SECTION 3    USING THE MOD II WORKBOOK
OVERVIEW

The RJM Data Review Process is designed to ensure that the states’ data are validated prior to the National Office process of data comparison and establishing operating ranges for each functional activity and non-personal service category.  Once the data has been validated, the National Office will use the data to determine if there has been significant increases or decreases from one year to the next and then compare all states for each category.   Ranges of data will be established with data sets displayed in descending order.  The states that are determined to be out of range (OOR) will have to provide justification to the Regional Offices why their operating cost are not consistent with other states for the same type activity. 

As part of the Resource Justification Model (RJM) submission process, states are required to submit hardcopy documents from their accounting records.  The accounting records should be the same as those that were used to prepare their RJM worksheets. The reviewers will use these records as the basis for their review.  States are required to arrange these records in a logical manner that will help the Regional Reviewers easily conduct a sufficient audit. One of the first tasks that the Regional Reviewer must perform before the RJM review can begin is to validate that the states have submitted copies of all accounting records used to prepare the RJM State workbook.  The state should also provide information regarding the method used to convert their accounting data to the RJM format and any supporting documentation for requested increases.  

The Startup worksheet of the Regional Review Workbook provides a detailed checklist of the records that the state is required to submit.  The Regional Reviewer should complete this sheet first to ascertain whether all the data has been provided.  If it is determined that accounting records data is missing from the state’s submission, the Regional Reviewer should contact the state immediately to request that the missing records be provided.
The Reviewer will transfer key data from the states’ RJM worksheets to the Regional Review Workbook.  The National Office has developed a simplified method whereby the Regional Reviewer is directed to enter key data, compare it to the data submitted by the states, and evaluate whether the results are the same or close enough to be categorized as ‘valid’.  The system will display to the Regional Reviewer that pieces of data agree and which data differs from the state.  For those data elements that are not in agreement, the Reviewer will have to determine the cause of the difference and the resolution to the problem. 

To facilitate ease in the review process, each Regional Reviewer should establish a separate file folder for each state and store both the RJM worksheets from the state and the Regional Review Workbook in the same file.  It is strongly recommended that the Regional Reviewer frequently save the work to this file so that any data entry performed is not lost.  A suggested naming scheme for the file would be state name, R, and date of update.  If more than one update is made during the day follow the date by a period and number.  Example: Idaho R Feb 21.3

A separate set of instructions has been prepared for each worksheet.  The Regional Reviewer should begin the data entry of the Regional Review Workbook with the START R worksheet. After the START R has been completed, other worksheets can be completed in any order the reviewer desires.  If there is missing or incomplete data, the reviewer should attempt to resolve these issues but should continue entering as much data on each sheet as they have available.  

3.1 
START R 

Purpose

The Start R worksheet tracks whether the states have sent all the necessary documents in order that the Regional Reviewer can conduct the review in a satisfactory manner.  The Start R worksheet also imports data from the state’s RJM workbook so that comparisons between the Regional Review and the state RJM workbook can be evaluated for conformance. This worksheet provides the reviewer a quick overview of potential problems and allows the to determine if all need documentation is present.
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Row 2, Column A
Click on the “IMPORT State Data” button located at the top left corner of the worksheet.    An Open screen will appear that requests the user to enter the File Name and location from which the file will be imported.  Drop down the arrow to the right of the box entitled Look In: and select the appropriate file.  Then, double-click the file.  The system will transfer the data that is in “Export6” from the State’s file and will populate the IMPORT tab.  The screen will flash several times while this transfer is being completed.  This could take several seconds depending on the speed of your computer.

Row 4, Column A 
Click on the “SAVE” button.  This will take you to an Excel Save screen.  You will have to assign a name to the review file. Suggested naming format:  State name_R_Date.  The R indicates Review (e.g., Idaho_R_Feb23).  As you update data in this file, change the date. 

Row 1
System will transfer the name of the State from the IMPORT tab.

Row 7, Column C
The system will import the contact person identified from the State RJM Workbook.

Row 8, Column C
The system will import the contact’s phone number identified from the State RJM Workbook.

Row 9, Column C
The system will import the contact’s email address identified from the State RJM Workbook.

Row 10, Column C
Enter the Regional Reviewer’s name.

Row 11, Column C
Enter the Regional Reviewer’s phone number.

Row 12, Column C
Enter the Regional Review’s email address.

Row 14, Column C
Enter the date the Excel Files were received from the State.


Row 15, Column C
Enter the date the notebook was received from the State.

Row 16, Column C
The system will determine whether or not the RJM Version is imported is the correct one. If the correct version of the software was not used, notify the state to download the current version of the software off the RJM website and resubmit. Using the correct version.

Row 18, Column E
Enter whether or not (Y/N) the State collects multi-taxes per GAL 4-91.

Row 19, Column E
Enter whether or not (Y/N) the State reports multi-claimants on the UI 3.
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The following questions require a Y/N response in one of the following 3 categories: Included (Column C); Excluded (Column D); and Problems (Column E).

Row 22  
Are there problems noted in the narrative? 

Row 23
Are copies of the spreadsheets included?

Row 24
Are copies of the fund ledger summaries included?

Row 25
Is regular PSPB Cross complete and included?

Row 26
Is TEUC PSPB Cross complete and included?

Row 27
Are the Accounting Reports Included-Hours Paid?

Row 28
Are the Accounting Reports Included-PS Paid?

Row 29
Are the Accounting Report Included-Pub Paid?

Row 30
Are the Accounting Reports Included-Hours Worked?

Row 31
Are NPS Source Documents Included?

Row 32
Is Regular NPS Cross Complete and Included?

Row 33
Is TEUC Cross Complete and Included?

Row 34
Is there detailed documentation on PS Contracts?

Row 35
Is there documentation on NPS increases?

Row 36
Is there documentation on PS increases?

Row 37
Is there documentation on PB increases?

Row 38
Is there documentation on Leave Adjustment?

Row 39
Is there documentation on GAL 4-91?
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Row 42, Column B
Click on “Import Workloads” button.  An Open screen will appear that requests the user to enter the File Name and location from which the file will be imported.  Drop down the arrow to the right of the box entitled Look In: appropriate file.  Then find the file on the disk and double-click the file.  The system will transfer the data from the State’s file and will populate the IMPORT tab.  The screen will flash several times while this transfer is being completed.  This could take several seconds depending on the speed of your computer.

Other Quick Checks

Row 45
System will calculate whether the correct workloads were used. If correct, a green YES will appear in the Yes Column.  If incorrect, a red No will appear in the NO Column. If NO appears refer to Worksheet 3R to determine which data element (s) are incorrect.  This will have to be resolved with the state. 

Row 46 
Was the PSPB Crosswalk Balanced?  Enter a “Yes” or                      “No” in Columns C & D the appropriate column.

Row 47

Was the TEUC PSPB Crosswalk Balanced?  Enter a “Yes” Columns C & D
or “No” in the appropriate column.

Row 48

Was the NPS Crosswalk Balanced?  Enter a “Yes” or “No” Columns C & D
in the appropriate column.               

Row 49

Was the TEUC NPS Crosswalk Balanced?  Enter a “Yes”  Columns C & D
or “No” in the appropriate column.

Row 50

Was the 6-Bal in Balance?  Enter a “Yes” or “No” in the   Columns C & D
appropriate column.

3.2
PREVIOUS YEAR FINANCIAL SUMMARY (ACCT SUM R)

Purpose

These forms show the total expenditures incurred by the state agency. All expenditures, whether funded by federal sources or state funds for the administration of the UI program, are to be documented.  Adjustments for non-allowable costs are recorded and the net dollars expended are calculated.  These forms allow the Reviewer to review summary fund ledger reports and determine which costs are allowable for the RJM.  Once this determination has been made, the system compares the total expenditure reported in the RJM to those determined by the Reviewer.  Differences will have to be explained.
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Row 3


System will transfer the State name from the IMPORT tab.

Row 4
Click on the “Import Crosswalk” button located at the top left corner of the worksheet.  An Open screen will appear that requests the user to enter the File Name and location from which the file will be imported. Drop down the arrow to the right of the box entitled Look In: and select the appropriate file (State Crosswalk file).  Then find the file on the disk and double-click the file.  The system will transfer the data from the state’s file and will populate the IMPORT tab.  The screen will flash several times while the transfer is being completed.  This could take several seconds depending on the speed of your computer.

Row 5


System will transfer the fiscal year from the IMPORT tab.

Row 9, Column C
Enter the total personal service dollars for fund ledger 210.

Row 9, Column D 
Enter the total personnel benefit dollars for fund ledger                           210. 

Row 9, Column E
Enter the total NPS dollars for fund ledger 210.

Row 9, Column F
System will calculate the total dollars for fund ledger 210.

Row 10, Column C
Enter the total personal service dollars for fund ledger 213.

Row 10, Column D
Enter the total personnel benefit dollars for fund ledger 213. 

Row 10, Column E
Enter the total NPS dollars for fund ledger 213.

Row 10, Column F
System will calculate the total dollars for fund ledger 213.

Row 11, Column B
Enter the fund ledger number from the TEUC account.

