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109.1 GENERAL POLICY 

 
As part of the Child Care Information Services (CCIS) Grant Agreement, CCISs are 

required to monitor and manage the funds granted to operate the CCIS and provide 

service. See CCIS Grant Agreement. The information in this chapter contains direction 

and procedures concerning the monitoring and maintenance of these grant amounts. 

 

Return to Table of Contents 

 

See Manual Section 109.11.3.1 – Questions – Manual Section 109.1 – General Policy 

 

 

109.2 DEFINITIONS & ACRONYMS 

 
See Manual 101 – Definitions & Acronyms for a complete, alphabetical listing of 

definitions and an alphabetical table of acronyms. 

 

Return to Table of Contents 

 

 

109.3 GOALS & OBJECTIVES 

 
See Manual Section 109.11.1 – Goals and Manual Section 109.11.2 – Objectives 

 

 Return to Table of Contents 

 

 

109.4 OCDEL RESPONSIBILITIES 

 

The following establishes the responsibilities of the Office of Child Development and 

Early Learning (OCDEL). 

 

OCDEL will be responsible for supporting the CCIS agency efforts through the following 

activities: 

 

1. Setting up the initial Service and Administration/Family Support Services (FSS) 

allocation amounts at the start of each fiscal year. 

 

2. Monitoring Service expenditures to determine the timing and amount of any funding 

adjustments required.  

See Manual 108 – Budget Revisions, Section 108.4 – OCDEL Responsibilities. 

 

http://www.dhs.state.pa.us/ccis/formsandpubs/formsandpubsforccis/grantagreement/index.htm
http://www.dhs.state.pa.us/ccis/polproceduremanual/index.htm
http://www.dhs.state.pa.us/ccis/polproceduremanual/index.htm
http://www.dhs.state.pa.us/ccis/polproceduremanual/index.htm
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3. Setting up a FSS Base Payment Amount for each funding source. The base payment 

amount is determined by OCDEL as a portion of the total FSS amount by funding 

source.  

 

4. Recalculating the Base Payment Amount for the remaining months of the Fiscal Year 

when an increase or decrease in the FSS allocation occurs. 

 

5. Authorizing the CCIS invoices to determine the amount of FSS paid to each CCIS. 

See Manual 110 – CCIS Invoice/Payment. 

 

6. Providing the information needed to do revisions to the Service and FSS budgets. See 

Manual 108 – Budget Revisions, Section 108.4 – OCDEL Responsibilities.  

 

Return to Table of Contents 

 

See Manual Section 109.11.3.2 – Questions – Manual Section 109.4 – OCDEL 

Responsibilities 

 

 

109.5 CCIS RESPONSIBILITIES 

 

The following establishes the responsibilities of the CCIS. 

 

The CCIS will: 

 

1. Set up Funding Program set-asides. 

 

2. Monitor the Service encumbrance levels by reviewing allocations, available funds, 

obligated funds and overbooking amounts. 

 

3. Set up and modify overbooking amounts in Low Income, as needed. 

 

4. Review Low Income Waiting Lists. 

 

5. Set up an FSS budget for Low Income, Former Temporary Assistance to Needy 

Families (TANF) and TANF in PELICAN Child Care Works (PELICAN CCW).  

 

6. Update the FSS Budgets with the monthly expenses.  

 

7. Modify the FSS budgets if/when money is transferred between budget categories.  

 

8. Request to shift funds between Service and FSS, as needed. 

 

Return to Table of Contents 

 

http://www.dhs.state.pa.us/ccis/polproceduremanual/index.htm
http://www.dhs.state.pa.us/ccis/polproceduremanual/index.htm
http://www.dhs.state.pa.us/ccis/polproceduremanual/index.htm
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See Manual Section 109.11.3.3 – Questions – Manual Section 109.5 – CCIS 

Responsibilities 

 

 

 

109.6 SERVICE BUDGET MAINTENANCE AND MONITORING 
 

The information in this section provides direction on how to monitor and maintain the 

Service allocations for all the funding sources. 

 

109.6.1 Set-asides 
 

In PELICAN CCW, Low Income-Regular is set up by Headquarters (HQ). The regular 

program cannot be updated. Set-aside funding can be added and updated if it has been 

approved in the CCIS grant. See CCIS Grant Agreement. Only set-asides approved 

through the grant process can be entered into PELICAN CCW. 

 

To set up a set-aside program: 

 

1. Select Administration from the Main Navigation bar. 

 

2. Select Funds from the Sub-Navigation bar. 

 
 

 

3. Select Funding Streams from the Sub-Navigation bar. 

 

4. Click the Select drop-down box the select Funding Programs from the list. 

 

 
 

5. Click Go. The Funding Program Summary page appears. 

 

http://www.dhs.state.pa.us/ccis/formsandpubs/formsandpubsforccis/grantagreement/index.htm
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6. Click New to create a new funding program or click the funding program hyperlink to 

update a program. The Funding Program Detail page appears. 

 

 
 

7. Click the Funding Source drop-down box and select a funding source from the list. 

 

8. Click the Funding Program drop-down box and select a funding program from the 

list. 

 

Note: The Funding Source and Funding Program drop-down boxes are not available 

in the Update mode. 

 

9. Enter a dollar amount in the Amount field and then click Save. 

 

Note: An error message will be generated if, by adding the new dollar amount, the 

total of all set-aside funding programs exceeds 10% of the source’s Service 

dollars. 

109.6.1.1 Modify Set-Aside Allocation Amount 
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The following are examples of why set-aside allocations may 
be modified:  
 
1. The CCIS Director may decide to increase the set-aside by 

$1,000 when the next teen parent enrollment on the WL 
has a cost of care of $3,000 but only $2,000 are available in 
the teen parent set-aside. 

 
2. The CCIS Director decides that the set-aside allocation is 

too high and will not be fully utilized by the end of the 
fiscal year (FY), so the CCIS Director reduces the allocation 
amount. 

 
The CCIS Director completes the following steps to change the 
set-aside amount: 
 
1. Navigate to the Funding Agency Summary page 

(Administration/Funds/Funding Streams) 
 

2. Click the Select drop-down box the select Funding 
Programs from the list. 

 
3.  Click the “Teen Parent Set-Aside” hyperlink. 
 
4. Change the “Set-Aside Allocation Amount”. 

 
5. Click Save. 

 
NOTE:   The set-aside allocation is limited to 10% of the LI 
allocation amount.  PELICAN CCW will not permit amounts 
greater than 10% of the LI allocation to be entered. 
 
NOTE:    A budget revision is NOT required each time a set-
aside allocation amount changes. The last budget revision for 
the fiscal year must reflect the correct set-aside Service 
amount. 

 
Return to Table of Contents 

 

See Manual Section 109.11.3.4 – Questions – Manual Section 

109.6.1 – Set-asides 
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109.6.2 Encumbrances 

 
Encumbrance is the estimated cost of providing care for all enrollments 

calculated through the end of the fiscal year by funding source. The following 

sections provide direction to find the various components that make up 

encumbrance. 

 

Return to Table of Contents  

 

See Manual Section 109.11.3.5 – Questions – Manual Section 109.6.2 – 

Encumbrances 

 

 

109.6.2.1 Allocations 

 

Allocation is the amount of money set up to pay for the costs of 

providing subsidized childcare to a population. Each funding source 

is allocated an amount of money from which to pay the CCIS for 

Service and FSS.  

 

Note: The allocation amount is the potential maximum a CCIS may 

be paid for Service or FSS. Allocation is NOT the same as 

Revenues. The Revenue amount may be any amount up to, but not 

to exceed the Allocation amount.  

 

To view a CCIS’s Service and FSS allocations: 

 

1. Select Administration from the Main Navigation bar. 

 

2. Select Funds from the Sub-Navigation bar. 

 

3. Select Allocations from the Sub-Navigation bar to view the 

Funding Allocation Summary page. 
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4. Select an Office from the CCIS drop-down box.  

 

Note: To view more than one CCIS, Click the CCIS drop-

down box, hold the CTRL button on the keyboard, and select 

additional CCISs. 

 

5. Select a funding source from the Source drop-down box. 

 

6. Select a fiscal year from the FY drop-down box. Click Go 

 

Note: The current year is the default year. To view other fiscal 

years, select the fiscal year from the FY drop-down box. 

 

7. The Funding Allocation Summary page lists the Service and 

FSS allocation for the CCIS. 

 

 

 
 

8. To view the cost functions, Select the radio button by a funding 

source and click Edit Cost Functions. 

 

9. The Cost Function Summary page is displayed. 
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 The Fund, Cost Center, General Ledger and Internal Order 

numbers are used by SAP. 

 

 Federal funds will have a CFDA Number. 

 

 The Line Item Number is used by SAP. 

 

 The Amount is the total amount allocated to the SAP line. 

 

Note: The amount allocated is for both Service and FSS 

 

 The Available Balance is the amount available to be spent 

in the SAP line. 

 

Note: The total allocation amount for the funding source is 

equal to the sum of the amounts of the SAP lines, as is 

available balance. 

 

Return to Table of Contents 

 

See Manual Section 109.11.3.6 – Questions – Manual Section 

109.6.2.1– Allocations 
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109.6.2.1.1 – Determining Federal Funds 

 

CCISs may be asked by their auditor to determine the amount 

paid to the CCIS with Federal funds.  Federal funds will have a 

CFDA number associated with them. To determine the Federal 

amounts: 

 

1. Navigate to the CCIS Invoice Search page (Payments -- CCIS 

Invoices). 

 

2. Select the desired CCIS and Fiscal Year. 

 

3. Make sure to select the OCYF Authorized Invoices radio 

button. 

 

4. Click Search. 

 

5. Click on the hyperlink for the July invoice and click View 

CCIS Invoice Funding at the bottom of the page. 

 

6. The amounts by CFDA number are on the bottom of the CCIS 

Invoice Funding page. 

 

7. Repeat for all the invoices for the fiscal year. 

 

 Return to Table of Contents 

 

109.6.2.2 Available Funds 

 

Available Funds are those funds not encumbered and thus available 

to provide service. To view Available Funds: 

 

1. Select Administration from the Main Navigation bar. 

 

2. Select Funds from the Sub-Navigation bar. 

 

3. Select Available Funds from the Sub-Navigation bar. 
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4. The Available Funds Summary page is displayed.  

 

 
 

 

5. Select an Office from the CCIS drop-down box. 

 

6. Select a funding source from the Source drop-down box. 

 

Note: If no source is selected, all Funding Sources will be 

displayed. 

 

7. Select a fiscal year from the FY drop-down box. Click Go 

 

Note: The current year is the default year. To view other fiscal 

years, select the fiscal year from the FY drop-down box. 
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Note: The Total Base Available amount displayed on the bottom of 

the page includes the overbooking amount. See Section 109.6.2.3 – 

Overbooking Amounts. 

 

8. Click the Base hyperlink to display the Available Funds Detail 

page. 

 

 
 

Return to Table of Contents 

 

See Manual Section 109.11.3.7 – Questions – Manual Section 

109.6.2.2– Available Funds 

 

 

109.6.2.2.1 Components of the Available Balance Detail Page 

 

1. Current Service Allocation – Contracted Service funds, 

entered into PELICAN CCW by Headquarters. 
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Clicking the hyperlink navigates to the Funding 

Allocation Detail page. 

 

 
 

2. Overbooking Amount – A dollar amount entered into 

PELICAN CCW by the CCIS Director allowing 

enrollment to exceed the Service allocation for a 

given fund. 

 

Note: Overbooking is currently only entered for Low Income. 

 

3. Deductions – A reduction in the funds owed to a provider 

because of the child support paid directly to the 

CCIS or because of CareCheck fees. 

 

 

4. Anticipated Cost of Care – The cost of care for all children 

enrolled for any portion of the fiscal year. This 

amount utilizes all known information including 

schedule and care level changes. Clicking the 

hyperlink navigates to the Anticipated Cost of Care 

page. 
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5. Obligated Funds - The cost of care for children who have a 

status of Pre-Enrolled, Authorized and Suspended. 

These children have pending enrollments. Clicking 

the hyperlink navigates to the Obligated Funds 

Summary page. 

 

 
 



FUNDS MANAGEMENT 

Page 17 of 56 

 

6. Keystone STARS Quality Add-On –Per diem rate added to a 

provider’s Subsidy Payment Rate for all subsidy 

enrollments. This amount is also added for non-

traditional enrollments. 

 

7. Payments – Payments made to providers through the Childcare 

Automated Management Information System 

(CAMIS) This was only used the year a CCIS went 

live in PELICAN CCW. 

 

Return to Table of Contents 

 

See Manual Section 109.11.3.8 – Questions – Manual Section 

109.6.2.2.1– Components of the Available Funds 

Detail Page 

 

 

109.6.2.2.2 Formulas 

 

The formulas below are used for calculating purposes: 

 

1. True Available Funds = Current Service Allocation 

+ Deductions + Overbooking - Anticipated Cost of 

Care - Obligated Funds – Payments 

 

2. Amount Encumbered = Anticipated Cost of Care + 

Obligated Funds + Payments - Deductions 

 

3. Percent Encumbered = Amount 

Encumbered/Current Service Allocation 

 

 

109.6.2.3 Overbooking Amounts 

 

Overbooking is entered in PELICAN CCW by the CCIS Director to 

allow enrollments to exceed the Service allocation for a given fund. 

Overbooking is currently only entered for Low Income because this 

is the only fund that has a Waiting List. 

  

PELICAN CCW uses all known information when calculating the 

encumbrance for a child. Care level changes and school-age 

changes from full-time to part-time or part-time to full-time are 

factored into PELICAN CCW, making the encumbrance 

calculations very accurate. See Manual Section 109.6.2 – 

Encumbrances This reduces the amount needed for 

overencumbering since there is no need to compensate for those 
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factors. PELICAN CCW cannot, however, account for children 

called off the Waiting List (See Manual Section 109.6.3 – Waiting 

List) whose families do not respond or for children who are 

suspended from care. These situations still require the CCIS to 

overencumber in the beginning of a fiscal year in order to spend the 

entire Service allocation. 

 

The maximum amount a CCIS can enter for overbooking is 20% of 

their Low Income Service allocation. Once the encumbered funds 

reach the Service allocation plus the overbooking amount, new 

enrollments will be diverted to the Waiting List. Once one child is 

placed on the Waiting List, all new enrollments are diverted to the 

Waiting List until the list is cleared. 

 

The CCIS Director must manage overbooking levels throughout the 

year and the number should be reduced as the fiscal year 

progresses. 

 

To set up or modify the overbooking amount: 

 

1. Select Administration from the Main Navigation bar. 

 

2. Select Funds from the Sub-Navigation bar. 

 

3. Select Allocations from the Sub-Navigation bar to view the 

Funding Allocation Summary page. 

 

 
 

4. Click the Select drop-down box and select Overbooking 

Summary from the list and click Go to view the Funding Source 

Overbooking Summary page. 
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5. Click New to create an overbooking amount or click the 

Funding Source hyperlink of the funding source to update. The 

Funding Source Overbooking Detail page displays. 

 

 
 

6. Enter a new dollar amount or update the existing amount in the 

Overbooking Amount box and click Save. 

 

Note: If the overbooking amount is lowered, no new 

enrollments can be created until the encumbrance drops 

below the Service allocation and overbooking amount. 

 

Return to Table of Contents 

 

See Manual Section 109.11.3.9 – Questions – Manual Section 

109.6.2.3 – Overbooking Amounts 

 

 

109.6.3 Waiting List 

 
The Waiting List is a list that displays children, who are eligible for Low 

Income subsidized care but who are waiting to receive service due to 

insufficient funding. Children are placed on the Waiting List based on the date 

and time the application is received.  

 
The Waiting List should be reviewed after reviewing Available Funds, 

Overbooking Amount and Obligated Funds. See Manual Section 109.6.2 – 

Encumbrances.  Look at the following based on the circumstances: 
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 If the CCIS has a Waiting List: 

 

o Verify that there are no funds available 

 

o Determine if overbooking is appropriate based on the time of the fiscal 

year and the guidelines provided by HQ. 

 

o Review Obligated Funds to identify any enrollments that have been 

suspended for more than 90 days or 30 days, based on policy. These 

enrollments can be eliminated, cleaning out the Obligated Funds. 

 

 If the CCIS does not have a Waiting List: 

 

o Determine if overbooking is appropriate based on the time of the fiscal 

year and the guidelines provided by HQ. 

 

o Review Obligated Funds to determine if enrollments can be ‘cleaned 

out’. 

 

o Recommend a possible funding adjustment to HQ (i.e. joinder requests 

to move funds from one CCIS for use by a CCIS with a Waiting List 

or move underutilized FSS to Service). 

 

To view the CCIS Waiting List: 

 

1. Select Administration from the Main Navigation bar. 

 

2. Select Funds from the Sub-Navigation bar. 

 

3. From the Funds Home page, select a CCIS from the Office drop-down 

box. Select Low Income (Fund A) from the Funding Source drop-down 

box. 
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Note: Low Income is the only funding source with a Waiting List. 

 

4. The Waitlist page is displayed. If the county is a joinder, select the 

appropriate county in the County drop-down box and click Go. 

 

 
 

Note: If the county/record number is known, a specific child can be 

searched by entering the county/record number in the Co/Rec: box 

and click Go. 

 

 The cost of care on each page of the Waiting List can be calculated by 

selecting the checkbox next to the enrollment and clicking the 

Calculate Cost button on the bottom of the page. 

