Mclean County

FINANCE COMMITTEE AGENDA
Room 400, Government Center
Wednesday, September 5, 2007

7:30 a.m.

Roll Call

Approval of Minutes:  August 8, 2007

July 24, 2007 Stand-up Meeting

Departmental Matters

A

Robert Keller, Administrator, Health Department

1) ltems to be Presented for Information:
a) General Report
b) Other

Don Lee, Director, Nursing Home

1) ltems to be Presented for Information:
a) Monthly Reports
b) General Report
C) Other

Lee Newcom, County Recorder
1) ltems to be Presented for Action:

a) Request Approval of a Resolution Amending
the Funded Full-Time Equivalent Positions

Resolution for 2007

b) Request Approval of an Emergency Appropriation
Ordinance Amending the McLean County
Fiscal Year 2007 Combined Annual Appropriation
and Budget Ordinance, County Recorder’s
Document Storage Fund 0137, County Recorder’s

Office 0006
2) ltems to be Presented for Information:
a) General Report
b) Other

Peggy Ann Milton, County Clerk
1) ltems to be Presented for Action:
a) Request Approval of Polling Place
Changes/Additions resulting from
Precinct Changes

7-27

28



2) ltems to be Presented for Information:
a) General Report
b) Other

E. Becky McNeil, County Treasurer
1) Items to be Presented for Action:
a) Request Approval of a Resolution to Authorize
the Chairman of the Board of McLean County to
Execute a Quit Claim Deed of Re-conveyance to
Robert J. Watkins on Parcel #21-08-253-004
2) ltems to be Presented for Information:
a) Accept and place on file County
Treasurer’'s Monthly Financial
Reports as of August 31, 2007
b) General Report
c) Other

F. John M. Zeunik, County Administrator
1) Items to be Presented for Information:

a) Management Letter of Advisory Comments,
County Treasurer's Office

b) Management Letter of Advisory Comments,
County Highway Department

c) Plan of Action to the Single Audit Report —
Finding No. 2006-02 and Finding No. 2006-03,
Court Services

d) Single Audit Report — Findings No. 2006-04
and Finding No. 2006-05, Health Department

e) Single Audit Report - Finding 2006-01,

Auditor’s Office
f) General Report
g) Other
4. Recommend Payment of Bills and Transfers, if any, to County Board

5. Adjournment

E:\Ann\Agendal\finance\fin_September.07
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RESOLUTION AMENDING THE FUNDED
FULL-TIME EQUIVALENT POSITIONS RESOLUTION
FOR 2007

WHEREAS, the McLean County Board adopted a Funded Full-Time Equivalent
Positions (FTE) Resolution on November 21, 2006 which became effective on January 1, 2007,
and,

WHEREAS, the County Recorder’s authorized Full-Time Equivalent position level in
the Recorder’s Document Storage fund includes 1.42 seasonal employees; and,

WHEREAS, a recent consulting study by Maximus, Inc. recommends that 1.00 FTE of
the seasonal positions be converted to a permanent full-time position; and,

WHEREAS, the Finance Committee, at the meeting on September 5, 2007, recommended
the approval of this change in the Full-Time Equivalent Positions Resolution for the remainder of
the 2005 Fiscal Year; now, therefore,

BE IT RESOLVED, by the County Board of McLean County, Illinois, now in regular
session, that the Funded Full-Time Equivalent Positions Resolution be and hereby is amended as
follows:

Fund-Dept-Program Pay Position Classification Full-Time
Grade Now Amend New
0137-0006-0008 02 0515.0010 (part-time)
Clerical Assistant - 142 (0.34) 1.08
0137-0006-0008 04  0503.0011 (full-time)

Office Support Specialist I 2.00 034 234
TOTAL 342 0.00 342
BE IT FURTHER RESOLVED by the County Board of McLean County, Illinois that the
County Clerk is hereby directed to provide a certified copy of this Resolution to the County
Recorder, the County Treasurer, and the County Administrator’s Office.

ADOPTED by the McLean County Board this 18™ day of September, 2007.

ATTEST: APPROVED:
Peggy Ann Milton, Clerk of the County Board, Matt Sorensen, Chairman
McLean County, llinois . McLean County Board

e:;john/cobd/fteres_CR.sept07



An EMERGENCY APPROPRIATION Ordinance
Amending the McLean County Fiscal Year 2007
Combined Annual Appropriation and Budget Ordinance
County Recorder’s Document Storage Fund 0137, County Recorder’s Office 0006

WHEREAS, the McLean County Board, on November 21, 2006, adopted the Combined
Annual Appropriation and Budget Ordinance, which sets forth the revenues and expenditures
deemed necessary to meet and defray all legal liabilities and expenditures to be incurred by and
against the County of McLean for the 2007 Fiscal Year beginning January 1, 2007 and ending
December 31, 2007; and, :

WHEREAS, the Combined Annual Appropriation and Budget Ordinance includes the
operating budget for the County Recorder’s Document Storage Fund; and, :

WHEREAS, the Finance Committee, at a meeting on September 5, 2007, approved and
recommended to the County Board a request by the County Recorder to amend the 2007 Full-Time
Equivalent Positions Resolution reclassify a position from seasonal to full-time, based on a
recommendation from Maximus, Inc.; and,

WHEREAS, the Finance Committee, at a meeting on September 5, 2007, approved and
recommended to the County Board an Emergency Appropriation Ordinance from the County
Recorder’s Document Storage Fund to reflect the change in the FTE resolution; now, therefore,

BE IT ORDAINED by the McLean County Board as follows:

1. That the County Auditor is directed to amend the fiscal year 2004 Combined Annual
Appropriation and Budget Ordinance by adjusting the following line-item
appropriations:

ADOPTED CHANGE AMENDED
0137-0006-0008-0515.0001
Seasonal Employee Salaries $ 25,000.00 $ 7,883.00 $17,117.00
0137-0006-0008-0503.0002
Full-time Employee Salaries $ 63,923.00 $ 7,883.00 $ 71,806.00

~



2. That the County Clerk shall provide a Certified Copy of this Ordinance to the County
Recorder, County Treasurer, County Auditor, and the County Administrator.

ADOPTED by the McLean County Board this 18" day of September, 2007.

ATTEST: APPROVED:
Peggy Ann Milton, Clerk of the County Board Matt Sorensen, Chairman
McLean County, Illinois _ McLean County Board

Ea_recorder_docstorsep07.fin.doc
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Recorder's Receivable Reconciliation
General Doc Storage GIS
Date 0001 0137 0167
7/2/2007|Recorder 1,248.00 936.00 477.00
7/3/2007|General Ledger 1,248.00 936.00 477.00
Difference - - -
7/3/2007|Recorder 1,248.00 936.00 477.00
7/5/2007|General Ledger 1,248.00 936.00 477.00
Difference - - -
7/5/2007 |Recorder 1,289.00 968.00 493.00
7/6/2007 |General Ledger 1,289.00 968.00 493.00
Difference - - -
7/6/2007 | Recorder 1,289.00 968.00 493.00
7/9/2007 |General Ledger 1,289.00 968.00 493.00
Difference - - -
7/9/2007 | Recorder 1,289.00 968.00 493.00
7/10/2007|General Ledger 1,289.00 968.00 493.00
Difference - - -
7/10/2007 | Recorder 1,320.00 992.00 505.00
7/11/2007|General Ledger 1,320.00 | 992.00 505.00
Difference - - -
7/11/2007|Recorder 1,325.00 996.00 507.00
7/12/2007|General Ledger 1,325.00 996.00 507.00
Difference - - -
7/12/2007|Recorder 1,301.00 988.00 497.00
7/13/2007|General Ledger 1,301.00 988.00 497.00
Difference - - -
7/13/2007|Recorder 1,306.00 992.00 499.00
7/16/2007|General Ledger 1,306.00 992.00 499.00
Difference - - -
7/16/2007|Recorder 1,306.00 992.00 499.00
7/17/2007|General Ledger 1,308.00 992.00 499.00
Difference - - -
7/17/2007|Recorder 1,311.00 996.00 501.00
7/18/2007|General Ledger 1,311.00 996.00 501.00
Difference - - -
7/18/2007|Recorder 1,275.00 988.00 494.00
7/19/2007|General Ledger 1,275.00 988.00 494,00
Difference - - -
Page 1 of 2
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Recorder's Receivable Reconciliation

