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MH Miles Co.- Certified Public
Accounting Firm
headqguartered in Decatur GA

Specialize in Governmental
Compliance

Provide Audit, Training and
Consulting Services to BFTS




Agenda

- Provide an overview of
good business practices.

- Review Selected Pre-K
reconciliation line items.

» Discuss how to prepare for
an Agreed-upon
Procedures (AUP) Review.




Leqrning Oui-comes - Understand the expectation to employ

sound business practices.

« Recognize the benefits of effective
financial management.

« Redlize the correlation between effective
financial management and Pre-K financial
management,

 |dentify strategies to support reported costs
of key line items on the Pre-K reconciliation.

« Understand the purpose of the AUP
Process.

« Obtain best practices for preparing for an
AUP.




Good Business
Practices

Beneficial
NelUigle
Nel{s
Reliable
Legal
Trustworthy
Useful
Suitable
Effective
Appropriate
Excellent
Proficient
Positive



Good Business Practices

« Positive, effective,
legal processes and
procedures employed,
followed, and
monitored by a
company and it’s
employees in pursuit of
the company’s overall
business goals and
objectives.




Financial Management

FINANCIAL

What is it?

* The planning, directing,
monitoring, organizing, and
controlling of the monetary
resources of an organization.

O MANAGEMENT O

~ Business Dictionary:

http://www.businessdictionary.com/definition/financial-
management.niml



http://www.businessdictionary.com/definition/financial-management.html

Financial Management

BENEFIT

« Sound business decisions
* Assess profitability
 Demonstrate profitability
« Evaluate capacity

 Plan business growth

* Allows for adjustments
along the way




Financial Management




Correlation

General Business Georgia Pre-K
« Budgeting! > v'Budgeting
« Recordkeeping E>\/Recordl<eeping
» Bookkeeping | > | vBookkeeping
» Cash Flow | > v'Cash Flow
* Financing > | | VFinancing
- Financial Statements | »v'Financial Statements




Monitor business operations

Prepare financial statements

Recordkeeping

Prepare & support tax returns

Prepare & support Pre-K reconciliation
reporting




Recordkeeping

Prepare & support
Prepare Pregg)r(er:isrniport Pre-K reconciliation
reporting

Monitor business Prepare financial Track income and ~Records are used ~Direct correlation
operations statements: expenses: to support filed tax fo your
- Balance Sheet « Company-wide refurns. accounting
. system
~Profit or Loss2 - Income *By Program
Statement (P&L) ~Records are used . .
_Statement of ~Are we a healthy to generate ~Direct correlation
Cash Flows solvent business?2 coelny fo the Pre-K
financials that reconciliation
- Statement of ~Can we cover all ultimate support
Shareholders of Pre-K expenses tax returns.
Equity and run an ~Recordkeeping is
effective a Pre-K
Program? requirement

O.G. Section 17.7



Recordkeeping Requirements
(O.G. Sections 17.7 & 20.10)

* Maintain full and complete funding and expense records
pertaining to the grant agreement.

* Must maintain for 3 years beyond the agreement ending
date, or until the following has been resolved:
« Litigation
« Claims- if started before the expiration of the original 3 year
period
« Audit/review findings- if started before the expiration of the
original 3 year period



Recordkeeping Systems
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Recordkeeping Systems

Manual

 Pen and paper
« Spreadsheets

« NO computer
integration

» Slower process

» Challenging to
maintain

* High risk for
errors

Automated
« Bookkeeping

« Attendance

* Enrollment

« Streamlined
 Fully integrated

* Only as good as
the information
being input

Hybrid

« Combination of
Manual and
Electronic

A




* Track Income and expenses by
Program

e« Account name
« Account number

« Supported by source documentation

« Examples include:
* Deposits

Recordkeeping + Invoices

» Receipts

SYS'l'emS | .. « Petty cash ledger
&Y e+ Canceled checks
=« Credit card Statements

 Bank statements

« Accounting policies and procedures
« Cash purchases
« Reimbursement




Recordkeeping Systems

=
[+.] Program Income $ Received by BFTS

m BClﬂk STOTemen’r Shows the money was actually received

by the Pre-K Provider under contract

Logs each deposit to Pre-K

Financial Statements Totals amount received from BFTS
Supported by the Pre-k Payment Advice




g /V’ - W"{»
} Pre-K Expenses 2
C - /
F\
/™
et

Expenditure Critetia
9




Expenditure Criteria

Allocable

Pre-K is only allocated its
portion of shared expenses

Reasonably Based
Based on actual expenses

Basis should reasonably
correspond to the cost being
allocated

(e.g. square footage for space)




Pre-K Business Rules Pre-K Business

Rules

* Instructional supplies and materials

« $1,000 per classroom
« Appendix H- Basic Equipment, Materials and Supplies Inventory List

 Minimum teacher salaries
* Lead teacher- 90% of the base salary funded by BFTS
» Lead teacher — 100% of the supplemental salary funded by BFTS
« Assistant teacher- 100% of the base salary funded by BFTS

 Administrative Expenses
« No more than 6% of the Pre-K budget
« Actual costs and allocation must be supported



Capital Improvements
(O.G. Section 17.6)

« Costs related to improvements that extend the useful life of
property, improve the quality of a product, and/or adds value to a
capital assets (e.g. buildings and vehicles).

