Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

This reference guide helps provide the DCF Contract Managers of Community Based Care Lead Agency
(CBC) contracts with step-by-step instructions on the completion of the Monthly CBC Invoice Review
Checklist.

The elements within the checklist were established to ensure all preliminary steps have occurred and
the documentation received enables a clear audit trail and helps the Office of CBC/ME Financial
Accountability perform the necessary steps consistently.

This reference guide will not go into detail on every aspect required for the checklist, but it will highlight
the areas where further clarification is needed.

Lead Agency Name:

Month of Estimated Payment: Month of Actual Expenditures:
Contract Number: Date Received:

Date Approved: Date Submitted to ASFM:

Within this section, ‘Date Received’ is the date in which all required documents listed on the checklist
were received from the CBC. This could possibly be an initial ‘Date Received’ as any time during the
review process, a correction may be required before the Contract Manager can approve the Invoice.

If a resubmission of the Invoice or the Monthly Actual Expenditure Report is required, a new ‘Date
Received’ will be established as well. However, both dates should be noted with an explanation of why
the original submission was returned; for example:

Date Received: April 18, 2015; Correction required and returned on April 19, 2015; Correction
received and resubmitted on April 21, 2015.

The official ‘Date Received’ used for the five-line date stamp is now 4/21/2015.

‘Date Approved’ is the date in which the Contract Manager completed the entire review process. At a
minimum, an approval by the Contract Manager should not be completed until all elements within this
checklist have been satisfied.

Please Note: This means all required documentation has been received and each element of
the checklist has been answered.

‘Date Submitted to ASFM’ is the date the Contract Manager emails the Invoice and all the required
documentation to DCF / Headquarters requesting payment of the submitted Invoice.
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Minimum Documentation Requirements

. Not
Action Steps Yes | No .0 Comments
Applicable

As each element is discuss within this section, further explanation may be given by using screenshots of
these minimum documentation requirements.

A
la. Date stamp the invoice as received if the following has /|Z| 0 0
occurred (See 1b. — 1i.): ‘\

v

Throughout this checklist, the Contract Manger can either handwrite he/she’s completion and/or
comments for each element or he/she can complete it electronically.

To complete this electronically, Word enables the user to enter an ‘X’ for the various Yes, No, or Not
Applicable Columns. This is completed by:

1. Right click on the box requiring the ‘X’;

2. Click on ‘Properties’; and
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1b. The Monthly Actual Expenditure Report has been
entered and approved by the CBC in the CBC-Financial [] [] []
Application system:;

1c. The Promoting Safe and Stable Families (PSSF)
Monthly Match Funds Reports have been received;

1d. The Child Access and Visitation Grant Monthly Match (] [] []
Funds Report, if applicable, has been received,;

The templates for the reports required by the contract (see 1b. — 1d. above) can be found on the
Department’s Internet website under CBC Fiscal Attachments at: CBC Fiscal Attachments | Florida
Department of Children and Families

le. The FSFN OCA Summary and Detail Report(s) (Adobe
format, which includes all six (6) tabs within the report:
Report Description; OCA Summary — Grand Total, OCA (] [] []
Summary — Eligibility Adj, OCA Summary — Pmt and Pmt
Adj, OCA Detail Listing, and Report Parameters) has/have
been received,

The Adobe format of the FSFN OCA Summary and Detail Report looks like:

e R —— . — — - e il
Vi 0 Vew Wooow e
Bown: NEGBRE|@CORBD P

o 1 ros RO =& wsl- |HE Took | Sign | Commen t
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Pagetof 2

Fepan Deserption
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Report Description Tab
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! Go to the FSFN Reconciliation Process Reference Guide for |
- ! detailed guidance on obtaining and formatting the various |
! reports requested from FSFN, located at: |
FSFN Reports, Information and Resources :
............................................. |
1f. The FSFN Payment Download (.csv export to Excel [ [] []
format), if applicable, has been received,;

Please Note: FSFN Payment Download is only needed when an amount has been entered in Column C of the FSFN to
CBC Expenditure Report Reconciliation (see screenshot below). Verification of the amount entered is made by using

FSFN Payment Download. When reviewing the payments, if the OCA Disposition Date is blank, but the payment did

have an OCA Disposition Date reflected in FSFN previously, then the payment should not be included in Column C by
the CBC. Please see FSFN Payment Download screenshots below.

CBC LEAD AGENCY: CBC Lead Agency XYZ, Inc. CONTRACT: _
This Manth' i b ie Greene Contact ind il or 1 Sl _BCLed !
" . ot R e S e T *FSFN OCA Summary & Detail Report
e Rasv et e s - COLUMN D - - COLUMN E - Report Date Parameters Requested
[ B -COLUMN C - . . .
| SEPTEMBER SCOWMNA- B Payment records with (COLLIMNS A-B+C) CBC's Monthly Actual Service Batches: Begin End
1 | noocAD lon Dates R Expenditure Report Ir Adoption 9/16/2017 10/14/2017
o 2017 e och f::""““"‘ L | tsourceirsepaymen 1 XS B OCH Excluding | Foster Home 9/27/2017 10/26/2017
B 7 Report Totals “d""f:i“g'r‘;“ Cost Group Facility 9/27/2017 10/26/2017
A shaal IL 8/18/2017 9/17/2017
ADOPTION: 4 Non recurring 9/27/2017 10/26/2017
MPO0D s 1200000 s 1200000 | [5 300000 Other
20MAS 5 95GEAET0 L 0 = 95,646.70 | ] 5 95,646.70
SEMSA 5 - b . l - 4 -
WOOQDE 5 449,854.52 = 5 449,854.52 5 449,854.52 | .
whoo1 $ 101518540 [ s 10518540 | 1.016685.40 Looking at the
aonee e ! - -
‘ ‘ ‘ ‘ screenshots to the left,
FSFN Payment Download
reflects a missing OCA
ant Bigoie PO 0oner0ts 00302016 S20850  WROOT 10000 Y 1000412016 o History Disposition Date;
ant Adoption TANF Eligible  09/01/2016 098/30/2016 3417.00 39MAS 1 7 52 Y 01 i
EEIT) gt = however, when the
roactive
09/22/2016 09/30/2016 $-125.10 'WR001 1000067 5. History . . .
History link for this
payment is clicked, the
Other Cost Accumulator ! Orlglnal OCA DISpOSItIOﬂ
Trans Date Reporting Category 0ocA OCA Begin Date OCAEnd Date Amount Current  OCA Disposition OCA i
P seion Date is being shown as
ype
10/08/2016  Adoption WO006 09/01/2016 09/30/20 17.00 N 1000412016 01 10/4/2016. This tells us
10/12/2016 Adoption WO006 09/01/2016 09/30/4016 (8417.00) N 03 .
10/12/2016  Adoption 39MAS 09/01/2016 09/30/201 Joo Y the payment |s/was
included in the FSFN OCA
Summary and Detail
Payment Eiigibility History Report that includes the
Trans Date Begin Date End Date Eligibity Amount R
10/12/2016 09/01/2016 09/30/2016 Adoption TANF Eligible 841700 10/4/2016 In |tS Report
10/03/2016 09/01/2016 00/30/2016 Titie Iv-E Adoption Pending $417.00 pa ra meter" d ates
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From the FSFN Payment Download within FSFN, click on the following to download the report in .csv
format:

- def.state.flus/ - Payment D - Internet Explorer provided by DCF S S e — | ).

Florida Sare Familfies Network Hand Book | Pt B | Mudt B | Spel Check %y | Hep ?

Salection

Payee: Search Payee ID: I

Proviger Search Provider ID I U

Person Search Persan 1D I Case 1D

Service Type | o~ Serice Batch Adoption ~

Involce Number: Invoice Date Range: From: 00/00/0000 To: |0OMD0/0000

Invoice Disposition: ~ Invoice Disposition Date Range: From: 0VO0/0000 To:  [OOMOO/OODD

Agency BIG BEND CBC FA - Payment Service Date Range From: [02/01/2016 To:  [09/20/2016
Results

Suppl Amt Admin Amt | Service Batch Payment Description Eligibility Status OCA Begin OCA End Date  Amount
s0.00 s0.00 Adoption Payment created as a result of a placement gk 09101/2016 0913012016 s417.00 v
$0.00 $0.00 Adagtion Payment created as a result of a placement E?&ﬁm"é” Adogtion 00012016 0NBP01E $417.00 v
£0.00 %0.00 Adoption Payment created as a resull of & placement Imﬁn'l\;{ Adogptian 0810112016 0030/2016 £417.00 v
50.00 50.00 Adaption Payment created as a result of a placement el 02012016 00r30/2016 s417.00 v
£0.00 %0.00 Adoption Payment created as a resull of & placement Imﬁn'l\;{ Adogptian 0810112016 0030/2016 £417.00 v
50.00 50.00 Adaption Payment created as a result of a placement el 02012016 00r30/2016 s417.00 v
5000 $0.00 Adoption Payment crealed as a resull of a placement ;::;’ﬁnll\::{ Adoptian OWO1RDTE AWINEIE $417 .00 v I
s0.00 s0.00 Adogtion Payment created as a result of a placement ;:;;";“ poortes 09/01/2016 0/30/2016 $417.00 v
crnn enan e e et o it o e e Title V-E ADOBION  seonn vae P PR
< >
Achons
Options: [T - | ciose |
®125% v

1g. The Interest Earned Quarterly Expenditure Report, if (] [] []
applicable, has been received;

This document can be found on the Department’s Internet website under CBC Fiscal Attachments at:
CBC Fiscal Attachments | Florida Department of Children and Families

{Intentionally Left Blank}
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1h. The FSFN to CBC Expenditure Report Reconciliation [] ] ]
spreadsheet has been received; and

The FSFN to CBC Expenditure Report Reconciliation spreadsheet looks like:

1 CBC LEAD AGENCY: CBC Lead Agency XYZ, Inc. CONTRACT: FM114
2 This Month' _ Maggie Greene Contact H PCBCLeadAgencyXYE.org L Ta Taby ! Ta : Tab
(s - s - COLUMN F - - COLUMN G - F
: o - COLUMN D - SOOUMNE (COLUMNS O - E) I( Paymentsor | -COLUMNH- : = :
| SEPTEMBER TCOLUMNA - | FsFH Payment records with RS CBC's Monthly Actual Fm“:ﬁ’?;“iﬁuﬂ i Overpayment (COLUMNSF ) £ :
| e o OCA Dates Expenditure Repart FTmagy & ; Acpstriants Procecsd i n y
o 2017 FSFN OCA vi (Source: ForN Papment | Adlusted FSEN OCA {xchding Detall Regart s MORE  through FSFN Incomrectly;  Amaunt to be | b ¥
4 & Detall Report® | Bovnload®™) Summary & Detail Adeministrative Cost | THANOTLESSTHAN | which results as a Reconciled in ; s
e FReport Totals by OCA) the CBC's Monthly | Reconcling ltem that | Section B E
5 A Expenditure Report | will NEVER Clear | s
L&l oca mn:dnmann T (sourcer FsFN OCA :
S ADOPTION: i Summary & Detail Report)
6 MPDOD 3,000.00
7 .
L] e e c———————— e Ty T e
3
10
L i birS
12 ASOCS 5 (5
13 CHOAT $ 5
14 CHESS 5 16425100 i
15 CHPES 5 5
16 CHPAD $ ameeR2I b
7 | CSDOH _ s 72.124.44 B
18 C50AS 5 =
19 " s B =
0 5 7.365.00
b3 5
2 | mooe s gk i
23 £ :
RN\ R0CUCTION_JACGUun s L INSTRUCTIONS _( lnsucnc 48 LY 2017 AUGUST 2017 | SEPTEMBER 2017 . OCTOSER 2017 _“ROIMBER 2017 Décemgen 20174 i >
Feady [ o (- ! £

1i. The Detailed General Ledger for the month in which the
Monthly Actual Expenditure Report is being submitted for L] ] ]
has been received.

The Detailed General Ledger should be submitted in an Excel “flat file” format. At a minimum, it should
contain each detailed payment with amount, provider and/or client, a form of transaction and/or
reference number, Invoice number, date of entry, and the detailed account code as provided in the
CBC’s approved Cost Allocation Plan. Please make sure the format received is in the same format, with
the same data elements, as the previous month’s “flat file” received.
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1j. Print the FSFN Adoptions Finalized by Month &
Cumulative SFY Statewide by District by Agency Report ] ] ]
(Adobe format) from FSFN, if the report was not received
by the CBC.

The Adobe format of the FSFN Adoptions Finalized by Month & Cumulative SFY Statewide by District
Agency Report can be obtained through “Reporting” in FSFN; this report looks like:

= PILdAdoptions14-15MayAdvance.pdf - Adobe Acrobat Pro b= =) ﬁ—
| Eile Eait Yiew Document Comments Forms Tools Advanced  Window  Help
|| &) create - B.) combine - &) Coliaborate - ) Secuwre = Sign - (3] Forms - [y’ Multmedia - 7 Comment -

L = (I %@ @+ /2 | Ih &) € ®&® sm - | o o |iea = l

J]Ie§ Network Roport Fun Dass ANITOIE 11 DEIEAM
Curnulative SFY el
| Ene Ouichgency B e B B e e e e e e Ll e -
= Bl District 2 imtrict 1
F [ 7 [ = [ w | 5 | = | @™ | = | 4 | ¥ [ @ | @ | & | =
l LAl | kil l ki) | iES | D | E:) I E) | El | T | L] I L | o I T8
| o | Bl | E3 | EE) | ] | 8 | ] | 3 | i | Cl | [] | o | i
| | & | 5 1 5 [ v | ¥ 1 * [ w ] | | ° | 1 i
S I e e I T I T
&1 District 11 II ;: l : l : |J ; |I : l : % : l : |I 11' l : |I : l : % : [
“ & District 12 Ei) o Fil = T E F Exl = i ] ] E
12 D 3 e e S EamEE =
= B pstrict 15 5 3 5 5 W ] E 0 3 T ] G [
5 ] District 3 = 0 iG] = l.a ¥ L] 1L L] W T
st twtwtwtastwtst—=st—etototm
| T | £ | £ J T | | [} l E3 | E} | ] | o | ] | © l [5)
T 1 & 1T & 1 ¥ 1 & 1T = 7 E3 | L | T L I T | =
% [ 5 [ w [ w ] = | & | & | w | % [ &« [ & | & [ &
v 15 [~ w W | =& | & | ¥ | % | W T 1 L I | T
[ & | = [ 1 | = | 4 | % | & [ % | i T @ [ & [ &
S —
1k. Verify through IDS (FLAIR) the amount by OCA match
the previous month’s Actual Expenditure Report amounts [ [] []
by OCA accepted in the CBC-Financial Application
system.

