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Instruction Manual for 2011 MRP Cost Report Simplifier
Introduction
MRP CostReportSimplifier allows the possibility of your fiscal department or bookkeeper to complete the report without needing to hire outside consultants.  Entering information from your income statements by cost center generates the information needed for your cost report submission, in the format needed to type or paste on to the Pennsylvania Mental Retardation Program Cost Report.  

There may be some simplifying assumptions you make in allocating costs among cost centers that serve your general purposes well, but incorrectly set some of your service code costs per unit as much too high, or much too low for cost report purposes. By using the MRP Cost Report Simplifier, you can analyze your cost per unit results, and easily modify allocation of costs as necessary and appropriate, and revise your cost report schedules automatically saving you hours of work and frustration.  
This program allows either your internal or external preparer to be able to comply with the filing deadline, thus avoiding the penalty of being assigned the lowest rate.  But don’t wait until the last minute to do it!  As Cinderella’s Fairy Godmother said, “Even miracles take a little bit of time.”  Buy MRP CostReport Simplifier today!  - and start taking advantage of its capabilities right away.

The MRP CostReportSimplifier is designed to handle up to 29 service codes.  If you require more, contact us to customize your solution.

How it works

  MRP CostReportSimplifier is an Excel Workbook (compatible with Excel 2003, Excel 2007 and Excel 2010) pre-populated with formulas that generate the cost report required by the Office of Developmental Programs. This spreadsheet will save hundred's of hours in time in the preparation of the required Mental Retardation Program reports allowing you to complete these required reports in a timely and cost effective manner. 
Basically, how it works it as follows:
1. You enter information in Cost Report CostEntryWorksheet spreadsheet and the Cost Report etc 2nd Sheet in the cells which are highlighted in yellow that comes from your cost center/service code income statements from your accounting system, and from the units of service your agency provided over the last completed year.  Comments in the spreadsheet help you along the way to determine which expenses are entered where.  A sample of a completed workbook is also downloaded to you to help you complete all the forms.  You check that the totals highlighted in aqua agree to your totals for your cost center expenses, and that the cells highlighted in pink are zero.  Fix any errors and omissions.  
2. Go to the Schedule A, Schedule E-E1-E2 Aid, Schedule F, Schedule F1, Schedule I, and Schedule J tabs in the workbook, which will already be mostly or entirely completed from the information you entered in the master spreadsheet, and enter into any cells highlighted in yellow in these sheets as appropriate.  Now print these worksheets (the Schedule A, Schedule E-E1-E2 Aid, Schedule F, Schedule F1, Schedule I, and Schedule J tabs).  
3. Download the ODP Year Four Cost Report Template from http://pic.odpconsulting.net/ , and clicking  
Click here to access Waiver Provider Cost Report Information
.  Enter, or copy and paste the information from your worksheets onto the appropriate schedules of the ODP Year 4 CR Template.  Some of the cells of the ODP Year 4 CR Template are write protected by the ODP, and you will not be able to paste on top of them.  These write protected cells are generally either cells intended to be left blank, or subtotals, totals, or cells populated from other schedules .  Note: On this year’s version, Column F (Waiver Expenses) in Schedule A is populated from totals in Schedules B, D, D-1, D-2, D-2, D-3, E, E-1, E-2, F, F-1, I, and J, as appropriate.  Complete the remaining schedules.

4.  Note:  It is to expected that there will be some rounding errors of $1, $2, $3 or more that cause some totals not to tie out.  You may decide for yourselves, but in our opinion, minor adjustments in the single digit dollar range to fix rounding errors are recommended.
5. Check the instructions for how to submit the cost report, look at page 14 for user name and password information, and pages 124-127 for file naming and uploading protocols, in the  ODP Year 4 CR Instructions (also downloadable from http://pic.odpconsulting.net/ ) and upload your cost report, your audit and any additional schedules.  See pages 118-120 of the ODP Year 4 CR Instructions for checklist items of attachments and explanations, and page 5 for information on Supplemental Schedules.
What you need


