
External Audit Review Oversight Committee Minutes
November 2,ãOLS - 10:00 A.M.

Dodge County Board Chairman, Russell Kottke called the External Audit Review Oversight
Committee to order at L0:00 a.m. on Monday November 2,2015 in Rooms H & I - Auditorium of
the Administration Building. Chairman Kottke took roll call with the following members being
present: Donna Maly, County Board First Vice-Chair, David Frohling, Finance Committee Chair,
Glenn Stousland, Human Services and Health Board Chair, and David Godshall, Human Services
and Health Board Vice-Chair.

Also present were: James Mielke, County Administrator, Bonnie Budde, Chief Deputy Clerk and
John Muir, WBEV Reporter.

Kottke certified the public notice given for this meeting complies with the requirements of
Wisconsin's open meetings law.

Kottke called for the Election of Officers, Motion by Frohling to nominate Kottke for committee
chair. Motion by Stousland to nominate Maly for committee chair. No other nominations were
received. The vote was cast by secret ballot with 3 votes for Maly and 2 votes for Kottke,
thereby electing Maly as chairman.

Motion by Stousland to nominate Kottke for committee vice-chair. No other nominations were
received. Motion by Frohling and second by Stousland to close nominations and cast a

unanimous ballot electing Kottke as vice-chairman.

Motion by Kottke to nominate Stousland for committee secretary. No other nominations were
received. Motion by Frohling and second by Maly to close nominations and cast a unanímous
ballot electing Stousland as secretary.

Maly noted there was no public comment.

Stousland questioned whether the Human Services and Health Department, Baker Tilly
Operational Review Recommendations timeline included in the packet was the updated
version. Mielke stated the packet timeline had been updated but was unavailable to him at this
time. Mielke noted that several high priority items will be resolved once the new billing
software is implemented. Stousland questioned if the department is still behind on billing.
Mielke stated improvement had been made. Kottke commented that prior billing needed to be
current before the new system could be implemented. Frohling requested that the Finance
Department provide the committee with target dates for the software implementation.
Mielke commented that Division Managers within the Human Services and Health Department
had been engaged and involved in the 20L5 budget status and the 20L6 budget processes.

Next suggested meeting is scheduled for Monday, December 7,2015, at L0:00 a.m. with a

meeting location to be determined. Updated information on the tímeline based
recommendations will be provided for the December 7th meeting.

With no further business on the agenda, Chairman Maly declared the meeting adjourned at
10:13 a.m.

Glenn Stousland, Secretary

Disclaimer: The above minutes may be approved, amended or corrected at the next committee meeting



External Audit Review Oversight Committee Minutes
December 7,20L5 - 10:00 A.M.

The meeting was called to order at 10:38 a.m. by External Audit Review Oversight Committee

Chair, Donna Maly in Room 1A of the Administration Building.

Members present: Donna Maly, Russell Kottke, Glenn Stousland, and David Frohling

Member excused: David Godshall,

Also present were: James Mielke, County Administrator, Bonnie Budde, Chief Deputy Clerk,

Phillip Gohr, County Board Supervisor, Jeff Berres, County Board Supervisor, Janet Wimmer,

Human Services and Health Director, Julie Kolp, Finance Director, Ken Kamps, Fiscal and

Support Services Division Manager, Sheila Drays, Community Support Services Division

Manager, and Alyssa Schultz, Clinical and Family Services Division Manager.

Maly certified that public notice was given for this meeting and complies with the requirements

of Wisconsin's open meetings law.

There was no public comment.

Maly called upon Wimmer who provided information on the Baker Tilly Operational Review

chartinthepacket. Shestatedofthethirtythreerecommendations,therehadbeensignificant
changes to nine of those recommendations.

Stousland questioned the rates of services - item three on page one of packet, Wimmer

explained that rates are reviewed approximately every three years. Kolp asked if the rates of

services needed County Board approval and Schultz responded that rate changes have not been

brought before the Board and that all rates of services are approved by Wimmer, Frohling

requested that the rates of services be reported to the County Board'

Kolp questioned whether the verbiage used on the Baker Tilly Operational Review chart in the

packet was stated exactly as the Dodge County Human Services and Health Department

Operational Review document presented to the County Board on October 22,2015. Wimmer

stated that the chart in the packet contained similar language. Maly and Mielke agreed that

Kolp should research this.

Frohling and Maly asked Wimmer if there were any issues with any of the recommendations

listed. Wimmerstatedthatshehadnointentiontobringactiònonitemthree,pagefourofthe
chart and that it should be handled at the committee and county board levels. The committee

agreed with this assessment.



Maly asked for a timeline from Wimmer. Wimmer stated that written policies and procedures

are in place and that many of the concerns are dependent on the new software to be

implemented. She said it may take up to a yearto complete the recommendations and the
next significant update will take place in the first quarter of 20L6.

Maly questioned the Enterprise Resource Planning suite (ERP). Frohling commented that we

need to be open to adjustments to get the most out of the new system. Maly stated ERP may

haveanimpactonsomeoftheitemslistedonthechart. FrohlingandStouslandagreedthatall
systems will be interfaced and Kolp stated a joint effort will be needed to accomplish this.

Stousland questioned if billing entries have been caught up - item three on page one of the
packet. Wimmer stated the new software will improve billing entry time from three months to
onemonth. Frohlingaskedaboutthebillingcycle, Kampsstateditwill betheendofthe
month and the new software has a rolling billing cycle. Kamps said they currently reconcile

manually and the new procedures in place have helped so far.

Stousland asked Wimmer what her plans were going forward. She stated there will be ongoing

meetings with supervisors and staff, more complex division meetings, additional status updates

on policies and procedures, and discussions regarding if additional services are needed from

Baker Tilly. Kolp asked if Justin Joseph from Baker Tilly was an asset to the department while

Kamps was on leave. Wimmer felt his opinions and insight had helped the department. Kolp

requested from Wimmer a copy of the notes taken while Joseph was on staff. Wimmer will
provide discussion notes to Kolp. Maly asked to meet with Kolp and Wimmer at a mutual time

to be determined for further discussions.

Next suggested meeting is scheduled for Tuesday, March L5,20t6, at L0:00 a.m. in room LA

located in the Administration Building.

With no further business on the agenda, Chairman Maly declared the meeting adjourned at

lL:17 a.m.

Glenn Stousland, Secretary

Disclaimer: The above minutes may be approved, amended or corrected at the next committee meeting.



December 1, 2015 BAKER TILTY OPERATIONAT REVIEW

FOR NETSMART RESPONSE

Human Services and Health Department
Status Review Working Document

3. Cl¡ents seen in Cl¡n¡cal Serv¡ces are

assessed for the¡r ab¡l¡ty to pay before
serv¡ces are provided. Some cl¡ents
are determ¡ned to have 'no ab¡l¡ty to
pay' and therefore, the full charges

for seru¡ces are wr¡tten off, However,
¡n a group session, all cl¡ents
regardless of their ab¡lity to pay are
required to pay a spec¡fied amount
for each session. Due to system
l¡m¡tat¡ons, the amount requ¡red to
be paid has to be adjust manually
each month for those cl¡ents w¡th no
ab¡l¡ty to pay. (#6/PG6)

2. Account Clerk staff prepare b¡ll¡ng

¡n current software. A journal entry ¡s

prepared monthly to record the
b¡¡l¡ng act¡v¡ty ¡nto the County's
general ledger system used for
¡nternal and external financial

report¡ng. Currently b¡lling
procedures and controls Iack

reconc¡l¡ation procedures between
the Clin¡cal Serv¡ces b¡ll¡ng sytem and
the general ledger either receivables

or revenues. Th¡s ¡s due ¡n large part
to t¡m¡ng ¡ssues assoc¡ated w¡th
current bill¡nt system. (#5/PG5)

1. The Department ¡s unable to look
up the real-t¡me outstand¡ng balance
of a cl¡ent ¡n Cl¡n¡cal Serv¡ces ¡n

current TCM software. New bills have

to be manually adjusted for payments
rece¡ved; and a reconc¡l¡at¡on process

lor what is be¡ng b¡lled versus what is
collected is lacking. (#4/PC5)

OBSERVATION BY BAKER TILLY

MEDIUM

HIGH

HIGH

PRIORITY

The new bill¡ng system should be ablt
to account for var¡ables based on the
type of service to be charged to
pat¡ents ìn order to prevent manual
bill¡ng adiustments.

An employee w¡thout the abil¡ty to
mod¡fy the b¡ll¡nt system or collect
funds, potent¡ally the Fiscal and
Support Seru¡ces Superu¡sor should
reconc¡le the subsid¡ary ledger to the
general ledger monthly to ensure
accuracy of both general ledger and
f¡nancìal reports. (#5/PG5)

The new bill¡ng software should
include the ability to prov¡de current
cl¡ent balances upon request which
inlcudes a record of all payments

made on an outstand¡ng b¡ll.

Payments recorded ¡n the b¡lling
sustem as they occur will ensure
accuracy of pat¡ent accounts and

reduce the r¡sk of errors related to
manually adjusting bills.

RECOMMENDATION FOR

IMPROVEMENT BY BAKER

TITLY

Division Manager Ken

Kamps, Supervisor

Sand¡e Evraets; B¡lling

Staff

Division Manager Ken

Kamps, Superv¡sor

Sandie Evraets

Division Manager Ken

Kamps, Supervisor

Sandie Evraets, Billing

Staff

ESPONSIBLE PERSONNI

L. lntake of client w¡th completed
fi nancial assessment; 2. serv¡ce

provision and documentatìon of
records ¡n system; 3. records ¡nput
with correct d¡agnosis codes and ICD-

10 codes tr¡gger an invo¡ce for
seru¡ces;4. ¡nvo¡ce for seru¡ce ¡s bæed
on both completed financ¡al

assessment w¡th ab¡l¡ty to pay,

seru¡ce(s) prov¡ded and correct
dìagnos¡s/lCD-L0 codes; 5. those w¡th
no ability to pay are charged for group

sess¡ons

L. Follow¡nt bill¡ng for services, but
pr¡or to rece¡pt of payment, journal

entries are made;2. payments

rece¡ved are entered into general

ledger as they are received;3.
Reconc¡liation of b¡ll¡ng ¡nvo¡ces

versus payments is conducted after
payment is rec¡eved.

1.. lntake of cl¡ent w¡th completed
financial assessment; 2. serv¡ce

prov¡s¡on and documentat¡on of
records ¡n system; 3. records ¡nput
with correct d¡agnos¡s codes and ICD-

10 codes tr¡gger an ¡nvo¡ce for
seru¡ces;4. invo¡ce for service is bêsed

on both completed f¡nancial

assessment w¡th ab¡l¡ty to pay,

service(s) provided and correct
d¡atnos¡s/lCD-10 codes

woRKFtow

1.. What processes can be used in
myEvolv to manage wr¡te-offs and

adjustments? 2. How will my Evolv

handle t¡ered b¡ll¡ng processes where
¡nsurance ¡s b¡lled then
Med¡care/Med¡ca¡d then self-pay?

1. How w¡ll myEvolv ¡nterface
with/prov¡de ¡nformat¡on to the
County general ledger? 2. How can

the software be used to reconc¡le the
subsid¡ary ledger with the general

ledger?

1. Can Netsmart myEvolv prov¡de real-
t¡me f¡nanc¡al ¡nformat¡on for cl¡ent
accounts? 2. w¡ll the software ¡nclude
a record of all payments

made/received?

