accounting system.

· Activity Code – An Activity Code two, three, or four digit code that is related to a funding source within ADH.


· Business Objects – A data warehouse where multiple avenues of information are available for contrast and comparison through spreadsheets and charts.


· CATMAn – CATMAn is an application that is located within ADH’s common Customer data system that provides ADH employees with a standard method to record the time they spend at work engaged in activities related to specific projects or assignments.


· Coding – A distinctive factor applied to an ADH expense which distinguishes where funding for that expense should originate.


· Common Customer – a data application that includes multiple programs utilized by ADH.


· Cost Center – Identifies the organizational unit in which an expense occurs.


· Cost Pool – Grouping of all cost elements associated with administrative activity within a work unit.


· Direct Cost – A cost that can be directly traced to producing specific goods or services.


· Encounter – An instance when a patient visits a LHU to receive a service.

· Encounter Management System - An application located with Common Customer that allows ADH the ability to track patient encounter information department wide.  

· Financial Information Tracking System (FITS) – An application located with ADH’s Common Customer data system that allows ADH to track budget and expenditure together.


· Fringe Benefit – Any of various benefits, as free life or health insurance, paid holidays, a pension, etc., received by an employee in addition to regular pay.


· Indirect Cost – A cost that is not directly related to the production of a specific good or service but is indirectly related to a variety of goods or services.


· Internal Order – Identifies the specific funding source that funds the expense.


· Leave – Time spent away from work such as annual leave, sick leave, and compensatory time off.


· Salary – A fixed compensation periodically paid to a person for regular work or services.


Appendix


Appendix A – FIN-133 CATMAn New Hire Agreement


Appendix B – FIN-132 CATMAn Weekly Paper Documentation with Instructions

Appendix C – CATMAn Online

Appendix D – Example of Weekly Allocation of CATMAn activity – excerpt taken from the week of 7/5/09

Appendix E – SFY10 Encounter based funding splits for reimbursable services

Appendix F – SFY10 Shot Based Funding Splits for Immunization Activity

Appendix A – FIN-133 CATMAn New Hire Agreement
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Appendix B – FIN-132 CATMAn Weekly Paper Documentation with Instructions

These general instructions explain how to use and complete OF-132.  Employees who are not based in ADH facilities and who do not have regular on-line access to CATMAn are eligible to submit this form.  The following are instructions for completing the form:


(1) Print your name and your Personnel Number in the areas provided.


(2) Complete a row on the table for each activity you performed per day.


(3) At week’s end, verify that the information given is correct by signing and dating the form in the space provided. 


The employee shall complete and submit OF-132 to the Office of Finance, Cost Allocation Section, Slot H-53.  Be sure to keep a copy of the completed and signed request for your own records.  

Explanations and Definitions of the OF-132 Form:


· Name: Last name, first name, and middle initial.


· Personnel Number: AASIS five digit number.


· Date: Date of activity.


· Activity: Type of work performed.  Should match corresponding Activity Code in CATMAn


· Location: Employee’s work location.


· Time: Amount of time spent on an activity. 


· Interpret: Time spent interpreting (if applicable)


· Signature: Signature of Employee


· Date: Date of Signature.

Employees who have questions about the completion of this form, including the appropriate activity code to use, should contact their supervisor for guidance.
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Appendix C – CATMAn Online

Logging on to Common Customer for the First Time


Purpose


CATMAn is an application located within ADH’s Common Customer data system.  Common Customer is a data application that includes multiple programs utilized by ADH.  This procedure will explain the proper method for logging onto Common Customer and explain how to generate an icon for your PC that will link you to this new information system.

BEFORE YOU BEGIN TO USE THIS PRODUCTION SITE SERVER, THE USER’S PC MUST BE CONFIGURED AS DESCRIBED BELOW:


1. User must be logged onto the ADH Domain. (This is Information Technology Services (ITS) Speak for you must be logged onto an ADH Computer)


1. Internet Explorer 6.0 with SP1 or newer version must installed and set to accept Cookies. 


2. Extra Tool Bars/ Applications (i.e., Hot Bar, IWON, Internet Explorer Search Bar, or any Pop-Up Blockers) must be removed from the PC.


3. Use the following link to help you uninstall any software.  http://webits/Intranet/helpdesk/techtips/uninstall%20directions.htm

4. (Contact the ITS HELP DESK at 280-HELP or your Region Tech if you need help.) 


2. Click onto this link http://appl-07/commoncustomer/security/loaddefault.aspx 

3. A “log-on” screen will now appear and in the lower left corner it says “Desktop Icon”
Click onto this link –this will bring up a dialog box asking if you want to “save” or “open” the file – select “open” This will download a script file that produces a “HEALTH” icon on your desktop.  The icon will appear as:

4. After this initial log-on, you will use this link to reach the “Productions” server 


5. After creating the new production site “icon” (the new log-on screen will remain on your screen).   Log onto the screen using your user name (the same one you use for logging onto an ADH computer)  and the password “adhuser” for the password.  This will prompt you for a new password.