 

 The CCIS Director can authorize a child by selecting the checkbox 

next to the child and clicking Authorize. This deletes the child’s 

enrollment from the Waiting List. 

 

 The CCIS Director can remove or delete a child by selecting the 

checkbox next to the child and clicking Remove. This deletes the 

child’s enrollment from the Waiting List. 

 

Return to Table of Contents 
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See Manual Section 109.11.3.10 – Questions – Manual Section 109.6.3 – 

Waiting List 

 

 

109.7 FSS BUDGET MAINTENANCE AND MONITORING 

 
The information in this section provides direction on how to set up and maintain FSS 

budgets for Low Income, Former TANF and TANF. 

 

109.7.1 FSS Budget Set-Up 
 

A CCIS is responsible for setting up an FSS budget for Low Income, Former 

TANF and TANF in PELICAN CCW. To set up an FSS budget: 

 

1. Select Administration from the Main Navigation bar. 

 

2. Select Funds from the Sub-Navigation bar. 

 

3. Select Admin/Fam Sup Svcs Budgets from the Funds Sub-Navigation bar. 

 

4. Select the Office and Fiscal Year and click Go. 

 
 

5. Click the Funding Source hyperlink of the administrative budget to add. 
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6. Click New to create an administrative/family support budget.  

 

 
 

7.  

7 Click the Budget Category drop-down box and select a category from the 

list.  

 

 
 

8. Enter the amount for that category in the Budget Amount field.  

 

Note: Agencies can charge a de minimis indirect rate of 10% of the 

modified total direct costs.  The modified total direct cost is Family 

Support Service (FSS) budget excluding equipment.  If the agency 

has a current document showing a different federally negotiated 

indirect cost rate for indirect, this rate must be used and a copy of 
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the document must be included with the budget.  Any agency that 

requests more than the de minimis indirect rate must provide 

justification for the indirect amount and get approval from OCDEL. 

 

Note: Up to 1% of the Service budget may be allocated to Uncollected 

Overpayments on the FSS budget. 

 

9. Click Save. 

 

Note: The above process will be used when a CCIS has to set up a new 

budget line anytime during the fiscal year. 

 
 

 
Return to Table of Contents 

 

See Manual Section 109.11.3.11 – Questions – Manual Section 109.7.1 – FSS 

Budget Set-Up 
 

 

109.7.2 FSS Budget Updates 

 
A CCIS is responsible for updating the FSS Budgets with the monthly 

expenses. Expenditures must be reported in PELICAN CCW by the 20
th

 of the 

month following the reporting month. For example, May’s expenditures are 

due by June 20
th

. To update an FSS budget: 

 

1. Follow Steps 1-4 from above section. See Manual Section 109.7.1 – FSS 

Budget Set-Up. 

 

2. Click the Funding Source hyperlink of the administrative budget to 

update. 
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3. Click Expenditures to add monthly amounts. 

 
 

 

4. Click the month drop-down box and select the appropriate month. 

 

5. Click Go. 

 

6. Enter the amount for each category. 

 
 

7. Click Save. 
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Note: 1/12
th

 expenditures should be entered for only those costs that do 

not occur monthly and for contracted annual services (e.g. audit, 

insurance, maintenance/cleaning contracts).  

 

Note: Do not enter FSS expenditures into PELICAN CCW before the 

reporting month ends (i.e. the earliest September’s FSS 

expenditures should be entered is October 1
st
).  

 

Return to Table of Contents 

 

See Manual Section 109.11.3.12 – Questions – Manual Section 109.7.2 – FSS 

Budget Updates 
 

 

 

 

 

 

109.7.3 FSS Budget Modification 
 

 

The CCIS is responsible for modifying the FSS budgets if/when money is 

transferred between budget categories. For example, if money is moved from 

Telephone to Postage. To modify an FSS budget: 

 

1. Follow Steps 1-4 from above section. See Manual Section 109.7.1 – FSS 

Budget Set-Up. 

 

 

2. Click the Funding Source hyperlink of the administrative budget to 

modify. 
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3. Click Transfers. 

 

 
 

4. Enter the amount to be transferred. 

 

5. Click the Transferred From Budget Category drop-down box and select 

the category from which to transfer dollars. 

 

6. Click the Transferred To Budget Category drop-down box and select the 

category to which to transfer dollars. 

 

7. Click Save. 

 

  

 

NOTE: The budget amount reported in each FSS budget category should 

reflect the amount of the grant or the most recent budget revision. 

See Manual 108 – Budget Revisions. 

 

Return to Table of Contents 

 

See Manual Section 109.11.3.13 – Questions – Manual Section 109.7.3 – FSS 

Budget Modifications 
 

 

http://www.dhs.state.pa.us/ccis/polproceduremanual/index.htm
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109.8 FSS EXPENDITURE RECONCILIATION AND LOCK 

  
PELICAN CCW determines FSS payment amounts on the CCIS invoice by 

incorporating reconciliations of the base payments to actual FSS expenditures. 

See Manual 110 – CCIS Invoices/Payments 

 

 The CCIS will receive the base payment amount determined by HQ as 

FSS dollars for the first three months of Fiscal Year (July-September). 

 

  For the rest of the 9 months, the CCIS will receive the base payment 

amount plus any reconciliation based on actual dollars reported from three 

months prior. For e.g., on September 24
th

, the invoice generated for 

October, will have the base payment amount plus the reconciliation 

amount based on July actual dollars.  

 

 The FSS expenditure screen is locked after each fiscal quarter. For 

example, on or around November 24
th

, the invoice generated for 

December will have the base payment amount plus the reconciliation 

amount based on July, August, and September actual expenditures. At this 

point, the FSS screens will be locked for the months of July, August, and 

September (First quarter). This process of locking down the administrative 

screens will be the same for all four quarters as mentioned above for 

quarter one.  

 

 The date of the FSS lock is the same date as the CCIS invoice generation 

date. For example, if CCIS invoices are generated on February 19, the FSS 

screens will be locked on February 19 for October, November and 

December FSS expenditures. 

 

 The FSS payments issued to the CCIS cannot exceed the allocation 

amount. 

 

Return to Table of Contents 

 

See Manual Section 109.11.3.14 – Questions – Manual Section 109.8 – FSS 

Expenditure Reconciliation and Lock 

 

 

 

 

 

 

 

 

http://www.dhs.state.pa.us/ccis/polproceduremanual/index.htm
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109.8.1 FSS Expenditures Lock Schedule 

 

Service Month 

FSS Expenditure 

Lock Month: 

July November  

August November  

September November  

October February  

November February  

December February  

January May 

February May 

March May 

April August 

May August 

June August 

 

Return to Table of Contents 

 

See Manual Section 109.11.3.15 – Questions – Manual Section 109.8.1 – FSS 

Expenditure Lock Schedule 

 

109.8.2 Changing Prior Month Expenditures 

    
 Prior month expenditures can be changed when necessary until the 

expenditure lock. 

 

 If the prior month expenditure was misreported or needs to be changed 

after the expenditure lock, the CCIS should carryover the difference to the 

next reporting month. 

 

Example: The CCIS entered $100 in July for telephone expenditures. On 

January 15th, the CCIS learned the actual July telephone bill was $80. 

Instead of updating July’s amount, the CCIS should reduce December’s 

telephone expenditure by $20. 

 

Recommended method to report prior month changes: 

Month July December 

Telephone $100 
Expenditure 

less $20 

 

 If needed, the FSS expenditures can be a negative amount. 
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 The Family Support Service Expenditures in PELICAN CCW do not need 

to match the general ledger on a monthly basis. 

 

Note: August 24 is the final lock for the fiscal year. All expenses must be 

entered prior to this date. Any expenses not entered by this date will 

have to be entered in July of the new fiscal year. 

 

 

Return to Table of Contents 

 

See Manual Section 109.11.3.16 – Questions – Manual Section 109.8.2 – Changing 

Prior Month Expenditure 

 

 

109.9  SHIFTING FUNDS BETWEEN SERVICE AND FSS 

 
Funds may be shifted from FSS to Service with prior HQ approval. HQ may direct a 

CCIS to shift funds from Service to FSS.  See Manual 108 – Budget Revisions, 

Manual Section 108.7 – CCIS-Initiated Budget Revisions  

 

To determine if Administrative funds are available to shift and to shift funds 

between FSS and Service, follow these steps: 

 

1. Select Administration from the Main Navigation bar. 

 

2. Select Funds from the Sub-Navigation bar. 

 

3. Select Allocations from the Sub-Navigation bar to view the Funding Allocation 

Summary page. 

 

 
 

4. Select an Office from the CCIS drop-down box.  

 

http://www.dhs.state.pa.us/ccis/polproceduremanual/index.htm
http://www.dhs.state.pa.us/ccis/polproceduremanual/index.htm
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Note: To view more than one CCIS, Click the CCIS drop-down box, hold the 

CTRL button on the keyboard, and select additional CCISs. 

 

5. Select a funding source from the Source drop-down box. 

 

6. Select a fiscal year from the FY drop-down box. Click Go 

 

7. The current year is the default year. To view other fiscal years, select the fiscal year 

from the FY drop-down box. 

 

8. The Funding Allocation Summary page lists the Service and FSS allocation for the 

CCIS. 

 
9. Click the hyperlink of the Funding Source where funds are to be shifted. The 

Funding Allocation Detail page is displayed. 

 

 
 

10. To determine the funds available to be shifted from FSS to Service subtract the 

FSS Payment year to date from the FSS allocation. [Example: $1,700,809 (FSS 
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allocation is highlighted in blue) = $1,696,674.33 (FSS payment YTD is 

highlighted in pink) = $4,134.67. There is $4,134.67 available to shift from FSS 

to Service in Low Income.] 

 

Note: Funds can only be shifted within a Funding Source. 

 

11. Submit a budget revision detailing the shift. See Manual 108 – Budget 

Revisions, Manual Section 108.7 – CCIS-Initiated Budget Revisions  

 

12. HQ will approve the budget revision and shift the funds once the signed revision 

is received. 

 

Note: Low Income and Former TANF shifts can be accomplished with the 

above steps. TANF shifts must use the process detailed in Manual Section 

109.9.1 – Shifting Funds in TANF. 

 

Return to Table of Contents 

  

See Manual Section 109.11.3.17 – Questions – Manual Section 109.9 – Shifting Funds 

Between Service and FSS 

 

 

109.9.1 Shifting Funds in TANF 

Low Income and Former TANF each have their own budget revision; 

however, the TANF budget revision encompasses seven funding sources. 

These funding sources are TANF Training, TANF Work Support (WS)-

Training, TANF Working, TANF Work Support (WS)-Working, State 

Maintenance of Effort (MOE), Food Stamps and General Assistance/Work 

Support 2 (GA/WS2). Therefore, each of the TANF funding sources must 

be examined before the amount available to be shifted from FSS to Service 

can be determined. 

 

Note: GA/WS2 does not need to be examined because it does not contain 

any FSS dollars. 

 

Follow these steps to have TANF funds shifted between FSS and Service: 

 

1. See Manual Section 109.9 – Shifting Funds Between Service and FSS 

and follow Steps 1-9. 

 

2. Click the hyperlink for TANF Training. Determine the funds in TANF 

Training FSS available to be shifted to Service. Example: $156,961.17 

- $154,733.95 = $2,227.22 available in TANF Training FSS to shift to 

Service. 

 

http://www.dhs.state.pa.us/ccis/polproceduremanual/index.htm
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3. Repeat Step 2 for all the other TANF funding sources (TANF WS-

Training, TANF Working, TANF WS-Working, State MOE and Food 

Stamps). 
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Example: TANF WS-Training FSS available to shift: $8,393.39 - 

$7,149.84 = $1,243.55; TANF Working FSS available to shift: 

$ 64,193.88 - $ 54,577.96 =   $9,615.92; TANF WS-Working 

FSS available to shift: $ 5,388.35 - $ 3,886.91 = $1501.44; 

State MOE FSS available to shift: $23,781.27 - $23,781.27 = 

$0; Food Stamps FSS available to shift: $24,558.43 -$23,615.59 

= $ 942.84. 

 

4. Add all the TANF FSS available balances to determine the total FSS 

amount that is available to be shifted from FSS to Service. Example: 

$2,227.22 (Training) + $1,243.55 (WS-Training) + $9,615.92 

(Working) + $1501.44 (WS-Working) + $0 (State MOE) + $ 942.84 

(Food Stamps) = $15,530.97 Total TANF FSS available to be shifted 

from FSS to Service. 

 

5. Submit a budget revision detailing the shift. See Manual 108 – Budget 

Revisions, Manual Section 108.7 – CCIS-Initiated Budget Revisions  

 

6. HQ will approve the budget revisions and shift the funds. 

http://www.dhs.state.pa.us/ccis/polproceduremanual/index.htm
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Return to Table of Contents 

  

See Manual Section 109.11.3.18 – Questions – Manual Section 109.9.1 – 

Shifting Funds in TANF 
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109.10 UPDATED INFORMATION & ADDITIONAL RESOURCES 

 
This section contains a listing of updated information distributed following 

issuance of this manual section via Announcements, Updates and Communiqués, 

as well as additional resources available to the CCIS. 

 

109.10.1  Announcements 

 

DATE ISSUED ANNOUNCEMENT NUMBER TITLE 

   

   

   

   

   

   

   

   

 

 
Return to Table of Contents 
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109.10.2 Updates 

 
DATE 

ISSUED 

UPDATE 

NUMBER 
TITLE 

   

   

   

   

   

   

   

   

   

   

   

 

 
Return to Table of Contents 
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109.10.3 Communiqués 

 

DATE 

ISSUED 

COMMUNIQUE 

NUMBER 
TITLE 

   

   

   

   

   

   

   

   

   

   

   

 

 
Return to Table of Contents 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



FUNDS MANAGEMENT 

Page 39 of 56 

 

 

109.10.4 Additional Resources 

 

DATE 

ISSUED 

REFERENCE 

NUMBER 
TITLE 

   

   

   

   

   

   

   

   

   

   

   

 

 
Return to Table of Contents 
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109.11 TRAINING GUIDE 
 

This section contains information pertinent to training the Funds Management 

Section. The following subsections contain the goals and objectives of the manual 

section, as well as helpful question and answer checkpoints. 

 

 

109.11.1 Goals 
 

The information in this section contains the goals with regard to understanding 

Funds Management. 

 

The following are the goals of this manual section: 

 
1. To monitor and maintain the Service allocation by setting up and 

maintaining set-asides and overbookings; by monitoring encumbrances; 

and monitoring the Waiting List. 
 

2. To correctly set up, update and monitor the FSS budgets. 
 

Return to Manual Section 109.3 – Goals & Objectives 

 

109.11.2 Objectives 
  

The information in this section contains the goals with regard to understanding 

Funds Management. 

 

The following are the objectives of this manual section: 

 

1. To understand OCDEL’s responsibilities regarding Funds Management. 
 

2. To understand the CCIS’s responsibilities regarding Funds Management. 

 

3. To understand how to set up and maintain a set-aside for a Service 

allocation. 

 

4. To understand how to monitor encumbrance. 

 

5. To understand the different components of encumbrance. 

 

6. To understand how to monitor the Waiting List. 
 

7. To understand how to set up an FSS budget. 
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8. To understand how to update an FSS budget. 

 

9. To understand how to transfer money between budget categories on an 

FSS budget. 

 

10. To understand the FSS Expenditure Reconciliation lock. 

 

11. To understand how to change prior month expenditures on an FSS budget. 

 

12. To understand how to determine the amount of FSS that is available to be 

shifted to Service. 

 

Return to Manual Section 109.3 – Goals & Objectives 

 

Return to Manual Section 109.4 - OCDEL Responsibilities 

 

Return to Manual Section 109.5 - CCIS Responsibilities 

 

Return to Manual Section 109.6 – Service Budget Maintenance and Monitoring 

 

Return to Manual Section 109.6.1 - Set-asides 

 

Return to Manual Section 109.6.2 – Encumbrances 

 

Return to Manual Section 109.6.2.2.1 – Components of the Available Balance 

Detail Page 

 

Return to Manual Section 109.6.3 – Waiting List 

 

Return to Manual Section 109.7 – FSS Budget Maintenance and Monitoring 

 

Return to Manual Section 109.7.1 – FSS Budget Set-Up 

 

Return to Manual Section 109.7.2 – FSS Budget Updates 

 

Return to Manual Section 109.7.3 – FSS Budget Modifications 

 

Return to Manual Section 109.8 – FSS Expenditure Reconciliation and Lock 
 

Return to Manual Section 109.8.1 – FSS Expenditure Lock Schedule 

 

Return to Manual Section 109.8.2 – Changing Prior Month Expenditures 

 

Return to Manual Section 109.9 – Shifting Funds Between Service and FSS 
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109.11.3 Section Checkpoint Questions 

 
The Policy and Operations Divisions of the Bureau of Subsidized Child 

Care Services developed the following questions as a checkpoint to ensure 

comprehension of the information presented within this section. Upon 

review of the information within this section, CCIS staff should be able to 

answer all of the questions listed below. 

 

109.11.3.1 Questions – Manual Section 109.1 – General Policy 

 

1. TRUE OR FALSE. As part of the Grant Agreement, CCISs 

are required to prepare budgets to help administrate the grant 

amounts used to operate the CCIS and provide service. 