QUESTIONS REGARDING

NETSMART myEVOLv

SOFTWARE

SOFTWARE

CONFIGURATION

NEEDS PRIOR TO
IMPLEMENTATION

1. This will be demonstrated ¡n

f¡nance tra¡nings.

2. the system will handle this by
benef¡t assignment pr¡ority

L. my Evolv ¡s not fully integegrated
with any account¡ng software. You w¡ll
have the ab¡l¡ty to export and ¡mport
¡nto your county general ledger.

1. Yes - per b¡ll¡ng run & cl¡ent
statement report
2. Yes

Can Evolv currently do this:



December 1, 2015 BAKER TILTY OPERATIONAT REVIEW

FOR NÊTSMART RESPONSE

Human Services and Health Department
Status Review Working Document

6. The current process to record the
monthly b¡ll¡ng produced ¡n Cl¡n¡cal

Seru¡ces ¡nto the general ledger is a

manual process. The F¡scal and
Support Seru¡ces Superu¡sor rev¡ews
each entry ¡n the b¡ll¡nt system to
determ¡ne the accounts and amounts
and records them ¡n the general
ledger. This ¡nformat¡on ¡s

summar¡zed ¡n a spreadsheet wh¡ch ¡s

then entered ¡nto the general ledger
through a journal entry. (#9/PG7)

5. Currently the write-offs for Cl¡n¡cal

Seru¡ces th¡rd party b¡ll¡ng are an

estimate record ¡n the general ledger.
No wr¡te-offs, ¡ncluding ¡nsurance
contractual wr¡te-offs have been
entered into the Clin¡cal Serv¡ces

bill¡ng system. This contr¡bues to the
difficulties in reconciling the b¡lling
w¡th the general ledger. Aging
reports are not able to be run from
the current software system. Wh¡le
the Department does have a wr¡te-off
pol¡cy ¡t ¡s s¡lent ¡n relat¡on to
procedures on if, how or when to
have approval for amounts written
off. (#8/PG7)

4. Med¡ca¡d, Med¡care and pr¡vate

¡nsurance b¡lls are submitted
electronically online. The current
TCM system cannot produce a file
that can be electron¡cally up¡oaded to
the onl¡ne systems for Med¡care,
pr¡vate ¡nsurance and certa¡n
lvled¡ca¡d HMO's. The Department
prepared the b¡lls ¡n these ¡nstances

and then manually enters the b¡ll¡ng

informat¡on ¡nto the onl¡ne system,
w¡th the except¡on of mental health
and CSP (Community Support
Program) services provided under
lvled¡ca¡d. (#7/PG6)

OBSERVATION BY BAKER TII-LY

HIGH

HIGH

MEDIUM

PRIORITY

The Department should work with the
County lT Department and the new
software company to determ¡ne ¡f
there is an accurate report that can be

used for the journal entr¡es ¡nto the
County's general ledger. This will
¡ncrease Department effic¡ency and
reduce the r¡sk of errors. The new
system should be able to generate a

report that prov¡des a summary of the
monthly chartes and collect¡ons by
account number.

ln add¡t¡on to ¡ncluding a process for
approval of wr¡te-offs ¡n the current
policy, ¡t ¡s recommended that ag¡ng

reports be run per¡od¡cally and wr¡te-
offs be completed on a regular bas¡s,

wh¡ch will ¡mprove accuracy of
rece¡vable and revenue balances. The

reason for the wr¡te-offs should be
¡dent¡f¡ed, documented, and approved
by someone other than the employee
determ¡n¡ng the wr¡te-off in order to
enhance internal controls. Wr¡te-offs
should also be included as part ofthe
reconc¡l¡at¡on between the general

ledger and the b¡ll¡ng software.

The future billing system should be
able to export a file than can then be
uploaded for all types of ¡nsurance
b¡ll¡ng ¡ncluding Med¡ca¡d and

Med¡care wh¡ch w¡ll remove the
dupl¡cat¡on of effort and increase
effic¡ency relat¡ng to insurance b¡lling.
This will also reduce the r¡sk of
manual ¡nput errors ¡n the onl¡ne
system.

RECOMMENDATION FOR

IMPROVEMENT BY BAKER

TILTY

Division Manager Ken

Kamps, Superv¡sor Sandie

Evraets

Divis¡on Manager Ken

Kamps, Superv¡sor Sand¡e

Evraets

Division Manager Ken

Kamps, Supervisor

Sandie Evraets, B¡lling

Staff

ESPONSIBTE PERSONNI

1. Charges and rece¡pts are generated

and recorded on a regular basis and

the dollar amounts assoc¡ated with
charges and rece¡pts flow to the
correct âccounts ¡n our account¡ng
software. 2-

Rem¡ttance reports are rece¡ved from
Medicare and Med¡ca¡d and posted to
¡nd¡v¡dual cl¡ent accounts and
corresponding depos¡ts subsequently
flow to the general ledger system

1. When cl¡ents are assessed for
f¡nancial ab¡l¡ty (based on DHS 1

Uniform Fee Schedule) to pay, this
¡nformation needs to be entered ¡nto
the software, 2. Those assessed

accord¡ng to the state pol¡cy with "no
abil¡ty to pay" are not ¡nvo¡ced for the
serv¡ces, 3. no invoice should be
generated for an ¡nd¡v¡dual w¡th no
abil¡ty to pay, 3. w¡th no ability to
pay, the fees that are charged for
seru¡ces must be wr¡tten off,4. Each

month the write-offs need to be
reviewed and approved and the
amounts reconc¡led

1. Seru¡ce prov¡sion tr¡ggers an ¡nvo¡ce

with correct d¡agnoses and ICD-10

codes;2. files in some ¡nstances

cannot be generated electron¡cally
and must be manually entered

WORKFLOW

1. How w¡ll the myEvolv software
¡nterface/connect to the county
accounting software - JD Edwards?

2. What reports (deta¡l and summary
reports) are ava¡lable ¡n my Evolv to
reflect monthly charges and rece¡pts
by general ledger account?

1. W¡ll the myEvolv software have the
ability to manage write-offs and

report these to the general ledger? 2.

Can ag¡ng reports on financial
accounts be run?

1. How w¡ll myEvolv produce

¡nsurance b¡ll¡ng to prevent manual
¡nput and output? 2. What options
are available ¡n my Evolv for
produc¡ng mult¡ple b¡ll¡ng f¡les ¡n

formats spec¡f¡ed for var¡ous
¡nsurance compan¡es?

qUESTIONS REGARDING

NETSMART myEVOtV

SOTTWARE

SOFTWARE

CONFIGURATION

NEEDS PRIORTO

IMPLEMENTATION

1. Aga¡n myEvolv ¡s not integrated
with your county accounting

software. You can export your g/l
from evolv and import ¡nto another
account¡nt system if that system has

import capab¡l¡t¡es. 2. this will be
covered extens¡vley dur¡ng end user
train¡ngs - you can find th¡s document
on the w¡k¡ ¡f you w¡sh to v¡ew a l¡st of
reports at this t¡me

1. yes 2. yes

1. lt's not L00% clear what ¡s being
refered to as manual ¡nput and output
here. Seruices w¡ll need to be entered
for cl¡ents ¡n evolv - rates are linked to
those seru¡ces. These seru¡cces

generate cla¡ms when you perform a

bill¡ng run. Manual entery ¡s ness¡cary

on the client record but not manauall
for produc¡ng cla¡ms or output.
2. you can ass¡gn the output type by

contracts ex:// CMS 1500, 837i, 837p

Can Evolv currently do th¡s:

2



December 1, 2015 BAKER TILTY OPERATIONAL REVIEW

FOR NETSMART RESPONSE

Human Services and Health Department
Status Review Work¡ng Document

8. The W¡scons¡n Med¡ca¡d Cost

Report¡ng (WIMCR) is des¡gned at the
state level to br¡ng add¡t¡onal federal
lund¡ng to Wiscons¡n. The State
Department of Health Serv¡ces (DHS)

makes Med¡ca¡d payment

adjustments to Count¡es based on
actual costs incurred for specific
Med¡ca¡d seru¡ces as reported on cost
reports. The process for compil¡ng
nformat¡on for WIMCR ¡s a manual
process. The financ¡al portion comes
Cirectly from the general ledger,
however, the demograph¡c
nformat¡on is compiled by the
D¡v¡s¡on Manager through a var¡ety of
manual processes as the current
toftware system ¡s unable to comp¡le
lhe necessary demographic
nformat¡on. (#5/PGZLI

7. The Department has one primary

f¡scal staff (Account Clerk) complet¡nt
the bill¡ng w¡th the ass¡stance of a

second Account Clerk. Due to the
current billing software ¡ssues, these 2

employees have put ¡n s¡tn¡f¡cant
overtime to complete the bill¡ng
tasks. (#10/PG8)

OBSERVATION BY BAKER TILLY

row

tow

PRIORITY

lnvest¡tate ¡f demographic data can

be obta¡ned from the new Cl¡n¡cal

Serv¡ces software. The new software
should be evaluated for track¡ng
demograph¡c ¡nformat¡on ¡n an

effic¡ent manner. Hav¡ng a system
w¡th the capabil¡ty to report
demographic informat¡on w¡ll create
efficiences in report¡ng as opposed to
manually comp¡l¡ng data.
Add¡t¡onally, the new federal rules
under Un¡form Grant Gu¡dance

¡nd¡cate the l¡kel¡hood of a sh¡ft to
more performance metrics and
performance report¡ng, so the ab¡l¡ty
to report demograph¡c and
performance data may have increased
¡mportance ¡n the future.

lhe new software system should
¡ncrease eff¡c¡ency ¡n the monthly
billing process.Therefore, add¡t¡onal
staff may not be needed full-time.
Cons¡derat¡on should be g¡ven to
training ex¡st¡ng f¡scal staff on how to
complete th¡rd party b¡ll¡ng. Tra¡n¡ng

add¡tional staff ensures back-up to
b¡ll¡ng clerks, helps segregate duties
and reduces the burden/overt¡me.

RECOMMENDATION FOR

IMPROVEMENT BY BAKER

TILTY

Divis¡on Manager Ken

Kamps, Superv¡sor Sandie

Evraets

Division Manager Ken

Kamps, Superv¡sor Sandie

Evraets

ESPONSIBLE PERSONNI

1. Collect and enter cl¡ent
demographic informat¡on and
Standard Protram Category (SPC)

codes for all individuals receiving
mental health and AODA seru¡ces

1.The 3 Account Clerks assigned to
Cl¡n¡cal Serv¡ces are ass¡gned the task
of b¡ll¡ng, rece¡pt¡ng and following up
on ¡ssues related to cl¡ent accounts
receivable. Hav¡ng 3 full t¡me account
clerks in place we mainta¡n

segregation of dut¡es.

WORKFTOW

1. W¡ll electron¡c demographic
information reports be ava¡lable in
myEvolv? 2. Can my Evolv
prov¡de the ¡nformat¡on needed ¡n

the required format (XML)to submit
client data to the State Program
Part¡cipat¡on System (PPS) on a

regular basis?

What functional¡ty can be ¡dent¡f¡ed
that w¡ll prov¡de eff¡ciences ¡n b¡ll¡ng?

