

INSTRUCTIONS AND PROCEDURES
CALCULATION OF STAFF MINUTES, MHSA-CSS
Overview:  In preparing cash flow reports and annual reporting requirements for MHSA-CSS funds, the actual minutes of service provided by staff funded by MHSA-CSS funds is an essential component.  This spreadsheet file may be used by counties whose in-house or contracted systems do not provide the required MHSA-CSS service information.  Data prepared through this spreadsheet will provide entries into both the Cash Flow Summary and the Program Component Expense Summary files.
Data Sources:

· County’s manual or automated system for capturing MHSA-CSS funded staff minutes by service function code.
Procedures:


1) Open the Calculation of Staff Minutes, MHSA-CSS file and save under a new, date-specific name.  This spreadsheet may be used for any single month or group of months.
2) Make basic changes in green-highlighted cells for the county name and dates covered.

3) Edit the individual worksheet tabs to show assigned MHSA-CSS staff names (both full-time and partial assignments).   On each worksheet, enter the name of the staff member on Row 4 and the applicable FTE on Row 5 in the green-highlighted cells.  Note that it is not necessary to delete the unused worksheets.
4) For each assigned employee, fill in the actual hours by client age group and by service function code in the appropriate month.  For multiple months entered as one, you may select all tabs (right click on a tab and “select all”) and change the month name in Column A (i.e., change “Sept” to “1st Qtr”).  Be sure to right click and “ungroup” the worksheets before entering any data.  Also, remember that all entries are being accumulated in the Total tab.
Note:  Green-shaded areas of spreadsheets are reserved for direct data input.
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