« Examples of unallowable items include the purchase, repair and/or
installation of:

Roofing Air conditioning System
Tile Alarm system
Carpet Buildings

Doors or windows | Transportation vehicles

Wallpaper




Supporting Business Documents

Providers must maintain full and complete records

Original receipts Deposit Slips

Invoices Payment Advice

Vendor Contracts Bank Statements & Canceled Checks (front and
back)

Employment Agreements Credit card and Debit card statements

Pre-K Grant Agreement and Operating Timesheets & Distribution Records

Guidelines

Special allotment funding agreement and Payroll Records (time worked, gross, itemized

support for expenditures deductions, net pay)

Consultant Approvals Tax forms, EFTPS or evidence of tax remittance to
regulatory agencies

Waivers Allocation methodology & support

This list IS NOT all inclusive
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Support and Track the Expense

EXAMPLE

Scenarios Supporting Documents
 ltem paid with cash 1. ltemizedreceipt, invoice, contract,
. (1,2,3,5,6,8,10) efc.
2. Pre-K Operating Guidelines
 Iltem paid with check 3. Bank statement
*+ (1.2,3,4,10) 4. Canceled check
5. Petty cash log
* ltem paid with company credit card 6. Petty cash policy
12,3.4,9.10) /.  Reimbursement policy
ltem paid initially by non-Pre-K funds 8. Cash receipt
andolg’rer reimbursed with Pre-K funds | | 9. Credit card statement
W"‘h(']“Qfgi I;r]%?ram year 10. Business financial reporting




soflom | ot your

records
tell the

story!







Audit & Accountin
Requirements

O.G. Section 20.0



Audit & Accounting Requirements
(O.G. Section 20.0)

* Provide an actual accounting of all expenditures related o
Pre-K.

 This report shall demonstrate that funds were spent in the appropriate
categories for their infended uses.

» Allowable costs are those ordinary and necessary expenses
directly benefiting or resulting from Pre-K program operations.

 All Pre-K funding must be expended by June 30™ .



Allocation
(O.G. Section 20.1)

The process of shifting costs to cost objectives, using a rational
basis of allotment.

« Allocations should be calculated at the beginning of the
school year.

« Records should support an accurate and detailed
accounting of how the allocation was determined.

« The basis of allocating costs should be similar fo the unit of
measure for incurring the cost.
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Allocated to
Annual Salary Allocated to Other

#of Students 30.000 )
$30. Pre-K Programs
4 ) a ) 4 2 4 )
Total salary
Pre-K students= (12 months) = $5.500 ($30,000 - $5,500) =
22 ' $24,500
$30,000
\ J N\ J N\ J N\ J
. | : Total salary for b : b
ol
=100 (10 months) = funding sources.
$25,000
- J N\ J
4 ) 4 )
Pre-K salary
—  22/100=22% $25,000 x
Allocation= 22%
N\ J \ J
Example of an Allocation Method #1
= $5,500 y
’ Cook’s Salary




Example of an Allocation Method #2
Operating Expenses

/ « 400 sq. ft. out of 1,000 sq. ft.
* 400 = 1000 = 40% Allocation

e Total utilities expense (12 months)= $6,000

e Total utilities expense Pre-K year (10 months) = $5,000
e 10 months ($5,000 x 40%)= ¢

* $2,000 (Pre-K's portion of Utilities)
* The allocated amount would be added to Other Operating Costs
on the reconciliation report




Remember To....
» Use the most logical basis.
 Allocate for shared resources.
» Allocate shared expenses.
» Understand, document and support the basis for allocation.

* Understand document and support the allocated cost.



G G

Pre-K Application aNd Database Access System

Georgia's Pre-K System

Selected Pre-K Costs

Pre-K reconciliation line items



.IIJlr Line Item 4: Instructional Supplies & Materials

Line Item 8: Unreimbursed Food Expenses

Pre-K
Reconciliation

Fl Line Item 10: Lead Teacher Supplemental
7  Compensation

Selected Line

"'e ms Line Item 13: Assistant Teacher Salary

Line ltems 20-24: Administrative Costs

Line Item 25: Special Allotment




Line 4 - Instructional Supplies & Materials

* Must spend a minimum of

$1,000 per classroom for
materials and supplies.

Pre-K

« Use the Pre-K Basic Equipment, Business
Marterials, and Supplies
Inventory List (Appendix H) as o Rule
guide.




Line 4 — Instructional Supplies & Materials
Expenditure Waiver (O.G. Section 17.5):

v Playgrounds and classrooms
are well equipped.

v'Consultant verification.

v Unexpended IS&M funds can
only be used for feacher
salary, benefits, fieldtrips, or
other instructional activity.

v Cannot be used for non-
INnstructional items.

v Approval good for 1 year.
v’ Maintain approval on file.

! Pre-Kusiness ’
‘ Rule -




Line 4 - Instructional Supplies & Materials

Confirm items are on the Pre-K Basic
Equipment, Materials, and Supplies
Inventory List (Appendix H).

