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1\VV-D Expense and Reporting Guide

e Original complete Guide 2011
 Reformatted, shorter, includes all appendices
* Incorporates all new and revised guidance

* Links to Guidance documents
e Annual review
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1\VV-D Expense and Reporting Guide

{;‘ﬁ Indiana Child Support Resources This Site: Indiana Child Suppor yel

Indiana Child Support Resources | Folicy and Training =~ Upcoming Conference Information ~ ISETS Technology  Financial Management

View All Site Content Announcements T
Home Upcoming Border Project Conferencell 7/30/2013 9:43 AM %
Website Help by Miler, Denise
Policy and Training Please see the attached “Save the Date” for the upcoming Border Project Conference on September 13, l
Rt hix it e 2013. It will be a day of active participation with the Wisconsin/lllinois/Indiana Border Project team
» Historical Conference members. Please RSVP by August 1, 2013, and...
Informatin INDIANA
» County Letters and (More Announcements...) PARTMENT (F
4f Add new announcement
CHILD
= Establishment
Calendar -
= Enforcement
9/2/2013 12:00 AM  Labor Day Holiday
= Beacon Mewsletters State offices dosed.
= Data Warehouse 10/1/2013 10:30 AM  CSB Regional CLERK Meeting Northwest (Regions 1, 2, 5and 9)
Information Meeting held on Indianapelis time.
= Training Documents 10/3/2013 10:30 AM  C5B Regional CLERK Meeting Southwest (Regions 8, 13, 16and 17)
Meeting held on Indianapolis time.

Federal Documents

10/14/2013 12:00 AM Columbus Day Holiday

Click logo to go to DCS

= Indiana Prosecuting State offices dosed. website
Attorneys Coundl 10/15/2013 10:30 AM CSB Regional CLERK Meeting Mortheast (Regions 3, 4, 6, 7and 11)
« Urban 17 Meeting held on Indianapolis time. .
" r {Mare Events...) Links
= Indiana Child Support
Alliance o Child Support Data Warehouse
E Add new event c Web Email
« EMU a County Web Email
. 8 Change your Indiana Child Support Resources
Program Support Success Stories - Password Here
Project Communications o Indiana State Central Collection Unit (INSCCLU)
= ISETS Pipeline 8 FPLS State Services Portal
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Panoptic Paternity Affidavit Search
Intergovernmental Referral Guide (IRG) Log In
The Hispanic Child Support Resource Center
License Suspension

= AS400 Project
Communications

L]
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SEA 18 Duty to Support a
Child
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IV-D Claims - Incentives e Month - o Federal Office of Child Support Enforcement
License Suspension August 2013 - Other State Case Type 8(1/2013 1:37PM o DFR Map
Social Security by Manzke, Jennifer A o DFR Contact Information
Administration (55A) On Respondent Interstate Cases you can see what the other state’s case type was or is on the CBC screen (also known as the Case Update o DFR Regional Managers
THvest Screen 03-07 PF2). The Intergovernmental Central Registry Unit (ICRU) is working on a spedial project in which ICRU... Alcohol &Tob. Commission Alcohol Permit Search
o Alcohol & Tobacco Commission Alcohol Permit Sear

County Security
T (More Announcemants...) o Islti:-a;a Professional Licensing Agency - Licensing
g:;;l:i)Support Guidelines 4k Add new annocuncement o Indiana Department of Corrections - Offender Search i
FrSITT e SRR S o Working with the Military as an Employer INDIANA
Surveys/Questionnaires : iN‘.j.gov -Sstzabzepof Indlal]aD\“Iebi::e t - Emol t I t PART \;[ N 1‘!:&
Upcoming Conference o Sp;‘::_mmes ersonnel Department - Employmen =
Information l‘{ HILD

] )
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Tools .
RS Security Dmmunities
Self Assessment



1\VV-D Expense and Reporting Guide
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g4 1v-D Claims - Incentives »
Tags &
Motes
IV-D Claims - Incentives Search this site... P (7]

\IV-D Claims - Incentives > Pages = Claims Home

4] Recycle Bin [Migrate]

=l All Site Content E
Claims Documents

[0 name

= Category : Claims Guide, Other Guidance, and Inventory Listing (15)

Updated Federal Rules Regarding Use of Vehicle as Fringe Benefit

Guidelines for Meeting and Conference Expenditures
Guidance for Benuses and Compensation Above Base Salary
Appendix B - DCS Policies v4 0 7-28-2015 Links

