External Audit Review Oversight Committee Minutes
December 19, 2017 — 6:00 P.M.

The meeting was called to order at 6:00 p.m. by David Frohling in Room 4C — Fourth Floor of the
Administration Building.

Members present: David Frohling, Russell Kottke, Mary Bobholz, and Donna Maly. Excused absence
Stephanie Justmann.

Also present were: Monica Hooper Fiscal and Support Services Division Manager, Finance Director Julie
Kolp, and Human Services and Health Board Director Becky Bell.

Frohling certified that public notice was given for this meeting and complies with the requirements of
Wisconsin’s open meetings law.

There were no public comments.

A motion was made by Maly and seconded by Bobholz to approve the minutes of the November 14,
2017 meeting as presented. The motion carried.

At this time, Ms. M. Hooper provided an update on NetSmart. The billing is complete and closed
through June.

January 3 and 4, 2018 Ms. M. Hooper will be in discussions with NetSmart regarding the billing process.
NetSmart will be on site on January 5, 2018. It is anticipated by January 12" an answer to how NetSmart
will proceed will be made.

Ms. M. Hooper distributed a new Baker Tilly Operational Review chart dated December 19, 2017. Ms.
Hooper reported progress is being made on the open items.

The Committee discussed the Johnson & Block findings as they relate to the Baker Tilly
recommendations. It was reported by Ms. M. Hooper that items are being worked on and she is trying
to correct any issues.

Next meeting is scheduled for Tuesday, February 21, 2017, at 6:00 p.m. in meeting room 4C, fourth floor
of the Dodge County Administration Building.

With no further business on the agenda, Chair Frohling declared the meeting adjourned at 6:34 p.m.

wﬁﬂ—_

Russell Kottke, Secretary
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Finding Number

2015-001
Clinical Services Bitting and
Receivables

Condition

collactions of the Human Services Clinical Services. The following
‘weaknesses were noted:

+ The County's billing software is limited in its ability to provide
relevant financial data and reports.

* Time consuming manual processes are required t generate
useful financial data.

* The County's billing system is not integrated with the County's
financial general ledger. This requires regular journal entries be
made limits the likefinocod that the hilling system and general fedger
are in agreement on a continuous basis.

« The billing, coflection and data entry depariment was sigrificantly
behind in recording revenues and receivables, which resulted in
delayed recording of revenues and receivables as well as delays in
accrual financial reporting

During the audit we noted various deficiencies and weaknesses in | The accoracy of financial information may not be reliable.

Recommendation

We recommend the county commit time and resources to

the internal controls and financial reporting over the billing and Adjustinent were proposed to adjust

understanding the defici catching up on bifling and
collection data entry and developing standard procedures Lo
ensure that accounts are reconciled, proper cutoff is
established and that the financial information that ultimately
gets reported is accurate based on creditable
documentation.

Priority |,

Staff identified for
rocess Improvemnent

Becky Belt Director,
Morica Hooper Division
Manager: Anne Conners.
Fiscal Support Supervisor;

Carrie Bunker, Lisa
Zimmer, Deb Grady. Kayla
Larson

Steps Taken as of Novemnber 10, 2017

Human Services is making every effort to get

going though a month end prosess with Kyle
from Netsmart next week. Once this is
completed we will work on closing months as
well can

Steps Taken as of December 18,

The months of March through July
caught up on bifling in Netsmart. We will be |have been closed in Netsmart.

Next Steps to Be Taken for Improvement

The department will work on ciosing all of |
2017 in Netsmart and recording the enlries in
JDE

2015-002
il of

Schedule of Federal and
State Awards

The County is responsile for the preparation of the schedule of Duiring our testing of the schedule of federal awards i was nofed
D of federal awards in accordance with the Uniform that expenditures reported in the gencrat ledger did not, in some
Guidance. The information in the schedule of awards should be instances, reconcile with Uie expenditures reported in the schedule
derived from ihe accounting records used to prepare the financial of awards. This resulted in a variunce between the financial
statements. statements and the schedule of awards. We also noted aflocations
between the foderal and state awards schedules that required
adjusunents/rectassificaions,

We continue to recommend the County inyplement procedures to
reconcile the schedue of federal and state awards tc the general
Tedger. We also recommend these procedures include a review by
individuals other (han those preparing the schedules

Honica Hooper, Division
Manager Anne Conners
Fiscal Support Supervisor;

Policy 17-2 has been created

No further steps have been taken

The depariment will wark on_more
formalized documentation that will be created
to walk one through the steps taken to
complate the SEFA

2015-003

Departmant of heaith
Services Audit Guid -2 8.2
Purchase of Care and
Services and Department of
Children and Family audit
Gud - 2.4 Subrecipient
Monitaring

standards and that corrective action is taken At the date of the sudit, the
County had not properly documernted review of an andit report for 2015 to
ensure compliance with federal and state niles.

Federal and state rules require the County to monitor subrecipient achvities | Subrecipient audit reports could have questioned costs and
and fo ensure that requiredt audits are performed in accordance with federal | internal controt deficiencies that may affect Dodge County

The County should review provider audits to ensure all audits
were properly completed 1n compliance with federat and state rules

Becky Bell-Direstor
Monica Hooper - Fiscal
Division Manager

Steve Edwards - Awdit and
Cormpliance Officer

Sheita Drays - Commurnity
Support
Alyssa Schultz - Clinical
Division Manager

numbers. in addition. on the internal
worksheet, conditiona! formatting has been
added for targeted percentages for a better
handiing of if a contract is or is getting close
to going over the contract smount. This is
then reviawed on a monthly basis with Becky
Bell, Sheila Drays, Alyssa Schultz, Steve
Edwards. and Monica Hooper and
ammendments are sent out as necessary.

The contract expenses from the internal The internal spreadsheet thal the

worksheet are given to the Fiscal Division department uses has a column for
Manager The Fiscal Division Manager then |Audit reporl. This spreadsheet
runs a report from JOE and verifies the continued to be monitored o make

The department will canitnue to monitor this
spreadsheet and contracts as a whale.

2016601
Clerical Services Billing and

We had ¢ y noted various s and inthe

of the Human Services Clinical Services that still shauld

be addressed. The foliowing weaknesses were noted

* The County's Human Services billing software utifized during
2016 was limited in its ability to provide relevant financial data and
reports.

*Time consuming mannal processes are required to generate useful
financial data

*The billing system is not integrated with the County's linancial general
ledger. This requires regular journal entries be made which litnuts the
likelitood that the billing system and general ledger are m agreemont on a
contimous basis.

*The bilting, collection and data entry department process improved during
the year but there weve still limitations refated to the level of relevant
financial information available from the billing system.
0 The County, in 2016. did get caught up with client billing and receivables
through year-end

The accuracy of financial information may nol be reliable or

We recommend the County commit time and resources (o

internal conlrols and financial reporting over the billing and timely.

1 the defi X the migration 1o
ng software and develnping standard
procedures to ensure that accounts are reconciled, proper
cutoff 1s established and that the financial information that
ultimately gets reported is accurate based on creditable
documental Management appears to be committed to

ing impraved and compensaling
controls. Management has already started documenting
and implementing procedures but the process is not
finalized and in 2017, the County has started running
tiflings through the new software but the impact on
improved financial reporting is yet to be determined. We
recommend procedures be updated on a regular basis (o
ensure they are up to date with changes in new software
systemns and personnet

Becky Bell Director,
Monica Hooper Division
Manager; Anne Conners
Fiscal Suppont Supervisor;
Account Clerk Billing Staft
Carrie Bunker, Lisz
Zimmer. Deb Grady, Kayla
Larson

going through a month and process with Kyle
from Netsmart next week. Once this is
completed,we will work on closing months as
well can.