QUESTIONS REGARDING

NETSMART MyEVOLV

SOFTWARE

SOFTWARE

CONFIGURATION

NEEDS PRIOR TO

IMPLEMENTATION

1. Yes

2. W¡th state report¡ng funct¡onality
yes

1. W¡th the use of ¡mport¡ng

electron¡c f¡les - these f¡les have the
capabil¡ty to perform a large chunk of
the adjucat¡on process automat¡cally

Can Evolv currently do th¡s:

3



December 1, 2015 BAKER TILLY

OPERATIONAL REVIEW

Human Serv¡ces and Health Department
Status Rev¡ew Work¡ng Document

2. Cl¡n¡cal Seru¡ces Bill¡ng: The

Department ¡s s¡gnificantly beh¡nd on
party b¡lling wh¡ch has resulted

in delayed recording of revenue and
rece¡vables. The current year general

ledter act¡vity to date contains
revenues related to 2014.

at the t¡me of the s¡te

the current year b¡lling was only
through February 2015.

$2,Psal

Cl¡n¡cal Services B¡lling: We
control segregat¡on of dut¡es

concern ¡n the third party b¡ll¡ng

for Clinical Services. The

same Account Clerk lll ¡s prepar¡ng the
bills, recording payments when
rece¡ved, occas¡onally determ¡ning the
cl¡ent's ab¡l¡ty to pay, and preparing

depos¡t¡s to send to the Treasurer's
Department. Most payments are
made via check and through
electron¡c payments; however, some
actual cash ¡s collected. {#1, Pt 3)

NUMBER/OBSERVATION

We recommend the Department
comm¡t the resources to catch up on
b¡ll¡ng so that the County does not
m¡ss deadl¡nes for b¡ll¡ng Med¡care
and Med¡caid w¡thin the allowed

timeframe and collects private
payments t¡mely, ensur¡ng the
Department is maxim¡z¡ng ¡ts

revenues for serv¡ces prov¡ded.

duties or add oversight controls
enhance the Department's ¡nternal

and to ensure accuracy and

the collect¡on and custody of
pts with respons¡blity fo bill

and b¡ll¡ng system

Most cr¡tical ¡s to
of the b¡ll¡ng and

Department

RECOMMENDATION

HIGH

PRIOR¡TY

W¡mmer, D¡rector;

Kamps, Div¡s¡on

Manager; Sandie Evraets,

Supervisor; Account Clerk
B¡lling Staff - Carrie Bunker,

Lisa Z¡mmerman, Karen

Callies

STAFF IDENTIFIED FOR

PROCESS

Finance D¡rector
Consultation needed to
support any process

¡mprovement polic¡es and

procedures to ensure they
meet GFOA and other
appl¡cable account¡ng
standards

ADDITIONAL STAFF,

COUNTY, OTHER

RESOURCES NEEDED

1. Outl¡ne work flow currently ¡n use;

2. Determine necessary segregat¡on
duties and oversight controls needed;
3. Revise work flow to ¡nclude
necessary segregation of duties and
oversight controls per

recommendat¡on; 4. Draft and
implement pol¡cy and procedures

needed to ensure process

¡mprovement to meet
recommendat¡on; 5. Develop onto¡ng
evaluat¡on and rev¡s¡on w¡th¡n
pol¡cy/procedures to ensure ongoing
process improvement and compl¡ance

recommendat¡on

INITIAL STEPS INDENTIFIED

FOR PROCÊSS IMPROVEMENT
UPDATE ON STEPS TAKEN as of

March 15,2016

Based on the ¡mplementãt¡on of the
new software, w¡th a golive date by
.luly 1", 2016, workflow processes will
be rev¡sed to reflect the funct¡onality
of the software. With full software
implementat¡on and workflow
rev¡s¡on, the process will be
documented in a pol¡cy and
procedure. The policy and procedure

w¡ll be utilized to standard¡ze pract¡ce

¡ncluding setting t¡melines for all

billing procedures.

Based on the ¡mplementation of the
new software, w¡th a go-l¡ve date by
July 1, 2016, worHlow processes will
be revised to reflect the funct¡onal¡ty
of the software. With full software
implementat¡on and workflow
rev¡s¡on, the process w¡ll be
documented ¡n â policy and
procedure.

¡¡flnl¡riEGf¡ltiilflNrd

NEXT STEPS IN PROCESS

IMPROVEMENT

Ken Kamps, Div¡s¡on

Manâger; Sandie Evraets,

Account Clerk

B¡lling Staff - Carrie Bunker
Lisa Z¡mmerman, Karen

exper¡encing turnover in
b¡ll¡ng staff, the b¡ll¡ng team is

staffed, and the worHlow has

revised to prov¡de seBregation
dut¡es as follows: 1. A separate

person opens the mail and sorts
necessary for b¡ll¡ng; 2. Two

clerks alternate weeks
payment and another

clerk prepares the deposits;
Two account clerks alternate weeks

w¡th clients to determine
to pay and a th¡rd account clerk

meets with clients ¡n the absence

other two clerks - th¡s th¡rd
clerk prepares the bills, but

most of the work happens ¡n the
billing system; everyone helps work
on the bills and programs after they
are run ¡n the billint system.

Every effort is be¡ng made to have account
clerks pr¡orìtize b¡¡l¡ng act¡v¡t¡es. Weekly
meet¡ngs are held with the b¡ll¡ng account
clerks, the¡r immediate superv¡sor and the

1. Rev¡ew job tasks and duties of
Account Clerk staff to place

on b¡ll¡ng activit¡es; 2. Re-

update process to oversee
processes; 4. Draft and

to meet

5. Develop ongo¡nt
revis¡on and onto¡ng

¡mprovement

dut¡es as from Account Clerks

necessary to allow for pr¡or¡ty on
div¡sion manager to review the

3. Develop ongo¡ng review and
current work and rece¡ve updates on
progress. Third party b¡lling ¡s not as far
beh¡nd as before. The billing has been

thru Feb. 4, 2016, payments
policy and procedures have been recorded thru.luly 15, 2015 and

to ensure process offs are caught up to what we are
HIGH aware of and there w¡ll be addit¡onal write

offs when we close out ofthe current
Every effort ¡s made to process

b¡llings to Medicare, Medìcaid and pr¡vate
¡nsurance pr¡or to deadl¡nes. Add¡t¡onally

are work¡ng toward being as caught up
possible by the end ofJune to facilitate

¡mplementation of the new software.
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December 1, 2015 BAKER TITLY

OPERATIONAL RÊVIEW

Human Services and Health Department
Status Review Work¡ng Document

4. The Department is unable to look
up the real-t¡me outstand¡ng balance
of a pat¡ent in the Cl¡n¡cal Seru¡ces

b¡ll¡ng system due to current system
l¡m¡tations. ln add¡tion, payments

received have not been recorded in

the Cl¡n¡cal Services b¡ll¡ng system
s¡nce March 2015, and are durrently
being tracked on an Excel

spreadsheet. As a result, new bills
have to be manually adjusted for
payments rece¡ved. The Department
currently lacks a reconsil¡at¡on of what
¡s being b¡lled to what ¡s collected,
due ¡n part to time contra¡nts. (#4, Pg

s)

3. Rates for seru¡ces are entered ¡nto

the Cl¡n¡cal Seru¡ces b¡ll¡ng software
byt the D¡vis¡on Manager and are
reviewed by the Account Clerk lll.
However, th¡s rev¡ew has not been

h¡stor¡cally documented. We
understand that typ¡cally changes to
the rates are requ¡red by the state,
and that the rates set by the County
have not changed for several years.

(ß,Peal

NUMBER/OBSERVATION

We recommend that the new Cl¡n¡cal

Sery¡ces b¡ll¡ng system be able to
provide current balances upon
request, which inlcudes a record of all
payments made on an outstand¡ng
b¡ll. Payments should be recorded in
the b¡ll¡g system as they occur wh¡ch
w¡ll ensure the accuracy of pat¡ent

accounts and will reduce the risk of
errors related to manually adjusting
bills. Bllling should be compared to
amounts collected to ensure t¡mely
resolut¡on of collect¡on ¡ssuees.

We recommend the Account Clerk lll
document the rev¡ew of rates entered
to author¡zed rates (e¡ther from the
state or the County) to reduce the risk
that incorrect rates are entered ¡nto
the Cl¡n¡cal Seruices billing system.
We also recommend that the rates set
by the County are reviewed regularly
for appror¡ateness which will ensure
that the Department ¡s max¡mizint ¡ts

revenue potential.

RECOMMENDATION

HIGH

MED

PRlORITY

Janet W¡mmer, D¡rector;
Alyssa Schultz, Div¡sion

Manager; Ken Kamps,

D¡vis¡on Manager; Sand¡e

Evraets, Supervisor

STAFF IDENTIFIED FOR

PROCESS

IMPROVEMENT

ADDITIONAL STAFF,

COUNTY, OTHER

RESOURCES NEEDED

1. Review process needed for review
and rev¡s¡on of seru¡ce rates on an

ongoing basis;2. Complete rev¡sion of
rates following resource review and
data collection; 3. Draft and
¡mplement pol¡cy and procedures

needed to ensure process

¡mprovement to meet
recommendation; 4. Develop ongoing
evaluat¡on and rev¡s¡on w¡th¡n
poli6/procedures to ensure ongo¡ng
process improvement and compl¡ance
w¡th recommendat¡on

INITIAT STEPS INDENTIFIED

FOR PROCESS IMPROVEMENT

On January 6, 2016, Netsmart was
provided w¡th the ¡nformat¡on on
each Baker T¡lly obseruat¡on and
recommendat¡on from the
Operat¡onal Rev¡ew that w¡ll be
impacted by the ¡mplementat¡on of
the new software. Netsmartwas
asked to confirm that the new
software would address the
need/recommendation outl¡ned.
Please see addit¡onal spreadsheet for
Netsmart Response.

8âsed on the feedbeck froñ this rev¡eq Divis¡on

Menâger d¡d research ¡nto what would be

required in terms ofnot¡ficat¡on of rete changes

for our seryices, then met with D¡redor and

Superuisor Gaska ¡n lete Odober 2015 to discuss

need to update rates where appropr¡ate. Based

on maximum allowable costs/rates ¡nformat¡on
prov¡ded by Foruârd Heâlth, some rates were
âgreed to be appropriate, wh¡le others @uld be

increesed end had not been ¡ncreâsed in severâl
years. Follow¡ngth¡s meeting, D¡v¡s¡oñ Manager,

updated severâl retes in TCM for seru¡ces
prov¡ded through our outpat¡ent cl¡n¡c (both

mental health ând AODA) ând not¡f¡ed Account
Clerk Bunkerthãt these updates were made and

should be reviewed. AC Bunker had severel

que$ions upon rev¡ew, and we went overthe
ratesto be sure everything wes w¡thin guidel¡nes

and bill¡ng eppropr¡âtely ¡n the sysrem.

UPDATE ON STEPS TAKEN as of
March 15,2016

Ongoing, rev¡ew of rates will
happen on an annual bas¡s as a
rule, w¡th more frequent reviews of
particular programs as needed
based on changes in funding or
reimbursement rules through
Forward Health. We plan to
review and make any changes to
rates effect¡ve the first of each
year, and w¡ll document that the
review of rates took place, which
rates were changed, and who was
involved ¡n the process. Division
Manager has put a tickler event
into Outlook calendar to begin this
discussion on an annual basis in
mid-October. ln add¡t¡on, a policy
will be drafted outlining this
process.