 

Return to Table of Contents 

 

Return to Manual Section 109.1 – General Policy 

 

See Answers 

 

109.11.3.2 Questions – Manual Section 109.4 – OCDEL Responsibilities 

 

2. The initial FSS base payment amount is usually what 

percentage of the FSS allocation? 

 

a. 1/10 

 

b.1/12 

 

c. It depends on the budget category. 

 

Return to Table of Contents 

 

Return to Manual Section 109.4 – OCDEL Responsibilities 

 

See Answers 

 

109.11.3.3 Questions – Manual Section 109.5 – CCIS Responsibilities 

 

3. TRUE OR FALSE. HQ is responsible to set any 

overbooking amounts in Low Income. 

 
4. The CCIS is responsible for all of the following except: 

a. Setting up Funding Program set-asides. 
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b. Reviewing Low Income Waiting Lists. 

 

c. Monitoring Service expenditures to determine the timing 

and amount of any funding adjustments required. 

 

d. Setting up an FSS budget for Low Income, Former TANF 

and TANF in PELICAN CCW. 

  

Return to Table of Contents 

 

Return to Manual Section 109.5 – CCIS Responsibilities 

 

See Answers 

 

109.11.3.4 Questions – Manual Section 109.6.1 – Set-asides 

 

5. TRUE OR FALSE. An error message will be generated if, by 

adding the new dollar amount, the total of all set-aside 

funding programs exceeds 10% of the source’s Service 

dollars. 

 

Return to Table of Contents 

 

Return to Manual Section 109.6.1 – Set-asides 

 

See Answers 

 

109.11.3.5 Questions - Manual Section 109.6.2 – Encumbrances 

 

6. TRUE OR FALSE. Encumbrance is the estimated cost of 

providing care for all enrollments calculated through the end 

of the fiscal year by funding source. 

 

Return to Table of Contents 

 

Return to Manual Section 109.6.2 – Encumbrances 

 

See Answers 

 

 

109.11.3.6 Questions - Manual Section 109.6.2.1 – Allocations 

 

7. TRUE OR FALSE. Allocation is the same as Revenues. 
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8. From the Funding Allocation Summary page, a CCIS can 

view: 

 

a.  The Service allocation. 

 

b. The FSS allocation. 

 

c.  The cost functions. 

 

d. All of the above. 

 

Return to Table of Contents 

 

Return to Manual Section 109.6.2.1 – Allocations 

 

See Answers 

 

109.11.3.7 Questions - Manual Section 109.6.2.2 – Available Funds 

 

9. TRUE OR FALSE. Select Reports from the Main Navigation 

bar to view Available Funds. 

 

10. TRUE OR FALSE. The Total Base Available amount 

displayed on the bottom of the Available Funds Summary 

page includes the overbooking amount. 

 

Return to Table of Contents 

 

Return to Manual Section 109.6.2.2 – Available Funds 

 

See Answers 

 

 

109.11.3.8 Questions - Manual Section 109.6.2.2.1 – Components of the 

Available Balance Detail Page 

 

11. The cost of care for children who have a status of Pre-

Enrolled, Authorized and Suspended is the 

 

a.  Anticipated Cost of Care. 

 

b. Obligated Funds. 

 

c.  Overbooking Amount. 
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d. Deductions. 

 

12. TRUE OR FALSE. Overbooking is currently only entered for 

Low Income. 

 

Return to Table of Contents 

 

Return to Manual Section 109.6.2.2.1 – Components of the 

Available Balance Detail Page 

 

See Answers 

 

109.11.3.9 Questions - Manual Section 109.6.2.3 – Overbooking Amounts 

 

13. The maximum amount of their Low Income Service 

allocation that a CCIS can enter for overbooking is: 

 

a. 10%. 

 

b. 15%. 

 

c. 20%. 

 

d. 25%. 

 

14. TRUE OR FALSE. Once the encumbered funds reach the 

Service allocation plus the overbooking amount, new 

enrollments will be diverted to the Waiting List.  

 

15. TRUE OR FALSE. Overbookings should be managed 

throughout the year and the number should be reduced as the 

fiscal year progresses. 

 

Return to Table of Contents 

 

Return to Manual Section 109.6.2.3 – Overbooking Amounts 

 

See Answers 

 

109.11.3.10 Questions - Manual Section 109.6.3 – Waiting List 

 

16. Which steps should be taken if a CCIS has a Waiting List? 

 

a.  Verify that there are no funds available; determine if 

overbooking is appropriate based on the time of the fiscal 
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year and the guidelines provided by HQ; review obligated 

funds to determine if enrollments can be ‘cleaned out’. 

 

b. Determine if overbooking is appropriate based on the time 

of the fiscal year and the guidelines provided by HQ; 

review obligated funds to determine if enrollments can be 

‘cleaned out’; recommend a possible funding adjustment 

to HQ (i.e. move funds from one CCIS for use by a CCIS 

with a Waiting List. 

 

17. TRUE OR FALSE. When a child is authorized off the 

Waiting List, the Remove button must be clicked to remove 

the child from the list. 

 

Return to Table of Contents 

 

Return to Manual Section 109.6.3 – Waiting List 

 

See Answers 

 

109.11.3.11 Questions - Manual Section 109.7.1 – FSS Budget Set-Up 

 

18. TRUE OR FALSE. To navigate to the Administration/Family 

Support Budget pages in CCW, select Payments from the 

Main Navigation bar. 

 

19. Up to what percentage of the Service budget may be 

allocated to Uncollected Payments on the FSS budget? 

 

a. 1% 

 

b.2% 

 

c. 10% 

 

d.Uncollected Payments is not an FSS budget category. 

 

Return to Table of Contents 

 

Return to Manual Section 109.7.1 – FSS Budget Set-Up 

 

See Answers 

 

109.11.3.12 Questions - Manual Section 109.7.2 – FSS Budget Updates 
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20. Expenditures must be reported in PELICAN CCW by what 

date? 

 

a. By the 20
th

 of the month following the reporting period. 

 

b.By the 20
th

 of the month preceding the reporting period. 

 

Return to Table of Contents 

 

Return to Manual Section 109.7.2 – FSS Budget Updates 

 

See Answers 

 

109.11.3.13 Questions - Manual Section 109.7.3 – FSS Budget 

Modifications 

 

21. TRUE OR FALSE. The budget amount reported in each 

budget category should reflect the amount of the grant or the 

most recent budget revision. 

 

Return to Table of Contents 

 

Return to Manual Section 109.7.3 – FSS Budget Modifications 

 

See Answers 

 

 

109.11.3.14 Questions – Manual Section 109.8 – FSS Expenditure  

Reconciliation and Lock 

 

22. TRUE OR FALSE. PELICAN CCW determines FSS 

payment amounts on the CCIS invoice by incorporating 

reconciliations of the base payments to actual FSS 

expenditures. 
 
23. TRUE OR FALSE. The FSS expenditures screens will be 

locked halfway through the fiscal year. 
 

Return to Table of Contents 

 

Return to Manual Section 109.8 – FSS Expenditures 

Reconciliation and Lock 
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See Answers 

 
109.11.3.15 Questions – Manual Section 109.8.1 – FSS Expenditure Lock 

Schedule 

 

24. FSS expenditure screens from which months will be 

locked in May. 

 

a. July, August, September 

 

b.October, November, December 

 

c. January, February, March 

 

d.April, May, June 

 

Return to Table of Contents 

 

Return to Manual Section 109.8.1 – FSS Expenditure Lock 

Schedule 

 

See Answers 

 

109.11.3.16 Questions – Manual Section 109.8.2 – Changing Prior Month 

Expenditures 

 

25. If a prior month expenditure was misreported or needs to 

be changed after the expenditure lock, the CCIS can: 

 

a. Do nothing. 

 

b.Report to Headquarters to have the expenditure 

corrected. 

 

c. Carryover the difference to the next reporting period. 

 

26. TRUE OR FALSE. If needed, FSS expenditures can be a 

negative amount. 

 

27. TRUE OR FALSE. The FSS expenditures in PELICAN 

CCW do not need to match the general ledger on a 

monthly basis. 

 

Return to Table of Contents 
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Return to Manual Section 109.8.2 – Changing Prior Month 

Expenditures 

 

See Answers 

 

109.11.3.17 Questions – Manual Section 109.9 – Shifting Funds Between 

Service and FSS 

 

28. TRUE OR FALSE. Funds may be shifted between Service 

and FSS without prior HQ approval. 

 

29. TRUE OR FALSE. The funds available in FSS must be 

determined before funds can be shifted from FSS to 

Service. 

 

Return to Table of Contents 

 

Return to Manual Section 109.9 – Shifting Funds Between 

Service and FSS 

 

See Answers 

 

109.11.3.18 Questions – Manual Section 109.9.1 – Shifting Funds in TANF 

 

30. TRUE OR FALSE. Because the TANF budget contains 

seven funding sources each of the TANF funding sources 

must be examined before the amount available to be 

shifted from FSS to Service can be determined. 

 

31. Which funding source does not have an FSS component? 

 

a. Low Income 

 

b. TANF Work-Support-Working 

 

c. TANF State MOE 

 

d. Food Stamps 

 

e. GA/WS2 

 

f. None. All of the funding sources have an FSS 

component 
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Return to Table of Contents 

 

Return to Manual Section 109.9.1 – Shifting Funds in TANF 

 

See Answers 

 

109.11.4 Section Checkpoint Answers  

 
The Policy and Operations Divisions of the Bureau of Subsidized Child 

Care Services provided the answers to all the questions asked in Manual 

Section 109.7.3 – Section Checkpoint Questions. 

 

109.11.4.1 Answers – Manual Section 109.1 – General Policy 

 

1. TRUE. 

 
Return to Table of Contents  

 

Review Questions Again  

 

Return to Manual Section 109.1 – General Policy  

 

Return to Manual Section 109.4 – OCDEL Responsibilities 

 

109.11.4.2 Answers - Manual Section 109.4 – OCDEL Responsibilities 

 

2. c. – It depends on the budget category. 

 
Return to Table of Contents  

 

Review Questions Again  

 

Return to Manual Section 109.4 – OCDEL Responsibilities 

 

Return to Manual Section 109.5 – CCIS Responsibilities 

 

109.11.4.3 Answers - Manual Section 109.5 – CCIS Responsibilities 

 

3. FALSE. – The CCIS is responsible for setting up an 

overbooking amount in Low Income. 

 

4. c. - Monitoring Service expenditures to determine the timing 

and amount of any funding adjustments required. 

 
Return to Table of Contents  
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Review Questions Again  

 

Return to Manual Section 109.5 – CCIS Responsibilities 

 

Return to Manual Section 109.6.1 – Set-asides 

 

 

109.11.4.4 Answers - Manual Section 109.6.1 – Set-asides 

 

5. TRUE. 

 
Return to Table of Contents  

 

Review Questions Again  

 

Return to Manual Section 109.6.1 – Set-asides 

 

Return to Manual Section 109.6.2 – Encumbrances 

 

109.11.4.5   Answers - Manual Section 109.6.2 – Encumbrances 

 

6. TRUE. 

 
Return to Table of Contents  

 

Review Questions Again  

 

Return to Manual Section 109.6.2 – Encumbrances 

 

Return to Manual Section 109.6.2.1 – Allocations 

 

 

109.11.4.6   Answers - Manual Section 109.6.2.1 – Allocations 

 

7. FALSE. - The allocation is the potential maximum a CCIS 

may be paid for Service or FSS. The Revenue amount may 

be any amount up to, but not exceeding the Allocation 

amount. 

 

8. d. – All of the above. 

 
Return to Table of Contents  

 

Review Questions Again  
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Return to Manual Section 109.6.2.1 – Allocations 

 

Return to Manual Section 109.6.2.2 – Available Funds 

 

 

109.11.4.7  Answers - Manual Section 109.6.2.2 – Available Funds 

 

9. FALSE. – Select Administration from the Main Navigation 

bar to view Available Funds. 

 

10. TRUE. 

 
Return to Table of Contents  

 

Review Questions Again  

 

Return to Manual Section 109.6.2.2 – Available Funds 

 

Return to Manual Section 109.6.2.2.1 – Components of the 

Available Balance Detail Page 

 

109.11.4.8  Answers - Manual Section 109.6.2.2.1 – Components of the 

Available Balance Detail Page 

 

11. b. – Obligated Funds. 

 

12. TRUE. 

 
Return to Table of Contents  

 

Review Questions Again  

 

Return to Manual Section 109.6.2.2.1 – Components of the 

Available Balance Detail Page 

 

Return to Manual Section 109.6.2.3 – Overbooking Amounts 

 

109.11.4.9  Answers - Manual Section 109.6.2.3 – Overbooking Amounts 

 

13. c. – 20%. 

 

14. TRUE. 

 

15. TRUE. 
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Return to Table of Contents  

 

Review Questions Again  

 

Return to Manual Section 109.6.2.3 – Overbooking Amounts 

 

Return to Manual Section 109.6.3 – Waiting List 

 

109.11.4.10 Answers - Manual Section 109.6.3 – Waiting List 

 

16. a.- Verify that there are no funds available; determine if 

overbooking is appropriate based on the time of the fiscal year 

and the guidelines provided by HQ; review obligated funds to 

determine if enrollments can be ‘cleaned out’. 

 

17. FALSE. - The CCIS Director can authorize a child by clicking 

Authorize. This authorizes the child for service and takes the 

child off the Waiting List. 

 
Return to Table of Contents  

 

Review Questions Again  
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109.11.4.11 Answers - Manual Section 109.7.1 – FSS Budget Set-Up 

 

18. FALSE. - To navigate to the Administration/Family Support 

Budget pages in CCW, select Administration from the Main 

Navigation bar. 

 

19. a. – 1% 
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109.11.4.12 Answers - Manual Section 109.7.2 – FSS Budget Updates 

 

 

20. a. – By the 20
th

 of the month following the reporting period. 
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109.11.4.13 Answers - Manual Section 109.7.3 – FSS Budget 

Modifications 

 

21. TRUE. 

 
Return to Table of Contents  

 

Review Questions Again  

 

Return to Manual Section 109.7.3 – FSS Budget Modifications 

 

Return to Manual Section 109.8 – FSS Expenditure 

Reconciliation and Lock 

 

109.11.4.14 Answers - Manual Section 109.8 – FSS Expenditure 

Reconciliation and Lock 

 

22. TRUE. 

 

23. FALSE. – The FSS expenditures screen will be locked after 

each fiscal quarter. 
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109.11.4.15 Answers - Manual Section 109.8.1 – FSS Expenditure Lock 

Schedule 

 

24. c. – January, February, March 
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Schedule 
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Expenditures 

 

109.11.4.16 Answers - Manual Section 109.8.2 – Changing Prior Month 

Expenditures 

 

25. c. – Carryover the difference to the next reporting period. 

 

26. TRUE. 

 

27. TRUE. 
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Return to Manual Section 109.9 – Shifting Funds Between 

Service and FSS 

 

109.11.4.17 Answers - Manual Section 109.9 – Shifting Funds Between 

Service and FSS 

 

28. FALSE. - Funds may be shifted between Service and FSS 

with prior HQ approval. 

 

29. TRUE. 
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Return to Manual Section 109.9 – Shifting Funds Between 

Service and FSS 
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109.11.4.18 Answers - Manual Section 109.9.1 – Shifting Funds in TANF 

 

30. TRUE. 

 

31. e. – GA/WS2 
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	109.1 GENERAL POLICY 
	 
	As part of the Child Care Information Services (CCIS) Grant Agreement, CCISs are required to monitor and manage the funds granted to operate the CCIS and provide service. 
	As part of the Child Care Information Services (CCIS) Grant Agreement, CCISs are required to monitor and manage the funds granted to operate the CCIS and provide service. 
	See CCIS Grant Agreement
	See CCIS Grant Agreement

	. The information in this chapter contains direction and procedures concerning the monitoring and maintenance of these grant amounts. 

	 
	Return to Table of Contents
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	Return to Table of Contents

	 

	 
	See Manual Section 109.11.3.1 – Questions – Manual Section 109.1 – General Policy
	See Manual Section 109.11.3.1 – Questions – Manual Section 109.1 – General Policy
	See Manual Section 109.11.3.1 – Questions – Manual Section 109.1 – General Policy

	 

	 
	 
	109.2 DEFINITIONS & ACRONYMS 
	 
	See Manual 101 – Definitions & Acronyms for a complete, alphabetical listing of definitions and an alphabetical table of acronyms.
	See Manual 101 – Definitions & Acronyms for a complete, alphabetical listing of definitions and an alphabetical table of acronyms.
	See Manual 101 – Definitions & Acronyms for a complete, alphabetical listing of definitions and an alphabetical table of acronyms.

	 

	 
	Return to Table of Contents
	Return to Table of Contents
	Return to Table of Contents

	 

	 
	 
	109.3 GOALS & OBJECTIVES 
	 
	See Manual Section 109.11.1 – Goals
	See Manual Section 109.11.1 – Goals
	See Manual Section 109.11.1 – Goals

	 and 
	Manual Section 109.11.2 – Objectives
	Manual Section 109.11.2 – Objectives
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	109.4 OCDEL RESPONSIBILITIES 
	 
	The following establishes the responsibilities of the Office of Child Development and Early Learning (OCDEL). 
	 
	OCDEL will be responsible for supporting the CCIS agency efforts through the following activities: 
	 
	1. Setting up the initial Service and Administration/Family Support Services (FSS) allocation amounts at the start of each fiscal year. 
	1. Setting up the initial Service and Administration/Family Support Services (FSS) allocation amounts at the start of each fiscal year. 
	1. Setting up the initial Service and Administration/Family Support Services (FSS) allocation amounts at the start of each fiscal year. 