Human Services is making every effort 1o get | The months of March through July
caught up on billing in: Netsmart. We willbe  have been closed in Netsmart

The department will work on clasing all of
2017 in Nelsmart and recording the entries in
JDE




Working Document

Staff Identified for

Additional County

Steps Taken as of December 19,

- R
ding Number Condition Effect ecommendation Process Improvement Staff Needed Steps Yaken as of November 10, 2017 2017 Next Steps to Be Taken for improvement

2016-003 The Counly is for the prep: of the schedules of During our testing of the schedules of federal and state We continue to recommend the Gounty implement Monica Hooper, Division Policy 17-2 has been created No further steps have been taken The department will work nn more

R of |expenditures of federal and state awards in accordance with the awards it was noled that expenditures reported i the procedures {o reconcile the schedules of ferderal and state Manager; Anne Conners formalized documentation nat will be created

Schedule of Federal and
State Awards

Uniform Guidance and State Single Audit Guidelines. The

information in the schedules of awards shoud be derived from the

accounting records used to prepare the financial statemenls

general ledger did not, in some instances, reconcile with
the expenditures reported in the schedules of awards This
resulted in a variance between the financial statements and
the schedules of awards. We also noted aliocations
between the federal and state awards schedules thal
required adjustments/reclassifications

awards to the general ledger. We also recommend these
procadures include a raview by individuals other than those
preparing the schedules

Fiscal Support Supenvisor:

to walk one through the steps taken to
complete the SEFA

2016-004

Department of health
Services Audit Guide - 2.7
Subrecipient Monitoring and

Federal and state rules require the Caunty to monitor subrecipient

activities and to ensure that required audits are performed in
accordance with federal standards and that corrective action is
taker. At the date of the audit, the County had not properly

Dep t of Children and
Family Audit Gude - 2.4

UM review of an audit report for 2016 to ensure com)
with federal and stale rules

nee

Subrecipient audit reports could have questioned costs and
internal control deficiencies that may affect Dodge County

The County shauld review provider audits to ensure all
audits were properly compieted in compliance with federal
and state rules

Becky Bell-Director
Monica Hooper - Fiscal
Division Manager

teve Edwards - Audit and
Comphiance Officer
Sheits Drsiys - Community
Support Division Manager
Alyssa Schultz - Clinical
Division Manager

The contract expenses from the internat
worksheet are given to the Fiscal Division
Manager. The Fiscai Division Manager then
runs a report from JDE and verifies the
numbers.

In addition, on the intemal worksheat,
conditional formatting has heen added for
targeted percentages for a better handiing of
if a contract is or is getting close Lo going
over the contract amount. This is then
reviewed on a morthly basis with Becky Bel,
Sheila Drays, Alyssa Schultz, Steve Edwards.
and Monica Hooper and ammendmenis are
sent out as necessary.

The department has a reminder set to review
what autil reports have come in. if an audit
report is missing. a lelter will be sent o the
provider.

No further steps have been taken

The department will conitne (6 maritor th
spreadsheet and contracts as a whole
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Status Review Working Document

NUMBER/OBSERVATION

RECOMMENDATION

PRIORITY

STAFF IDENTIFIED FOR
PROCESS
|MPROVEMENT

ADDITIONAL STAFE,
COUNTY, OTHER
RESOURCES NEEDED

INITIAL STEPS INDENYIFIED

UPDATE ON STEPS TAKEN as of
July 18, 2016/ November 2,

FOR PROCESS IMPROVEMENT

2016
THIRD PARTY BILLING

UPDATE ON STEPS TAKEN as of
March 16, 2017

UPDATE ON STEPS TAKEN a5 of
June 16, 2017

2. Clinical Servives Billing: The Department is
significantly hehind on third party billing which has
resulted in delayed recording of revenue and
receivables. The current year general ledger activity to
date contains revenues related to 2014. Additionally, at
the time of the site visits, the current year bifling was
only completed through February 2015, (42, Pg 4}

We recommend the Department commit the
resources 1o catch up on billing so that the
County does not miss deadlines for biliing
Medicare and Medicaid within the allowed
timefsame and collects private payments time!
ensuring the Department is maximizing its
revenues for services provided.

Monica Hooper,
Division Manager;
Vacant, Fiscal Support
Supervisor; Account
Clerk Billing Staff -
Carrig Bunker,
Zimmer, Deb Grady

1. Review job tasks and dutie

of current Account Clerk staff

to place priority on billing

activitis, 2. Re-assign duties as

from Account Clerks as

necessary to aflaw for priority |t
on billing; 3. Develap ongoing

review and status update
process to aversee bifling
processes; 4. Draft and
implament policy and

s |8
have been sent, Payments
received in April are being
entered - this needs to be
completed before the Apr

g statements for March

ing statements are sent.
/8illing Statements for
September have been sent.
The departure of a Fiscal
Supervisor at the beginning of
August was a set back with this

Billing is completed for 2016
The department is aiso alt
caught up with billing through
the end of February with the
exception of Centpatico which
witl he completed by the end of
this week.

Billing is completed for March.
Netsmart was onsite May 31-
June 2nd to assist HSHD in
pleted.

getting all chaims ¢

UPDATE ON STEFS TAKEN as of
October 11, 2017

The agency is waiting for the
Private Pay customization to be
validated & tested in
Jevelopment hefore moving to
Production. Once this is done,
month end process for March
<an begin and the remaining
maonths to follow.

UPDATE ON STEPS TAKEN as of { UPDATE ON STEPS TAKEN as of

November 10, 2017

The agency has been provided
with the self-pay customization
that we were waiting on from
Kyte from Netsmart
will be walking us through the
month end process early next
week. Once this has been
completed, we will move
torward with closing months in
Netsmart

Hetsmart

December 19, 2017

The months of March through
July have been closed in
MNetsmart.

NEXT STEPS IN PROCESS.
IMPROVEMENT

Continue closing the months in
Netsmart as soon a5 possible.

recommendation; 4. Develop
ongoing evaluation and revisi
within policy/procedures to
ensure ongaing process

improvement and compliance

with recommendation

services.
on

HIGH N .
procedures needed to ensure | project{we are in the process
process improvement ta meet [ of refitling this positor) and in
recommendatian; 5. Develop | the meantime Makenzie Dray
ongoing evaluation, revision | from Finance is providing
and ongning precess assistance with gathering the
improvement data for revenue and
receivabie entries needed prior]
10 2016 year end.
3 Rates for services are entered into the Clinical Services | We recommend the Accotnt Clerk I document 1. Review process needed for | Following the review of rates | All rates were verified that they |No further action has been taken [No further action has been No further action has been No further action has been The rates will be reviewd in
bifling software by the Divisian Manager and are the review of rales entered to authorized rates Alyssa Sehultz, Division review and revision of service  {and discussion of were setup correctly in ince the last meeting. This will |taken since the last meeting.  [taken since the last meeting.  [taken since the fast meeting. early March for the next year
reviewed by the Account Clerk il However, this review | (either from the state or the County) te reduce Manager; Monica, rates on an ongoing hasis; 2 questions/fissues, the new rates | Netsmart. Rates will be be looked at around mid- This will be locked at arcund and after that will be
has not been histarically documented. We understand  |the risk that incorrect rates are entered into the Complete revision of rates were implemented. There have |reviewed on 2 yearly basis Octaber. mid-October. reviewed on a yearly basis.
that typically changes to the rates are required by the Chinical Services billing system. We also vacant, fiscal Support following resource review and |been no further rates changes. |around mid-October going
state, and that the rates set by the County have nat recommend that the rates set by the County are Supervisor data collection; 3. Draft and / NetSmart My Evolv contains |fnrward.
changed for several years. (#3, Pg 4} reviewed regularly for appropriateness which w implement policy and a rate history field which
ensure that the Department is maximizing its procedures needed to ensure | tracks rates and dates when
revenue potential. D process improvement to meet | rates change for specific
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OPERATIONAL REVIEW