NEXT STEPS IN PROCESS

IMPROVÊMENT

Ken Kamps, D¡v¡s¡on

Manager; Sandie Evraets,

Account Clerk
Staff - Carr¡e Bunker,

Z¡mmerman, Karen

Outl¡ne current workflow to
areas for process

improvement;2. ln the
¡mplementat¡on process of the new
Netsmart myEvolv software, evaluate
current workflow to determ¡ne areas

of ¡mprovement due to new software;
3. Re-write and ¡mplement new
workflow utilizing new software; 4.
Draft and implement policy and
procedures needed to ensure process

improvement to meet

recommendat¡on; 5. Develop ongoing
evaluat¡on and rev¡s¡on with¡n
policy/procedures to ensure ongo¡ng
process ¡mprovement and compl¡ance
w¡th recommendat¡on
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December 1, 2015 BAKER TITLY

OPERATIONAL REVIEW

Human Serv¡ces and Health Department
Status Rev¡ew Working Document

6. Clients seen ¡n CI¡nical Seru¡ces are
assessed for the¡r abìl¡ty to pay before
services are prov¡ded. Some cl¡ents
are determ¡ned to have 'no ability to
pay' and therefore, the full charges for
seruices are written off. However, in a

group sess¡on, all clients regardless of
the¡r ab¡l¡ty to pay are requ¡red to pay

a spec¡f¡ed amount for each sess¡on.

Due to system l¡m¡tations, the amount
requ¡red to be pa¡d has to be adjust
manually each month for those cl¡ents
w¡th no ability to pay. (S6, Pg 6)

5. As prev¡ously ment¡oned, the
Clinical Services billing ¡s currently
completed by Department staff ¡n a

software system called TCM. A
journal entry ¡s prepared monthly to
record the b¡ll¡ng act¡v¡ty from TCM

¡nto the County's general ledger
syustem, wh¡ch ¡sused for external
and ¡nternal financial reporting. The

Department's b¡ll¡nt procedures and
controls currently lack reconc¡l¡at¡on
procedures between the Cl¡nical

Seru¡ces b¡ll¡ng system and the general

ledger (receiveables or revenues).
Th¡s ¡s due ¡n large part to t¡m¡ng
¡ssues assoc¡ated w¡th the b¡ll¡ng

system previously d¡scussed. (S5, Pg

s)

NUMBER/OBSERVATION

The future billing software should be

able to account for variables in the
ab¡¡¡ty to pay to prevent manual
b¡ll¡ng ad¡ustments

We recommend that another
employee w¡thout the ab¡lity to
mod¡fy the b¡¡lint system or collect
funds should reconc¡le the subs¡d¡ary

ledger to the general ledger to ensure
accuracy

RECOMMENDATION

MED

HIGH

PRIORITY

Ken Kamps, Div¡sion

Manager; Sand¡e Evraets,

Superv¡sor

Ken Kamps, D¡v¡sion

Manager; Sand¡e Evraets,

Supervisor; Account Clerk

Billing Staff - Carrie Bunker,
L¡sa Z¡mmerman, Karen

Callies

STAFF IDENTIFIED FOR

PROCESS

IMPROVEMENT

ADDITIONAT STAFF,

COUNW, OTHER

RESOURCES NEEDED

On January 6, 2016, Netsmart was
prov¡ded with the ¡nformat¡on on
each Baker T¡lly observat¡on and
recommendat¡on from the
Operat¡onal Review that will be

¡mpacted by the ¡mplementat¡on of
the new software. Netsmart was

asked to conf¡rm that the new
software would address the
need/recommendat¡on outl¡ned.
Please see additional spreadsheet for
Netsmart Response.

INITIAL STEPS INDENTIFIED

FOR PROCESS IMPROVEMENT

On January 6, 2016, Netsmart was

prov¡ded w¡th the information on
each Baker Tilly observat¡on and
recommendat¡on from the
Operat¡onal Rev¡ew that w¡ll be
¡mpacted by the ¡mplementat¡on of
the new software. Netsmartwas

asked to conf¡rm that the new
software would address the
need/recommendation outl¡ned.
Please see add¡t¡onal spreadsheet for
Netsmart Response,

UPDATE ON STEPS TAKEN as of
March 15,2016

Based on the ¡mplementat¡on of the
new software, w¡th a to-l¡ve date by
July 1, 2016, workflow processes w¡ll
be rev¡sed to reflect the funct¡onality
of the software. With full software
¡mplementat¡on and workflow
revision, the process will be

documented ¡n a pol¡cy and
procedure.

NEXT STEPS IN PROCESS

IMPROVEMENT
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December 1, 2015 BAKER TILTY

OPERATIONAL REVIEW

Human Services and Health Department
Status Rev¡ew Work¡ng Document

8. Currently the wr¡te-offs for Cl¡n¡cal

Seru¡ces th¡rd party b¡ll¡ng are an

est¡mate recorded in the general

ledger. No write-offs, including

¡nsurance contractual write-offs, have

been ¡ntered into the Clin¡cal Serv¡ces

b¡ll¡nt system. Th¡s also contributes
to the d¡ffìculties ¡n reconciling the
Clinical Seruices bill¡ng system to the
general ledger (see Th¡rd Party b¡lling
recommendat¡on number f¡ve.) Ag¡ng

reports are not able to be run from
the Cl¡nical Seru¡ces b¡ll¡ng system.

Wh¡le the Department does have a

wr¡te-off policy, the Department's

b¡ll¡ng procedures are currently s¡lent
in relat¡on to procedures on if, how,
or when the have approval for
amounts wr¡tten off. {#8, Pg 7)

7. Medicaid, Med¡care and pr¡vate

insurance b¡lls are submitted
electronically online. The current
TCM system cannot produce a file
that can be electron¡cally uploaded to
the online systems for Medicare,
pr¡vate insurance and certa¡n
Medica¡d HMO's. The Department
prepared the b¡lls ¡n these ¡nstances

and then manually enters the billìng
¡nformat¡on ¡nto the onl¡ne system,
w¡th the exception of mental health
and CSP (Commun¡ty Support
Program) serv¡ces provided under
Med¡ca¡d. (S7, Pg 6)

NUMBER/OBSERVATION

We recommend that the Department
formalize a process for the approval
of wr¡te-offs for ¡nclus¡on ¡n the
Department's current write-off policy.

We also recommend that aging

reports be run per¡odically and wr¡te-
offs completed on a regular bas¡s,

wh¡ch w¡ll ¡mprove accuracy of the
Department's Clin¡cal Services'

receivable and revenue balances. The
reason for the write-off should be
ident¡f¡ed, documented, and approved
by someone other then the employee
determ¡nint the wr¡te-off in order to
enhance ¡nternal controls. Write-offs
should also be inlcuded as part of the
reconciliat¡on between the general

ledger and the bill¡ng software.

RECOMMENDATION

We recommend the Department
invest¡gate whether the future Cl¡n¡cal

Seru¡ces b¡lling system can export a

f¡le than can then be uploaded for all

types of ¡nsurance billing including
Med¡caid and Medicare which will
remove the dupl¡cation of effort and
¡ncrease efficiency relat¡nt to
¡nsurance b¡ll¡ng. This would also
reduce the risk of manual input errors
¡n the onl¡ne system.

HIGH

MED

PRIORITY

Janet W¡mmer, Director;
Ken Kamps, D¡v¡s¡on

Manater; Sand¡e Evraets,

Superu¡sorj Account Clerk

B¡lling Staff - Carr¡e Bunker,

L¡sa Zimmerman, Karen

Callies

STAFF IDENTIFIED FOR

PROCESS

IMPROVEMENT

Ken Kamps, D¡v¡s¡on

Manager; Sandie Evraets,

Superu¡sor; Account Clerk

B¡ll¡ng Staff - Carrie Bunker,
L¡sa Z¡mmerman, Karen

Call¡es

Julie Kolp, F¡nance D¡rector -

consultat¡on needed to
support any process

¡mprovement policies and

procedures to ensure they
meet GFOA and other
appl¡cable accounting
standards

ADDITIONAL STAFF,

COUNTY, OTHER

RESOURCES NEEDED

INITIAT STEPS INDENTIFIED

FOR PROCESS IMPROVEMENT
UPDATE ON STEPS TAKEN as of

March 15,2016

Based on the ¡mplementation of the
new software, w¡th a go-l¡ve date by
July L, 2016, workflow processes will
be revised to reflect the funct¡onality
of the software. W¡th full software
¡mplementation and workflow
rev¡s¡on, the process will be
documented in a policy and
procedure.

NEXT STEPS IN PROCESS

IMPROVEMENT

offs ¡n TCM are caught up as of
1, 2016 to the l¡mits of staff

Wr¡te offs ¡n the general

are beh¡nd, but we ant¡c¡pate
all known wr¡te offs for 20L5 will

be recorded ¡n the general ledger
beforeyear end close. Th¡s ¡ssue w¡ll
also be addressed w¡th
¡mplementat¡on of Netsmart.

On ianuary 6, 2016, Netsmart was
prov¡ded w¡th the ¡nformat¡on on
each Baker Tìlly obseruat¡on and
recommendat¡on from the
Operat¡onal Rev¡ew that will be

¡mpacted by the ¡mplementat¡on of
the new software. Netsmart was
asked to confirm that the new
software would address the
need/recommendat¡on outl¡ned.
Please see additional spreadsheet for
Netsmart Response.

On January 6,2016, Netsmart was
provided w¡th the ¡nformation on
each Baker T¡lly obseruat¡on and
recommendation from the
Operat¡onal Rev¡ew that will be

¡mpactêd by the implementat¡on of
the new software. Netsmart was
asked to conf¡rm that the new
software would address the
need/recommendat¡on outl¡ned.
Please see addit¡onal spreadsheet for
Netsmart Response,
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Human Serv¡ces and Health Department
Status Review Working Document

10. The Department has one primary
f¡scal staff (Account Clerk lll)

complet¡ng the bill¡nt w¡th the
ass¡stance of a second Account Clerk
lll. Due to the Cl¡n¡cal Seru¡ces b¡ll¡ng

issues, the two Account Clerks have
put in s¡gn¡ficant overt¡me to
complete the b¡lling tasks. As ofJune
30, 2015, the two account clerks have

been pa¡d 54, 3L2 for overt¡me
worked and have earned an add¡t¡onal
2L0 hours in comp t¡me, wh¡ch w¡ll
likely get paid out ¡f not used since
only 24 comp t¡me hours can be
carried over the subsequent year.
(#10, Pg 8)

9. The current process to record the
monthly b¡lling produced ¡n Cl¡nicâl

Seryices ¡nto the general ledger ¡s a

manual process. The Fiscal and
Support Seryices Superu¡sor rev¡ews

each entry ¡n the b¡ll¡nt system to
determine the accounts and amounts
and records them in the general
ledger. This ¡nformation ¡s

summar¡zed ¡n a spreadsheet wh¡ch ¡s

then entered ¡nto the general ledger
through a journal entry. (#9, Pt 7)

NUMBER/OBSERVATION

The new software system should
increase efficiency of the monthly
b¡ll¡ng process. Therefore, additional
billing clerks may not be needed fulF
time. However, we recommend that
when the new system is ¡n place, the
Department consider ¡f additional
fiscal staff should be trained on how
to complete th¡rd party b¡lling. Even ¡f

addit¡onal full-time b¡ll¡ng clerks are
not needed, hav¡ng addit¡onal staff
trained ensure that the current b¡ll¡ng

clerks have backup support and w¡ll
help the Department segregate
dut¡es. Th¡s w¡ll reduce the burden on
exist¡ng staff, as well as reduc¡ng
overtime costs to the Department.

The Department should work w¡th the
County lT Department and the new
software company to determ¡ne if
there is an accurate report that can be
used for the iournal entries ¡nto the
County's general ledger. This will
increase Department eff¡c¡ency and

reduce the r¡sk of errors. The new
system should be able to generate a

report that prov¡des a summary of the
monthly charges and collections by
account number.