Appendix D - Contacts v4 0 7-28-2015 ] urL

Appendix C - Applicable Laws Regulations and Policies v5.0 09-02-2015 . R
Federal Financial Participation Rules

CSB Guidelines for Construction Major Renovations and Facility Impro? o -
Cost Principles: Provisions for Selected Items

Inventory Listing of Cost (Formerly A-87 Appendix B)

MEC Checklist Change State of Indiana Network Password
QIE Checklist OMB Circulars
IN IV-D Expense Reporting Guide v0.7 2-19-2016 IV-D Expenditure Online Forms
Self-Guided Title IV-D Monthly Expense Claiming and Quarterly Incentive Expenditure Reporting p—
alendaar

Title Iv-D Court Fast Facts 2015 R .
There are currently no upcoming events. To add a new event,
Record Retention at County Offices Desktop Guide dick "Add new event”,

Prior Period Adjustment Guidance (More Events...)

#l Category : IV-D Expenditure Online Tool Guidance and Training (14) ik Add new event

3 Category : Time and Effort Forms (11)

Claims Forms

[0 urL

Incentive Funds Transfer Agreement (State Form 55520) PDF
Incentive Funds Transfer Agreement (State Form 55520) Word Doc.
Annual Budget Addendum Form (State Form 54526)

Monthly Claims Expense Form (State Form 54529)

GQuarterly Incentive Expenditure Reporting Form (State Form 54528)
Quarterly Incentive Balance Form (State Form 54766)

Incentive Documents



Personnel Expenditures

e Documentation for Personnel Expenditures

— Federal regulations require controls to ensure costs
charged to program are accurate

— DCS/CSB developed tool for offices to verify for
sufficient controls

e Certifications completed by 100% IV-D staff
e Activity reports completed by staff splitting time
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Personnel Expenditures

e Employees working 100% on IV-D activities

— A method of internal control documentation to
ensure the employee’s duties are 100% related to
IV-D activity.

— This documentation must state that 100% of the
employee’s time is spent on IV-D activities.

— CSB recommends the employee or supervisor
complete a semi-annual certification confirming
100% of the employee’s time was spent on IV-D
activity.

Children thrive in safe, caring, supportive families and co unities



Personnel Expenditures

* Employees working on both IV-D and non-IV-D
activities
— A method of internal control documentation to

ensure accurate the proper time is charged to the
IV-D program.

— Could include signed reports identifying the
individual’s daily time spent working on IV-D
activity in conjunction with complete time sheets.
Together with the report of IV-D activity,
document 100% of the employee’s time.

Children thrive in safe, caring, supportive families and co unities



Personnel Expenditures

* Employees working on both IV-D and non-IV-D
activities

— Should be detailed time records providing
assurance that time charged to IV-D is an accurate

reflection of actual time worked on IV-D activity,
not an estimate.

— CSB recommends the employee complete a
personal activity report (PAR) confirming the
employee’s time that was spent on IV-D activity.

Children thrive in safe, caring, supportive families and co unities



Personnel Expenditures

* Employees working on both IV-D and non-IV-D
activities
— The salary and benefit amounts paid from IV-D
funds should correlate to the documented effort

of each employee to the IV-D program.

— For example, if documentation supports an
individual spent 55% of time on IV-D, 55% of
his/her salary would be allowable for federal

reimbursement or payable from incentive funds.
’:ﬁ
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Personnel Expenditures

e Part-time definitions
—100% IV-D
— Split IV-D and Non-IV-D
e Direct IV-D work effort
e Indirect IV-D work effort (ex: administrative)
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Personnel Expenditures

e Allocating personnel expenditures based on
budget estimates

— This method is not sufficient to determine the
amounts to be charged to the IV-D program.

— Only actual expended funds based upon accurate
time records are allowed to be charged to the IV-D
program.

Children thrive in safe, caring, supportive families and co unities



Personnel Expenditures
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4l Category : Claims Guide, Other Guidance, and Inventory Listing (15)
# Category : IV-D Expenditure Online Tool Guidance and Training (14)

= Category : Time and Effort Forms (11)
Time and Effort - Budget Reconciliation Worksheet
Time and Effort - Clerk Employee Child Support Activity Summary (Historical Average)
Time and Effort - Clerk's Time and Effort Certification {100 percent Child Support Duties)
Time and Effort - Prosecutor and IV-D Court Employee IW-D Activity Summary (Historica
Time and Effort - Prosecutor and IV-D Court 100 percent IV-D Work Effort Certification
Time and Effort - Clerk Monthly IV-D Effort Wksht
Guidance for Personnel Expenditures Documentation
Personnel Expenditures PPT slide show
Personal Services Expenditures Worksheet
Time and Effort - Personal Activity Report (PAR) — Prosecutor and IV-D Court
Time and Effort - Personal Activity Report (PAR) — Clerk