Row 11, Column C
Enter the total personal service dollars from the TEUC account 

Row 11, Column D
Enter the total personnel benefit dollars from the TEUC account 

Row 11, Column E
Enter the total NPS dollars from the TEUC account
Row 11, Column F
System will calculate the total dollars from the TEUC account 

Rows 12 – 18
will be used to document other fund sources that were used for the administration of the UI program.  Insert additional line(s) if necessary.

Column A
Enter the name of the account or fund source that was used for the administration of the UI program.

Column B
Enter the fund ledger number of the account or fund source that was used for the administration of the UI program.
Column C
Enter the total personal service dollars from the account described in Column B that was used for the administration of the UI program.

Column D
Enter the total personnel benefit dollars from the account described in Column B that was used for the administration of the UI program.

Column E
Enter the total NPS dollars from the state’s account described in Column B that was used for the administration of the UI program.

Column F
System will calculate the total dollars from the state’s account described in Column B that was used for the administration of the UI program.
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Row 19, Column B

Enter the fund ledger number for Resources on Order from the Prior Year.

Row 19, Column E
Enter the total NPS dollars from the Federal account described in Column B for the Resources on Order from the Prior Year.

Row 19, Column F
System will calculate the total dollars from the Federal account described in Column B for the Resources on Order from the Prior Year.

Row 21, Column B
Enter the fund ledger number for the Penalty and Interest from State Sources.

Row 21, Column C
Enter the total personal service dollars from the account described in Column B for the Penalty and Interest from State Sources.

Row 21, Column D
Enter the total personnel benefit dollars from the account described in Column B for the Penalty and Interest from State Sources.

Row 21, Column E
Enter the total NPS dollars from the account described in Column B for the Penalty and Interest from State Sources.

Row 21, Column F
System will calculate the total dollars from the account described in Column B for the Penalty and Interest from State Sources.

Row 22, Column B
Enter the fund ledger number for the General Funds Appropriated from State Sources.

Row 22, Column C
Enter the total personal service dollars from the account described in Column B for the General Funds Appropriated from State Sources.

Row 22, Column D
Enter the total personnel benefit dollars from the account described in Column B for the General Funds Appropriated from State Sources.

Row 22, Column E
Enter the total NPS dollars from the account described in Column B for the General Funds Appropriated from State Sources.

Row 22, Column F
System will calculate the total dollars from the account described in Column B for the General Funds Appropriated from State Sources.

Row 23, Column B
Enter the fund ledger number for the Administrative Tax from State Sources.

Row 23, Column C
Enter the total personal service dollars from the account described in Column B for the Administrative Tax from State Sources.

Row 23, Column D
Enter the total personnel benefit dollars from the account described in Column B for the Administrative Tax from State Sources.

Row 23, Column E
Enter the total NPS dollars from the account described in Column B for the Administrative Tax from State Sources.

Row 23, Column F
System will calculate the total dollars from the account described in Column B for the Administrative Tax from State Sources.

Row 24, Column B
Enter the fund ledger number for the Reed Act from State Sources.

Row 24, Column C
Enter the total personal service dollars from the account described in Column B for the Reed Act from State Sources.

Row 24, Column D
Enter the total personnel benefit dollars from the account described in Column B for the Reed Act from State Sources.

Row 24, Column E
Enter the total NPS dollars from the account described in Column B for the Reed Act from State Sources.

Row 24, Column F
System will calculate the total dollars from the account described in Column B for the Reed Act from State Sources.

Rows 25 – 28
will be used to document other state fund sources that were used for the administration of the UI program.  Insert additional line(s) if necessary.

Column A
Enter the name of the account or fund source that was used for the administration of the UI program.

Column B
Enter the fund ledger number of the account or fund source that was used for the administration of the UI program.

Column C
Enter the total personal service dollars from the account described in Column B that was used for the administration of the UI program.

Column D
Enter the total personnel benefit dollars from the account described in Column B that was used for the administration of the UI program.

Column E
Enter the total NPS dollars from the state’s account described in Column B that was used for the administration of the UI program.

Column F
System will calculate the total dollars from the state’s account described in Column B that was used for the administration of the UI program.

Row 29, Column C
System will calculate the total personal service dollars determined by the Reviewer.

Row 29, Column D
System will calculate the total personnel benefit dollars determined by the Reviewer.

Row 29, Column E
System will calculate the total NPS dollars determined by the Reviewer.

Row 29, Column F
System will calculate the total dollars determined by the Reviewer.

Rows 32 - 47 
Rows 32 – 47 are used to record expenditures that were included in Rows 9 through 18 that are non-allowable charges in the RJM and are to be excluded from the total expenditures.

Note:  There should be an entry on Row 32 if REVIEW SYSTEM STARTUP E16 = Y

Row 32, Column B
Enter the fund ledger number where the multi tax expenditures were recorded and should be excluded according to the agencies approved plan.

Row 32, Column C
Enter the total personal service dollars for multi tax administration that should be excluded according to the agencies approved plan.

Row 32, Column D
Enter the total personnel benefit dollars for multi tax administration that should be excluded according to the agencies approved plan.

Row 32, Column E
Enter the total NPS dollars for multi tax administration that should be excluded according to the agencies approved plan.

Row 32, Column F
System will calculate the total dollars for multi tax administration that should be excluded according to the agencies approved plan.

Note:  There should be an entry on Row 33 if REVIEW SYSTEM STARTUP E16 = Y

Row 33, Column B
Enter the fund ledger number where the multi claimant activity expenditures were recorded.

Row 33, Column C
Enter the total personal service dollars for multi claimant activities that should be excluded.

Row 33, Column D
Enter the total personnel benefit dollars for multi claimant activities that should be excluded.

Row 33, Column E
Enter the total NPS dollars for multi claimant activities that should be excluded.

Row 33, Column F
System will calculate the total dollars for multi claimant activities that should be excluded.
Note:  SAVE activities are to be excluded from the RJM.  If the state included SAVE expenditures in Rows 9-18, they are to be entered on line 34.

Row 34, Column B
Enter the fund ledger number where the SAVE activity expenditures were recorded.

Row 34, Column C
Enter the total personal service dollars for SAVE activities that should be excluded.

Row 34, Column D
Enter the total personnel benefit dollars for SAVE activities that should be excluded.

Row 34, Column E
Enter the total NPS dollars for multi SAVE that should be excluded.

Row 34, Column F
System will calculate the total dollars for SAVE activities that should be excluded.
Note:  NAFTA activities are to be excluded from the RJM.  If the state included NAFTA expenditures in Rows 9-18 they are to be entered on line 35.

Row 35, Column B
Enter the fund ledger number where the NAFTA activity expenditures were recorded.

Row 35, Column C
Enter the total personal service dollars for NAFTA activities that should be excluded.

Row 35, Column D
Enter the total personnel benefit dollars for NAFTA activities that should be excluded.

Row 35, Column E
Enter the total NPS dollars for multi NAFTA that should be excluded.

Row 35, Column F
System will calculate the total dollars for NAFTA activities that should be excluded.
Note:  TRA claims activities are to be excluded from the RJM.  Only the TRA Coordinator is to be included in the RJM.  If the state included TRA claims activities expenditures in Rows 9-18, they are to be entered on line 36.

Row 36, Column B
Enter the fund ledger number where the TRA claims activities activity expenditures was recorded.

Row 36, Column C
Enter the total personal service dollars for TRA claims activities that should be excluded.

Row 36, Column D
Enter the total personnel benefit dollars for TRA claims activities that should be excluded.

Row 36, Column E
Enter the total NPS dollars for multi TRA claims activities that should be excluded.

Row 36, Column F
System will calculate the total dollars for TRA claims activities that should be excluded.
Note:  Profiling-ES activities are to be excluded from the RJM.  Providing Reemployment Services to UI claimants is an Employment Services activity and should not be included in the RJM.  If the state included Profiling-ES activities expenditures in Rows 9-18, they are to be entered on line 37.
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Row 37, Column B
Enter the fund ledger number where the Profiling - ES activity expenditures were recorded.

Row 37, Column C
Enter the total personal service dollars for Profiling - ES activities that should be excluded.

Row 37, Column D
Enter the total personnel benefit dollars for Profiling - ES activities that should be excluded.

Row 37, Column E
Enter the total NPS dollars for multi Profiling - ES activities that should be excluded.

Row 37, Column F
System will calculate the total dollars for Profiling - ES activities that should be excluded.

Note:  Postage is to be excluded from the RJM.  If the state included Postage expenditures in Rows 9-18 they are to be entered on line 38.

Row 38, Column B
Enter the fund ledger number where the Postage expenditures were recorded.

Row 38, Column E
Enter the total NPS dollars for Postage that should be excluded.

Row 38, Column F
System will calculate the total dollars for Postage that should be excluded.

Note:  Resources on Order – End of Year is to be excluded from the RJM.  If the state included Resources on Order – End of Year expenditures in Rows 9-18, they are to be entered on line 39.

Row 39, Column B
Enter the fund ledger number where the Resources on Order – End of Year expenditures were recorded.

Row 39, Column E
Enter the total NPS dollars for Resources on Order – End of Year that should be excluded.

Row 39, Column F
System will calculate the total dollars for Resources on Order – End of Year that should be excluded.

Note:  TEUC is to be excluded from the RJM.  If the state included TEUC expenditures in Rows 9-18 they are to be entered on line 40

Row 40, Column B
Enter the fund ledger number where the TEUC expenditures were recorded.