Specific guidance is provided below of how to obtain this information from IDS; however, additional
instructions for navigating IDS can be found at: Accounting-Finance Home or should you have any
questions pertaining to IDS, please contact Arnold Jones, within Financial Management, via email at:
Arnold.Jones@myflfamilies.com

Go to “DCF Web Systems Portal — Home “, then click on ‘IDS Query Facility’, which looks like —

= DCF | Office of CBC/ME Lead Agency Financial Accountability
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Home
WSP User Guide | Change Password | Logout

DCF Web Systems Portal - Home

06/14/2010 New - Human Resources Tracking System (HRTS)

CBC Financial Application All portal users will have automatic access to the new and improved Human
DCFTracker Resources Tracking System (HRTS), which will provide the ability to view
your required and optional training history (My Transcript), your Work-unit
Human Resources Background Screening Checklist (NEO Checklist) and all professional development training
Application (HRBGA) opportunities (Training) tracked by Human Resource's Learning &

Organizational Effectiveness Unit. Supervisors will have additional
reporting capabilities for their unit. This replaces the Training Tracker
IDS Query Facility application which was accessed from the Human Resource website.

Human Resources Tracking System (HRTS)

After clicking on ‘IDS Query Facility’, the IDS Query Facility Home screen appears, which looks like —

1DS Query Facility

|
|

Home

DCF Welcome to IDS Guery Faclity

[ ——————

Wessage Board

il

| The: y Facikty is froen 700 am bo 7.00 pen EST.
- OF312014 04:52 PM

Click on ‘Query’ and select the CM-CBC Monthly Actual Expenditures (FLAIR) query by clicking the radio
button next to the title, which looks like —

IDS Query Facility

Expenditure Detail History(12/05/2016D)[CM-CBC y Actual

p es
{FLAIR)] - Query
DCF (SR T oy
c Project Type:  Project:
~| [Private ~| [Select ~

r)ua!Name

Query Name Query Description

%r'_.'mm Executive Sum Budget Ledger nun needed to drop in the trend balances each month

Ol Eacost osament Comparison for BEs 60900101 and 60810310

0 Budget Ledger Version 2 1DS run of Budget Ledger in the same format as our Salary Analysis

Cuery wserd to verily expenditures, by OCA, recorded in FLAIR match the
-, CBC Monthly Actual mmmmsreumedbylnet%onmwcagmmm

|
Expenditures (FLAJ Imvice Review

Checkiist, Section 1k

Query used to verly expenditures, by OCA, recorded m FLAIR match the

. CM.CBC Monthly Actual  monthly expenditures repored by the CBC on the CBC Monthily Actual

* Expenditures (FLAIR) Expenditure Repon This review is from the Monthly CBC Invoice Review
Checklist, Section 1k

DCF | Office of CBC/ME Lead Agency Financial Accountability




Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

If this query is not saved here in this Private folder, then contact the Office of CBC/ME Financial
Accountability via email at HQW.CFO.Fiscal.Accountability@myflfamilies.com for assistance.

Prior to running this saved query, update the ‘Machine Gen Date Between’ to modify the “from” and
“to” dates as needed. Then click on the [y [ hytton.

The file will then display as:

Do you want to open or save TRHISTEXP1016_Results_10_18 2016 5_44_46 PM.xls from finmgt.dcf.state.fl.us?

Open Save v Cancel

Open the file, place a filter on the Header row, then in the INVOICE NO Column, select the expenditure
months that still need to have the actual expenditures verified.

Actual payments recorded in FLAIR should be verified for each month within the current fiscal year.

Even though there is a lag time between the Monthly Actual Expenditure Report being approved by the
Office of CBC/ME Financial Accountability and those actual expenditures being entered into FLAIR by the
Administrative Services Support Center (ASSC), the actual expenditures recorded in FLAIR should be
verified and noted within the 1k. “Comments” section which month(s) the verification is still outstanding
for and which month(s) verification was actually verified for the time period in which the checklist is
being completed for.

For example:

o If the Monthly CBC Invoice Review Checklist is being completed for the October Actual
Expenditure Report submission, but upon review of IDS there were no actual expenditures
recorded in FLAIR, the Contract Manager would note, “As of 11/21/16, expenditure amounts for
July, August, and September have not been entered in FLAIR.”

o |f the Monthly CBC Invoice Review Checklist is being completed for the October Actual
Expenditure Report submission, but upon review of IDS only July actual expenditures have been
entered in FLAIR, the Contract Manager would note: “On 11/21/2016, actual expenditures were
verified for July and all amounts entered in FLAIR match by OCA to the amounts reported in the
CBC-FA System. As of 11/21/2016, expenditure amounts for August and September have not
been entered in FLAIR.” {Since July’s actual expenditures have been verified, there is no need
to mention July on the checklist anymore.}

If the actual expenditures recorded in FLAIR do not match the amounts reported in the CBC-FA System,
then contact the Office of CBC/ME Financial Accountability via email at
HQW.CFO.Fiscal.Accountability@myflfamilies.com to request verification indicating which month’s
expenditures recorded in IDS do not match the CBC-FA System. Once the Office of CBC/ME Financial
Accountability verifies the discrepancy, then the Contract Manager needs to send the IDS downloaded

DCF | Office of CBC/ME Lead Agency Financial Accountability
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detailed information for the month in question to Cindy Grammas, within the ASSC, at
Cindy.Grammas@myflfamilies.com.

Format Yes No N.Ot Comments
Applicable
2a. Verify invoice is on, or attached to, provider letterhead. | [ ] [] []
2b. Verify invoice is signed and dated by an authorized
individual. L] L] L]
2c. Verify invoice is for correct month of service for
payment advance. L] L] L]

The invoice should list the month and year of the advanced payment request and be provided on the
CBC's letterhead, signed and dated by an authorized individual for the CBC.

Review Fixed Payment Request Yes No App,?i(c):;ble Comments
3a. Verify invoice amount is equal to one (1) month’s worth (] [] []
of the remaining undistributed fiscal year contract amount.

For CBCs in which an amendment has occurred during the state fiscal year, verify the revised invoice
amount is correct.

3b. Verify all expenditure reports and supporting
documentation are clearly identified with the Lead [] ] ]
Agency’s hame and contract number.

Every document, either in Adobe, Excel, or Word file/format should have the CBC's Name and Contract
Number included within the document and the Contract Number should be included in each document’s
file name. Below are some examples of such file names:

DCF | Office of CBC/ME Lead Agency Financial Accountability
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Marme

CFO Group
=] CBCCF PSSF Monthly Report - Feb 2015 GI501
-l Executed amendment 3 and February GL for Seminole_Email
2 GJ501 Seminole’s April invoice with February Reports_Email

T GIS01-A03
“F. GL Detail GIS01 Feb 2015 1 of 1 aptimi
%4 Menthly CBC Invaice Review Checklist_April 2015

#] OCA+Reconciliation=V2+GJ501 +February + 2015
E] OCA+Roll-Up+V2+DETAIL+GI501 +February+ 2015
=T OCA+Roll-Up+V2+GJ501+February+2015

E

] Payment+Downlacd +File + GJ501 + February + 2015+ run+ 3.2.15

€] Rovised Capy of SFY 14-15 FSFN ta CBC Expenditure Report RECONCILIATION TEMPLATE GIS01 Sem - Feb..
o A isitati Match Feb 2015 GIS01

1+Report-CBCCFL-GIS01+Feb+2015

. adopt rpt GJ501

Review and Analyze Actual Expenditure Report and Not
. . Yes No . Comments
Supporting Documentation Applicable
4a. Verify expenditure report is for prior month of service. [] ] ]

Always verify that all expenditure report’s documents received are for the prior month of services; for
example, the Expenditure Report received on the 20" of April should be for March expenditures.

4b. Verify the amounts from the CBC Monthly Actual
Expenditure Report within the CBC Financial Application
match the CBC’s General Ledger version of its generated
OCA Summary Report, Trial Balance, and/or Detailed [] ] ]
General Ledger (used to complete the Monthly Actual
Expenditure Report) for all OCAs.

If not, please provide an explanation.

Before going into a thorough analysis of the documentation received, first always check as a ‘high-level’
review that the total amount of the CBC’'s Monthly Actual Expenditure Report within the CBC Financial
Application is the total amount of the CBC's Detailed General Ledger provided. This would include all
expenditures listed on the CBC Monthly Actual Expenditure Report, such as administrative costs and
reported carry-forward expenditures for the month.

If these two amounts do not equal each other, then an explanation explaining the two differences is
required from the CBC and provided to the Department. Note: Most likely, the difference is the amount
of the expenditures unallowable and/or not billed to the Department’s contract; however, these
expenditures need to be identified by the CBC.

DCF | Office of CBC/ME Lead Agency Financial Accountability
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REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

4c. Verify FSFN to CBC Expenditure Report Reconciliation
spreadsheet has been completed for the correct month in
which the expenditure report is being submitted, as well as [] [] []
the individual’s name and contact information have been

entered; and (Please see 4d. — 4l. for other Reconciliation
spreadsheet review items):

CBC LEAD AGENCY: CBC Lead Agency XYZ, Inc. CONTRACT: FM114

This Month's Reconciliation completed by: Maggie Greene Contact Info (Email or Phone): MGreene@CBClLeadAgencyXYZ.org To FSFN
F 3 T T
f - manic

s

PalRELY] ' e

In order for the Office of CBC/ME Financial Accountability to perform post audits of submitted CBC
Monthly Actual Expenditure Reports, as well as provide justification to any other non-DCF auditor

completing his/her own review, the following details must be included in the FSFN to CBC Expenditure
Report Reconciliation spreadsheet each month:

4d. Date Parameters and Run Dates for the FSFN OCA
Summary and Detail Report have been entered and match [] [] []
the dates on the FSFN OCA Summary and Detail Report

(Adobe format) received;

'
*FSFN OCA Summary & Detail Report

s

T

1
. COLUMMN € | Report Dol e d

X SEPTEMBER conma- : Service Batches: Begin End

° 2017 FSEN OCA Sumamary (Source: FSfNBayment { Adoption yd 9/1/2017 9/30/2017
N § Detall Report™ Download®*) ! Foster Home / 9/27/2017 10/26/2017
A 1 Group Facility ‘ 9/27/2017 10/26/2017
fiun Date: i IL \ 8/18/2017 9/17/2017
fa . Non recurring \ 9/27/2017 10/26/2017
Other \\ 9/1/2017 9/30/2017

Report Parameters

Run Date: 10/11/13

Florida Department of Children and Families Fagetof 1
Report Run Date: 10(117

OCA Disposition
Service Batch Date Begin

09/01/2017

OCA Summary - Grand Total

09/30/2017

08/01/2017 09/20/2017

Note: If these dates do not match, please return to the CBC for correction.

4e. FSFN OCA Summary and Detail Report, OCA
Summary — Grand Total tab’s amounts by OCA match the [] ] ]
amounts entered in the reconciliation spreadsheet

(Column A);

The amounts listed in Column A of the reconciliation spreadsheet must equal the amounts, by OCA, of
the submitted FSFN OCA Summary and Detail Report. Note: If these two amounts do not equal, please
return to the CBC for correction prior to approving the Monthly Actual Expenditure Report.
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Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017
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d . = o 4
ettt (B M S BeA- EWW XS s $ - % ¢ (W Condtonsl fematar Barcent 27 Howiral Aadd L Bt Detr fommat | o Sotd fecd

- £ T
A [ c [ ' ¥ o " ' ) 3 L " =
1 CBCLEAD AGENCY: CBC Lead Agency XYZ, Inc. CONTRACT:  FM114
1 TarTm R
. -COLUMNE- | [
5 — COLLAMN B COLUMGE - COLIMND - COUINELR [COLUMNG D - §) e
T "MI"\:"“('{:"“" FSEN Paymaet secsnds with ao (IISCCENRECLRC) £BCs Manthly crusl :_':"'L;:'h"‘d"""; ¥ Hiiv: sl Adtcminit
- JULY 2016 FSFN OCA ﬁwuf";m‘w OCA Cs ponstion Distey . i phals kw‘:'l“";;“ “ Mt e, | Bl to b
- Surmmary & Oetail | g rmery 6 Detad [sosrce: FSENPMIMeT. | umariary & Detall Neport Lo THAN or LESS THAN 5 i) Tee
I R gty Downlaad®*] b l&nnhl‘r;!::r enty] s Mosry 1
3 Vaparditane Wapart s
3 s s e 600 ! ok n
L - & = £ B = 200 L I L35 LSO
= o T 5 -
«© £ 3 s =
4 3 : i £ 433000 dckhd o 3 11 Lo Ll
47 : _SFAGD_ 5 3 179100 1,791.00 -
43 P 5 5 £
4 SR 4 $ 401355 4.01).5% i N (e
45 5 3 14,648.45 13.951.48 - Vs o
* 5 1 44,8544 SF.392.703 - Yo ool
ay 3 5 - - - RAIRE
a8 s - a
a0 L Tatel % 3 _1,500.00 | 4 2,031,900.04 0,080.00
50
=1 “FSFN 0CA Sutswrsary & Drta3 =~FLFH Paymient Dersesdos]
=2 Report Date Pasanetes Brgursted Iivsice Disgenition Dates Feguested
52 Sarcd Banchat: E— And Service Thicugh | _Savice Bunches . . S
Eel Adopton 7/16/2016 B5/3018 A Adaption F/16/ 2008 /3018
3 FomerHome _ eiilor B/3/3006 HiA Feater lome - E/
R Group Facilty B/5/1016 NIA Group Faclity TAG2016 AS2010
57 [ T/36/I006 N ] 2016 7/36/3015
s For recutrieg B/3(1015 A Non rhcurrivg F{13£2015 B/5/2015
0 Cither &/5/2016 MIA ther F11372016 Br5/2016 I =
LEER 5 I JULY 201G ABGUST 016 SESTEMBER B8 OCTOBIR 2006 NOVEMELR 2006 | DECIMERR 018 JAMUARY x17 (14 "

=10 ) L +

Please Note: This illustration is using the SFY16-17 FSFN to CBC Expenditure Report Reconciliation Template.

5 IR lrry rd Dot Report oy RLLFVET ek - Aoe nctot T e —— o — e _ i
file Edit View Window Help X
Boee- D P2 FE | 2CBbBED cosormize = | u?
@Gl | MO | @@ [ws]-]| HB Tools | Sign

Cumment

— 7 Reptart
Description
145 || ™ ocA summary
Grand Total
7 OCA summary
Eligibiity Adj
¥ oca summary
Prt anl Pt A |
| =T oca Detail
Listing
2 Report
Parameters

Page 1of 1

Florida Department of Children and Families Hapodl i B a8

OCA Summary - Grand Total

Fiscal J\gem:y:-‘;,-:-:ﬁ_n-. s !&;_._q?ﬁ_:_g‘a "y

OCA Description OCA Amount

Children’s Mental Hith Svecs 44,856.44
Maintenance Adoption Subsidies - TANF 95.646.70
CPA - FH, GH, or Other 38.868.23
Other Client Sves -Out-of-Home Tz.124.44
Licensed Care - Foster Homes 326,659.51
Licensed Care - Res Group Home 555,180.67
N Adoption E 12,000,00
FH Supplemental Board Rate 10% 4.013.55
Maint Adoption Subsidies - Oth 440 284 52

Adoption idies - Title IV-E 1,015,185.40
2,614,389.46

Total

Please Note: Remember if the CBC uses different Date Parameters for the Service Batches from FSFN, then the
sum of Column A from the FSFN to CBC Expenditure Report Reconciliation spreadsheet will need to be compared
to the sum of all FSFN Summary and Detail Report, OCA Summary — Grand Total tabs, submitted by the CBC.
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Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

4f. Payment records are highlighted on the FSFN Payment
Download if amounts by OCA are entered in the “FSFN

Payment records with no OCA Disposition Dates” Column L] ] L]
(Column C);

If an amount is entered in Column C of the reconciliation spreadsheet, then those payment records must
be highlighted on the FSFN Payment Download export that was submitted by the CBC for the month
being reviewed. Helpful Hint: Please go back to Section 1f., beginning on page 5, for more information
on verifying the payment records highlighted on the CBC submitted FSFN Payment Download.