You will need income statements (Profit and Loss statements) for each service code and cost center you have from your accounting system, including Administration and non-allocable costs.  You will also need a breakdown for each service code, of the units of service provided for that service code, for Base, Waiver, and Private Pay (Other Line of Business), as appropriate.  These, when input into the MRP CostReportSimplifier, will generate the numbers you need to provide for:

Schedule A – Expense Report
Schedule F – Other Program Expenses
Schedule F1 – Other Occupancy Expenses
Schedule I – Participant Transportation
Schedule J – Residential Occupancy
You enter numbers you can get out of your accounting system and from your billing records once, and MRP CostReportSimplifier breaks them up and puts them back together to fill out many columns of many forms – Breaks them up, allocates administrative costs and re-adds them into Base, Waiver, Inallocable and Other Line of Business totals, breaks out the waiver costs by service code to complete the “H+” columns of Schedule A, pulls them out to their appropriate places in Schedules F, F1, I and J in the Cost Report, and generates proof totals for your Schedules D, D1, D2 and D3 personnel expense forms, and your E, E1 and E2 fixed asset depreciation schedules.  Thus, a few hours of data entry saves over a hundred hours of calculating, checking, rechecking, and recalculating, and the headaches and expense that go with it.
There are many double checks along the way, so you can check that your numbers are entered properly.
To complete Schedule A, you will also need information on the total units of waiver service available, which might be determined from an attachment to your contract, and the portion of your agency’s income which is treated as an expense offset (explained below).
Line 17 of Schedule A, “Contributions/Revenue (Expense Offset)” includes certain kinds of income only, such as Interest and Investment Income, unrestricted contributions, and government grants.  See page 55 of ODP Year Four Cost Report Instructions.  The amounts are tied to amounts on Schedule B .  Determine a reasonable basis for allocating each type of income that belongs on this line, and allocate it accordingly. Instructions for how to complete Schedule B are included on pages 61-68 of the ODP manual ODP Year Four Cost Report Instructions.
MRP CostReportSimplifier will also give you totals for Schedules D, D1, D2, and D3 (personnel), E, E1, and E2 (fixed asset depreciation), and information that will help you complete Schedule H (allocation procedures).  

Additionally, within the cost report, each agency needs to complete the general information required for the Certification Page, the Provider Site Sheet, the Service Selection sheet (checking off which service codes the agency provides), and the Related Party worksheet, as applicable.  To complete the personnel expense sheets in the Cost Report, you will need payroll records for the fiscal year, and information on any applicable credential requirements.  
New for 2011
Changes to the Cost Report include more line item descriptions requested in the Comments section at the end, or in a supplemental schedule, especially in Schedule F but also in the “Other” line of other schedules, Family Living Home Stipends on Schedule D-2 – divided into Room and Board, and Non-Room and Board portions have a pull-down menu, much more information requested on related party transactions in Schedule G, and other items.  The Cost Report Simplifier accommodates these changes.
Cost Methodology

The MRP CostReportSimplifier presupposes that you allocate costs within a service code by units of service.  For example, if you provided 300 units of service of W7235, and 50 were Base, 100 were Private pay and 150 were waiver, the MRP CostReportSimplifier will allocate each expense 1/6 to Base (50 units of service divided by 300 total units of service for that code), 1/3 to private pay (100 units of service divided by 300 total units of service for that code), and ½ to waiver (150 units of service divided by 300 total units of service for that code).   Just entering the units of service for each service code will achieve this result.
If you use a different methodology than units of service, you can use that method by entering, instead of units of service, whatever method you do use in the units of service row on the Cost Report worksheet.

Additionally the MRP CostReportSimplifier presupposes the simplified method of administrative cost allocation.  What is the simplified method?  It assumes that if a program is, for example, 20% of your total eligible program costs, that it takes approximately 20% of your allocable administrative costs to administer it.  If you use the simplified method of administrative cost allocation, just entering the yellow highlighted administrative costs in the appropriate “General and Adminst” column (column BR) will allocate the costs accordingly, to base, other line of business and each type of waiver service.
If you wish to use a different method than the simplified method to allocate administrative costs, you will need to override the formulae in the columns with “G&A Alloc” in the name.  This is tricky, and you will want to make sure that the Total G&A Allocated column agrees with the “General and Adminst” column, so you will know you have allocated all the allocable costs.
What if I have more than one service code in a cost center?