Row 40, Column C
Enter the total personal service dollars for TEUC that should be excluded.

Row 40, Column D
Enter the total personnel benefit dollars for TEUC that should be excluded.

Row 40, Column E
Enter the total NPS dollars for TEUC that should be excluded.

Row 40, Column F
System will calculate the total dollars for TEUC that should be excluded.

Rows 41 – 47 
Rows 41 – 47 will be used to document other expenditures that were included in Rows 9 -18 that should be excluded from the RJM for the specific year.  Insert additional lines if necessary.

Column A
Enter the description of the expenditure that should not be included in the RJM.

Column B  
Enter the fund ledger number of the account or fund source that should be excluded.

Column C
Enter the total personal service dollars from the account described in Column B that should be excluded.

Column D
Enter the total personnel benefit dollars form the account described in Column B that should be excluded.

Column E
Enter the total NPS dollars from the state’s account described in Column B that should be excluded.

Row 48, Column C
System will calculate the total personal service dollars that should be excluded.

Row 48, Column D
System will calculate the total personnel benefit dollars that should be excluded.

Row 48, Column E
System will calculate the total NPS dollars that should be excluded.

Row 48, Column F
System will calculate the total dollars that should be excluded.

Row 50, Column C
System will calculate the total personal service dollars that are allowable.

Row 50, Column D
System will calculate the total personnel benefit dollars that are allowable.

Row 50, Column E
System will calculate the total NPS dollars that are allowable.

Row 50, Column F
System will calculate the total dollars that are allowable.

Row 52, Column C
System will import the total personal service costs reported by the State.

Row 52, Column D
System will import the total personnel benefit costs reported by the State.

Row 52, Column E
System will import the total NPS costs reported by the State.

Row 52, Column F
System will import the total costs reported by the State
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Row 54, Column C
System will calculate difference between the total personal service costs reported by the state and the allowable costs calculated above.

Row 54, Column D
System will calculate the difference between the total personnel benefit costs reported by the state and the allowable costs calculated above.

Row 54, Column E
System will calculate the difference between the total NPS costs reported by the state and the allowable costs calculated above.

Row 54, Column F
System will calculate the difference between the total costs reported by the state and the allowable costs calculated above.

Row 56
System will determine if errors have been detected for Multi Tax Balance.  

Row 57
System will determine if errors have been detected for Multi Claimant Balance.

Row 58, Column C
System will copy number from Resources on Order Prior Year from above.

Row 58, Column D
System will import Resources on Order Prior Year from Cross Walk Previous Year.

Row 58, Column E
System will calculate the difference from Row 58 Column C minus D.

Row 59, Column C
System will copy number from Resources on Order End of Year from above.

Row 59, Column D
System will import Resources on Order End of Year from Cross Walk Previous Year.

Row 59, Column E
System will calculate the difference from Row 59 Column C minus D.

3.3
CROSSWALK PS/PB (CROSS PY R)

Purpose:

The Cross PY R worksheet is designed to assist the Reviewer in determining if the state accurately calculated their request for increases in personal services (PS) or personnel benefits (PB).  The Reviewer will be expected to review at a minimum three functional activity codes: AS&T, IC and TAX.  If these calculate correctly, then no additional codes will have to be reviewed.  If these calculations are incorrect, the Reviewer will be required to calculate all ten of the functional activities.  The Reviewer should also verify any functional activity area is operated by another agency within the State.  Differences will have to be explained.

The Cross PY R worksheet is also designed to assist the Reviewer in determining the amount of each personal service/personnel benefit increase and whether the increase was applied to the correct year.

Every state has different types of PS and PB increases.  Each unique type of increase is important for this review.  Other important items to be conscious of are the effective date and how the increase will be applied.  Some examples of issues regarding these different type increases are illustrated below.

Example:  All employees within a given state will receive a 6% increase in annual salary effective July 1. This would mean that the increase would only be in effect for three months of the Current Year and 9 months of the Next Year.  The total increase would be over two different fiscal years; therefore, the increase shown for the Current Year would be $1080 ($360 * 3 months) and the balance $3240 ($360 * 9 months) would be shown in the Next Year.

Cost per position for three months



$18,000

Straight line projection





$72,000


Total effect of 6 % increase




$  4,320

Monthly increase






$     360

Based on the above example, the state has a PB rate that has been calculated at 18.5. This calculation would result in a PB increase of  $199.80 (.185 * $1080) for the Current Year and $599.40 for the Next Year. RJM data should only be presented in whole number; therefore, the increase would be $200 and $599, respectively. 

The Rows and Columns described below are for the Initial Claims function.  The same procedure would be repeated for each functional activity that is reviewed.
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Row 4, Column A
System will transfer name of state from the IMPORT tab.

Row 7, Column A 
System will transfer the fiscal year from the IMPORT tab.

Row 12, Column B

Enter the FAC code for UI-210.

Row 12, Columns C, G, K,
Enter the number of UI-210 Hours Paid for each                 O, S, W, AA, AE, AI, AM,    
appropriate category.

      AQ, AU

Row 12, Columns D, H, L,
Enter the amount of UI-210 PS$ for each               P, T, X, AB, AF, AJ, AN,

appropriate category.       

    
AR, AV

Row 12, Columns E, I, M,
Enter the amount of UI-210 PB$ for each              Q, U, Y, AC, AG, AK, AO,    
appropriate category.       

AS, AW

Row 12, Columns F, J, N,

Enter the number of UI-210 Work Hours for each              R, V, Z, AD, AH, AL, AP,    
appropriate category.

AT, AX

Rows 13-29, Column A
Enter a description of each of the Ledger/Functional Activities.  Insert additional lines if necessary.

Rows 13-29, Column B
Enter the FAC code for each of the Ledger/Functional Activities.

Rows 13-29, Columns C, G,
Enter the number of Hours Paid for each of the    

K, O, S, W, AA, AE, AI, AM,   
Ledger/Functional Activities for each appropriate 

AQ, AU



category.

Row 13-29, Columns D, H, L,
Enter the amount of PS$ for each of the Ledger/

P, T, X, AB, AF, AJ, AN,    
Functional Activities for each appropriate category.       

AR, AV

Rows 13-29, Columns E, I, M,
Enter the amount of PB$ for each of the Ledger/

Q, U, Y, AC, AG, AK, AO,    
Functional Activities for each appropriate category.       

AS, AW

Row 13-29, Columns F, J, N,
Enter the number of Work Hours for each of the    R, V, Z, AD, AH, AL, AP,    
Ledger/Functional Activities for each appropriate 

AT, AX
category.

Rows 12-29, Column AY
System will sum the number of Hours Paid for each Ledger/Functional Activity.

Rows 12-29, Column, AZ
System will sum the number of PS$ for each Ledger/Functional Activity.

Rows 12-29, Column BA
System will sum the number of PB$ for each Ledger/Functional Activity.

Rows 12-29, Column BB
System will sum the number of Work Hours for each Ledger/Functional Activity.

Row 30, Columns C, G, K,
System will sum the number of Hours Paid for each            O, S, W, AA, AE, AI, AM,    
appropriate category.

AQ, AU

Row 30, Columns D, H, L,
System will sum the number of PS$ for each          P, T, X, AB, AF, AJ, AN,    
appropriate category.       

AR, AV

Row 30, Columns E, I, M,
System will sum the number of PB$ for each                     Q, U, Y, AC, AG, AK, AO,    
appropriate category.       

AS, AW

Row 30, Columns F, J, N,

System will sum the number of Work Hours for    R, V, Z, AD, AH, AL, AP,    
each appropriate category.

AT, AX

Row 32, Column C
System will calculate the total Allocated Hours Paid.

Row 32, Column D

System will calculate the total Allocated PS$.

Row 32, Column E

System will calculate the total Allocated PB$.

Row 32, Column F

System will calculate the total Allocated Work Hours.

Row 34, Column C
System will calculate the Difference between the Total and Allocated Hours Paid.

Row 34, Column D
System will calculate the Difference between the Total and Allocated PS$.

Row 34, Column E
System will calculate the Difference between the Total and Allocated PB$.

Row 34, Column F
System will calculate the Difference between the Total and Allocated Work Hours.

Row 38, Column B

Enter the FAC code for Adjustments GAL-41.

Row 38, Columns C, G, K,
Enter the number of Adjustments GAL-41 Hours   O, S, W, AA, AE, AI, AM,    
Paid for each appropriate category.

AQ, AU

Row 38, Columns D, H, L,
Enter the amount of Adjustments GAL-41 PS$ for P, T, X, AB, AF, AJ, AN,    
each appropriate category.       

AR, AV

Row 38, Columns E, I, M,
Enter the amount of Adjustments GAL-41 PB$ for Q, U, Y, AC, AG, AK, AO,    
each appropriate category.       

AS, AW

Row 38, Columns F, J, N,

Enter the number of Adjustments GAL-41 Work   R, V, Z, AD, AH, AL, AP,    
Hours for each appropriate category.

AT, AX

Rows 39-41, Column A
Enter a description of each of the Adjustments. Insert additional lines if necessary.

Rows 39-41, Column B
Enter the FAC code for each of the Adjustments.

Rows 39-41, Columns C, G,
Enter the number of Hours Paid for each of the                       K, O, S, W, AA, AE, AI, AM,   
Adjustments for each appropriate category.

