STATE OF NEW YORK DEPARTMENT OF HEALTH

AIDS INSTITUTE - COMMUNITY FOLLOW-UP PROGRAM

ANNUAL COST REPORT
In accordance with 18 NYCRR Section 505.16, all Comprehensive Medicaid Case Management Community Follow-Up Programs are required to submit annual cost reports.  If your program started during the year 2010, the period covered in this report should be from your first month of operation through December 31, 2010. Otherwise, report costs for the calendar year from January 1, 2010 through December 31, 2010.

Required Documents and Signatories:
The cost report has two sections that must be completed: 1) the excel spread sheet to delineate the COBRA program expenses for the calendar year and 2) certification sheet.  The certification sheet requires that your auditors, CEO, and CFO sign-off attesting to the validity of the information.  Your auditors may not be able sign-off on the certification until your audited financial statements are complete.  So, we request, at minimum, that we receive a final draft of the cost report and a certification page with signatures from your CEO and CFO by the due date.  We expect to receive a separate certification sheet with your auditor’s signature in the future depending on when your fiscal year ends.  You do not necessarily have to wait until your audit is done to get a certification from your auditors.
Deadlines:
You must email the cost report file to the AIDS Institute by May 31, 2011 to your program manager and the following email below:




cobrafiscal@health.state.ny.us
You must complete and mail a hard copy of the Cost Report Certification sheet to the following address by May 31, 2011:





NYSDOH, AIDS Institute





Janet Barber





Bureau of Community Support Services





ESP – Corning Tower Room 465





Albany, NY  12237

General Instructions:

The cost report is now in an excel spreadsheet that is protected.  You can enter information only in the yellow highlighted cells and in the drop down boxes on the first page.  For your convenience and for data quality, formulas are built into the spreadsheet where applicable.  It is very important that the integrity of the columns and rows are not altered because the spreadsheet you submit will be imported into our Bureau database
Note:  When you first open the excel spreadsheet you will get a Microsoft security warning asking you if you want to disable or enable macros.  There are no custom macros and you can choose either option without affecting the spreadsheet functionality.  

Next, select your agency and period covered in the drop down boxes on the first tab.  See screen below.
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I.
A. - G.
Personnel Service Costs

This section includes directions for the following tabs in the spreadsheet:  CM, CMT, CFW, PD, staff1 and staff2.  Each section/tab has the same instructions, format and calculations as described below.
Job Classification/Name

Enter each employee's name and job title if different from the general job heading in each section, i.e. Case Managers, Case Management Technicians…etc.

% Time for Agency
Indicate the % time the staff person worked for the agency.  Your full time positions will be 100% and your part-time position will be their percentage of time e.g. 50%, 80%...etc.
Annual Salary
Enter the annual salary for the position.  You may need to enter more than one line for position(s) that received a salary change during the calendar year.  
Example:
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# of Months on CFP
Enter the number of months this position was dedicated to the CFP regardless of funding source.  If you have to use another line to show a change in percent effort on the CFP for the year, make sure that the number of months on the CFP reflects the appropriate time period for each percentage of effort.  The spreadsheet will show this amount with one decimal place.  You may enter numbers with more  decimal places as needed to adjust for any conversion from pay periods to months.  For example, if you know someone worked 20 out of 26 pay periods, the number of months calculates to 9.2308 (20/26*12).  The number will display as 9.2 but will still use 9.2308 in any calculations.
% Effort on the CFP
Enter the % effort for which the person was dedicated to the CFP.  In most cases for direct staff such as Case Managers, Case Management Technicians and Community Follow-up Workers the % effort will be 100%.  As in state and federal time and effort reporting for contracts, if this percentage changed during the year, use another line to show how the new percentage affected the cost of the position on the CFP.   The percent effort will be displayed with two decimal places in the spreadsheet.  You may enter more than two decimal places if you need to for calculation purposes.

Total Cost to the CFP

This field is now calculated for you as follows:



Annual Salary * (# of months/12) * % Effort = Total Cost for the CFP


Fringe Benefits 
You can enter your fringe rate in the spreadsheet and the fringe cost will be calculated for you.  The fringe you enter on the CM tab will be carried over for you to the other tabs such as CMT, CFW, PD, staff1 and staff2.
Totals:

Each tab will total all the personnel service costs for you.

Comment Section:
At the end of each page there is a section were you can enter comments if you choose to do so. 
II.
Direct OTPS Costs
This section covers the OTPS tab on the spreadsheet.  Enter the total cost for the CFP for each category in the yellow total cost column.  


Crisis Intervention

Include any costs associated with providing 24-hour response services to your clients (i.e., beepers, etc.).  Include any subcontractor costs associated with this category.


Travel 

Include any costs for travel associated with Direct and Supervisory Staff (Sections I.A. - I.D.).  Administrative staff travel (Sections I.E. - I.G.) should be listed under "Other/Administrative" in Section III.


