
2005 AREA PLAN INSTRUCTIONS

FOR AREA AGENCIES ON AGING
General Information
1. The area plan budget contains the following worksheets:

1. Area Plan Budget Summary

2. Expenditure/Revenue Detail by Funding Source

3. Area Plan Formula Worksheet

4. AAA Direct Services Worksheet

2. The budget forms can be accessed on the ADSA Intranet as attachment to the corresponding Management Bulletin or at http://adsaweb/aaa/BF/Budget/.  Please telephone Patricia Draleau at (360) 725-2374 if you cannot access these forms.

3. The worksheets have been formatted for ease of data entry.  Only enter amounts in cells with blue font.  Cells with black font or shaded cells are either not applicable or contain formulas.  If you should have problems with the worksheets or formulas please notify ADSA so the problem can be corrected and all AAAs notified.

4. The completed budget forms must be submitted electronically to Patricia Draleau at dralepc@dshs.wa.gov by October 1, 2004.

Area Plan Budget Summary

This worksheet summarizes the detail found on the Expenditure/Revenue Detail by Funding Source worksheet by two categories, “OAA and SCSA” and “All Other Funding”.  This worksheet was designed to provide a complete financial picture to all AAA stakeholders, the public, and clients.

AAA’s will need to enter the information in the bottom section, titled “AAA Non-Budgeted Services”.  The “AAA Budget Services” section of this worksheet is linked to the Expenditure/Revenue Detail by Funding Source worksheet so data entry is not required for this section.   The AAA Non-Budgeted Services section is used to record expenditures that flow through the AAA and are not part of the formal budget.  These expenditures include, but are not limited to, items processed through SSPS, Medicaid Transportation, Caregiver Training, Agency Workers’ Health Insurance, etc.  The estimates for these lines must be entered by the AAA and are not part of the formal budget calculations or totals.
This worksheet is not protected, and may be altered to best serve the informational requirements of the AAA, its clients, and its stakeholders.  However, the information in the AAA Budgeted Services section of the summary sheet must agree with the information contained on the Expenditure/Revenue Detail by Funding Source worksheet.

Expenditure/Revenue Detail By Funding Source

General Information

1. This worksheet provides expenditure detail by service delivery and funding source.

2. Each column identifies a specific revenue source and each row identifies a service.

3. The budget projections for SCSA, Respite, State Family Caregiver, and Other Funding Sources should reflect the total dollars.  AAA’s must ensure that they have sufficient match for all funding sources when completing their budget.

4. Expenditures under the State Long-Term Care Ombudsman program must not be less than the total amount of Title III funds expended by the agency in calendar year 2000, per section 307(a)(9) of the reauthorized Older Americans Act.

5. The number of units for the Family Caregiver Support Program must be reported by the type of service being provided, as listed.
6. Revenue is summarized at the bottom of the worksheet by funding source.

7. The total estimated expenditures shown on the worksheet must agree with the total estimated revenue.

Refer to the “Manual: Policies and Procedures for Area Agency on Aging Operations” for additional information on the funding sources and budgets.

This sheet is not protected, but the data submitted to ADSA must be consistent to allow for comparability and statewide summarization.  Please contact Patricia Draleau to request any changes.

Budget Expenditure Information

All the information entered below, except revenue, should transfer automatically to the Area Plan Budget Summary if the worksheets are not altered.

1. Name:  Enter the name of your Area Agency on Aging.  Entering your name on this sheet will also enter the information on the summary page, the formula worksheet, and direct services worksheet.

2. Budget Period: The budget period, January 1, 2005 – December 31, 2005 has been entered.

3. BARS Code Number:  The BARS Code Numbers have been entered on the worksheet. Refer to the current ADSA BARS supplement for additional information.

4. Contract or Direct:  If the service is contracted, please enter a "C"; if service is direct, please enter "D".  If both contracted and direct, please enter "C/D".

5. Number:  Enter the estimated number of units of service you plan to deliver over the budget period.

6. Unit:  The NAPIS or OAA-designated unit for the service has been entered.

7. Persons Served:  Enter the estimated number of persons you expect to serve under each service line for this budget period.  When applicable, please enter both number of units and number of persons served.

8. Older Americans Act (OAA):  Enter the budget projections for each funding source of OAA by service line.  Include both the new and carryover federal dollars in these columns.  Do not include match dollars in these columns.  The applicable match should be in the appropriate column under "SCSA" or "Other”.  {For Title 3E – Enter the budget projection by each service category (i.e. 79.1, 79.2, etc).  The number of units for 79.1 must be entered at the lower level detail shown. 

9. OAA Total:  No entry is required; this column summarizes OAA expenditures.

10. Senior Community Service Employment Program (Title V):  Enter the budget projection for Title V by service line.  Due to Title V regulation changes, carryover is no longer allowed.  Also, new regulations do not allow ADSA to require AAA’s to meet the 10% match requirement as a condition of award; but AAA’s are required to report all applicable match earned.   Do not include match dollars in the Title V column.  Applicable match should be shown in the appropriate column under "SCSA" or "Other”. 