AQ, AU

Row 39-41, Columns D, H, L,
Enter the amount of PS$ for each of the                                    P, T, X, AB, AF, AJ, AN,    
Adjustments for each appropriate category.       

AR, AV

Rows 39-41, Columns E, I, M,
Enter the amount of PB$ for each of the                                   Q, U, Y, AC, AG, AK, AO,    
Adjustments for each appropriate category.       

AS, AW

Row 39-41, Columns F, J, N,
Enter the number of Work Hours for each of the                      R, V, Z, AD, AH, AL, AP,    
Adjustments for each appropriate category.

AT, AX

Rows 38-41, Column AY
System will sum the number of Hours Paid for each of the Adjustments.

Rows 38-41, Column, AZ
System will sum the number of PS$ for each of the Adjustments.

Rows 38-41, Column BA
System will sum the number of PB$ for each of the Adjustments.

Rows 38-41, Column BB
System will sum the number of Work Hours for each of the Adjustments.

Row 42, Columns C, G, K,
System will calculate the number of Total

O, S, W, AA, AE, AI, AM,    
Adjustments Hours Paid for each appropriate 

AQ, AU
category.

Row 42, Columns D, H, L,
System will calculate the number of Total              P, T, X, AB, AF, AJ, AN,    
Adjustments PS$ for each appropriate category.       

AR, AV

Row 42, Columns E, I, M,
System will calculate the number of Total              Q, U, Y, AC, AG, AK, AO,    
Adjustments PB$ for each appropriate category.       

AS, AW

Row 42, Columns F, J, N,

System will calculate the number of Total              R, V, Z, AD, AH, AL, AP,    
Work Hours for each appropriate category.

AT, AX

Row 42, Column AY
System will sum the number of Hours Paid for the Total Adjustments.

Rows 42, Column, AZ
System will sum the number of PS$ for the Total Adjustments.

Rows 42, Column BA
System will sum the number of PB$ for the Total Adjustments.

Rows 42, Column BB
System will sum the number of Work Hours for the Total Adjustments.

Row 44, Columns C, G, K,
System will calculate the number of RJM Costs                      O, S, W, AA, AE, AI, AM,    
Hours Paid for each appropriate category.

AQ, AU

Row 44, Columns D, H, L,
System will calculate the number of RJM Costs                       P, T, X, AB, AF, AJ, AN,    
PS$ for each appropriate category.       

AR, AV

Row 44, Columns E, I, M,
System will calculate the number of RJM Costs                      Q, U, Y, AC, AG, AK, AO,    
PB$ for each appropriate category.       

AS, AW

Row 44, Columns F, J, N,

System will calculate the number of RJM Costs                             R, V, Z, AD, AH, AL, AP,    
Work Hours for each appropriate category.

AT, AX

Row 44, Column AY
System will sum the number of Hours Paid for the RJM Costs.

Row 44, Column, AZ
System will sum the number of PS$ for the RJM Costs.

Row 44, Column BA
System will sum the number of PB$ for the RJM Costs.

Row 44, Column BB
System will sum the number of Work Hours for the RJM Costs.

Row 46, Columns G, K,

System will import the amount of Hours Paid         O, S, W, AA, AE, AI, AM,    
reported by state for each appropriate category.

AQ, AU

Row 46, Columns H, L,

System will import the amount of PS$ reported                                   P, T, X, AB, AF, AJ, AN,    
by state for each appropriate category.       

AR, AV

Row 46, Columns I, M,

System will import the amount of PB$ reported                     Q, U, Y, AC, AG, AK, AO,    
by state for each appropriate category.       

AS, AW

Row 46, Columns J, N,

System will import the amount of Work Hours      R, V, Z, AD, AH, AL, AP,    
reported by state for each appropriate category.

AT, AX

Row 48, Columns G, K,

System will calculate the difference between RJM O, S, W, AA, AE, AI,        
Costs and the amount reported by state of Hours AM, AQ, AU  


Paid for each appropriate category.

Row 48, Columns H, L,
System will calculate the difference between RJM 

P, T, X, AB, AF, AJ, AN,   
Costs and the amount reported by state of PS$ for 

AR, AV 



each appropriate category.
 

Row 48, Columns I, M,
System will calculate the difference between RJM 

Q, U, Y, AC, AG, AK, AO,    
Costs and the amount reported by state of PB$ for

AS, AW



each appropriate category.

Row 48, Columns J, N,

System will calculate the difference between RJM R, V, Z, AD, AH, AL, AP,    
Costs and the amount reported by state of Work 

AT, AX



Hours for each appropriate category.

	FUNCTIONAL ACTIVITY CODE MATRIX

	REV JAN 29

	
	
	
	

	CODE
	LISTED
	TITLE
	RJM

	
	ETA 362
	
	CODE

	000
	
	UNASSIGNED/UNALLOCATED
	AST

	100
	X
	ADMINISTRATION AND MANAGEMENT
	AST

	120
	X
	FISCAL/PERSONNEL MANAGEMENT
	AST

	150
	X
	ADP
	AST

	190
	
	ONE STOP
	?

	200
	X
	CLAIMS PROCESSING
	IC / WKS

	210
	
	INITIAL CLAIMS
	IC

	220
	
	WEEKS CLAIMED
	WKS

	223
	
	ELEGIBILITY REVIEW PROGRAM
	WKS

	230
	X
	NONMONETARY DETERMINATION-SINGLE CLAIMANT
	NMD

	235
	X
	BENEFITS/APPEALS TRAVEL
	IC/APP

	238
	X
	MULTI-CLAIMANT SERVICES
	NON RJM

	
	
	    NONMONETARY DETERMINATIONS
	NON RJM

	
	
	    APPEALS-LOWER AUTHORITY
	NON RJM

	
	
	    APPEALS-HIGHER AUTHORITY
	NON RJM

	240
	X
	APPEALS, SINGLE CLAIMANT
	APP

	241
	
	    LOWER AUTHORITY
	APP

	242
	
	    HIGHER AUTHORITY
	APP

	243
	
	MULTI-CLAIMANT APPEALS
	NON RJM

	260
	X
	WAGE RECORDS
	WR

	270
	X
	BENEFIT PAYMENT CONTROL
	BPC

	300
	X
	TAX OPERATIONS
	TAX

	305
	
	TAX ACCOUNTING
	TAX

	306
	
	EMPLOYER ACCOUNTS
	TAX

	307
	
	EXPERIENCE RATING
	TAX

	310
	
	TAX ENFORCEMENT
	TAX

	311
	
	EMPLOYER SERVICES
	TAX

	312
	
	FIELD AUDIT
	TAX

	314
	
	DELINQUENCY CONTROLS
	TAX

	325
	
	TAX TRAVEL
	TAX

	351
	X
	PROCESSING ALLOWANCES
	NON RJM

	400
	X
	MANAGEMENT, SUPERVISION, AND TRAINING
	SUP

	401
	
	ICON PROGRAMMER
	SUP

	410
	
	UI MANAGEMENT AND SUPERVISION
	SUP

	420
	
	UI STAFF TECHNICAL SERVICES
	SUP

	430
	
	CAREER DEVELOPMENT/TRAINING
	SUP

	440
	
	UI RESEARCH
	SUP

	455
	X
	CWBH
	SUP

	457
	X
	COST MODEL
	SUP

	458
	
	TRA COORDINATOR
	SUP

	459
	X
	RANDOM AUDIT/INTERNAL SECURITY
	SUP

	460
	X
	SPECIAL PROJECTS
	?

	461
	
	QUALITY CONTROL/UI PERFORMS
	UIP

	463
	
	QUALITY CONTROL/REVENUE
	UIP

	
	
	
	

	ASSUMING STATE USES NORMAL DEFINITION


3.4 
PERSONAL SERVICES/PERSONNEL BENEFIT INCREASES                  (1 AST R --- 1 SUP R)

Each of the following worksheets requires the same basic methodology to complete.  The instructions below apply to each.  Data entered on the 1-AST R Columns A, B, C, and D will automatically populate the corresponding cells in the other worksheets.  The system works on the assumption that all functional activity codes would receive the same type of increase.  If there are different increases for different functional activities, then change the incorrect data on the appropriate worksheet.  

· 1-AST R – AS&T

· 1-IC R – Initial Claims

· 1-WK R – Weeks Claimed

· 1-NMD R – Non Monetary Determinations

· 1-APP R – Appeals

· 1-WR R – Wage Records

· 1-TAX R – Tax

· 1-BPC R – Benefit Payment Control

· 1-UIP R – UI Performs

· 1-SUP R – Support

Purpose:
The 1-AST R through 1-SUP R worksheets are designed to assist the Reviewer in determining if the state accurately calculated their request for increases in personal services (PS) or personnel benefits (PB).  Differences will have to be explained.
The AST R through 1-SUP R worksheets are also designed to assist the Reviewer in determining the amount of each personal service/personnel benefit increase and whether the increase was applied to the correct year.

Every state has different types of PS and PB increases.  Each unique type of increase is important for this review.  Other important items to be conscious of are the effective date and how the increase will be applied.  Some examples of issues regarding these different type increases are illustrated below.

The RJM provides a method for states to request increases in personnel service costs and personnel benefit costs.  These calculations have to be based on legislation, union agreements, state published increases or based on an established historical pattern of the state.  States are permitted to include those anticipated increases if the state can provide a detailed justification on how the state determined the increases.