	 
	2. Monitoring Service expenditures to determine the timing and amount of any funding adjustments required.  
	2. Monitoring Service expenditures to determine the timing and amount of any funding adjustments required.  
	2. Monitoring Service expenditures to determine the timing and amount of any funding adjustments required.  


	See Manual 108 – Budget Revisions, Section 108.4 – OCDEL Responsibilities
	See Manual 108 – Budget Revisions, Section 108.4 – OCDEL Responsibilities
	See Manual 108 – Budget Revisions, Section 108.4 – OCDEL Responsibilities

	. 

	 
	3. Setting up a FSS Base Payment Amount for each funding source. The base payment amount is determined by OCDEL as a portion of the total FSS amount by funding source.  
	3. Setting up a FSS Base Payment Amount for each funding source. The base payment amount is determined by OCDEL as a portion of the total FSS amount by funding source.  
	3. Setting up a FSS Base Payment Amount for each funding source. The base payment amount is determined by OCDEL as a portion of the total FSS amount by funding source.  


	 
	4. Recalculating the Base Payment Amount for the remaining months of the Fiscal Year when an increase or decrease in the FSS allocation occurs. 
	4. Recalculating the Base Payment Amount for the remaining months of the Fiscal Year when an increase or decrease in the FSS allocation occurs. 
	4. Recalculating the Base Payment Amount for the remaining months of the Fiscal Year when an increase or decrease in the FSS allocation occurs. 


	 
	5. Authorizing the CCIS invoices to determine the amount of FSS paid to each CCIS. 
	5. Authorizing the CCIS invoices to determine the amount of FSS paid to each CCIS. 
	5. Authorizing the CCIS invoices to determine the amount of FSS paid to each CCIS. 
	5. Authorizing the CCIS invoices to determine the amount of FSS paid to each CCIS. 
	See Manual 110 – CCIS Invoice/Payment
	See Manual 110 – CCIS Invoice/Payment

	. 



	 
	6. Providing the information needed to do revisions to the Service and FSS budgets. 
	6. Providing the information needed to do revisions to the Service and FSS budgets. 
	6. Providing the information needed to do revisions to the Service and FSS budgets. 
	6. Providing the information needed to do revisions to the Service and FSS budgets. 
	See Manual 108 – Budget Revisions, Section 108.4 – OCDEL Responsibilities.
	See Manual 108 – Budget Revisions, Section 108.4 – OCDEL Responsibilities.
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	See Manual Section 109.11.3.2 – Questions – Manual Section 109.4 – OCDEL Responsibilities
	See Manual Section 109.11.3.2 – Questions – Manual Section 109.4 – OCDEL Responsibilities
	See Manual Section 109.11.3.2 – Questions – Manual Section 109.4 – OCDEL Responsibilities

	 

	 
	 
	109.5 CCIS RESPONSIBILITIES 
	 
	The following establishes the responsibilities of the CCIS. 
	 
	The CCIS will: 
	 
	1. Set up Funding Program set-asides. 
	1. Set up Funding Program set-asides. 
	1. Set up Funding Program set-asides. 


	 
	2. Monitor the Service encumbrance levels by reviewing allocations, available funds, obligated funds and overbooking amounts. 
	2. Monitor the Service encumbrance levels by reviewing allocations, available funds, obligated funds and overbooking amounts. 
	2. Monitor the Service encumbrance levels by reviewing allocations, available funds, obligated funds and overbooking amounts. 


	 
	3. Set up and modify overbooking amounts in Low Income, as needed. 
	3. Set up and modify overbooking amounts in Low Income, as needed. 
	3. Set up and modify overbooking amounts in Low Income, as needed. 


	 
	4. Review Low Income Waiting Lists. 
	4. Review Low Income Waiting Lists. 
	4. Review Low Income Waiting Lists. 


	 
	5. Set up an FSS budget for Low Income, Former Temporary Assistance to Needy Families (TANF) and TANF in PELICAN Child Care Works (PELICAN CCW).  
	5. Set up an FSS budget for Low Income, Former Temporary Assistance to Needy Families (TANF) and TANF in PELICAN Child Care Works (PELICAN CCW).  
	5. Set up an FSS budget for Low Income, Former Temporary Assistance to Needy Families (TANF) and TANF in PELICAN Child Care Works (PELICAN CCW).  


	 
	6. Update the FSS Budgets with the monthly expenses.  
	6. Update the FSS Budgets with the monthly expenses.  
	6. Update the FSS Budgets with the monthly expenses.  


	 
	7. Modify the FSS budgets if/when money is transferred between budget categories.  
	7. Modify the FSS budgets if/when money is transferred between budget categories.  
	7. Modify the FSS budgets if/when money is transferred between budget categories.  


	 
	8. Request to shift funds between Service and FSS, as needed. 
	8. Request to shift funds between Service and FSS, as needed. 
	8. Request to shift funds between Service and FSS, as needed. 
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	See Manual Section 109.11.3.3 – Questions – Manual Section 109.5 – CCIS Responsibilities
	See Manual Section 109.11.3.3 – Questions – Manual Section 109.5 – CCIS Responsibilities
	See Manual Section 109.11.3.3 – Questions – Manual Section 109.5 – CCIS Responsibilities

	 

	 
	 
	 
	109.6 SERVICE BUDGET MAINTENANCE AND MONITORING 
	 
	The information in this section provides direction on how to monitor and maintain the Service allocations for all the funding sources. 
	 
	109.6.1 Set-asides 
	 
	In PELICAN CCW, Low Income-Regular is set up by Headquarters (HQ). The regular program cannot be updated. Set-aside funding can be added and updated if it has been approved in the CCIS grant. 
	In PELICAN CCW, Low Income-Regular is set up by Headquarters (HQ). The regular program cannot be updated. Set-aside funding can be added and updated if it has been approved in the CCIS grant. 
	See CCIS Grant Agreement
	See CCIS Grant Agreement

	. Only set-asides approved through the grant process can be entered into PELICAN CCW. 

	 
	To set up a set-aside program: 
	 
	1. Select Administration from the Main Navigation bar. 
	1. Select Administration from the Main Navigation bar. 
	1. Select Administration from the Main Navigation bar. 


	 
	2. Select Funds from the Sub-Navigation bar. 
	2. Select Funds from the Sub-Navigation bar. 
	2. Select Funds from the Sub-Navigation bar. 
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	3. Select Funding Streams from the Sub-Navigation bar. 
	3. Select Funding Streams from the Sub-Navigation bar. 
	3. Select Funding Streams from the Sub-Navigation bar. 


	 
	4. Click the Select drop-down box the select Funding Programs from the list. 
	4. Click the Select drop-down box the select Funding Programs from the list. 
	4. Click the Select drop-down box the select Funding Programs from the list. 
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	5. Click Go. The Funding Program Summary page appears. 
	5. Click Go. The Funding Program Summary page appears. 
	5. Click Go. The Funding Program Summary page appears. 
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	6. Click New to create a new funding program or click the funding program hyperlink to update a program. The Funding Program Detail page appears. 
	6. Click New to create a new funding program or click the funding program hyperlink to update a program. The Funding Program Detail page appears. 
	6. Click New to create a new funding program or click the funding program hyperlink to update a program. The Funding Program Detail page appears. 
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	7. Click the Funding Source drop-down box and select a funding source from the list. 
	7. Click the Funding Source drop-down box and select a funding source from the list. 
	7. Click the Funding Source drop-down box and select a funding source from the list. 


	 
	8. Click the Funding Program drop-down box and select a funding program from the list. 
	8. Click the Funding Program drop-down box and select a funding program from the list. 
	8. Click the Funding Program drop-down box and select a funding program from the list. 


	 
	Note: The Funding Source and Funding Program drop-down boxes are not available in the Update mode. 
	 
	9. Enter a dollar amount in the Amount field and then click Save. 
	9. Enter a dollar amount in the Amount field and then click Save. 
	9. Enter a dollar amount in the Amount field and then click Save. 


	 
	Note: An error message will be generated if, by adding the new dollar amount, the total of all set-aside funding programs exceeds 10% of the source’s Service dollars. 
	109.6.1.1 Modify Set-Aside Allocation Amount 
	The following are examples of why set-aside allocations may be modified:  
	 
	1. The CCIS Director may decide to increase the set-aside by $1,000 when the next teen parent enrollment on the WL has a cost of care of $3,000 but only $2,000 are available in the teen parent set-aside. 
	1. The CCIS Director may decide to increase the set-aside by $1,000 when the next teen parent enrollment on the WL has a cost of care of $3,000 but only $2,000 are available in the teen parent set-aside. 
	1. The CCIS Director may decide to increase the set-aside by $1,000 when the next teen parent enrollment on the WL has a cost of care of $3,000 but only $2,000 are available in the teen parent set-aside. 
	1. The CCIS Director may decide to increase the set-aside by $1,000 when the next teen parent enrollment on the WL has a cost of care of $3,000 but only $2,000 are available in the teen parent set-aside. 



	 
	2. The CCIS Director decides that the set-aside allocation is too high and will not be fully utilized by the end of the fiscal year (FY), so the CCIS Director reduces the allocation amount. 
	2. The CCIS Director decides that the set-aside allocation is too high and will not be fully utilized by the end of the fiscal year (FY), so the CCIS Director reduces the allocation amount. 
	2. The CCIS Director decides that the set-aside allocation is too high and will not be fully utilized by the end of the fiscal year (FY), so the CCIS Director reduces the allocation amount. 
	2. The CCIS Director decides that the set-aside allocation is too high and will not be fully utilized by the end of the fiscal year (FY), so the CCIS Director reduces the allocation amount. 



	 
	The CCIS Director completes the following steps to change the set-aside amount: 
	 
	1. Navigate to the Funding Agency Summary page (Administration/Funds/Funding Streams) 
	1. Navigate to the Funding Agency Summary page (Administration/Funds/Funding Streams) 
	1. Navigate to the Funding Agency Summary page (Administration/Funds/Funding Streams) 


	 
	2. Click the Select drop-down box the select Funding Programs from the list. 
	2. Click the Select drop-down box the select Funding Programs from the list. 
	2. Click the Select drop-down box the select Funding Programs from the list. 


	 
	3.  Click the “Teen Parent Set-Aside” hyperlink. 
	3.  Click the “Teen Parent Set-Aside” hyperlink. 
	3.  Click the “Teen Parent Set-Aside” hyperlink. 


	 
	4. Change the “Set-Aside Allocation Amount”. 
	4. Change the “Set-Aside Allocation Amount”. 
	4. Change the “Set-Aside Allocation Amount”. 


	 
	5. Click Save. 
	5. Click Save. 
	5. Click Save. 


	 
	NOTE:   The set-aside allocation is limited to 10% of the LI allocation amount.  PELICAN CCW will not permit amounts greater than 10% of the LI allocation to be entered. 
	 
	NOTE:    A budget revision is NOT required each time a set-aside allocation amount changes. The last budget revision for the fiscal year must reflect the correct set-aside Service amount. 
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	See Manual Section 109.11.3.4 – Questions – Manual Section 109.6.1 – Set-asides

	 

	 
	 
	 
	 
	109.6.2 Encumbrances 
	 
	Encumbrance is the estimated cost of providing care for all enrollments calculated through the end of the fiscal year by funding source. The following sections provide direction to find the various components that make up encumbrance. 
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	See Manual Section 109.11.3.5 – Questions – Manual Section 109.6.2 – Encumbrances
	See Manual Section 109.11.3.5 – Questions – Manual Section 109.6.2 – Encumbrances
	See Manual Section 109.11.3.5 – Questions – Manual Section 109.6.2 – Encumbrances

	 

	 
	 
	109.6.2.1 Allocations 
	 
	Allocation is the amount of money set up to pay for the costs of providing subsidized childcare to a population. Each funding source is allocated an amount of money from which to pay the CCIS for Service and FSS.  
	 
	Note: The allocation amount is the potential maximum a CCIS may be paid for Service or FSS. Allocation is NOT the same as Revenues. The Revenue amount may be any amount up to, but not to exceed the Allocation amount.  
	 
	To view a CCIS’s Service and FSS allocations: 
	 
	1. Select Administration from the Main Navigation bar. 
	1. Select Administration from the Main Navigation bar. 
	1. Select Administration from the Main Navigation bar. 


	 
	2. Select Funds from the Sub-Navigation bar. 
	2. Select Funds from the Sub-Navigation bar. 
	2. Select Funds from the Sub-Navigation bar. 


	 
	3. Select Allocations from the Sub-Navigation bar to view the Funding Allocation Summary page. 
	3. Select Allocations from the Sub-Navigation bar to view the Funding Allocation Summary page. 
	3. Select Allocations from the Sub-Navigation bar to view the Funding Allocation Summary page. 
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	4. Select an Office from the CCIS drop-down box.  
	4. Select an Office from the CCIS drop-down box.  
	4. Select an Office from the CCIS drop-down box.  


	 
	Note: To view more than one CCIS, Click the CCIS drop-down box, hold the CTRL button on the keyboard, and select additional CCISs. 
	 
	5. Select a funding source from the Source drop-down box. 
	5. Select a funding source from the Source drop-down box. 
	5. Select a funding source from the Source drop-down box. 


	 
	6. Select a fiscal year from the FY drop-down box. Click Go 
	6. Select a fiscal year from the FY drop-down box. Click Go 
	6. Select a fiscal year from the FY drop-down box. Click Go 


	 
	Note: The current year is the default year. To view other fiscal years, select the fiscal year from the FY drop-down box. 
	 
	7. The Funding Allocation Summary page lists the Service and FSS allocation for the CCIS. 
	7. The Funding Allocation Summary page lists the Service and FSS allocation for the CCIS. 
	7. The Funding Allocation Summary page lists the Service and FSS allocation for the CCIS. 
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	8. To view the cost functions, Select the radio button by a funding source and click Edit Cost Functions. 
	8. To view the cost functions, Select the radio button by a funding source and click Edit Cost Functions. 
	8. To view the cost functions, Select the radio button by a funding source and click Edit Cost Functions. 


	 
	9. The Cost Function Summary page is displayed. 
	9. The Cost Function Summary page is displayed. 
	9. The Cost Function Summary page is displayed. 
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	 The Fund, Cost Center, General Ledger and Internal Order numbers are used by SAP. 
	 The Fund, Cost Center, General Ledger and Internal Order numbers are used by SAP. 
	 The Fund, Cost Center, General Ledger and Internal Order numbers are used by SAP. 


	 
	 Federal funds will have a CFDA Number. 
	 Federal funds will have a CFDA Number. 
	 Federal funds will have a CFDA Number. 


	 
	 The Line Item Number is used by SAP. 
	 The Line Item Number is used by SAP. 
	 The Line Item Number is used by SAP. 


	 
	 The Amount is the total amount allocated to the SAP line. 
	 The Amount is the total amount allocated to the SAP line. 
	 The Amount is the total amount allocated to the SAP line. 


	 
	Note: The amount allocated is for both Service and FSS 
	 
	 The Available Balance is the amount available to be spent in the SAP line. 
	 The Available Balance is the amount available to be spent in the SAP line. 
	 The Available Balance is the amount available to be spent in the SAP line. 


	 
	Note: The total allocation amount for the funding source is equal to the sum of the amounts of the SAP lines, as is available balance. 
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	109.6.2.1.1 – Determining Federal Funds 
	 
	CCISs may be asked by their auditor to determine the amount paid to the CCIS with Federal funds.  Federal funds will have a CFDA number associated with them. To determine the Federal amounts: 
	 
	1. Navigate to the CCIS Invoice Search page (Payments -- CCIS Invoices). 
	1. Navigate to the CCIS Invoice Search page (Payments -- CCIS Invoices). 
	1. Navigate to the CCIS Invoice Search page (Payments -- CCIS Invoices). 


	 
	2. Select the desired CCIS and Fiscal Year. 
	2. Select the desired CCIS and Fiscal Year. 
	2. Select the desired CCIS and Fiscal Year. 


	 
	3. Make sure to select the OCYF Authorized Invoices radio button. 
	3. Make sure to select the OCYF Authorized Invoices radio button. 
	3. Make sure to select the OCYF Authorized Invoices radio button. 


	 
	4. Click Search. 
	4. Click Search. 
	4. Click Search. 


	 
	5. Click on the hyperlink for the July invoice and click View CCIS Invoice Funding at the bottom of the page. 
	5. Click on the hyperlink for the July invoice and click View CCIS Invoice Funding at the bottom of the page. 
	5. Click on the hyperlink for the July invoice and click View CCIS Invoice Funding at the bottom of the page. 


	 
	6. The amounts by CFDA number are on the bottom of the CCIS Invoice Funding page. 
	6. The amounts by CFDA number are on the bottom of the CCIS Invoice Funding page. 
	6. The amounts by CFDA number are on the bottom of the CCIS Invoice Funding page. 


	 
	7. Repeat for all the invoices for the fiscal year. 
	7. Repeat for all the invoices for the fiscal year. 
	7. Repeat for all the invoices for the fiscal year. 
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	109.6.2.2 Available Funds 
	 
	Available Funds are those funds not encumbered and thus available to provide service. To view Available Funds: 
	 
	1. Select Administration from the Main Navigation bar. 
	1. Select Administration from the Main Navigation bar. 
	1. Select Administration from the Main Navigation bar. 