STAFF IDENTIFIED FOR] ADDITIONAL STAFF, — JUGPDATE ON STEPS TAKEN as of
scomnanon | emonre | e | o omer | s srs s 1705 L oo ot s o sy s oot st o o vt e oo e o | e
IMPROVEMENT RESOURCES NEEDED N 2016 g : i’ ’ '
5. as previously mentioned, the Cli We recommend that another employee without Monica Hooper, fetsmart will be here the week | Netsmart was here May 31-June |4 manual journal entry Netsmart has put the 1DE The IDE custom outputhas | The JDE custom output will
currently completed by Department staff in 2 software [ the ability to modify the biling system or collect Division Manager; of April 17-20th to go through |2 and created 3 Macro to format |need to be done until Netsmart | custom autput in our Dev been tested in Dev and then  {continue to be used going
system called TCM. A journal entry is prepared monthly {funds should reconcile the subsidiary ledger to Vacant, Fiscal Support the month end process. This  [the file from Netsmart into the | has the custom import job environment. We are looking | was put into Production. We  |forward
to record the biling activity from TCM inta the County's | the genera! ledger to ensure accuracy Supervisor: Account process will create a csvfite  |format that IDE requires. This  |completed. Netsmart has given |to have a discussion early next [have used the new custom
general ledger system, which issued for external and Clerk Bilfing Staft which will then be imported e still required manual us a estimate of completian to | week Tuesday or Wednesday. | output after ciosing March-luly
internal financial reporting. The Depariment's billing Carrie Bunksr, Lisa into 6 Edwards intervention and we wanted the |be end of November/early After the discussion, testing will |and imported the numbers
procedures and cantrols currently lack recondiliation immer, Deb Grady le to directly produce and drop | December ¢f this year, begin. Until testing is complete, | from Netsmart into IDE.
procedures between the Clinical Services billing system into a secure location so manual 2 manual journal entry will be
and the general ledger {receivables or revenues). This is manipulation is not possible. As done in IDE
Sue in large part to timing issues associated with the of last week, IT requested this
hilling system previously discussed. (45, Pg S} fram Netsmart. As of today, fda
not have an £1A for compietion
HIGH Anather note to mention is that
there arc reports to run and
verify the upload from Netsmart
1o the GL that posted in IDE.
These reparts will be used to
validate the upload t6 JDE before
itis finalized and posted. This
will also be saved in a binder for
reconciltation purpeses ta refer
backto,
6. Clients seen in Clinical Services are assessed for their | The future bifling software should be able to Monica Hoaper, Netsmart is able to handle this | The agency is waiting for the | The agency has been provided |1 am still awaiting further now be done on 4
ahility 1o pay before services are provided, Some clients jaccount for variables i the abilily to pay 1o Division Manager; Private Pay customization tc e | with the self-pay customization (training from Netsmart, Once | Imonthly basis. 4 procedure will
are determined to have 'no ability to pay’ and therefore, |prevent manual billing adjustments Vacant, Fiscat Support through the ability to pay validated & tested in that we were waiting an from | know how to write off need 10 be documented as well
the full charges for services are written off. However, in Supervisor workfiow for Netsmart. Thisis | development before moving to |Netsmart. Dodge now needs to | collections and the reports to
a group session, all clients regardiess of their ability to Setup as an mith and will be Production. The system is run an AR report and complete juse, this will be done on 3
pay are required to pay a specified amount for each reviewed by fiscal on a yearly  [setup to accommodatetathe | the write-off process for monthly basis
session. Due to system limitations, the amount required basis. Unifarm Fee Schedule provided |patients with na ability to pay,
10 be paid has to be adjust manually each month for MED by the State of Wi as well as, for clients that have
those clients with ne ability to pay. (46, Pg 6} made their monthly ability to
pay amounts. | will need to
work with Netsmart on the
exact process for how this is
done
8. Currently the write-offs for Clinical Services third We recommend that the Gepastment formalize a Becky Bell, Director; | Julie Kalp, Finance Write offs in TCM are caught up Al TCM AR write offs have beent | Now that March claims have | HSHD as created policy F17-12 | No further steps have been  |No further steps have heen | Aging reports will be run
party billing are an estimate recorded in the general  {process for the approval of write-offs for Monica Haoper, Director - Consultation [as of March 1, 2016 to the posted for 2016. The Finance |been ran, Fiscal will be able to taken since the last meeting.  |taken since the last meeting.  {monthly. The aging reports wil
ledger. No write-offs, including insurance contractual {inclusion in the Department's current write-off Division Manager; needed to support any [fimits of staff awareness. Write Oepartment has been working [utilize the Netsmart reports to | Collection Process). As soor as be used to aide in the write-off
write-offs, have been entered into the Clinical Services  [policy. We also recommend that aging reports be Vacant, Fiscal Support |process improvement | offs in the general ladger are closely with the DCHS staffto  [keep on top of write offs. | wifl |2 month has been abile to be process. The write-offs u
billing system. This also contributes to the difficulties in |run periodically and write-offs compieted on 2 Supervisor Account | policies and behind, but we anticipate that get thisin control. The new | be working with Bill Witey 1o use |closed in Netsmart, HSHD wil need to be dons on a menth
reconciling the Clinical Services bifling system to the seguiar basis, which will improve accuracy of the Clerk Bifting Staff - proceduresto ensure  |all known write offs for 2015 system will have an aging the same process and move forward with collections. basis. The department is
general ledger (see Third Party billing recommendation | Department's Clinical Services' receivable and Carrie Bunker, Lisa  |they meet GFOA and | will be recorded in the general report that can be used to methodology that he does for devoted to making sure that
number five.) Aging reports are nat able to be run from |revenue balances. The reason for the write-off Zimmer, Deb Grady  |other applicable ledger before vear end close. ensure that write offs are done | Clearview to stay consistent. his is done
the Clinical Services billing system. While the should be identified, documented, and approved | P1OH accounting standards | This issue will also be on a timely basis. Once an Once 1 have this campleted, a
Department does have 3 write-off poicy, the by someone other then the employee addressed with implementation aging is available, an estimate | poticy and procedure will be
Oepartment's billing procedures are cusrently silentin | determining the write-off in order to enhance of Netsmart can be used for doubtful created and utilized going
relation to procedures on if, how, o when the have internal contrals. Write-offs should also be accounts and will be forward.
approval for amounts written off. (48, Pg 7) included as part of the recanciliation between the incorporated
general ledger and the billing software.
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NUMBER/OBSERVATION

RECOMMENDATION

PRIORITY

STAFF IDENTIFIED FOR
PROCESS

povement |

9. Tha current process to record the manthly billing
proguced in Clinical Services into the general ledgeris 3
manual process. The Fiscal and Support Services
Supervisor reviews each entry in the billing system 1o
determine the accounts and amounts and records them
in the general ledger. This information is summarized in
a spreadsheet which is then entered into the general
fedger through a journal entry. (49, Pg 7)

The Department should work with the County T
Department and the new software company to
determine if theve is an accurate report that can
be used for the journal entries into the County’s
general ledger. This will increase Department
efficiency and reduce the risk of errors. The new
system should be able to generate a report that
provides a summary of the manthly charges and
collections by account number

HIGH

Monica Hoaper,
Divisien Mauager;
Vacant, Fiscal Support
Supervisar

ADDITIONAL STASF,
COUNTY, OTHER
RESOURCES NEEDED

INITIAL STEPS INDENTIFIED
FOR PROCESS IMPROVEMENT

UPDATE ON STEPS TAKEN as of
July 18, 2016/ November 2,
26

UPDATE ON STEPS TAKEN as of
March 16, 2017

UPDATE ON STEPS TAKEN as of
fune 16, 2017

UPDATE ON STEPS TAKEN as of
October 11, 2017

UPDATE ON STEPS TAKEN as of
November 10, 2017

UPDATE ON STEPS TAKEN as of
December 19, 2017

NEXT STEPS IN PROCESS.
IMPROVEMENT

lufie Kolp, Finance
Uirector - Consultation
needed to support any
process improvement
palicies and
procedures 1o ensure
they meet GFOA and
other applicable
accounting standards

The monthly recording of billing|
in the general tedger is
currently behind, butitis
anticipated that all known

billing for 2015 will be recerded
in the general ledger before
year end dlose.

With Netsmart, the manthly
billing produced in CHnical
Services can he imported into
the general ledger. This was
tested and was successhlly
expurted to a CSV file and then
imparted iitto the accounting
seftware. The Financial Staff

1 be walking through this in
Aprib when Ketsmart is onsite

with live transactions

Thie fite that comes out of

Macro. iT has reached out as of
June 14th to develop an

autvmatic fite

summary that
does not need to be manipulated
or tauch, and be imperted into
JDE. | do not have an ETA at this
time.

Netsmart has given us an
estimated completion date of
end of November /early
Decermber of this year. HSHD as
creatad policy F17-12 (Client
gilling Month and Collection
Process). This policy will be
followed going forward

Netsmart has put the JOF
custom output in our Dev
enviranment. We are looking
to have a discussion early next
week Tuesday or Wednesday.
After the discussion, testing i
begin. Until testing is complete,
a manual journal entry will be
done in JDE

The JDE custom output has
been tested in Dev and then
was put into Praduction. We
have used the new custom
output after closing March-luly
and imported the numbers
from Netsmart into JDE.

The JDE custom output wil
continue to be used gang
forward

10. The Department has one primary fiscal staff
{Accounit Clerk i1t} completing the billing with the
assistance of a second Account Clerk Due to the

15 issues, the two Account Clerks
have put in significant overtime to complete the billing
tasks. As of June 30, 2015, the two account clerks have
been paid $4, 312 for overtime worked and have earned
an additional 210 hours in comp time, which wil likely
get paid out if nat used since only 24 comp time hours
can be carried over the subsequent year. (¥10, Pg 8}

Clinical Services bi

The new software system should increase
efficiency of the monthly
Therefore, additional b
needed full-time. However, we recommend that
when the new system is in place, the Department
consider if additional fiscal staff should be trained
on how to complete third party billing. £ven if
additional full-time billing clerks are not needed,
having additional staff trained ensure that the
current bilting clerks have backup support and
help the Departiment segregate duties. This
reduce the burden on existing staff, as well as
reducing overtime casts to the Department.

ing process,

7g clerks may not be

Becky Bell, Director;
Monica Hooper,
Division Manager;
Vacant, Fisea! Support
Supervisor

Since the last meeting, the
Fiscal staH has
position of Division Manager,
Fiscal Support Supervisor and
Administrative Secretary, The
intent is to look inte what
duties everyone is completing
and assign the work
appropriately. Als, the b

led the

staff was daing some clinical
staff work, and the two Division
Managers are working together
1o separate duties.