Quality Assurance
Include any costs for quality assurance related to case record review and program performance.  Include any costs for a subcontractor or consultant associated with this category.  If position is filled by staff at your agency, include salary plus fringe expenses.
Clinical Consultant

Include any cost for subcontracted clinical supervision or support for staff.  If position is filled by staff at your agency, include salary plus fringe expenses.
Training

Enter the costs for training of direct case management staff only (Section I A-D.).  This may include the costs for registration, training materials and/or trainers.


Conferences

Enter conference registration costs for direct case management staff only (Section I A-D.).  Cost related to traveling to the conference should be listed in the Travel section above.
Supplies

Enter the costs for supplies associated with the CFP for the year.  This includes educational materials, stationary, other office supplies, printing, postage, cleaning supplies, etc.

Space
Include rent and other related occupancy costs for the year; this may include items such as maintenance and repairs to your space.  Remember to apply your fair share allocations to these costs when applicable. 

Utilities
Enter the total cost for the CFP for utilities during the year.  Do not include any costs   included under space.


Telephone
Enter the total costs for the CFP for telephone for the year.   Include monthly service charges and long distance calls.  Also include the cost of any leased telephone equipment.  Enter any costs for telephone equipment purchased during the year under equipment.    

Total Direct OTPS Costs
The total direct OTPS cost are now automatically calculated for you.

III.
Indirect OTPS Costs
This section also covers the OTPS tab on the spreadsheet.  Enter the total cost for the CFP for each category in the yellow total cost column.  For the categories with an asterisk such as Subcontractor/Consultant, Equipment, Technical Services and Other Indirect you will need to enter the detail of the expense in a different tab of the spreadsheet.  The tabs are sub, equip and other.  The total from these tabs will be brought over to this page.
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Audit

Enter the costs for the CFP associated with the annual audit.


Insurance

Enter the amount spent on insurance for the CFP.


Data Processing
Enter any costs for the CFP for data processing whether associated with internal record management or with billing.  Include any subcontractor costs associated with this category.  Computer hardware should be included under equipment.

Advertising

Enter any costs associated with the CFP for advertising during the year.  This includes the cost for hiring personnel.
Subcontractors/Consultants (separate tab called sub must be used)

Use sub tab in the spreadsheet to itemize the costs for the CFP for any Subcontractors/Consultants costs which are not accounted for in another category.  The total from the sub tab will be brought over to the OTPS tab.  In the appropriate columns give the name and address of the contractor/vendor, the effective period(s) of the contract, a brief description of the contractor's purpose and the cost of the contract to the CFP.  Include a total in the total expensed to the CFP column.  Enter both column totals from the table on the Subcontractors/Consultants line.  


Equipment (separate tab called equip must be used)
Use equip tab in the spreadsheet to itemize the costs for the CFP for equipment.  The total from the equip tab will be brought over to the OTPS tab.  Include annual cost of equipment leased such as copiers and fax machines along with the costs of purchased non-disposable equipment.  Enter the cost for the CFP for each item.  Enter both column totals from the table on the Equipment line.

Technical Services (separate tab called equip must be used)
Use equip tab in the spreadsheet to break out the costs to the CFP for Technical Services.  The total from the equip tab will be brought over to the OTPS tab.  Include the total costs associated with the CFP such as janitorial services.  Crisis intervention costs should be reported under Section II. - Crisis Intervention.  Enter the cost to the CFP for each item.  Enter both column totals from the table on the Technical Services line.

Other/Administrative (separate tab called other must be used)
Use other tab in the spreadsheet to itemize the costs for the CFP for any other costs not listed in the previous sections. The total from the other tab will be brought over to the OTPS tab.  Include any costs associated with Administrative staff other than salaries such as travel, training or conferences.  Enter the costs for the CFP for each item.  Provide a brief explanation of each cost included.  Include a total in the total expensed to the CFP column.  Enter both column totals from the table on the "Other/Admin" line.  


Total Indirect OTPS Costs
The total indirect OTPS cost will be calculated for you and include totals from the sub, equip and other tabs of the spreadsheet
IV.
Costs/Revenues/Balances
There are three columns to enter information into:  total amount billed to eMedNY, revenue received from eMedNY, and revenue received by date of service.  To get your program’s revenue received by date of service, use the Claims Detail report in URS.  You will need to run the report 12 times choosing each month.
V.
Summary of Costs
This section is now calculated for you bringing in the numbers from other sections of the spreadsheet.
VI.
Third Party Funding
If your program operated at a deficit for the calendar year you will need to list the other funding sources used to cover the deficit.
VII.
Determining a Surplus for CFP
This section is now calculated for you bringing in the numbers from previous pages.

VIII.
Use of Surplus Revenue
In this section select how the year’s accumulated surplus revenue from the CFP will be used. The surplus may be divided among the different options as listed. However, the last option “Non-CFP allowable cost” cannot be used without prior written approval from your program manager.

The last line, section VIII, must equal the total listed in section VII. The CFP’s entire surplus for the calendar year needs to be accounted for within section VIII.