We have enclosed a worksheet (with the tab “Separate” in the workbook) that shows how to separate them.  After you determine an allocation formula (if one service code requires 6:1 staffing, and another requires 2:1 staffing, you probably don’t want to use units of service alone), enter the # of units of service for base, waiver and private pay for each service code, and the weighting factor, and the worksheet will calculate the allocation.  Enter the total units and allocated expenses for the total column for each service code onto the main Cost Report CostReport entry worksheet separately.  
What if I have one service code in two or more cost centers?

Here you will want to add together the costs by line item for each of the cost centers, and add together the # of units of base, of waiver and of private pay provided on a separate spreadsheet, and enter the totals onto the Cost Report CostEntryWorksheet.   A worksheet (with the tab “Combine” in the workbook) is enclosed for example.
What if I need to add payroll vacancy costs to my payroll numbers for a service code?

This situation occurs if you provided services while short staffed, and expect to have higher staffing costs in the coming year, as the vacant positions stay filled.  These numbers can be added to your General Ledger numbers for the appropriate service code.  An explanatory note should accompany the submission, since the total costs will not agree with the audited numbers for the prior year.

What if I am starting a new service code, not performed before?

The ODP has said that for this year, the Cost Report will not be used to determine rates for services not performed before.
What if I have more than 29 service codes?

Contact us at info@costreportmrp.com for a customized solution.

What if I have multiple cost reports to submit?

The MRP Cost Report Simplifier has many new features for those who choose to complete multiple cost reports:

There is a column in the Cost Report CostEntryWorksheet of the MRP Cost Report Simplifier for Excluded Site costs, which adds into the total agency costs on Schedule A, Column A, and also populates Column B of Schedule A, the Excluded Sites column.   

There is a worksheet entitled  “Admin-Mult Cost Reports” to help you allocate administrative costs on a line by line basis to each individual cost report, based on the program costs shown in each cost report.  Further instructions are on the sheet itself.
There is a worksheet entitled Total Agency for Mult Cost Rep to convert your total costs into the Cost Report format, which then populates an Excluded Sites worksheet you can use to calculate the Excluded Sites amounts for each cost report.  Further instructions are on the sheet itself.
  You can complete a separate workbook for each cost report, which will then work for you to complete the Other LOB, Base, and Waiver for each Cost Report, and the Schedules F, F1, I and J, for each cost report.  
In our opinion, it is usually not necessary to submit more than one Cost Report, because the costs for a service code average out over different sites to the same compensation, when multiplied by the number of units of service, as they would if the different rates were applied, but the MRP Cost Report Simplifier supports either decision you make.
Let’s get started! . . . 
The heart of the MRP Cost Report Simplifier is the Cost Report CostEntryWorksheet.  This is where you will want to start.  

Entering your data onto the Cost Report CostEntryWorksheet
For each service code, enter the service code (see the sample workbook, if you are not sure where to enter them), and the number of units of service provided during the most recently  completed fiscal year for that service code of base, waiver and private pay, at the top of the appropriately labeled columns.  Enter the information from your income statement (profit and loss) onto the spreadsheet in the cells which are highlighted in yellow.  The chart of accounts is designed to accommodate all the Schedules of the Cost Report.  It is not expected that it matches your chart of accounts exactly, so you will be combining some expenses from your printout, and you may be breaking out some others.  The comments inserted into the account names are designed to help you determine which accounts to place in each line.  Enter the total expenses from your cost center income statement onto the yellow highlighted row in the total column for that service code titled Total Exp for cost ctr less ineligible expenses (should =subtotal before administrative costs).  The program provides a doublecheck that you have entered all the eligible expenses.  Fix any errors, so that the Diff row highlighted in pink has a zero in it.
If you have more than 14 service codes, then after entering the first 14 on the Cost Report Cost Entry worksheet, enter the remaining service code cost information in the worksheet entitled Cost Report etc 2nd Sheet.   The details of Residential Occupancy expenses (Schedule J) and Participant Transportation expenses (Schedule I) are entered below the totals in rows 90-164.  The totals automatically go to their appropriate places further up on rows 67-68, and on the Schedules I and J and on the Schedule A.