Since the last meeting, the Fiscal
Support Supervisor was vacated
and a new candidats is set to
start on June 26th. The Fiscal
staff stil
time but we are working through
some lingering issues with
Netsmart, and they are also

contintes 12 put in extra

trving to get caught up with the
monthly bifling. | work very
closely with them ta monitor the
workicad and have set priorities
to make sure that we are getting
billings completed

The Department is currently
the process of hiring an
2dditional Account Clerk 1

‘An additional Acanint Clerk
was hired on November 6th.
We are in the process of
training the new employee.
Once trained we want to
reduce andfor eliminate the
need for overtime and comp
time

rk
ired on November Gth.

An additional Account
was

We are 1n the process of
training the new employee.
Once trained we want to
redure and/or elirinate the
need for overtime and comp
time,

The department is working on
identify the new workflow, as
well as, documenting

instructions. Cross-traiming wi
continue to take place so that
we are not dependent on any

one person.

ol Services Billing: W noted internal control
segregation of duties concern in the third party billing pracess
for Clinical Services. The same Account Clerk i is preparing
the bills, recording payments when received, occasionally
determining the client's abifity to pay, and preparing deposits
ta send to the Treasurer's Department. Mast payments are
made via check and through electronic payments; however,
same actual cash is colected. (81, g 3)

We recommend that the Department split duties o
add oversight controls te enhance the Department's
internal controls and to ensure accuracy and
appropriateness of the billing and collections. Most
criticalis to separate the coflection and custody of
recelpts with respansibility of bill preparation and
billing system adjustments.

HIGH

Becky Bell, Director:
Munica Hooper, Divisian
Manager; Vacant, frscal

Support Supervisar:

Avconnt Cleck Billing Staff

- aerie Bunker, Lisa

Zimmer, Deb Grad

ie Koip, Finance
Director - Consultation
nweded te support any
process improvement
policies and procedures
to ensure they meet
GFOA and other
applicable accoun
standards

use; 2. Determine necessary
sagregation of duties and
Guersight canteals needed: 3.

Revise work flaw ta include
necessary segregation nf duties
and oversight controls per
secommandation; 4. Draft and
implement policy and procedures
needed o ensure pracess
improvement to meet
recommendation; 5. Develup
ongoing evaluation and revision
within palicy/procedures 1o ensure
ongoing process improvement and
fance with recommendation

There has been some more
turasver in this area with one
Accaunt Clerk leaving on 4/27. This
positon was tecently refillac wir
aniTE. ¢ We have added a foll
time support staff intake positon
and a full time madical
specialist positon in the Clinical
Services area, The intake positon
filed and we ace in the process
of filling the Medical Billing
Specialist position

The department has made &
change to the workflow. Three
separate peopls are now part of
this process 1o make sure that
there is good internal conteol for
segregation of duties. One
individial apens the mai, another
codes on the cash log, the third
individuat actually does the cash
appiication.

8. The Department 1 unable to lock up the real-time
autstanding balanice of a patient in the Clinical Gervices b
system due to curcent system fimitations. 1n addition,
payments receivad have not been recorded in the Cliniral
Services billing system since March 2015, and are currentty
being tracked on an Excel spreadsheet. As 2 cesult, new bills
have to be manually adjusted for payments received. The
Department currently lacks a reconcihation of what is being
billed to what s collected, due in part to time constraints. (44,
g5)

We recommend that the new Cliniral Services ilfing.
system be able to provide current balances upon
request, which includes 2 record of all payments made
on an outslanding bi

ing systern as they accur which will ensurs
the accuracy of patient accounts and will reduce the
sk of errors related to manually adjusting bills. Billing
should be campared to amousnts collected to ensure
timely resolution of eollectiof issues

Payments should be recorded

HIGH

Monica Hooper, Divisien
Wansger, Vacant,
Support Supervisor;
Account Clerk Billing Staff
- Carria Bunker, Lisa
amer, leb Grad

jseal

L

e current workflov: to
identily areas for process
mpravement, 7. In the

implementation process of the
new Netsmart myEvoly software

cvalate current workflow to
determine areas of improvement
use to new software; 3. Re-wr

and implerment new workflow
utifizing nesw software; 4. Deaft

and impierent pohcy and

srocedures nraded 10 snsure
process improverent 1o meet
recommendation; 5. Develop
angoing evaluation and revision
within palicy/procedures to ensure
Gngoing process mprovement and
iance with recommendation

On March 1t. the Department
¢ wiith Netemart for any
new services. The Excel
spreadsheet will need to be
wtilizst foe any payments eetated
Any

wen

prior to March st services

services from March 1t o
sutstanding baiances of a patient
e in Netsrart

are v

©On March 1st, the Bepartment went
liee with Netsmiart for any new
servicas. The Excel spreadsheet will
need to be util
related prios to March 1st services.
Apy services from March Iston,
cutstanding balances of 3 patient
re visible in Netsmart. All
ayments are being entered inte
ve

edt for any payments

Metsmart and a receipt wi
printed off to give to the chient
ith Netsmart, you are able ta sae
in real-time outstanding balsnces of
» patient

No further action has been taken

since the last meeting.
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STAFF IDENTIFIED FOR| ADDITIONAL STAFE,

IN{TIAL STEPS INDENTIFIED
FOR PROCESS IMPROVEMENT

UPDATE ON STEPS TAKEN as of
July 18, 2016/ November 2,
2016

UPDATE ON STEPS TAKEN a5 of
March 16, 2027

UPDATE ON STEPS TAKEN as of

iune 16, 2017

UPDATE ON STEPS TAKEN as of

October 11, 2017

UPDATE ON STEPS TAKEN as of
November 10, 2017

UPDATE ON STEPS TAKEN as of
December 15,2017

NEXT STEPS [N PROCESS
IMPROVEMENT

into the online system, with the exception of mental health
and C5P (Community Support Program) services provided
under Medicaid. (7, Pg 6}

1. The 2015 Budget was developed without signdicant nput
trom program staff, including Division Managers and
[ Supervisors. (K1, Pg 10)

would also reduce the risk of manual input eors in
the online system

We recommend that the Division Managers snd
Supervisors be included in the budget creation process
af the Department. By including Program Division
Managers and Supervisors, the budget will be more
coliaborative, which will aflow both program and fiscal
staff 1o make informed decisions about the programs
and services offered

NUMBER/OBSERVATION RECOMMENDATION PRIORITY PROCESS COUNTY, OTHER
IMPROVEMENT RESOURCES NEEDED
Medicaid, Medicare and private insurance bills are We racarnmend the Department investigate whether Monics Hoopes, Di 1t
suhmitted electronicalty onfine. The current TCM svstem the future Clinical Set Manager: Yacant, Fiscal
cannot produce a fiie that can be efectronically uploaded to | fife than can then be uploaded for ail types of Suppart Supervisor;
the online systems for Medicare, private insurance and certain | insurance billing inchuding Medicaid and Medicare Account Clesk Billing Staff
Medicaid HMO's. The Depsrtment prepared the bils in these | which will remove the duplicatinn of effort and - Carrie Bunker, Lisa
instances and then manually enters the billing information {increase efficiency relating to insurance billing. This MED [Zimimer. Deb Grady

James Mielke, County
Administeator

Backy Bell Directar;
Alyssa Schultz, Shei
Drays and Monica
Hooper, iivision
Managers

/Supervisors and Division
Managers were again involved in
the 2017 budget process as in the
2016 budget process. Sugervisors
and monagers meeting 3 in the
upcoming month will include a
time for training and review of
budget to actual financial reparts.

Netsmart will b hee the weck of
April 17-70th tc go through the
month ear process. Claims will be
submitted electronicatly for
wtedicaid/Medicare.

Claims were submitted
for Mad
the month of March through FH and
Zirmad. All claims from Netsmart
will continue te be sent
electranically and e fonger use
paper 1500 chaim forms nor an
online partal to manualiy enter th
information

lectrenically
id, tAedicare, and Pt far

e further action has heen taken
since the last meeting.

The process af intagrating Division
Managers, Supervisors and staff in
the budget process wifl be
expanded in the 201 budgat
formulation. Beginning with the
budget timeline and instrurtions
provided by the County
Administrator, a specific pracess
will be implemented and
dacumented, foflowed by drafting
2 policy and procedure to capture
the process.