Maintain detailed receipt and/or invoice
« Legible
«  Within Pre-K period

Maintain documentation of proof of
poyé’nen’r based on method of payment
used.

Canceled check image

Credit card statement

Petty cash log

Reimbursement support

Paid within Pre-K period

Maintain consultant’s approval if
applicable.




Line 8
Unreimbursed
Food Expenses

Expenses covered by
other revenue sources
cannot be charged fo
Pre-K.

Unreimbursed food
can be allocated to
Pre-K.

* Properly Allocafted

School
Breakfast
Program
CFDA# -

10.55

Child and
Adult Care F d
it & OO
Program

cori-  Revenue

Fee charged
to Parents for
food or
included in
fixed fees

National
Schoo
Lunch
CFDA#

- 10.555



Pre-K

Business

1. Line 9- Base Salar
Rule ¢

« Must be paid at 90%
of the amount
funded by BFTS

2 Components

2. Line 10- Supplemental
Compensation

* Must be paid at
100%

 Paid with normal

Lead Teacher Salaries byl cycl
(O.G. Section 12.7-12.8) ot a bonus




2019-2020 Lead Teacher Salary Rc
(O.G. Section 12.3)

lead
teacher

90%

Two-year Degree
Non-ECE Degree

ECE or ECE Related
Bachelor's Degree

Four-year Degree & T4
Master’'s Degree & 15

Insufficient Credentials
(Paid at 100%)

$24,449 .86
$30,315.60

$30,315.60
$38.820.73
$43,343.04

$16,190.35

$22,004.87
$27,284.04

$27,284.04
$34,938.66
$39,008.74

$16,190.35



Lead Teacher Supplemental Compensation
(O.G. Section 12.7-12.8)

« 100% Paid to teacher.
» Paid with normal payroll cycle, not a bonus.

 Awarded to teachers with 2 years up to 20 years prior
experience.

 Based on CYE as a full-time Lead Teacher in GA Pre-K,
and/or full time certified teacher in K-12 public school.

» Does not include experience associated with substitute
teaching, student teaching, tfeacher aide/assistant
teacher experience, part-fime or temporary teaching
positions.




Lead Teacher Supplemental Compensation
(O.G. Section 12.7-12.8)

» Pre-K providers are responsible for veritying a feacher’s
creditable years of experience.

* Written processes and/or policies regarding verification of
CYE for their program should be developed and kept on
site.

» Written policies should include what the program will use
to verify a teacher’s creditable years of experience.



CYE Verification
(O.G. Section 12.8)

Teacher confr *nt applications

PANDA roster i

v'Letters from human
resources

v'Letters from former
employers

aching certificates
ining certificates
a from the GaF

eacher’s
System of Georgia




Lines 9-10

LT Base Salary & LT Supplemental Compensation

Maintain detailed payroll records to
support gross salary paid.

Be prepared to distinguish what
portion of the salary is base
compensation and which portion is
supplemental.

Maintain proof of payment that
salaries were paid (e.g. canceled
checks, direct deposit ledger, etc.).
Maintain written process to verify
CYE.

Maintain substitute documentation.
Confirm funding from BFTS via the
PreK payment advice.

4




Pre-K Business
Rule

. Funded atf $16,190.35

. 100% must be paid to
the Assistant Teacher

. No supplemental
compensation funded

Assistant Teacher Salaries oy B for At
(O.G. Section 13.4) eachers




Line 13
Assistant Teacher Salary

Maintain detailed payroll records to ? }'\

support gross salary paid.
Maintain proof of payment that

salaries were paid (e.g. canceled ‘
checks, direct deposit ledger, etc.).

Maintain substitute documentation.

Confirm funding from BFTS via the
PreK payment advice.




Pre-K Payment Advice
18.6 O.G.
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Pre-K Application aNd Database Access Svstem

Georgia's Pre-K System

Login
Login ID

Fassword

Session Timeout.

&= Forgot your password?

Click here for easy access to the PANDA Resources page on our website. Here you will find
helpful documents including the Roster Data Entry Training Documents, RosteraitList Upload
templates, Calendar instructions, Recon instructions, Frequently Asked Cluestions, and more.

Students are developing social skills during center time in this Summer Transition Program classroom. DECAL serves over
3000 students in our Rising Pre-K and Rising Kindergarten classes which run for six weeks in June and July.

A W
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ﬁaﬁ i ’( ContactUs | & Help

System Admin Dashboard

P re - K Pre-K

P q y m e ni. Enter Application

Aff. Lawful Presence Pre-K WEIGﬂmE tﬂ PAN DA

[ ]
A d VI C e Edit Company Profile

Rosters

— : Congratulations, you have successfully logged into PANDA, DECAL's Pre-kK X
Waiting List Application aNd Database Access system.
O G 6_ Payments
* * — _ You are now ready to enter required data. On the left of this screen is a menu. Menu
° 3R |" View/Print Pmt Advice items determine what information may be entered or reviewed. The number of menu
S e C IIII o n » Retro Payment History Report items displayed is based on your role within your organization. More menu items will

appear as DECAL adds more functionality to the PANDA system.