Important Note:  Service Code # 14 on your Cost Report Cost Entry worksheet already says “FEE Sched” on it and is for Fee Schedule and  Outcome Based Service Expenses exclusively.  Enter any and all Fee Schedule Expenses here and only here (use the “Combine” worksheet of the Cost Report Simplifier, if needed), so they can properly populate the column labeled “D” on Schedule A.  

The program will total all the allocable program costs you entered and enter that amount in the bottom left as total allocable program costs.  Enter in the appropriate yellow-highlighted space above it the total allocable administrative costs for your agency.  This will create an administrative cost allocation % which will be used in many places by the program.
After entering the service code income statements, enter in the columns further to the right (Columns BP, BQ and BR in the workbook) the ineligible program costs (such as accrued payroll and bad debts), fundraising costs, and eligible administrative costs.  Nineteen columns to the right, in Column CK, is space to input ineligible administrative costs.  If you are submitting multiple cost reports, Column EH has space to enter costs for excluded sites.  Entering all costs, eligible and ineligible, completes the first column of Schedule A of the cost report, which should include total costs for the firm, and, except for vacancy expense or new programs, should tie out to your financial statements for the year most recently ended.  
Entering Additional Schedule A Info
Line 17 of Schedule A, “Contributions/Revenue (Expense Offset)” includes certain kinds of income only, such as Interest and Investment Income, unrestricted income, and workshop income.  See page 55 of ODP Year Four Cost Report Template.  The amounts are tied to amounts on Schedule B.  Determine a reasonable basis for allocating each type of income that belongs on this line, and allocate it accordingly. Instructions for how to complete Schedule B are included on pages 61-68 of the ODP manual ODP Year Four Cost Report Template.

Enter number of Units of Service (Licensed or Staffed) Available in line 19 of the Schedule A tab of the workbook.  This number is used to calculate ratios of cost per Units of Service Available in lines 22 and 25, and is not the actual units of service provided, which appears in line 21 from the information you input into the worksheet.  A worksheets  non-residential services, “Units of Service Calculator” and for residential services, “Units of Service-Res” are provided in the Cost Report Simplifier
Completing Schedule B

Enter the information from your most recent annual financial statement here on the Cost Report provided by the ODPConsulting.net website.  Note:  If you are including expenses for vacancies or estimating costs of new programs, you must add these expenses to Schedule B, so the total expenses will agree.  Note that the total of the income on lines 7, 8, 9a, 10a, 10b, 10c, 11a, 11b, 11c is the total allocated to line 17 of Schedule A, “CONTRIBUTIONS/REVENUE (Expense Offset).”  The total on line 17 of Column A of Schedule B automatically populates Line 17, Column A of Schedule A, and Column C of Schedule B automatically populates Line 17, Column F of Schedule A. CONTRIBUTIONS/REVENUE (Expense Offset) Income related to Base, Other Line of Business, etc, should be entered on line 17 of Schedule A, columns B, C, D and E.  Line 17, Column A of Schedule A minus line 17,  Schedule A, Columns B, C, D and E must equal Line 17, Column F.
Completing Schedule C
This Schedule is omitted for 2011.
Completing Schedules D, D-1, D-2, D-3