If an increase occurs on October 1 of a fiscal year, then it is a simple calculation of multiplying the percent increase times the ending cost for the previous year.

Ending salary Previous Year


$40,000

Effective date of increase Oct 1

Percent increase



        .06

Total salary for Current Year


$42,400

In the case where an increase occurs during some other month other than the first month of the fiscal year, a portion of the raise will be allocated proportionally over the next twelve months.

Ending salary Previous Year


$40,000

Effective date of increase Jan 1

Percent increase



        .06

Increase per month



     $200

Number of months raise effective

           9

Increase in Current year


  $1,800


Total salary for Current Year


$41,800

Increase for Next Year

Increase per month



     $200

Number of months raise effective

           3

Increase in Current year


     $600

If an increase occurred during the Previous Year, other than on Oct 1, a portion of that raise is include in the Previous Year and the remaining portion of the raise should be included in the Current Year calculation. A determination has to be made on the average PS as of the effective date of the increase.  The following formula will be used for this determination.

Average PS per position for Previous year

APS

Percent increase




I

Months the raise was effective in Previous year
M

Average PS before increase



PSB

PSB = APS / 1 + (I * (M / 12))

Personnel service cost per position-Previous Year

$42,480

Percent Increase





        .05

Effective date of increase-July 1

Months increase was in effect-Previous Year


           3

PSB = $42,480 / 1 + (.05 * (3/12))

PSB = $41,956

Proof:

Average salary as of July 1




$41,956

Percent Increase



 
    
        .05

Monthly increase





$174.73

 

Months increase in effect-3



     
$524.00

Personnel service cost per position-Previous Year

$42,480

Months increase in effect Current Year
9

Monthly increase





$174.73

Requested increase for Current Year

    
          $1573.00

There are two basic types of personnel benefit increases.  There would be an increase in personnel benefit dollars as a result of an increase in personal service dollars. This may not be the same percent as a regular personnel benefits increase, as personnel benefits ratios usually consist of a fixed percent for some items and a cost per position for others. 

Example:

FICA







  7.65

Retirement match




  
  6.00

Health insurance (per position $975)/42480

 
  2.30

Total PB rate





            15.95

In this example only the 7.65 for FICA and the 6.00 for retirement match would the PB increases as a result of the PS increase or $215.

The other type of increase in PB dollars are the result of an increase in the rate that is applied to the entire PS rate and an increase in the rate or an increase in cost per position.  Examples would be the state increasing the retirement match from 6.0% to 6.5% or the cost of health increasing from $975 per year to $1300 per year. 

The Rows and Columns described below are for the AST function.  The same procedure would be repeated for each functional activity that is reviewed.
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Row 4, Column A


System will transfer name of state from the IMPORT tab.

Row 6, Column A
System will transfer the fiscal year from the IMPORT tab.

Row 11, Column B
System will transfer the Total Personal Service Cost for the Previous Fiscal Year from the CROSS PY R worksheet.

Row 12, Column B
System will transfer the Total Positions Paid for the Previous Fiscal Year from the CROSS PY R worksheet.

Row 13, Columns E, F, & G
System will calculate the Straight Line PS Cost Per Position for the Current Fiscal Year, Next Fiscal Year, and Request Fiscal Year.

Rows 15, 16, 17, Column A
Enter a description a description of the increase for the Prior Year – Partial.  Insert more rows if necessary.

Rows 15, 16, 17, Column B
Enter the effective date for each of the increases for the Prior Year – Partial.

Rows 15, 16, 17, Column C
Enter the number of months for each of the increases for the Prior Year – Partial.

Rows 15, 16, 17, Column D
Enter the percentage of these increases for the Prior Year – Partial.

Rows 15, 16, 17, Column E
System will calculate the dollar amount for these increases for the Current Fiscal Year for the Prior Year – Partial.

Rows 19, 20, 21, Column A
Enter a description of the increases for the Current Year.  Add more rows if necessary.

Rows 19, 20, 21, Column E
System will calculate the dollar amount for these increases for the Current Fiscal Year.

Rows 19, 20, 21, Column F
System will calculate the dollar amount for these increases for the Next Fiscal Year.

Rows 23, 24, 25, Column A
Enter a description of the increases for the Next Year.  Add more rows if necessary.


Rows 23, 24, 25, Column F
System will calculate the dollar amount for these increases for the Next Fiscal Year.

Rows 23, 24, 25, Column G
System will calculate the dollar amount for these increases for the Request Fiscal Year.

Rows 27, 28, 29, Column A
Enter a description of the increases for the Request Year.  Insert more rows if necessary.

Rows 27, 28, 29, Column G
System will calculate the dollar amount for these increases for the Request Fiscal Year.

Row 30, Column B
System will calculate the PS Cost Per Position for the Previous Fiscal Year.

Row 30, Column E
System will calculate the PS Cost Per Position for the Current Fiscal Year.

Row 30, Column F
System will calculate the PS Cost Per Position for the Next Fiscal Year.

Row 30, Column G
System will calculate the PS Cost Per Position for the Request Fiscal Year.

Row 31, Columns E, F, G
System will calculate the Increase Per Year for the Current, Next, and Request Fiscal Years.

Row 32, Columns E, F, G
System will import the total dollars requested by the state for the Current, Next, and Request Fiscal Years.

Row 34, Columns, E, F, G
System will calculate the difference between the dollars requests by the state and the calculated Increase Per Year for the Current, Next and Request Fiscal Years.

Row 36, Column B
System will import the Total Personnel Benefit Cost from the Cross PY R worksheet.

Row 37, Column B
System will import the Total Positions Paid.

Row 38, Columns, E, F, G
System will import the Straight Line PB Cost Per Position for the Current, Next and Request Fiscal Years.

Row 40, Column E
System will calculate the FICA amount for the Current Fiscal Year.

Row 41, Column D
Enter the percentage amount of Retirement Match for the Current Fiscal Year.

Row 41, Column E
System will calculate the Retirement Match amount for the Current Fiscal Year.

Row 42, Column D
Enter the percentage amount for any other percent for the Current Fiscal Year.

Row 42, Column E
System will calculate the amount for any other percent for the Current Fiscal Year.

Rows 44-46, Column B
Enter the Effective Dates of the Current Year Per Position Increases.

Rows 44-46, Column C
Enter the number of months for each of the Current Year Per Position Increases.

Rows 44-46, Column D
Enter the increase amount for each of the Current Year Per Position Increases.

Rows 44-46, Column E
System will calculate the dollar amount for the Current Year Per Position Increases.

Rows 44-46, Column F
System will calculate the dollar amount for the Next Fiscal Year Per Position Increases.

Row 48, Column F
System will calculate the FICA amount for the Next Fiscal Year

Row 49, Column D
Enter the percentage amount of Retirement Match for the Next Year.

Row 49, Column F
System will calculate the Retirement Match amount for the Next Fiscal Year.

Row50, Column D
Enter the percentage amount for any other percent for the Next Fiscal Year.

Row 50, Column F
System will calculate the amount for any other percent for the Next Fiscal Year.

Rows 52-54, Column B
Enter the Effective Dates of the Next Year Per Position Increases.

Rows 52-54, Column C
Enter the number of months for each of the Next Year Per Position Increases.

Rows 52-54, Column D
Enter the increase amount for each of the Next Year Per Position Increases.

Rows 52-54, Column F
System will calculate the dollar amount for the Next Fiscal Year Per Position Increases.

Rows 52-54, Column G
System will calculate the dollar amount for the Request Fiscal Year Per Position Increases.

Row 56, Column G
System will calculate the FICA amount for the Request Fiscal Year.

Row 57, Column D
Enter the percentage amount of Retirement Match for the Request Year.

Row 57, Column G
System will calculate the Retirement Match amount for the Request Fiscal Year.

Row 58, Column D
Enter the percentage amount for any other percent for the Request Year.

Row 58, Column G
System will calculate the amount for any other percent for the Request Fiscal Year.

Rows 60-62, Column B
Enter the Effective Dates of the Request Year Per Position Increases.

Rows 60-62, Column C
Enter the number of months for each of the Request Year Per Position Increases.

Rows 60-62, Column D
Enter the increase amount for each of the Request Year Per Position Increases.

Rows 60-62, Column G
System will calculate the dollar amount for the Request Fiscal Year Per Position Increases.

Row 63, Column B
System will calculate the PB Cost Per Position for the Previous Fiscal Year.

Row 63, Column E
System will calculate the PB Cost Per Position for the Current Fiscal Year.

Row 63, Column F
System will calculate the PB Cost Per Position for the Next Fiscal Year.

Row 63, Column G
System will calculate the PB Cost Per Position for the Request Fiscal Year.

Row 64, Columns E, F, G
System will calculate the Increase Per Year for the Current, Next, and Request Fiscal Years.

Row 65, Columns E, F, G
System will import the total dollars requested by the State for the Current, Next, and Request Fiscal Years.

Row 67, Columns E, F, G
System will calculate the Difference between the dollars requests by the state and the calculated Increase Per Year for the Current, Next and Request Fiscal Years.

Row 69, Columns B, E, F, G
System will calculate the PS/PB Cost Per Position for the Previous, Current, Next and Request Fiscal Years.