RECOMMENDATION

tow

HIGH

PRIORITY

Janet W¡mmer, D¡rector;
Ken Kamps, D¡vision

Manager; Sand¡e Evraets,

Superuisor

Ken Kamps, D¡vis¡on

Manager; Sand¡e Evraets,

Superuisor

STAFF IDENTIFIED FOR

PROCESS

IMPROVEMENT

Jul¡e Kolp, F¡nance D¡rector -

Consultat¡on needed to
support any process

¡mprovement pol¡c¡es and
procedures to ensure they
meet GFOA and other
applicable account¡ng
standards

ADDITIONAL STAFF,

COUNTY, OTHER

RESOURCES NEEDED

The monthly recording of b¡lling in

the general ledger is currently
behind, but it is anticipated that all
known billing for 2015 will be

recorded in the general ledger

before year end close.

INITIAL STEPS INDENTIFIED

FOR PROCESS IMPROVEMENT

On January 6, 2016, Netsmart was
provided w¡th the ¡nformation on
each Baker T¡lly observation and
recommendat¡on from the
Operat¡onal Rev¡ew thât w¡ll be
¡mpacted by the implementation of
the new software. Netsmart was
asked to confirm that the new
software would address the
need/recommendat¡on outlined.
Please see add¡t¡onal spreadsheet for
Netsmart Response.

lmplementat¡on of new Netsmart
software ¡n mid-2016 will improve
the t¡meliness of recording rcvenues.

UPDATE ON STEPS TAKEN as of
March 15,2016

The train¡ng of ãdd¡tional b¡lling staff
and seBregation of duties has already
begun and will cont¡nue. Eff¡c¡enc¡es

ga¡ned in the new software should
cont¡nue to reduce the need for
overt¡me hours.

Based on the ¡mplementat¡on of the
new software, w¡th a go-live date by
July 1,2016, workflow processes will
be revised to reflect the functionality
of the software. With full software
¡mplementat¡on and workflow
revis¡on, the process w¡ll be
documented ¡n a policl and
procedure.

NEXT STEPS IN PROCESS

IMPROVEMENT
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Human Services and Health Department
Status Review Working Document

2. The t¡mefrãme between when the
County Adm¡n¡strator reviews the
budget and when the budtet ¡s

finalized is relatively short- The

budget is reviewed by the County
Adm¡n¡strator dur¡ng the course of

months of August and September
and presented to the County Board in
October. Add¡tionally, we understand

the budget subm¡tted to the
County Adm¡n¡strator may reflect all

¡tems needed by the Department,
prior¡t¡zed as to their imponance.

total budget may exceed the
constra¡nts and expenditure
l¡m¡tations commun¡cated by the
County Adm¡nistrator as the start of

budget process. Based on the
pr¡ority of the Department's budget
requests, certa¡n ¡tems may get

el¡m¡nated from the budget. (#2, Pt
10)

NUMBER/OBSERVATION

We recommend that the or¡g¡nal

budget prepared by the Department
reflect, as closely as poss¡ble, the
actual budget that ¡s l¡kely to be
approved by the County
Adm¡nistrator and County Board,

which will improve the understanding
of the budget constraints by all

employees ¡nvolved in the budget
process, as well as reduce the need
for late changes ¡n the budget. We
recommend that late changes to the
budget be commun¡cated to
Department Managers and

Superuisors.

RECOMMENDATION

LOW

MED

W¡mmer. D¡rector:

Alyssa Schultz, She¡la Drays

and Ken Kamps, D¡v¡sion

Managers

Janet W¡mmer, D¡rector;
Alyssa Schultz, Sheila Drays

and Ken Kamps, D¡v¡s¡on

Managers

STAFF IDENTIFIED FOR

PROCESS

IMPROVEMENT

M¡elke, County

ADDITIONAT STAFF,

COUNTY, OTHER

James M¡elke, County
Adm¡n¡strator

INITIAL STEPS INDENTIFIED

FOR PROCESS IMPROVEMENT

the development of the 2016
the program D¡v¡s¡on

Managers, Alyssa Schultz and Sheila

Drays were an integral part of the
and formulat¡on ofthe
These D¡vis¡on Managers
their Supervisors, who ¡n

¡ncluded the¡r staff ¡n this process

respect to their programm¡ng so

when decisions needed to be
on budget cuts or rev¡s¡ons,

at all levels were involved ¡n and

of the dec¡s¡ons made and how
would ¡mpact del¡very of programs.

UPDATE ON STEPS TAKEN as of
March 15,2016

Managers, Superv¡sors and staff ¡n the
budget process will be expanded in
the 2017budget formulat¡on.
Beginn¡ng w¡th the budget t¡mel¡ne
and instruct¡ons provided by the
County Adm¡nistrator, a specific
process will be implemented and

documented, followed by drafting a

pol¡cy and procedure to capture the
process.

process ¡ntegrating D¡v¡s¡on

I ';r-*
I

l3ìfIr-rd:llNreì

NEXT STEPS IN PROCESS

IMPROVEMENT

1. 20L5 was developed
w¡thout s¡gn¡ficant ¡nput from
program staff, ¡nclud¡ng D¡v¡sion

Managers and Superuisors. (#1, Pg 10)

We recommend that the D¡v¡sion

Managers and Superv¡sors be
included in the budget creation
process ofthe Department. By

¡ncluding Program D¡v¡s¡on Managers
and Supervisors, the budget will be

more collaborat¡ve, which will allow
both program and fiscal staff to make
¡nformed decis¡ons about the
programs and services offered.
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4. Currently, the Human Serv¡ces and
Health Department has five (5)

account¡ng departments w¡th¡n JD

Edwards. Publ¡c Health, Un¡f¡ed,

Soc¡al Seruices, Ag¡ng, and Nutrition.
We understand that because of the
County's agreement w¡th the c¡ty of
Waterton a certa¡n department needs

to be ma¡nta¡ned separately to record
Public Health Act¡v¡ty. We noted that
two (2) departments (Soc¡al Seru¡ces

and Unified) conta¡n bus¡ness un¡ts of
both the Clin¡cal and Fam¡ly Seru¡ces

Div¡s¡on Manager and the Commun¡ty
Support Seru¡ces D¡vis¡on Manager. lt
¡s our understand¡ng that the other
three (3) departments (Publ¡c Health,
Aging, and Nutr¡t¡on) are manated by

a single D¡v¡s¡on Manager and there ¡s

no overlap of business un¡ts w¡th¡n
those Departments. (#a, Pg 11)

3. Some goverments w¡ll use a

cont¡ngency account to allow fund¡ng
of unexpected costs that arise dur¡ng
theyear. The Department does not
currently have a cont¡ngency budget.
The County, however, does have a

general cont¡ngency available for all

departments. (#3, Pe 1.1)

NUMBER/OBSERVATION

Dodge County, ¡s not unl¡ke many
other Count¡es that Bake T¡lly

surveyed ¡n that the Human Seru¡ces

and Health Deparmtment does not
budtet for a contingency account.
However, we see some value ¡n th¡s ¡f
the county wishes to pursue ¡n future
years' budgets. This w¡ll help the
Deparmtne manage unexpected
fluctuat¡ons ¡n revenues or
expend¡tures in any given year. As a

control over the use of funds, a policy

could be establ¡shed requiring
Adm¡n¡strator or Human Sery¡ce

Comm¡ttee approal for use of the
funds.

RECOMMENDATION

HIGH

tow

PRIORITY

Janet W¡mmer, Director,

Ken Kamps, D¡vis¡on

Manager

Janet Wimmer, D¡rector; Ken James M¡elke, County
Adm¡n¡strator; Jul¡e Kolp,

F¡nance Director; Dodge

County Board of
Superv¡sors;

STAFF IDENTIFIED FOR

PROCESS

IMPROVEMENT

Jul¡e Kolp, F¡nance D¡rector

Consultat¡on needed to
support any process

¡mprovement po¡icies and
procedures to ensure they
meet GFOA and other
appl¡cable account¡ng
standards

ADDITIONAL STAFF,

COUNTY, OTHER

RESOURCES NEEDED

INITIAL STEPS INDENTIFIED

FOR PROCESS IMPROVEMENT

UPDATE ON STEPS TAKEN as of
March 15,2016

Steps have been taken to real¡gn the
monthly actual to budget reports
accord¡ng to Div¡s¡ons and supervisors
areas of respons¡b¡l¡ty. Further
mod¡fications will be made if
necessary.

recommend that the Soc¡ãl

and Unified account¡ng

be better al¡gned to the
Managers respons¡ble for the
units with the departments,

will increase the eff¡c¡ency of
monthly budget to actual

as well as increase the
understandabil¡ty of the financial
¡nformat¡on presented to D¡v¡s¡on

Managers and Superu¡sors.

NEXT STEPS IN PROCESS

IMPROVEMENT

in May of 2015
Division Manager,
in conjunct¡on with the
Finance Director has

realigned monthly
reports for Divis¡on

and Supervisors which
distributed to them via email.

was provided to Division
Managers and Supervisors
regarding reading and
interpretation of the monthly
financial reports. This process will
be further enhanced with
implementation of a new fìnancial
software package in the upcoming
years.
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Status Rev¡ew Work¡ng Document

6. Each month, the F¡scal and Support
Serv¡ces D¡v¡s¡on Manager runs
approx¡mately twenty (20) d¡fferent
budget to actual reports custom¡zed

to each D¡v¡s¡on Manager and
Superuisor. Currently, D¡v¡s¡on

Managers and Superu¡sors do nothave
read-only access to JD Edwards and

cannot produce the¡r own budget to
actual reports. (#6, Pg 13)

5. All D¡v¡s¡on Managers and
Superv¡sors rece¡ve monthly budtet
to actual reports for the programs

they manage,however, there appear
to be d¡fferent levels of understand¡ng
of the reports among the program

staff. Also, there are ceftain revenues
that are only rece¡ved once or twice a

year and certa¡n expend¡tures of the
Department that are one-t¡me costs.

The Department fiscal staff has

offered some tra¡n¡ng and explanat¡on
of the budget, however, opportunities
exist for add¡t¡onal train¡ng and

understand¡ng. l#5, Pg t2)

NUMBER/OBSERVATION

Other Wisconsin Count¡es suNeyed as part of
this project only produce one budget to
adual report for d¡stribution to program staff
monthly or quarterly. We recommend thât
the fiscal staff concentrate on making one
useful budget to adual report that can be

d¡strubuted to all program Managers ând

Superv¡sors, wh¡ch would resu¡t in a

substantial time sav¡ngs for the Êiscal and

Support Seru¡ces Divis¡on Manager each

month. Th¡s may rêquire a a reorganizâlion

of business un¡ts (see budget

recoñmendat¡on under t'4) and add¡tional

tra¡n¡ng to ênsure Division Managêrs and

Supervisors understand wh¡ch búsiness units

they are responsible for. As ¿n alternative to
the F¡scãl ðnd Support Services Div¡s¡on

Manager runn¡ng ä budget to actual report
each month, we recommend that County

consider allowing Div¡s¡oñ Manage15 and
Supervisors read-only access to JD Edwards
to produce the¡r own budget to âctual

reports, as needed. This would result ¡ñ time

sâvings for f¡scal staff and provide more

timely informâtion to progrâm staff, which
will ass¡st them ¡n mâking dec¡sjons.

We recommend that the Department
Fiscal staff cons¡der offer¡nt add¡t¡onal
train¡ng to all D¡v¡s¡on Managers and

Superu¡sors on the budget to actual
reports. We also recommend that the
Department cons¡der regular monthly
or quarterly meet¡ngs to discuss

budget to actual results, which will
assist them in making informed
dec¡s¡ons about the care and seru¡ces
prov¡ded to clients. These meet¡ngs
w¡ll also a¡d the fiscal staff ¡n

understand¡ng the needs of the
program staff.