‘I 8 6 Recon Form
* CLASS Observation Choose a menu item by usirlg t_ne left button of your mouse to :?I ick on the item. F_ur _
example, to enter your application for the next program year, click on "Enter Application™
View/Edit Calendar to enter a roster, click on “View/Edit Roster”.

RK-STP If you need assistance, detailed manuals are available for download on the PANDA

Resources page. You may also e-mail your questions to panda_ supporti@decal.ga.gov.

RPK-STP Emails to PANDA Support will be answered during normal business hours.

QRSG ® Bright from the Start 2017 Current Version: 05.04.01



Pre-K Payment Advice

Payment Advices

Home = Pre-K = Payments = View/Print Pmt Advice

Search Criteria (=)

Fayment Advice For Provider

school 2019 "W é;l




Pre-K Payment Advice

Showing 1o 11 of 11 enfries

M Select to Print School Year

Wl _-9 2019
0 2019
U 2019
O 2019
U 2019
0 2019
U 2019
O 2019
l 2019
0 2019
U 2019
y
47,00'% ;

4’)}, |

Processed Date

8142018 ——9

9272015

10M1/2018
11122018
11132018
121672015
1182019
2712019
31612019
4102019

510/2019

Internet Explorer blocked a pop-up from *.decal.ga.gov

$90,817.82

$90,817.52

$96,519.70

$92,336.95

£8,000.00

§145,699.51

§103,162.37

§104,256.78

$103,507.96

§103,474.96

§103,491.46

Search in Resulis:

Review Grant Agreement Retros Review Refro Details

81849 v

81849 v

84653 v

81849 W

81849 W

81849 v

81849 v

81849 v

81849 W

Print Payment Advice

‘ , Always allow
Allow once | Options for this site ¥~ | More settings

@ GEBEBB8a686808




EBrgnc rrom Che S>Carc

The ABC B 123 Academy
2 ABC Way Drive
Somewhere, GA 39401-2933

- eorgla LEparcmenc of Earny Care and Learn
Vender Code: 0000012345

g

TIN: 20-1234567

EFT Payment Adwvice
Pay Cycle: August
Pay Run #: 4

Payment Processed Date: 8/14)/ 2018
August Payment Summary LT Base * LT Base CYE Salary ¥ OYE Sal. LT Benefits AT Salary * AT salary AT Benefits Transport * Trans. O perating
Salary Sal. Retro Retro Retro Retro
I'I'h-e ABC & 123 Academy <10,333.35 <000 $1,362.34 <000 2 $2,FFE.E89 4, F61.87F <000 $1,131.42 <000 S0, 00 $7,254.33
Startup Payment SO0
Special Adjustments SO0
Total Sites Paid: 1 Total Classes Paid: 3 Program Total Payment S2F,622.20
Class Payment Doetails for The ABC & 123 Academy Classes Paid: 3
Class IDx Students LT Salary * LT Salary OYE Salary * OYE Sal. LT Benefits AT Salary * AT Salary AT Benefits Transport * Trans. O perating
Retro Retro Retro Retro
ToOBSg 220 2, 731.56 SO0 SLFF.93 SO0 SFB86.33 S1,.587.29 SO0 sSIF7.14 SO0 S0 0D s2.418.11
Jill Ann Jackson Mo GaPSC Certification, ECE Bachelor 1400 Startup Payment SO0
Class 80102 Total Payment 4“8, 478.36
o860 220 $4,019.72 SO0 $HF3.61 S0 0D S1,091.37F $1,587.29 SO0 $IF7.14 SO0 S0 $2418.11
Ronald McDonalds GaPs(C Certification, TS or higher 4.0 Startup Payment S0.00
Class 80103 Total Payment S10,067F.24
7oB61 22.0 +3,582.07 <000 <210.80 <0000 so0l1.19 $1,587.29 <000 S3I77.14 S0.00 S0.00 $2.418.11
Miss Mary Mac GaPsC Certification, T4 5.0 Startup Payment SO0
Class 80104 Total Payment SO 0F6.60
Total for The ABC & 123 <10,333.35 <000 %$1,362.34 <000 2 $2,FFB.E89 <4, F61.87F <000 $1,131.42 <000 <000 $7,254.33
Total Startup Payments 0.0
Total Program Payments S27,622.20
Grand Total £10,333.35 S0.00 $1,362.34 S0.00 0 $2,778.89 $4,761.87 S0.00 8  $1,131.42 <000 0. 0D $7,254.33
Total startup Payments S0 00

Total Program Payments (Less Sp. Adjustments)

S27,622.20

* August Retro Payment Details

Class IDy Retro Payment is for LT salary CYE Salary
Retro Retro
<000 <000
Total SO0 SO0

LT Benefits AT Salary
Retro Retro
SO0

SO0

AT Benefits Transport Dperating
Retro Retro Retro
SO0 SO0 SO0 SO0

0.0 SO0 S0.0D 0.0




Bright from the Start: Georgia Department of Earhy Care and Learning
vender Code: 000012345