General Doc Storage GIS
Date 0001 0137 0167
~7/19/2007 |Recorder 1,405.00 1,092.00 546.00
7/20/2007|General Ledger 1,405.00 1,092.00 546.00
Difference - - -
7/20/2007|Recorder 1,405.00 1,092.00 546.00
7/23/2007|General Ledger 1,405.00 1,092.00 546.00
: Difference - - -
7/23/2007 | Recorder 1,405.00 | - 1,092.00 546.00
7/24/2007 |General Ledger 1,405.00 1,092.00 546.00
Difference - - -
7/24/2007 | Recorder 1,460.00 1,132.00 566.00
7/25/2007 | General Ledger 1,460.00 1,132.00 566.00
Difference - - -
7/25/2007 | Recorder 1,460.00 1,132.00 566.00
7/26/2007 |General Ledger 1,460.00 1,132.00 566.00
Difference . - -
7/26/2007 | Recorder 1,453.00 1,132.00 566.00
7/27/2007 |General Ledger " 1,460.00 1,132.00 566.00
Difference (7.00) - -
7/27/2007 | Recorder 1,128.00 872.00 436.00
7/30/2007 |General Ledger 1,128.00 872.00 . 436.00
Difference - - -
7/30/2007 | Recorder 1,128.00 872.00 436.00
7/31/2007 |General Ledger 1,128.00 872.00 436.00
Difference - - -
7/31/2007 | Recorder 1,155.75 892.00 446.00
8/2/2007|General Ledger 1,155.76 892.00 446.00
Difference - - -

Explanation of differences:
07/26/07 receipts deposited 07/30/07 ]

DON EVERHART

CHIEF DEPUTY RECORDER

Page 2 of 2
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PeggyAnn Milton

McLean County Clerk
(309) 888-5190

Fax (309) 888-5932

115 E Washington Street, Room 102
PO Box 2400

Bloomington, IL 61702-2400

McLean County Website: www.mcleancountyil.gov/countyclerk
DATE: August 29, 2007
TO: Chairman Selzer

Honorable Members of the Finan/cé mmittee
| .
FROM: Maria L. Pascua %/?Z /7 7 %
RE: Polling Place Changes/Additions

Due to re-precincting approved at our June 2007 McLean County
Board meeting, I request the following polling place changes/additions:

Precinct Polling Place and Address

Bloomington 01 (change) Bloomington Township Fire Department
14880 0Old Colonial Road, Bloomington

Danvers 02 (addition) Danvers Fire Department
208 E Main Street, Danvers

Normal 18 (change) First Presbyterian Church
2000 E College Avenue, Normal

Normal 27 (addition) North Bridge Baptist Church
2413 Ziebarth Road, Normal

Normal 28 (addition) : First Presbyterian Church
2000 E College Avenue, Normal

Normal 29 (addition) Police Sub-Station
623 W Orlando Avenue, Normal

Normal 30 (addition) ISU Bone Student Center
100 N University Street, Normal

Old Town 02 (addition) Town Hall
22034 E 1000 North Road, Downs

Randolph 04 (addition) The Christian Church of Heyworth
308 N Vine Street, Heyworth

We respectfully request your approval of these changes.

Thank you. |
We look forward to serving you.”
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REBECCA C. McNEIL

McLEAN COUNTY TREASURER
(309) 888-5180 Fax (309) 888-5176
www.mclean.gov

Government Center
115 E. Washington Room M-101  P.O. Box 2400 Bloomington, !llinois 61702-2400

MclLean County

Date: August 29, 2007
To: Members of the Finance Committee

From: Rebecca McNeil
McLean County Treasurer

On May 18, 1999, the McLean County Board entered into a service agreement with
Joseph Meyer and Associates to create a Delinquent Real Estate Tax Liquidation
Program. This agreement was entered into in conjunction with the specifications in
section 35ILCS 200/21-90 of the property tax code. The primary goal of the program is
to recover delinquent real estate taxes for the benefit of all taxing districts. The second
goal is to return unproductive and abandoned parcels back to productive use and
subsequently, the tax rolls of the County.

The property taxes on parcel #21-08-253-004 owned by Robert J. Watkins were not paid
for tax year 2003 and were sold at the 2004 annual tax sale. The subsequent taxes were
also left unpaid for tax year 2004. The parcel owner failed to redeem these taxes in
accordance with the Illinois property tax code. As a result, the County of McLean

-acquired title in 2007 through the Delinquent Real Estate Tax Liquidation Program. The
former owner, Robert J. Watkins, has now paid $902.78 to the County’s delinquent tax
agent to re-acquire title in his name. This amount represents the full amount due to
redeem this delinquency if it had been timely paid. The amount paid will be distributed
proportionately.

A resolution is being presented to the committee and board for approval to authorize the
Chairman of the McLean County Board to execute a quit claim deed of re-conveyance to
Robert J. Watkins. Approval of this resolution will eliminate the County’s formal
interest in this parcel and return it to the active tax rolls.

Thank you for your consideration of this matter.
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Purchase, as the sase: may b

N2 ¥ &

WHEREAS, The County of Mcl.ean has undertaken & program to
collect delinguent taxes and to perfect titles to veal property in
cases in which the taxes on such real property have not besen paid,
pursuant to 35ILCS 200/21-90, and :

ursuant to this.program, the County qf MclLesan has
erest in the following described rsal estate:

23
KL
fom 8 24
(&)
0

F 38.9° LOT 114 PARKVIEW aADD

PERMANENT PARCEL NUMBER: 21-08-253-004

Y

As described in certificate(s): [o3] 0837 Sold on November 5, 2004

Commonly known as: 1209 5 BARKER 57

and it appearing to the Finance Committee that it would be to the

best interest of the County to dispose of its intersst in said property,
by re CVﬁve ‘ance, to the owner of a form&r interest in sald property.

WHEREAS , ROBERT J WATKINS, has paid $902.78 for the

full amount of taxes Iinvolvad and a request for reconveyvance has been
presented to the Finance Committee and at the same time 1t having
been determined that the County shall receive $358.9% as a return for
its Certificate(s) of Purchase. Thse County Clerk shall rsceive $80.00
for cancellation of Certificate(s) and to reimburse the Revolving Account
the charges advanced from this account, and tke Recorder of Dssds shall
shall receive 331.00 fer recording. Thm remainder being the monies dus
the Ageﬁ% for his services. The total paid by Purchaser is $902.78.

. THEREFORE , Your Finance Cumm¢tp®w recommends the mdupul@ of
the following resolution: | _ _

BE TT RESOLVED BY THE COUNTY BOARD OF MclLEA&M COUNTY, ILLINCIS,

that “Lhe vhalrmaﬂ of the Board of Melean County, Illincis, bs

Cauthorized to execute a deed of convevance of the County’s interest orv

W

authorize the. cancellation of the appropriate Certificate(s) of
Gymuﬂ the. above d“”&éubrd T@al Fat"tw fwl o

the sum of $358.9%9 to be paid to the Treasurser of MclLean Count
Illinois, to be disbursed according to law. This vesclution to.be
effedtive for sixty (60) days from this date and any transactlion
between the above parties not cccurring within this period shall be
null and veid. :

ADOPTED by voll call wvote this day of \ .