If Row 67, Columns B - E is not equal to 0, then this issue must be resolved.  The Reviewer will be responsible for explaining and documenting the differences.

3.5 
CROSS NPS

Purpose: 

This worksheet provides the reviewer a method of converting the state’s non-personal service costs from their accounting system to the RJM NPS categories. 

Additional rows may be inserted in the cyan area. For each inserted row, copy the formulas in O10 for each inserted row.

Each fund ledger that supports the UI program must be included and identified separately as well as each state non personal service minor object code.
[image: image16.png]| &) e Edt vew Insert Fomat Took Data Window Help
DR SRY [ s2@a(~- a4 8ad 2
cio | =
A 5 c 5 E F 5 Gl

NPS CROSS WALK - PREVIOUS YEAR
Regional Review Rev. 20 Rev. 101412002
MISSISSIPPI
FY 2002

arial <10

STATE CODE CODE# | DOLLARS comm. FACILITIES | COM.SERV. | TRAVEL | OFF.EQUI
[AGENCY TOTALS [0 [0 [0 [0 [0

9_|LEDGERNPS CODE
10 [R00 - P I

2
[« <[> I -0 R { 150 R \CROSS NPs { COMMR {FACK { CPUR (VLR {De [<]
Ready [ [

hstart || jtmbox -vic...| EwrEv-am ... | Beorss rps - . [ microsoft . [EHRTR2EODEY 1wean





[image: image17.png]£ Microsoft Excel - MOD IT JAN 30-1

| &) e Edt vew Insert Fomat Took Data Window Help

DR SRY [ s2@a(~- a4 8ad 2

cio | =
A 5 c ] N S 5 a

1 NPS CROSS WALK - PREVIOUS YEAR

7 Regional Review Rev. 20 Rev. 101412002

3 MISSISSIPPI

4 FY 2002

5 POSTAGE | OTHER 700

o

7

s

arial <10

STATE CODE CODE# | DOLLARS | NONRJM NONRJM Balance ROO-P | EOY
[AGENCY TOTALS [0 [0 [0 [0 [0 [0

9_|LEDGERNPS CODE
10 [R00 - P I

b1
o] TV TN TR £ 15077 ) CR055 WPs { COMMR {FACR £ GPUR {TVLR ANADE [
Ready [ [

hstart || jtmbox -vic...| EwrEv-am ... | Beorss rps - . [ microsoft . [EHRT2EODEY 1wsan





[image: image18.png]£ Microsoft Excel - MOD IT JAN 30-1

| &) e Edt vew Insert Fomat Took Data Window Help
DRI EGRY | $mB[o- &= &4 @D 2w BRI
cio | =
A 5 c 5 £ F 5 R
1 NPS CROSS WALK - PREVIOUS YEAR
2 |Regional Review Rev. 2.0 R 1011412002
3 MISSISSIPPI
4 FY 2002
5
: swrEcooe | cobe#| pouars | comm. | racumes | comsemv. | tRaveL | orr.Eoun
77
%
2
30 [TOTAL 5 5 5 5 5
3
32 |ALLOCATED T 1]
3
34 | DIFFERENCE T 1]
35 ADD BALANCE ROWS
3
57 (ADJUSTHENTS
3
39 [ROD-END OFVERR
i
il
0
43 TOTAL ADJUSTHENTS 5 5 5 5 5
T}
45 RIMCOSTS 1] [ [ [ [
i
47 |REPORTED BY STATE 489708  1737.418] 1853503 | 498,643 |
i
414> DI/ 1-UIPR £ 1-50PR },CROS5 NP5 { COMMR FACR  CPUR //TLR /WADF [<]
Ready I I || oM | [

hstart || jtmbox -vic...| EwrEv-am ... | Beorss rps - . [ microsoft .

[EHRTR2EODEY 1wsam




[image: image19.png]£ Microsoft Excel - MOD IT JAN 30-1

|E] Ee Edt yew Insert Fomat Took Dsts Window b
DEEa8RY sm@a[o-@= &4 @ 2~ w0 zu
cio | =
W 5 C T ] 0] G B
1 NPS CROSS WALK - PREVIOUS YEAR
7 Regional Review Rev. 20 Rev. 1011412002
3 MISSISSIPPI
4 FY 2002
5 POSTAGE | OTHER
o STATE CoDE cove# | poLars misc. NONRM | NONRM | Balance | ROO-P
35 1ROGEND OF YEAR 7
1] 0
a 0
I3 0
43 (TOTAL ADJUSTHENTS 7 7 7 7 0
a
45 RIMCOSTS 7
1]
47 [REPORTED BY STATE FEREI
7]
48 |DIFFERENCE {130,348)
5
SHEET IS DESIGNED TO ALLOW ADDITIONAL ROWS
O BE INSERTED - COPY FORMULAS FROM 010 TO
51 ALLINSERTED ROWS.
52
53
st
55
%
57
I 4[> DM -0 R/ 1-50P R ),CROSS NPS { COMMR [ FACR £ CPUR £ TiLR A nAoP |« B —ﬂ_‘
Readly [T v

hstart || jtmbox -vic...| EwrEv-am ... | Beorss rps - . [ microsoft . [EHRTR2EODEY 1wsam





Row 4, Column A

System imports your state’s name from CROSS PSPB R.

Row 7, Column A
The system sums the total for each column, less adjustments, less non RJM costs.

Row 10, Column A
Enter the total Resources on Order (ROO) from the prior year.

Rows 11-29, Column A
Enter the title of the fund ledger code, center the title and bold next, enter each state minor object code title that is associated with the fund ledger. Repeat the previous steps for each fund ledger that will be included.  If the state’s accounting system reports are on a July fiscal year, enter the data for the July through June period followed by the next July through September period.

Rows 11-29, Column B
Enter the numeric RJM sub category code that corresponds to the RJM NPS category that you allocated the cost.

Rows 11-29, Column C
Enter the total dollars for the corresponding minor object code.

Rows 11-29, Columns D,
Allocate the minor object code from Column C to the 

E, F, G, H, I, J, K, L, M, N
appropriate RJM NPS category(s).

Rows 11-29, Columns C-O
System sums Cols D, E, F, G, H, I, J, K, L, M, N, and             subtracts Col C. This is a balancing function and the correct sum should be “0”.  If a number other than “0” appears, the allocation does not balance.  Correct the error.

Row 30, Column C

The system sums the total for each column (C-O).

Row 32, Column C
The system sums the total NPS costs that were allocated to the RJM NPS categories.

Row 34, Column C
The system subtracts the NPS cost that were allocated from the total NPS costs.  This is a balancing function and the correct sum should be “0”.  If a number other than “0” appears, the allocation does not balance.  Correct the error.

Row 39, Column B
Enter the total Resources on Order (ROO) Code Number.

Row 39, Column C
Enter the total Resources on Order (ROO) at the end of the Previous Year.

Rows 40-42, Column B
Enter other adjustments Code Number.

Rows 40– 42, Column C
Enter other adjustments to the Previous Year data that have been entered. For those states that entered state fiscal year data, enter the data for the July-Sept quarter for the quarter that should not be included in the RJM. Insert additional rows as needed. Allocate all adjustments using the previous procedures.

Row 43, Columns C-O
System sums the total of all adjustments by column.

Row 45, Columns C-O
System calculates the RJM costs for each of column.

Row 47, Columns C-O
System will import the amount of Work Hours Reported by state for each NPS category.

Row 49 Columns C-O
System will calculate the difference between RJM Costs and the amount Reported by State for each NPS category.

If Row 49, Columns D - Q is not equal to 0, then this issue must be resolved.  The Reviewer will be responsible for explaining and documenting the differences.

3. 6
NON-PERSONAL SERVICES PROJECTIONS (COMM R --- MISC R)

Purpose:
States are required to estimate the NPS expenditures for the CURRENT, NEXT and REQUEST Year.  These worksheets provide the reviewer a system to document the increases that states have provided sufficient documentation to request increases above the 3%.  The worksheets also calculate which years’ documentation will be required.

Each of the following worksheets requires the same method to completion as COMM R.  The instructions below apply to each.  

· FAC R – Facilities

· CPU R – Computer Services

· TVL R – Travel

· NADP R – Non-ADP Office Equipment

· SUP R – Supplies

· PSC R – Personal Service Contracts

· SI R – State Indirect

· MISC R – Miscellaneous

Specific attention should be given to insuring that any increases above the 3% are documented.  NPS costs, which were charged to TEUC during FY 02 but will be ongoing costs to UI, must be documented.  One-time costs of TEUC are to be excluded.

Per UIPL instructions:

 The RJM 2 worksheet is to include the total estimated NPS costs for the operation of the UI program for FYs 2002, 2003, 2004 and 2005.  Beginning in March 2002, states have operated two different programs (UI and TEUC) and accounted for the operational costs of these programs in separate fund ledgers.  Each program incurred NPS costs that were a result of operating that specific program.  These consisted of both direct program charges as well as indirect charges.  Some of the costs would have been incurred whether there was only a UI program and during FY03, FY04 and FY05 these costs will have to be entirely funded by the UI grant.  These costs should be included in the estimated costs on the RJM 2.
Each NPS category and minor object code on the CROSS TEUC NPS worksheet will have to be analyzed to determine what portion of those costs are continuing costs and which are one-time costs.  Most of the continuing costs would be a result of prorated costs between the programs.  Example: if the total facilities costs were $500,000 and during FY02 the UI program was charged $450,000 and TEUC was charged $50,000 the total cost of $500,000 will have to be funded by the UI grant in FYs 2003, 2004 and 2005.  If the $50,000 charged to TEUC had consisted of $30,000 continuing cost and $20,000 of a special facility leased for 6 months to process TEUC then the total continuing cost would be $480,000.