11. DSHS Allocated - TXIX/Chore:  Enter the total budget projection for TXIX and Chore -DSHS Allocated sources by service line.  Case management and Long Term Care Nursing Services are now reported on a single line.  DDD Nursing Services are reported separately.  Do not include funding that passes through alternative payment systems, such as MMIS or SSPS.

12. Title XIX - AAA Requested:
Adult Day Health:  Enter the total Adult Day Health administrative funding (limited to $2,000) the AAA expects to expend and the total for Level 2 new and annual provider reviews.  Reviews of potential new providers are billable one time only up to a total of $1,600 per provider.  Annual reviews of existing providers are billable once per year up to a maximum of $600 per provider.  Do not report expenditures that are to be paid through MMIS.

Matched by SCSA/Local:  Enter the federal funding the AAA expects to expend for TXIX clients.  Do not enter the corresponding SCSA or local match in this column; the match should be reflected in the correct SCSA or Other Funding column.

13. SCSA:  Enter the total budget projection for SCSA funds by service line.

14. Respite/Volunteer Chore:  Enter the budget projection for the Respite and Volunteer Chore (Northwest AAA only) funded services in the appropriate service line.  Enter the services under line .81.1-.3 (Respite) and line .59 (Volunteer Chore).  Enter the associated administration under line .11 (Area Agency Planning/Administration).
15. Prescription Drugs (SB 6088):  Enter the projected expenditures by service line.

16. Kinship Caregiver Support Program (KCSP):  Enter the projected expenditures by service line

17. State Family Caregiver Support Program (SFCSP):  Enter the budget projection by each service category (i.e. 79.1, 79.2, etc).   The number of units for 79.1 must be entered at the lower level detail 

18. Nutrition Service Incentive Program, (NSIP):  Enter the total budget projection for NSIP funds.

19. Misc. ADSA Funding:  Enter miscellaneous funding received from ADSA, for example, SAMS, Caregiver Conferences, etc.  Enter the projected expenditures on the appropriate service line.

20. Total ADSA:  Do not enter anything in this column.  A formula summarizes the ADSA funding.
21. Other Funding Sources:  Enter the total other funds the AAA expects to expend.  Include expenditures funded by local funds, private pay, and donations, other federal and state funds, etc (not received from ADSA).  These dollars will be used to provide necessary services.  Identify the source of the other funding in the description column.

22. Grand Total:  Do not enter anything in this column.  A formula summarizes all columns.  Please do not change the formulas.

23. Description:  This column is used to enter all pertinent descriptive information either requested in item 21 above, or considered necessary for complete understanding of the budget entries.  At a minimum, there must be sufficient information presented so any outside party can ascertain the source of other funds.
Budget Revenue Section

1. Revenue-Carryover:  Enter the carryover the AAA expects to receive, by funding source for OAA.

2. Revenue-New Funds:  Enter the new funds the AAA expects to receive, by funding source for OAA.  For all other funding, the revenue is linked to the expenditures above.

3. Revenue-Total:  A formula computes the total revenue.  Total revenue must equal grand total expenditures for each source of funds.

Area Plan Formula Worksheet 

This worksheet computes the required match for Title III and Title 19 grants and the minimum funding levels required by Title IIIB.

Match Requirement Computation

1. Administration Match and Services Match:  Enter the amounts of administrative and services match for each funding source.

2. Total Match:  OAA Total - This is the total of the entered administrative and services match for the OAA. Total Match - This is the total of the entered administrative and services match for all funding sources.  Both of these columns contain formulas; do not enter data in these cells.

Required Match:  Computes the percentages of reported match to the percentages required by the terms of the grant.  The match reported in the match requirement computation section must meet or exceed the required percentages.  This section contains formulas; do not enter data in this section.

OAA Minimum Funding Level (New Funds Only):  This section computes the percentage of new funds budgeted under Title 3B for categories of services with minimum funding levels as required by the Older Americans Act.  These are formulas; please do not enter data in these cells.

Lids:  SCSA administration and SFCSP administration and Respite care services are lidded.  The maximum percentages are shown, and formulas calculate the percentages budgeted.

Direct Services Worksheet

One worksheet must be completed for Administration and for each service provided directly by the AAA.

1. On each worksheet, list the appropriate Title and correct BARS sub-element of the service in the spaces provided.

2. Each worksheet must include all funding sources supporting the activity.  The worksheets must be updated annually with each area plan budget submission.


Worksheets do not need to be completed for Core Services Contract Management, Case Management (Core Services) and Nursing Services (Core Services).

3. Enter the total number of AAA Full Time Equivalent positions (FTE) dedicated to the service provided, (FTEs do not need to be reported by funding source.)

4. Enter the direct services budget projections by object line (e.g. 10 - Salaries and Wages, 20 - Benefits, etc.), by funding source.  Submit the information only at the level shown. No further breakdown of object line detail is required.

5. Enter the subcontracted expenditures, by funding source.

6. The total expenditures must equal the grand total expenditures from the expenditure/revenue detail worksheet by funding source.
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