6. You can click on the ICON for help (upper right hand corner) at any time.


Logging on to Common Customer


Key in your username and password.


Click Log-in.


If you forget your password, click Request password.


Entering Time in CATMAn


If CATMAn does not appear on your monitor when you open Common Customer, select the CATMAn option located under User Applications.
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Use the drop down box under “Activity/Leave” to choose the activity that you worked on throughout the day.  A list of activity codes with short descriptions will appear.  Select an activity that you worked on throughout the day.
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If you need more information about your activity codes in order to make your choice, please click on the “Need more information about Activity Codes” link and, as shown on the next slide, a more specific description of each activity code will be shown.
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The arrow below is pointing out where the more information will pop up on your screen.
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Entering Leave in CATMAn

If you are absent from work for a time period (i.e. sick, vacation, holiday), select the Leave option as shown below.  This will bring up another dropdown box where you will choose what type of leave was taken.  
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Select the type of leave you are using in the new drop down box.   This Leave should be consistent with the type of Leave taken in AASIS. Leave is the only thing that can be entered in advance.  For example, if you know you are going to be out for a week on vacation, you input this time in advance.  
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Entering other Activities in CATMAn

If you are working on an activity that is not listed within your choices, please select OTH – Other Program.  This will bring up a box listing of all programs throughout the agency.
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Select the program that you were working on.  This will bring up another drop down box with the listing of activities within that program.  For example, below the Central Region is selected.
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Select the activity you were working on from the new drop down box.  If you have trouble with locating the program and activity that you should allocate your time to, contact the program in which you performed the work.
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Next, your physical location will default to your personnel area.  If you happen to be working at another location at times, specifically another LHU, use the drop down box to select the location where you are working that day. 
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Entering Special Codes


The next thing on the screen is the Special Code drop down box.  This is a box that will only be used when tracking special events, such as the mass flu clinics that are held statewide.  If you have not been informed of a special code by your Center Time Allocation Contact that you should be coding your time to, bypass this box and move on.   
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Entering Time Spent Interpreting


If you are doing interpretation while performing your regular duties, click the box marked “Time spent interpreting” as pointed out below.
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After you have selected your activity, go to the day you are recording time for and select the amount of time you spent working on the activity that was chosen above.  Time is distributed in quarter hour increments.
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Once you have selected the activity and the amount of time spent on that activity throughout the day, click on the save button and your time is saved in the summary below.  
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As you can see below, the time has been added as HLDY with 8 hours located in the column labeled Monday and ADM with 8 hours located in the columns labeled Tue.
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Correcting Time Entered in Error


If you saved time in error, select that line from your summary.  The activity and time you have entered for that activity will appear.  Please select the amount of time you would like to delete from each day and then click the delete button.  
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Weekly Time Certification


After you have put in all of your time for the week, on the bottom right of the screen is a box that you check to certify that your time listed above is correct.  This is your electronic signature.  Once the box is checked, click the save button below the certification and your time is certified for the week.
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If you certified your time in error, you can click on the “Request week be unlocked to make corrections” link pointed out below and an email will be sent to the Cost Allocation Section with your request.  They will then contact you when your time has been unlocked.
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In order to see your time summary for previous days, click the Refresh Summary button pointed out below.
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After hitting the Refresh Summary button, your time for the week will appear.
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Supervisors Inputting Leave

Upon entering CATMAn, at the top of the screen there is option titled “Operations.”  When you scroll over this with your mouse, a listing appears.  Within this listing is a choice “Enter Employee’s Time Allocation”.  Please left click on this option.
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The screen below comes up with a listing of employees that you directly supervise.  Please choose the employee that you need to enter leave for from the drop down box and select continue.
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You are brought to the CATMAn screen for the employee you selected and only have the option for selecting leave.  From this point on, the process is the same as inputting your own time. 
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Supervisor CATMAn Reports


Supervisors will have the ability to run reports in CATMAn on employees that they supervise as well as on entire cost centers.  Upon entering CATMAn, at the top of the screen there is option titled “Operations.”  When you scroll over this with your mouse, a listing appears.  Within this listing is a choice “Reports”.  Scroll over this option with your mouse to bring up another listing.  Within this listing is a choice “Supervised Employee (Supervisor)”. Please left click on the choice
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The screen below comes up with a listing of employees that you directly supervise.  Please choose the employee that you would like to run a report on.  Once you have selected the employee, select which week you would like to run a report on.  Once you have selected the employee and week, please click “continue”.
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The screen below appears showing you what the employee input during that week. 
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It is possible to run reports for an entire cost center.  Follow the same procedure as before but select “By Cost Center”.
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The screen below will appear and you will need to select the cost center and the week you would like to receive data on.[image: image33.png]

