

INSTRUCTIONS AND PROCEDURES
MONTHLY CASH FLOW SUMMARY, MHSA-CSS FUNDS (And
 Year-To-Date Summary)
OVERVIEW:

This group of spreadsheets is produced for individual months and any number of grouped months. It is used to populate the DMH-required “Local Mental Health Services Fund Cash Flow Statement” that reports the County’s MHSA trust fund status to DMH.  It also is the source document for drawing down the County trust fund account(s) to the local department’s operating revenue account(s).  This spreadsheet approach also is based on a single, all-programs budget concept, incorporating all funding sources including MHSA-CSS.
Note:  All spreadsheets and corresponding procedures can be modified to fit individual county needs.

The overall approach for expenditures involves using the MHSA-CSS salary and benefit cost ratio in relation to total mental health program salary and benefit costs, applied to all costs including operations.  At the same time, the spreadsheet provides the capacity to specify direct MHSA-CSS costs such as program building leases and flex spending (i.e., clothing, food, hygiene, transportation and housing) for client, family members, and caregivers.  
For Medi-Cal, EPSDT and Healthy Family revenue offsets, comparative units of time (minutes) provide the ratio for revenue distribution among mode/service function codes for MHSA-CSS.  Other mental health programs not now included would have to be added.

Notice that in the procedures section, there actually are four separate procedures for the four separate MHSA-CSS worksheets:
· Cash Flow Summary, Year-to-Date, MHSA-CSS Funds worksheet
· Cash Flow Summary, Monthly, MHSA-CSS Funds worksheet 
· Units of Time Revenue Offset Worksheet, MHSA-CSS
· Program Component Budget Worksheet (by Age Group), MHSA-CSS
Note:  At the county’s option, these procedures also may be used by designated contract providers of MHSA-CSS services in reporting to the County.
DATA SOURCES:

See individual procedures below.
PROCEDURES:

​Cash Flow Summary, Year-to-Date
Data Sources:

· Local County’s most recently approved MHSA-CSS plan, Exhibit 5-b (Staffing Detail Worksheet)
· Local County’s salary and benefit/personnel records (Personnel assigned to MHSA-CSS funded positions; their annual budgeted salaries and benefits)

Procedures:

1) Open most recent YTD file (FYmmyy Cash Flow, MHSA-CSS.xls) and click on the “YTD Exp Sum” tab.




2) Make certain the correct county name and fiscal period appear.
3) Column A – List names of all staff assigned in part or fully to MHSA-CSS program components.

4) Column B – Optional, list position numbers to help you keep track of numbers of positions so assigned.  Through the year, you may add staff, but DO NOT delete staff who have departed.

5) Column C – List job titles assigned to the positions.

6) Column D – List the full-time equivalency assigned to MHSA-CSS.

7) Column E – List that portion of annual budgeted salary and benefit amount related to the FTE assignment.

Note:  The data in Columns A through E will appear automatically on the monthly worksheets,
8) Column C, Row 87 – Enter the percentage that will be used to calculate the offset of County Medi-Cal Administration Costs.  You will obtain this percentage from your CFRS Annual Cost Report MH-1982b or, should you prefer, from the MH-1979.
a. MH-1982b – Enter on the spreadsheet the percentage that appears on Line 5.

or
b. MH-1979 – From Column D, divide the actual Medi-Cal administrative costs (Line 6) by the actual Medi-Cal administrative costs (Line 4) to determine a percentage that then is multiplied by 15% (the maximum percentage).  Enter the final percentage figure in the spreadsheet.

Example:
Maximum allowable administration 

$ 165,000 = 15% maximum



Actual County costs, administration

   118,000 = 71.5% of above

Calculate 71.5% of 15% = 10.7% = amount to enter on spreadsheet
Cash Flow Summary, Monthly (Same File as YTD)
Data Sources:

· Local County’s budget/expenditure report and related documentation for MHSA-CSS and one-time expenditures

· Prior year’s CFRS Annual Cost Report, Form MH-1966, Mode 15, Program 1, and Form 1960

Procedures:
1) Open the appropriate monthly tab.  Note that there is no reason to create a separate file for each individual month.  Entering your month data at the correct tab provides you with your new monthly report while at the same time updating your YTD report.  The monthly change in YTD accumulations appears at Cell E76 of the YTD cash flow worksheet.

2) Column G – List the monthly budgeted salary and benefit amounts that appears for each position in Column F, or a prorated amount in case of only partial time during the month.  (Reconciliation to actual costs will occur at year end in the CFRS Annual Cost Report process.)
3) Column B, Row 44 – From the County’s budget/expenditure report, list the total amount of services and supplies (total costs less salary and benefit costs and costs of direct service contract providers producing units of time reported under the County’s owned and operated provider numbers [i.e., on-site contract physicians]). 

Note:  The remaining entries below also will come from the budget/expenditure report.
4) Column B, Row 45 – Enter total actual salary and benefit costs for the month.
5) Column B, Row 46 – Enter costs of direct service provider contractors whose units of time are reported under the County’s owned and operated provider numbers.  