ATTEST :

CLERK ' CHAIRMAN
RECONVEYANCE 0B—~07 001
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McLean County

REBECCA C. McNEIL

McLEAN COUNTY TREASURER

(309) 888-5180  Fax (309) 888-5176

www.mcleancountyil.gov

Government Center

115 E. Washington Room M-101 P.O. Box 2400 Bloomington, lllinois 61702-2400

August 14, 2007

Memo to: Mr. John M. Zeunik

County Administrator
From: Rebecca McNeil
County Treasurer
Re: Management Letter of Advisory Comments

The Management Letter of Advisory Comments from the Comprehensivé Annual Audit
for Fiscal Year 2006 included a suggested improvement to our current payroll process.

As noted in the Auditors comments, a Senior Accountant in the Treasurer’s Office has
the responsibility of performing the payroll calculation process subsequent to entering the
changes. There are currently a variety of procedures to ensure the internal control of this
process. This includes department head responsibility for reviewing payroll reports and
verifying information related to the employees current rate, distribution and status.
Additional controls exist between the Treasurer’s office and the Administrator’s Office
for approval of employee changes and pay rates. The Senior Accountant primarily enters
changes based on a step that already has pre-determined rate. The annual testing of these
controls have revealed no discrepancies.

In addition to these controls, the Treasurer has implemented an audit report which
identifies all changes made to the status of an employee or to the step that their rate of
pay is based upon. Currently, the Treasurer is using this report to perform audit checks
against the payroll changes that have occurred in each payroll cycle. This additional
check by the Treasurer ensures that the changes that the Senior Accountant has entered
are according to the request approved by the County Administrator’s Office and
departmental management. The Treasurer is reviewing other areas of payroll processing
to assess the current controls that are in place and determine if additional improvements
should be considered.

At this time, there are no additional resources needed. The Treasurer is grateful to

Information Services for their assistance in creating this report which integrates with the
payroll system software to produce the intended results.
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HIGHWAY DEPARTMENT

John E. Mitchell, County Engineer
Eric 8. Schmitt, Assistant County Engineer

102 S. Towanda-Barnes Rd, Bloomington, IL 61704
(309) 663-9445 FAX (309) 662~ 8038 '
highway@mcleancountyil.gov

MclLean County

DATE:  August 29, 2007

TO: Chairman David FW Selzer & Members of the McLean County Finance
' Committee

FROM: John E Mitchell, McLean County Engineer

RE: Outside Auditor’s Comments Regarding the McLean County Highway
Department’s Capital Asset Additions

This memo is in response to Clifton Gunderson, LLP Certified Public Accountants’ letter to the
McLean County Board along with the 2006 Financial Statement for McLean County. Clifton
Gunderson made comments concerning the Highway Department’s capital asset additions. This
is part of the GASB 34 Requirements that have been instituted the last several years.

Yesterday, Eric Schmitt and I, from the Highway Department, met with McLean County
Administrator, John Zeunik, McLean County Auditor, Jackie Dozier and Accounting Specialist,
11, Connie Johnson to discuss the Outside Auditor’s recommendations. This discussion led to
Jackie’s suggestion that we establish several new Capital Asset Accounting Numbers so that we
can keep the larger eqmpment purchases (over $10,000) separate from the smaller equipment
purchases (under $10,000), and also separate the larger Road & Bridge Projects (over $250,000)
from those smaller Road & Bridge Projects (under $250,000). This will also help distinguish
between Construction Projects that increase Infrastructure Capital Assets and Maintenance Work
that does not increase the value of the Capital Assets.

This will be put in place for the next budget year. We feel that this will address the concerns of
the Outside Auditor.
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COURT SERVICES
Roxanne K., Castleman, Director

Law & Justice Center, 104 W. Front Street, 7" Floor ~ PO. Box 2400  Bloomington, IL 61702

Adult Division Juvenile Division Extended Day

Room 700 Room 701 Room 703

Ph: (309) 888-5360 - Ph: (309) 888-5370 Ph: (309) 888-5370
McLean County Fax: (309) 888-5434 Fax: (309) 888-5831 Fax: (309) 888-5831

To: Honorable Members of the Finance Committee
. ) 7 g /’/"-

From: Roxanne K. Castleman ,’f/f/é/’

Date:  8/14/2007

Re:  Plan of Action to the Single Audit Report — Finding No. 2006-02 and Finding No.
2006-03

As director of McLean County Court Services I have reviewed the outside auditor’s findings in
regards to the Single Audit Report for the Domestic Violence Multi-Disciplinary Grant - Finding
No. 2006-02 and Finding No. 2006-03: I have outlined below the department’s plan of action.

Finding No. 2006-01

All quarterly fiscal reports expenditures are obtained directly from the county’s AS400
accounting system. Once the quarterly fiscal report has been completed it will be forwarded
to the county’s Grant Coordinator for review. She will compare this report to the appropriate
general ledger amounts before sending it to the granting agency for reimbursement.

The department has worked with Information Services to obtain a statistical report via EJS
which will provide support for the statistics submitted in the data report.

Finding No. 2006-02

The Administrative Office of the Illinois Courts (AOIC) monthly vouchers, which provides
documentation for part of the matching funds, will be supplied to the county’s Grant
Coordinator for review. In addition bi-monthly time cards will be maintained which outline
the number of hours and description of activities performed by the supervisor of the probation
domestic violence program. This will provide documentation for the additional matching '
funds allowed in the grant.

The court services department is committed to addressing and correcting any future concerns
the outside auditor indicates, for the duration of the grant. The probation’s involvement of the
grant will end September 1, 2007.

I will be available at the finance committee meeting to address any questions you may have.
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e g Health Department
McLean County @ 200 W, Front St. Room 304  Bloomington, lllinols 61701 (309) 888-5450

Memorandum

To:  John M. Zeunik, County Adminjsf
From: Robert J. Keller, Director
Date: August 21, 2007

Re: Single Audit Report — Findings No. 2006-04 and Finding No. 2006-05

Finding 2006-04

Finding 2006-04 cited the department for not maintaining records to substantiate
employees’ time working in the WIC program in accordance with OMB-87. The
department’s response, found on 21 of the report, noted that the department
does have documentation to support time but that it is not maintained in a single
location in an easily auditable form.

Please find attached a copy of the revised procedures that will be used by the
department to provide an easily auditable trail. Daily Activity Reports will be used
to capture time on a continuous time-study basis. Those reports will be run on a
monthly basis and compared to the FTE distribution tied to the payroll system. If
DAR reports show a significant departure from the default distribution, general
journal entries will be made to adjust time. Employee FTE’s will serve as the
cost-driver for most of the expenses incurred for federal grant programs. ltems
such as space (square footage utilization) and travel (actual miles driven as
recorded on the DAR) will be directly apportioned. A manual that describes each
of the cost-drivers and their allocation methodology will be available for review. A
significant number of expenditures, as is the case now, will be driven by direct
invoice coding.

Finding 2006-05

Finding 2006-05 did not contain a recommendation for action from the outside
auditors. The audit found one in twenty-five records did not contain a copy of the
VOC on file. Staff reiterated to staff the importance of assuring that the card is
copied and placed in the client’s file.