4g. Amounts by OCA entered in the “CBC’s Monthly Actual
Expenditure Report” Column (Column E) match the ] ] ]
amounts entered into the CBC-Financial Application’s
Monthly Expenditure Report;

Column E of the reconciliation spreadsheet must equal the amounts listed in “Amount” Column of the
Monthly Expenditure Report in the CBC-Financial Application system.

PICEE - T R e e e T - S el
W - | @ eoon
B “J cabei B W (oo Naote 83 Parcent 2 ey X _’E“s ir @
o vorma paret | £ 44 3 percent 22 Narmal ad | e v pome x sas
L23 - £ =IFIZ3="0k", " ", IFIC916+0,Ves""No"]} >
A B = D E F G H ] ) X -
1 CBCLEAD AGENCY: CBC Lead Agency XYZ, Inc. CONTRACT:  FM114
2 N | To Y10 Reconciiation Tab
: - LOLUMN E COLUMILE : ;
E COLUMNA - COLUMN B - — - COLUMN D - (COLIMNSD-E) | | 5
' s ool | g e (NMCHORBSRSCR I L. . o) | Ofrece Wikt | LT |
& JULY 2016 FSFNOCA mmc:__sn" e OCA Disposition Dates Pl e ExpendinueReport Wl 1 co e mone | H N Items
L] Summary & Detall | ¢\ ary & dotad Hooeou B Farmnl Summary & Detadl Report < [Fiong THAN or LESS THAN the | i 2 ke
Report® Ay Downioad®*) P Administeative Cost by CHC's Manthty | | T
A acay 5 } 3
3 Expenditure Report | i 5
o e — T I
HRE Jury 2018 [ 1
5 ADOPTION: i ¥ R | |
[} MO0 -S- B -‘,-2);&;.00 : S ki 5 IMH; | § !,t‘l;}.?t.)- & ‘;
7 IMAS s o0 | s — 1 osgae.70f | $ 5,646.70 ]
] SFMGA 5 - s ] 6 s - I8 s -
a WOO06 5 aunse.57 BRI R < S sagasesfli] s 449,854.52
12 ascs s s s a3 B -
13 CHOAT 3 - s 5 = 5 =
14 CHFSS s 164,251.00 5 5 16425100 5 3,768.00
15 CHPES s - s s - $ -
16 CHPAD s 3885823 z s EEVTRE] | | 9529,66
17 CSDOH s 7212484 s s 7212004 |4l s £8,906.73
18 CH0AS 5 - 3 ] - 5 =
13 csDH $ - e s s - -
20 EFCEH $ 7,365.00 $ s 736500 | 6,939, 426,00 || 3dd info reg'd
2 EFCGH s sowof - s s o000 [0 R 0.00 ! ok 15
5 : $ $ - | ‘ SO0 P 11011 -
EES JULY 7016 - AUGUST 2016 SEPTEMEER J016 _ OCTORIR 2016 NOVEMEER 2016 DECEMEERNQIG ARy 2017 [14] T = : v

R ] v

Please Note: This illustration is using the SFY16-17 FSFN to CBC Expenditure Report Reconciliation Template.

Note: If these two amounts do not equal, please return to the CBC for correction prior to approving the
Monthly Actual Expenditure Report in the CBC-FA System.
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Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

—— — e i
O« O] Botimsnsee. = || 5

i et & RS S R i
000 1,093,54018 000 109394018 212.100.00

~

20
MASIVE 1016,685.80 Q00 LoIssEsA0 a0
MAS TANF 2161670 G0 sasiT0 200
MAS Stute Funded T 000 wsans 00
Chafee - RT1 Aficreare Services - Other B B o LT
o fREs o 13,6981 600 ansnsl 000
Chades Independeat Living & Life Skills Elighls 600 00 200 000
EFC Allowance Payeset (Chafie Eligie) L4100 o0 sl a0
Ste Funded Chafee [L Adecis & Ober o0 (1) a0 200
| Saae Funded Chafes ABercare a0 600 a0 a0
B e ] s 55 o
RI1 Schetship 000 o0 000 B0 a0 a0
iving & Life Skals B
md Hicad e Tk
e K

4 e e Skills ih KRLID

State Funded Independert Living Program - K11 Shelaship s

o A dind ki SEAGD.

e Siils P SFanR

ACKRA

FFC Foster Hom - Roces & Roard BFCTH

Logped in as: Maroi Kiridand

4h. Differences between the Adjusted FSFN OCA

Summary and Detail Report and the Monthly Actual
Expenditure Report (Column F) are explained in Section B L] ] L]
(Detailed List of Reconciling Items) of the spreadsheet;

Any amount listed in Column F of the reconciliation spreadsheet must be listed in detail by each
individual payment within Section B of the spreadsheet.

[ = ] o e P e e x ' 2@ oo
n i ek wmfE] R Bwwhe | e C OB B mewszz s | pexewz 0 3 oap (W] ZC AF o gy
> = G i
L areee M4 T B A FEEA BE FHvenscme: 3% - WA :::"::_‘f:‘:f‘ Porcant 32 | Normal (=] b T |y T g
; Jos a asgparses S hasta : iemng
B 25"t 009
il [ c o [ ¥ o " | l (3 i [ C
1 CBCLEAD AGENCY: CBC Lead Agency XYZ Inc. CONTRACT:
2 Tab
' COLUWIN ¥ - ’
3 o -
H R CAUMN G Ty - COLUMN D - piids OLUMNE O i\ g :
% 155 Prio arkcd | psen Pmymment recaeds with no LA s ] E0C's Monikiy Actea | JlI0STR0C% VLete v Viaee Reconcing | Amount
o | JULY 2016 SN OCA i OCA Ditgestics Dates [ — el M inemaBesn | Remsining o b
“ Suimary & Detait | - POVER: PN OCA {Source: FSEN Payrment Adjusted FSEN OCA {Eciuding gt 1§ NIORE o tantiies Heceacied
o Swmrmary & Detall iz Summary 8 Detall Renot il LTEE Ll THAN o LESS THAN "
- Repan Raport®] S— Tetas pth the CBC's Manibdy .
3 Expanditure Report i3
L] oca
& LY 2016
3 ADOPTION: 't
3 Meoee 5 200000 |8 5 ) a000z0 | Lo : ' Yo ao
T SaMas 5 500070 I8 5 0.0 ok 2
) i 5 - ) ang. o f
L] oo 5 asapsesa [0 ano ok F;
w Wit 5 JI—, aw 5
1 ASOS i3 - .
13 CHOAT 5 = § L
1 aess s 16426100 |8 ugr . Yo oo
15 CHPES 5 = 5 )
16 o 5 anaeaz |8 ¢ 5539 w Yo a0
17 2] 4 23444 P € L X8 i) Yox oo
T cyoan s = 5 =g ]
w csom 3 X n
£ [ ] | T w e oo
21 i w :
2 EFCOE - " 3
EEl FFCSL 12,1 12,8460 | " Yoy LY
74 EFPES. = -
] EGPES : ]
rr T | = = = - FHEE | =
ERa JILY 2006  MICUST J056  SEPTEMAER 2016 OCTONER 208 NOVEMBER 2006 DECENSER . .
P | =T L )

Piéase Note: This illustration is using the SFY16-17 FSFN to CBC Expenditure Report Reconciliation Template.
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Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

4i. All data fields, within Section B, for each detailed
reconciling item have been accurately completed,; L] L] L]

Detailed information includes:
e Payment Amount;
e C(Client Name;
e C(Client’s FSFN Person ID Number;

e Payment Begin Date;
e Payment End Date;
e The system in which the payment is currently recorded in, causing the reconciling

item;

e The action required to clear the payment from being a reconciling item;

e The Date in which the action was taken that cleared the reconciling item (This data
field is required if ‘Cleared Item’ is listed in the “Action Required to Clear (In FSFN,
GL, or a Cleared Item) Column.);

e The Original Month the reconciling item was first reported in the reconciliation
spreadsheet (This data field is required if ‘Cleared Item’ or ‘N/A’ is listed in the
“Action Required to Clear (In FSFN, GL, or a Cleared Item) Column.)

PLEASE NOTE: ‘NV/A’is only used when amount being reconciled is
being reported to the Department in a State Fiscal Year (SFY)
outside the current SFY. These reconciling items will never
clear within the current SFY and will be identified separately
as such; and

e A Comment or Explanation of the cause of the reconciling item.

(T e A T R o Bl g |
e — e S e - N
™ i Generat fNoteuiz Note 93 Parcont 2
3w ] tui Percent2 2 Normal Bod
L1 i £ -
A [ C o 3 i [ H | i 3 L M -
1 CBCLEADAGENCY: CBC Lead Agency KYZ, Inc. CONTRACT:  FM114
i ToVTD Rnsgesmiation Tss
B e S, LTS Lok
COLUMNE - | 1 v
. : : H
i [ COLUMN B - COLUMND - PR (ErUMNSD - | 4 o
E - : Price ar anc) M | oitarence usted | ! 0
v ”“N:_' :s o fcotinies LR ic) CBC's Monthly Actusl l-:::lo(h M‘":"N::;! ' v Hwe Recaniling Amnant
men + i .
« | JULY 2016 FREtEOLA [Seurce: FSEN OCA Adjustesd FSFN OCA [rpE1sre RPSTE | el Rt 5 MORE | 2 N S ] Reaaing 1o by
F Summany & Oeted | 4o s Dot summary & Dol Report [l | e | s o ess T | i : chkimifed Bacnclied
i fhesor: Reoort®) Totals e 7| thetscs Montny | i
3 Fapranfitusee Rrguort | i b
75
B7s  Total of Listed Fams Of5
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Chack Total of itams 1o Balsnce
&8 s
78
Action Kequired to Grignal Reportad
Curvanly Recorded
pt P B s o s v Payment Degin Paymant Ond i Claar [in FSFM. GL| o Cipared | Month for the o s
-y Date Date g Claared ftem, or now Clasrad g
580 s A Rasanciling tam
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WHE 1 [5265.00) T | 25 T JFAL2016 Gl (] B current G4 &
BA3_? (565.00) b e e - : 74143015 743172016 Gl e i current GL& «
w83 (531.00) = N x /172010 /3172016 GL FsEn in current GL &+
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w873
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L PRI
89210
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014 Totsl of Listed ftams O3 ——
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Please Note: This illustration is using the SFY16-17 FSFN to CBC Expenditure Report Reconciliation Template.
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Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

Note: If these data fields are not entered correctly, indicate ‘No’ on the checklist. A review of these
data fields will need to be discussed with the CBC by the Contract Manager for data fields to be
corrected for the next month’s submission. This correspondence should be documented on the
checklist. If the corrections have not been made by the next month’s submission, then the Contract
Manager should schedule a conference call with the CBC and include the Office of CBC/ME Financial
Accountability.

4j. A sample of the detailed reconciling items has been
verified through FSFN and noted as being an accurate [ [] []
reconciling item. Please list which OCAs with reconciling
items were sampled,;

4k. A sample of previous months’ detailed reconciling
items, noted as “timing differences” between the GL and
FSFN, has been reviewed for the reconciling item’s offset [] [] []
(Cleared Items). Please list which OCAs with reconciling
items were sampled; and

From Section B, sample some of the reconciling items to see if the details provided of the reconciling
item are accurate and/or if the item listed is a true reconciling item for the OCA it was identified for.
Indicate in the Comments section some of the reconciling items that were validated during this monthly
review.

Examples of how sampling reconciling items can be verified are:
1. Gointo FSFN Payment Download and enter the Client’s FSFN Person ID for a span of several
months using the Payment Service Dates to see if:
a. Was the Client’s FSFN Person ID correct? If not, either a different client’s name will
appear or the following message will appear:

-

b. If ‘Action to Clear’ the reconciling item was to enter the payment in FSFN, check to see if
the payment, as of the review date, has been entered into FSFN.

DCF | Office of CBC/ME Lead Agency Financial Accountability




Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

For example, in the above reconciling item, as of May 1, 2015, the amount of $64.00 to
OCA EFCOE had still not been entered into FSFN for this client.

c. Ifareconciling item is listed as currently being recorded in FSFN, then verify in FSFN if
the payment can be found for the OCA, payment service dates, and amount as detailed
in Section B.

2. Using the CBC's General Ledger, verify the reconciling items listed as currently being recorded in
the General Ledger to match up these specific payments.

Please Remember: It is always good practice to also check the status of reconciling items identified in prior
months. If a reasonable amount of time has passed for these entries to be made in the offsetting system, i.e.
FSFN or General Ledger, contact the CBC and have them provide an update.

4l. If accruals are recorded as the reconciling items, the
Accruals tab within the spreadsheet has been completed [] [] []
by the CBC explaining how accruals were determined.

For the reconciling items listed where a monthly accrual for the OCA is being used, verify that the
methodology for determining the accrual is provided on the “ACCRUALS” Tab within the FSFN to CBC
Monthly Expenditure Report Reconciliation spreadsheet.
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Monthly CBC Invoice Review Checklist Process

REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

5 i
E - COLUMNB - COLUMN C.- : -COLUMND - "COLUMNE-
- COLUMN A - LESS: Prior Period ] COLUMNS A-B+C]
T Pav:::\erm:rlo FSFN Payment records with no ! { ) CBC's Monthly Actual
. - 1 i
1 OCAD t Dat H Exj dit Ri t
! OCTOBER 2016 | ry oca Summary |  (Source: FSFN OCA [SPOSTHON DATES 1§ Adjusted FSFN OCA penciture Repor
N & Detail Report* Summary & Detail {Source: FSFN Payment !Summary & Detail Report (Bxcluding
Report®) Download™*) 1 Totals Administrative Cost by
1 OCA
A i )
Check Total of Items to Balance
o/s $0.00
P: t Begi P: t End
LCRGE Amount Client Name FSFN Person ID aym;:te egin “"g:e "
Footnote 30: Return to Section A
Total of Difference to Reconcile $66,845.70
1|Sept 16 Accruals $210,353.00 None None 9/1/2016 9/30/2016
2|0ct 16 Accruals {5131,251.00) None None 10/1/2016 10/31/2016

Please Note: This illustration is using the SFY16-17 FSFN to CBC Expenditure Report Reconciliation Template.