	 
	2. Select Funds from the Sub-Navigation bar. 
	2. Select Funds from the Sub-Navigation bar. 
	2. Select Funds from the Sub-Navigation bar. 


	 
	3. Select Available Funds from the Sub-Navigation bar. 
	3. Select Available Funds from the Sub-Navigation bar. 
	3. Select Available Funds from the Sub-Navigation bar. 
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	4. The Available Funds Summary page is displayed.  
	4. The Available Funds Summary page is displayed.  
	4. The Available Funds Summary page is displayed.  
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	5. Select an Office from the CCIS drop-down box. 
	5. Select an Office from the CCIS drop-down box. 
	5. Select an Office from the CCIS drop-down box. 


	 
	6. Select a funding source from the Source drop-down box. 
	6. Select a funding source from the Source drop-down box. 
	6. Select a funding source from the Source drop-down box. 


	 
	Note: If no source is selected, all Funding Sources will be displayed. 
	 
	7. Select a fiscal year from the FY drop-down box. Click Go 
	7. Select a fiscal year from the FY drop-down box. Click Go 
	7. Select a fiscal year from the FY drop-down box. Click Go 


	 
	Note: The current year is the default year. To view other fiscal years, select the fiscal year from the FY drop-down box. 
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	Note: The Total Base Available amount displayed on the bottom of the page includes the overbooking amount. 
	Note: The Total Base Available amount displayed on the bottom of the page includes the overbooking amount. 
	See Section 109.6.2.3 – Overbooking Amounts.
	See Section 109.6.2.3 – Overbooking Amounts.

	 

	 
	8. Click the Base hyperlink to display the Available Funds Detail page. 
	8. Click the Base hyperlink to display the Available Funds Detail page. 
	8. Click the Base hyperlink to display the Available Funds Detail page. 
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	109.6.2.2.1 Components of the Available Balance Detail Page 
	 
	1. Current Service Allocation – Contracted Service funds, entered into PELICAN CCW by Headquarters. 
	1. Current Service Allocation – Contracted Service funds, entered into PELICAN CCW by Headquarters. 
	1. Current Service Allocation – Contracted Service funds, entered into PELICAN CCW by Headquarters. 


	Clicking the hyperlink navigates to the Funding Allocation Detail page. 
	Clicking the hyperlink navigates to the Funding Allocation Detail page. 
	Clicking the hyperlink navigates to the Funding Allocation Detail page. 
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	2. Overbooking Amount – A dollar amount entered into PELICAN CCW by the CCIS Director allowing enrollment to exceed the Service allocation for a given fund. 
	2. Overbooking Amount – A dollar amount entered into PELICAN CCW by the CCIS Director allowing enrollment to exceed the Service allocation for a given fund. 
	2. Overbooking Amount – A dollar amount entered into PELICAN CCW by the CCIS Director allowing enrollment to exceed the Service allocation for a given fund. 


	 
	Note: Overbooking is currently only entered for Low Income. 
	 
	3. Deductions – A reduction in the funds owed to a provider because of the child support paid directly to the CCIS or because of CareCheck fees. 
	3. Deductions – A reduction in the funds owed to a provider because of the child support paid directly to the CCIS or because of CareCheck fees. 
	3. Deductions – A reduction in the funds owed to a provider because of the child support paid directly to the CCIS or because of CareCheck fees. 


	 
	 
	4. Anticipated Cost of Care – The cost of care for all children enrolled for any portion of the fiscal year. This amount utilizes all known information including schedule and care level changes. Clicking the hyperlink navigates to the Anticipated Cost of Care page. 
	4. Anticipated Cost of Care – The cost of care for all children enrolled for any portion of the fiscal year. This amount utilizes all known information including schedule and care level changes. Clicking the hyperlink navigates to the Anticipated Cost of Care page. 
	4. Anticipated Cost of Care – The cost of care for all children enrolled for any portion of the fiscal year. This amount utilizes all known information including schedule and care level changes. Clicking the hyperlink navigates to the Anticipated Cost of Care page. 
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	5. Obligated Funds - The cost of care for children who have a status of Pre-Enrolled, Authorized and Suspended. These children have pending enrollments. Clicking the hyperlink navigates to the Obligated Funds Summary page. 
	5. Obligated Funds - The cost of care for children who have a status of Pre-Enrolled, Authorized and Suspended. These children have pending enrollments. Clicking the hyperlink navigates to the Obligated Funds Summary page. 
	5. Obligated Funds - The cost of care for children who have a status of Pre-Enrolled, Authorized and Suspended. These children have pending enrollments. Clicking the hyperlink navigates to the Obligated Funds Summary page. 
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	6. Keystone STARS Quality Add-On –Per diem rate added to a provider’s Subsidy Payment Rate for all subsidy enrollments. This amount is also added for non-traditional enrollments. 
	6. Keystone STARS Quality Add-On –Per diem rate added to a provider’s Subsidy Payment Rate for all subsidy enrollments. This amount is also added for non-traditional enrollments. 
	6. Keystone STARS Quality Add-On –Per diem rate added to a provider’s Subsidy Payment Rate for all subsidy enrollments. This amount is also added for non-traditional enrollments. 


	 
	7. Payments – Payments made to providers through the Childcare Automated Management Information System (CAMIS) This was only used the year a CCIS went live in PELICAN CCW. 
	7. Payments – Payments made to providers through the Childcare Automated Management Information System (CAMIS) This was only used the year a CCIS went live in PELICAN CCW. 
	7. Payments – Payments made to providers through the Childcare Automated Management Information System (CAMIS) This was only used the year a CCIS went live in PELICAN CCW. 
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	109.6.2.2.2 Formulas 
	 
	The formulas below are used for calculating purposes: 
	 
	1. True Available Funds = Current Service Allocation + Deductions + Overbooking - Anticipated Cost of Care - Obligated Funds – Payments 
	1. True Available Funds = Current Service Allocation + Deductions + Overbooking - Anticipated Cost of Care - Obligated Funds – Payments 
	1. True Available Funds = Current Service Allocation + Deductions + Overbooking - Anticipated Cost of Care - Obligated Funds – Payments 


	 
	2. Amount Encumbered = Anticipated Cost of Care + Obligated Funds + Payments - Deductions 
	2. Amount Encumbered = Anticipated Cost of Care + Obligated Funds + Payments - Deductions 
	2. Amount Encumbered = Anticipated Cost of Care + Obligated Funds + Payments - Deductions 


	 
	3. Percent Encumbered = Amount Encumbered/Current Service Allocation 
	3. Percent Encumbered = Amount Encumbered/Current Service Allocation 
	3. Percent Encumbered = Amount Encumbered/Current Service Allocation 


	 
	 
	109.6.2.3 Overbooking Amounts 
	 
	Overbooking is entered in PELICAN CCW by the CCIS Director to allow enrollments to exceed the Service allocation for a given fund. Overbooking is currently only entered for Low Income because this is the only fund that has a Waiting List. 
	  
	PELICAN CCW uses all known information when calculating the encumbrance for a child. Care level changes and school-age changes from full-time to part-time or part-time to full-time are factored into PELICAN CCW, making the encumbrance calculations very accurate. 
	PELICAN CCW uses all known information when calculating the encumbrance for a child. Care level changes and school-age changes from full-time to part-time or part-time to full-time are factored into PELICAN CCW, making the encumbrance calculations very accurate. 
	See Manual Section 109.6.2 – Encumbrances
	See Manual Section 109.6.2 – Encumbrances

	 This reduces the amount needed for overencumbering since there is no need to compensate for those 

	factors. PELICAN CCW cannot, however, account for children called off the Waiting List (
	factors. PELICAN CCW cannot, however, account for children called off the Waiting List (
	See Manual Section 109.6.3 – Waiting List
	See Manual Section 109.6.3 – Waiting List

	) whose families do not respond or for children who are suspended from care. These situations still require the CCIS to overencumber in the beginning of a fiscal year in order to spend the entire Service allocation. 

	 
	The maximum amount a CCIS can enter for overbooking is 20% of their Low Income Service allocation. Once the encumbered funds reach the Service allocation plus the overbooking amount, new enrollments will be diverted to the Waiting List. Once one child is placed on the Waiting List, all new enrollments are diverted to the Waiting List until the list is cleared. 
	 
	The CCIS Director must manage overbooking levels throughout the year and the number should be reduced as the fiscal year progresses. 
	 
	To set up or modify the overbooking amount: 
	 
	1. Select Administration from the Main Navigation bar. 
	1. Select Administration from the Main Navigation bar. 
	1. Select Administration from the Main Navigation bar. 


	 
	2. Select Funds from the Sub-Navigation bar. 
	2. Select Funds from the Sub-Navigation bar. 
	2. Select Funds from the Sub-Navigation bar. 


	 
	3. Select Allocations from the Sub-Navigation bar to view the Funding Allocation Summary page. 
	3. Select Allocations from the Sub-Navigation bar to view the Funding Allocation Summary page. 
	3. Select Allocations from the Sub-Navigation bar to view the Funding Allocation Summary page. 


	 
	P
	Span
	 
	InlineShape

	 
	4. Click the Select drop-down box and select Overbooking Summary from the list and click Go to view the Funding Source Overbooking Summary page. 
	4. Click the Select drop-down box and select Overbooking Summary from the list and click Go to view the Funding Source Overbooking Summary page. 
	4. Click the Select drop-down box and select Overbooking Summary from the list and click Go to view the Funding Source Overbooking Summary page. 
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	5. Click New to create an overbooking amount or click the Funding Source hyperlink of the funding source to update. The Funding Source Overbooking Detail page displays. 
	5. Click New to create an overbooking amount or click the Funding Source hyperlink of the funding source to update. The Funding Source Overbooking Detail page displays. 
	5. Click New to create an overbooking amount or click the Funding Source hyperlink of the funding source to update. The Funding Source Overbooking Detail page displays. 
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	6. Enter a new dollar amount or update the existing amount in the Overbooking Amount box and click Save. 
	6. Enter a new dollar amount or update the existing amount in the Overbooking Amount box and click Save. 
	6. Enter a new dollar amount or update the existing amount in the Overbooking Amount box and click Save. 


	 
	Note: If the overbooking amount is lowered, no new enrollments can be created until the encumbrance drops below the Service allocation and overbooking amount. 
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	109.6.3 Waiting List 
	 
	The Waiting List is a list that displays children, who are eligible for Low Income subsidized care but who are waiting to receive service due to insufficient funding. Children are placed on the Waiting List based on the date and time the application is received.  
	 
	The Waiting List should be reviewed after reviewing Available Funds, Overbooking Amount and Obligated Funds. 
	The Waiting List should be reviewed after reviewing Available Funds, Overbooking Amount and Obligated Funds. 
	See Manual Section 109.6.2 – Encumbrances
	See Manual Section 109.6.2 – Encumbrances

	.  Look at the following based on the circumstances: 

	 
	 If the CCIS has a Waiting List: 
	 If the CCIS has a Waiting List: 
	 If the CCIS has a Waiting List: 


	 
	o Verify that there are no funds available 
	o Verify that there are no funds available 
	o Verify that there are no funds available 


	 
	o Determine if overbooking is appropriate based on the time of the fiscal year and the guidelines provided by HQ. 
	o Determine if overbooking is appropriate based on the time of the fiscal year and the guidelines provided by HQ. 
	o Determine if overbooking is appropriate based on the time of the fiscal year and the guidelines provided by HQ. 


	 
	o Review Obligated Funds to identify any enrollments that have been suspended for more than 90 days or 30 days, based on policy. These enrollments can be eliminated, cleaning out the Obligated Funds. 
	o Review Obligated Funds to identify any enrollments that have been suspended for more than 90 days or 30 days, based on policy. These enrollments can be eliminated, cleaning out the Obligated Funds. 
	o Review Obligated Funds to identify any enrollments that have been suspended for more than 90 days or 30 days, based on policy. These enrollments can be eliminated, cleaning out the Obligated Funds. 


	 
	 If the CCIS does not have a Waiting List: 
	 If the CCIS does not have a Waiting List: 
	 If the CCIS does not have a Waiting List: 


	 
	o Determine if overbooking is appropriate based on the time of the fiscal year and the guidelines provided by HQ. 
	o Determine if overbooking is appropriate based on the time of the fiscal year and the guidelines provided by HQ. 
	o Determine if overbooking is appropriate based on the time of the fiscal year and the guidelines provided by HQ. 


	 
	o Review Obligated Funds to determine if enrollments can be ‘cleaned out’. 
	o Review Obligated Funds to determine if enrollments can be ‘cleaned out’. 
	o Review Obligated Funds to determine if enrollments can be ‘cleaned out’. 


	 
	o Recommend a possible funding adjustment to HQ (i.e. joinder requests to move funds from one CCIS for use by a CCIS with a Waiting List or move underutilized FSS to Service). 
	o Recommend a possible funding adjustment to HQ (i.e. joinder requests to move funds from one CCIS for use by a CCIS with a Waiting List or move underutilized FSS to Service). 
	o Recommend a possible funding adjustment to HQ (i.e. joinder requests to move funds from one CCIS for use by a CCIS with a Waiting List or move underutilized FSS to Service). 


	 
	To view the CCIS Waiting List: 
	 
	1. Select Administration from the Main Navigation bar. 
	1. Select Administration from the Main Navigation bar. 
	1. Select Administration from the Main Navigation bar. 


	 
	2. Select Funds from the Sub-Navigation bar. 
	2. Select Funds from the Sub-Navigation bar. 
	2. Select Funds from the Sub-Navigation bar. 


	 
	3. From the Funds Home page, select a CCIS from the Office drop-down box. Select Low Income (Fund A) from the Funding Source drop-down box. 
	3. From the Funds Home page, select a CCIS from the Office drop-down box. Select Low Income (Fund A) from the Funding Source drop-down box. 
	3. From the Funds Home page, select a CCIS from the Office drop-down box. Select Low Income (Fund A) from the Funding Source drop-down box. 


	P
	Span
	 
	InlineShape

	Note: Low Income is the only funding source with a Waiting List. 
	 
	4. The Waitlist page is displayed. If the county is a joinder, select the appropriate county in the County drop-down box and click Go. 
	4. The Waitlist page is displayed. If the county is a joinder, select the appropriate county in the County drop-down box and click Go. 
	4. The Waitlist page is displayed. If the county is a joinder, select the appropriate county in the County drop-down box and click Go. 
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	Note: If the county/record number is known, a specific child can be searched by entering the county/record number in the Co/Rec: box and click Go. 
	 
	 The cost of care on each page of the Waiting List can be calculated by selecting the checkbox next to the enrollment and clicking the Calculate Cost button on the bottom of the page. 
	 The cost of care on each page of the Waiting List can be calculated by selecting the checkbox next to the enrollment and clicking the Calculate Cost button on the bottom of the page. 
	 The cost of care on each page of the Waiting List can be calculated by selecting the checkbox next to the enrollment and clicking the Calculate Cost button on the bottom of the page. 
	 The cost of care on each page of the Waiting List can be calculated by selecting the checkbox next to the enrollment and clicking the Calculate Cost button on the bottom of the page. 
	 The cost of care on each page of the Waiting List can be calculated by selecting the checkbox next to the enrollment and clicking the Calculate Cost button on the bottom of the page. 
	 The cost of care on each page of the Waiting List can be calculated by selecting the checkbox next to the enrollment and clicking the Calculate Cost button on the bottom of the page. 





	 
	 The CCIS Director can authorize a child by selecting the checkbox next to the child and clicking Authorize. This deletes the child’s enrollment from the Waiting List. 
	 The CCIS Director can authorize a child by selecting the checkbox next to the child and clicking Authorize. This deletes the child’s enrollment from the Waiting List. 
	 The CCIS Director can authorize a child by selecting the checkbox next to the child and clicking Authorize. This deletes the child’s enrollment from the Waiting List. 
	 The CCIS Director can authorize a child by selecting the checkbox next to the child and clicking Authorize. This deletes the child’s enrollment from the Waiting List. 
	 The CCIS Director can authorize a child by selecting the checkbox next to the child and clicking Authorize. This deletes the child’s enrollment from the Waiting List. 
	 The CCIS Director can authorize a child by selecting the checkbox next to the child and clicking Authorize. This deletes the child’s enrollment from the Waiting List. 





	 
	 The CCIS Director can remove or delete a child by selecting the checkbox next to the child and clicking Remove. This deletes the child’s enrollment from the Waiting List. 
	 The CCIS Director can remove or delete a child by selecting the checkbox next to the child and clicking Remove. This deletes the child’s enrollment from the Waiting List. 
	 The CCIS Director can remove or delete a child by selecting the checkbox next to the child and clicking Remove. This deletes the child’s enrollment from the Waiting List. 
	 The CCIS Director can remove or delete a child by selecting the checkbox next to the child and clicking Remove. This deletes the child’s enrollment from the Waiting List. 
	 The CCIS Director can remove or delete a child by selecting the checkbox next to the child and clicking Remove. This deletes the child’s enrollment from the Waiting List. 
	 The CCIS Director can remove or delete a child by selecting the checkbox next to the child and clicking Remove. This deletes the child’s enrollment from the Waiting List. 
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	109.7 FSS BUDGET MAINTENANCE AND MONITORING 
	 
	The information in this section provides direction on how to set up and maintain FSS budgets for Low Income, Former TANF and TANF. 
	 