3. Some governments will use a contingency accaunt to aflow
funding of unexpected costs that arise during the year. The
Department does not currently have a contingency budget.
The Cotinty, however, does have 2 general contingancy
avaflable for all departments. (43, Pg 11)

3/21 Per fim Mietke this will not
happen based on the Dadge
Caunty Budget. e is aware of this
and said that & can he dosed out
The County has a contingency
account but as 2 whole not per
department

Steps have been taken to realign

4. Currently, the Human Services and Health Department has
five 5) accounting departments within 10 Edwards. Public
Health, Umfied, Social Services, Aging, and Nutrition, We
ungerstand that because of the County's agresment with the
city of Watertown a certain department needs t be
maintained separately to recard Public Health Activity. We
wioted that two (2] departments (Sacial Services and Unified)
contain buziness urits of both the Clinical and Family Services
Division Manager and the Community Suppart Services
Division Manager. It is our understanding that the cther three
{3} departments {Public Health, Aging. and Nutsition| are
managed by a single Division Manager and there is no ovarkap
of business units within those Departments. {34, bg 11§

sccounting departments be better aligned to the
Divislon Managers rasponsible for the business units
with the departments, which w
efficiency of the manthly budget to actual preparation
85 well a5 increase the understandability of the
financial information presented to Division Managers
and Supen

increase the

ors.

MED
Dodge County, is not unfike many other Caunties that Becky Bell, Director; lames Mielke, County
Bake Tilly surveyed in that the Humman Services amif Monica Hooper, Division | Administrator; Julie Xolp,
Health Department does not budget for  contingency tanager Finance Dicector; Dodge
account. However, we see some value in this f the County Board of
county wishes to pursiie in future years' budgets. This Superaisors:
will help the Department manage unexpected Law
Thuctuations in revenues or expenditures in any given
yeor. As 3 control over the use of funds, @ policy could
e established requiring Administratar or Human
Service Committee approval for use of the funds.
We recommend that the Sacial Sarvices and Unified | WIGH Bechy bl Director, Talie Kol Fanance

Directar - Consultation
needed s support any
process improvement
policres and procedures
to ensire they meet
GFOA and other
applicable azcounting
standards

Menica Hooper, Division
Manager

This process is cantinting an
monthly basis and Divi
HManagers and Supervisors are
expected to review the Actusl ta
Budget reports

the monthiv actusl 1o budget
reports uccording o Divisions and
supervisors areas of tasponsibility,
Further modifications will by made
if necessary.
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NUMBER/OBSERVATION

RECOMMENDATION

INITIAL STEPS INDENTIFIED
FOR PROCESS IMPROVEMENT

UPDATE ON STEPS TAKEN as of
July 18, 2016/ November 2,
2016

UPDATE ON STEPS TAKEN as of

March 16, 2017

UPDATE ON STEPS TAXEN as of
June 16, 2017

UPDATE ON STEPS TAKEN as of
October 11, 2017

UPDATE ON STEPS TAKEN as of
November 10, 2017

UPDATE ON STEPS TAKEN as of

NEXT STEPS IN PROCESS

December 19, 2017 IMPROVEMENT

6. Each month, the Fiscal and Support Services Division
Manager runs approximately twenty (20) differant budget to
artual reparts customized to each Division Manager and
Supervisar. Currently, Division Managers and Supervisnre do.
not have read-anly access to 4D Edwards and cannet produce
their own budget to actual reports. (6, Pg 13)

Other Wisconsin Caunties surveyed as part of this
project only produce ane budget to actual ceport for
distribution to program staff monthly or guarterly

We recommend that the fiscal staff concentrate on
making one useful budget to actual report that can be
distributed to all program Managers and Supervisors,
which would result in a substantial time savings for the
Fiscal and Support Services Division Managar each
month. This may require & reorganization of business
wnits (see budget recommendation under #4) and
additional training to ensure Division Managers and
Supervisars understand which business units they are
responsibie for. &s an alternative to the Fiscal and
Suppart Services Divisian Manager running a budget
10 actual report each month, we recommend that
County consider allowing Division Managers and
Supervisors read-only access te JD Edwards to produca|
their own budget to actual ceparts, as needed. This
would result in time savings for fiscat staff and provide
mots umely information 1o program staff, which wi
assist therm in making decisions

Rearranging reports to meet this
and #4 would be difficult in 5o
Edwards - It appears 1o have much
greater potential in a new fiscal
software. We have already taken
steps to produca reports
appropriate for program
supervisors

Thiz will be initiated with the

7. Budget amendments are approved by the Human Servicas
and Health Department Buard, but the original budget for the
Human Services Fund is not. Several Wiscansin Counties that
Baker Tilly surveyed as part of this project have the Human
Services and Heafth Department Board review and
approve/recommend the uriginal budget before being
approved by the County Board. Simitar te Dodge County, the
Human Services Boards ar committess of these Counties also
approve budget amendments befors the Caunty Board s 3
whole. There also were sevecal Counties that Baker Tilly
surveyed that both the original budget and budget
amendments go first to the financa or administrative
committee before the fuil board. in one County surveyad,
both the original budget and amendments to directly to the
fult hoard for approval. {#7 Pg 13}

We recommend that the Counly consider having the
Human Services and Health Department Board review
the original budget befare it is approved by the
Ceunty Board,

No further updates a1 this time.3/21 Per

Jim Mielks the Health Department Board reviews and does nat approve the budget. This was addressed in the creatiansapproval of the 2015

deafting and implementation of
the 2017 budget

2. The timeframe between when the County Administrator
reviews the budget and when the budget is finalized is
relatively short. The budget is reviewed by the County
Administrator during the course of the months of August and
September and presented to the County Board in Ottobaer
Additionally, we understand that the budget submitted ta the
County Administrator may reflect a1l items needed by the
Department, priontized as to their importance. The total

We recommend that the original budget prepared by
the Department reflect, as closely as possible, the
actual budget that is ikely to be approved by the
County Administrator and County Board, which will
improve the understanding of the budget constraints
by all employees involved in the budget process, as
well 23 raduce the need for late changes in the budget,
We recommend that tate changes to the budget be
to Managers and

budget may exceed the constrafnts and
timitati by the County

start of the budget process. Based o the priority of the
Oepartment's budget requests, certam items may get
efiminated fron: the budget. (42, Pg 10}

asthe

Supe

isors,

STAFF IDENTIFIED FOR] ADDITIONAL STAFF,
PRIORITY PROCESS COUNTY, OTHER
IMPROVEMENT RESOURCES NEEDED
Monica Haoper, Division | lulie Kalp, Finance
tManager Director - Consultation
needed t support any
process improvament
poficies and pracedures
t ensure they mest
GFOA and ather
apaticable accounting
standards
MEDIUM
James Mieike, County lulie Xolp, F mance
Administrator. Dodge | Director - Consultation
County Board of needed to support oy
: Human
Services and Health policies and proceduras
Board to ensure they meet
GFAD and ather
applicable accounting
Low standards
Low Becky Bell, Director, James Miefke, County
Alyssa Schuhtz, Shels | Adwministrator
Orays and Manica
Hooper, Divisian
Managers

Stalf will work clusely on creating
the 2017 budget

Mo further action has been {3ken
sincw the fast meeting

The Director, Divisicn Managers,
and the County Admintstratar
were actively involved in the 2018
budget process.
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STAFF IDENTIFIED FOR

NUMBER/OBSERVATION RECOMMENDATION PRIORITY PROCESS
IMPROVEMENT
5. All Division Managers and Supervisors receive monthly | We racommend that the heparement Frcel safl MEC Manica Haoper., Uivision
budget to actual reports for the programs they manag consider ffering additiona Lrainissg to ail Division WManager

howeves, there appear to be different levels of understanding
of the reports among the program staff. Also, there are
certain revenues that are anly received once or twice a year

Hanagers and Supervisors on the budget to actual
reports. We also recammend that the Department
consider regular monthly or quarterly meetings to

and cert of the Dep: thatare
costs. The Department fiscal staff has offered some training
and explanation of the budget, huwever, apportunities exist
for additlonal tralning and understanding. {15, g 12)

2. There appears to be a general lack of crass-training
and formal documentation of job responsibilities for a
high percentage of employees, especialy after the
recrganization that the Department recently

i Many fiscal in the Dep:
perform complex and multifaceted tasks on » daily basis.
these tasks are completed using 3 variety of different
tools and systems such as Word, Excel, 10 Edwards, TCM
and paper documentation. Most of these tasks nead to
be completed accurately and timely to comply with
various grant requirements as well as to sustain
operational activities. (2, Pg 16}

busdget o sctual results, whick will 3ssist them
in making infarmed decisions ahout the care and

sevvices provided to clients. These meetings will also
aid the fiscal staff in understanding the needs of the
program staff,

We recommend a twofold appraach to help
mitigate the possible impact of an employees
absence. First, all employees should formally
document their critical day to doy activities in
enough detail that sameane unrelated to their
duties would be able to perform them without
significant challenges. Second, most positions
should have 3 "back up” employee wha is cross-
trained to complete the tasks related to that
specific pesition. it should also be noted that this
should be 3 perpetual recommendation for
whernever there is either a new procedure that
needs to be completed or when emplayee
turnover accurs.

