DEVELOPMENTAL DISABILITIES ADMINISTRATION

RESIDENTIAL SUPPORT PROGRAM


2014 CHANGES


Cost reports for the Developmental Disabilities Administration (DDA) are required in accordance with DDA Policy Directive 6.04 for Residential Programs. The cost reports should be prepared in conformity with Generally Accepted Accounting Principles and Washington State laws, rules and regulations.  *Please refer to Division Policy Directive 6.04 and the chart of accounts. The cost reports should only include hours and expenses specific to supported living, group home and group home training contracts.
The following are changes to cost reporting beginning with the 2014 cost report:

· A new supplement to the actual total paid hours worked reported on Schedule B, includes two parts:  1) a staff detail sheet (Schedule B-2) which is retained by the provider and should not be submitted with the cost report and 2) a staff summary (Schedule B-1) which should be submitted with the cost report. 
· The staff detail sheet (B-2) breaks down by employee total employee hours by the following categories:
· ISS Regular (Column 4)

· ISS Overtime (Column 5) 
· ISS Other (Column 6)

· Non-ISS/Admin Regular (Column 8)

· Non-ISS/Admin Overtime (Column 9)

· Non-ISS Other (Column 10)

· Paid Time Off (Column 11). 
The staff detail sheet also includes a breakdown by employee for ISS salary/wages (column 12) and total employee salaries/wages (column 13). 
· The staff summary schedule (B-1) summarizes the employee hours and salaries/wages reported on the staff detail schedule (B-2) into three categories: 

1) Administration and Non-ISS staff only hours
2) Staff with both ISS and Administrative/ Non-ISS hours
3) ISS staff only hours. Professional services hours should be included on a separate line in both the staff detail section and the staff summary section.  
· Schedule C includes additional lines for details of owner, CEO, administrator, and other administrative staff costs and hours.  

· Schedule C includes additional lines for square footage detail for both owned and leased/rented building expenses. 

· Schedule E includes additional lines for reporting mileage from mileage logs maintained for both staff-owned and agency-owned vehicles driven to provide transportation for clients. 
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