

INSTRUCTIONS AND PROCEDURES
ONE-TIME EXPENSE SUMMARY – MHSA-CSS 
Overview:  The purpose of this spreadsheet is to track DMH-approved one-time costs included in the MHSA-CSS contract.  It is meant to meet the needs of counties that do not have sub-coding capabilities in their general ledger systems to identify special cost categories.  It also can be used to track other MHSA-CSS direct cost items (i.e., rental costs, FSP client flex funds) that are not necessarily one-time costs.
Data Sources:

· County’s general ledger or budget report system
· DMH-approved contract
Procedures:
1. Row 4 – For each column, enter the associated County trust fund number.
2. Rows 10-12 – Enter the DMH-approved budget from your MHSA-CSS contract (multiple entries possible in each column; i.e., prior year rollovers, contract amendments, etc.).

3. Row 22 and beyond – Enter payment date, description and amount of expenditures.
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