U:\Administration\Budget\O6auditresp.doc

FPartners in #gevention mcleancountyil.gov/Health



Methodology/Documentation Summary on the Allocation of Indirect Costs for the
McLean County Health Department

Allocation methodology for personal Services and F: ringe Benefits:

Several grant programs awarded to the McLean County Health Department require the
allocation of staff resources between programs utilizing Federal awards. The allocation
methodology for salaries and wages is based upon time and effort records that document
participation in the grant program. The McLean County Health Department utilizes
continual time study documentation via a Daily Activity Report (DAR). The DAR is
utilized by all staff of the Health Department. Specific instruction on the completion of
the DAR is provided to each employee upon starting at the Health Department (see
attachment A). The DAR program can be used to reflect an after-the-fact distribution of
the actual program activity for each employee. The report requires each employee to
account for the total activity for which each employee is compensated. The DAR is
completed and stored electronically. The paper copy ofthe DAR completed by the
employee is signed by each employee and submitted to designated staff for entry into an
Access data base. DAR data is maintained in accordance with the guidelines of the
Illinois Local Records Act.

WIC:

Greater delineation is required from the State pertaining to employees that work in the
WIC program. In order to comply with the reporting requirement of the Illinois
Department of Human Services each staff position funded out of the Supplemental
Nutrition Program for Women, Infants, and Children (WIC) must report position
allocation by four distinct activity categories. These categories are 1) General
Administration, 2) Client Services, 3) Nutrition Education, and 4) Breastfeeding. A
definition of each category along with a short list of examples of the conduct that
comprises each category is included in Appendix B.

Utilizing the DAR system, each staff member funded out of the WIC Grant documents
the amount of work time spent in grant related activities by the four cost categories
requested by the Department of Human Services. Each of the four categories is designed
to capture the total range of activities for each position within the grant. The staff
member documents the total amount of time spent in each of the four categories daily.
Non-worked time is allocated across the four categories on a prorated basis based upon
the total amount of time actually worked. The total percentage for all categories '
combined is designed to total 100% of the employees’ time dedicated to the WIC
program. The total of the categories only reflects staff time working in WIC. If a staff
position is allocated across several different programs, this exercise is only designed to
capture the time specifically working in the WIC Grant. All non-WIC activities are
captured in the program codes associated with those other activities.
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This allocation is applied by the Accounting Clerk responsible for the grant monitoring
for each staff member charged in the grant. The allocation percentages for each staff are
modified quarterly if necessary based upon the most current DAR review results.

FCM:

In order to comply with the reporting requirement of the Illinois Department of Human
Services each staff position utilized in the Federal Financial Participation (FFP) claiming

- methodology identified as support staff out of the Family Case Management program

(FCM) must demonstrate the amount of time spent providing FCM related activity. This
corresponds directly with the allocation between federally funded programs.

The FFP claim process requires staff members to document the amount of work time
spent in claimable Health Department program activities. All identified program
categories are designed to capture the total range of activities for each support staff
position. The staff member documents the total amount of time in minutes spent in each
of the program categories for all compensated time. Non-worked time is allocated across
the program categories on a prorated basis based upon the total amount of time actually
worked in defined program categories. The total percentage for all categories combined
must total 100%. The percentage for each category is designed to reflect the approximate
prorated share of total time spent in support activities for Health Department programs.

The Accounting Clerk responsible for monitoring the FCM program and generating the
FFP claim utilizes the time study percentage devoted to FCM to allocate the

- corresponding support staff salary to the program. These costs are utilized in capturing

the total costs associated with operating the FCM program. The FFP claim allows for a
Local Health Department to request reimbursement for local resources used to support
the provision of FCM services to Medicaid eligible clients at a rate of $.50 on the $1.00.
A copy of the Cornerstone Agency Staff Expense Report is included in Attachment C.

Direct Service Staff time is captured by time and activity logs entered by direct service
staff into the Cornerstone reporting system. Agency Administrative Staff Expense only
reflects the actual salary paid to Agency identified administrative staff. No Health
Department allocation methodology is utilized for these two staff categories. Allocation
is based on total FTE’s reported on the staff expense report for the entire health
Department. Total FTE value is determined by the actual worked hours from the payroll
hours report (see Attachment D) divided by the corresponding hours for a 1.0 FTE based
upon a 1,950 hour annual schedule.

Non-Personnel Operating Expense Methodology:

WIC:
Non-Personnel operating expenses for the Supplemental Nutrition Program for Women,

Infants, and Children (WIC) must also be allocated and documented into the four activity
categories listed previously in the personnel section. Those categories are 1) General
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Administration, 2) Client Services, 3) Nutrition Education, and 4) Breastfeeding. This
allocation process is not an indirect cost allocation but is a cost categorization based upon
the relationship between the expense and the cost category. A tracking methodology has
been established whereby the four activity categories will be referenced on the purchase
order at the time it is prepared. Program managers responsible for generating a purchase
request will categorize the purchase request when preparing the purchase order. The
purchase order will then be referenced at the time the invoice is coded for payment and
the corresponding activity category will be listed on the invoice. The Accounting Clerk
responsible for the tracking and monitoring of the grant will utilize the invoice coding
explicitly identifying the activity category to allocate the expense into the proper
reporting category. This process will be used for all not-personnel operating expense in
the WIC grant program.

The only indirect cost allocations utilized in the WIC grant program would be expenses
spread across multiple programs of the Department utilizing one of two allocation
methodologies. These would include Rent and Utilities/Maintenance costs allocated by
square feet of the health Department occupied by the grant program and other general
expenses that benefit the agency as a whole. The second category of expenses is allocated
using the generally accepted FTE allocation methodology.

FCM:

Federal Financial Participation requires the documentation of non-personal expenses in
accordance with the Medicaid Claim and Case Management Cost Report HSPR1010
(Attachment E). Direct costs are those items expressly identified with expenses incurred
directly on behalf of the grant. Indirect expenses are based upon an agreed upon formula
for the allocation of indirect expenses between the State of Illinois Office of Community
Health and the Federal Government via HHS formally HCFA. The definition of indirect
expenses is those expenses that benefit the agency as a whole. These include: Food;
Books/ Newspapers/Publications; Employee Service Awards; Paper Supplies;
Copy/Microfilm; Advertising/Legal Notices; Temporary Employees; Garbage Disposal;
Computer Services; Dues/Memberships; Instruction/Schooling; Office Equipment,
Maintenance & Repair; Computer Repair/Service, Outside Vendors; Software Licenses;
Employee Medical Expense; Data Processing User Fees; Administrative Surcharge;
Equipment Rental; Furnishing Purchases; Office Equipment Lease; Computer Equipment
Purchase; and Computer Software Purchase.

Adm/grants/grant allocation methodology 2
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What is a DAR? .
DAR'’s or Daily Activity Reports are forms filled out by each employee to track their activities

on a daily or weekly basis, turn in on a daily basis if you do daily DAR’s and on a weekly
basis if you do weekly. Turning in DAR’s in a reasonable time frame are crucial to maintaining

yrymy.

DAR GUIDELINES

Revised

the overall integrity of the system. DAR’s are used to calculate how funds from Health
Department are allocated to different programs. It is very important in determining program
costs and calculating how much money is required for funding programs from year to year. The

DAR system is also used for employee travel reimbursement. DAR’s are usually entered on a

form that looks similar to this:

Date:

Name:
o McLean County Health Department
Employee Number: Reviewed By Date: Entered By: Date: Days of the Week:
S M T W T F §
Odomeler Total Activity Total Total Travel Location
Comments Code Acl. Time Stan -~ End Time Program Site Code Counl Miles
Total Time For Pay Type (100)
Total Time For Pay Type (025)
Or this: .
Name: McLean County Health Department Start Date:
Weekly Activity Report
Employee Number: Reviewed By: Date: Entered By: Date: End Date;
Date Time Program ACTIVITY Count Mileage " Travel Pay Daily ODOMETER READING
Sile Code Location Type Total Slart End C

Check with your supervisor to find out the proper form to use according to your department's

guidelines.
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GENERAL ENTRIES:
Make sure to fill in all applicable information including date, time, program code, site code,

activity code, count (if applicable), and pay type (comments are helpful as well).
Time is entéred by quarters In other words:

1 hour and 15 minutes is 1.25

2 hours and 30 minutes is 2.5

3 hours and 45 minutes is 3.75 etc...