	109.7.1 FSS Budget Set-Up 
	 
	A CCIS is responsible for setting up an FSS budget for Low Income, Former TANF and TANF in PELICAN CCW. To set up an FSS budget: 
	 
	1. Select Administration from the Main Navigation bar. 
	1. Select Administration from the Main Navigation bar. 
	1. Select Administration from the Main Navigation bar. 


	 
	2. Select Funds from the Sub-Navigation bar. 
	2. Select Funds from the Sub-Navigation bar. 
	2. Select Funds from the Sub-Navigation bar. 


	 
	3. Select Admin/Fam Sup Svcs Budgets from the Funds Sub-Navigation bar. 
	3. Select Admin/Fam Sup Svcs Budgets from the Funds Sub-Navigation bar. 
	3. Select Admin/Fam Sup Svcs Budgets from the Funds Sub-Navigation bar. 


	 
	4. Select the Office and Fiscal Year and click Go. 
	4. Select the Office and Fiscal Year and click Go. 
	4. Select the Office and Fiscal Year and click Go. 
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	5. Click the Funding Source hyperlink of the administrative budget to add. 
	5. Click the Funding Source hyperlink of the administrative budget to add. 
	5. Click the Funding Source hyperlink of the administrative budget to add. 
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	6. Click New to create an administrative/family support budget.  
	6. Click New to create an administrative/family support budget.  
	6. Click New to create an administrative/family support budget.  
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	7.  
	7.  
	7.  
	7.  
	7.  
	7.  
	7.  
	7.  
	7.  





	7 Click the Budget Category drop-down box and select a category from the list.  
	7 Click the Budget Category drop-down box and select a category from the list.  
	7 Click the Budget Category drop-down box and select a category from the list.  
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	8. Enter the amount for that category in the Budget Amount field.  
	8. Enter the amount for that category in the Budget Amount field.  
	8. Enter the amount for that category in the Budget Amount field.  


	 
	Note: Agencies can charge a de minimis indirect rate of 10% of the modified total direct costs.  The modified total direct cost is Family Support Service (FSS) budget excluding equipment.  If the agency has a current document showing a different federally negotiated indirect cost rate for indirect, this rate must be used and a copy of 




	Span


	the document must be included with the budget.  Any agency that requests more than the de minimis indirect rate must provide justification for the indirect amount and get approval from OCDEL. 
	the document must be included with the budget.  Any agency that requests more than the de minimis indirect rate must provide justification for the indirect amount and get approval from OCDEL. 
	the document must be included with the budget.  Any agency that requests more than the de minimis indirect rate must provide justification for the indirect amount and get approval from OCDEL. 
	the document must be included with the budget.  Any agency that requests more than the de minimis indirect rate must provide justification for the indirect amount and get approval from OCDEL. 
	the document must be included with the budget.  Any agency that requests more than the de minimis indirect rate must provide justification for the indirect amount and get approval from OCDEL. 
	the document must be included with the budget.  Any agency that requests more than the de minimis indirect rate must provide justification for the indirect amount and get approval from OCDEL. 
	the document must be included with the budget.  Any agency that requests more than the de minimis indirect rate must provide justification for the indirect amount and get approval from OCDEL. 
	 
	Note: Up to 1% of the Service budget may be allocated to Uncollected Overpayments on the FSS budget. 
	 
	9. Click Save. 
	9. Click Save. 
	9. Click Save. 


	 
	Note: The above process will be used when a CCIS has to set up a new budget line anytime during the fiscal year. 
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	109.7.2 FSS Budget Updates 
	 
	A CCIS is responsible for updating the FSS Budgets with the monthly expenses. Expenditures must be reported in PELICAN CCW by the 20th of the month following the reporting month. For example, May’s expenditures are due by June 20th. To update an FSS budget: 
	 
	1. Follow Steps 1-4 from above section. 
	1. Follow Steps 1-4 from above section. 
	1. Follow Steps 1-4 from above section. 
	1. Follow Steps 1-4 from above section. 
	1. Follow Steps 1-4 from above section. 
	1. Follow Steps 1-4 from above section. 
	See Manual Section 109.7.1 – FSS Budget Set-Up.
	See Manual Section 109.7.1 – FSS Budget Set-Up.

	 





	 
	2. Click the Funding Source hyperlink of the administrative budget to update. 
	2. Click the Funding Source hyperlink of the administrative budget to update. 
	2. Click the Funding Source hyperlink of the administrative budget to update. 
	2. Click the Funding Source hyperlink of the administrative budget to update. 
	2. Click the Funding Source hyperlink of the administrative budget to update. 
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	3. Click Expenditures to add monthly amounts. 
	3. Click Expenditures to add monthly amounts. 
	3. Click Expenditures to add monthly amounts. 
	3. Click Expenditures to add monthly amounts. 
	3. Click Expenditures to add monthly amounts. 
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	4. Click the month drop-down box and select the appropriate month. 
	4. Click the month drop-down box and select the appropriate month. 
	4. Click the month drop-down box and select the appropriate month. 
	4. Click the month drop-down box and select the appropriate month. 
	4. Click the month drop-down box and select the appropriate month. 




	 
	5. Click Go. 
	5. Click Go. 
	5. Click Go. 
	5. Click Go. 
	5. Click Go. 




	 
	6. Enter the amount for each category. 
	6. Enter the amount for each category. 
	6. Enter the amount for each category. 
	6. Enter the amount for each category. 
	6. Enter the amount for each category. 
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	7. Click Save. 
	7. Click Save. 
	7. Click Save. 
	7. Click Save. 
	7. Click Save. 




	 
	Note: 1/12th expenditures should be entered for only those costs that do not occur monthly and for contracted annual services (e.g. audit, insurance, maintenance/cleaning contracts).  
	 
	Note: Do not enter FSS expenditures into PELICAN CCW before the reporting month ends (i.e. the earliest September’s FSS expenditures should be entered is October 1st).  
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	109.7.3 FSS Budget Modification 
	 
	 
	The CCIS is responsible for modifying the FSS budgets if/when money is transferred between budget categories. For example, if money is moved from Telephone to Postage. To modify an FSS budget: 
	 
	1. Follow Steps 1-4 from above section. 
	1. Follow Steps 1-4 from above section. 
	1. Follow Steps 1-4 from above section. 
	1. Follow Steps 1-4 from above section. 
	See Manual Section 109.7.1 – FSS Budget Set-Up.
	See Manual Section 109.7.1 – FSS Budget Set-Up.

	 



	 
	 
	2. Click the Funding Source hyperlink of the administrative budget to modify. 
	2. Click the Funding Source hyperlink of the administrative budget to modify. 
	2. Click the Funding Source hyperlink of the administrative budget to modify. 
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	3. Click Transfers. 
	3. Click Transfers. 
	3. Click Transfers. 


	 
	 
	 
	InlineShape

	 
	4. Enter the amount to be transferred. 
	4. Enter the amount to be transferred. 
	4. Enter the amount to be transferred. 


	 
	5. Click the Transferred From Budget Category drop-down box and select the category from which to transfer dollars. 
	5. Click the Transferred From Budget Category drop-down box and select the category from which to transfer dollars. 
	5. Click the Transferred From Budget Category drop-down box and select the category from which to transfer dollars. 


	 
	6. Click the Transferred To Budget Category drop-down box and select the category to which to transfer dollars. 
	6. Click the Transferred To Budget Category drop-down box and select the category to which to transfer dollars. 
	6. Click the Transferred To Budget Category drop-down box and select the category to which to transfer dollars. 


	 
	7. Click Save. 
	7. Click Save. 
	7. Click Save. 
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	NOTE: The budget amount reported in each FSS budget category should reflect the amount of the grant or the most recent budget revision. 
	NOTE: The budget amount reported in each FSS budget category should reflect the amount of the grant or the most recent budget revision. 
	See Manual 108 – Budget Revisions
	See Manual 108 – Budget Revisions

	. 
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	109.8 FSS EXPENDITURE RECONCILIATION AND LOCK 
	  
	PELICAN CCW determines FSS payment amounts on the CCIS invoice by incorporating reconciliations of the base payments to actual FSS expenditures. 
	PELICAN CCW determines FSS payment amounts on the CCIS invoice by incorporating reconciliations of the base payments to actual FSS expenditures. 
	See Manual 110 – CCIS Invoices/Payments
	See Manual 110 – CCIS Invoices/Payments

	 

	 
	 The CCIS will receive the base payment amount determined by HQ as FSS dollars for the first three months of Fiscal Year (July-September). 
	 The CCIS will receive the base payment amount determined by HQ as FSS dollars for the first three months of Fiscal Year (July-September). 
	 The CCIS will receive the base payment amount determined by HQ as FSS dollars for the first three months of Fiscal Year (July-September). 


	 
	  For the rest of the 9 months, the CCIS will receive the base payment amount plus any reconciliation based on actual dollars reported from three months prior. For e.g., on September 24th, the invoice generated for October, will have the base payment amount plus the reconciliation amount based on July actual dollars.  
	  For the rest of the 9 months, the CCIS will receive the base payment amount plus any reconciliation based on actual dollars reported from three months prior. For e.g., on September 24th, the invoice generated for October, will have the base payment amount plus the reconciliation amount based on July actual dollars.  
	  For the rest of the 9 months, the CCIS will receive the base payment amount plus any reconciliation based on actual dollars reported from three months prior. For e.g., on September 24th, the invoice generated for October, will have the base payment amount plus the reconciliation amount based on July actual dollars.  


	 
	 The FSS expenditure screen is locked after each fiscal quarter. For example, on or around November 24th, the invoice generated for December will have the base payment amount plus the reconciliation amount based on July, August, and September actual expenditures. At this point, the FSS screens will be locked for the months of July, August, and September (First quarter). This process of locking down the administrative screens will be the same for all four quarters as mentioned above for quarter one.  
	 The FSS expenditure screen is locked after each fiscal quarter. For example, on or around November 24th, the invoice generated for December will have the base payment amount plus the reconciliation amount based on July, August, and September actual expenditures. At this point, the FSS screens will be locked for the months of July, August, and September (First quarter). This process of locking down the administrative screens will be the same for all four quarters as mentioned above for quarter one.  
	 The FSS expenditure screen is locked after each fiscal quarter. For example, on or around November 24th, the invoice generated for December will have the base payment amount plus the reconciliation amount based on July, August, and September actual expenditures. At this point, the FSS screens will be locked for the months of July, August, and September (First quarter). This process of locking down the administrative screens will be the same for all four quarters as mentioned above for quarter one.  


	 
	 The date of the FSS lock is the same date as the CCIS invoice generation date. For example, if CCIS invoices are generated on February 19, the FSS screens will be locked on February 19 for October, November and December FSS expenditures. 
	 The date of the FSS lock is the same date as the CCIS invoice generation date. For example, if CCIS invoices are generated on February 19, the FSS screens will be locked on February 19 for October, November and December FSS expenditures. 
	 The date of the FSS lock is the same date as the CCIS invoice generation date. For example, if CCIS invoices are generated on February 19, the FSS screens will be locked on February 19 for October, November and December FSS expenditures. 


	 
	 The FSS payments issued to the CCIS cannot exceed the allocation amount. 
	 The FSS payments issued to the CCIS cannot exceed the allocation amount. 
	 The FSS payments issued to the CCIS cannot exceed the allocation amount. 
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	109.8.1 FSS Expenditures Lock Schedule 
	 
	Service Month 
	Service Month 
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	Service Month 

	FSS Expenditure Lock Month: 
	FSS Expenditure Lock Month: 

	Span

	TR
	TD
	Span
	July 

	TD
	Span
	November  

	Span

	TR
	TD
	Span
	August 

	TD
	Span
	November  

	Span

	TR
	TD
	Span
	September 

	TD
	Span
	November  

	Span

	October 
	October 
	October 

	February  
	February  

	Span

	November 
	November 
	November 

	February  
	February  

	Span

	December 
	December 
	December 

	February  
	February  

	Span

	TR
	TD
	Span
	January 

	TD
	Span
	May 

	Span

	TR
	TD
	Span
	February 

	TD
	Span
	May 

	Span

	TR
	TD
	Span
	March 

	TD
	Span
	May 

	Span

	April 
	April 
	April 

	August 
	August 

	Span

	May 
	May 
	May 

	August 
	August 

	Span

	June 
	June 
	June 

	August 
	August 

	Span


	 
	Return to Table of Contents
	Return to Table of Contents
	Return to Table of Contents

	 

	 
	See Manual Section 109.11.3.15 – Questions – Manual Section 109.8.1 – FSS Expenditure Lock Schedule
	See Manual Section 109.11.3.15 – Questions – Manual Section 109.8.1 – FSS Expenditure Lock Schedule
	See Manual Section 109.11.3.15 – Questions – Manual Section 109.8.1 – FSS Expenditure Lock Schedule

	 

	 
	109.8.2 Changing Prior Month Expenditures 
	    
	 Prior month expenditures can be changed when necessary until the expenditure lock. 
	 Prior month expenditures can be changed when necessary until the expenditure lock. 
	 Prior month expenditures can be changed when necessary until the expenditure lock. 


	 
	 If the prior month expenditure was misreported or needs to be changed after the expenditure lock, the CCIS should carryover the difference to the next reporting month. 
	 If the prior month expenditure was misreported or needs to be changed after the expenditure lock, the CCIS should carryover the difference to the next reporting month. 
	 If the prior month expenditure was misreported or needs to be changed after the expenditure lock, the CCIS should carryover the difference to the next reporting month. 


	 
	Example: The CCIS entered $100 in July for telephone expenditures. On January 15th, the CCIS learned the actual July telephone bill was $80. Instead of updating July’s amount, the CCIS should reduce December’s telephone expenditure by $20. 
	 
	Recommended method to report prior month changes: 
	Month 
	Month 
	Month 
	Month 

	July 
	July 

	December 
	December 

	Span

	Telephone 
	Telephone 
	Telephone 

	$100 
	$100 

	Expenditure less $20 
	Expenditure less $20 

	Span


	 
	 If needed, the FSS expenditures can be a negative amount. 
	 If needed, the FSS expenditures can be a negative amount. 
	 If needed, the FSS expenditures can be a negative amount. 


	  
	 The Family Support Service Expenditures in PELICAN CCW do not need to match the general ledger on a monthly basis. 
	 The Family Support Service Expenditures in PELICAN CCW do not need to match the general ledger on a monthly basis. 
	 The Family Support Service Expenditures in PELICAN CCW do not need to match the general ledger on a monthly basis. 


	 
	Note: August 24 is the final lock for the fiscal year. All expenses must be entered prior to this date. Any expenses not entered by this date will have to be entered in July of the new fiscal year. 
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	109.9  SHIFTING FUNDS BETWEEN SERVICE AND FSS 
	 
	Funds may be shifted from FSS to Service with prior HQ approval. HQ may direct a CCIS to shift funds from Service to FSS.  
	Funds may be shifted from FSS to Service with prior HQ approval. HQ may direct a CCIS to shift funds from Service to FSS.  
	See Manual 108 – Budget Revisions, Manual Section 108.7 – CCIS-Initiated Budget Revisions
	See Manual 108 – Budget Revisions, Manual Section 108.7 – CCIS-Initiated Budget Revisions

	  

	 
	To determine if Administrative funds are available to shift and to shift funds between FSS and Service, follow these steps: 
	 
	1. Select Administration from the Main Navigation bar. 
	1. Select Administration from the Main Navigation bar. 
	1. Select Administration from the Main Navigation bar. 


	 
	2. Select Funds from the Sub-Navigation bar. 
	2. Select Funds from the Sub-Navigation bar. 
	2. Select Funds from the Sub-Navigation bar. 


	 
	3. Select Allocations from the Sub-Navigation bar to view the Funding Allocation Summary page. 
	3. Select Allocations from the Sub-Navigation bar to view the Funding Allocation Summary page. 
	3. Select Allocations from the Sub-Navigation bar to view the Funding Allocation Summary page. 
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	4. Select an Office from the CCIS drop-down box.  
	4. Select an Office from the CCIS drop-down box.  
	4. Select an Office from the CCIS drop-down box.  


	 
	Note: To view more than one CCIS, Click the CCIS drop-down box, hold the CTRL button on the keyboard, and select additional CCISs. 
	 
	5. Select a funding source from the Source drop-down box. 
	5. Select a funding source from the Source drop-down box. 
	5. Select a funding source from the Source drop-down box. 


	 
	6. Select a fiscal year from the FY drop-down box. Click Go 
	6. Select a fiscal year from the FY drop-down box. Click Go 
	6. Select a fiscal year from the FY drop-down box. Click Go 


	 
	7. The current year is the default year. To view other fiscal years, select the fiscal year from the FY drop-down box. 
	7. The current year is the default year. To view other fiscal years, select the fiscal year from the FY drop-down box. 
	7. The current year is the default year. To view other fiscal years, select the fiscal year from the FY drop-down box. 