To ensure that there is equitable treatment of these costs, states will be required to completely document any increase in their NPS cost that exceed the three percent in TAB 11, NPS INC of their notebooks. Documentation should show the total cost of the minor object code and the distribution of which of these cost are continuing cost and which of these costs were one time cost of operating the TEUC program.  
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Row 3, Column A


System will transfer name of state from the IMPORT tab.

Row 6, Column B
System will transfer the Total for the Previous Year from the Cross NPS worksheet.

Row 6, Column D
System will calculate the Total for the Next Year.

Row 6, Column E
System will calculate the Total for the Request Year.

Row 7, Column C
System will import the Current Year amount requested by the state.

Row 7, Column D
System will import the Next Year amount requested by the state.

Row 7, Column E
System will import the Request Year amount requested by the state.

Row 8, Column C
System will calculate the Current Year 3% Rule.

Row 8, Column D
System will calculate the Next Year 3% Rule.

Row 8, Column E
System will calculate the Request Year 3% Rule.

Row 9, Column C
System will test whether to continue or Stop for the Current Year. If the request is less than or equal to 3% no additional entries will need to be made for the year

Row 9, Column D
System will test whether to continue or Stop for the Next Year. If the request is less than or equal to 3% no additional entries will need to be made for the year

Row 9, Column E
System will test whether to continue or Stop for the Request Year. If the request is less than or equal to 3% no additional entries will need to be made for the year

Rows 12-17, Column A
Enter a description of One Time Cost.  Insert more rows if necessary.

Rows 12-17, Column B
Enter the amounts of the One Time Costs for the Previous Year.

Row 18, Column B
System will calculate the total One Time Costs for the Previous Year.

Row 18, Column D
System will calculate the total One Time Costs for the Next Year.

Row 18, Column E
System will calculate the total One Time Costs for the Request Year.

Row 20, Column B
System will calculate the Net Normal Costs for the Previous Year.

Row 20, Column D
System will calculate the Net Normal Costs for the Next Year.

Row 20, Column E
System will calculate the Net Normal Costs for the Request Year.

Row 22, Column C
System will calculate the Allowable Increase of 3% for the Current Year.

Row 22, Column D
System will calculate the Allowable Increase of 3% for the Next Year.

Row 22, Column E
System will calculate the Allowable Increase of 3% for the Request Year.

Row 25, Column C
Enter the TEUC Adjustment for the Current Year.

Rows 26-27, Column A
Enter the description of Other Documented Increases Greater than 3%.

Rows 26-27, Column C
Enter the Other Documented Increases Greater than 3% for the Current Year.

Rows 26-27, Column D
Enter the Other Documented Increases Greater than 3% for the Next Year.

Rows 26-27, Column E
Enter the Other Documented Increases Greater than 3% for the Request Year.

Row 29, Column C
System will calculate the Total Normal Cost for the Current Year.

Row 29, Column D
System will calculate the Total Normal Cost for the Next Year.

Row 29, Column E
System will calculate the Total Normal Cost for the Request Year.
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Rows 32-37, Column A
Enter the descriptions of the Projected One Time Costs.

Rows 32-37, Column C
Enter the amount of the Projected One Time Costs for the Current Year.

Rows 32-37, Column D
Enter the amount of the Projected One Time Costs for the Next Year.

Rows 32-37, Column E
Enter the amount of the Projected One Time Costs for the Request Year.

Row 38, Column C
System will calculate the Total Projected One Time Costs for the Current Year.

Row 38, Column D
System will calculate the Total Projected One Time Costs for the Next Year.

Row 38, Column E
System will calculate the Total Projected One Time Costs for the Request Year.

Row 40, Columns C, D, E
System will determine whether to continue or Stop for Total Funds Approved by Regions for the Current Year, Next Year, and Request Year.

Row 42, Columns C, D, E
System copies the Funds Requested by the State from Row 7 above.

Row 44, Columns C, D, E
System will calculate the Difference between the Total Funds Approved by the Regions from the Funds Requested by the State.

If Row 44, Columns C - E is not equal to 0, then this issue must be resolved.  The Reviewer will be responsible for explaining and documenting the differences.

3.7 
PS CONT CROSS R

Purpose:  

The PS CONT CROSS R worksheet provides the reviewer the methodology to determine if PS Contracts should have been converted to functional activities, allocated to other NPS categories or remain in Personnel Service Contracts. 
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Row 3 Column A

System imports your state’s name from IMPORT!D1.

Row 7 Column B
The system imports the total PS contracts dollar amount from CROSS NPS.

Row 8 Column 
The system sums the total for each column (B-M).

B,C,D,E,F,G,H,I,J,K,L,M

Rows 10–29 Column A
Enter the title of the Contract Identifier

Rows10–29 Columns 
Allocate the total dollars to the appropriate code(s).  It may

B,C,D,E,F,G,H,I,J,K,L,M
be determined that some of the contracts should have been allocated to other NPS categories, if so make the appropriate corrections on CROSS NPS R.

Row 30 Column B
The system sums the total for each column (B-M).

Row 32 Column B
System sums the total of each column Row 30 Column (B-M).

Row 34 – Column B
System calculates the difference of Row 30 Column B and Row 32 Column B

Row 36 Column B
System calculates the difference between Total PS Contract Dollars and the amounts allocated to functional activity codes. 

3.8
PERSONAL SERVICE CONTRACTS REVIEW (PS CONT R)

Purpose: 

The Personal Service Contracts Review (PS Cont R) worksheet is used to assist the Reviewer in determining if the State calculated contracted out services correctly.  All data is imported by the system and automatically performs the calculations.
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Row 5, Column A
System will transfer name of state from the IMPORT tab.

Row 9, Columns B - E
System will transfer the respective fiscal years from the IMPORT tab.

Row 11, Columns B – E
System will transfer, from the IMPORT tab, personal service contracts less amounts converted to MPU’s for the Previous Year, Current Year, Next Year and the Request Year.

Row 14, Columns B – E
System will transfer, from the IMPORT tab, the number of Personal Service Contracts for initial claims processed through personal service contract for the Previous Year, Current Year, Next Year, and the Request Year.
Row 15, Columns B – E
System will transfer, from the IMPORT tab, the number of Personal Service Contracts for weeks claimed processed through personal service contract for the Previous Year, Current Year, Next Year, and the Request Year.

Row 16, Columns B – E
System will transfer, from the IMPORT tab, the number of Personal Service Contracts for non-monetary determinations processed through personal service contract for the Previous Year, Current Year, Next Year, and the Request Year.

Row 17, Columns B – E
System will transfer, from the IMPORT tab, the number of Personal Service Contracts for Appeals processed through personal service contract for the Previous Year, Current Year, Next Year, and the Request Year.

Row 18, Columns B – E
System will transfer, from the IMPORT tab, the number of Personal Service Contracts for Wage Records processed through personal service contract for the Previous Year, Current Year, Next Year, and the Request Year.

Row 19, Columns B – E
System will transfer, from the IMPORT tab, the number of Personal Service Contracts for Tax processed through personal service contract for the Previous Year, Current Year, Next Year, and the Request Year.

Row 20, Columns B – E
The system calculates the total of state data that was imported from the RJM Workbooks for the 4 Series, Line 19.
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Row 23, Columns B – E
System will transfer, from the IMPORT tab, the number of Personal Service Contracts for Benefit Payment Controls processed through personal service contract for the Previous Year, Current Year, Next Year, and the Request Year.

Row 24, Columns B – E
System will transfer, from the IMPORT tab, the number of Personal Service Contracts for UI Performs processed through personal service contract for the Previous Year, Current Year, Next Year, and the Request Year.

Row 25, Columns B – E
System will transfer, from the IMPORT tab, the number of Personal Service Contracts for Support processed through personal service contract for the Previous Year, Current Year, Next Year, and the Request Year.

Row 26, Columns B – E
System will transfer, from the IMPORT tab, the number of Personal Service Contracts for AS&T processed through personal service contract for the Previous Year, Current Year, Next Year, and the Request Year.

3.9
WORKLOAD REVIEW (3 R)

Purpose: 

The Workload Review (3R) worksheet will assist the Reviewer to determine if the state used correct workloads in preparing their RJM.  Prior to completing the 3R worksheet the reviewer will need to download the official workload file from the Intranet and save it on their system. If the workloads were imported on “START R” and there were no problems detected there will not be a need to import the workload file again.
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Row 2, Column A
Click on the “IMPORT WORKLOADS” button located at the top left corner of the worksheet.  An Open screen will appear that requests the user to enter the File Name and location from which the file will be imported.  Drop down the arrow to the left of the box entitled Look In: and select the location where the workload file is stored. Double click the file. The system will transfer the data that is in “workload file” from the national database and will populate the official workload lines on the 3R.  The screen will flash several times while this transfer is being completed.  This could take several seconds depending on the speed of your computer.  
Row 5, Column A
System will transfer name of state from the IMPORT tab.