6) Note:  These are not costs of fee-for-service contract providers.
7) Column B, Row 47 – Enter countywide administration (A-87) costs.
8) Column B, Row 48 – Enter care and support costs, including those that are for contractor provided services.  

9) Column B, Row 49 – Enter professional services provided by fee-for-service mental health specialty service providers, and other non-operating costs not directly related to MHSA-CSS funded services (i.e., ambulance services).
10) Column B, Row 50 – Enter MHSA-CSS client, family member, and caregiver direct support expenses (usually for Full-Service Partnership [FSP] clients).
11) Column B, Row 51 – Enter other MHSA-CSS direct charges (i.e., costs incurred directly on behalf of MHSA-CSS funded programs, such as rent for a newly created drop-in center).
12) Column B, Row 52 – Enter direct costs for MHSA Community Program Planning, Capital Facilities and Technology, Education and Training Programs, Prevention and Early Intervention Programs, Innovative Programs, System Development, and Other One-time Costs.
Note:  The net figure in Column B, Row 53 should represent only those operating costs that will be allocated to all County-owned and operated provider services (excluding Modes 5 and 10, 24-hour care and partial hospitalization, respectively).
13) Column B, Row 55 – Enter the net professional services costs equaling the total of such services from the County budget/expenditure report (can be one account or multiple sub-accounts) less the amount in Column B, Row 50.
Note:  For Cells B55 through B60, County account numbers may be entered in Column C cells for an audit trail.
14) Column B, Row 56 – Enter total translation and interpreter service costs, except for those already entered in Column B, Row 50.

15) Column B, Row 57 – Enter total travel and transportation costs, except for those already entered in Column B, Row 50.

16) Column B, Row 58 – Enter total supply costs (postage, copies, and office supplies).

17) Column B, Row 59 – Enter total costs of facility rental, utilities, telecommunications, and equipment rental, except for those already entered in Column B, Row 51.
18) Column B, Row 60 – Enter total costs of medication and medical supports (i.e., medical and dental services), except for those already entered in Column B, Row 50.
19) Column B, Row 61 – Enter other operating expenditures not represented in Column B, Rows 55 through 60.
20) Column C, Rows 72 through 84 – This section of the monthly spreadsheets is designed to drive the revenue offset dollar amounts for each month.  Enter the County’s actual rates from your most recent CFRS Annual Cost Report.  Formulas in Column B, Rows 72 through 86, for specific Federal and State reimbursement source percentages, are based on the actual rates you enter in the green cells in Column C, as well as the percentages in Paragraph 21 below.  Note that these formulas also contain numeric percentages per the samples shown at Cell E77 (Cell E72 on YTD Cash Flow Summary).
21) Column F, Rows 72-74 – Enter the appropriate percentages of reimbursement for FFP, EPSDT (together must equal 100%) and FHP.  Note that these percentages may or may not remain the same throughout the year.

Cash Flow Summary, Quarterly or Periodic
To create a quarterly report or report for any period, just use the difference/variance between between the appropriate year-to-date figures.  The following would be your procedure.

1) Enter your new data on the appropriate worksheet tabs.

2) Subtract your old YTD expense amount from the new YTD expense amount, both shown in the summary at Cell E76 on the YTD Cash Flow Summary.  For example, to find the three-month total for October through December, subtract the October YTD amount from the December YTD amount.  (Yes, you could add the three months.) 
Units of Time Revenue Offset Worksheet
Data Sources:

· County’s data systems for compiling units of time by the County’s owned and operated provider numbers.  The original data source would be the staff’s daily time logs.

· County’s data system for calculating and summarizing individual staff units of time by age group.  If a detailed breakdown of data is not available, utilize the spreadsheet file provided (FYxxxx MHSA-CSS Calculation of Staff Minutes).

· County’s data system to compile Medi-Cal units of time claimed 

Note:  Claimed Medi-Cal units of time are the only source of statistics at the time of filing the monthly MHSA-CSS claim, inasmuch as units of time are not “approved” by Medi-Cal until much later. 
· County’s data system to compile EPSDT units of time claimed
· County’s data system to compile Healthy Families units of time claimed
Procedures:
1) Open the “UOT-Rev Offset” tab worksheet.

· Refer to the County’s report of individual staff productivity for the month being reported, first for those staff assigned to MHSA-CSS.  Enter the minutes of service by Mode/Service Function Code. If a detailed breakdown of data is not available, utilize the spreadsheet file provided (FYxxxx MHSA-CSS Calculation of Staff Minutes).

2) From the same data source, enter the countywide total minutes for each corresponding Mode/Service Function Code. 
3) For each revenue source appearing lower on the spreadsheet, enter the countywide minutes of service for each corresponding Mode/Service Function Code.
Note:  Green-shaded areas of spreadsheets are reserved for direct data input.





Note:  Green-shaded areas of spreadsheets are reserved for direct data input.








Note:  Green-shaded areas of spreadsheets are reserved for direct data input.
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