Date Time Program ACTIVITY Count Mileape Travel Pay Daily ODOMETER READING
Site Code Location Type Total Stan End Comments
07/09/01 7.5 | 1420 1 54 100 Data Entry
07/09/01 3.0 | 1119 1 57 100 ’ Paper Work
TRAVEL DATA:

Travel information is the very important information to enter (especially to you), because it is
used to calculate the amount of reimbursement you will receive for your travel expenses. Travel
can only be entered with activity codes 21 (instruction/schooling and out of county travel), or 22
(work-related in county travel). The site code must always be 2.

Date Time Program ACTIVITY Count Milcape Travel Pay Daily ODOMETER READING
Sile Code Lacation Type Total Stan End C
07/09/01 S 1901 | 2 | 22 3 14 BLX2 NO 100 32,000 32,014 3 Home Visits
07/09/01 | 2.5 | 1119 | 2 | 21 150 SP BL 100 14,100 | 14,250 Training in Springfield

FLEXTIME/COMP TIME/ADMINISTRATIVE OVERTIME

The DAR system should be utilized to capture the time that you are authorized to work over and
above your regular work schedule. Not all employees are approved to use flex or comp time.
However, if you accumulate more than 7.5 hours in a day it should be reported using pay type
025. All employees with flex earned and flex used need to have supervisory approval. Flextime
utilized during the same payroll period is reported on the DAR as 01 authorized time off. Comp
time that is booked for future use is reported on the comp time/overtime sheet as 166 time.
Check with your supervisor on the use of flex and comp time for you division.

Here is an example of flextime captured on the DAR under pay type 025:

Daily
Comments QOdometer Total | Adctivity Total Total Travel Location
Code Act, Time Start End Time Program Site Code Count Miles
Paperwork 7.5 2001 1 | 57

Ais99

7.5

Total Time For Pay Type (100)

2.5 'I:otnl Time For Pav Type (025)

3

U:\Administration\Employees\Christi\DAR Directions CH.doc
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PINK SHEETS:
Pink sheets are used to calculate all time off other than flex and holiday. Pink sheets look like
this:

McLean County Health Department Leave Slip Request Form

Name ", -FOR OFFICIAL Div. App

Jane Doe ‘ :

Employee Number

90000 N

Reviewed By Date * .| Dept. App.

Entered By Date

Date Div Time v Program Code . Pay Type

3
3

...except they’re pink.

All you have to do'is enter the date, division number, time, program code, activity code, and pay
- type. The appropriate codes are listed below.

Leave Type Activity Code Pay Type Full Time Pay Type Part Time
Vacation . 00 150 ) 250
Sick 00 155 : 255
Personal 00 160 N/A
Comp Used 00 165 N/A
Holiday 19 ‘ N/A 009
Bereavement 17 100 200
Jury Duty 18 100 200
Military Leave 18 100 200

MCHD Division Numbers: |
Administration

Environmental Health
Personal Health Services
Health Promotions
Animal Control

N AWK -

5
U\Administration\Employees\Christi\DAR Directions_CH.doc
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WIC Local Agency Cost Categories
(Columns on the Expenditure Documentation Form)

I All Costs Necessary to Conduct the
Category Following Activities:

1. General Administration - ¢ OQutreach

All costs generally considered to be overhead Food Instrument Control

or management costs. Program Reporting

General Management

Payroll and personne! systems
Accounting and audits
Financial or legal services

2. Client Services Diet and health assessments for
All costs expended to issue food benefits and certification.
other client services and benefits Issuance of food instruments
Training participants on food instrument
. use. .
e WIC related Cornerstone data entry.
 Referrals services for other health care and
social services.
» Coordination activities

3. Nutrition Education , * Nutrition education sessions (group or

All costs directly related to general nutrition individual), to include preparation.

education. » Prepare and provide nutrition education
materials.

¢ Equipment for Nutrition Education.

e Interpreter or translator services to
facilitate nutrition education.

» Evaluation or monitoring of nutrition
education. ‘

4. Breastfeeding * Educational sessions (group or individual)
All costs expended for promotion and support to promote or support breastfeeding.

of breastfeeding * Peer counseling _
' » Providing breastfeeding educational

materials.

Please note that the examples listed above are not all inclusive. All costs to be reimbursed
from WIC funds must be aliocated to one of the four categories. Costs such as rent and
utilities may be prorated to the applicable functional category.

Addendum -2/5/2007
[llinois WIC Policy and Procedure Manual — Issue Date: May 2006
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Note: All wages and

Attaclpet €

ILLINOIS DEPARTMENT OF PUBLIC HEALTH
CASE MANAGEMENT INFORMATION SYSTEM
Agency Staff Expense Report

Agency: McLean County Health Department Month & Year: Jun-07

salaries listed should be the gross amounts, not including fringe benefits.

Actual Actual Actual Actual
Gross Hours Gross Hours
Pay Paid Pay Paid
This This ) This This
Name Month Month Name Month Month
J. Adelekan $3,465.02 172.5 J. Lanier $3,396.49 172.5
W. Bardwell $3,312.59 172.5 S. Lawrence $2,917.03 172.5
C. Bucher $3,710.25 172.5 M. McCurdy $3,177.40 172 .5
C. Cramer $2,410.17 172.5 N. Dolan $3,106.33 172.5
M, Griffin $3,032.65 172.5 S. Rebert $3,204.72 172.5
V. Hall $3,931.21 172.5 S. Rutherford $3,209.43 172.5
C. Herring $2,370.24 172.5 T. Theoennes $3,245.83 172.5
M. Hill $3,611.93 172.5 B. Easterling last day 6/1! §1,066.50 86.25
J. Jesse $3,901.74 172.5 R. Zimmerman $3,209.43 172.5
Direct Service Staff Full Time Equivalence as Agency Employees: 17.50 $56,278.95

Program Secretarial and Clerical and Other Support Staff

% Time on % Time on
Program . Program
B, Castaneda $2,050.90 24% C. Gaspardo $3,057.86 15% $492.22
L. Castillo $2,050.90 45% B. Hansen $2,143.28 37% $922.91
R. Cavallo $2,091.94 15% S. Mayberry $395.13 100% $313.79
M. Currie $2,133.00 8% A. McCambridge $2,225.39 22% $170.64
J. Detmers Last Day € $370.72 100% V. Price $2,968.60 50% $370.72
D. Doub $2,050.90 24% D. Roberson $2,091.94 0% 5492,22
M, Eckert $2,204.83 45% J., Sullivan $2,844.53 96% $992.,17
H. Emerson $2,512.43 36% ) $904.47
. $31,192.34
Staff Supervising Direct Services Full Time $11,010.59
D. Hunt $4,554.35 $4,554.35
Agency Administrative Staff
B. Davis $3,076.87 K. Mayes $6,553.83 $41,615.37
N. Hannah $2,808.94 H. Sauer $2,317.76
W. Howe $6,539.37 D. Voss $3,697.92
8. Jackson $2,194.58 J. Weber $5,475.15
B. Keller $8,950.96 -
Length of Agency's regular work day (in hours 7.5
Total Number of Agency F.T.E. Employees: 85.16
Agency Fringe Benefit Rate: 16.23 - R $113,459.25
I certify this to be an accurate account of the agency's staff expenses. $127,868.57
06/28/07
Authorized Official Date

4655f Revised 11/90
CASEMNGT . WK1

IMPORTANT NOTICE: This state agency is requesting disclosure of
information that is necessary to accomplish the statutory purpose
outline by Ill. Rev. Stat. 1989, ch 23 par. 5-11. Failure to disclose
this information will prevent the claiming of federal funds.

