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STATE/FEDERAL BUDGET INSTRUCTIONS
STATE FISCAL YEAR 2017

General Instructions

The State/Federal budget forms for state fiscal year (SFY) 2017 are being sent to all Area Agency on Aging (AAA) Directors and Chief Fiscal Officers via e-mail.  They are also available online at http://adsaweb/aaa/BF/Budget/ or http://adsaweb/docufind/MB/displayHCS.asp 
If you cannot access these forms, please call Anna Glaas at (360) 725-2374. 

The budget must be submitted via e-mail to Anna Glaas at anna.glaas@dshs.wa.gov by October 31, 2016. 

A) Revenue should only include those amounts controlled by the AAA and that relate to the State/Federal inter-local agreement.  

B) Information should only be entered in cells with blue font.  Cells with black font contain formulas.  Do not make entries in these fields or change the formulas.  Do not enter information in shaded fields.  If you have problems with the formulas, please notify ALTSA so the problem can be corrected and all AAAs notified.  

C) The total expenditures must agree with the total revenue, by funding source.

D) The report formats are designed for consistency, comparability, and the capacity to roll them into summary reports.  Do not make any format changes without approval from ALTSA.

E)  Refer to the Manual: “Policies and Procedures for Area Agency on Aging Operations” for additional information.  
















Expenditure/Revenue Detail By Funding Source

1. AAA: Enter the name of your Area Agency on Aging.

2. Budget Period:  The contract period July 1, 2016 – June 30, 2017 has been entered.

3. BARS Code: The Budgeting, Accounting, and Reporting System (BARS) Code numbers have been entered on the worksheet.  

4. Each Column identifies a specific revenue source and each Row identifies a service.  

5. Title V (SCSEP):  Spending restrictions are a maximum of 12.1% admin and a minimum of 65% on Earnings Wages and Fringe Benefits.    These percentages may change if ALTSA’s special requests to Dept of Labor for additional administration and training funding are not approved.  Enter the total allocation by service line. Do not include match dollars in this column.  The applicable match should be entered in the appropriate funding source column or “Non-ALTSA Funding Sources” column.    Title V regulations require AAA’s to report all applicable match earned.  In the Description column, indicate the source and amount of any Title V match.  
  
6. DSHS Allocated - Title XIX/MFP/Chore:  

· Core Services Contract Management – Enter the total allocation from SFY17 CM_RN and CSCM Revenue worksheet on service line .13.

· Case Management/Nursing Services – Core Services - Enter the total funding allocation from SFY17 CM_RN and CSCM Revenue worksheet on service line 43.1.
  
· Enter the projected expenditures for Nursing Services - DDA, Nursing Services Contracted with HCS, Contracted Front Door Functions (King AAA only) and Muckleshoot Front Door (King AAA only) on the appropriate service lines.  

· TXIX funding is allocated by activity; therefore, transfers are not allowed between TXIX line items.

7. Title XIX/MFP - AAA Requested Funding: 

· TXIX/MFP Matched by SCSA/Local:
	Enter the projected, approved expenditures for Information & Assistance and Case Management/Nursing Services – Core Services.  The corresponding SCSA or local match must be entered in either the ‘SCSA’ or ‘Non-ALTSA Funding Sources’ columns.
	These services must be matched at 50% by state and/or local funds.
	  
8. SCSA:  Enter the total allocation for SCSA funds by service line.  The total funding for Administration (lines .11 and .12) cannot exceed 16.5%.