Monica Hoaper,
Division Manager;
Vacant, Fiscal Support |
supervisor, 1gentified
fiscal staff

ADDITIONAL STAFF,
COUNTY, OTHER
RESOURCES NEEDED

INITIAL STEPS INDENTIFIED
FOR PROCESS IMPROVEMENT

UPDATE ON STEPS TAKEN as of
July 18, 2016/ November 2,

March 16, 2017
2018

UPDATE ON STEPS TAKEN as of

UPDATE ON STEPS TAKEN as of
lune 16, 2017

UPDATE ON STEPS TAKEN as of
October 11, 2017

UPDATE ON STEPS TAKEN a5 of

November 10, 2017

UPDATE ON STEPS TAKEN as of
December 19, 2017

NEXT STEPS IN PROCESS
IMPROVEMENT

sulie Kolp, Finance
Director - Consuitation
needed to support any
process improvement
policies and
pracedures to ensure
they meet GFAC and
ather applicable
accounting standards

JSuparvisors and manngars
meeting s in the upcoming month
will include a time for training and
review of budget to actua)
inancial raports.

HNew Division Manager s working
clnsely with other Division
Managers and/or Supervisors to
help better the urderstanding of
theis budgets.

{procedures and pracesses.

GENERAL TOPICS
/Some cross training has been
instituted between the
Account Clerks and Clinical
Services intake positon. The
fiscal Supervisor and Audit
Compliance Officer have also
done cross training. Once we
are fully stated we witl
proceed with further crass
training and documentation of

New Division Manager
closely with ather
and/or Supervisors to help better
understand their budgets. Currently
I chose one area to exptain during
the supervisor/manager meeting
thart is held bi-weekly. The next
meating, the aren that was
explained previously reiterates what
was explaived for me to judge if|
frel they understand theie budget. |
have also had several meetings
regarding the hudgets with
supervisors and given key tips to
understanding the JOF reports
supplied to them. With the help of
Finance, 1 have also learned how tu
ualized reports that
have atsa been shared with

rroate iny

superisors/managers

Some cross training hos begun
but this will be an on-going
process. The ultimate goal is ta
have each employees daily tasks
documented and saved in one
central location for anyone to
find.

New: Division Manager is working
closely with ather Division
Wanagers and/or Supervisors to
help better the understanding of
their budgets,

No change in action since the
last mesting. The department
has worked on documenting
nstructions and having ther
saved for all to use. Th
will be an ongoing process for
the agency,

is and

The deparmtent continues to
waork on documenting
procuedures. This will be an
going process

The deparmtent continues to
work on documenting

Training was provided to Division
Managers and Sup
past & months and ad:
training will be provided on the

monthiy sctual to budget reports,

sors in the |

Continuation of documenting
procudures for the

going process.

dep; 0t This will be stored
in a shared drive for everyone

This will be an

1o reference

vvzg change in action since the last

3. The relotionship between the Human Services and Healllr | We recammend education for hoth pragram svait and e Yacky Bel, Director; Communication is open hetween Hic change in action sinice the last .
Department fiscal division and the program staftis an integral | iscal staff on the basics of what is important Alyssa Schuttz, St the Division Managers and the | meeting meeting
to the efficiency of the X tothe other group. This will help foster Drays, Monica Huoper fiscal Support. One Weekly

and there appears to be an opportunity to increase the communication between the two hranches of the Division Managers; meeting also take place with the
communication between the two staff groups. Through Department. Thare should also be a process in which Vacant, Fiscal Support Directar and all three Division
discussion with both program staff and fiscal wtaff, we noted  [the cost of a service is batanced with the care of a Supervisor Manager:. Also bi-monthly thers
several mxamples of situations that would benefit from Brageam porticipant, and this can be accompilshed i 2 supenvisor meeting in which
mproved communications. Specific examples u best through communication between hiscat and the Diisian Manager for Fiscal
shared in this report, but this was a consistent theme in many |program staff to datersmine treatments and services Support works with the stalf i
of our interviews. (43, Pg 17 that are botl fiscally responsible and in the best understanding their needs and

interest of the client also trains them on the fiscal side

of the operation.

3 The Diepartment holds funds for various i6diidenls in banks| We suggest thal the Depariment record the rep payee |LOW Bivision fAanager Monica | Julie Kolp, Finance T issue will ba axplored further |Frocess Inas been fafimed ond B -

and general ledger accounts called Tep payee” avcounts.
These accounts are set up for individuals who are not fully
capable of managing their finances, such as Social Security
Income and living expenses, The Caunty directly receives the
income of these indwiduate and places them into these
accounts. The County is expected to assist the individual with
maney management, along with providing protection fram
financial abuse. These bank accounts are created using the
County's employer identification number {€IN} and are under
the County's control. We noticed that there are some rep
payee accounts which are not being recorded or the County's
general iedger or audited financial statements, 115, Pg 18}

activity n the general ledger in an agency fund since
the accounts are using the County's EIN and are under
the Department's control,

Haoper, Vacant, Fiscal
Support Supervisor, Stafl

Director - Consultation
needed 16 support any
process impravenient
palicies and procedures
1o ansure they meet
GFAG and other
applicable accounting
standsid

balances wil be reported to
Finance on 3 quarterly basis.

the understanding there 1s o
component nf the ERP projact
designed to handle chent banking.

We have s goud system in place

comingling client funds with

County Funds. We will review
controls on these accounts
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STAFF IDENTIFIED FOR| ADDITIONAL STAFE, | 1y )0, sreps mpenmirigp | UPOATE ON STEPS TAKEN a5 of | 1o o croos TAKEN as of | UPDATE ON STEPS TAKEN as of | UPDATE ON STEPS TAKEN as of | UPDATE ON STEPS TAKEN as of | UPDATE ON STEPS TAKEN asof|  NEXT STEPS IN PRO
NUMBER/OBSERVATION RECOMMENDATION PRIORITY PROCESS COUNTY, OTHER | oo provemeny | 1V 18, 2016/ November 2, Morch 16, 2017 Jume 16, 2017 be i s of CESS
\MPROVEMENT | RESOURCES NEEDED 2016 arch 16, une 16, 201 October 11, 201 November 10, 2017 Becember 19, 2017 IMPROVEMENT
1. lournal entries are an {mpartant accounting function 85 |In arder La btain adenuate segragation of duties 5N Monica Hooper, Divislon | Jule Kolp. Fmance Tloutnal anties are prepared, The peocens for creating
they are used to racord transactions and can also be used to |journal entries posted to the general ledger Manager. Vacant Fiscal |Directae - Consultation discussed and reviewed with reviewing, posting and approving
adjust the original postings when errots are identified. There | accounting syster should be reviewed and approved Suppart Supervisor; needed to suppart any appropriate documentation to fournal entries will be modified to
are at least four {4) Department employees wha have the | by someone other than the person preparing the dentified fiscal staff | process improverent support the entries being scanned increase segragation of duties
access right capabilities to post journal entries fn the entry. The approval should include » review of this policies and procudures into file director. Supporting documentation wil be
accounting system, and there s no review of used to develop the jaurnat to easura they meat scannad into file directar.
these entries that are posted. (11, Pg 15) cntry, and this review should be docamented. We GFAD and other
recommend that the Fiscal and Support Services applicable accounting
Divisian Manager review all journal entries posted by stondards

other employess, an the journal entries posted by
the Fiscal and Support Services Division Manager be
reviewed by the Finance Department,

ector signature stams help | Discontinue afl use of the Director's signature stamg to Becky bell, Director

Al signature stamps hava bren
returned to the Director or
Mamager destroyed. Actual signature of the
Directar is not used in 4!

4. There are currently seven (7}

by employeesin the Department. Thess signature stamps are | reduce potential risks and fack of controls Manica Haoper, Division
used for a variety of reasons te make processes more efficient
by aflowing employees to stamp the Director's approval on
certain documents. Some examples of what the Director's
stamp is used for include approving vouchers, purchase orders
for medical prescriptions, foster cars certification and thank
you letters. ipa, Pg 17)