	 
	8. The Funding Allocation Summary page lists the Service and FSS allocation for the CCIS. 
	8. The Funding Allocation Summary page lists the Service and FSS allocation for the CCIS. 
	8. The Funding Allocation Summary page lists the Service and FSS allocation for the CCIS. 
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	9. Click the hyperlink of the Funding Source where funds are to be shifted. The Funding Allocation Detail page is displayed. 
	9. Click the hyperlink of the Funding Source where funds are to be shifted. The Funding Allocation Detail page is displayed. 
	9. Click the hyperlink of the Funding Source where funds are to be shifted. The Funding Allocation Detail page is displayed. 
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	10. To determine the funds available to be shifted from FSS to Service subtract the FSS Payment year to date from the FSS allocation. [Example: $1,700,809 (FSS 
	10. To determine the funds available to be shifted from FSS to Service subtract the FSS Payment year to date from the FSS allocation. [Example: $1,700,809 (FSS 
	10. To determine the funds available to be shifted from FSS to Service subtract the FSS Payment year to date from the FSS allocation. [Example: $1,700,809 (FSS 


	allocation is highlighted in blue) = $1,696,674.33 (FSS payment YTD is highlighted in pink) = $4,134.67. There is $4,134.67 available to shift from FSS to Service in Low Income.] 
	allocation is highlighted in blue) = $1,696,674.33 (FSS payment YTD is highlighted in pink) = $4,134.67. There is $4,134.67 available to shift from FSS to Service in Low Income.] 
	allocation is highlighted in blue) = $1,696,674.33 (FSS payment YTD is highlighted in pink) = $4,134.67. There is $4,134.67 available to shift from FSS to Service in Low Income.] 


	 
	Note: Funds can only be shifted within a Funding Source. 
	 
	11. Submit a budget revision detailing the shift. 
	11. Submit a budget revision detailing the shift. 
	11. Submit a budget revision detailing the shift. 
	11. Submit a budget revision detailing the shift. 
	See Manual 108 – Budget Revisions, Manual Section 108.7 – CCIS-Initiated Budget Revisions
	See Manual 108 – Budget Revisions, Manual Section 108.7 – CCIS-Initiated Budget Revisions

	  



	 
	12. HQ will approve the budget revision and shift the funds once the signed revision is received. 
	12. HQ will approve the budget revision and shift the funds once the signed revision is received. 
	12. HQ will approve the budget revision and shift the funds once the signed revision is received. 


	 
	Note: Low Income and Former TANF shifts can be accomplished with the above steps. TANF shifts must use the process detailed in 
	Note: Low Income and Former TANF shifts can be accomplished with the above steps. TANF shifts must use the process detailed in 
	Manual Section 109.9.1 – Shifting Funds in TANF.
	Manual Section 109.9.1 – Shifting Funds in TANF.
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	See Manual Section 109.11.3.17 – Questions – Manual Section 109.9 – Shifting Funds Between Service and FSS
	See Manual Section 109.11.3.17 – Questions – Manual Section 109.9 – Shifting Funds Between Service and FSS
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	109.9.1 Shifting Funds in TANF 
	Low Income and Former TANF each have their own budget revision; however, the TANF budget revision encompasses seven funding sources. These funding sources are TANF Training, TANF Work Support (WS)-Training, TANF Working, TANF Work Support (WS)-Working, State Maintenance of Effort (MOE), Food Stamps and General Assistance/Work Support 2 (GA/WS2). Therefore, each of the TANF funding sources must be examined before the amount available to be shifted from FSS to Service can be determined. 
	 
	Note: GA/WS2 does not need to be examined because it does not contain any FSS dollars. 
	 
	Follow these steps to have TANF funds shifted between FSS and Service: 
	 
	1. See Manual Section 109.9 – Shifting Funds Between Service and FSS
	1. See Manual Section 109.9 – Shifting Funds Between Service and FSS
	1. See Manual Section 109.9 – Shifting Funds Between Service and FSS
	1. See Manual Section 109.9 – Shifting Funds Between Service and FSS
	1. See Manual Section 109.9 – Shifting Funds Between Service and FSS
	1. See Manual Section 109.9 – Shifting Funds Between Service and FSS
	1. See Manual Section 109.9 – Shifting Funds Between Service and FSS
	1. See Manual Section 109.9 – Shifting Funds Between Service and FSS

	 and follow Steps 1-9. 






	 
	2. Click the hyperlink for TANF Training. Determine the funds in TANF Training FSS available to be shifted to Service. Example: $156,961.17 - $154,733.95 = $2,227.22 available in TANF Training FSS to shift to Service. 
	2. Click the hyperlink for TANF Training. Determine the funds in TANF Training FSS available to be shifted to Service. Example: $156,961.17 - $154,733.95 = $2,227.22 available in TANF Training FSS to shift to Service. 
	2. Click the hyperlink for TANF Training. Determine the funds in TANF Training FSS available to be shifted to Service. Example: $156,961.17 - $154,733.95 = $2,227.22 available in TANF Training FSS to shift to Service. 
	2. Click the hyperlink for TANF Training. Determine the funds in TANF Training FSS available to be shifted to Service. Example: $156,961.17 - $154,733.95 = $2,227.22 available in TANF Training FSS to shift to Service. 
	2. Click the hyperlink for TANF Training. Determine the funds in TANF Training FSS available to be shifted to Service. Example: $156,961.17 - $154,733.95 = $2,227.22 available in TANF Training FSS to shift to Service. 
	2. Click the hyperlink for TANF Training. Determine the funds in TANF Training FSS available to be shifted to Service. Example: $156,961.17 - $154,733.95 = $2,227.22 available in TANF Training FSS to shift to Service. 
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	3. Repeat Step 2 for all the other TANF funding sources (TANF WS-Training, TANF Working, TANF WS-Working, State MOE and Food Stamps). 
	3. Repeat Step 2 for all the other TANF funding sources (TANF WS-Training, TANF Working, TANF WS-Working, State MOE and Food Stamps). 
	3. Repeat Step 2 for all the other TANF funding sources (TANF WS-Training, TANF Working, TANF WS-Working, State MOE and Food Stamps). 
	3. Repeat Step 2 for all the other TANF funding sources (TANF WS-Training, TANF Working, TANF WS-Working, State MOE and Food Stamps). 
	3. Repeat Step 2 for all the other TANF funding sources (TANF WS-Training, TANF Working, TANF WS-Working, State MOE and Food Stamps). 
	3. Repeat Step 2 for all the other TANF funding sources (TANF WS-Training, TANF Working, TANF WS-Working, State MOE and Food Stamps). 





	 
	P
	Span
	   
	 
	 
	InlineShape

	P
	Span
	 
	InlineShape

	 
	P
	Span
	 
	Span
	 
	InlineShape
	InlineShape

	 
	P
	Span
	 
	InlineShape

	Example: TANF WS-Training FSS available to shift: $8,393.39 - $7,149.84 = $1,243.55; TANF Working FSS available to shift: $ 64,193.88 - $ 54,577.96 =   $9,615.92; TANF WS-Working FSS available to shift: $ 5,388.35 - $ 3,886.91 = $1501.44; State MOE FSS available to shift: $23,781.27 - $23,781.27 = $0; Food Stamps FSS available to shift: $24,558.43 -$23,615.59 = $ 942.84. 
	 
	4. Add all the TANF FSS available balances to determine the total FSS amount that is available to be shifted from FSS to Service. Example: $2,227.22 (Training) + $1,243.55 (WS-Training) + $9,615.92 (Working) + $1501.44 (WS-Working) + $0 (State MOE) + $ 942.84 (Food Stamps) = $15,530.97 Total TANF FSS available to be shifted from FSS to Service. 
	4. Add all the TANF FSS available balances to determine the total FSS amount that is available to be shifted from FSS to Service. Example: $2,227.22 (Training) + $1,243.55 (WS-Training) + $9,615.92 (Working) + $1501.44 (WS-Working) + $0 (State MOE) + $ 942.84 (Food Stamps) = $15,530.97 Total TANF FSS available to be shifted from FSS to Service. 
	4. Add all the TANF FSS available balances to determine the total FSS amount that is available to be shifted from FSS to Service. Example: $2,227.22 (Training) + $1,243.55 (WS-Training) + $9,615.92 (Working) + $1501.44 (WS-Working) + $0 (State MOE) + $ 942.84 (Food Stamps) = $15,530.97 Total TANF FSS available to be shifted from FSS to Service. 
	4. Add all the TANF FSS available balances to determine the total FSS amount that is available to be shifted from FSS to Service. Example: $2,227.22 (Training) + $1,243.55 (WS-Training) + $9,615.92 (Working) + $1501.44 (WS-Working) + $0 (State MOE) + $ 942.84 (Food Stamps) = $15,530.97 Total TANF FSS available to be shifted from FSS to Service. 
	4. Add all the TANF FSS available balances to determine the total FSS amount that is available to be shifted from FSS to Service. Example: $2,227.22 (Training) + $1,243.55 (WS-Training) + $9,615.92 (Working) + $1501.44 (WS-Working) + $0 (State MOE) + $ 942.84 (Food Stamps) = $15,530.97 Total TANF FSS available to be shifted from FSS to Service. 
	4. Add all the TANF FSS available balances to determine the total FSS amount that is available to be shifted from FSS to Service. Example: $2,227.22 (Training) + $1,243.55 (WS-Training) + $9,615.92 (Working) + $1501.44 (WS-Working) + $0 (State MOE) + $ 942.84 (Food Stamps) = $15,530.97 Total TANF FSS available to be shifted from FSS to Service. 





	 
	5. Submit a budget revision detailing the shift. 
	5. Submit a budget revision detailing the shift. 
	5. Submit a budget revision detailing the shift. 
	5. Submit a budget revision detailing the shift. 
	5. Submit a budget revision detailing the shift. 
	5. Submit a budget revision detailing the shift. 
	5. Submit a budget revision detailing the shift. 
	See Manual 108 – Budget Revisions, Manual Section 108.7 – CCIS-Initiated Budget Revisions
	See Manual 108 – Budget Revisions, Manual Section 108.7 – CCIS-Initiated Budget Revisions

	  






	 
	6. HQ will approve the budget revisions and shift the funds. 
	6. HQ will approve the budget revisions and shift the funds. 
	6. HQ will approve the budget revisions and shift the funds. 
	6. HQ will approve the budget revisions and shift the funds. 
	6. HQ will approve the budget revisions and shift the funds. 
	6. HQ will approve the budget revisions and shift the funds. 
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	See Manual Section 109.11.3.18 – Questions – Manual Section 109.9.1 – Shifting Funds in TANF
	See Manual Section 109.11.3.18 – Questions – Manual Section 109.9.1 – Shifting Funds in TANF
	See Manual Section 109.11.3.18 – Questions – Manual Section 109.9.1 – Shifting Funds in TANF

	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	109.10 UPDATED INFORMATION & ADDITIONAL RESOURCES 
	 
	This section contains a listing of updated information distributed following issuance of this manual section via Announcements, Updates and Communiqués, as well as additional resources available to the CCIS. 
	 
	109.10.1  Announcements 
	109.10.1  Announcements 
	109.10.1  Announcements 
	109.10.1  Announcements 
	109.10.1  Announcements 
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	109.10.2 Updates 
	109.10.2 Updates 
	109.10.2 Updates 
	109.10.2 Updates 
	109.10.2 Updates 
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	109.10.3 Communiqués 
	109.10.3 Communiqués 
	109.10.3 Communiqués 
	109.10.3 Communiqués 
	109.10.3 Communiqués 
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	109.10.4 Additional Resources 
	109.10.4 Additional Resources 
	109.10.4 Additional Resources 
	109.10.4 Additional Resources 
	109.10.4 Additional Resources 
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	109.11 TRAINING GUIDE 
	 
	This section contains information pertinent to training the Funds Management Section. The following subsections contain the goals and objectives of the manual section, as well as helpful question and answer checkpoints. 
	 
	 
	109.11.1 Goals 
	 
	The information in this section contains the goals with regard to understanding Funds Management. 
	 
	The following are the goals of this manual section: 
	 
	1. To monitor and maintain the Service allocation by setting up and maintaining set-asides and overbookings; by monitoring encumbrances; and monitoring the Waiting List. 
	1. To monitor and maintain the Service allocation by setting up and maintaining set-asides and overbookings; by monitoring encumbrances; and monitoring the Waiting List. 
	1. To monitor and maintain the Service allocation by setting up and maintaining set-asides and overbookings; by monitoring encumbrances; and monitoring the Waiting List. 


	 
	2. To correctly set up, update and monitor the FSS budgets. 
	2. To correctly set up, update and monitor the FSS budgets. 
	2. To correctly set up, update and monitor the FSS budgets. 


	 
	Return to Manual Section 109.3 – Goals & Objectives
	Return to Manual Section 109.3 – Goals & Objectives
	Return to Manual Section 109.3 – Goals & Objectives

	 

	 
	109.11.2 Objectives 
	  
	The information in this section contains the goals with regard to understanding Funds Management. 
	 
	The following are the objectives of this manual section: 
	 
	1. To understand OCDEL’s responsibilities regarding Funds Management. 
	1. To understand OCDEL’s responsibilities regarding Funds Management. 
	1. To understand OCDEL’s responsibilities regarding Funds Management. 


	 
	2. To understand the CCIS’s responsibilities regarding Funds Management. 
	2. To understand the CCIS’s responsibilities regarding Funds Management. 
	2. To understand the CCIS’s responsibilities regarding Funds Management. 


	 
	3. To understand how to set up and maintain a set-aside for a Service allocation. 
	3. To understand how to set up and maintain a set-aside for a Service allocation. 
	3. To understand how to set up and maintain a set-aside for a Service allocation. 


	 
	4. To understand how to monitor encumbrance. 
	4. To understand how to monitor encumbrance. 
	4. To understand how to monitor encumbrance. 


	 
	5. To understand the different components of encumbrance. 
	5. To understand the different components of encumbrance. 
	5. To understand the different components of encumbrance. 


	 
	6. To understand how to monitor the Waiting List. 
	6. To understand how to monitor the Waiting List. 
	6. To understand how to monitor the Waiting List. 


	 
	7. To understand how to set up an FSS budget. 
	7. To understand how to set up an FSS budget. 
	7. To understand how to set up an FSS budget. 


	 
	8. To understand how to update an FSS budget. 
	8. To understand how to update an FSS budget. 
	8. To understand how to update an FSS budget. 


	 
	9. To understand how to transfer money between budget categories on an FSS budget. 
	9. To understand how to transfer money between budget categories on an FSS budget. 
	9. To understand how to transfer money between budget categories on an FSS budget. 


	 
	10. To understand the FSS Expenditure Reconciliation lock. 
	10. To understand the FSS Expenditure Reconciliation lock. 
	10. To understand the FSS Expenditure Reconciliation lock. 


	 
	11. To understand how to change prior month expenditures on an FSS budget. 
	11. To understand how to change prior month expenditures on an FSS budget. 
	11. To understand how to change prior month expenditures on an FSS budget. 


	 
	12. To understand how to determine the amount of FSS that is available to be shifted to Service. 
	12. To understand how to determine the amount of FSS that is available to be shifted to Service. 
	12. To understand how to determine the amount of FSS that is available to be shifted to Service. 


	 
	Return to Manual Section 109.3 – Goals & Objectives
	Return to Manual Section 109.3 – Goals & Objectives
	Return to Manual Section 109.3 – Goals & Objectives

	 

	 
	Return to Manual Section 109.4 - OCDEL Responsibilities
	Return to Manual Section 109.4 - OCDEL Responsibilities
	Return to Manual Section 109.4 - OCDEL Responsibilities

	 

	 
	Return to Manual Section 109.5 - CCIS Responsibilities
	Return to Manual Section 109.5 - CCIS Responsibilities
	Return to Manual Section 109.5 - CCIS Responsibilities

	 

	 
	Return to Manual Section 109.6 – Service Budget Maintenance and Monitoring
	Return to Manual Section 109.6 – Service Budget Maintenance and Monitoring
	Return to Manual Section 109.6 – Service Budget Maintenance and Monitoring

	 

	 
	Return to Manual Section 109.6.1 - Set-asides
	Return to Manual Section 109.6.1 - Set-asides
	Return to Manual Section 109.6.1 - Set-asides

	 

	 
	Return to Manual Section 109.6.2 – Encumbrances
	Return to Manual Section 109.6.2 – Encumbrances
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	Return to Manual Section 109.6.2.2.1 – Components of the Available Balance Detail Page
	Return to Manual Section 109.6.2.2.1 – Components of the Available Balance Detail Page
	Return to Manual Section 109.6.2.2.1 – Components of the Available Balance Detail Page

	 

	 
	Return to Manual Section 109.6.3 – Waiting List
	Return to Manual Section 109.6.3 – Waiting List
	Return to Manual Section 109.6.3 – Waiting List

	 

	 
	Return to Manual Section 109.7 – FSS Budget Maintenance and Monitoring
	Return to Manual Section 109.7 – FSS Budget Maintenance and Monitoring
	Return to Manual Section 109.7 – FSS Budget Maintenance and Monitoring

	 

	 
	Return to Manual Section 109.7.1 – FSS Budget Set-Up
	Return to Manual Section 109.7.1 – FSS Budget Set-Up
	Return to Manual Section 109.7.1 – FSS Budget Set-Up

	 

	 
	Return to Manual Section 109.7.2 – FSS Budget Updates
	Return to Manual Section 109.7.2 – FSS Budget Updates
	Return to Manual Section 109.7.2 – FSS Budget Updates

	 

	 
	Return to Manual Section 109.7.3 – FSS Budget Modifications
	Return to Manual Section 109.7.3 – FSS Budget Modifications
	Return to Manual Section 109.7.3 – FSS Budget Modifications

	 

	 
	Return to Manual Section 109.8 – FSS Expenditure Reconciliation and Lock 
	Return to Manual Section 109.8 – FSS Expenditure Reconciliation and Lock 
	Return to Manual Section 109.8 – FSS Expenditure Reconciliation and Lock 


	 
	Return to Manual Section 109.8.1 – FSS Expenditure Lock Schedule
	Return to Manual Section 109.8.1 – FSS Expenditure Lock Schedule
	Return to Manual Section 109.8.1 – FSS Expenditure Lock Schedule

	 

	 
	Return to Manual Section 109.8.2 – Changing Prior Month Expenditures
	Return to Manual Section 109.8.2 – Changing Prior Month Expenditures
	Return to Manual Section 109.8.2 – Changing Prior Month Expenditures

	 

	 
	Return to Manual Section 109.9 – Shifting Funds Between Service and FSS
	Return to Manual Section 109.9 – Shifting Funds Between Service and FSS
	Return to Manual Section 109.9 – Shifting Funds Between Service and FSS

	 

	109.11.3 Section Checkpoint Questions 
	 
	The Policy and Operations Divisions of the Bureau of Subsidized Child Care Services developed the following questions as a checkpoint to ensure comprehension of the information presented within this section. Upon review of the information within this section, CCIS staff should be able to answer all of the questions listed below. 
	 
