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	GENERAL INSTRUCTIONS


Please read these fiscal guideline instructions carefully. Due to the creation of OhioMHAS (merger of ODMH & ODADAS), a number of major changes were made to the fiscal forms. The forms were redesigned to closely match the State’s MHAS 040 Budget form. There is one Excel fiscal file with two worksheets: MHAS-UCR and MHAS-040. The other fiscal forms were eliminated.  The UCR is now two pages and the 040 is now legal-size with multiple pages. The templates must NOT be altered. The worksheets are locked and protected to maintain their integrity. The cells that require agency input are unlocked. Excel formulas will automatically calculate the totals. On each worksheet, include the agency name, name of the person preparing the budget, and preparation date. The name of the person preparing the forms is very important as the Submission Comments will be sent to that person. The date is important as it identifies your most recent submission. Be sure that submissions have the correct file name format (xxxxx = UPI and Y = submission number) as this uniquely identifies an agency’s file. Send the Excel fiscal file electronically (no PDF files) to Lynn Voisard at lvoisard@mcadamhs.org. If fiscal forms are not in Excel format, they will be rejected. If re-submissions are required, you will need to change the preparation date and re-name the file with the next submission number. If you have questions or problems regarding the fiscal forms, contact Rita Pinti at 443-0416 x118 or at rpinti@mcadamhs.org.
PLEASE NOTE:

At the conclusion of each state fiscal year, you will need to complete an "actual" Uniform Cost Report (UCR) reflecting actual costs and actual services delivered. You may want to take this into consideration as you prepare the UCR budget by service type. Also, the method of allocation used for distributing administrative overhead costs must be consistent between the budget UCR and the actual UCR within the same fiscal year being reported.
As you begin the development of the budget and cost of the fiscal forms, you will find it helpful to do the following:

· For Service Definitions, refer to OAC Chapter 5101:3-27 (Mental Health Services), OAC Chapter 3793:2-1 and 3793:5-1 (Alcohol & Drug Addiction Services).

· Follow the instructions step-by-step for each form

· Do double check the accuracy of your information and calculations as you complete each step. Errors made early on could compound later and may be difficult to correct once you complete the fiscal forms.

The Board is requesting that agencies submit their UCC (Usual and Customary Charges) with their fiscal forms.

	UNIFORM COST REPORT (UCR) INSTRUCTIONS


PURPOSE: To track funding earmarked for mental health and addiction services.
Service types are standardized as mandated by OhioMHAS. See the state department’s Uniform Cost Report manual for instructions on completion of the UCR. Remember that the method of allocation used, for distributing administrative overhead costs for budgeted and actual UCR reports, needs to be the same within the same fiscal year.
NOTE: New for FY 2015 – Highlighted services are Medicaid eligible services.
1. For Personnel Costs, remember to include contracted staff that provide direct services.
2. Any service that has an expense needs to show units for that service. See the “Service Definitions/Standards” in the Application For Funding (AFF) Guidelines to calculate the units of service. The units must be in-line with or above the Board’s standards.
3. Columns that reflect dollar amounts need to be rounded to the nearest dollar (no cents) except for column 9, “Cost Per Unit”. This column will show dollars and cents. Excel formulas will calculate the Cost Per Unit and Totals.

4. Include all services and/or units that the agency provides for all programs. This includes non-ADAMHS Board funding. 

5. Include expenses for Administrative Overhead in the designated row. Allocate the total for this row to each of the services in column 7, (Allocation of Administrative Overhead).
6. Per OhioMHAS, Community Medication was created to separate the spending between Pharmacologic Mgt. (Medication/Somatic) and medication spending (including Central Pharmacy Outpatient and other pharmacies).

7. For UCR form, see file name, “2015_FIS_xxxxxY.xls”, worksheet tab “MHAS-UCR”.
	REPORT OF RECEIPTS AND EXPENDITURES (040) INSTRUCTIONS


PURPOSE: To show where funds are being used (not where they are coming from) and to assist you with the allocation of resources to pay for the cost of services to be delivered. Whenever possible, Direct Allocation is the preferred method. All cells on this form reflect expenses (not revenue) except for the last row (Total Revenues).
NOTE: New for FY 2015 – Due to the combination of mental health and addictions service types and funding sources, the 040 form is formatted for multiple legal-size paper. Highlighted services are Medicaid eligible services.
1. The service types on the 040 match the service types on the UCR. Spread each funding source to each appropriate service type. Allocate any funds earmarked for specific services to that service first. Any additional funds required for that service can then be allocated from other non-specific sources.

2. All other agency funds that are not received through ADAMHS should be reported in the “Other Non-ADAMHS” column or the “Non-ADAMHS Medicaid 100%” column.
3. Total expenditures for each service and row should equal the total for each service and row on the UCR.

4. Remember to complete the “Total Revenues” row. These totals may or may not be the same as the “Total Expenditures” from the row above.

5. Complete the cells below the 040 to distinguish between MACSIS and non-MACSIS billings, and manual invoices (see AF99 - AF101).
6.  For 040 form, see file name "2015_FIS_xxxxxY.xls", worksheet tab “MHAS-040”.
APPLICATION FOR FUNDING FISCAL CHECK LIST

The Application for Funding Fiscal Check List is a final internal agency review. Verify that all applicable items are completed and checked for errors.
	GENERAL:

· Is the agency name, name of person preparing budget, and preparation date on all forms? On re-submissions, change the preparation date and submission number in file names.                                                                                                                                                

	UNIFORM COST REPORT (UCR)
· Is math correct (no rounding errors, no cents)?

· Are units in-line with or above the Board’s Service Definitions/Standards (see BH pages)?

· Are there Direct and/or Support Personnel costs for each Direct and/or Support FTE?

· Do Direct + Support Personnel Cost totals include direct-service contract staff?

· Are all costs reported for all programs?

· Are Administrative Overhead costs entered in the Administrative Overhead row?

· Do totals for Administrative Overhead column and row match?

· Are Administrative Overhead costs (column 7) allocated correctly to each service expensed?

· Do Error Checks on MHAS UCR equal zero (see cells K102 and K103)?




	REPORT OF RECEIPTS AND EXPENDITURES (040)

· Are all funds reflected in the proper columns?

· Do totals agree with the UCR Total Costs (column 8) by service type?
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Application for Funding Fiscal Forms


Contact: Rita Pinti, Financial Specialist


443-0416 ext. 118
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