Methodology for Reporting Accruals on the 3 How are the accruals calosiated each monch?
Monthly Actual Expenditure Reports
Ansmwer: | MRty of actrash estimated are baied from dats sk tted theough FSFH by pla A invarce has not
vet boen speroved by contracts or rebzased to Accounting 1o process for payment in time for esd of month.
1 What types of payments are reported on the Monthly Actual Expenditure Reports on an sccrual basis? ciorieg,

Answer: | PAYMents that are reported on an accrual basis are Group & Other (LCRGE, LEOTH).

1 sk tled through FSFH by placer
counting 10 process for payment in

2 Are all accruals, monthly and at year-end, supported by detailed FSFN payments in the following accounting period?

The accruals are reported and paid month to month based on timing of receipt of invoice.
Answer:

4 n TR ACCRuALS TSR 0y /0l AUGUST 2006 SEPTEMESH 2016 DCTCEIE 716

The above is an example of a CBC’s recording of accruals in the reconciliation spreadsheet, as well as the
responses to the questions within the Accruals Tab where the CBC explains the methodology used to
how the accruals are recorded and the amounts determined. When comparing the accrual amount
recorded for LCRGE to the responses provided within the Accruals Tab, it is still difficult to understand
why the amount recorded in FSFN for September was so much greater than what had been listed as one
(1) month of accruals recorded in the General Ledger.

Note: The Office of CBC/ME Financial Accountability will be addressing the recording of accruals

on a CBC-by-CBC basis to ensure the explanation of the CBC’s methodology is clear and can be
followed from beginning to end.
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Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

4m. Go to the Tableau Monitoring Reports website at:

https://tableau.dcf.state.fl.us/#/site/Administration/workboo
ks/1229/views *Please use Google Chrome Internet Browser when
using this link* Then, review payments recorded by OCAs for
allowability based on age (See Page 6 for OCAS).

This review includes verifying were:

1) Maintenance Adoption Subsidy payments made
for an adopted child past the month in which the
child turned 18 years of age;

2) Licensed out-of-home care foster care
maintenance payments made for children on or
past the child’s 18" birthday;

3) Extended Foster Care payments made on or past
a child/young adult's 21 birthday, or 22" birthday
with a documented disability;

4) Chafee funded payments (OCAs CHOAT, CHFSS,
CHPES, and KRA0O) made on or past a
child/young adult’s 21* birthday; and

5) Independent Living or Road-To-Independence
Program payments made on or past a young
adult's 23" birthday; and

6) Extended Foster Care or Road-to-Independence
Program payments made prior to the child/young
adult's 18" birthday.

0O o o o 0o o
0O 0o o o o o

If yes is answered to any of the above items, please list the
FSFN Person ID Number for the payments in question.

While this process is expected to be completed by the CBC by using the FSFN OCA Summary & Detail
Reports, the Contract Manager must verify that the payments made to and/or on behalf of clients are
allowable based on the client’s age.

Note: While there are other factors for determining allowability of expenditures, this process is just to
verify the allowability of the expenditure based on the client’s age.

{Intentionally Left Blank}
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Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

From the Tableau Monitoring Reports, click on each workbook to complete the various items listed in
Data Element 4m. of the checklist. Below is an illustration of one of the workbooks being reviewed for a
CBC to help demonstrate how “findings” or “no findings” would be viewed and extracted by the
Contract Manager.

Click on the desired workbook,

(] Monitoring

WORKBOOK » By Boulon, Syhvia H + 301 views » 0 » Extract Aug 2

Views 10 Data Sources 2 Refresh Schedules © Subscriptions © Details

= 0 selected Sort by | Sheet (First-Last)

EFC. ILand RIL P

» Using the Adoption Subsidies workbook as an example, once selected, the workbook looks like:

Harme + [ Veruor Reslonsip Manage

s + [3) Montonng » [] Adopton Satates i

[@ cgnavew [ Subscribe 03 Share T Dowwbosd (] FullServen

- Agoptbon Subsides  Foster Car ents | Exiended Foster Care Payments CHAFEE Funced Payments | Independent Living or Road to EFC. IL ant! RIL Pay M3 | No Adogtion Expen Duplicate Payments | >
Sedect Fiscal Year
Maintenance Adoption Subsidy payments made for an adopted child e
past a child's 18th birthday
RS Servce Batch  OCA OCA TS Onild 1 oo Age Dy Aot Septeos: Oxzoher Moverber !
CC of Brevard Adogtery WO0E  CRC-CHID WL ADOAT SIS 971 w2V i FO0
WROOL  CBC-DV-E ADCETION SUBSIDIES ] 1N pLEE]
=T ELele ) B3
G of Cantral Florids Adoptien WRIDT  CBCDVE ATOPTION SUBSIDILS 15801 /o8 wrn F412.00
R
E )
s
CBE of Saminale. Edoptn RO CRC-IV-E ADCPTION RUESIDIES 1I5IRTR R ELEE
1257113 nane wmu
Chikdes fc Sedoptiony WRODL | CRCEV-E ADOFTION SESIDIES anz1es eIyt a1y s (] PanTressste ron s
sizes sITT 13 w0k [7] Sarmera vuca
L aoae LA
e wavm e
Chidtien Faim Baach Adopun RO CRC-IV-E ADCHTION SUESIDGES SEOMS LYl 12
SL0aE /1958 ELAH
A0 o6 FLET
1IBLEREY 60508 R
COMM PARTHERSHIP FOR. Mdogtnon ISMAS  CBC TANF MAINTERAMCE SO0PTIONS. 517370 Hivse 814
CHLOREN WRODL  CBC-TV-E ADCFTION SUBSIDITS 3T Lot ELRL)
SN Lt RS
SLEFEL L 820
Bl
LE] £
1BAS 0.
e o
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Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

» Make sure the FY(s) and CBC(s) being reviewed are checked off, which looks like:

Select Fiscal Year -
(Multiple values) A Sele{‘t Fiscal Agency
i AR
(an I CBC of Brevard
FY 2000-01 CBC of Central Florida
FY 200203 CBC of Seminole
FY 2003-04 )
¥ 2004-05 ChildNet Inc
FY 2005-06 ChildMet Palm Beach
FY 200607 COMM PARTNERSHIP FO
FY 200708 Eckerd Community Alterr
FY 2008-09
Y 2009-10 Eckerd Community-Hillsb
FY 2010-11 Family Support Services
FY 2011-12 HEARTLAND FOR CHILDI
FYanzi Kids Central Inc
FY 2013-14
Y 2014-15 Our Kids Inc
FY 2015-16 PARTNERSHIP FOR STRC
| v 201617 I Sarasota YMCA
FY 2017-18

Note: If the CBC being reviewed is not being reflected within the FY selected, then this means there are
no “findings” for that CBC for the item being completed. For example, Families First Network (FFN) is
not being reflected above for the FYs checked above within the Adoption Subsidies workbook;
therefore, FFN has not processed any payments through FSFN to an adopted family past the adopted
child’s 18" birth month. The Contract Manager would then move to the next workbook within Tableau
— Monitoring to the next item on the list to review.

» When there is a finding for a CBC, the Contract Manager can then click on the CBC(s) not
assigned to him/her and ‘Exclude’ that CBC from the list or uncheck the checkboxes for the
other CBCs from the ‘Select Fiscal Agency’ section.

|
Select Fiscal M°Z £ ~
(ally
CBC of Brevard
S CBC of Seminole
104119081
Famiy Suppert Services Adoprion WRDOL  CBC-IV-E ADOPTION SUBSIDIES 504891 Childnet Inc
Adoption WROGL  CBC-IV-E ADOPTION SUBSIDIES LosA7ee24 ChildNet Palm Beach
o Hemp .; som Eckerd Community-Hillsb
4 e sehected - SUMUIFC OCA Amount): 0.00 Family Support Services
Our Kds Inc SIDIES 514481
HEARTLAND FOR CHILDREN INC e HEARTLAND FOR CHILDI
sl Qur Kids Inc
» Once this is done, the results will look like:
X Adoption Subsidies = Foster Care Payments  Extended Foster Care Payments CHAFEE Funded Payments  Independent Living or Roadto ... = EFC, IL and RIL Paymen

Maintenance Adoption Subsidy payments made for an adopted child

past a child's 18th birthday

FY 2016-17

f=: Service Batch  OCA  OCA Title Child 1D Child Nama DoB g July  Decembor  Januacy
‘Our Kids Inc Adoption WROO1 CBC-IV-E ADOPTION SUBSIDIES 514481 D6/15/96 18.13 $0.00

516630 11/16/98 1812 $0.00

7352696 06/11/96 18.3¢ $343.00

18,48
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Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

» The Contract Manager can then either make a screenshot of this by clicking “Ctrl + Alt + Print
Screen”, then pasting it on Word document to send to the CBC or click on the ‘Download’ option
of the Tableau report, which will then drop the detail into a .csv file, then save the file as an
Excel spreadsheet to send to the CBC.

*[in] Original View [F Subscribe o Shereil:lj Full Screen

and RIL Payments | Non Recurring Adoption Expen... | Duplicate Payments | >

Share  [j] Download

O Image i
Data tl
Crosstab ya
PDF

Fi

Choose the ‘Data’ option.

Summary | Full data

owing first 4 rows.
Download all rows as a text file
- i ¢ MONTH{OCA End Date)  OCA

e Batch  SUM{TFC OCA Amoun t)

NROO1 CE

Showing first 4 rows.
Dowenload all rows as a text file

Then click on the ‘Download all rows as a text file’ link, which will download as a .csv file.

Continue this process identified above until all items listed in Section 4m., of the Monthly CBC Invoice
Review Checklist, have been completed. Note any findings discovered in the Comments section within
the checklist.

As of October 18, 2016, the OCAs within the various programs listed within Section 4m. of the checklist
are as follows:

e Maintenance Adoption Subsidies / Section 4m.1) Review —

0 39MAS;
0 SFMSA
o0 WO0O006; and
o WRO001.

++» Tableau Monitoring Report — Adoption Subsidies

DCF | Office of CBC/ME Lead Agency Financial Accountability
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Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

e Licensed Out-of-Home Care / Section 4m.2) Review —

0 CHPAQ;
0 LCFHO; and
0 LCRGE.

*Please Note: When reviewing these payment records for Section 4m.5), ‘Payment End Date’ must be a
date on or prior to the child turning 18 years old and the last payment must be prorated.

++» Tableau Monitoring Report — Foster Care Payments

e Extended Foster Care / Section 4m.3) and Section 4m.4) and Section 4m.6) Review —
O EFCFH;

EFCGH;
EFCSL*;
EFCOE¥*;
EFPES;
EGPES;
EOPES*;
EPESO¥*;
KRAOO*; and

0 KRAIO*.
*Please Note: When reviewing these payment records for Section 4m.3), ‘Payment End Date’ must be a
date on or prior to the young adult turning 21 years old, or 22 years old if the young adult has a
documented disability in FSFN, except for the OCAs listed above with an asterisk ( * ). These OCAs may
have a ‘Payment End Date’ at the end or the 21% birth month, or 22" birth month if the young adult has a
documented disability in FSFN.

O O0OO0OO0OO0OO0O0OOo

When reviewing these payment records for Section 4m.4), ‘Payment End Date’ must be a date on or prior
to the young adult turning 21 years old.

++» Tableau Monitoring Report — Extended Foster Care Payments & Chafee Funded Payments

e Independent Living Program (Prior to January 1, 2014) / Section 4m.4) and Section 4m.5) and
Section 4m.6) Review —

0 CHFSS;
0 SFOSS;
o ETVSS; and
0 SFAGO.

*Please Note: When reviewing these payment records for Section 4m.4), ‘Payment End Date’ must be a
date on or prior to the young adult turning 21 years old.

R/

+» Tableau Monitoring Report — Chafee Funded Payments
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Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

When reviewing these payment records for Section 4m.5), ‘Payment End Date’ must be a date on or prior
to the young adult turning 23 years old and the last payment must be prorated.

R/

< Tableau Monitoring Report — Independent Living or Road To Independence

e Road-to-Independence Program (Effective January 1, 2014) —
Postsecondary Educational Services & Supports (PESS) / Section 4m.4) and Section 4m.5) and
Section 4m.6) Review —

O CHPES;
0 SFPES; and
o ETVPS.

*Please Note: When reviewing these payment records for Section 4m.4), ‘Payment End Date’ must be a
date on or prior to the young adult turning 21 years old. {Suggestion being made to the CBCs is to end the
Chafee funded OCA CHPES FSFN Service Type the month prior to the young adult turning 21 and then open
the corresponding State funded OCA SFPES FSFN Service Type.}

R/

++ Tableau Monitoring Report — Independent Living or Road To Independence

When reviewing these payment records for Section 4m.5), ‘Payment End Date’ may be the last day of the
birth month for the young adult turning 23 years old and the last payment should equal $1,256.
*Please Note: An additional review of these payments is completed by the Office of CBC/ME Financial
Accountability, Financial Monitoring Unit to ensure that the FSFN Service Type was ended on or prior to
the young adult’s 23™ birthday. Please see FSFN Payment Reference Guide for additional information on
when FSFN Service Types for the Road To Independence and Extended Foster Care Programs.

FSEN Payment Reference Guide

+» Tableau Monitoring Report — Chafee Funded Payments & Payments Exceeding $1256

Aftercare Services / Section 4m.5) and Section 4m.6) Review —

0 CHOAT;
o0 ETVAF;
O SFOAT; and
O SFSRA.

*Please Note: When reviewing these payment records for Section 4m.5), ‘Payment End Date’ must be a
date on or prior to the young adult turning 23 years old. {Suggestion being made to the CBCs is to end the
Chafee funded OCA CHOAT FSFN Service Type the month prior to the young adult turning 21 and then open
the corresponding State funded OCA SFOAT FSFN Service Type.}

Tableau Monitoring Report — Independent Living or Road To Independence
Tableau Monitoring Report — Chafee Funded Payments

R/
0.0
R/
0.0

DCF | Office of CBC/ME Lead Agency Financial Accountability



http://eww.dcf.state.fl.us/ascbc/training/fsfn_payment_reference_guide.pdf

Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

4n. If unallowable payments were discovered while
completing 4m., the appropriate staff within the CBC
was/were notified and when the correction is expected to
be made:

Date Notified: ] ] ]

CBC Staff Notified:

If an unallowable payment, based on the client’s age, is discovered, the CBC must be notified of the
unallowable payment(s), then:

1. Enter the date the CBC was notified; and

2. The CBC staff notified, as well as when the correction is expected to be made.

If the notification is completed via email, then include the email correspondence between the Contract
Manager and CBC, which should include the notification and CBC’s response, along with the Invoice
submission to DCF /Headquarters. Note: If email correspondence is being submitted with the Invoice,
please indicate this within the Comments section. If email correspondence is not being submitted,
provide an explanation within the Comments section of the CBC’s response.

