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FAMILY PLANNING EXPENDITURE/REVENUE REPORT (ERR) INSTRUCTIONS
January 1, 2014 – December 31, 2014 

Introduction
The Family Planning Expenditure/Revenue Report (ERR) is required to report expenditures and revenue for your agency’s Family Planning Program.  The Colorado Department of Public Health and Environment (CDPHE) use this information to complete mandatory reports for federal, state and private funders.  

Please complete the form and email the Excel file to Krystel Banks-Thomas at Krystel.Banks@state.co.us.  The report is due on January 15, 2014.   

Please use financial data from your agency’s cost reimbursement statements and accounting system to prepare the ERR.  Gathering the following source documents before preparing your ERR may help to streamline the process.  Please enter only whole dollar amounts in the form. 

1. Cost reimbursement forms for the period January 1, 2014 – December 31, 2014 for your non-CDPHE funding streams. 

2. Documents from your accounting department or system that show your agency’s entire Family Planning Program expenses and revenue for the period January 1, 2014 – December 31, 2014.  This information may be readily available on a profit and loss statement, general ledger report or other cost accounting system report.  Health care providers preparing this report may want to ask for assistance from an agency accountant or bookkeeper.

All Family Planning Program expenditures and revenue is to be reported on an accrual basis (not cash).  The ERR form and instructions will assist you in reporting on an accrual basis.  

Funds received for local family planning programs from sources OTHER than CDPHE are to be reported in Column B – Family Planning Program – (Non –CDPHE  Funding).   Please DO NOT fill out column A, CDPHE will fill out this column. 

IMPORTANT:  If you are requesting LARC reimbursement in the month of December please have your invoice to us by January 15th or send us the amount via email.  Since we are completing the CDPHE funding these amounts are important.  

Yellow fields on the ERR are to be filled out. Blue fields, including the totals in Column C – Combined Total are automatically calculated. Gray cells are not to be filled out.   

Step 1 - Identification 

· Agency Name – Enter the name of the agency submitting the report.
· Completed By and Phone # – Enter the name and phone number of the person completing the report.
· Date – Enter the date the report was completed and submitted to CDPHE.


Step 2 – Expenditures - Report all figures on the ERR in whole dollars without cents. Information should reflect expenditures made from January 1 – December 31, 2014 only.  

· Personal Services
· Report the total salary and fringe benefit expenses for all family planning work during the period.  Do not include time worked on other programs.  

· Contractual Services 
· Report expenditures made under contractual agreements and for non-employee services (such as contract physicians, nurses, etc.) during the period. Expenditures must be attributable to the Family Planning Program.

· Operating Expenses
·   Equipment (Include any single item costing over $5,000) – Report family planning equipment purchases where the cost of any single item was greater than $5,000, or your agency’s capitalization threshold regardless of dollar amount, during the period.  Equipment that was not capitalized since it cost less than $5,000, or your agency’s capitalization threshold, should be reported under “All other operating expenses”.   

If equipment was purchased and capitalized using Family Planning Program funding, your agency will be contacted to request additional information. Equipment purchases must be tracked and reported by CDPHE program staff.  (Note: if equipment was purchased using CDPHE funding let Jody Camp or Krystel Banks-Thomas know when the ERR is submitted) 

· All other operating expenses – Report the total direct operating expenditures for Family Planning Programs during the period. This may include contraceptive methods, training, travel, laboratory services, educational materials, clinical supplies, office supplies, etc.  

· Subtotal Operating Expenses – This is an auto-calculated field that will equal the sum of the Equipment over $5,000 and All other operating expenses.  

· Total Direct Costs – This is an auto-calculated field that will equal the sum of the total personal services, contractual services and operating expenses.  


· TOTAL EXPENDITURES - This is an auto-calculated field that will equal the total of all expenditures during the period.  

· In-Kind (donations) - Report the fair market value of goods and services donated for use by the project during the period. 

· TOTAL COSTS - This is an auto-calculated field that will equal the sum of In-Kind (donations) and Total Expenditures.  


Step 3 – Revenue - Report all figures on the ERR in whole dollars without cents.  Information should reflect revenue received from January 1 – December 31, 2014 only.  

This part of the form reports revenue generated during 2014.  Please remember that when using the accrual method, the required reporting method, revenue generated does not necessarily equal the amount of cash you brought in for the time period.  The instructions below will help you determine how to report your revenue.

When calculating revenue on your cost-reimbursable contracts it does not matter when you submit the cost reimbursement or when your agency is paid.  As soon as an allowable expense is incurred and included on a cost reimbursement form, it can also be considered revenue.  

Example: 
County X paid for an allowable expense in December and included the expense in their December cost reimbursement.  The cost reimbursement statement was not completed or submitted to CDPHE until January. Payment was also received in January. In this instance, the expense and revenue would be recorded in December and both would be included on the 2014 ERR for the period January 1-December 31, 2014.  
	
The instructions below describe how your agency should report information in the revenue section. 

Under the “Family Planning Program – (Non-CDPHE funding)” Column B

IMPORTANT: The instructions below describe how to report your Non-CDPHE   funding on an accrual basis.  This information is compiled for a federal report that requires accrual accounting.  If your accounting system is unable to accommodate this, please contact Krystel Banks-Thomas at (303) 692-3012 or at Krystel.Banks@state.co.us by January 8th.  In certain situations and depending on how your accounting system is set up, CDPHE may approve reporting your information in a slightly modified manner.   

Report all revenue information for the period January 1 – December 31, 2014.

Payment for Services:
· Client Fees/Self-Pay - Report the total amount that your agency received from clients for family planning services. 
· Client Donations - Report all family planning donations received from clients.
· Medicaid  - Report the total amount billed for family planning services eligible for Medicaid reimbursement. 
· Medicare - Report the total amount billed for family planning services eligible for Medicare reimbursement.
· State Children’s Health Insurance (CHP+) - Report the total amount billed for family planning services eligible for CHP+ reimbursement.
· Public Health Insurance – Report the total eligible expenses billed to other public health insurance payers, such as Tricare, Champus, Champa, etc. for family planning services rendered.    
· Private Health Insurance – Report the total eligible expenses billed to private health insurance payers for family planning services rendered.  

Other Revenue:
· Temporary Assistance for Needy Families (TANF) – Report any funding received from TANF for family planning services rendered.
· Local Government Grants and Contracts – Report funding provided by your city or county local government that supported family planning services.  For many agencies, this number may be calculated by subtracting all other revenue from the total family planning expenditure total.
· Other – Use the lines provided to report and identify any other sources of revenue for family planning services rendered. Please specify the source.

· TOTAL – This is an auto-calculated field that will equal the sum of all revenue. 


· Unspent Funds –In no cases should there be any unspent CDPHE funding in this period or reported in a prior period since contracts are cost-reimbursable. However it is possible that programs may have unspent funds as of December 31, 2014. 
If an agency collected more revenue in 2014 than was spent, it is possible that an Unspent Fund balance will exist. The balance reflected on the “Unspent Funds – This Period” line is an auto-calculated field shows total expenditures subtracted from total revenue.  Please note that this balance will need to be reflected in the next ERR submitted in 2015.

If unspent funds were reported on the last ERR submitted in 2013, agencies must account for these funds in the current report. If you used funds that were carried forward from another period, please include this cost but indicate a minus or negative amount on the “Unspent Funds – Prior Periods” line.  Your agency will be contacted if a balance was reported previously yet is not reflected. 


If you have any questions while completing this report, please contact Krystel Banks-Thomas at (303) 692-3012 or via email at Krystel.Banks@state.co.us.
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