MED instances

REVENUES AND ACCOUNTS RECEIVABLE - GRANTS

1. The Fiscal and Support Services Division Supervisor | We recommend that the Fiscal and Suppont Division Manager / Areview and update of this {The staff will look into creating |Any spreadsheets that have been [This is and will be continued to | This is and will be continued to | This is and will be cantinued to | We are exploring ways to
uses Excel spreadsheets to prepare various calculations | Services Supervisor limit the mamial input of Monica Haoper, process has yielded some efficiencies for 2017 created going forward, al be improved upon and making | be improved upon and making |be improved upon and making |improve the efficiency of the
used in grant reporting, most notably the AMSO information into caleulations by utilizing the Vacant, Fiscal Support further efficiancies and ERP dacumentation is required to be [sure that notes are in the sure that notes are in the sure that notes are in the AMSO Caleulation, Use of the
caleulation and cost allocations related to the Aging and {formula and finking capabilities of the Supervisor being proposed will provide scanned in and attached. Also all / as well |d as wel {d 5 aswell |AR systom in JD Edwarde is
Disabifity Resource grants. The inthe p We alsor that the fusther options for grant notes/comments have been as instructions created as instructions created as instructions created. being explored to smprave fiscal
spreadshests include many manual inputs and are not | Department investigate if the current system, {or reporting. required for backup and reporting on grants
generate or integrated with the general iedger The future systems) may allow reports to be written MED understanding by
spreadsheets are also not linked with each other, to obtain the information needed for grant report
resulting in multiple manual entries in the various calculations rather than using manual
different worksheets. There is also nc review of these See also grant r
calculations by someone independent of the person | number four {4) retated to an independent
praparing the calculations. {#1, Pg 19) review of the grant reports that are submitted by

the Department
2. The Department is inconsistent with recording grant | For monthly reporting, we recommend that Division Manager Julie Kolp, Finance /Once the Netsmart project is | Accruals for 2016 were nance worked o train Human  [No change in action since the  |No change in action since the  |No change in action since the | HSHDA is and will continue to
accruals. Grants reported through CARS/CORe and the  {accruals be recorded consistently among al Monica Hooper, Director - Consultation implemented we witl move recorded in year end balances, |Services on how to create last mepting. fast meeting. | would consider [last meeting. twould consider use the AR systern in 1D
TADS grants are not acerued as receivable on a monthly jgrants, We also recommend that the Vacant, Fiscal Support {needed to support any forward with implementation |This will process will continue  |invoices and then how tc apply this closed. this closed. Edwards to improve fiscal
basis, howsver, other Department grans such as Youth | Department investigate the use of the 10 Supervisor process impravement of the AR system in ID going forward and GAAK the cash to the invoices. This reparting on grants.
sids, Alcohol Treatment, Energy Assistance, and Aging | Edwards accounts receivable module. This may palicies and Edwards. accaunting prnciples are bemg [started for 2017
are accrued monthly. All grants are accrued at year-end. |increase efficiency in reconciling sccounts on procedures 1o ensure used.
‘We noted that several of the other Wisconsin Counties  |monthly or annual basis and could reduce the risk 10w they meet GFAO and
curveyed as a part of this project do not report accruals |of errors due to inconsistent practices. other applicable
on 3 monthly basis. Rather grants are recorded on a cash accounting standards
basis during the year, and accruals are recorded in the
general ledger at the end of the vear. (#2, Pg 19
2. The Department uses approximately 25-30 receivable | We recommend that Department consider Division Manager Julie Kolp, finance With the implementation of o change in action since the | No change in action since the | No change in action since the
accounts in the County's general ledger system. Some | reducing the number of halance sheet receivable Manica Hoaper, Diructor - Consultation using AR, Human Services will be |last meeting. fast meeting. | would consider |last meeting. 1 would consider
accounts are used throughout the vear, and some are  |accounts being utilized Vacant, Fiscal Support Ineeded to support any down te 2 AR accounts this closed. this closed.
used only at year end. Detailed receivable lists that Supervisor process improvement {Netsmart and Non-Netsmart}
reconcile to the general ledger are maintained in Excel policies and
Like Dodge County, other Counties surveyed a5 part of tow procedures to ensure
the project use manual process versus a computerized they meet GFAO and
receivable system, but most have a limited number of other applicable
receivable accounts in the general ledger. (¥3, Pg 20} accounting standards
4. The fiscal and Support Services Division Manager and We recommend that someone other than the Divislon Manager Monica The Fiscal Support Supserdsor i | With the departure of the fiscal The Fiscal Support Supervisor is Lamited fiscal staff and deadlines
Supervisor prepare requnred financial reports and preparer review fiscal reports and reimbursement Hooper, Vacant. Fiscal peeparing the financial reports and | supervisar, the division manager has | preparing the financial reports and for gran claims will make this
reimbursement requests for state and federal grants. These | requests, as well as supporting decumentation, Support Supervisor the Fiscal Supprrt Manager is been review all entries. With the | the Fiscal Support Manager is challenging We wifl seek to teview
reports are not reviewad by someons other than the before reports and draws are submitted . The Fiscal reviewing the reports for a better | new fiscal supervisor starting ou | reviewing the reports for a better and apprave grant relmbursement
greparer. {14, Pg 20} and Support Services Division Manager and Supervisor inteenal control pracess. June 26th. the fiscal support internal control process. request contrals

cauld review the grant equests prepared by the supervisor will be preparing the

other. The review should be documented in arder to financial reports and the division

evidence the internal control procedure manage: will be reviewing the

teports for a better internal control
process
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federal funding to the State of Wisconsin, The State of
Wisconsin Department of Health Services, (DHS) will make
Medicaid payment adjustments tc Counties based on the
actual costs i

by Counties an cost reports. The process for compliling the
information for WIMCR program reporting is a manual
process. The financial portion ks nct complex as it comes,
directly from the general ledger. However, the demographic
information is more complicated, and the Fiscal and Support
Services Division Manager compiles this informatian from
discussions with program staff. The current Departrment
systems are unable to compile the necessary demographic
nformation. 15, Pg21)

approved via a preauthonzation form. Most of the invoices

by the Program Supervisor or Divisian Manager: however, t
is not the case for afl invoices. An example of a provider
invoice that just recently started to go through a detailed
review is the monthly invoices related to the State mental
health institutions. The Directer is now comparing the

clients they send to these institutions and the amaunt of day:
that they stay. However, prior to January 2015, this detailed
review was not accuring. There have also been instances of

vear include praviders allocating their services to the wrang
funding streams, such as the Youth Aids Programs where
there were errors in the children that were funded by the tax
i ers improperly

levy instead of Youth Aids, as wall 25 proy
charging the Department for individuals who are not Medicai
Assistance sligible While some provider invoices are going

cutred for specific Medicaid services 35 reported | software could he evaluated for tracking demagraphic

1. The services performed for clients by outside providers sre

received for these services are going though a detailed review

invoices received for thase services at the State mental health
institutions to a detatled spreadsheet showing the number of

provider invoices containing errors, which ere identified afte
payment. Some examples of these errors identified in the last

demagraphlc data can be partially obtained fraum the
al Services billing system or other sources. 1f the
County replaces the current biling system, the new

information in an efficient manner. Having a system
with capabilities ta report demograpbic information
will create efficiencies in reporting becavse the Fiscal
and support Services Division Managar will not have to
manually compite demagraphic data, Alsa the new
federsl rules under the Uniform Grant Guidance (UGG)
indicate the likelihood of a shift to more performance
metrics and performancs: reporting, sa the abilty to
teport demographic and performance dats may have
lncreased imgortance in the future.

We understard that the Department uses pre
authorization forms for efficiency, as we
awareness of the potentiad expenses relation 1
provider services. However, a more detalled review of
the invoices, including invoices received for services
provided under a contract, focused on servics units,
may save the County costs. Also, thy detailed review
of the State mental heaith institutions invoices shoul
be performed by sameone other than the Director,
preferably either a prograrm o fiscal staff familiar with
s {the services rendered at these institutions,

as for

id

NUMBER/OBSERVATION RECOMMENDATION PRIORITY PROCESS
{MPROVEMENT
5. WIMCR s designed at the state fevel to bring additional | We recommend that the Depariment ivestigate f  |[LOW Monica Hooper, Division

Manager

Becky Bell, Director:
Manica Hooper. Divisian
Managec; Vacant, Fiscal
Support Supervisnr:
Other fiscal and pragram
staff as further identified

STAFF IDENTIFIED FOR

s e

ADDITIONAL STAFF,
COUNTY, OTHER
RESOURCES NEEDED

INITHAL STEPS INDENTIFIED

FOR PROCESS IMPROVEMENT

UPDATE ON STEPS TAKEN 25 o
July 18, 2016/ Nevember 2,
2016

| uppare on stees TAKEN as of

March 16, 2017

UPDATE ON STEPS TAKEN as of
Sune 16, 2017

UPDATE ON STEPS TAKEN a5 of
October 11, 2017

UPDATE ON STEPS TAKEN as of | UPDATE ON STEPS TAKEN as of

November 10, 2017

December 16, 20617

NEXT STEPS iN PROCESS
IMPROVEMENT

DISBURSEMENTS
/ We have raquested and receivert
more detailed invoice: with
individual elhent narmes from
vendor: providing services. Many
amivices are authorized wsing an
orization farm for units snd
dollar amount of services. Same

services are also governed by
contracts in place. Program
manager and of superviiors ace
reviewing and signing off an
invoices batare they are approved
for payment.

involces are now appraved! by the
Oivision Manager related to the
imvoice, the Fiscat Div
Manager. and then the Direciar
for final sign off.