The MRP Cost Report Simplifier gives you totals to tie into, but the information requested on the Schedules D-D1-D2-D3 (a breakdown by position of credentials, salary/wages and payroll taxes and benefits and hours) must be completed on the supplied worksheet in  the Cost Report provided by the ODPConsulting.net website.   
Schedule D - Direct Care Staff (Waiver Related): The total of Column B must automatically fills the labeled Column F, line 1 on your Schedule A tab of your workbook, and it must = Schedule A, line 1, Column A-Column B-Column C-Column D.  The total of Column C on the Schedule D must agree to the labeled Column F, line 2 on your Schedule A tab of your workbook.  Make sure that the amounts that flow through from Schedules D, D-1, D-2, and D-3 to Schedule A, Column F, row #s 1 through 7, agree to the corresponding numbers generated by the Cost Report Simplifier.  This is your double check that amounts in Columns A-B-C-D-E=the amount in Column F
Schedule D-1 – Other (Indirect) Staff (Waiver Related): The total of Column B automatically fills the labeled Column F, line 3 on Schedule A of the actual Cost Report you file with the ODP, and must agree to the labeled Column F, line 3 in the Schedule A tab of your workbook.  The total of Column C on the Schedule D1 automatically fills the labeled Column F, line 4 on your Schedule A, and must agree to the labeled Column F, line 3 in the Schedule A tab of your workbook.  See above paragraph (Schedule D) for more instructions).  
Schedule D-2 – Contract Staff (Waiver Related): The total of Columns B and E of D-2 automatically populate the labeled Column F, line 5 of the actual Cost Report you file with the ODP, and must agree to the labeled Column F, line 5 in the Schedule A tab of your workbook.  The total of Column F of D-2 flows through to Schedule J, and must agree with the the Schedule J worksheet, line 30, calculated by the Report CostEntryWorksheet.  
Schedule D-3 –Admin Staff (Waiver Related): The total of Column A of D3 automatically fills the labeled Column F, line 6 of the actual Cost Report you file with the ODP, and must agree to the labeled Column F, line 6 on your Schedule A tab of your workbook.  The total of Column B on the Schedule D3 automatically fills the labeled Column F, line 7 of the actual Cost Report you file with the ODP, and must agree to the labeled Column F, line 7 on your Schedule A tab of your workbook.  See above paragraph (Schedule D) for more instructions).

Completing Schedules E, E-1, E-2

The MRP Cost Report Simplifier generates totals for you to tie into on the Schedule E, E-1 and  E-2 worksheets, but the information requested on the Schedules E, E-1 and E-2 (a breakdown by type of asset, year acquired, original cost, prior year depreciation, depreciation method annual rate and depreciation expense per item) must be completed on the supplied worksheet in the Cost Report provided by the ODPConsulting.net website.  On these Schedules, unlike most of the other schedules, both total and waiver-related information is requested.  Agency totals from Column F of the Schedules E automatically fill Column A of the Schedule A (lines 9, 11, 14, and 15), and waiver-related totals from Column G of the Schedules E automatically fill Column F of the Schedule A   Note: Residential grand totals and waiver totals do not fill Schedule A directly – they go to Schedule J lines 8-10, and become part of the Schedule J total.   Note:  Regarding Schedule E-1, Motor Vehicle Depreciation - The Schedule A generated assumes that all non-residential costs here are participant transportation costs, lines 1-4 of Schedule E-1.  If some of the depreciation you enter on Schedule E-1 is non-participant, entered on lines 6-8 of Schedule E-1, then line 9 of the Schedule A should be increased and line 10 of the Schedule A decreased by that amount.
Completing Schedule F
On the Schedule F tab of the workbook, enter as appropriate, any portion of professional services that belongs in the lines reserved for management fees, accounting/audit and legal fees.   If you have completed the Cost Report CostEntryWorksheet correctly, all the other information you need to complete Schedule F should be already on the Schedule F tab of the workbook.
For Management Fees, Professional Services, Advertising, Legal Fees, and Other, a further itemization is required in either the “Comments” tab (preferred) or a supplemental schedule, should the line item be either (a) greater than $10,000 or (b) 5% or more of the total for Schedule F.
Completing Schedule F-1
If you have completed the Cost Report CostEntryWorksheet correctly, all the information you need to complete Schedule F1 should be already on the Schedule F1 tab of the workbook.  Other Occupancy requires a further itemization in either the “Comments” tab (preferred) or a supplemental schedule, should the line item be either (a) greater than $10,000 or (b) 5% or more of the total for Schedule F-1.
Schedule G – Related Party Transactions
Enter the information requested here, as appropriate on the Cost Report provided by the ODPConsulting.net website.  Note: Some of the requested information may be in the footnotes of from your most recent annual financial statement.  Note:  This section is greatly expanded over last year, and asks a lot more detail.
Completing Schedule H

