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Child Care Subsidy Billing and Collections
Best Practices Guide

This guide was prepared by consultant Terry O
Council of Westchester, Inc. through an Innovative Services Grant awarded

by the New York State Office of Children and Family Services to Child Care

Resources of Rockland, Inc. and the Child Care Council of Westchester, Inc.

The Council undertook this project because of the significant role the child
care subsidy progr am plays in the financial operation of Westchester child
care programs a nd because we had heard from many in the field that help
was needed to strengthen subsidy billing and collection practices.

The Council is extremely grateful to the Westchester child care centers and
school age program that provided information on their subsidy billing and
collection practices, leading to the creation of this guide.

The Council has also developed a
comprehensive guide to the child

care subsidy process from a

progra mmatic perspective for

OCFS regulated child care

programs: The Child Care
Provider Handbook;
Manual for the Child Care

Subsidy Program. We  recommend
that you reference both resources
when looking at the subsidy

process in your child care

business. Both- manual s are available on the Councild
www.ChildCareWestchester.org , or by calling 914 -761 -3456 ext. 122.
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SECTION 1: BOOKKEEPING _

. Use a computerized accounting system. There are a wide range of
products appropriate for different sized programs, such as Quickbooks,
Peachtree, FundEZ, Child Care Manager and others.

. Prepare an annual budget at least one month prior to the beginning of
your fiscal year. Break down the budget into monthly budgets and post
to the accounting system. (Exhibit A)

. Post all transactions to the accounting system on a timely basis.

. Prepare periodic (monthly or quarterly) financial statements with

comparison of actual to budget on current period and/or year -to-date
basis. Investigate and analyze all significant variances. The occurrence
of significant variances might necessitate re -forecasting the bud  get for

the year. (Exhibit B)

Regularly review periodic financial statements with your board and/or
Balance all bank accounts monthly.




EXHIBIT _A - SAMPLE BUDGET

FISCAL YEAR: JAN 1 -DEC 31, 2010

[Budget [ Jan | Feb [ Mar | Apr [ May | Jun | Jul | Aug | Sep [ Oct [ Nov [ Dec | Total |
REVENUE
DSS Subsidy
Payments 150,000 12,500 12,500 12,500 12,500 12,500 12,500 12,500 12,500 12,500 12,500 12,500 12,500 150,000
Parent
Payments 36,000 3,000 3,000 3,000 3,000 3,000 3,000 3000 3000 3000 3000 3000 3,000 36,000
Contributions 24,000 2,000 2,000 2,000 2,000 2,000 2,000 2,000 2,000 2,000 2,000 2,000 2,000 24,000
Special
Events 12,000 1,000 1,000 1,000 1,000 1,000 1,000 1,000 1,000 1,000 1,000 1,000 1,000 12,000
TOTAL
REVENUE 222,000 18,500 18,500 18,500 18,500 18,500 18,500 18,500 18,500 18,500 18,500 18,500 18,500 222,000
EXPENSES
SALARY
Program Dir 50,000 4,167 4,167 4,167 4,167 4,167 4,167 4,167 4,167 4,167 4,167 4,167 4,167 50,000
Teacher 30,000 2,500 2,500 2,500 2,500 2,500 2,500 2,500 2,500 2,500 2,500 2,500 2,500 30,000
Asst #1 26,000 2,167 2,167 2,167 2,167 2,167 2,167 2,167 2,167 2,167 2,167 2,167 2,167 26,000
Asst #2 24,000 2,000 2,000 2,000 2,000 2,000 2,000 2000 2000 2000 2000 2000 2,000 24,000
TOTAL
SALARY 130,000 10,833 10,833 10,833 10,833 10,833 10,833 10,833 10,833 10,833 10,833 10,833 10,833 130,000
P/R TAXES &
FRINGES @
20% (N) 26,000 2,167 2,167 2,167 2,167 2,167 2,167 2,167 2,167 2,167 2,167 2,167 2,167 26,000
TOTAL
PERSONAL 156,000 13,000 13,000 13,000 13,000 13,000 13,000 13,000 13,000 13,000 13,000 13,000 13,000 156,000
OTPS (OTHER THAN PERSONAL
SERVICES)
Rent (N) 18,000 1,500 1,500 1,500 1,500 1,500 1,500 1,500 1,500 1,500 1,500 1,500 1,500 18,000
Advertising 3,000 250 250 250 250 250 250 250 250 250 250 250 250 3,000
Insurance (N) 6,000 500 500 500 500 500 500 500 500 500 500 500 500 6,000
Postage 300 25 25 25 25 25 25 25 25 25 25 25 25 300
Supplies 3,000 250 250 250 250 250 250 250 250 250 250 250 250 3,000
Printing 600 50 50 50 50 50 50 50 50 50 50 50 50 600
Telephone 1,200 100 100 100 100 100 100 100 100 100 100 100 100 1,200
Professional
services 6,000 500 500 500 500 500 500 500 500 500 500 500 500 6,000
Miscellaneous 3,600 300 300 300 300 300 300 300 300 300 300 300 300 3,600
TOTAL OTPS 41,700 3,475 3,475 3,475 3,475 3,475 3,475 3,475 3,475 3,475 3,475 3,475 3,475 41,700
TOTAL
EXPENSE 197,700 16,475 16,475 16,475 16,475 16,475 16,475 16,475 16,475 16,475 16,475 16,475 16,475 197,700
SURPLUS
(DEFICIT) 24,300 2,025 2,025 2,025 2,025 2,025 2,025 2,025 2,025 2,025 2,025 2,025 2,025 24,300
(N) - Non-
controllable