The screen below appears showing you what the employees located in that cost center input during that week.
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Appendix D – Example of Weekly Allocation of CATMAn activity – excerpt taken from the week of 7/5/09
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Appendix E – SFY10 Encounter based funding splits for Reimbursable Services

		Family Planning

		

		

		

		



		Insurance Type

		Total Visit

		%

		Program Code

		

		Private - Private Pay



		Private

		1251

		3.53%

		SGR

		

		Public - Medicaid



		Public

		25563

		72.08%

		FRA

		

		Uninsured - Other



		Uninsured

		7676

		21.64%

		FPA

		

		Unknown - Other



		Unknown

		976

		2.75%

		FPA

		

		



		

		

		

		

		

		



		Maternity

		

		

		

		

		



		Insurance Type

		Total Visit

		%

		Program Code

		

		



		Private

		69

		1.75%

		SGR

		

		



		Public

		2937

		74.43%

		MRA

		

		



		Uninsured

		835

		21.16%

		MCG

		

		



		Unknown

		105

		2.66%

		MCG

		

		



		

		

		

		

		

		



		STD

		

		

		

		

		



		Insurance Type

		Total Visit

		%

		Program Code

		

		



		Private

		669

		6.53%

		SGR

		

		



		Public

		3109

		30.33%

		SMA

		

		



		Uninsured

		4607

		44.95%

		STD

		

		



		Unknown

		1865

		18.20%

		PHD

		

		



		

		

		

		

		

		



		TB

		

		

		

		

		



		Insurance Type

		Total Visit

		%

		Program Code

		

		



		Private

		1223

		23.21%

		SGR

		

		



		Public

		1000

		18.98%

		TBB

		

		



		Uninsured

		2080

		39.47%

		SGR

		

		



		Unknown

		967

		18.35%

		SGR

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		These percentages will be used to develop funding splits for Multiple Funding Activity Codes for these Programs.





Appendix F – SFY10 Shot Based Funding Splits for Immunization Activity


		Immunization Activity (Doses Administered) by Funding Source for Cost Allocation (1st qtr SFY10)

		

		



		

		

		

		

		

		

		



		Data is collected from Local Health Unit Activity only

		

		

		

		

		



		Data is collected by calendar month and report run by the 10th day of the following month

		

		



		Monthly data may not be complete due to lag in data entry

		

		

		

		



		

		

		

		

		

		

		



		VFC Methodology:

		

		

		

		

		

		



		Ages birth through 18 years of age

		

		

		

		

		



		Broken down by VFC category (Medicaid, American Indian/Alaskan Native, Uninsured, Underinsured)

		

		



		Total number of doses (all types including flu)

		

		

		

		

		



		

		

		

		

		

		

		



		317 Methodology:

		

		

		

		

		

		



		Ages 0 - 18 years and >19 years

		

		

		

		

		

		



		Include children ages birth through 18 years of age who are designated "Insurance Pays"

		

		



		Broken down by age (children 0 - 18 years of age and adults >19 years of age)

		

		

		



		Total number of doses (all types excluding flu)

		

		

		

		

		



		

		

		

		

		

		

		



		State Methodology (Flu for non-VFC):

		

		

		

		

		



		Ages 0 - 18 years of age who are designated "Insurance Pays" and >19 years

		

		

		



		Total number of non-VFC flu doses ONLY

		

		

		

		

		



		

		

		

		

		

		

		



		Report Covers 1st qtr SFY10



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		 



		VFC-Funded Doses - 

		317-Funded Doses

		State-Funded Doses (Flu)

		Total Doses All Funding Sources



		Medicaid

		57,864

		Children 0-18 years of age Insurance Pays

		1121

		Children 0-18 years of age Insurance Pays

		0

		104,225



		American Indian/Alaskan Native

		25

		

		

		

		

		



		Uninsured

		21,576

		Adults >19 years of age

		6941

		Adults >19 years of age

		10

		



		Underinsured

		16,688

		

		

		

		

		



		(# Doses)

		96,153

		8,062

		10

		



		%

		92.26%

		7.74%

		0.01%

		



		View Comments to know where shot information is located below.

		 

		 

		 

		 



		 

		CI-Child Immunization

		%

		IM-Adult Immunization

		 

		 



		SHB - Immun 317

		1,121

		1.15%

		6,941

		99.86%

		 

		 



		SHC - Immun VFC

		38,289

		39.36%

		 

		0.00%

		 

		 



		SHF - Immun Reimb

		57,864

		59.49%

		 

		0.00%

		 

		 



		SGR - State Gen Rev

		0

		0.00%

		10

		0.14%
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