9. State Family Caregiver Support Program (SFCSP):  Enter the total allocation by service line.  

· The total funding for Administration (lines .11 and .12) cannot exceed 10%.
· The total funding for Respite (line .79.3) cannot exceed 53%. 
· Line .79.5-Services to Grandparents is only available under the National Family Caregiver Support Program
10. Kinship Caregiver Support Program(KCSP):  Enter the total allocation by service line.   AAA Administration (lines .11 and .12) cannot exceed 10% of the total budget.  AAA’s have the option of giving some, or all, of their Administration to their subcontractors as Service Delivery.  The total KCSP budget for Administration and Service Delivery (lines .11, .12, and .78.1a) cannot exceed 20%.
11. Kinship Navigator Services (Northwest, King, Pierce, LMT, Southwest, Central, Southeast, and Eastern only): Enter the total allocation by service line. The total Kinship Navigator budget for Administration (lines .11 and .12) cannot exceed 10%.
12. Senior Farmer’s Market Nutrition Program (SFMNP):  State and Federal funding are reported in separate columns. Enter the total State funded allocation on the appropriate service lines.  The total funding for Administration and Service Delivery (lines .11, .12, and .67.3) cannot exceed 10%. Subcontractor costs must be entered on line .67.3 Service Delivery.  .  Budgeted amounts for food vouchers must be the same as the AAA requested at the beginning of the market year, as the food vouchers have already been provided to the AAAs.
13. Other ALTSA Funding:  Enter miscellaneous funding received from ALTSA.  Enter the projected expenditures on the appropriate service lines along with the funding title in the .90 Other Activities section. If necessary provide further information in the Description column; at a minimum, if admin amounts listed here come from more than one funding source, the description column must reflect the breakdown.  The following activities must be budgeted under Other ALTSA Funding:

· Volunteer Services (Northwest only): Enter funding for administration on lines .11 and .12, and services on line .59.   

· Senior Drug Education (SB 6088):  Enter the projected services expenditures on line .74 Senior Drug Education.


14. Total ALTSA:  Do not enter anything in this column.  A formula summarizes the total projected expenditures funded by ALTSA.

15. Non-ALTSA Funding Sources: Enter the total other funds, received from non-ALTSA sources, the AAA expects to expend in the budget period.  Include expenditures funded by local sources, private pay, donations, other federal and state funds, etc.   Use the Description column to identify the source of the other funding.  

16. Grand Total:  Do not enter data into this column.  A formula summarizes the grand total of all projected expenditures.

17. Description:  This column is used to enter all pertinent descriptive information either requested in items 5, 14 and 16 above, or considered necessary for complete understanding of the budget entries.  There must be sufficient information presented so any outside party can ascertain the source of Non-ALTSA funds.

Budget Revenue Section

1. Revenue-Carryover: Do not enter any figures in the line.  ALTSA will include any SFMNP-Federal carryover amounts in contract amendments, once those amounts are known.

2. Revenue-New Funds: Enter the new funds the AAA received which are shown on attachments to the management bulletin, by funding source.

3. Revenue-Total: Do not enter data into this column.  A formula computes the total revenue.  Total revenue must equal grand total expenditures for each source of funds.



AAA FTE Worksheet  Instructions 

1. One worksheet must be completed for Case Management/Nursing Services, and if applicable Information and Assistance, when claiming Medicaid. The approved FTE worksheets will become Exhibit C in the contract budget.

2. AAA: Do not enter data on this line it is linked to the Expenditure/Revenue Detail by Funding Source worksheet.

3. Budget Period:  The contract period, July 1, 2015 – June 30, 2016 has been entered.

4. AAA Direct Services - FTEs: Enter the number of FTEs (Full Time Equivalent positions, based on a 40 hour work week for each applicable position.

5. Total AAA Direct Services FTEs: Do not enter data in this cell; a formula computes the total FTEs, (not applicable to the CSCM worksheet).

6. Expenditures: – Enter the AAA Direct Services expenditure projections by object line (e.g. 10 - Salaries and Wages, 20 - Benefits, etc.). These expenditures are combined into one line on the Case Management/Nursing Services and I&A worksheets.  

7. Total Direct Expenditures: Do not enter data into this cell; a formula computes the total expenditure.  

8. Subcontracted Services - FTEs: Enter the number of FTEs (Full Time Equivalent positions, based on a 40 hour work week for each applicable position, (positions titles are not applicable to the CSCM worksheet).

9. Total Subcontracted FTEs: Do not enter data in this cell; a formula computes the total FTEs.

10. Total Subcontracted Expenditures: Enter the expenditure projection for subcontracted services.   

11. Cost per FTE: Do not enter data into this cell it is a formula.

12. Version #: Each version submitted must be numbered.

13. Date: Enter the date of the worksheet version.
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