RECOMMENDATION

MEDIUM

MED

PRIORITY

Ken Kamps, D¡v¡s¡on

Manager

Ken Kamps, D¡v¡sion

Manager

STAFF IDENTIFIED FOR

PROCESS

IMPROVEMENT

Jul¡e Kolp, F¡nance D¡rector -
Consultat¡on needed to
support any process

¡mprovement pol¡cies and
procedures to ensure they
meet GFOA and other
appl¡cable account¡nt
standârds

ADDITIONAT STAFF,

COUNTY, OTHER

RESOURCES NEEDED

INITIAL STEPS INDENTIFIED

FOR PROCESS IMPROVEMENT
UPDATE ON STEPS TAKEN as of

March 15,2016

Reaarang¡ng reports to meet th¡s and

ü4 would be diffìcult ¡n JD Edwards - lt
appears to have much greater
potential in a new f¡scal software. We
have already taken steps to produce

reports appropr¡ate for program

superv¡sors

Tra¡ning was provided to D¡vision

Managers and Superu¡ors ¡n the past 6
months and add¡t¡onal tra¡n¡ng w¡ll be
provided on the monthly actual to
budget reports.

NEXT STEPS IN PROCESS

IMPROVEMENT

was prov¡ded in May and
of 201 5 by the Fiscal and

Division Manager to
Division Managers and

regarding read¡ng and
of the monthly

reports and the
of budget to actual

on these reports. This
will be further enhanced

implementation of a new
software package in the

yeaß.

Starting in May of 2015 Fiscal and
Support Division Manager,
working in conjunction with the
County Finance Director has
produced realigned monthly
financial reports for Division
Managers and Supervisors which
are distributed to them via email.
Th¡s process will be further
enhanced with implementation of
a new financial software package
in the upcoming years.

8
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entr¡es are an ¡mportant
account¡ng funct¡on as they are used

to record transact¡ons and can also be
used to adjust the or¡g¡nal post¡ngs

when errors are identif¡ed. There are

at least four (4) Department

employees who have the access r¡ght
capabil¡ties to post journal entr¡es ¡n

the account¡ng system, and there ¡s

no independed rev¡ew of these
entr¡esthat are posted. (#1, Pg 15)

1.

NUMBER/OBSERVATION

Budget amendments are

Human Services and Health

Department Board, but the or¡g¡nal

budget for the Human Services Fund ¡s

not. Several Wiscons¡n Count¡es that
Baker T¡lly surveyed as part of th¡s project

have the Human ServÌces and Health

Department Board rev¡ew and

being approved by the County
S¡mìlar to Dodge County, the
Sery¡ces Boards or committeês of

Count¡es also approve budget
before the County Board as

There also were severâl counties
Baker Tilly surueyed that both the

budget and budget amendments
first to the finance or adm¡nistrative

before the full board. ln one
surueyed, both the original budget

amendments to directly to the full
for approval. (#7 Pg 14)

the or¡g¡nal budget

order to obta¡n adequate

of dut¡es, iournal entr¡es
to the general ledger

and approved by someone
other than the person prepart¡ng the
entry. The approval should include a

rev¡ew of th¡s supporting ¡nformat¡on
used to develop the journal entry, and
th¡s rev¡ew should be documented.
We recommend that the Fiscal and
Support SeN¡ces Div¡sion Manager
rev¡ew all journal entr¡es posted by
other employees, and the jornal

entr¡es posted by the Fiscal and

Support Serv¡ces Div¡s¡on Manager be

reviewed by the Finance Department.

system should be

We recommend that the County
cons¡der hav¡nt the Human Serv¡ces

and Health Department Board rev¡ew
the or¡g¡nal budget before ¡t ¡s

approved by the County Board.

RECOMMENDATION

HIGH

LOW

PRIORITY

Ken Kamps, D¡v¡s¡on

Managerj Sand¡e Evraets,

Superv¡sor; ldentified fiscal
staff

Mielke, County
min¡strator, Dodge

County Board of

and Health Board

Human

STAFF IDENTIFIED FOR

PROCESS

Kolp, F¡nance D¡rector
consultat¡on needed to
support any process

¡mprovement pol¡c¡es and
procedures to ensure they
meet GFAO and other
appl¡cable account¡ng
standards

Kolp, Finance D¡rector -

Consultat¡on needed to

procedures to ensure they
meet GFAO and other

account¡ng

pol¡c¡es and

any process

ADDITIONAI STAFF,

COUNW, OTHER

RESOURCES NEEDED

INITIAL STEPS INDENTIFIED

FOR PROCESS IMPROVEMENT
UPDATE ON STEPS TAKÊN as of

March 15,2016

creating, rev¡ew¡ng,

post¡ng and approv¡ng journal entr¡es
will be modified to increase

segregat¡on of duties. Support¡ng
documentat¡on will be scanned ¡nto
file director.

process

w¡ll be ¡n¡t¡ated w¡th the draft¡ng
and ¡mplementat¡on of the 2017
budget.

r.l:Nl:nÃfrE¡I¡s

NEXT STEPS IN PROCESS

IMPROVEMENT

9
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3. The relationship between the
Human Seru¡ces and Health
Department f¡scal division and the
program staff ¡s an ¡ntegral

component to the operat¡onal
effic¡ency of the Department, and

there appears to be an opportun¡tyto
increase the commun¡cation between
the two staff groups. Through
d¡scuss¡on w¡th both program staff
and fiscal staff, we noted several
examples of s¡tuat¡ons that would
benefit from improved

commun¡cations. Specific examples
will not be shared ¡n th¡s report, but
this was a cons¡stent theme ¡n many
of our ¡nterviews. (#3, Pg 1.7)

2. There appears to be a general lack

of cross-tra¡n¡ng and formal
documentat¡on of job respons¡b¡l¡t¡es

for a high percentage of employees,
espec¡ally aft er the reorgan¡zat¡on
that the Department recently
experienced. Manyf¡scal employees
¡n the Department perform complex
and multifaceted tasks on a daily
bais¡s. these tasks are completed
us¡ng a variety of different tools and
systems such as Word, Excel, JD

Edwards, TCM and paper

documentat¡on. Most of these tasks
need to be completed accurately ãnd
t¡mely to comply w¡th var¡ous trant
requ¡rements as well as to susta¡n

operational act¡v¡ties. (#2, Pg t6l

NUMBER/OBSÊRVATION

We recommend educat¡on for both
program staff and fìscal staff on the
bas¡cs of what ¡s ¡mportant
information to the other group. This

will help foster commun¡cat¡on
between the two branches of the
Department. There should also be a

process ¡n wh¡ch the cost of a serv¡ce

¡s balanced w¡th the care of a program
partic¡pant, and this can be

accomplished best through
communicat¡on between f¡scal and
program staff to determ¡ne
treatments and serv¡ces that are both
fiscally responsible and ¡n the best
interest of the cl¡ent.

We recommend a twofold approach
to help m¡t¡gate the possible impact of
an employees absence. F¡rst, all

employees should formally document
the¡r cr¡t¡cal day to day act¡v¡ties ¡n

enouth deta¡l that someone unrelated
to the¡r dut¡es would be able to
perform them without s¡gn¡f¡cant

challenges. Second, most posit¡ons

should have a "back up" employee
who ¡s cross-tra¡ned to complete the
tasks related to that spec¡fic pos¡tion.
It should also be noted that th¡s
should be a perpetual

recommendat¡on for whenever there
¡s eìther a new procedure that needs

to be completed or when employee
turnover occurs.

RECOMMENDATION

MED

PRIORITY

lanet W¡mmer, Director;
Alyssa Schultz, She¡la Drays,

Ken Kamps D¡v¡s¡on

Managers; Sand¡e Evraets,

Superuisor

Ken Kamps, D¡vìs¡on

Manager; Sand¡e Evraets,

Supervisor, ldent¡f¡ed fi scal

staff

STATF IDENTIFIED FOR

PROCESS

IMPROVEMENT

Jul¡e Kolp, F¡nance D¡rector

Consultat¡on needed to
support any process

¡mprovement pol¡c¡es and
procedures to ensure they
meet GFAO and other
appl¡cable accounting
standards

ADDITIONAL STAFF,

COUNTY, OTHER

RESOURCES NEEDÊD

INITIAT STEPS INDENTIFIED

FOR PROCESS IMPROVÊMENT

UPDATE ON STEPS TAKEN as of
March 15,2016

NEXT STEPS IN PROCESS

IMPROVEMENT

HIGH

10
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5. The Department holds funds for
various individuals in banks and
general ledger accounts called "rep
payee" accounts. These accounts are
set up for ¡ndividuals who are not fully
capable of manat¡ng the¡r fìnances,

such as Soc¡al Secur¡ty lncome and

l¡v¡ng expenses. The County directly
rece¡ves the ¡ncome of these
¡nd¡v¡duals and places them ¡nto these
accounts. The County ¡s expected to
ass¡st the ¡nd¡v¡dual w¡th money
management, along w¡th prov¡d¡ng
protect¡on from f¡nancil abuse. These

bank accounts are created us¡ng the
County's employer ident¡f¡cat¡on
number (ElN) and are under the
County's control. We not¡ced that
there are some rep payee accounts
wh¡ch are not being recorded on the
County's general ledger or aud¡ted
f¡nanc¡al statements. (#5, Pg L8)

4. There are currently seven (7)

D¡rector s¡gnature stams help by
employees ¡n the Department. These

signature stamps are used for a

var¡ety of reasons to make processes

more efficient by allowing employees
to stamp the D¡rector's approval on
certa¡n documents. Some examples
of what the D¡rector's stamp ¡s used

for include approv¡ng vouchers,
purchase orders for medical
prescriptions, foster care certifi cation
and thank you letters. (t+4, Pg L7)

NUMBER/OBSERVATION

We suggest that the Department
record the rep payee activ¡ty ¡n the
general ledger in an agency fund since

the accounts are usìng the County's
EIN and are under the Department's

control.

D¡scont¡nue all use of the Director's
signature stamp to reduce potent¡al

risks and lack of controls

RECOMMENDATION

LOW

MED

PRIORITY

Div¡s¡on Manager Ken

Kamps, Superu¡sor Sandie

Evraets, Staff

Janet W¡mmer, D¡rector;
Ken Kamps, Div¡s¡on

Manager

STAFF IDENTIFIED FOR

PROCESS

IMPROVEMENT

Julìe Kolp, F¡nance Director
Consultat¡on needed to
support any process

improvement policies and
procedures to ensure they
meet GFAO and other
applicable account¡ng

standards

ADDITIONAL STAFF,

COUNTY, OTHER

RESOURCES NEEDED

INITIAL STEPS INDENTIFIED

FOR PROCESS IMPROVEMENT
UPDATE ON STEPS TAKEN as of

March 15,2016

We have a good system ¡n place for.
record¡ng and tracking Representat¡ve
Payee accounts - there are str¡ct
guidelines on comingl¡ng client funds
with County Funds. We w¡ll rev¡ew

controls on these accounts.

All s¡gnature stamps have been
returned to the D¡rector or destroyed
Actual s¡gnature of the D¡rector is not
used ¡n all ¡nstances.