40. If unallowable payments were discovered while
completing 4m. during the prior month’s review of the
Monthly Actual Expenditure Report, has the CBC:

1) Made the necessary corrections in FSFN to back
out the unallowable payment(s); and

2) Reported the credited amount(s) on the current ] ] ]
month’s Monthly Actual Expenditure Report.

OCA(s) in which a credit was applied to:

OCA(s) in which a credit is still required:

DCF | Office of CBC/ME Lead Agency Financial Accountability
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Monthly CBC Invoice Review Checklist Process

REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

1)

Indicate if the identified unallowable payments have been reversed in FSFN. If not, then provide
an explanation in the Comments section the status of when the reversal in FSFN is scheduled to
be completed. If there are multiple months requiring reversals to be made, please indicate
which month the current reversal is for, as well as which month still requires a reversal to be
completed; for example:

OCA(s) in which a credit was applied to:

FSFN January reversal: 39MAS - $834; KRAOO -
$600
GL January reversal: KRAOO - S600

OCA(s) in which a credit is still required:

FSFN February reversal: WR001 - $417; CHPES -
$1,256

GL January reversal: 39MAS - $834

GL February reversal: WR001 - $417; CHPES -
$1,256

Indicate if the identified unallowable payments have been reversed in the CBC's General Ledger.
If not, then provide an explanation in the Comments section the status of reversal in the General
Ledger for these unallowable payments. {If there is not enough room to enter the information
by OCA and amount in the boxes, then use the Comments section to list the remaining items.}

{Intentionally Left Blank}
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Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

4p. If expenditures are being reported on the Monthly
Actual Expenditure Report in the CBC-FA System to OCAs
CHPAO, ASOCS, or PVSCS, verify these expenditures
were also processed through FSFN for the reporting period
and/or the payment records are documented in the detail
on the FSFN to CBC Expenditure Report Reconciliation
Template indicating there is a timing difference and these
payment records will be processed through FSFN in the
next month.

Are expenditures being reported on the Monthly Actual
Expenditure Report to OCAs CHPAO, ASOCS, or PVSCS? ] ] ]

If yes, are the expenditures also being processed through
FSFN? If no is answered for this question, please reject the
Monthly Actual Expenditure Report and have the CBC move [] ] ]
the expenditures to the OCA’s corresponding non-FSFN
entry OCA; for example, CHPAO would go to DCMO00, ASOCS
would go to AS000, and PVSCS would go to PVSO0O.

Please Note: Any correspondence on this, such as
rejecting the Monthly Actual Expenditure Report must be [ [] []
documented in the Comments section.

Note: If ‘Yes’ and ‘No’ are answered for this data element, please return to the CBC for correction prior

to approving the Monthly Actual Expenditure Report in the CBC-FA System.

4q. Verify the amounts from the CBC Monthly Actual

Expenditure Report for OCAs that are required for the
payments to be recorded through FSFN are accounted for | [] L] L]
on the FSFN to CBC Expenditure Report Reconciliation.

If not, is there clear indication that the CBC intends to

record such payments in FSFN by listing such payments
as detailed reconciling items in the reconciliation and/or ] ] ]
have been accounted for in the Accruals tab?

If there is no indication such payments will be recorded in
FSFN, please have the CBC reduce such amounts
currently being recorded on the CBC Monthly Actual ] ] ]
Expenditure Report from the next month’s submitted
expenditure report and indicate this in the Comments
section.
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Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

This means for all the OCAs in which the FSFN entry of the payments are required (this includes all OCAs
listed on the FSFN to CBC Expenditure Report Reconciliation Template), verify that all these OCAs are
accounted for on the reconciliation template. If an OCA is not listed on the FSFN OCA Summary and
Detail Report for a particular month, but yet expenditures are being reported on the CBC Monthly
Actual Expenditure Report, then this amount must also be recorded in Column E within the
Reconciliation spreadsheet. This would result in an amount being reflected in Column F; thereby,
requiring Section B to be completed for that OCA.

Note: As mentioned before, Section B of the reconciliation spreadsheet must be completed for
those OCAs in which Column D and Column E do not equal each other, except for the OCAs
specifically identified within Section B as “(Reconciliation between FSFN and GL is not
required)”

However, for these OCAs the CBC still needs to enter the amounts in Column
E with the same amounts that are being reported in the CBC-FA System.

The OCAs that fall within this exception are CSO0H, CSOAS, CSOIH, SAFMS, and 19MCB.

4r. Were any unallowable costs identified after reviewing
the CBC's detailed general ledger?

If yes, please provide an explanation of identified
unallowable costs and the correction required. [] [] []

Please Note: This is a higher level review than that
required of the CBC Transaction Sample.

At a high level review of the CBC’s detailed General Ledger, types of expenditures can easily be
identified for the various sub-accounts. These sub-accounts are mapped to OCAs and the CBC has
provided the crosswalk of the sub-account codes to OCA/Cost Pool in the CBC’s Cost Allocation Plan. If
certain types of expenditures are identified as being coded to OCAs that do not match the description of
the intended purposes for the OCA in the Cost Allocation Plan, the CBC must be notified; for example:

Clothing allowances are being coded to OCA CSOOH. Clothing is part of the Foster Care
Maintenance Payment and should be coded to the licensed placement type in which the out-of-
home child is placed, such as OCAs LCFHO or LCRGE. These expenditures must be entered in
FSFN under a FSFN Service Type specific to Clothing Allowances.

DCF | Office of CBC/ME Lead Agency Financial Accountability
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Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

4s. Verify the amounts from the CBC State Funds Carry
Forward Report, if applicable, are in accordance with the
CBC's submitted Planned Uses of State Funds Carried [] [] []
Forward Report.

If not, please provide an explanation.

From the amounts being reported in the submitted CBC State Funds Carry Forward Report, verify the
OCAs in which Carry Forward expenditures are being reported to match the OCAs specified in the CBC's
submitted Planned Uses of State Funds Carried Forward Report. If they are different, then the CBC
should be notified and then asked to submit a revised Planned Uses of State Funds Carried Forward
Report via the CBC-Financial Application system; see below:

X 4 ",{k
5%@ 9
Sfiya
* = 1. To review and approve the submitted revised Planned Uses of State Funds Carried Forward
Report; and
2. Notify the Office of CBC/ME Financial Accountability the report has been accepted and is
awaiting approval.
Carey Ferward Fussds: 2.826,905.36|
Hection A
7 i I S =
Budget Resarve oo
Deperdoncy Case Managemens CHPAD, DCMOC DR EE Dottt e i ondhi
Adoption Services ASO00, ASOCS 000
Prevention Services for Families Curretly Not Dopendent PVS00, PVSCS 500,000.00 PRl Fersion clients APD should b payieg for
Otber Clieat Services - I Hotne CS0IH 1,250,603.1% Conssmnity clicsts APD should be payis lor {Estimaic)
Other Client Services - Out of Home CE00H 183,000.00 Semmser Cop
Other Client Services - Adoption CSOAS 0.00
Traising - Pre-Services and In-Service TRPIS 166,666.67 DCM Supervisor Training,
Traisi g « Foster and Adoptive Parent TRFCA 0,00
Other Services PRO24 267,828.00 LTNR,:‘:'_’:'E":::‘ TRIEIRG WY PR oo, il
Totul: 2,198.630.86

4t. Upon review of the General Ledger, Transactions
identified in which the Contract Manager would like the
Office of CBC/ME Financial Accountability to include on
the Quarterly Desk Review for the CBC as sample items.

Number of Transactions identified: [] ] ]

Please Note: Make sure a separate General Ledger file is
saved with the Transactions clearly identified / highlighted.
Also, please note the file’s name in the Comments section.
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Created on May 1, 2015; Updated as of October 20, 2017

When reviewing the General Ledger, please make sure there is enough detailed transaction information
provided within the ledger so that other individuals reviewing CBC transactions can identify what each
line item recorded was for. Below is an example of submitted General Ledger that does not have
enough transaction detailed information and then an example of submitted General Ledger that does.

In addition, identify some General Ledger transactions that could be sampled when the Quarterly Desk
Review is completed by the Office of CBC/ME Financial Accountability.

A copy of the CBC's submitted General Ledger should be saved with these transactions clearly identified
/highlighted. Also, please include in the file why this transaction was chosen, i.e. “What was it about
this particular transaction that made you want to have it sampled?”

List the number of transactions you are requesting to have sampled and provide the name of the copied
General Ledger file being submitted in the Comments section within the checklist.

Example of a General Ledger without enough detailed transaction information:

A B C D E
ACCOUNT SUB-ACCOUNT ACCT-UNIT-2 GLT-AMT DESCRIPTION
601420 '3080 6000 146876 JOHMN DORIAN
601420 '3080 1000 77064FLAT CREEK LAW FIRM,
601450 :BDEEI' 1256 3429920MARY WILLIS

Example of a General Ledger with enough detailed transaction information:

F G H I J K L M N 0 E Q
Account Description JE Type | Trans Type Check Num  Batch Ref Transaction Description Transaction Date Debit Credit MNet
ifaa10 Adoption Subsidies AP Vo 561246 520327 11479 1000789265 WALTERS MARCUS 11/21/2016 F17.00 0.00 F17.00
]'9410 Adoption Subsidies AP Vo 561246 20327 M11am 1000789265 WALTERS SAMANTHA  11,/21/2016 717.00 0.00 717.00
|fa410 Adoption Subsidies AP Vo 561246 520327 fB11483 1000789265 WALTERS GEORGE 11/21/2016 F17.00 0.00 F17.00

{Intentionally Left Blank}

32
DCF | Office of CBC/ME Lead Agency Financial Accountability




Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

Using the CO View Workbook Yes No Not Comments
Applicable

5a. Update the Admin Cost, Section A & B OCAs, and
Section C tabs within the CO View with the amounts

entered in the Net Expenditures column of the Expense
section within the CBC-Financial Application system by the | [ ] L] L]
CBC.

Enter data in the green cells according to OCA
and month.

Please Note: All entries made within the CO View should be entered in the “Green Shaded” cells only.

1. Enter the amounts from the Admin Spread Column of the Monthly Expenditure within the CBC-
Financial Application system in the Admin Costs Tab within CO View spreadsheet; see below:

oMl | hetps o Ak stabh ML/ CICMmbgar Tapanditio T/ GHOL DS T8I0 501
w ElComwen = JlSeest
i Fevornes i T Suggested Sites * @ Web Shce Galery = fif DCF ltranet

8 CBE Fnancial Application

Secticn A

000 000 0.00 000 000 0.00 0.00

Y CASE o DCMOO 631,062 5994741 | 691,008.79 000 69100979 000 691,009.79 000

ADOPTION SERVICES ASOD0 38,616, 366837 42,285.10 0.00 4228510 0.00 42,285.10 0.00

Services - Pre-; and Post-
= m opsee ASDCS oo 0.00 0.00 0.00 0.00 0.00 0.00 0.00
PREVENTION SVCS FAMILY NOT DEP PVS00 15939104 15,141.32 74,533.06 000 17453306 000 17453308 0.00
Prevention Services - Noa Dependent Chlld (FSFIN) PVSCS Mj o 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Orher Chent Services [H CSOIH 1, 5o 15262 1,759.21 0.00 1,759.21 0.00 1,759.21 0.00
Other Chews Services OOH C500H 22452k 213872 fass1830 000 2461830 000 2461830 0.00
Other Chent Services Adopt. cs0A5 7,828 71817 824374 000 524314 000 824374 000
M“ﬁi‘m:sa\i:l TRPIS 9,895 4 5 10.836.04 0.00 10,836.04 0.00 10,836.04 0.00
Training Foster & Adopt. Parents TRFCA 0d 000 000 000 000 0.00 000
Other Services PRO24 35,1092 3844443 000 3844443 000 3844443 0.00
991,726.67 991,720.67

Logged i ax: Marci Kirkdand

Dane W Local intranet | Protected Mode G4 v Rin -

3

4 ACTUAL A

5 CostPoct Cos Pool Tite Jul fag Sep ] T 3 Jan Feb I Mar

B DCMO  Depeaduncy Case Massgoment SRGMRGN| TAMGRTX| G2MAd6| TIGEGRY| STESAMT) 7490112 GSAT06H| ERUMM Y S9M74

7 CHPAD Chidd Flacing Agency (FSFN)

8 asow | Services Fd 3 T3] 2amis 150420 15575 24687 ATH06H| 455 35630 205618
9 AsKCS ﬁﬁmm-m@lwm o
10 PUSU) [Priv Sucs o Families Cosatly Yot Dapandant BSWAN| 9am6se| 1941736| SSI76|  2UE| W) umsM| 12En 15,412 10597 2
11 PUSCS |Priw Surs fos Families Cosrently Mot Dependent (F5FH)| 00
12 CSUE | Diher Clest Sesvices . n Home 0% 463 2375 43 3 L] B0 ¥ 1260 150561
13 COMM Other Chest Senvices . Out of Home aams|  anear|  2xme| noess] ot amen|  se;ve|  aem 2181 %8
14 CSOAS |Othar Clisst Senvices . Adoption 9.3 k] 5750 TS567 sy TN 2832 M4 71517 51606
15 TRPIS [ Traising . Pee Services and In.Service ST aTabd|  187267| 1.ETEH ET4E|  1358E8| 109743 4 E T 1001814 %
16 TRFCA | Traiming - Fostes and Adoptive asent 20903 19,08 a1
1T PROZDther Senvices apsear| 22041  armro|  ameer|  aems|  semas|  ammes| 2mml 1ma BI%3
18 | Total BAEAM Y| BRINIEY| HPBVIEY| WSN6| AN 2ENGE| WEIRTH| BT || SA0NE 000 (1] 00| TTaama

19 |
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REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

2. Enter the amounts from the Net Expenditures Column of the Monthly Expenditure within the
CBC-Financial Application system in Section A&B OCAs Tab within the CO View spreadsheet; see

below:

R Conent = nsa-u
i Fevornes i T Suggested Sites * @ Web Shce Galery = fif DCF ltranet
8 CBE Fnancial Application

0.00 000 000

Y CASE o DCMOO 63106238 $994741 69100979 000 691,009.79 000

ADOPTION SERVICES ASOD0 3861673 366837 42,285.10 4228510 0.00 42,285.10 0.00
e e ASDCS 0.00 0.00 0.00 0.00 0.00 0.00 0.00
PREVENTION SVCS FAMILY NOT DEP PVS00 18939174 1514132 17453306 174,533.06 000 17453306 000
Prevention Services - Noa Dependent Chlld (FSFIN) PVSCS 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Orher Chent Services [H CSOIH 1.606.59 15262 1,759.21 1,759.21 0.00 1,759.21 0.00
Other Chews Services OOH C500H 2248258 213872 2461830 2461830 000 2461830 0.00
Other Chent Services Adopt. cs0A5 7.828.57 71817 824374 524314 000 824374 000
Staff Training Pre/ln Service TRPIS 989598 940.06 10,836.04 0.00 10,836.04 0.00
Training Foster & Adopt. Parents TRFCA 000 000 000 000 0.00 000
Other Services PRO24 3510925 3IIAE 3844443 000 3844443 0.00