Claims Forms

0 urL
Incentive Funds Transfer Agreement (State Form 55520) PDF
Incentive Funds Transfer Agreement (State Form 55520) Word Doc.
Annual Budget Addendum Form (State Form 54526)
Monthly Claims Expense Form (State Form 54523)
Quarterly Incentive Expenditure Reporting Form (State Form 54528)
Quarterly Incentive Balance Form (State Form 54766)

Incentive Documents

D Name

DCS Finance Child Support Title IV-D Internal Reimbursement Codes Prosecutors, Clerks and Courts - Auditors

meeting 05162012

Federal and Indiana Incentive Methodologies Summary

Search this sife... ¥l

Links

0 urL

Federal Financial Participation Rules

Cast Principles: Provisions for Selected Items
of Cost (Formerly A-87 Appendix B)

Change State of Indiana Network Password
OMB Circulars

IV-D Expenditure Cnline Forms

Calendar

There are currently no upcoming events. To add a new event,

dick "Add new event”,

{More Events...)

4 Add new event




Bonuses, Etc.

* Bonuses and Compensation above Base Salary
e CSB issued Guidance 07/24/2015
e Bonuses above an individual’s salary are allowable
* Must be reasonable

e Must be part of a written agreement or written office
policy
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Bonuses, Etc.

* Bonuses and Compensation above Base Salary

e Bonuses paid from incentive funds do not require county
fiscal body approval (Exception: Per Indiana Code, salary
increases to elected officials from incentive funds require

fiscal body approval)

e Requirements of reasonableness and written documentation still
apply (CSB has examples to share)

* Incentive compensation based on performance is
allowable

e Again, must be reasonable and part of an established and
documented plan in place prior to incentives being awarded +
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Bonuses, Etc.

* Bonuses and Compensation above Base Salary

e Should be consistent between federal (IV-D) and non-
federal (non IV-D) activities

e |[f inconsistent between IV-D and non IV-D, office
should be able to support the difference in
compensation

e Bonus program created to boost IV-D performance numbers
e Additional skills and knowledge required of IV-D staff
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Construction, Etc.

* Construction, Major Renovations, Facility
Improvements

— Construction and major renovations are not allowable
costs which can be directly claimed for reimbursement or
paid from incentive funds without prior approval from the
awarding agency

e Costs are recoverable through depreciation methods
— Many facility improvements are allowable
— Maintenance and general upkeep are allowable costs

* Replacing worn carpet, painting, repairing a broken window,
janitorial services, etc. ¥
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Construction, Etc.

e Construction, Major Renovations, Facility

Improvements

— If specifically required for the federal award,
rearrangements are allowable as a direct cost if approved
by the pass-through entity (DCS/CSB) or federal awarding
agency

* Building walls and adding door to add a 2" barrier to federally
protected information

— Other rearrangements allowable as indirect costs

* Building new offices, remodeling of office space
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Bonuses, Construction, Etc
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Federal Financial Participation Rules

Cost Principles: Provisions for Selected Items
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Iv-D Expenditure Online Forms

Calendar

There are currently no upcoming events. To add a new event,

dick "Add new event”.

(More Events...)

4k Add new event
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Inventory Listing

Original cost is over $500.00

IV-D funds (FFP or incentive funds) used to
purchase the equipment

List maintained and updated by the individual
county office at the time of purchase

List item regardless if purchased with 100%
IV-D funds or partially with IV-D funds

Physical equipment inventory is required to bg
completed every two (2) years. b
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Inventory Listing

 Rented and leased equipment — no federal
regulation requiring to be on List

 County Auditor’s inventory listing generally
insufficient

e 45 C.F.R.§75.2; 45 C.F.R. § 75.320; 45 C.F.R. §
95.700 et seq.; 45 C.F.R. § 304.24.




Inventory Listing
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Contacts

e Child Support Audit Team
— CSBQA@dcs.in.gov

e Adam Norman, Deputy Director

— Adam.Norman@dcs.in.gov
— 317-232-0642

— Donna Frank, Personnel and Legal Operations Counsel

— Donna.Frank@dcs.in.gov
— 317-234-7970 Lid
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