NEXT STEPS IN PROCESS

IMPROVEMENT
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The Department ¡s ¡nconcistent
record¡ng grant accruals. Grants

through CARS/CORe and the
ADS grants are not accrued as

, other Department grans

as Youth Aids, Alcohol
Enerty Ass¡stance, and

are accrued monthly. All grants

accrued at year-end. We noted
several of the other W¡scons¡n

nt¡es surveyed âs a part of th¡s
do not report accruals on a

monthly basis. Rather grants are

recorded on a cash basis dur¡ng the
year, and accruals are recorded ¡n the

teneral ledger at the end of th year.
(#2, Pg L9')

on a monthly basis,

Divis¡on Superuisor (5and¡e Evraets)

uses Excel spreadsheets to prepare

var¡ous calculat¡ons used ¡n grant
report¡ng, most notably the AMSO

calculation and cost allocat¡ons
related to the Aging and D¡sab¡l¡ty

Resource grants. The calculat¡ons ¡n

spreadsheets ¡nclude many
manual ¡nputs and are not generate

or ¡ntegrated w¡th the general ledger
spreadsheets are also not linked
each other, result¡ng ¡n mult¡ple

manual entr¡es ¡n the var¡ous different
There ¡s also no rev¡ew

of these calculations by someone
independent of the person prepar¡nt

calculat¡ons. (#1, Pg L9)

1.. The F¡scal Services

NUMBER/OBSERVATION

For monthly report¡ng, we
recommend that accruals be recorded
cons¡stenlty among all grants. We
also recommend that the Department

the use of the JD Edwareds

receivalbe module. Th¡s may
¡ncrease eff¡c¡ency ¡n reconc¡ling

on a monthly or annual basis

could reduce the risk of errors
to incons¡stent pract¡ces.

RECOMMENDATION

We recommend that the F¡scal and

Support Serv¡ces Superu¡sor l¡m¡t the
manual ¡nput of ¡nformat¡on into
calculations by ut¡l¡z¡ng the formula
and l¡nk¡ng capabil¡t¡es of the
spreadsheets. We also recommend

that the Department ¡nvest¡gate if the
current system, (or future systems)

may allow reports to be wr¡tten to
obta¡n the ¡nformation needed for
grant report calculations rather than
using manual calculations. See also
grant recommendat¡on number four
(4) related to an ¡ndependent review
of the grant reports that are
subm¡tted by the Department.

LOW

MED

IMPROVEMENT

STAFF IDENTIFIED

PROCESS

D¡vis¡on Manager Ken

Kamps, Supervisor Sand¡e

Evraets

Kolp, F¡nance D¡rector -

provement pol¡c¡es and

ures to ensure they
GFAO and other

standards
account¡ng

any process

needed to

RESOU N

ADDITIONAT STAFF,

COUNTY, OTHER
INITIAL STEPS INDENTIFIED

FOR PROCESS IMPROVEMENT
UPDATE ON STEPS TAKEN as

March 15,2016

Use of the AR system ¡n JD Edwards ¡s

explored to ¡mprove f¡scal

on grants.

We are explor¡ng ways to ¡mprove
effic¡ency ofthe AMSO Calculat¡on.

Use of the AR system ¡n JD Edwards is

be¡ng explored to improve fiscal
report¡ng on grants.

@ NEXT STEPS IN PROCESS

IMPROVEMENT

D¡vis¡on Manager Ken

Kamps, Supervisor Sand¡e

Evraets
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4. The Fiscal and Support Seru¡ces

Div¡s¡on Manager and Superv¡sor
prepare requ¡red f¡nancial reports and
reimbursement requests for state and
federal grants. These reports are not
rev¡ewed by someone other than the
preparer. (f4, Pg 20)

3. The Department uses

approx¡mately 25-30 rece¡vable
accounts ¡n the County's general

ledgersystem. Some accounts are

used throughout the year, and some
are used only at year end. Deta¡led

rece¡vable l¡sts that reconc¡le to the
general ledger are ma¡nta¡ned ¡n

Excel. Like Dodge County, other
Count¡es surueyed as part of the
project use manaual process versus a
computerized rece¡vable system, but
most have a limited number of
rece¡vable accounts in the general

ledger. (#3, Pg 20)

NUMBER/OBSERVATION

We recommend that someone other
than the preparer review fiscal
reports and re¡mbursement requests,

as well as supporting documentation,
before reports and draws are
subm¡tted. The F¡scal and Support
Seruices Div¡s¡on Manager and
Superu¡sor could rev¡ew the grant
requests prepared by the other. The

review should be documented ¡n

order to evidence the ¡nternal control
procedure.

We recommend that Department
cons¡der reduc¡ng the number of
balance sheet rece¡vable accounts

being utilized.

RECOMMENDATION

HIGH

LOW

PRIORITY

D¡v¡s¡on Manager Ken

Kamps, Supervisor Sand¡e

Evraets

D¡v¡s¡on Manager Ken

Kamps, Superu¡sor Sand¡e

Êvraets

STAFF IDENTIFIED FOR

PROCESS

IMPROVEMENT

Julie Kolp, F¡nance Director -

Consultat¡on needed to
support any process

¡mprovement pol¡c¡es and
procedures to ensure they
meet GFAO and other
applicable account¡nt

standards

ADDITIONAT STAFF,

COUNTY, OTHER

RESOURCES NEEDED

INITIAL STEPS INDENTIFTED

FOR PROCESS IMPROVEMENT
UPDATE ON STEPS TAKEN a5 of

March 15,2016

L¡mited fiscal staff and deadlines for
grant claims w¡ll make this
challenging. We will seek to rev¡ew
and approve grant re¡mbursement
request controls.

Use of the AR system ¡n iD Edwards ¡s

be¡ng explored to ¡mprove fiscal
report¡ng on grants.

NEXT STEPS IN PROCESS

IMPROVEMENT

developed
and is being utilized beginning in
2016 to have the Fiscal Division
Manager and Supervisor rev¡ew

reports and reimbursement
requests for State and Federal
grants. The process will require

to in¡t¡al the checklist each
month upon completion of the
review.

13
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5. WIMCR ¡s des¡gned at the state
level to br¡ng addit¡onal federal
fund¡ng to the State of W¡sconsin.

The State of Wiscons¡n Department of
Health Seruices, (DHS) will make

Medicaid payment adjustments to
Counties based on the actual costs

incurred for specific Med¡ca¡d serv¡ces

as reported by Count¡es on cost
reports. The process for compl¡ling
the ¡nformat¡on for WIMCR program

report¡ng ¡s a manual process. The

f¡nanc¡al port¡on ¡s not complex as ¡t

comes directly from the general

ledger. However, the demographic
¡nformat¡on ¡s more comp¡o¡cated,
and the F¡scal and Support Seruices

D¡v¡s¡on Manager comp¡¡es th¡s
¡nformat¡on from d¡scuss¡ons w¡th
program staff. The current
Department systems are unable to
comp¡le the necessary demograph¡c
¡nformat¡on. (S5, Pg 21)

NUMBER/OBSERVATION

We recommend that the Department
¡nvest¡gate ¡f demograph¡c data can

be part¡ally obtained from the Cl¡n¡cal

Serv¡ces bill¡ng system or other
sources. lf the County replaces the
current b¡ll¡ng system, the new
software could be evaluated for
track¡ng demograph¡c ¡nformat¡on ¡n

an eff¡cient manner. Hav¡ng a system
w¡th capabl¡l¡tes to report
demograph¡c ¡nformat¡on will create
effìc¡encies ¡n reporting because the
Fiscal and support Sery¡ces Div¡sion

Manager w¡ll nothave to manually
comp¡le demoBraph¡c data. Also the
new federal rules under the Uniform
Grant Gu¡dance (Ucc) ¡ndicate the
likelihood of a sh¡ft to more
performance metrics and

performance report¡ng, so the ab¡l¡ty
to report demographic and
performance data may have increased
¡mportance ¡n the future.

RECOMMENÐATION

LOW

PRIORITY

Ken Kamps, D¡v¡s¡on

Manager

STAFF IDENTIFIED FOR

PROCESS

IMPROVEMENT

ADDITIONAT STAFF,

COUNÌY, OTHER

RESOURCES NEEDED

INITIAL STEPS INDENTIFIED

FOR PROCESS IMPROVEMENT

On January 6, 2016, Netsmart was
prov¡ded with the ¡nformat¡on on
each Baker Tilly obseryat¡on and
recommendat¡on from the
Operational Review that w¡ll be
¡mpacted by the ¡mplementat¡on of
the new software, Netsmart was
asked to conf¡rm that the new

software would address the
need/recommendation outl¡ned.
Please see addit¡onal spreadsheet for
Netsmart Response.

UPDATE ON STEPS TAKEN as of
March 15,2016

DIFITIIIIFÍ:Í\VEÍñ¡ß

NEXT STEPS IN PROCESS

IMPROVEMENT
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1. The seru¡ces performed forclients bv oub¡de
prov¡ders are approved via e preâuthor¡zat¡on

form. Most of the invo¡ces received for these
sêrv¡ces arego¡ng though â deb¡led rev¡ew by the
Program Super¡sor or O¡v¡sion Managet
howev€r, th¡s is notthe case for all ¡nvoices, An
example ofe prcvider ¡nvo¡@thatjust recêntly
st¿ned to go through â detãiled rev¡ew ¡s the
monthly ¡nvo¡ces related tothe State mental
heelth inst¡tutions. The Diredor ¡s now comparing
lhe invo¡es rece¡ved forthose servìces atthe

spreadsheet show¡ngthe number ofclients they
send 10 these ¡nstitut¡ons and the eñount ofdays
thatthey stay. However, prior to January 2015,
lhis detãiled rêv¡ewwas not occurring. There have
also been instâñces of provider ¡nvoices conb¡n¡ng

exåmples ofthese errors ident¡f¡ed ¡n the lastyeår
include prov¡ders alloet¡ngthei seryices to the
wrongfundingsteams, such âs the Youth Aids
Progrãñs where there were erro6 in the chidren
that were funded bythe bx lew ¡nstead ofYouth
A¡ds, âs we¡¡ as providers ¡mproperly charg¡ng th€
D€pament for ¡nd¡viduals who åre not Medica¡
qssistance el¡g¡ble. Wh¡le some provider invoices

are going through â deta¡led review, this ¡s not
ccurring with ãll prov¡der ¡nvo¡ces, ând there

lhese ¡nvoics as described above. (#1, Pg 22)

NUMBER,/OBSERVATION

We understand that the Department
uses pre author¡zat¡on forms for
efficiency, as well as for awareness of
the potent¡al expenses relat¡on to
provider seru¡ces. However, a more
deta¡led review ofthe invo¡cet
¡ncluding invo¡ces received for
seru¡ces prov¡ded under a contract,
focused on seruice un¡ts, may save the
County costs. Also, the detailed
rev¡ew of the State mental health
inst¡tut¡ons ¡nvo¡ces should be
performed by someone other than
the Directoc preferably e¡ther a

program or fiscal stafffam¡l¡ar with
the seruices rendered at these
inst¡tut¡ons.

RECOMMENDATION

MED

PR!ORITY

Janet W¡mmer, D¡rector;
Ken Kamps, D¡vision

Manager; Sand¡e Evraets,

Superv¡sor; Other fiscal and
program staff as further
¡dent¡fied

STAFF ¡DENT]FIED FOR

PROCESS

IMPROVEMENT

ADDITIONAL STAFF,

COUNTY, OTHER

RESOURCES NEEDED

INITIAT STEPS INDENTIFIED

FOR PROCESS IMPROVEMENT
UPDATE ON STEPS TAKEN as of

March 15,2016

We will review the process used for
invo¡ce workflow. We currently have

multiple levels of approval and
track¡ng to ensure accuracy.