0569381 BE0ISES 99172967 991,720.67

201130012 28897
Local sntranet | Protected Mode: Off v RINON -

Logged i ax: Marci Kirkdand

1 sECTION AsB ocAs /\
3 Cost Pool 1 OEA Cost PoolCA Tie Doc Jam Feb L]
4 [T Came m 73736 38 TET00E T ETRED 00078
3 CHPAD [Child 3 — —

AS0H0 [Agaption Services. FIFiTF] 18,8860 [ A0
il ASDES anmmmmfs‘u
8 PRI Peve gve o Familios Cumash o 80361 17 THEN0 i i)
L] PsCE Fave Swca tor Eamilios Curs
10 (= 1] Otves Chant Sarvices - In Homo FY 55 FISIF: [t Tha 7 |
11 o] Dt Chnt Sarvices - Out of Home: . EIREE] 53,031 78 05 451830 |
12 CIOAS  (Othes Chant Services . I%ﬁi’r 3 kAl il il T 66 1 3,371 00 b
13 Jmis Training - Pre-Services aaed In-Sersice i [ T i T 1,591 Bs EIA] i
H Tiining - Fester s Adpive Parent FEIG EX] [17]

Y AE] Zoir] AT dESTE N ASHTE A2.366 35 33,568 30 £ T

16| MEWO ONLY Admin Cos |
17 LCFR) Uiconsud Care - Foste o g a7, T i 251 71 651 5T 87,1 1
S — T 1 v

[T Liconsod Care - foes Growp Momes morg Shetors | i I (1] 69,714 60| [T
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Total 3 760 37667 TEET a7 43| 10033613 [T < 317 635 67 1371 02087 7366, 534 37 1398 1708 1377539 84

TRANSPOSED VIEV LINKED T0 ABOVE
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19

20

21

22

23

24

25

26 OCA [a0] CHPAL A ASOCSE PVECE [E11] ]
27 =] 705 360 63 17596 67 145 T8 T 5 5T
28 g T e ek TG 39 136 80 e o
20 Sep 450,160 85 2479 162 556 01 1109 % 164
30 et TI BST 43 2075061 167 E24 4B 716 757
N =3 3,5 34 irk kL ir) 3
32 Doc 37 268 18 FIFiTE] 140 %1 12 4061 17
33 dam 731,005 10 TEE1B 60 13067308 2621 (7]
£ Fub EREFE:] 5087753 141 787 13 a5 BT
35 Mar 31,008 19 42760 114 61306 (KLCF]] [0}
38 Ape

ki Ray
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Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

3. Enter the amounts from the Net Expenditures Column of the Monthly Expenditure within the
CBC-Financial Application system in Section C OCAs Tab within the CO View spreadsheet; see

below:
{4 CBC Financial Appiication 5io- B - & o opager Satey~ Toos~ i
Tfeemsed Care = OB TeoTH 550 5% \ o5 o5 TR
52941831 000 52941831 000 52941831
| Amasmt | Admin Spread '*“'__“'g':‘l’.i:'i”‘ : % jﬁi‘:l;‘_m Nom-Rectrring
Non Recurring Exp. 343200 343200 343200
MAS IV-E WRO01 364,186.41 36418641 364,186.41 0.00 364,186.41 0.00
TANF MAS 39MAS 93,919.25 93.919.25 93.919.25 0.00 93.919.25 0.00
MAS Other WO006 37.035.91 37,035.91 37,039.91 0.00 37.035.91 0.00
Chafee - RTI Other-Aftercare CHOAT 0.00 0.00 0.00 0.00 0.00 0.00
CBC-Chafie FC Independ. Pry-other CHFOT 0.00 0.00 0.00 0.00 0.00 0.00
Independent Living Services - Chafee
Administration Eligible KREOD 2501591 2501591 25,015.91 5,015.91) 0.00 0.00
Bt pdmLivigaLibSls pgy 8910.00 8940.00 891000  fsou000) 0.0 000
EFC Allowance Payment (Chafee Eligible)  KRAOO 4,800.00 4,800.00 i [ 4,800.00 4,800.00) 0.00 0.00
State Funded Chafeee IL Admin & Other ACO01 0,00 0.00 0.00 2501591 2301591 0.00
State Funded Chafee Afiercare ACOAT 0.00 0.00 0.00 0.00 0.00 0,00
CBC- State Funded-Chafee FC Ind Prg-other  ACCOT 0,00 0.00 0.00 0.00 0.00
Swle Funded Educalion S Trinlig VOO P 3 g 000 090 ok 1080400 10,804.00 0.00
State Funded RTI Scholarship ACCSS 0.00 0.00 0.0 11.375.00 11.375.00 0.00
e raie] cure DA ST SUU N vy 0.00 0.00 0.00 891000 594000 0.00
state Funded Education & Trsisg Voo Pre__y rey R i e Rl
1 LAMOTER § RROAOTE OF W0 FL . LOBERCTF L
7 ] I —
3 7
13 KRAN |EFC Allwance Papment [Chabes Insigsls) :
14 |__HKRCME  |Case Care ;dg )
15 EFCFH EFC Fouter Hare-Houn B Board A 1r B []
16 EFCGH EFC Giowp Home Roon A Board 11
AT EFCOE |EFC Othwr Exgerien 15832 43 -
18 EFGE[EFC OSLA Room & Beard THa 80N
19 " EFPES [EFC Foster Home PESS Room & Bewd

20 EGPES EFC Group Home PESS Room & Board

21 E0PES EFC OSLA PESS Roon & Beard 8500 E%5.00 3500

TAZO TARH

13.640.00 17!

nma
2.009.00

8.575.00

9.017.14

TAERTS
4023340 |

__SFSEY 5w bor Semaly Expeted Youh - Deversux
AT OO0 S b Seually Enploded Yauth - CECs A0 300
4B S0P __(COC - Tew Outeach 1
49 " SPMVS [COC - Mentr snd Vot Frogriam (CHSWIL)

i+ Tatals | 743,177 03 752313 87 B61, 0 38 TIAmETE]  3wEIE muarst|  raeEn| samzly o sisn [T

Carry Pl Used Exp Summary. (4 o | ¥
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Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

5b. Update the Total Exp tab with the non-recurring
expenditure amounts entered in the Non-Recurring
column of the Expense section within the CBC-Financial [] [] []
Application system by the CBC.

e Enter data in the green cells according to OCA
and month.

Enter the amounts from the Non-Recurring Column of the Monthly Expenditure within the CBC-Financial
Application system in the Total Exp Tab of the CO View; see below:

Tatke

Section A
S P e '
Chid Placing Agency CHPAD 000 090 000 000 000 000
DEPENDENCY CASE MANAGEMENT DCMO0 63106238 5994741 691,009 000 69100979 000
ADOPTION SERVICES AS000 WE6T 266837 4228510 000 4228510 0.00
m?ﬁ?ﬂ‘ BRvcieE B shyeie md Bos: S {0oe 000 000 000 000 000 000
PREVENTION SVCS EAMILY NOT DEP PUSOO 15939074 1514132 17453306 000 17453306 000 000
Preveation Senvices - Noa Dépendent CRA(FSFN)  PVSCS 000 000 000 000 000 000 000
Other Clicnt Senvices 1H CSOH 1,606.59 1262 175921 000 17521 000
Other Clcst Senvices OOH CSO0H 248255 213572 2461830 000 2461830 0,00
Otber Chicst Services Adopt 5048 752857 NENT 8B 000 824374 000
Staff Traiing Profn Service TRPIS 9,595.98 006 1083604 000 1083604 000 1036
Training Foster & Adopt Parents TRECA 000 000 000 000 000 000
Other Services PRO24 3500925 33SIE 844 000 3aae3 000 38444

Totsh: 90569382 SEMSES 99170967 000 99172067

Lopged in as: Mard Kirkland

3 Saptarrbar Dctober Hinembir Decarriver
L=} OCA Tithe
Totdl Totsl lioa Hen Totd ten

4 Total Expendtures| Mon Recuring 5| Moo Recoming|  Exgendtwes | Recuning [Totel Expendtes| Recoming | Expendi Fecuring [ Tol Exge
3 DCMO)  Dugendency Case Managament [TRETS TrEsiAZ|  4D199| 120 7Es 55 EFTF) 731 o0 0
3 CPHAY___ Coid Placing Agency FSFM) 0.0 [17] (1) [I3] 50

T ASH0) pI R A58 19.506 46 HFuUN 1EEE B0 5
E3 ASICS___ Adaphion Suspot Senwes PreFast Adogtve [FSE 7] 0.0 000 1] (7]

9 P00 _Prow 5wt for F s Cumently Not Depandent: 67 9% 01 167 674 48 Eaiar 36 937 10 W0 36117 130 a3 | ui
10 PVSCS  Prev Swes for Famibes Cumently Mot Deperdent [FSEN) 000 0.0 000 1] 000

11 CS0M _Orher Chert Sensces - In Home 1754 N4 a3z 405337 Fd iF:]

12 CSO0H  Coher Cherk Serwons - Out of Hams 15,154 95 11,5267 16 37 72 17113 B ki) &%
13 __CS0A5__ Orher Chent Senices - Adogtion EAEES] FAZEE] 616555 EAEAE lT2 00 3
14 =S Trmrurg - Pre-: 1655 M RERL FI 12800 78 1336963 1gaT 1
15 TAFCA T Fosber and Parert 7] 000 000 1] 7] H
16 PR Crher Seracas. bR ] 45 15 81 1 45347 05 4 7656 % T 30 Ee
17 To A 554 58T - 1416703 | 6017273|  EeLiiTeE = 010 651 5 - 17

12 —]

20 LCFHO Licenssd Care - 157,490 43 162510 3 162511 50 ATE8157 1332 60 L3
Fil LCAGE _ Licensed Care - Re: T 145 15 43 | [ e | drusmee] I [IE] 703 &
2 LCOTH Lcensad Care - Dthar 945253 R T 57 1)
25 TolB [17] 35 (1] 12850 [17] [17]

F4) 1]

b2 —

26 WR001 Woart. Adophon Subsadhes - Tile N-E 16131228 165 833 18 15 3
27 WPO0l__ Non-Recuming o w300 5500 R0 1
28 TWAAS _ Wartanance Adyphion Suseices - TARF Taarian T2 0540 BET35 40 T1487 60 TIRE1 a0 [
29 W06 Wsrterunce Adoction Sussicies - Other 3542 65 39639 44 [YHE] 4405338 a2ls6 4 | [E
30 FREN Indazandant - Chafes Cans Coerdnston - Elgisla 1284 T 13854 T8 12754 80 1295478 12 80 )
A KALED __|Cualse Pra-ndspendent Lving and Like Skills Saenices . Elighle 0.0 0.0 [X7) [T 000

32 KAAN |EFC iChues Eirgbie] 140,00 260000 3600.00 400000 42000 F
3 KR injegendsnt Lvisg Serveas - Chafes Case Coordinaton « Indigiis 417647 2En5y 4089 40687 kR Kl 4
k2] KRN |Casbee Fredndependant Liing and Lik Skils Sanices . neligible 0.0 0.0 000 00 00

35 FRAD  |Sute bunded EFS Allowance Payment (Chafvs Ebgibls) (1] (1] [17] 1] %0

36 KRGME Case Maragement Extended Foster Care 0.00 .00 (1] (1] I
37 e 7 Foster Home-Fivom & Board 205000 BS7.1) 206000 205000 217 1
38 EFCGH EFC Groap Home-Room & Board 372000 3500 10760 57 1229100 12551 ' uv
(RN “Secton ABB OCAs Sedton COCAs  Section C OCA M Carry Fud R SUrmelry)” Clent Trends _ Indcators _ wer. Cost PC_ 114 1

S ) - Fxp 5 »
Resdy | | |om mv ]
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Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

5c. Update the Carry Fwd Used tab with the carry forward
amounts entered in the Carried Forward column of the

Expense section within the CBC-Financial Application [] [] []
system by the CBC.

Enter data in the green cells according to OCA
and month.

Enter the amounts from the Carry Forward Column of the Monthly Expenditure within the CBC-Financial
Application system in the Carry Fwd Used Tab of the CO View; see below:

.
Adhezzsirative Cost $6,035.85

Ao v | | Caeed
Admin Forward

Child Placing Agency 0.00

DEPENDENCY CASE MANAGEMENT DCMDO 631,062.38 5994741 691,009 691,009.79 000  691,009.79 0.00
ADOPTION SERVICES ASDID 3861673 1,668 37 4228510 000 4228510 a0
mms‘““ Pie acorire i Foal - e 000 000 0.00 000 000 000
PREVENTION SVCS FAMILY NOT DEP PVS00 159,391.74 1514132 17453306 0.00 74,533.06 000 17453506 0.00
Prevention Services - Noa Dependent Child (FSFN) PVECE .00 .00 0.00 0.00 0.00 0.00 0.00
Other Chent Services IH CSOH 1,606.59 15262 1.75921 0.00 1,759.21 0.00 1,759.21 0.00
Other Clent Services O0H CS00H 2248158 113572 461580 i 2461830 0.00 461830 0.00
Other Chent Seraces Adopt. CS0AS 7.528.57 71517 824374 0.00 824374 000
Staf Training Pre/ln Service TRPIS 9,895 98 9006 108364 1083604 000 105604 000
Traiiog Foste & Adopl Pareas TRECA 000 000 o 000 000 000 000
Other Services PROJ 35,109 25 333518 38444 43 A3 000 3844403 000

905,693.82 §6,035.85 991,729.67

2013.09.12 158978

Qs Losel intsanet | Proteted Made OFf GG R10% -
2 Il l \ L 1 m
3 f Muth N Aarl May e
Planned Uses of
ocs OCA Tie
Carey Formaed Totsl Hion Totat Han Total Hon To Men Tatal hiose
4 Expenditures | Fecumng Y Expmdtues | Recuring | Ewcendtwes | Recurng | Expendtoes | Fecumisg Total Ad FRecumng
5 Husorve |
(] o] Dependency Cast Minagenst J
T CPHAD __ Chid Placing Ageney [FSEH) ] |
8 ASN0  Adegtion Sarsces 1 1 }
9 ASHCE Adiogtion Suppen Sanecen DrePuat Adsctie [FSEH]
i 7
] ; '
il LCFR)  Licemsed Care . Fastir Homws .
22 LCRCE  Licersed Care - Rkt JEmarg Shatan I ] ] 1 I - 1
‘ﬁ LCITH  Licerned Gars - Othar - - -
257 T = i 5 = —ow] : : = s [ BT
2T RN Mani o0 Sl - Tale g
e 1
] Manisnance Adoguon Subcies A |
30 antenance Adoption Subuoes - Ciher | |
3N kREw nang Sarvces - Ghales Bligie | |
a2 KRLED  |Chutes song and Ly Sl - Eigtis | | |
a3 KRAL EFC [Chal | /A
3 R 7 Chafes o
£ WRLE Chafes o Lify Siille Saicas - bbeitin
36 s
a7, 14 Marscpemprt Ext e Feti Cire \ J
38 ___EF |EFZF £ 5o . . . -
Har ke *%mem B Used JERESIRMIY " Cert Trends  Indestors  Aver. ComPC B[4 | -
Featy | 3 | [ B 200 (- U 0]

DCF | Office of CBC/ME Lead Agency Financial Accountability

37



Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

5d. Update CO View tab, Monthly Pymts column (Column
AR), with the amount provided in the Advances section

within the CBC-Financial Application system of the monthly | [] L] L]
fixed payment received since the prior month’s expenditure
report.