This form has been approved by the Forms Management Center.

Form Number 482-0741
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$458.68
$793.01
$395.13
$489.59
$1,484.30
50,00
$2,730.74
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Medicaid Claim and Case Management Cost Report
HSPR1010 (48 Line Report)

Purpose of the Report

Is a Cost Report for HCFA matching funds
* Itis based on an administrative allocation
*  Using agency FTE allocation

Information is based on what ig entered by the agency in Cornerstone on the:
* Operating Expense screen (AD23) -~ 3 mos. average
*  Staff Expense Screen (AD22) — 3 mos. average
*  Time and Activity Logs (T&A logs) from time study mos.

This report is run on a quarterly basis. Reporting month listed on the report is the first month of the
quarter (i.e., July is for July, Aug., Sept.)

Rebort is generated 30 days after the end of the quarter
(i.e., if the report was run in November, it reflects information from July, August, and
September.)

IFany whole section-has zeros, the agency is most likely missing data in one of the three areas:
* operating expenses :
*  staff expenses or
*  Direct service staff time and activity

HMSPRI010 Quick Review

® Line 45 and 46

*  Reftlects agency’s “cost” for case managing each type of family. :

*  Per FCM contract, the agencies should “spend” $26.25 per month to case manage a

 family with a PW &/or | and $12.50 for older children.

* On the Agency Status Report (ASR), we use $26.25 and $12.50 in determining “cost” for
FCM.

* Ifline 45 and 46 are >$26.25 and $12.50, the agency is utilizing other funds (i.e., county
money) to pay for the cost of managing these families, which is O K.

* Ifagency hasless than $26.25 for line 45 or less than $12.50 for line 46, then the data is
missing (most likely). The agency will be required to pay back the difference.

* Itis a major problem if lines 45 and 46 have zeros, or are below $26.25 or $12.50,
respectively. '

* Cost for older children in all of Cook County and for the St. Clair County Health
Department is $16.75

® Lines 25-29
*  Based on information from the Staff Expense Report.

{FO3TBC8F-21K8-4CD3-B23 B-D5D01AFR21 D23} _FCM?" uZOB%ZOProcedurcs%l()nnd%ZOForms%ZOreviscd“ 0207%201
“20051 [.wpd Page2 of 11
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® Line28
*  Calculates FCM FTEs
*  Agency FTE’s _
' *  Must be calculated correctly for total agency.
* Total agency FTE"s are on the OER.
*  Must look at tota] employees working full-time (2 part-time employees .05 = |
FTE)
* FCM FTE’s _
*  Are calculated by Cornerstone. )
*  After putting agency FTEs in and time study done, the system calculates the
FCM FTEs. ‘
*  Administrative costs are calculated based on FTE ratio.
® Line 30 -
*  Ifthey did not submit any OERs for the quarter, you will see 2 “0.” This means they did
not enter data for this quarter.
*  Ifthe amount is low, ask if they entered all three months of data on the OER.
® Line32

{F937BC8F-21E8-4CD3-B23 B-D3DOIAF

%2005]1].wpd
I

*  Tells how many days of the month the agency does the time study, i.e., Starbuck Co. did
a whole month time study (100 percent).

21D23}_FCM%208B %20Procedures%20a nd%20Forms%20revised %207%20

Page3 of 11
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Medicaid Claim and Case Management Cost'Report
HSPR1010

Purpose of the Report

® Calculate the amount of FFP for IDPA to claim for case management for the quarter
® Calculate the amount of FFP for IDPA to claim on our behalf for outreach for the quarter
® Calculate the average cost of serving each type of family for a month

The report is designed to calculate totals based upon a user-selected month. The staff and operating
expenses are averages for the quarter in which the user selected month falls. These quarters are J anuary
I through March 31, April | through June 30, July 1 through September 30, and October 1 through
December 31. :

There are five sections of the report:
* Results of the time study
*  Analysis of the time study
*  Costs used in calculating the claim
* Calculating the claim
*  Calculating the average cost of Case Management

The methods used to calculate the values on the report are described below and are divided into the five
sections.

Results of the time study - This section of the report processes all activity records that have activity -
dates whose month is equal to the report month, year equal to the report year and the time spent hours &
minutes fields are greater than 0. An attempt to locate a staff expense record that corresponds to the
activity record being processed is made based upon the activity clinic ID, employee ID and past
processing date month & year. Ifa record is found and the salary percent field is equal to 100%, no
further processing is performed on this activity record, - '

- For lines I through 4, the activity records being processed are further refined to where the clinic ID is
equal to a clinic assigned to the agency being processed.

Each participant being processed is checked to see if they are program eligible and Medicaid eligible.
The first step in determining eligibility is to determine if the participant was a member of a group at the
time of the activity, based upon the activity date. Program eligibility is determined by attempting to find
a category history record for the participant whose “effective from date” is less than or equal to the last
day of the quarter being processed, the “effective through date” is greater than or equal to the first day of
the quarter being processed (or the “effective through date” is empty), and has a category code of “P”
(pregnant), “I” (infant), “C” (child), “G” (guardian case management infant or child). “CFSP” (children
family services pregnant). “CFS[” (children family services infant), “CFSC” (children family services
child). “TXXP” (title 20 pregnant). “TXXI” (title 20 infant), or “TXXC” (title 20 child). ‘

Medicaid eligibility is determined by attempting to find a Medicaid insurance record for the
participant whose Medicaid approved date is less than or equal to the last day of the quarter being
processed (or the approved date is empty), the coverage expiration date greater than or equal to the first
day of the quarter being processed (or empty), and has coverage type code of “M” (Medicaid).

{F‘)J7BC8F—2!E8—4CI)3—BZSB-DSDOIAF2ID23}_FCM%20B%ZOProccdures%ZO:md%ZOForms%ZOx'eviscd%207%20I
Y2005]1 .wpd Page 4 of 1
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NOTES:

® Some calculations perform a check to see if a value of another field is greater than zero before
performing the calculation. When the value of the required field is equal to zero, the field being
calculated is set to zero.

® Many calculations are surrounded by parenthesis signifying that the calculations contained
within the parenthesis are performed before the remaining calculation is performed. They are
performed “inside out,” which means that the calculation residing within the innermost set of
parenthesis is calculated first, then the calculation within the next set of parenthesis is next, etc.
For example, if the calculation is line 19 - (amount] * (.01 * amount2)) + line 3,the .01 *
amount? calculation is performed first, with the result multiplied by amount!. Line 3 is then
added to the result.

® The following mathematical symbols are used to describe the calculations performed:
“/” - divided by
¥ - multiplied by
“+” - plus

REPT. LINE

Case management of medicaid-enrolled families
The total of activity time spent (hours and minutes) for program and Medicaid eligible participants
and does not meet the program and Medicaid eligible criteria for number 3 or 4 below.

Case management of medically-indigent families
The total number of activity time spent (hours and minutes) for program eligible (but not Medicaid

eligible) records whose activity code is not equal to 110 (case finding attempts).