ton

No change in action since the last
meeting,

te change in ac

We will review the process used
for inveice workflow. We curtently
have multiple levels of apuroval
and tracking to ensure accuracy

thragh & detailed review, this is not occurring with a
provider invoices, and there appears to be s reasanable
ikelihood of errars in these invoices as described abave. 11,
Pg 22}
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STAFF IDENTIFIED FOR|  ADDITIONAL STARF, |\l Sreps iNoENTiRgp | UPPATE ON STEPS TAKEN as of UPDATE ON STEPS TAKEN as of | UPDATE ON STEPS TAKEN as of |UPDATE ON STEPS TAKEN as of | UPDATE ON STEPS TAKEN as of | UPDATE ON STEPS TAKEN as of|  NEXT STEVS 1N PROCESS
NUMBER/OBSERVATION RECOMMENDATION PRIGRITY PROCESS SOUNTY, OTHER | fom pracess mprovement | U1¥ 18 2016/ November 2, March 16, 2017 June 16,2017 October 11, 2017 Novernber 10, 2017 December 19, 2017 IMPROVEMENT
IMPROVEMENT RESOURCES NEEDED 2016 " . ; M i
4. There are vaous program staff in the Department who | Per ot discussion with the IT Director, '« pessie 1o [Riyssa Schuftz and Ruth Otto, IT Director | Divisian Manager kamps e After hours on-call coverage for Human Services will be reviewing the| The Department wll be continaing i anabyess of thi cost of om ea
have designated times during the week outside of normal | run a report in Kronos showing the amount of on-call Monica Hooper, Division successfully been able to run the | Clinical Services began an May 2, data 3nd analyring the data now | to us NWE for 2018 as well after-hour services is ndenay,
business hours when they are “on-call.* These amployees are |pay charged to the Department for any periad of time Managers; Supenvisors as report of on-call expenses in 2016. To date, twro months woeth tat this service hasa fullyears | eliminate the on-call hours. with 3 review of less-castly options
an-call to respan to potential emergencies that may arise | desired. We recommend that the Department work entified Ktonos s ¥ recommended, and | of data has been received worth of data. being explored. A pew resaurce i
with clients after hours. When an indhvidual works during this | with the IT Department to etarmine the mast provided a summary of thisto  |including a breakdown of the type being considered for
on-call period, they must submit to their supervisor an on-call |efficient way to run this report from the payroll Division Manager Schultz i sarty | of call, the rasult, the armount of implementatic in the first quarter
ceport, similar to the excaption report that must be subrmlttesd | system December 2015 for discussion  |time spent on each call, ete. The £ 2006
when using vacation time. Per ouc discussinn with fiscal staff, fegarding inplementation of » {results are very promising fromn
the on-call pay In the Kronos payroll system is included and ew: resoucce inn 2016, DM both 2 caltvalume and a clincal
categorized the same as productive pay. Therefore, fiscal staff Karmps can run this report atany | pecspective, Clients and staff from
do not know how much on-cal pay is costing the Departrent, time itis needed and break down | DCHS afike are pleased with the
making t dificult to budget for and to evaluate fiscat impact o overtime, comp time, | callaboration. Staff from OCHS
4, P 25) and pager time pay per staftfar | imeat monthly with HWC staff to
ow any peciod of time speci stoff cases and discuss any areas in
need of clarification or
improvernent. We have seen a
decreas in the sumber of times a
mobile warker has needed to be
dispatohed to the scene for & mare
thorough evaluntion,
demunstrating the effactiveness of
the call center in managing these
crises effactively. Clinical Services
taff no longer manage any after
hous omcall, and the respanse
has been averwhelmingly positive
#fter hours on- call services
2. Throughout our at the Dep and We that the Dep: either appoint Becky Gell, Director, -  new process is baing axplored
discussians with employees, we noted enhancemants that ¢ with the chart of Monica Hooper, Division and implsmented simiar to one
could be made related to credit cards. Three Division accounts ta code alf eradit card expenditures or heip Manager: Vacant, Fiscal used in anather County
Managers and the Director have redit cards to be used for | train the Givision Managers o how 1o accurately code Support Supervisor Departiment 1o improve the coding
Department purchases. Each cardhoider is responsible for | xpenditures. W also recommend the Audit process for credit card
ending his/her own expenses, per the chart of accounts, on 2 | Committee continue Lo approve Department Head teansactionis
monthly basis. The Department Fiscaland Support staff have |credit card purchases to ensnre that support exists for
noticed that same of the these credit card puirchases are not | each purchase and that the purchase is appropriate
being coded to the correct expense sccaunts, Also, the for the Department.
Director is responsible for appraving the credit card expenses Low
made by the Division managers. The County Finance
Department does ensure that receipts exist for alf credit card
purchases through sampling, but is not responsible for
eosuring the appropriateness of the purchases made by
Department Heads. The Audit Committee s resporsible for
approving Department Head credit card purchases. (42, Pg
23
3. When mileage reimbursement forms are submittad for We recommend that the Department update ts Becky Bell, Girectar, Pokey number 2017-01, Mileage T T
approval, there are inconsistent descriptions on the purpose employer expense reimbursement policy on the tunes Maonirs Hooper, Blvigio Reimburserment and Expense
of the mileage. Indwiduals reviewing milenge ceimbrsement |of descriptions that need to be includec in the mileage Manager; Vacant, Fiscal Claims Process was put into cffnct
encounter questions e the busi of certain i » , o ilesge should Support Supervisar o Shnuary 3, 7017, See attached
requests. For exampls, if an employae tuens in 2 be ealculated for reimbursement, and the most policy
reimbursement form showing that he went to the Cityof |appropriate ways to purchase client incentive gift
Beaver Dam and back to the Human Services and Health | cards and to pay for canfarence registrations, and shat

building twice in orve day, ang i there is not adequate this policy be distribusted to all employees. This paficy
documentation stating why two separste trips had to be should include requirements such s the husiness
made in the same day, then the reviewer might not know i | reason for the mileage being incurred, gift cards being
this is an error, or if the employee actually went to the City of |purchased, and conferences attanded,

Beaver Darn for client services twice in the same day. Also,
there appears to be inconsistency on how to compute miies to
ba reimbursed by the County in certain situations, such as if
an employee gos diractly from home to & client lacation. We
noted that the Human Services and Health Department
Director’s miteage ceimbursernent forms are approved by the
Audit Committae, while ther Department mileage requests
ate approved by the apprapriste suparvisor. Lastly, there is
ttie guidance for caimbursements for purchasing client
incentive gift cards and conference registrations. (43, Pg 24)
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STAFE IDENTIFIED FOR| ADDITIONAL STAFE, INITIAL STEPS INDENTIFIED |7 D TE ONSTEPS TAKEN asof {, o o TAKEN as of| UPDATE ON STEPS TAKEN as of | UPDATE ON STEPS TAKEN as of [ UPDATE ON STEPS TAKEN as of | LPDATE ON STEPS TAKEN as of NEXT STEPS IN PROCESS
NUMBER/OBSERVATION RECOMMENDATION FRIORITY PROCESS COUNTY, OTHER | £ process iMprovEMEnT | U1V 18, 2016/ November 2, March 16, 2017 June 16, 2017 October 11, 2017 November 10, 2017 Decamber 19, 2017 IMPROVEMENT
IMPROVEMENT RESOURCES NEEDED 2016
s, exchuding these related to Public Health and We recommend that deposits be made at least on & Maonica Hooper, Di Deposits are now being made on a
nical Services, are generally recorded or 2 bi-monthly hasis. |weekly basis and even mare frequently if there are tanager; Vacant, weekly basis.
Deposits remain lncked up at variaus collection sites before  |1arge amounts of money receipted, such as grant Mep  |SuRpert Supervisor,
being deposited with the Treasurer. {41, Pg 26) reimbursement checks of farge sums of cash. Supervisar, Identified
fiscal staff

2. When cash and checks are received, exchuding those related |We recommend that the Grpartment cansider Monica Hooper, Divlsion There is very litle duplication af
to Public Heaith and Clinical Services, they are by |efiminating the Secretary's mole since it Manager: Vacant, Fiscal effort in this arca and the numb:
Fiscal and Support 5taff Supervisor and keptin 3 binderina  |is also being performed by the Account Clerk and has Suppert Supervisor, of receipts i minimal

iocked cabinet. Bi-monthly, an Administrative Secretary very little internat control benefit. identified fiscal staff review the process for improved
creates a cash log using a noteboak that lists allthe cash and efficinncy.

checks recelved and the total for the two [2) weeks. This fog

as well a3 all the cash and checks is then passed on to an

Account Clerk. The Account Clerk then creates an Excel ow
Ispreadsheet listing all the cash and checks and the account

code they should hie depasited to. This Excel spreadshect

total is then campared to the total fram the notebook log.

The Excel spreadsheet, cash and checks are then brought to

the Treasurers office to be deposited {#2, Pg a7}