The ABC B 123 Academy
2 ABC Way Drive
Somewhere, GA 39401-2933

TIN: 20-123456F

EFT Payment Adwvice
Pay Cycle: August
Pay Run #: 4

Payment Processed Date: 8142018

Iﬁ..ug ust Payment Summary LT Base * LT Base YWE Salary ¥F OYE Sal. LT Benefits AT Salary * AT Salary AT Benefits Transport * Trans. Operating
Salary Sal. Retro Retro Retro Retro
The ABC 8 123 Acadeny 210, 333.35 SO0 <1, 362.34 SO0 S22, FFB.B89 <S4, 76l1.87 SO0 ©1,.131.42 SO0 SO0 SF7,.254.33
Startup Payment SO
Special Adjustments S0 0
Total Sites Paid: 1 Total Classes Paid: 3 Program Total Payment S2F 622,20
“Class Payment Details for The ABC & 123 Academy Classes Paid: 3
Class ID Students LT Salary LT Salary OYE Salary ¥ CYE Sal. LT Benefits AT Salary * AT Salary AT Benefits Transport * Trans. Operating
Retro Retro Retro Retro
79859 22.0 %2,731.56 S0.00 SSFF.93 S0.00 $786.33 %$1,587.29 S0.00 S3IFF. 14 000 SO.00 $2.418.11
TJill Aonn Jackson No GaPsSC Certification, ECE Bachelor A0 Startup Payment S0 D
Class 80102 Total Payment < 8,A478.36
7oB60 22.0 %4,019.72 S0.00 £573.61 S0.00 1,091 37 S1,587.29 000 S£377.14 £0.00 S0.00 $2,418.11
Ronald McDonalds GaPsC Certification, TS or higher W Startup Payment S0
Class 80103 Total Payment SA10,06F .29
7oB61 22.0 %3,582.07 S0.00 £210.80 S0.00 £901.19 %1,587.29 000 S£377.14 £0.00 S0.00 $2,418.11
Miss Mary Mac GaPsC Certification, T4 5.0 Startup Payment SO0
Class 80104 Total Payment SO 0 F 660
Total for The ABC & 123 <10, 333.35 S0 0D <1, 362 .34 S0 S22 FFE.B9 s4, . 7Fel.8F S0 1. 13142 S0 SiD.0D SF 254 33
Total Startup Payments S0 0
Total Program Payments S2F, 6022 .20
Gramnd Total <10,333.35 Sl 0eD %1, 362.534 Sl 0D S22 FFE.B9 <4, 7el.87F S0 %1, 131.42 S0 S0 L7, 254.33
Total Startup Payments S0 0
Total Program Payments (Less Sp. Adjustments) G2F,622.20

= August Retro Payment Details

Class ID Retro Payment is for LT Salary YE Salary
Retro Retro
000 5000
Total SO0 SO0

LT Benefits AT Salary

Retro

S0.00
S0

Retro

S0.00
S0.00

AT Benefits Transport Dperatimg
Retro Retro Retro

S0.00 020202020902 %0000 0200 $0.00
SO0 00 S0.00 00000 S0.00




The ABC B 123 Academy
2 ABC Way Drive
Somewhere, GA 39401-2933

EFT Payment Advice

Pay Cycle: August

Pay Run #: 4

Payment Processed Date: 8/14 /2018

IAug ust Payment Summary LT Base * LT Base CYE Salary ¥ CYE Sal. LT Benefits AT Salary * AT Salary AT Benefits Transport ¥+ Trans. O perating
Salary Sal. Retro Retro Retro Retro
The ABC & 123 Academy £10,333.35 £0.00 $1,362.34 £0.00 <2, 778.80 <A4.761.87 £0.00 $1,131.42 £0.00 £0.00 £7,254 33
Startup Payment SO0
Special Adjustments SO0
Total Sites Paid: 1 Total Classes Paid: 3 Program Total Payment S 27,622.20
“Class Payment Details for The ABC & 123 Academy Classes Paid: 3
Class ID Students LT Salary * LT Salary CYE Salary * CYE Sal. LT Benefits AT Salary * AT Salary AT Benefits Transport * Trans. Operating
Retro Retro Retro Retro
F9B59 220 L2, F731.56 SO0 LSO FF.93 SO0 L FB6.33 <1, 587.29 SO0 L3IF7.14 SO0 SO0 $2,418.11
Jill Amn Jackson Mo GaPsC Certification, ECE Bachelor 14.0 Startup Payment SO0
Class 80102 Total Payment £8,478.36
79860 22.0 $4019.72 £0.00 £573.61 £0.00 £1,091.37 £1,587.29 £0.00 £377.14 0.00 <0.00 $2,418.11
Ronald McDonalds GaPsC Certification, TS or higher 4.0 Startup Payment SO0
Class 80103 Total Payment S10,067.24
79861 220 S£3,582.07 <0.00 <210.80 S0.00 <a0l1.19 £1,587.29 <0.00 £377.14 <0.00 <0.00 S2418.11
Miss Mary Mac GaPSC Certlﬁcatm- @ Startup Payment 0L 0D
Class 80104 Total Payment S0,076.60
Total for The ABC & 123 $10,333.35 $0.00 $1,362.34 $0.00 $2,778.89 5476187 $0.00 $1,131.42 000 0,00 %$7,254.33
Total Startup Payments SO0
Total Program Payments S27,622.20
Grand Total £10,333.35 £0.00 $1,362.34 <0.00 %2,778.89 $4,761.87 £0.00 %$1,131.42 £0.00 £0.00 £7,254.33
Total Startup Payments SO0
Total Program Payments (Less Sp. Adjustments) C27,622.20