Medicaid case finding -
The total of activity time spent (hours and minutes) for program and Medicaid eligible records whose
activity code is equal to 110 (case finding attempts).

Other case management activities
The total of activity time spent (hours and minutes) for program and Medicaid eligible records whose -
activity code is equal to 103 (referral or advocacy for services), 104 (follow-up with participant) or
105 (referral, advocacy, follow-up) and whose Medicaid claimable indicator - “N” (no).

[f the participant is not Medicaid eligible, then total the number of activity time spent (hours and
minutes) for program eligible records whose activity code is equal to 110 (case finding attempts).
[f the participant is neither program nor Medicaid eligible, then total the number of activity time

spent (hours and minutes).

Outreach
The total of activity time spent (hours and minutes) for activity records with an activity code that
begins with 2 (case management outreach).

Case management program administration
The total of activity time spent (hours and minutes) for activity records with an activity code that
begins with 3 (case management administration).

{[F937BC8F-21ES-4CD3-B23B-D5D01AF21 D23} _FCM%20B%20Procedures¥%20an d%20Forms%20revised %207%201

%2005[1].wpd
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7.

10.

Other direct services .
The total of activity time spent (hours and minutes) for activity records with an activity code that
begins with 5 (other direct services).

Benefits :
The total of activity time spent (hours and minutes) for activity records with an activity code that

begins with 4 (accrued benefit time).

Training '
The total of activity time spent (hours and minutes) for activity records with an activity code that
begins with 6 (staff training and evaluation).

Total
The grand total of lines | through 9. -

Analysis of the time study

11.

Proportion of total time spent in direct services
If line 10 is greater than zero, the sum of (the sum of lines | through 7) / line 10 is rounded to create

the percentage of total time spent in direct services.

. Proportion of direct service time spent in case management program

If the sum of lines 1 through 7 is greater than zero, the sum of (the sum of lines | through 6 / the sum
of lines 1 through 7) is rounded to create the percentage of direct service time spent in case

management program.

Proportion of Healthy Moms, Healthy Kids program time spent in:

13.

14.

16.

17.

Case management of Medicaid-enrolled families
If the sum of lines 1 through 6 is greater than 0, line 13 is computed by taking the total of line 1 / the

sum of lines [ through 6 and rounding the result to create a percentage value to display.

Case management of medically-indigent families
[f the sum of lines | throughi 6 is greater than 0, line 14 is computed by taking the total of.line 2 / the

sum of lines | through 6 and rounding the result to create a percentage value to display.

- Medicaid case finding

[F'the sum of lines I through 6 is greater than 0, line 15 is computed by taking the total of line 3 / the
sum of lines | through 6 and rounding the result to create a percentage value to display.

Other case management activities
[f the sum of lines | through 6 is greater than 0, line 16 is computed by taking the total of line 4 / the

sum of lines 1 through 6 and rounding the result to create a percentage value to display.

Outreach
[f'the sum of lines | through 6 is greater than 0, line 17 is computed by taking the total of line 5 / the

sum of lines | through 6 and rounding the result to create a percentage value to display.

'

{F937BC8F-21E8-4CD3-B23B-D5D01AF21 D23}_FCM%20B%20Procedures%20and%20 Forms%20revised %207%201

%2005[1].wpd :
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18. Administration
[fthe sum of lines | through 6 is greater than 0, line 18 is computed by taking the total of line 6 / the
sum of lines | through 6 and rounding the result to create a percentage value to display.

19. Time directly attributable to Medicaid case management
Line 19 is the sum of line | + line 3.

20. Time indirectly attributable to Medicaid case management
If'line 10 is greater than 0, line 20 is calculated by taking the sum of (line 6 * (Sum of lines | through
line 3) / (the sum of lines | through 5)) + ((line 8 -+ line 9) * line 12) * (line 1 + line 3)) / (the sum of

lines 1 through 6) with the result rounded.

21. Proportion of total time attributable to Medicaid case management
If line 10 is greater than 0, line 20 is the rounded sum of (line 19 + line 20) / line 10.

9
|38

- Time directly attributable to outreach
Line 22 is set to the value of line 5.

23. Time indirectly attributable to outreach.
[F'the sum of lines | through 5 is greater than 0, line 23 is calculated as the sum of ((line 6 * line 5) /

(the sum of lines | through 5)) + ((line 8 + line 9) * line [2) * (line 5/ (the sum of lines | through

6)).

24. Proportion of total time attributable to outreach
Fline 10 is greater than 0, line 24 is the rounded sum of (line 5 + line 23) / line 10.

Costs used in calculating the claim

[F'an agency code is not passed from the HSPSRPO! on-line screen, all clinic table records are
processed. [fa code is passed, only the clinic table records where the agency indicator is equal to the
passed agency ID are processed. . '

An attempt is made to locate a staff expense record where the clinic ID is equal to the clinic ID in the
clinic table and the expense month is equal to the first month of the quarter being processed. All staff
expense records with a salary percent of 100% are bypassed. Lines 25,26, 27 & 29 are calculated by
processing all staff expense records that have a clinic ID that match the clinic ID being processed. For
every staff expense record found, all operating expense records for the processing clinic and reporting

period are processed. '

25. Average monthly salary and fringe benefits of Direct Service Staff
If the staff expense staff type code is equal to “D” (direct service), line 25 is calculated by taking
(actual pay amount * (1 + (.01 * fringe benefit rate)). The total for the employee full time
equivalency field is summed for use in the calculation of line 28. It the staff expense month is equal
to the month from the passed date, the total for actual paid hours for this month is summed for

calculation of line 32.

{F937BC8F-21E8-4CD3-B23B-D3DOIAF21 D23} _FCM%20B%20Procedures%20and® 020Forms%20revised % 207%201
2005] 1].wpd ’ Page 7 of 11
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26.

27.

28.

30.

31.

Average monthly salary and fringe benefits of Support Staff

If the stalf expense staff type code is equal to ~C” (support), line 26 is calculated by taking (actual
pay amount * (I + (.0] + fringe benefit rate)) * (.01 * percent of time spent on case management
programs). The total for the percent of time spent of C.M. programs is summed for use in the
caleulation of line 28.

Average monthly salary and fringe benefits of Supervisory Staff

If the staff expense staff type code is equal to “S” (supervisor), line 27 is calculated by taking (actual
pay amount * (I + (.01 * the fringe benefit rate)). The total number of records used to calculate line
27 is saved for use in the calculation of line 28.

Case Management FTEs: Total FTEs 4
[fline [T and 12 are greater than 0, line 28 is equal to the sum of (total for employee full time

equivalency (calculated during sum of line 25 above) * (line 12 + ((I - line 1 1) * line 12)) + (total for
percent of time spent on C.M. programs (calculated during sum of line 26 above) + total of number
of supervisor staff expense records (calculated during sum of line 27 above)) / 3) / (sum of full time
equivalent (calculated during the processing of operating expenses described above)/3). The
calculated total is rounded and displayed on line 28.

. Average adjusted monthly salary and fringe benefits of Administrative Staff

If the staff expense staff type code is equal to “A” (administration), line 29 is calculated by rounding
the total of (actual pay amount *(1+ (.01 * fringe benefit rate)) / 3) * line 28.

Adjusted monthly operating expenses _
The direct expenses and indirect expenses are summed for all operating expense records for the
processing clinic and reporting period. Line 30 is then calculated by taking the rounded sum of

((indirect expenses / 3) * line 28 + sum of direct operating expenses).

Total monthly cost
The sum of line 25 through line 30 is rounded and displayed in line 31.

Calculating the claim

32.

33.

34,

35.

36.