expenses 4




. Ex”BIT B - SAMPLE ACTUALVS . BUDGET REPORT
Six Mo Ended 6/30/10 Better
Full Yr YTD YTD Variance Year End (Worse)
than
Budget Budget Actual Better (Worse) Comments Reforecast Budget
REVENUE (6 mo) $3$ | %
lower enrollment 1st
DSS Subsidy Payments 150,000 75,000 74,000  (1,000) (1.3) qtr 150,000 -
lower enroliment 1st
Parent Payments 36,000 18,000 17,500 (500) (2.8) qtr 36,000 -
Contributions 24,000 12,000 13,000 1,000 8.3 more contributors 25,000 1,000
Special Events 12,000 6,000 2,000 (4,000) (66.7) big event later in year 12,000 -
TOTAL REVENUE 222,000 111,000 106,500 (4,500) 4.1) 223,000 1,000
EXPENSES
SALARY -
Program Director 50,000 25,000 25,000 - - 50,000 -
Teacher 30,000 15,000 16,000 (2,000) (6.7) excess O/T 31,000 (1,000)
Asst Teacher #1 26,000 13,000 13,000 - - 26,000 -
position vacant for
Asst Teacher #2 24,000 12,000 10,000 2,000 16.7 one month 24,000 -
TOTAL SALARY 130,000 65,000 64,000 1,000 15 131,000 (1,000)
P/R TAXES &
FRINGES @ 20% (N) 26,000 13,000 13,500 (500) (3.8) NYSUI front-loaded 26,200 (200)
TOTAL PERSONAL
SERVICES 156,000 78,000 77,500 500 0.6 157,200 (1,200)
OTPS (OTHER THAN PERSONAL
SERVICES)
10% rent increase on
Rent (N) 18,000 9,000 9,900 (900) (10.0) 11 19,800 (1,800)
reached full
Advertising 3,000 1,500 1,000 500 333 enrollment in 2nd qtr 2,500 500
Insurance (N) 6,000 3,000 3,000 - - 6,000 -
Postage 300 150 160 (10) (6.7) 300 -
Supplies 3,000 1,500 1,000 500 333 careful usage 2,500 500
Printing 600 300 200 100 333 careful usage 500 100
Telephone 1,200 600 580 20 3.3 1,200 -
audit fee at end of
Professional services 6,000 3,000 1,000 2,000 66.7 year 6,000 -
Miscellaneous 3,600 1,800 500 1,300 722 careful usage 2,700 900
TOTAL OTPS 41,700 20,850 17,340 3,510 16.8 41,500 200
TOTAL EXPENSE 197,700 98,850 94,840 4,010 41 198,700 (1,000)
SURPLUS (DEFICIT) 24,300 12,150 11,660 (490) 24,300 -

(N) - Non-controllable
expenses




SECTION _2: ENROLLMENT

. Assist parents in completing DSS subsidy

application s. Review applications for completeness

prior to submission to DSS. Consider submitting

application s to DSS on behal f of parents with return
receipt requested or hand delivery. For further

assistance contact the Child Care Council of
Westchesterds Subsidy -M6b-or d
3456 ext 122.

. Obtain a signed release from parents applying for
subsidy to allow communicatio n with the DSS Child
Care Subsidy Unit.