Enter the monthly advance payment amount from the Advances Tab within the CBC-Financial
Application system in the CO View Tab of the CO View; see below:

vy
| S [ Cose ot \\
=i
I Inlormation | Verdor | Fuiids | Butget | Expense | Mvances I Canry Fooward | Tooks | Manages i By Month 23,056.288.00 K \
0.00
I ™ S N Monih T oy Py | Gumolatve-— [ Baineo
& Ry 2014 1,741,590.00 76|Jul-14 1,741,530.00 1,741,530.00 55576 |
02|Aug-14 1.741.530.00 3.483.060.00 35216075 |
"] Mogust 2014 1,741,530.00 63[Sep-14 1,888,816.60 5,371,876.60 38,881.19
- Seow msaes | ZoR TooE1E 60| .145:509:50 TseEss 15
& October 2014 1E98,616.60 00|Dec-14 1,888,816.60 11,038,326.40 182,087.75
& s 10 1881660 93|Jan-15 1.888.816.60 12,927,143.00 261,533.42
- 86|Feb-15 1,888,816.60 14,815,959.60 407,352.16
- December 2014 1 BO6,BI6.60 40|Mar-15 1,888,816.60 16,704,776.20 451,810.36
] Tanuary 2015 1,898,816.60 00| Apr-15 1,888,816.60 18,593,592.80 0.00
00|May-15 18,593,592.80 0.00
& Febrisary 2015 | B8, 816,60 20launas 18.593.592.80 0.00
& March 2015 1,888 816.60 4 | Tatal Paid 18 591 592 &N I Tl
Indicators Aver. Cost PC__#]] 4 un | >
] Apel 2015 1,888,816.60 == 100% (=) 0 es)

{Intentionally Left Blank}
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Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

Go to CO View Tab — Verify and Review Totals with the Yes No Not Comments
CBC Monthly Actual Expenditure Report Applicable

6a. Review the CO View for any significant increases
and/or decreases by OCA from the previous months. ] ] ]

If so, can these increases and/or decreases be explained?
(For example, children in licensed out-of-home care ] ] ]
increased causing a significant increase in licensed out-of-
home costs.) Please provide an explanation.

If an OCA amount is being submitted as a negative
amount for the month, please have the CBC provide an [] [] []
explanation for such occurrence.

Please Note: All correspondence with the CBC where the
CBC has explained the identified significant increases,
decreases, or negative amounts by OCA must be
provided to the Office of CBC/ME Financial Accountability
along with the Invoice / Monthly Actual Expenditure Report
submission.

Also, please note in the Comments section how the above
mentioned correspondence is being provided with the
current submission of the Invoice / Monthly Actual
Expenditure Report, as well as the file name, if applicable, of
the documented correspondence.

Provide an explanation in the Comments section for any significant increases/decreases in monthly
amounts by OCA. In addition, any negative monthly amount reported by OCA must be explained and
described in the Comments section.

P Significant increases and decreases are closely monitored by the Office of
Important CBC/ME Financial Accountability. Therefore, in an effort to prevent duplicate
| Information questions from being asked, please provide the correspondence made with
\___ the CBC in which the CBC has explained significant increases, decreases, or
negative amounts by OCA.
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Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

6b. Review and approve the expenditure report in the (]
CBC-Financial Application system.

[ [

Indicates the Monthly Expenditure Report in the CBC-Financial Application system has been approved by
the Contract Manager and is now ready for the Office of CBC/ME Financial Accountability to review and
approve.

Submission for Payment

L Not
Finalizing the Process Yes No .O Comments
Applicable
Five-line stamp the payment request cover letter, then sign [ [] []
and date to approve payment.

Indicates all the necessary dates have been entered for the five-line stamp placed on the invoice or
cover letter by the Contract Manager.

Prepare Summary of Contractual Services
Agreement/Purchase Order form located on the Florida
Accountability Contract Tracking System at:

https://facts.fldfs.com/Search/ContractualAgreement.aspx? [] ] ]
AgencylD=600000&ContractID=

Once at this website location, enter the CBC Lead
Agency's contract number after the = of the website
address.

Prepare the Summary of Contractual Services Agreement/Purchase Order form.

- | @ coc finane

SUMMARY OF CONTRACTUAL SERVICES AGREEMENT

CLO/Department: Agency Contact:
t Telephone #:

Total Contract Contract
Type:
Contract End Date:
Actvanced Funded:

Contract Lant Signed Date:

METHOD OF PROCUREMENT:
AGENCY REFERENCE #:

Invoice Number: Invoice Period:
Total of

CONTRACT MANAGER CERTIFICATION:

| cmrtify, by svidence of my sgrsturs. the infc tion on this form is trus and correct: the goods and services have Been

= v and s now due. | understand that the office of the State Financial Officer reserves the right to
require andior te e t-aucl 4 .

. Mame
Contract Manager Signature: Date:

DCF | Office of CBC/ME Lead Agency Financial Accountability



https://facts.fldfs.com/Search/ContractualAgreement.aspx?AgencyID=600000&ContractID=
https://facts.fldfs.com/Search/ContractualAgreement.aspx?AgencyID=600000&ContractID=

Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

Remove any passwords from the files, documents, and
spreadsheets being emailed to the Office of CBC/ME [] [] []
Financial Accountability.

When sending emails from DCF staff to DCF staff using the “myflfamilies.com” email address, protecting
attached files using password protections within the file itself is not necessary.

Scan any completed Invoice documentation with (] [] []
signatures to create an electronic file.

Only documentation with signatures should be scanned and submitted as an Adobe file.

Submit all other documents, as applicable, in the exact file/format listed on Page 8 of the Monthly CBC
Invoice Review Checklist to the various DCF / Headquarters staff provided in the Comments section of
Page 7. Note: Please do not scan these documents and send as one Adobe file.

{Intentionally Left Blank}
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Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

Year-End Activities are completed when the Final Expenditure Report
has been submitted by the CBC to the Department

Year-End Activities

Please Note: It is recommended that the review for Data Elements 9e. — 9g. begin in April, continuing through to the Final
Expenditure Report, to allow time to process any identified corrections needed through FSFN.

Action Steps Yes No App,?i(c):;ble Comments

9a. Verify the Final Expenditure Report’s amounts by OCA
match the sum of the amounts by OCA in the CBC-
Financial Application system. If the amounts do not match,
please return the Final Expenditure Report back to the CBC
for corrections. In the Comments section, document when
corrections are needed and the date in which the Final
Expenditure Report was returned back to the CBC for
corrections.

To do this, Export the amounts from the CBC-FA System
then manually add the June reported expenditures.
Compare these totals to the Final Expenditure Report.

Please Note: Until ‘Yes’ can be answered here, 9b. — 9d. cannot
be completed; however, depending on the outcomes of 9b. — 9d.,
a new Final Expenditure Report may be required. If this is the
case, 9a. will need to be documented indicating what caused the
CBC to submit a new Final Expenditure Report.

When reviewing the completed and submitted Final Expenditure Report, make sure that the amounts by
OCA equal the amounts by OCA in the CBC-Financial Application system. If these amounts by OCA do
not equal, return the Final Expenditure Report to the CBC for correction. Remind the CBC that the Final
Expenditure Report is expected to equal each year-to-date amount by OCA recorded in the CBC-
Financial Application system. If multiple attempts are made by the CBC in determining the amounts by
OCA for the Final Expenditure Report, inquire to the CBC of the documentation used to complete this
report and assist in checking each monthly amount within the CBC-Financial Application system to
determine if a difference can be found.
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Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

» From the Tools option within the CBC-FA System, select ‘Query Tool’, which looks like:

(=) @ hitpsy//finmgt dc.state flus/CBECManager/Main - @¢ | search..

(& CBC Financial Application
File Edit View Favorites Tools Help % EfConvert ~ [FSelect

- v [ dh v Pagew Safety= Toolsv @~ [ 3 OR
CBC Financial Application

This appcaticn s supparid s s by Pinsecinl Mansgement, Intesal Sysems it
Main [0 tF Manage Security SignOut
Query Tool...
Contract List [JShow Closed Contracts

» Then using the screenshot below, enter the same information as shown below, except make
sure the contract number of the CBC being reviewed is entered in the Example data field and
the appropriate FY is entered, clicking on the ‘Add’ button after each entry, then click on the
‘Run’ button.

CBC Financial Application

Tis alicatin s suppocted acd idsimed by Pinsscial Mansgement, Intcrsl Sysems unit.

Main Tools Manage Security SignOut

Query Tool

Target Ttle:
Rollup Level:

Field Operator Example
[[Select One] V| [[Setect One V] | |

Fiscal Year = 2017
Contract = BJ101

R

» Once the ‘Run’ button is selected, the YTD expenditures for the CBC will be displayed. Once
displayed, click on the ‘Export to Excel’ button.

CBC Financial Application

s apgticaticn is suppacted ard nisdained by Pinaseial Mansgement, lnteral Sysems unt.

Main Tools Manage Security SignOut

Query Tool

Target Table:
Rollup Level:
Field Operator Example Add
[[Select One] V| [[Select One V] | |
Delete
Fiscal Year = 2017
Contract = BJ101
Results Export 1o Excel
I N I S S S S Y I
BI101 06/30/2021 B“EC L S 1) Child Placing Agency 0.00 0.00 0.00 0.00
BI01 06/30/2021 B‘g: Bead Commuaity Based 5 5016 Dependency Case Management 83538628 8258523 0.00 0.00
BI101 06/30/2021 B“g: Bend Commuaity Based 510 2616 Adoption Support Services 112,645.74 11,136.01 0.00 0.00
Bead Community Based Adoption Suppert Services - Pre-Adoptive and Post-
BI101 06/30/2021 Big Tuly 2016 0.00 0.00 0.00 0.00
Care, ¥ Adoptive (FSEN Onty)
BI101 06/30/2021 B el TS Prevention Services - Non Dependent Child 151,653.95 14,992 32 0.00 0.00
Prevention Services - Non Denendent Child v
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Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

> Once the ‘Export to Excel’ button is clicked, a downloaded file banner is displayed. From here,
there is the option to directly ‘Save’ the file to a folder or ‘Open’ the file.

il Y BI YL @B v Pagev dalely v looisY WY N0 LF b
CBC Financial Application

“This aplicuicn i suppoctod ad imisesised by Finsecial Mansgemens. lntereal Sysems it
Main Tools Manage Security SignOut

Query Tool

Target Table:
Rollup Level:
Field Operator Example Add
[[Select One] ] [[Select One | | |
Delete
Fiscal Year = 2017
Contract = BJ101
Results Export o Excel
Mo | Taipes | Vewekme | s | Tw | imw | AmaCo | Comesfoms
BI0L 06/30/2021 B“E: Bend Commuaity Based ;. 2916 Child Placing Agency 0.00 0.00 0.00 0.00
BI101 06/30/2021 B‘g: e (b0 Dependency Case Management 83533628 82.585.23 000 0.00
BI101 067302021 B“EC Bend Commonity Based 19016 Adoption Suppert Services 112,645.74 11,136.01 0.00 0.00
ig Bend Community Based Adoption Support Services - Pre-Adoptive and Post-
BI101 067302021 Big Tuly 2016 0.00 0.00 0.00 0.00
Core, % Adoptive (FSEN Only)
BII01 067302021 3‘5: e tiCom iR O e Prevention Services - Non Dependent Child 151,653.95 14,992.32 0.00 0.00

v
oo 1 - Marci Kirklanc 2
Lpradionga W 2 Do you want to open or save ExportToExcel.xlsx (42,6 KB) from finmgt.dcf.state.flus? [ open || save [+][ canca | x zmn,msa
& -

> If opening directly, the file opens in an Excel spreadsheet; from here the data can be sorted and
summed by OCA.

Home  Inset  Pagelayout  Formulas  Data  Review Q h ant to do
o PROTECTED VIEW  Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. x
H26 - £ State Funded Chafee Education & Voucher Program - Scholarship (Chafee ETV Eligible) hd
| A | B | c | D | E | F | G | H E
1 |Fiscal Year Contract Begin Date End Date Vendor Name Month Approval Date Title
2 |FY 2016-2017 BJ101 07/01/2011 06/30/2021 Big Bend Community Based Care, 201607 08/31/2016 child Placing Agency
3 |FY 201e-2017 BJ101 07/01/2011 06/30/2021 Big Bend Community Based Care, 201607 08/31/2016 Dependency Case Management
4 |FY 2016-2017 BJLOL 07/01/2011 06/30/2021 Big Bend Community Based Care, 201607 08/31/2016 Adoption Support Services
5 |FY 2016-2017 BJ101 07/01/2011 06/30/2021 Big Bend Community Based Care, 201607 08/31/2016 Adoption Support Services - Pre-Adoptive and Pos
6 |FY 2016-2017 BJ101 07/01/2011 06/30/2021 Big Bend Community Based Care, 201607 08/31/2016 Prevention Services - Non Dependent Child
7 lev 201622017 lnT1ae AT/N1/2011 AE/AN/I021 Rim Rand itw Rasad fara 201607 ARFAT/IA1E Dramansian S

Subtotal ?