Row 6
If the current state workload data has not been imported, the following message will appear:  **PLEASE IMPORT WORKLOADS**

If this message is displayed, import the correct workloads using the instructions provided in the instructions for Row 2, Column A.

Row 9, Column A
System will transfer the Previous Year from the IMPORT tab.

Row 11, Column B
System will transfer the Initial Claims workload that is uploaded from form ETA 159 now located on the IMPORT tab.

Row 11, Column C
System will transfer the Weeks Claimed workload that is uploaded from the form ETA 159 now located on the IMPORT tab.

Row 11, Column D
System will transfer the Non Monetary Determinations workload that is uploaded from the form ETA 207 now located on the IMPORT tab.

Row 11, Column E
System will transfer the Appeals workload that is uploaded from form ETA 5-130 now located on the IMPORT tab.

Row 11, Column F
System will transfer the Wage Records workload that is uploaded from ETA 581, Line 101, Item 5 now located on the IMPORT tab.

Row 11, Column G
System will transfer the Subject Employers workload that is uploaded from ETA 581, Line 101, Item 3 (March 31) now located on the IMPORT tab.

Row 12, Columns
The system will transfer from the IMPORT tab the workloads       

B – G
provided by the state in their RJM Workbook submissions for each area: Initial Claims, Weeks Claimed, Non Monetary Determinations, Appeals, Wage Records and Subject Employers.

Row 13, Columns 
The system will calculate the difference between the total official             B – G   

workload derived directly from the ETA form submissions and the 

workloads entered by the states in their RJM Workbook submissions.

If Row 13, Columns  
B – E is not equal to 0, then this issue must be resolved.  The Reviewer will be responsible for explaining and documenting the differences.

Row 15, Column A
System will transfer the Current Year date from the IMPORT tab.

Row 17, Columns 
System will transfer the total official assigned base workload from B – E 


the  IMPORT tab for the following areas:  Initial Claims, Weeks 

Claimed, Non-Monetary Determinations, Appeals, Wage Records and Subject Employers.
Row 18, Columns
The system will transfer the workload data used by the State from B – E


the IMPORT tab for each of the following areas: Initial Claims, 

Weeks Claimed, Non-Monetary Determinations, Appeals, Wage Records and Subject Employers.

Row 19, Columns 
The system will calculate the difference between the total official             B – E


workloads (year to date) and the workloads provided by the states 

in their RJM Workbook submissions.
If Row 19, Columns B - E is not equal to 0, then this issue must be resolved.  The Reviewer will be responsible for explaining and documenting the differences.

Row 21, Column A
System will transfer the Next Year from the IMPORT tab.
Row 23, Columns 
System will transfer the total official assigned base workload from B – G


the IMPORT tab for the following areas:  Initial Claims, Weeks 

Claimed, Non-Monetary Determinations, Appeals, Wage Records and Subject Employers.
Row 24, Columns 
The system will transfer the actual workload data provided by the B – G 


State from the IMPORT tab for each of the following areas: Initial 

Claims, Weeks Claimed, Non-Monetary Determinations, Appeals, Wage Records and Subject Employers.
Row 25, Columns 
The system will calculate the difference between the total official             B – G 


workloads (assigned base workloads) and the workloads entered by 

the State in their RJM Workbook submissions.
If Row 25, Columns B - E is not equal to 0, then this issue must be resolved.  The Reviewer will be responsible for explaining and documenting the differences..

Row 27, Column A
System will transfer the Request Year date from the IMPORT tab.
Row 29, Columns 
System will transfer the total official assigned base workload from      B – G 


the IMPORT tab for the following areas:  Initial Claims, Weeks 

Claimed, Non-Monetary Determinations, Appeals, Wage Records and Subject Employers.
Row 30, Columns 
The system will transfer the actual workload data provided by the B – G 


State from the IMPORT tab for each of the following areas: Initial 

Claims, Weeks Claimed, Non-Monetary Determinations, Appeals, Wage Records and Subject Employers.

Row 31, Columns 
The system will calculate the difference between the total official             B – G


workloads (assigned base workloads) and the workloads entered by 

the State in their RJM Workbook submissions.

If Row 31, Columns B - E is not equal to 0, then this issue must be resolved.  The Reviewer will be responsible for explaining and documenting the differences.

 3.10
LEAVE REVIEW (5 LV R)

Purpose: 

The Leave Review (5 LV R) worksheet will assist the Reviewer in determining if the State documented increases or decreases in the leave factor.  AS&T Hours Paid and Hours Worked are excluded from these calculations.
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Row 4, Column A
System will transfer name of state from the IMPORT tab.

Row 9, Column B
System will transfer the Previous Year from the IMPORT tab.

Row 9, Column C
System will transfer the Current Year from the IMPORT tab.

Row 9, Column D
System will transfer the Next Year from the IMPORT tab.

Row 9, Column E
System will transfer the Previous Year from the IMPORT tab.

Row 16, Column B
System will transfer the Hours Paid from the CROSS PY R for Initial Claims.

Row 17, Column B
System will transfer the Hours Paid from the CROSS PY R for Weeks Claimed.

Row 18, Column B
System will transfer the Hours Paid from the CROSS PY R for Non Monetary Determinations.

Row 19, Column B
System will transfer the Hours Paid from the CROSS PY R for Appeals.

Row 20, Column B
System will transfer the Hours Paid from the CROSS PY R for Wage Records.

Row 21, Column B
System will transfer the Hours Paid from the CROSS PY R for Tax.

Row 22, Column B
System will transfer the Hours Paid from the CROSS PY R for Benefit Payment Control.

Row 23, Column B
System will transfer the Hours Paid from the CROSS PY R for UI Performs.

Row 24, Column B
System will transfer the Hours Paid from the CROSS PY R for Support.

Row 26, Column B
System sums the total Hours Paid.

Row 29, Column B
System will transfer the Hours Worked from the CROSS PY R for Initial Claims.

Row 30, Column B
System will transfer the Hours Worked from the CROSS PY R for Weeks Claimed.

Row 31, Column B
System will transfer the Hours Worked from the CROSS PY R for Non Monetary Determinations.

Row 32, Column B
System will transfer the Hours Worked from the CROSS PY R for Appeals.

Row 33, Column B
System will transfer the Hours Worked from the CROSS PY R for Wage Records.

Row 34, Column B
System will transfer the Hours Worked from the CROSS PY R for Tax.

Row 35, Column B
System will transfer the Hours Worked from the CROSS PY R for Benefit Payment Control.

Row 36, Column B
System will transfer the Hours Worked from the CROSS PY R for UI Performs.

Row 37, Column B
System will transfer the Hours Worked from the CROSS PY R for Support.

Row 39, Column B
System sums the total Hours Worked.

Row 41, Column B
The system calculates Leave Hours by subtracting Row 39 (Total Hours Worked) from Row 26 (Total Hours Paid).

Row 43, Cols. B – E 
The system calculates a straight-line projection of leave hours for one year by dividing Row 39 (Total Hours Worked) by Row 26 (Total Hours Paid) and multiplying the result by Row 13 (Hours Paid Per Position).

Rows 46 – 48, Col. C
Enter increases or decreases for Current Year. Enter “None” if none were detected 

Rows 46 – 48, Col. D 
Enter increases or decreases for Next Year. Enter “None” if none were detected

Rows 46 – 48, Col. E
Enter increases or decreases for Request Year. Enter “None” if none were detected

Row 50, Cols. B – E 
The system calculates a straight-line projection of leave hours for one year by dividing Row 39 (Total Hours Worked) by Row 26 (Total Hours Paid) and multiplying the result by Row 13 (Hours Paid Per Position).

Row 50, Column B
The system imports Total Leave Hours from Row 43

Row 50, Column C
The system sums Total Leave Hours from Row 43 plus adjustments for the Current Year Rows 46 – 48.

Row 50, Column D
The system sums Total Leave Hours from Row 43 plus adjustments for the Next Year Rows 46 – 48.

Row 50, Column E
The system sums Total Leave Hours from Row 43 plus adjustments for the Request Year Rows 46 – 48.

Row 52, Cols. B – E 
The system calculates Hours Worked per Position by subtracting Row 50 (Total Leave Hours) from Row 13 (Hours Paid Per Position)

Row 54, Cols. B – E 
The system will transfer the Hours Worked data provided by the State from the IMPORT tab. 

If Row 56, Columns B - E is not equal to 0, then this issue must be resolved.  The Reviewer will be responsible for explaining and documenting the differences.

3.11
BALANCE REVIEW (BALANCE)

Purpose:

The purpose of the Balance Review Worksheet is to provide the Regional Reviewer with a snapshot of all the validations that require review.  If any of the cells, highlighted in Red, display a number other than 0, the Regional Reviewer should refer to the respective worksheet for resolution.  Any differences that do not equal 0, or are within what is considered a reasonable deviation from 0, will require resolution with the State and the State data should be corrected accordingly.

The Balance Review Worksheet does not require any data entry on the part of the Regional Reviewer. Again, it provides a quick snapshot regarding the status of the Regional Review of the State RJM Workbook submissions. The worksheet is self-documenting and will indicate to the reviewer where problems have occurred.
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