= August Retro Payment Details

Class ID Retro Payment is for

Retro Retro

50.00
£0.00

s0.00

Total £0.00

Retro

LT Salary YE Salary LT Benefits AT Salary

Retro
SO0

£0.00

s0.00
£0.00

AT Benefits Transport Operating
Retro

Retro
SO0

£0.00

Retro
S0 00

£0.00

$0.00
£0.00




Providers must meet the minimum salary requirements for

lead teachers and assistant feachers.

Le a d q n d In the case where a lead teacher or assistant teacher is
absent frequently during the year and the substitute for that
: teacher is paid at a lower rate, the unused funds for the base

ASSiSII'a n'I' portion of teacher salary received by the program can be
Teacher

Salary
Waiver

The Project Director should contact the Pre-K Consultant who
will facilitate the approval of the waiver request.

(O.G. Section 17.5)

The waiver is approved for one year only and should be kept
on site.







Director’s Salary

Office Supplies

Administrative

Costs Line Bookkeeping/Clerical

lTems
Line
23

Royalfies

Line
24

Total Administrative Costs




Director’s annual salary $48,000

5 Director’s salary (for 10 months) | 540,000

Allocation:
Line 20 | | Average Pre-K enrollment 66 = 20% Allocation
Director’s Sala f Average monthly center enrollment | 330

Pre- K's Portion of Director’s salary | =98,000 (limited to 6% of
Pre-K funding




Front Office Expense allocated (Paper, Printer ink, etc.)
Total Office Supply Expense (10 months) | 54,000

Allocation:

Line 21 - Avg Pre-Kenrollment 66

Avg. monthly center enrollment 330 = |20%

Oftice Supplies

PreK's Portion of office supply expense = | S800




Line 22

Bookkeeping/Clerical

Bookkeeping expenses |10 months)

85,000

Allocation:

Dre- Revenue 215,182

Total Revenue 500,000

= |43%

Ore-K's Portion

= §L150




line 23 — Royalties 1
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Royalties Expense 10 Months $15,000
Pre-K Revenue (10 mos.) $215,182 = 43%

Total Revenue (10 mos.) $500,000

Pre-K's Portion of Royalties $6,450




Line 24

Total
Administrative
Costs

(if the validation shows an error, adjust to the 6%)




Line 25

Special
Allotment

O.G. Section
20.13

Special Allotment
funds must be used
in accordance with

the instructions.

Maintain
documentation to
support special
allotment expenses

Any unused or
unsupported
Special Allotment
funding will result in
a balance due to
Bright from the
Start.




Let's
Recap:

Fill in the
Blanks

90%

6%

3 years

$1,000




Let's
Recap:

Fill in the
Blanks

100% 90% 6% 3years $1,000
Assistant Lead Administrative Record Instructional
Teacher Teacher Costs Retention Supplies and

Minimum Salary | Minimum Requirement | Materials- Per
Salary Classroom
Minimum

Lead Teacher
Supplemental
Compensation

Lead Teacher
Salary-

Insufficient

Credential




Break Time




It's “Audit” Timel

Preparing for the Pre-K Agreed-upon
Procedures Review




What's the
Differnce?

UP

 Client determines

sufficiency of procedures.

« Targeted information-

answers specific client
questions.

« Findings of fact.

« No CPA opinion.

 Client draws conclusion.




o Georgia Dept

[ ) f
Selection Process (D ofEarlyCare

» Oversight responsibility.

. Ongoing monitoring. /

» All sub-recipients will be
monitored.

* It jJust may be your turn.




Preparing
for a Review

* During Pre-K Operations

« After the Notification

To Do List

/ REVIEW MY GRANT AGREEMENT
7 VERIFY EXPENSES MONTHLY

MAKE SURE | HAVE ALL OF MY
. RECORDS

(*f. PERFORM AN INTERAL REVIEW 4

LET MY RECORDS TELL
" THE STORY
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Operations




Pre-K Grant
Agreement

O.G. Section 20.4

To Do List

%evrew MY GRANT AGREEMENT

Z_ VERIFY EXPENSES MONTHLY

MAKE SURE | HAVE ALL OF MY
+ RECORDS

%
Lf , PERFORM AN INTERAL REVIEW,
5

LET MY RECORDS TELL
" THE STORY

. PARTIES

This Grant is made and entered into in Fulton County this 28 day of June 2017, by and between the Georgia
Department of Early Care and Learning, 2 Martin Luther King Jr. Drive, SE, Suite 754, East Tower, Atlanta, Georgia
30334, hereinafter referred to as the “Grantor,” and —

I - - . hereinafter referred to as the “Grantee.”