NEXT STEPS IN PROCESS

IMPROVEMENT

15
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2. lhroughout our observat¡ons at the
Department and discuss¡ons with
employees, we noted enhancements that
could be made related to credit cards.

Three Div¡sion Managers and the D¡rector
have cred¡t cards to be used for
Department purchases. Each cardholder ¡s

respons¡ble for cod¡ng his/her own
expenses, per the chart of accoutns, on a
monthly bas¡s. The Department Fiscal and

Support staff have noticed that some of
the these cred¡t card purchases are not
being coded to the correct expense

accounts. Also, the Dlrector ¡s responsible
for approving the cred¡t card expenses

made by the Div¡s¡on managers. The
County Flnance Department does ensure
that rece¡pts ex¡st for all credit card

purchases through sampling, but ¡s not
respons¡ble for ensuring the
appropr¡atene$ ofthe purchases made by

Department Heaeds, The Audit
Comm¡ttee ¡s respons¡ble for approving
Department Head credit card purchases.

l*2, PE23l

NUMBER/OBSERVATION RECOMMENDATION

We recommend that the Department
e¡ther appont one ¡nd¡vidual who is

fâm¡l¡ar with the chart of accounts to
code all credit card expenditures or
help train the Divis¡on Managers on
how to accuragtely code
expend¡tures. We also recommend
the Audit Comm¡ttee cont¡nue to
approve Department Head cred¡t card
purchases to ensure that support
ex¡sts for each purchase andthat the
purchase ¡s appropr¡ate for the
Department.

PRIORITY

tow

STAFF IDENTIFIED FOR

PROCESS

IMPROVEMENT

Janet W¡mmer, Director,
Ken Kamps, Div¡s¡on

Manager; Sandie Evraets,

Superu¡sor

ADDITIONAL STAFF,

COUNTY, OTHER

RESOURCES NEEDED

INITIAL STEPS INDENTIFIED

FOR PROCESS IMPROVEMENT
UPDATE ON STEPS TAKEN as of

March 15,2016

A new process is being explored and

implemented s¡m¡lar to one used ¡n

another County Department to
¡mprove the cod¡ng process for credit
card transactions.

NEXT STEPS IN PROCESS

IMPROVEMENT

A new process was implemented
at the end of 2015 to have account
clerks receive, review and code
county purchase card transactions
for our department.
Documentation is scanned into
File Director and review and final
approval of these purchases is
made by the D¡v¡s¡on Managers
and Department D¡rector.
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December 1, 2015 BAKER TITLY

OPERATIONAT REVIEW

Human Serv¡ces and Health Department
Status Rev¡ew Working Document

3. when mileage reimbursement forms âre

submited for epprovel, there âre ¡ncons¡sten

descriptions on the purpose ofthe m¡leege.

lnd¡v¡duals reviewing m¡leege re¡mbursemenl
encounter questions on the business purpose of
ceda¡n requests. For example, ¡f an employee

turns in a reimbursement form show¡ngthat he

went tothe C¡ty of Beâver Dãm and backtothe
Humãn Serivcesand Heahh buildingtw¡ce ¡n one

day, and ¡fthere is not adequate documentetion
steting whytwo separate trips hâd to be mâde

in the same day, then the rev¡ewer might not
know ¡fthis is an error, or ifthe employee

âdually wentto the City of Beâver Dam for
cl¡ent seNicestuiæ in the sme day. Also, there
appeers to be ¡ncons¡stency on howto compute
m¡les to be re¡mbursed bythe County in cene¡n

s¡tuat¡ons, such as ifen emp¡oyee goes d¡redly
from hometo a cl¡ent locet¡on. We noted that
the Human SeN¡ces and Health Depeftment
Dkedor's mileage re¡mbuEement forms are

approved bythe Audit Comm¡tee, wh¡le other
Depafrment m¡leege requests are approved by

the eppropriate superuisor. bstlf, there is liftle
purchasing

client incentive g¡ft cerds ând conference

reg¡strâtjons. (å3, Pg 24)

NUMBER/OBSERVATION

We recommend that the Department

update its employee expense
reimbursement policy on the types of
descr¡ptions that need to be ¡ncluded
¡n the m¡leage re¡mbursement

documentat¡on, how mileiage should
be calculated for re¡mbursement, and
the most appropr¡ate ways to
purchase cl¡ent ¡ncent¡ve g¡ft cards

and to pay for conference
reg¡strations, and that this policy be
d¡str¡buted to all employees. Th¡s

policy should include requirements
such as the bus¡ness reasonfor the
mileage be¡ng ¡ncurred, gift cards

being purchased, and conferences
attended.

RECOMMENDATION

LOW

PRIORITY

Janet W¡mmer, D¡rector,
Ken Kamps, Div¡s¡on

Manager; Sand¡e Evraets,

Superuisor

STAFF IDENTIFIED FOR

PROCESS

IMPROVEMENT

ADDITIONAT STAFF,

COUNTY, OTHER

RESOURCES NEEDED

INITIAL STEPS INDENTIFIED

FOR PROCESS IMPROVEMENT
UPDATE ON STEPS TAKEN as of

March 15,2016
NEXT STEPS IN PROCESS

¡MPROVEMENT

77



December 1, 2015 BAKER TITLY

OPERATIONAL REVIEW

Human Services and Health Department
Status Review Work¡ng Document

4. There are var¡ous program staff ¡n

the Department who have designated
t¡mes dur¡ng the week outs¡de of
normal business hours when they are
"on-call." These employees are on-
call to respond to potent¡al

emergencies that may arise with
cl¡ents after hours. When an

individual works during th¡s on-call
per¡od, they must subm¡t to their
superv¡sor an on-call report, sim¡lar to
the except¡on report that must be

subm¡tted when using vacat¡on t¡me.
Per our discuss¡on with fical staff, the
on-call pay ¡n the Kronos payroll

system ¡s ¡ncluded and categorized
the same as productive pay.

Therefore, fiscal staff do not know
how much on-call pay ¡s cost¡ng the
Department, making ¡t diff¡cult to
budget for and to evaluate fiscal
¡mpact. (#4, Pt 25)

NUMBER/OBSERVATION RECOMMENDATION

Per our d¡scussion w¡th the lT
D¡rector, ¡t ¡s poss¡ble to run a report
in Kronos show¡ng the amount of on-
call pay charged to the Department
for any period of t¡me des¡red. We
recommend that the Department

work w¡th the lT Department to
determ¡ne the most eff¡c¡ent way to
run th¡s report from the payroll

system.

tow

PRIORITY

STAFF IDENTIFIED FORI

PRocEss I

IMPROVEMENT I

ADDITIONAL STAFF,

COUNTY, OTHER

RESOURCES NEEDED

Ruth Otto, lT D¡rector

INITIAT STEPS INDENTIFIED

FOR PROCESS IMPROVEMENT
UPDATE ON STEPS TAKEN as of

March 15,2016

An analysis of the cost of on-call,
hour seruices is undeMay, w¡th a

rev¡ew of less-costly options be¡ng

explored. A new resource is be¡ng

considered for ¡mplementat¡on ¡n the
f¡rst quarter of 2016.

NEXT STEPS IN PROCESS

IMPROVEMENT

Alyssa Schultz and Ken

Kamps, D¡v¡s¡on Managers;
Superv¡sors as ¡dent¡fi ed

Division Manager Kamps has
successfully been able to run the
report of on-call expenses in
Kronos as lT recommended, and
provided a summary of this to
Division Manager Schultz in early
December 201 5 for discussion
regard¡ng implementation of a new
resource inn 2016. DM Kamps

run this report at any t¡me it is
needed and break down costs into

comp time, and pager
pay per staff for any period of
spec¡fied.

ln December 2015, a decision was made
to move our after-houß on-call seryices for
Clin¡cãl Serv¡ces from coverage by existing
Dodge County staff through a rotation, to
contracted seryics provided by Northwst
Connections. NWC provides after houß
phone and mobile response cris¡s seruices
to 26 other countis ¡n Wl, w¡th Dodge being

the 2lh county to requst th¡s type of
contract. We have worked with NWC over
the past 3 months to develop a manual for
the prov¡sion of these services, and have
conducted jo¡nt interyiews of indiv¡duals who
have applied to be part of the mobile
rsponse team staffed by NWC, specif¡c to
Dodge County. lmplementation is planned

for May 1"', 2016. From this point foryard,
NWC w¡ll manage all after hou6 cris¡s calls,
and Clinical Services staff w¡ll no longer be
reimbursed for managing thæe calls. lt
should be noted, however, that Dodge
County will cont¡nue to operate an after
hours on-call system with qisting county
staff for our Ch¡ld Welfare units, ãnd reports
to monitor and manage cGts related to this
w¡ll be monitored through the reports in
Kronos.
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December 1, 2015 BAKER TILLY

OPERATIONAT REVIEW

Human Serv¡ces and Health Department
Stetus Review Working Document

When cash and checks are received,

those related to Publ¡c

Health and Cl¡n¡cal seruices, they are
by F¡scal and Support

Superu¡sor and kept in a binder
a locked cab¡net. B¡-monthly, an

log using a notebook that l¡sts all

cash and checks received and the
forthetwo (2) weeks. Th¡s log,

well as all the cash and checks is

passed on to an Account Clerk.

Account Clerk then creates an

spreadsheet list¡ng all the cash

checks and the account code they
be depos¡ted to. Th¡s Exel

total ¡s then compared to
total from the notebook log. The

spreadsheet, cash and checks

are then brought to the Treasurers
off¡ce to be deposited. (#2, Pg 27)

Secretary creates a

Public Health and Cl¡n¡cal Seru¡ces, are
recorde on a b¡-monthly

bas¡s. Depos¡ts rema¡l locked up at
collect¡on sites before be¡ng

depos¡ted w¡th the Treasurer. (#1., Pg

L. Depos¡ts, related to

NUMSER¡/OBSERVATION

We recommend that the Department
cons¡der elim¡nat¡ng the

Secretary's role since ¡t

is also being performed by the
Clerk and has very little

internal control benef¡t.

We recommend that depos¡ts be
made at least on a weekly basis and
even more frequently ¡f there are

large amounts of money rece¡pted,
such as grant re¡mbursement checks

or large sums of cash.

RECOMMENDATION

tow

PRIORITY

MED

Ken Kamps, D¡vis¡on

Manager; Sand¡e Evraets,

pervisor, ldent¡f¡ed fiscal

Ken Kamps, D¡v¡sion

Manager; Sand¡e Evraets,

Superu¡sor, ldent¡fìed fi scal

STAFF IDENTIFIED

PROCESS

IMPROVEME RCES NEEDED

ADDITIONAL STAFF,

COUNTY, OTHER
INITIAT STÊPS lNDENTIFIED

FOR PROCESS IMPROVEMENT
UPDATE ON STEPS TAKEN as

March 15,2016

There is very l¡ttle dupl¡cat¡on of effort
in th¡s area and the number of recipts
is m¡n¡mal - we w¡ll review the process

for ¡mproved effi ciency.

Depos¡ts are now being made on a
weekly basis.

R¡T¡TÍn¡lNTd

NEXT STEPS IN PROCESS

IMPROVEMENT

deposits are being made on a
weekly basis. One of three
account clerks are assigned to
take the deposit to the Treasurer 's
office on a rotating basis.

The cash receipt notebook
maintained by the Administrative
Secretary was eliminâted at the
beginning of 2016. The Account
Clerks will continue utilizing a
spreadsheet to record cash and
checks received and reconc¡ling

with the deposit amount.
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