. Follow up regularly with parents as to the status of
their applications. Keep notes on dates submitted
and any feedback from DSS. Most applications are acted on by DSS within 30 days
of receipt.

. Children should no t be permitted to attend until written approval has been
received from DSS. If you decide to enroll prior to written authorization, have the
parents prepay tuition pending DSS approval and sign a tuition contract obligating
them to do so.

. Enforce tuition contracts. Remember to renew tuition contracts if you have not
received a new authorization letter from DSS after the period covered is over.

. Maintain a detailed spreadsheet of all children with subsidy eligibility and the date
on which their approval expires. (Exhibit C)

.Perform a review of childrenbds subsidy expira
expiring the following month, parents should be reminded in writing to begin the
recertification process.




EXHIBIT__C - SAMPLE_ELIGIBIL

ITY AND ABSENCE TRACKING

FORM

Absence Tracking >>>

Name Effective Expiration 1st Qtr 2nd Qtr 3rd Qtr 4th Qtr
Last First Date Date Jan | Feb | Mar | Total | Apr | May | Jun | Total | Jul | Aug | Sep | Total | Oct | Nov | Dec | Total

Sep 15, Apr 15,

Ruth Babe 2010 2011 2 2 5 9 8 3 11 - -
Sep 15, Apr 15,

Thatcher | Margaret 2010 2011 0 1 0 1 2 0 2 - -
Sep 15, Apr 30,

Cooper Gary 2010 2011 1 0 2 3 0 0 = = =
Sep 15, Apr 30,

Earhart Amelia 2010 2011 - - - -
Oct 1, May 10,

Jordan Michael 2010 2011 - - - -
Oct 1, May 12,

Swift Taylor 2010 2011 - - - -
Nov 15, Jun 15,

Guevara | Ernesto 2010 2011 - - - -
Nov 15, Jun 30,

Williams | Serena 2010 2011 - - - -

** Absences need to tracked by contracted providers for the purpose of identifying absences that can be approved for payment by DSS.

(sorted by expiration date)




. Maintain checklist calendar for receipt of DSS
rosters, submission of completed rosters and
attendance sheets, and receipt of DSS payment
(Exhibit D).

. Maintain a fAdi ar 3B yoo havewithh e r
DSS. These include: 1) date you received a

returned roster and/or attendance sheet and the

reason it was returned; 2) date you re -submitted
your documentation to DSS; 3) if you were ever
contacted by DSS regarding your roster/attendance

sheet; (4) the name of the person who contacted

you and (5) the reason you were contacted.

. Maintain written instructions for completion of the roster. Such instructions
may be those provided by DSS (Exhibit E) or developed in -house.

. Make sure that parent  sign -ins and sign -outs tally with the DSS roster.

. Include pro -ration calculation details on the roster submitted to DSS in
accordance with DSS instructions (Exhibit F), or on a separate sheet.
(Exhibit G).

. Include grand total of payment due at t he bottom of the last page of the
roster.

. Rosters should be reviewed and signed by a supervisor prior to submission.

. Record roster billing total in accounting system when submitted to DSS in
order to better monitor payments due from DSS. This is preferab le to
recording it only when payment is received.

. For children whose names are missing from the roster, contact DSS
immediately to ascertain status. Maintain a spreadsheet listing all missing
names for follow -up (Exhibit H). In order for DSS to make a paym ent

adjustment, discrepancies must be reported

after the quarter that the services were rendered .0

t

0]



ExHIBIT D - SAMPLE_DSS SuBsIDY _CALENDAR

DSS Roster Due from Roster Submitted | Payment Due from
Reporting DSS to DSS DSS
Month Plan \ Actual Plan \ Actual Plan \ Actual
(+5 days) (+10 days)

Jan Feb10 Feb1l1 Feb15 Febl1l4d Feb25 Febl4
Feb Mar10 Mar10 Marl5 Marl2 Mar25 Mar 22
Mar Apr 10 Apr 15 Apr 25

Apr May 10 May 15 May 25

May Jun 10 Jun 15 Jun 25

Jun Jul 10 Jul 15 Jul 25

Jul Aug 10 Aug 15 Aug 25

Aug Sep 10 Sep 15 Sep 25

Sep Oct 10 Oct 15 Oct 25

Oct Nov 10 Nov 15 Nov 25

Nov Dec 10 Dec 15 Dec 25

Dec Jan 10 Jan 15 Jan 25




10