Il PURPOSE

The purpose of this Grant is to coordinate and provide services for four-year-old children and their families served by
Georgia's Pre-K Program as shown in Attachment A, which provides additional information regarding lead teacher
credentials and class details. Attachment A is incorporated herein by reference.

Il. THE GRANTEE AGREES:

A.  To coordinate and provide services to eligible four-year-old children and their families for 180 instructional days.
The services to be provided during the 6.5 hour instructional day shall begin no earlier than 7:30 am. Any
reduction in the number of instructional days must be approved in writing by the Grantor.

B.  To comply with the 2018-2019 version of the Georgia’'s Pre-K Providers’ Operating Guidelines, the Summary of
Pre-K Changes document, the Pre-K Program Assurances, and any addenda thereto that are incorporated by
reference herein.

C.  To permit the Grantor, or its authorized representatives, to observe and evaluate the delivery or performance of
services at any time during normal business/operating hours of the Grantee. This includes access to any
and/or all books, documents, papers and records of the Grantee that are directly related to this Grant for the
purpose of making an audit, examination, photocopies, excerpts and transcriptions.

Grantee agrees to cooperate fully with Grantor auditors and/or agents providing Audit or Agreed Upon
Procedures (AUP) review services. Grantee will coordinate with auditors/reviewers to have appropriate staff
available during the scheduled audit/review period. Grantee will make advanced preparations for scheduled
audits/reviews to make available for auditors or reviewers all identified documents, records, and entity related
materials requested by the auditors/reviewers for the current school year, as well as for prior school years in
which Grantee participated in Georgia's Pre-K Program as requested by the Grantor. Grantee's failure to
substantially prepare for a scheduled audit engagement or provide requested documentation or information to
an auditor/reviewer during the scheduled audit period may result in the withholding of grant payments. The
failure of Grantor to review and/or inspect the services provided or to discover a breach of this Grant or any
amendment thereto shall not subsequently operate as a waiver of any remedies available to the Grantor.




Grant Agreement

» Section |- Parties

e Section lll

« Compliance with operating
guidelines

« Compliance with AUP review
« Address non-compliance

« To maintain full and complete
records

« Submit reconciliation by August
30t or September 30th

« Comply with audit
requirements

« Financial intfegrity

» Section V- Grant period

« Source of funding- 100%
Lottery Funds

« Aftachment A
« Payment details




Best Practices for Review Preparation

» Establish & maintain sound recordkeeping practices
« Reconciliation & Financial Basics Training ;\
« Organize records by line item i

« Maintain source documentation
* [temized receipts ' BEST

PRACTICES

* Invoices

« Credit card statements
« Shipping statements

« Petty cash ledger
 Bank statements

« Canceled checks




Best Practices for Review Preparation

* Track expenses monthly
« Compare monthly expenses to Pre-K business rules

* Maintain documentation of waivers and approvals

 Maintain documentation of parficipant record?s/

« Health & Immunization
« Afttendance

| BEST

PRACTICES




Internal Monitoring

Monthly-

Financial &
Programmatic

BEST
\ PRACTICES

Year End

~ Reconciliation

preparation



After the
Noltification




Selected for an
AUP?

Breath€....ccovevviiinannn..




« Engagement Notification
« Engagement questionnaire

* Provide information requested

 Provide information in
advance

« Conduct a “dry run”
* Be prepared

BE
RESPONSIVE




What to expect...

*-—.‘.’" oy
\, _‘.
mas

e preparcd
ticipate. ¢
expect, {c

think W

« Entrance Conference

* Fieldwork

* Preliminary Exit Conference

 Final Exit Conference

« Management Representation Letter
* Notification from BFTS



FINDINGS

+ Statements of Fact
» Recordkeeping

Generally no adverse action.
General variances in reporting.
Programmatic recordkeeping errors .

 Funds due back to BFTS

Failure to support unreimbursed food costs.

Failure to meet lead teacher salary
requirements.

Failure to meet the instructional supplies and
materials expenditure requirements.

Failure to support that payroll taxes were
forwarded to the relevant taxing authorities.

Failure to support all expenditures of special
allotment funding.

Failure to support that the use of all monies
received from Bright from the Start were used
in accordance with applicable regulations
and guidelines.

O.G. Section 20.5



Common Findings

« Reconciliation variances

« Salary minimum not met
« Substitute salary

« Administrative Costs
e Blanket 6%

* Unsupported expenses
* [temized receipts/invoices

* Proof of
payment/reimbursement

 Credit card statements
« Payment deadlines

« Active participation not met

* Health & immunization
requirements not maintained




Avoiding Common Findin

 Reconcliliation varionces
* Monthly tracking & the “dry run”

« Salary minimum not met
* Monitor payments and track absences
« Documenting substitute salary ‘
« Remitting payroll taxes

* Track and pay the minimum within the
period

* Maintain labor records
* Maintain proof of payment for salary

« Administrative Costs- Blanket 6%

 Not a blanket 6%, costs and allocation
must be supported

Best

Practice



Avoiding Common Findings
» Unsupported expenses }_\

* Maintain itemized receipts/invoices (source
documents)

* Maintain proof of payment/reimbursement
(e.g. canceled checks, bank statements,
petty cash logs, cash payments) I

* Maintain the credit card statement + receipts BeSt
+ proof of payment

« Adhere to Pre-k period and required payment Pra Ctice
deadlines
« Active participation
« Document participation and interventions

* Health & immunization requirements

* Monifor expirations & further examination
recommendations

« Referto O.G. Section 3.11 -3.14




Certificate of
Vision, Hearing,
Dental, and
Nuftrition

Screening
(Form 3300)

O.G. Section 3.13

The screenings must be on file for each child
within 90 calendar days of the first day starting
the program in order to remain.

