WHAT HAPPENS TO THE INDIVIDUAL FINANCIAL PLAN (IFP) WHEN IT ARRIVES AT FISCAL ASSISTANCE?

The IFP sets it all in motion.   An IFP will not be processed by Fiscal Assistance unless it has been approved by the County.  

When a Consumer’s IFP is received, a monthly “invoice” is created for one-twelfth of the annual rate, rounded to the nearest dollar.  This invoice is entered into QuickBooks each month until the “end date” shown on the IFP, which corresponds to the recertification date of the Consumer.  When funds are received from the County, they are matched to this monthly invoice.

A budget is also set up according to the categories shown on the IFP.  (Please note that no entry should be made in a shaded field of the IFP.)  Should any categories change from one plan-year to the next, vouchers are checked by Fiscal Assistance to make sure that the expense categories entered into QuickBooks agree with those shown on the current IFP.  

EXCEPTIONAL EXPENSE REQUEST

This is the form that is used to request exceptional funding and cannot be processed by Fiscal Assistance until it has been approved by the County.

This request triggers another “invoice” to be created in QuickBooks for the Consumer covering the exceptional funds; however it is necessary for the Support Broker to submit a voucher covering the expense before it can be paid.  It is helpful to note on the voucher that it is for an exceptional expense.

The Exceptional Expense Request (EER) form is to be used whenever there is an expectation that the County will fund expenses above the Funding Range.  This form is not to be used to request an increase in the overall Funding Range.

Exceptional Costs would include any costs related to an individual newly entering a support/service that requires up-front costs that will not continue beyond one year.  It is assumed that DVR will pay for most work-related costs.  Consequently, only costs above the DVR reimbursement rate or cost for individuals denied DVR funding would be entered here.

Additionally, for existing folks, one-time costs for extraordinary expenses not included in the original plan would be included on this form (e.g. additional post-hospital support or cost for temporary roommate vacancy).  These costs must be separately negotiated with the Assigned County Manager or at a Friday AM meeting.
If you are unsure what category the cost falls under (Start-up, Modifications Equipment, Exceptional Costs, Other) ask the manager.  Home Modifications include, in addition to building modifications:  Personal Emergency Response Systems (if not ongoing), Communication Aids/Interpreter Services and Adaptive Aids (Vehicles or Other).

Please enter the Start and End Date if the payment will bridge more than one month.  Otherwise, enter just the Start Date.

Please complete the bottom of the form, Description & Justification.

Important:  This form may be submitted without a revised Individual Financial Plan (IFP) as long as it does not affect the calculations on the current IFP.  EERs are approved and submitted by the Assigned County Manager at SDS Friday Morning meetings.

Signatures for EERs only include the Support Broker and the Assigned County Manager to mark the acceptance of enhancing the service dollars used to support the consumer.  Consumer and guardian signatures are not needed because it is generally accepted that they approve of any additional temporary funding increase, and having the EER signed promptly at the Friday Morning meeting expedites the funding request.

ONE-TIME VOUCHER

The one-time voucher should be used for services provided on a one-time basis by an individual or company outside of the DD system.   Examples of when to submit this voucher would be for payment of cleaning services, carpentry services, respite services, Lifeline, etc.  Again, these would be payments made to vendors who do not work directly with Dane County.

If this voucher is used for on-going services provided by a DD-system agency, it will be returned to the Support Broker unprocessed.  No payment can be made to an agency for services based on a request made with this voucher because it is not signed by the Provider.

This one-time voucher does not need to be signed by the Provider, but should be signed by the Participant/Guardian and Broker before sending to Fiscal Assistance.

If the voucher is for an exceptional expense, this should be noted on the voucher.

In order to expedite payment, the voucher may be faxed to Fiscal Assistance, but the original should always be mailed to Fiscal Assistance.

VOUCHER FOR ON-GOING SERVICES

The on-going voucher should be used for services provided by a DD-system agency on an on-going basis.  There are “termination” statements listed on the voucher, in case a decision is made to cancel services with the provider agency.  It must be signed by the Participant/Guardian, Broker AND Provider before being submitted to Fiscal Assistance for processing.  

Care should be taken to accurately complete the form.  Any changes need to be initialed by all parties before submission for payment.  If changes have not been initialed by all parties, the voucher will be returned to the Broker for correction and payment may be delayed.

The effective dates of this voucher should run with the Consumer’s recertification date.  If the end date is incorrect and extends past the recertification date, the date will be changed so that the voucher ends with the recert date.  If the end date occurs before the recertification date, the voucher will expire at the earlier date and no adjustment will be made.  It is up to the Support Broker to make sure that the dates are correct.

COUNTY-DIRECTED

VOUCHER FOR ON-GOING SERVICES

The County-Directed Voucher should be used for consumers that are County-Directed and must be signed by the Broker, County Manager, and Provider.