Complete your own answers to the questions here.  This schedule has changed significantly from last year.  The first 16 lines have pull down choices for Column B and C.  Answer according to the method you use for allocating or charging costs among different programs.   Note:  Choose “Actual” in Column B for any line items that are inapplicable.   For lines 6 and 7, relating to Administrative costs, we recommend for Column B choosing Allocation and for Column C choosing “Proportional to direct care costs” for users of the Cost Report Simplifier.  In question # 2, describe any techniques other than the pull-down choices for allocated expenses.  In question #3, describing how you allocate costs among base, waiver, private pay, etc. we recommend , as appropriate, “To allocate among waiver, non-waiver base and private pay, all with the same procedure code, allocation is based on units of service provided
Answer questions 4-6 as appropriate.  
Completing Schedule I 
If you have completed the Cost Report CostEntryWorksheet correctly, all the information you need to complete Schedule I should be already on the Schedule I tab of the workbook.
Completing Schedule J

Here, too, if you have completed the Cost Report CostEntryWorksheet correctly, all the information you need to complete Schedule J should be already on the Schedule J tab of the workbook.
Comments

This allows you the opportunity to input clarifying comments specific to each schedule.  Supplemental schedules added should be noted in the appropriate portion.  For example, if you attach a classified loan schedule to explain the interest expense related to occupancy costs in Schedule F-1, note it in the Schedule F-1 section of the comments page.
Provider Use Page
This   page is just for your convenience if you want to paste information there.  It will not be reviewed by the ODP, and does not affect anything in the Cost Report..

Analysis
Before you complete your cost report on the ODP Year Four Cost Report Template, you may want to analyze the rates that you see for reasonableness.  The Cost Report CostEntryWorksheet provides an approximate cost per unit in cell 90 of each waiver column – the raw cost per unit before any allocable income or expense offset is added back.  After you complete line 17 (Expense offset)  on the Schedule A worksheet of your Cost Report Simplifier, lines 23 of the Schedule A for each Waiver Service Code will give you your calculated rate.  Once you enter the Units of Service Available in the Schedule A Worksheet (Line 19), it will calculate the Cost Per Unit of Service Available on lines 22 and 25.  Note: For residential occupancy, no cost per actual unit is calculated on this years cost report, only cost per unit of service available is.
Take a look at each rate.  Does it make sense?  Is it reasonable?  If not, it could be that your organization provides some services at a rate that is unusually high and some at a rate that is unusually low.  If that’s true, it’s true, and the cost report should be submitted that way.  If not, then check that Column A of Schedule A on in your Cost Report Simplifier reflects all your agency costs.  Check that the allocation of units of service among base, waiver and other lines of business for that service code is keyed properly.  

If you have correctly entered all your costs and your allocation of number of units is correct, the most likely cause, we find, of costs per unit of service that don’t make sense are in payroll allocation. Let’s discuss that:
(a) Do you have any personnel allocated to one service code in your general ledger, who really perform two?
or

(b)   Do you have someone charged 10% to one service code and 90% to another, who really spends 40% of her time performing one service and 60% performing another?  

Either (a) or (b) could result in one service code having overstated costs, and one service code  having understated costs.  This doesn’t help the ODP to understand properly what the true costs are of providing a service and doesn’t help your organization, either.  If this is so, you should determine a realistic allocation % of that employee’s time, document your consideration in your files, and in case (b) for example, subtract 30% of that employee’s wages, and a pro-rated portion of her payroll taxes and benefits  from the total column of the second service code, and add that same amounts on the appropriate lines of  the total column of the  first service code.   As a double check of your data entry, check that your agency totals (Column A of your Schedule A worksheet) still agree to your total expenses.   The schedules of the Cost Report Simplifier will automatically recalculate for you!
Trouble Shooting and Support
The sample completed workbook should be able to help you answer most of the questions that arise regarding how to complete the workbook.  Also, if you accidentally override any formula, you can copy the formula from the appropriate cell in the sample completed workbook, and paste it back.  Should you need further assistance, you may contact Cost Report Solutions, Inc. at info@costreportmrp.com (preferred method of contact).  Telephone 215-469-2397.
Reminder – Five Years
The ODP expects your organization to keep documentation of the numbers in the Cost Report filed for 5 years – until October, 2016.

Thank you for purchasing The MRP Cost Report Simplifier.  We hope you, too, find it to be a tool that vastly simplifies completing the Cost Report.
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