* If not completed within the ?0-calendar day time frame the
child may not return to the program until a certificate is
provided and is on-site.

Children entering the program later in the year

* Provider must obtain the screening as soon as possible to
identify follow-ups.

Providers should maintain follow-up
documentation on site

» Updated certificate
e Doctor’s notes
e Scheduled appointments



Cerlificate of
Immunization

(Form 3231)

O.G. Section
3.14

* Be on file within 30 calendar days of the start of the
program.

* Be updated within 30 calendar days of the expiration
date.

* A letter from a physician, Advanced Practice Registered
Nurse, or physician assistant attached to the certificate
will not be accepted as a medical exemption.

e Valid for a one-year period.

* Filing an affidavit noting the objection with the Georgia
Department of Public Health (DPH) Form 2208.

* Must be notarized and kept on file. The affidavit does not
expire.



Payments
0.G. 18.3

Prorated Teacher Salary

« A teacher’s salary is prorated over 12 months, programs
must pay the prorated salary from 2019-2020 school year
funds.

« |If a contract is provided to the teacher, the contract
should reflect the period of work as the Georgia’s
Pre-K Program operating months (10 months) with the
annualized salary to be paid over 12 months.

« If a Pre-K teacher works through the summer and receives
a 12-month prorated salary

« The teacher should receive the prorated salary AND
compensation for services rendered in the summer.

« The prorated salary is strictly for services rendered
during the 10-month Pre-K school year.

« All Pre-K funding must be expended by June 30, 2020,
including prorated salaries.

Summer Salaries

Are prorated may not be used to pay staff to
supervise children in a private class or perform
other duties which include, but are not limited
to, bus driver, office manager, cook, and
receptionist.

Providers who incur summer salary personnel
expenses for Pre-K teaching staff for the 2019-
2020 school year should have written policies
in place for payment of staff from funds other
than Pre-K funds.



Let the Records
tell the Story
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Ready to Go!

* Ask your Pre-K consultant
for guidance

 Contact Audits &
Compliance

* Rely on your feam
 Embrace the process
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Book List

https://decal.ga.gov

IS PANDA RESOURCES

= About Pre-K

PAMDA (Pre-K Application and Database Access) is the online provider service system for Georgia's Pre-k
Program. Through PAMDA, providers can submit applications, complete rosters and waiting lists, check on

Classroom Assesszment Scoring payments, submit their reconciliation, and update site and contact information. The documents below are

System (CLASS)

Creating a Quality Learning
Environment

‘Curriculunm
Enrclling in Pre-K
Families

FACQ

Geongia Early Learming and
Development Standards

O perating Guidelines
Pre-K Supports

Professional Learning

= Project Directors

Basic Maternals List
FPre-K CAFPS
Child Registration Forms

Curriculum

Cirector Grant Reguirement

Checklist

Owrnership Change Reqguest

PANDA Resources
Faymemnits

Reconciliation

Rosters

Starting a Pre-K Program

Sumamer Transition Progranm

= Teachers

Teachers of the Year
Useful Links

designed to assist providers with performing these functions in PANDA. For questions about PANDA,
please contact Georgia’'s Pre-K. Program at panda supporti@decal ga.gow.

Documents List

PAaMDA Freguently Asked Questions (FAC)

@DA Payment Advice Instructi@

FAMDA Provider Calendar Instructions

PAMDA Student Data Training Docurment
FPAaMDA Teacher Data Entry Training Document
Race & Ethnicity Instructions

PAMDA Student Roster Template 2020

PAMDA QORSG Data Training Document
PamMDA Waiting List Instructions

PAamMDA Waiting List Template 2020

FPAMDA Pre-K Application Manual
Reconciliation Form Instructions 2018-2019
PAaMDA Summer Transition Program Application Manual
PANMDA Provider Liser Management

<:E'AND.-'—‘-. Reconciliation Training D{)Cl@

PAMDA Site Update Instructions

= Wlork Sampling System Program



Expectation to employ sound business
practices.

Discussed the benefits of effective financial
management,

Discovered he correlation between
effective financial management and Pre-K
financial management.

ldentified strategies to support reported
costs of key line items on the Pre-K
reconciliation.

Discussed the purpose of the AUP process.

Best practices for preparing for an AUP.



Questions?e

Georgia Dept
o of Early Care

E-mail:
Panda.Recon@decal.ga.gov

7

and Learning
2 Martin Luther King Jr. Drive SE, BRIGHT FROM THE START
East Tower, Suite 754, Atlanta GA

30334

Attention: Audits and Compliance


mailto:Panda.Recon@decal.ga.gov