X

At each change in:
|ocas

Use function:

[ [

|Sum
Add subtotal to:

:lApproval Date ~
|| Title

]
| Admin Cost

Zl Carried Forward
[ Adjustments ™

Replace current subtotals
I:l Page break between groups
Summary below data

| Bemove All | I oK I | Cancel |
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» When determining if the amounts from the export match the YTD amounts on the Final
Expenditure Report, make sure to calculate the below subtotal amounts by OCA using the
following formula:

Amount Column — Carry Forward Amount Column + June Expenditure Report Amount

Home Insert Page Layout Formulas ell me 8 Share
EEFromA:cm @ D FI:I [ Show Queries FS LEIConnemfms Y Clear El"é Flash Fill E'UConsohdrater E? @ E‘EEGroup - E
& From Web ] From Table Properties § Reapply BB Remove Duplicates B Relationships - @B ungroup ~ =
[ From Text From Other . _ Bisting tew [% Recent Sources efresh Edit Links Al Semt  fFiter Y Advanced Tedto =¥ Data Validation -~ [ Manage Data Model \What If Forecast £ subtotal
gFrom Sources~  Connections Query = -® Al " Columns 58 Ll g Analysis~ Sheet | &
Get External Data Get & Transform Connections Sort & Filter Data Tools Forecast Outline F] ~
H241 - F -
1]z]s H 1 J K 1+
1 Title Amount Admin Cost carried Forward Adjust
[=] 228 0.00 0.00 0.00
[ - 229 Dependency Case Management 835,386.28 82,585.23 0.00
230:r D v Case Ma t 1,202,086.98 57,705.64 0.00
231 Dependency Case Managsmsnt 935,348.01 89,241.04 0.00
232 Dep v Case Ma t 1,097,634.47 103,265.14 0.00
233 Dependency Case Management 1,022,324.05 50,672.83 10,500.00
234 Dependency Case Ma t 1,004,625.49 88,361.99 0.00
235 Dependency Case Ma t 1,121,351.48 95,366.56 0.00
236 Dependency Case Ma t 1,040,475.73 114,555.33 0.00
237/ Dependency Case Ma t $77,514.50 86,235.46 0.00
238 Dependency Case Ma t 1,035,242.39 94,634.73 0.00
239:13 D v Case Ma t $77,637.29 91,500.78 0.00
240 Dependency Case Managsment 1,090,525.22 131,154.65 0.00
[-] 24 12,340,215.89 | 1,165,283.38 10, 900.00
| - 242 cW Services Training - Case Manager Salaries - In Training 0.00 0.00 0.00
243 cW Services Training - Case Manager Salaries - In Training 37,035.86 0.00 0.00
244 CW Services Training - Case Manager Salaries - In Training 87,251.27 0.00 0.00
245/ CW Services Training - Case Manager Salaries - In Training 0.00 0.00 0.00
246 CW Services Training - Case Manager Salaries - In Training 27,893.26 0.00 0.00
247 cW Services Training - Case Manager Salaries - In Training 18,931.04 0.00 0.00
248 CW Services Training - Case Manager Salaries - In Training 13,663.06 0.00 0.00
280~ Gt m 3 - @a1 3 T m 3 n_nn n_nn n_nn A
Sheet ® F] »
Ready Average: 4505466423 Count3  Sum: 13516399.27 H |- 1 + 100%

{Intentionally Left Blank}
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9h. Once the June expenditures have been entered in the
CO View maintained by the Contract Manager, are there
any June reported OCA amounts which exceed 45% of
the OCA’s Allocated Amount (the amount allocated on the
SoF)?

If yes, please make sure the CBC has provided written
justification as to why the increased amount of the OCA'’s
expenditure is being reported in June, which of the original
OCA, if any, is being reduced, and email the Office of
CBC/ME Financial Accountability (OFA) to find out what
additional documentation will be required before the June
Actual Expenditure Report is accepted in the CBC-FA ] ] O]
System.

Please email OFA at:
HOW.CFO.Fiscal.Accountability@myflfamilies.com

Example: SFY XX-XX's OCA WAYSS was budgeted
$350,000 in the SoF, and the CBC has reported $243,000
to this OCA on the June Actual Expenditure Report.

($243,000/$350,000 = 69%) Since the June expenditure
for this OCA exceeds 45% of the allocated amount,
additional information must be obtained.

This is only required for the OCAs located in Section C of the SoF.

9c. Verify the Final Expenditure Report's amounts by OCA
do not have a year-to-date negative amount.

If so, please provide an explanation for such negative
amounts from the CBC.

Any OCA with a final negative expenditure amount means that during the year, credits were applied to
the OCA for expenditures that occurred prior to the current fiscal year. An explanation is required for
any OCA resulting in a year-to-date negative amount.
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Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

9d. Verify the YTD Tab, Column E within the FSFN to CBC
Expenditure Report Reconciliation Template equals the ] ] ]
CBC'’s Final Expenditure Report by OCA.

Using the June submitted FSFN to CBC Expenditure Report Reconciliation Template, go to the YTD Tab,
Column E and verify that the YTD amounts equal the amounts being reported on the Final Expenditure
Report.

Note: If these amounts do not match, please return the FSFN to CBC Expenditure Report Reconciliation
Template back to the CBC for correction. This does not have to stop the review process for the Year-End
Activities, but the reconciliation template does need to be corrected prior to the approval of the June
Actual Expenditure Report in the CBC-FA System.

9e. Using the Tableau Monitoring Reports website at:

https://tableau.dcf.state.fl.us/#/site/Administration/workboo
ks/1229/views

Looking at the ‘Non Recurring Adoption Expenses’ Report
for OCA MP000 (Non-Recurring Adoption Expenses):

e Verify there are no duplicate payments by child; and | [] L] L]
¢ Verify payments do not exceed $1,000 per child. ] ] ]

Please see pages 22 — 24 for detailed instructions needed to query the FY and the CBC being reviewed.
Using the ‘Non Recurring Adoption Expenses’ Report, verify the OCA MPQO0O:

1. Equals the year-to-date annual amount reported by the CBC on the Final Expenditure Report
(This is done only when the Final Expenditure Report is submitted);

2. There are no duplicate payments by child. This can be completed by sorting the file by FSFN
Person ID to look for multiple payment rows (This should be done in April prior to the
submission of the Final Expenditure Report);

3. Verifying payments do not exceed $1,000 per child (This should be done in April prior to the
submission of the Final Expenditure Report); and

4. Each child is under 18 years of age (This should be done in April prior to the submission of the
Final Expenditure Report).

Exception: This non-recurring expense can be claimed for an adopted child within three (3) months
of the adoption being finalized; therefore, if a child is adopted close to his/her 18" birthday, a payment
made be recorded to OCA MP0OOO one month, or even two months, after the adopted child turns 18.

] - . . .
weei@d  Remember, Person ID is different than Payee ID or Provider ID in FSFN. Y%
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Monthly CBC Invoice Review Checklist Process
REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

If any of the above items are discovered, the Final Expenditure Report must be returned to the CBC for
correction. In addition to returning the Final Expenditure Report to the CBC, adjustments within FSFN
must be made and the CBC must inform the Contract Manager when such adjustments will occur.
However, if a review of these expenditures begins in April, the hope is these items, if applicable, can be
identified prior to the submission of the Final Expenditure Report.

9f. Using the Tableau Monitoring Reports website at:

https://tableau.dcf.state.fl.us/#/site/ Administration/workboo
ks/1229/views

Looking at the ‘Chafee and Chafee ETV PESS Payments’ ] ] ]
Report, verify that Chafee OCAs (CHFSS, CHPES) and
the Chafee Education & Training Voucher OCAs (ETVSS,
ETVAF, and ETVPS) do not both benefit the same child
during the state fiscal year.

If all corrections have been made to any unallowable expenditure discovered in Section 4m., then the
next review of the Road-To-Independence / Independent Living Programs remaining is to verify no FSFN
Person ID received a payment from both a Chafee and Chafee ETV OCA during the same state fiscal year.

Using the ‘Chafee and Chafee ETV PESS Payments’ Report, verify that these OCAs are:

1. Equal to the OCA year-to-date annual amounts reported by the CBC on the Final Expenditure
Report (This is done only when the Final Expenditure Report is submitted); and

2. Not being used as payments provided to the same FSFN Person ID. This can be completed by
sorting the file by FSFN Person ID to look for multiple payment rows and the OCAs these
payments are being coded to (This should be done in April prior to the submission of the Final
Expenditure Report).

9g. Using the Tableau Monitoring Reports website at:

https://tableau.dcf.state.fl.us/#/site/Administration/workboo
ks/1229/views

Using the ‘EFC, IL, and RTI Payments’ Report, verify that
OCAs specific to the Extended Foster Care, Road-To- L] L] L]
Independence, and Independent Living Programs do not
benefit the same child during the same Payment Service
Dates.

Note: Please see Pages 6 and 7 for Programs’ OCAs.
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REFERENCE GUIDE

Created on May 1, 2015; Updated as of October 20, 2017

The final review of the Extended Foster Care / Road-To-Independence / Independent Living Programs
remaining is to verify no FSFN Person ID received a payment from two or more programs during the
same Payment Service Dates.

Using the ‘EFC, IL, and RTI Payments’ Report, verify these programs and OCAs within them are:

1. Equal to the OCA year-to-date annual amounts reported by the CBC on the Final Expenditure
Report (This is done only when the Final Expenditure Report is submitted); and

3. Not being used as payments provided to the same FSFN Person ID during the same Payment
Service Dates. This can be completed by sorting the file by FSFN Person ID, Payment Begin Date,
Payment End Date, and OCA, respectively, to look for multiple payments between programs

during the same payment dates (This should be done in April prior to the submission of the
Final Expenditure Report).

*Please go to pages 24 — 26 of this document for a list of OCAs by Program.

{Intentionally Left Blank}
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Final Completion and Signature

Once all elements have been completed within the checklist, the checklist is ready to be signed and
dated.

For the checklist completed by the Contract Manager by hand, please sign and date Page 9 of the
checklist and scan to an Adobe format/file.

For the checklist completed by the Contract Manager electronically within Word, please sign and date
Page 9 of the checklist electronically.

In order to set your credentials to the signature block for your saved Monthly CBC Invoice Review
Checklist, please follow these first steps:

1. Click on the ‘X’ to open the text box;

9 00 e O e R o AT i S Y IS
“ . - g .- - cesese -

T wstce AQBIY AABDC AIBNC AsEC AdBMCA AaB M

2. Right click within the text box, choose ‘Signature Setup’;
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3. Update signer and signer’s email address, click on the ‘OK’ button;

Signature Setup @ﬁ
‘Suggested signer (for example, John Doe):

John or Jane Doe |
Suggested signer's title (for example, Manager):
|contract Manager |

‘Suggested signer's e-mail address:
|John.Doe@rnyﬂfamilia-s.mm ‘

Instructions to the signer:
Before signing this document, verify that the content you are
signing is correct.

Allow the signer to add comments in the Sign dialog
Show sign date in signature line

[ o ][ conea |

To sign and date the checklist electronically:

1. Click on the ‘X’ to open the text box;

e mmmwmﬁﬂw-—ﬁ v e
[ iy H A GG,y s ¥

% e e ==
P Lo, f ek mes R RS e AQBY ASBEC ASBHC Ausbcat assca s AaB A DT
e R e T B T~ g

Gums _u et 5 o 5 e 5l ey

[pe—— Hon‘nnm-lﬂ-ﬁ e |

8 Wty Ircuuph P Payrent Dxmrsond thae Chiskes
OCAS (CHOAT CHFES, CHPES, ane KELATD) el T
Gredon Eicabon & Trang Veuchar DGAs (LTVSS. o|o =]
ICTVAT, ared ETVES) 1t ok Dereft 6 sarmarchic

e Fie vhate bncul yar

Pape ¥is 8 Mumihly CFC nvasicr Riesiow Dl Apell 30,2085
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3. Click on the ‘OK’ button;

Microsoft Word u

Microsoft Office digital signatures combine the familiarity of a paper signing experience with the convenience of a digital format. While this feature provides users with the ability
to verify a document's integrity, evidentiary laws may vary by jurisdiction. Microsoft thus cannot warrant a digital signature's legal enforceability. The third-party digital signature
service providers available from the Office marketplace may offer other levels of digital signature assurance.

[ | pon't show this message again

Signature Services from the Office Marketplace... i l oK

Was this information helpful?

4. Click in the text box and enter your name, click on the ‘Sign’ button;

A
— e - N

©  see pgdsionsl iformatien about what vou e SgnIng..,

Before signing this document, wenfy that the content you 2re Signing 1% et
T Regardless of the signature entered in the text box,
. the user’s signature information previously setup is

¢ st the name provided under the signature line.
aire Dunphy

Sulict Image...

Joha of Jane Doe .. . . . .

Conract anger In addition, if the document is being signed on
Purps o sgeng this docnt: another user’s computer, the user’s name assigned
e oy T oy b ot ph i ot to the computer will always be displayed as well.
Signing as:  Kirkand:Marel i_ﬁbﬂﬂﬂ'—

5. A message box will appear indicating your signature was accepted. Once this occurs, the

document is “Marked as Final” and cannot be edited any further unless the ‘Edit Anyway’
button, found at the top of the document, is chosen.

Signature Confirmation u

[ & vour signature has been successfully saved with this document.
If the document is changed, your signature will become invalid.

|| Don't show this message again

T e ey ey

it

Y )
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6. If the ‘Edit Anyway’ button is chosen, a message will appear informing the user that the
document will not be saved with the signature previously provided.

Microsoft Werd gﬂ
e Editing wall remave the signatures in this document. Do you want to continue?

Cae] [ to | [ b

Wipz this infermation helpful?

7. If the ‘Yes’ button is chosen, the signature will be deleted and the document has been saved
without a signature.

Signature Removed ﬁ

'0 The signature has been removed and the document has been saved.

|| pon't show this message again

o) i

T
£a

Variations can be used on setting up the user’s signature, such as an image being chosen of the user’s
signature in a different font, previous setup as a .jpeg file.
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Adding an image as the signature is done by:

1. Choosing the ‘Select Image’ hyperlink next to the text box; and

Sign = ==

@ ses adatena) information ahout what vou are Sgning...

Before signing this docurnent, verify that the content you are signing is correct.

Type your pame below, or dick Select Image o select a picture b use a3 your
‘sgrature;

X ‘ Select Image... ’

John or Jane Doe \—/

Contract Manager

Purpose for signing thes documeént:

Signing as:  Kirkland-Marci

2. Choosing the previously setup signature file name, then click on the ‘Open’ button;

W] setect Sigrature Image:
Q@J = Pictares b Pubdic Piciures b Sampie Piciures [ oy | Semvch Sampie Pictures. B
| Organize=  Mew folder 2 0 @ |
W icresott Ward 5 Pic. W |
& Favariss _i
% Documents Cheer Crrsantte
o4 Music Orasmen rm
o o wm EX
K viceos -
Desert Hydrangess
-~
& 0510 e o
< Kiridand-Mascl (\scimapoOf Users\ Sudget) (H)
e aehy DartmebiTA) (F) 4 L= “
File game: sgnanre.s - [an ctures =
I' " Open iv Canced

My (3 Wt e gt M1 - M e g ek
Foe— -

gt | e e | | | T a— i
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4+ Below is a summary of all the updates made to this reference guide and the date in which the updates

were made.

0 Updated 10202017 —

Added language to Data Flement 4c. on Page 14

Added language to Data Element 4i. on Page 17;

Updated review tool used and added language to Data Element 4m. on Page 21I;
Added language to Data Element 4n. on Page 27;

Added a new Data Flement (4p.) on Page 29;

Added language to Data Flement 4q. on Page 29;

Added language to Data Element 6a. on Page 35;

Provided additional instruction tor Year-Iind Activities on Page 41;
Updated language to Data Element 9a. on Page 41;

Added a new Data FElement (9h.) on Page 45;

Added a new Data Flement (9d). on Page 46; and

Added review tool link to use for Data Flements 9e. — 92. on Pages 46 — 47.

0  Updated 452015 —

Added additional information about 4m.5) and a hyperlink for the F'SFN
Payment Reference Guide on Page 26; and
Added additional information on the CBC5s General Ledger submitted with the

Monthly Actual Expenditure Report on Page 32,

{End of Document}

DCF | Office of CBC/ME Lead Agency Financial Accountability

55