Proportion of month reported
If line 10 is greater than 0, line 32 is equal to the rounded sum of (line 10 / (number of hours
calculated during the calculation of line 25 above) * 60)

Amount for Medicaid case management for the time study period

Line 33 is the rounded sum of (line 21 * line 31 * line 32)

Estimated amount for Medicaid case management for the quarter

[fline 32 and line 33 are greater than 0, line 34 is calculated by rounding the sum of (line 33 * (1 /
line 32 * 3))

Amount for outreach during the time study period
Line 35 is the rounded sum of (line 24 * line 31) * [ine 32

Estimated amount for outreach for the quarter

{[F937BC8F-21E8-4CD3-B23B-D5D0 IAF21D23}_FCM%20B%20 Procedures%20and%20Forms %20 revised %207%201

%2005]1[.wpd
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IFline 32 and line 35 are greater than 0, line 36 is the rounded sum of (line 35 * (1 /line 32)) #* 3,

Calculating the average cost of Case Management

37. Unduplicated number of families contacted during the time study

38.

39.

40,

41.

42.

43.

44,

The total number of participants who have activity records with activity dates in the time study
month and activity code is equal to 100 (general case management). 105 (referral, advocacy, follow
up) or 110 (case finding attempts).

Unduplicated number of families - pregnant woman or infant

The total number of families who have a category history record whose effective from date ig less
than or equal to the activity record’s activity date, effective through date is greater than or equal to
the activity record’s activity date, (see activity selection criteria above), and have a category code of
P (pregnant) or [ (infant).

Unduplicated number of families - older children

The total number of families who have a category history record whose effective from date is less
than or equal to the activity record’s activity date, effective through date is greater than or equal to
the activity record’s activity date, (see activity selection criteria above), and have a category code of
C (child). ‘

Percent of families, pregnant woman or infant _ . ‘
If the total for line 37 is greater than 0, line 40 is computed by taking (line 38 / line 37) * 100 and
rounding the result to create a percentage value for display.

Percent families - older children
[F the total for line 37 is greater than 0, line 40 is computed to taking (line 39 / line 37) * 100 and
rounding the result to create a percentage value for display. :

Total time with pregnant women or infants

The total amount of time spent for families who have a category history record whose effective from

date s less than or equal to the activity record’s activity date, effective through date is greater than or
equal to the activity record’s activity date, (see activity selection criteria above), and have a category

code of P (pregnant) or [ (infant),

Total time spent with families with only older children

The total amount of time spent for participants who have a category history record whose effective
from date is less than or equal to the activity record’s activity date, effective through date is greater
than or equal to the activity record’s activity date, (see activity selection criteria above), and have a
category code of C (child).

Cost per hour for FTE

The workday hours and full time equivalent employees fields from the operating expense table whose
records are for the processing clinic and reporting period. If the total for line 31 is greater than 0 or
the total for the workday hours is greater than 0 or the total for the total Full time equivalent
employees is greater than zero, then the total for line 44 is calculated rounding the result of ((line 31 /
21.00) / (total of workday hours / 3)) and dividing this by the sum of (total for employee full time
equivalency (calculated during sum of line 25 above) * (line 12 + ((1 - line | 1) * line12)) + (total for
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percent of time spent of C. M. programs (calculated during sum of line 26 above) + total of number of

(=

supervisor staff expense records (calculated during sum of line 27 above)) / 3).

{F937BC8KF-21E8-4CD3-B23 B-DSDO1AF2] DZ3}__FCM%ZOB%ZOProccdure-s%ZOand" 220F0rms%20revised %207%201
©%2005]1].wpd i Page 10 of 11

52



45.

+46.

47,

48.

“Average cost for a family with a pregnant woman or infant

[fline 38 is greater than 0, line 45 i calculated by taking ((line 42 / [ine 38)/60) * ling <.

Average cost for a family with only older children
[f'line 39 is greater than 0, line 46 is calculated by taking ((line 43 / line 39) 7 60) * line 44,

Blended reimbursement rate per family
The agency rate table is searched looking for a record where the agency ID is equal to the clinic’s

agency ID, the effective from date is less than or equal to the first day of the month and year passed
to this program and the effective through date is either empty or greater than or equal to the first day
of the passed month + | (for example, if the passed month and year are 01/] 997, the date used for
the check is <02/01/1 997'). If an agency rate record is found, line 47 is calculated by calculating
((line 40/ 100) * the agency rate table’s reimbursement rate for family type P (pregnant) and [
(infant)). This amount is then added to the sum of ((line 41/ 100) * the agency rate table’s
reimbursement rate for family type C (child).

Average cost per family
[f the total for lines 38 and 39 are greater than 0, line 48 is calculated by taking (((line 42.+ line 43)/

60) * line 44) / (line 38 + 39).
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McLEAN COUNTY, ILLINOIS
SCHEDULE OF FINDINGS, RESPONSES, AND QUESTIONED COSTS
Year Ended December 31, 2006

SECTION II - FINANCIAL STATEMENT FINDINGS AND RESPONSES
FINDING NO. 2006-01

Condition

The Board of Directors and management share the ultimate responsibility for the County’s
internal control system. While it is acceptable to outsource various accounting functions, the
responsibility for internal control cannot be outsourced to the external auditors. The County
engages the external auditors to assist in preparing its financial statements and accompanying
disclosures. However, as independent auditors, external auditors cannot be considered part of the
County’s internal control system.

Criteria

In an ideal control setting, the County would have personnel possessing a thorough
understanding of applicable generally accepted accounting principles staying abreast of recent
accounting developments. Such personnel would perform a comprehensive review procedure to
ensure that in the preparation of its annual financial statements that such statements, including
disclosures, are complete and accurate.

Effect of Finding

It is possible that a misstatement of the County’s financial statements could occur and not be
prevented or detected by the County’s internal control.

Cause of Finding

The County has not made it a practice to send County officials or other personnel to training
classes to update them on the on-going changes and complexities of generally accepted
accounting principles.

Recommendation by Auditor
We make no recommendation as to whether management should or should not invest in
additional personnel or additional training for existing personnel to acquire the capacity to

maintain the level of expertise necessary to prepare financial statements in accordance with
generally accepted accounting principles including all disclosures.
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McLEAN COUNTY, ILLINOIS
SCHEDULE OF FINDINGS, RESPONSES, AND QUESTIONED COSTS
Year Ended December 31, 2006

SECTION II - FINANCIAL STATEMENT FINDINGS (CONTINUED)
FINDING NO. 2006-01 (CONTINUED)
Corrective Action Plan/Auditee Response

The County Auditor’s Office will be requesting approval of the County Board to change an
existing vacant position in the office from an Accounting Specialist — Accounts Payable
specialist to a Financial Reporting Specialist. This proposed change is intended to increase and
strengthen the office’s capability in the following areas: preparation of financial statements and
financial information in accordance with County policies and procedures, generally accepted
accounting principles (GAAP) and Governmental Accounting Standards Board (GASB)
statements and pronouncements. This position will also be responsible for coordinating financial
reporting related to the preparation of the County’s Comprehensive Annual Financial Report
(CAFR), Single Audit Report, other special financial reports and other statistical reports.

In addition, as a part of the fiscal year 2008 budget for the County Auditor’s Office and the
County Treasurer’s Office, the schooling and conference appropriation will be increased to
permit the Auditor and Treasurer to regularly attend training offered by the Government Finance
Officers Association on the following topics: GASB Pronouncements: A Comprehensive
Survey, Preparing a CAFR, Annual Update on Generally Accepted Accounting Principles
(GAAP), Accounting for Capital Assets, Best Practices in Accounting and Financial Reporting.
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