	109.11.3.1 Questions – Manual Section 109.1 – General Policy 
	 
	1. TRUE OR FALSE. As part of the Grant Agreement, CCISs are required to prepare budgets to help administrate the grant amounts used to operate the CCIS and provide service. 
	1. TRUE OR FALSE. As part of the Grant Agreement, CCISs are required to prepare budgets to help administrate the grant amounts used to operate the CCIS and provide service. 
	1. TRUE OR FALSE. As part of the Grant Agreement, CCISs are required to prepare budgets to help administrate the grant amounts used to operate the CCIS and provide service. 
	1. TRUE OR FALSE. As part of the Grant Agreement, CCISs are required to prepare budgets to help administrate the grant amounts used to operate the CCIS and provide service. 
	1. TRUE OR FALSE. As part of the Grant Agreement, CCISs are required to prepare budgets to help administrate the grant amounts used to operate the CCIS and provide service. 
	1. TRUE OR FALSE. As part of the Grant Agreement, CCISs are required to prepare budgets to help administrate the grant amounts used to operate the CCIS and provide service. 
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	Return to Manual Section 109.1 – General Policy
	Return to Manual Section 109.1 – General Policy

	 

	 
	See Answers
	See Answers
	See Answers

	 

	 
	109.11.3.2 Questions – Manual Section 109.4 – OCDEL Responsibilities 
	 
	2. The initial FSS base payment amount is usually what percentage of the FSS allocation? 
	2. The initial FSS base payment amount is usually what percentage of the FSS allocation? 
	2. The initial FSS base payment amount is usually what percentage of the FSS allocation? 


	 
	a. 1/10 
	a. 1/10 
	a. 1/10 


	 
	b.1/12 
	b.1/12 
	b.1/12 


	 
	c. It depends on the budget category. 
	c. It depends on the budget category. 
	c. It depends on the budget category. 
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	Return to Manual Section 109.4 – OCDEL Responsibilities
	Return to Manual Section 109.4 – OCDEL Responsibilities

	 

	 
	See Answers
	See Answers
	See Answers

	 

	 
	109.11.3.3 Questions – Manual Section 109.5 – CCIS Responsibilities 
	 
	3. TRUE OR FALSE. HQ is responsible to set any overbooking amounts in Low Income. 
	3. TRUE OR FALSE. HQ is responsible to set any overbooking amounts in Low Income. 
	3. TRUE OR FALSE. HQ is responsible to set any overbooking amounts in Low Income. 


	 
	4. The CCIS is responsible for all of the following except: 
	4. The CCIS is responsible for all of the following except: 
	4. The CCIS is responsible for all of the following except: 

	a. Setting up Funding Program set-asides. 
	a. Setting up Funding Program set-asides. 
	a. Setting up Funding Program set-asides. 



	 
	b. Reviewing Low Income Waiting Lists. 
	b. Reviewing Low Income Waiting Lists. 
	b. Reviewing Low Income Waiting Lists. 
	b. Reviewing Low Income Waiting Lists. 



	 
	c. Monitoring Service expenditures to determine the timing and amount of any funding adjustments required. 
	c. Monitoring Service expenditures to determine the timing and amount of any funding adjustments required. 
	c. Monitoring Service expenditures to determine the timing and amount of any funding adjustments required. 
	c. Monitoring Service expenditures to determine the timing and amount of any funding adjustments required. 



	 
	d. Setting up an FSS budget for Low Income, Former TANF and TANF in PELICAN CCW. 
	d. Setting up an FSS budget for Low Income, Former TANF and TANF in PELICAN CCW. 
	d. Setting up an FSS budget for Low Income, Former TANF and TANF in PELICAN CCW. 
	d. Setting up an FSS budget for Low Income, Former TANF and TANF in PELICAN CCW. 
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	Return to Manual Section 109.5 – CCIS Responsibilities
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	109.11.3.4 Questions – Manual Section 109.6.1 – Set-asides 
	 
	5. TRUE OR FALSE. An error message will be generated if, by adding the new dollar amount, the total of all set-aside funding programs exceeds 10% of the source’s Service dollars. 
	5. TRUE OR FALSE. An error message will be generated if, by adding the new dollar amount, the total of all set-aside funding programs exceeds 10% of the source’s Service dollars. 
	5. TRUE OR FALSE. An error message will be generated if, by adding the new dollar amount, the total of all set-aside funding programs exceeds 10% of the source’s Service dollars. 
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	Return to Manual Section 109.6.1 – Set-asides
	Return to Manual Section 109.6.1 – Set-asides
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	See Answers
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	109.11.3.5 Questions - Manual Section 109.6.2 – Encumbrances 
	 
	6. TRUE OR FALSE. Encumbrance is the estimated cost of providing care for all enrollments calculated through the end of the fiscal year by funding source. 
	6. TRUE OR FALSE. Encumbrance is the estimated cost of providing care for all enrollments calculated through the end of the fiscal year by funding source. 
	6. TRUE OR FALSE. Encumbrance is the estimated cost of providing care for all enrollments calculated through the end of the fiscal year by funding source. 
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	Return to Manual Section 109.6.2 – Encumbrances
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	109.11.3.6 Questions - Manual Section 109.6.2.1 – Allocations 
	 
	7. TRUE OR FALSE. Allocation is the same as Revenues. 
	7. TRUE OR FALSE. Allocation is the same as Revenues. 
	7. TRUE OR FALSE. Allocation is the same as Revenues. 


	 
	8. From the Funding Allocation Summary page, a CCIS can view: 
	8. From the Funding Allocation Summary page, a CCIS can view: 
	8. From the Funding Allocation Summary page, a CCIS can view: 


	 
	a.  The Service allocation. 
	a.  The Service allocation. 
	a.  The Service allocation. 


	 
	b. The FSS allocation. 
	b. The FSS allocation. 
	b. The FSS allocation. 


	 
	c.  The cost functions. 
	c.  The cost functions. 
	c.  The cost functions. 


	 
	d. All of the above. 
	d. All of the above. 
	d. All of the above. 
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	Return to Manual Section 109.6.2.1 – Allocations

	 

	 
	See Answers
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	109.11.3.7 Questions - Manual Section 109.6.2.2 – Available Funds 
	 
	9. TRUE OR FALSE. Select Reports from the Main Navigation bar to view Available Funds. 
	9. TRUE OR FALSE. Select Reports from the Main Navigation bar to view Available Funds. 
	9. TRUE OR FALSE. Select Reports from the Main Navigation bar to view Available Funds. 


	 
	10. TRUE OR FALSE. The Total Base Available amount displayed on the bottom of the Available Funds Summary page includes the overbooking amount. 
	10. TRUE OR FALSE. The Total Base Available amount displayed on the bottom of the Available Funds Summary page includes the overbooking amount. 
	10. TRUE OR FALSE. The Total Base Available amount displayed on the bottom of the Available Funds Summary page includes the overbooking amount. 
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	Return to Manual Section 109.6.2.2 – Available Funds
	Return to Manual Section 109.6.2.2 – Available Funds
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	109.11.3.8 Questions - Manual Section 109.6.2.2.1 – Components of the Available Balance Detail Page 
	 
	11. The cost of care for children who have a status of Pre-Enrolled, Authorized and Suspended is the 
	11. The cost of care for children who have a status of Pre-Enrolled, Authorized and Suspended is the 
	11. The cost of care for children who have a status of Pre-Enrolled, Authorized and Suspended is the 


	 
	a.  Anticipated Cost of Care. 
	a.  Anticipated Cost of Care. 
	a.  Anticipated Cost of Care. 


	 
	b. Obligated Funds. 
	b. Obligated Funds. 
	b. Obligated Funds. 


	 
	c.  Overbooking Amount. 
	c.  Overbooking Amount. 
	c.  Overbooking Amount. 


	 
	d. Deductions. 
	d. Deductions. 
	d. Deductions. 


	 
	12. TRUE OR FALSE. Overbooking is currently only entered for Low Income. 
	12. TRUE OR FALSE. Overbooking is currently only entered for Low Income. 
	12. TRUE OR FALSE. Overbooking is currently only entered for Low Income. 
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	Return to Manual Section 109.6.2.2.1 – Components of the Available Balance Detail Page
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	109.11.3.9 Questions - Manual Section 109.6.2.3 – Overbooking Amounts 
	 
	13. The maximum amount of their Low Income Service allocation that a CCIS can enter for overbooking is: 
	13. The maximum amount of their Low Income Service allocation that a CCIS can enter for overbooking is: 
	13. The maximum amount of their Low Income Service allocation that a CCIS can enter for overbooking is: 


	 
	a. 10%. 
	a. 10%. 
	a. 10%. 


	 
	b. 15%. 
	b. 15%. 
	b. 15%. 


	 
	c. 20%. 
	c. 20%. 
	c. 20%. 


	 
	d. 25%. 
	d. 25%. 
	d. 25%. 


	 
	14. TRUE OR FALSE. Once the encumbered funds reach the Service allocation plus the overbooking amount, new enrollments will be diverted to the Waiting List.  
	14. TRUE OR FALSE. Once the encumbered funds reach the Service allocation plus the overbooking amount, new enrollments will be diverted to the Waiting List.  
	14. TRUE OR FALSE. Once the encumbered funds reach the Service allocation plus the overbooking amount, new enrollments will be diverted to the Waiting List.  


	 
	15. TRUE OR FALSE. Overbookings should be managed throughout the year and the number should be reduced as the fiscal year progresses. 
	15. TRUE OR FALSE. Overbookings should be managed throughout the year and the number should be reduced as the fiscal year progresses. 
	15. TRUE OR FALSE. Overbookings should be managed throughout the year and the number should be reduced as the fiscal year progresses. 


	 
	Return to Table of Contents
	Return to Table of Contents
	Return to Table of Contents

	 

	 
	Return to Manual Section 109.6.2.3 – Overbooking Amounts
	Return to Manual Section 109.6.2.3 – Overbooking Amounts
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	109.11.3.10 Questions - Manual Section 109.6.3 – Waiting List 
	 
	16. Which steps should be taken if a CCIS has a Waiting List? 
	16. Which steps should be taken if a CCIS has a Waiting List? 
	16. Which steps should be taken if a CCIS has a Waiting List? 


	 
	a.  Verify that there are no funds available; determine if overbooking is appropriate based on the time of the fiscal 
	a.  Verify that there are no funds available; determine if overbooking is appropriate based on the time of the fiscal 
	a.  Verify that there are no funds available; determine if overbooking is appropriate based on the time of the fiscal 


	year and the guidelines provided by HQ; review obligated funds to determine if enrollments can be ‘cleaned out’. 
	year and the guidelines provided by HQ; review obligated funds to determine if enrollments can be ‘cleaned out’. 
	year and the guidelines provided by HQ; review obligated funds to determine if enrollments can be ‘cleaned out’. 


	 
	b. Determine if overbooking is appropriate based on the time of the fiscal year and the guidelines provided by HQ; review obligated funds to determine if enrollments can be ‘cleaned out’; recommend a possible funding adjustment to HQ (i.e. move funds from one CCIS for use by a CCIS with a Waiting List. 
	b. Determine if overbooking is appropriate based on the time of the fiscal year and the guidelines provided by HQ; review obligated funds to determine if enrollments can be ‘cleaned out’; recommend a possible funding adjustment to HQ (i.e. move funds from one CCIS for use by a CCIS with a Waiting List. 
	b. Determine if overbooking is appropriate based on the time of the fiscal year and the guidelines provided by HQ; review obligated funds to determine if enrollments can be ‘cleaned out’; recommend a possible funding adjustment to HQ (i.e. move funds from one CCIS for use by a CCIS with a Waiting List. 


	 
	17. TRUE OR FALSE. When a child is authorized off the Waiting List, the Remove button must be clicked to remove the child from the list. 
	17. TRUE OR FALSE. When a child is authorized off the Waiting List, the Remove button must be clicked to remove the child from the list. 
	17. TRUE OR FALSE. When a child is authorized off the Waiting List, the Remove button must be clicked to remove the child from the list. 
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	109.11.3.11 Questions - Manual Section 109.7.1 – FSS Budget Set-Up 
	 
	18. TRUE OR FALSE. To navigate to the Administration/Family Support Budget pages in CCW, select Payments from the Main Navigation bar. 
	18. TRUE OR FALSE. To navigate to the Administration/Family Support Budget pages in CCW, select Payments from the Main Navigation bar. 
	18. TRUE OR FALSE. To navigate to the Administration/Family Support Budget pages in CCW, select Payments from the Main Navigation bar. 


	 
	19. Up to what percentage of the Service budget may be allocated to Uncollected Payments on the FSS budget? 
	19. Up to what percentage of the Service budget may be allocated to Uncollected Payments on the FSS budget? 
	19. Up to what percentage of the Service budget may be allocated to Uncollected Payments on the FSS budget? 


	 
	a. 1% 
	a. 1% 
	a. 1% 


	 
	b.2% 
	b.2% 
	b.2% 


	 
	c. 10% 
	c. 10% 
	c. 10% 


	 
	d.Uncollected Payments is not an FSS budget category. 
	d.Uncollected Payments is not an FSS budget category. 
	d.Uncollected Payments is not an FSS budget category. 
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	109.11.3.12 Questions - Manual Section 109.7.2 – FSS Budget Updates 
	 
	 
	20. Expenditures must be reported in PELICAN CCW by what date? 
	20. Expenditures must be reported in PELICAN CCW by what date? 
	20. Expenditures must be reported in PELICAN CCW by what date? 


	 
	a. By the 20th of the month following the reporting period. 
	a. By the 20th of the month following the reporting period. 
	a. By the 20th of the month following the reporting period. 


	 
	b.By the 20th of the month preceding the reporting period. 
	b.By the 20th of the month preceding the reporting period. 
	b.By the 20th of the month preceding the reporting period. 
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	109.11.3.13 Questions - Manual Section 109.7.3 – FSS Budget Modifications 
	 
	21. TRUE OR FALSE. The budget amount reported in each budget category should reflect the amount of the grant or the most recent budget revision. 
	21. TRUE OR FALSE. The budget amount reported in each budget category should reflect the amount of the grant or the most recent budget revision. 
	21. TRUE OR FALSE. The budget amount reported in each budget category should reflect the amount of the grant or the most recent budget revision. 
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	Return to Manual Section 109.7.3 – FSS Budget Modifications
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	109.11.3.14 Questions – Manual Section 109.8 – FSS Expenditure  Reconciliation and Lock 
	 
	22. TRUE OR FALSE. PELICAN CCW determines FSS payment amounts on the CCIS invoice by incorporating reconciliations of the base payments to actual FSS expenditures. 
	22. TRUE OR FALSE. PELICAN CCW determines FSS payment amounts on the CCIS invoice by incorporating reconciliations of the base payments to actual FSS expenditures. 
	22. TRUE OR FALSE. PELICAN CCW determines FSS payment amounts on the CCIS invoice by incorporating reconciliations of the base payments to actual FSS expenditures. 


	 
	23. TRUE OR FALSE. The FSS expenditures screens will be locked halfway through the fiscal year. 
	23. TRUE OR FALSE. The FSS expenditures screens will be locked halfway through the fiscal year. 
	23. TRUE OR FALSE. The FSS expenditures screens will be locked halfway through the fiscal year. 
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	Return to Manual Section 109.8 – FSS Expenditures Reconciliation and Lock
	Return to Manual Section 109.8 – FSS Expenditures Reconciliation and Lock
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	109.11.3.15 Questions – Manual Section 109.8.1 – FSS Expenditure Lock Schedule 
	 
	24. FSS expenditure screens from which months will be locked in May. 
	24. FSS expenditure screens from which months will be locked in May. 
	24. FSS expenditure screens from which months will be locked in May. 


	 
	a. July, August, September 
	a. July, August, September 
	a. July, August, September 


	 
	b.October, November, December 
	b.October, November, December 
	b.October, November, December 


	 
	c. January, February, March 
	c. January, February, March 
	c. January, February, March 


	 
	d.April, May, June 
	d.April, May, June 
	d.April, May, June 
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	109.11.3.16 Questions – Manual Section 109.8.2 – Changing Prior Month Expenditures 
	 
	25. If a prior month expenditure was misreported or needs to be changed after the expenditure lock, the CCIS can: 
	25. If a prior month expenditure was misreported or needs to be changed after the expenditure lock, the CCIS can: 
	25. If a prior month expenditure was misreported or needs to be changed after the expenditure lock, the CCIS can: 


	 
	a. Do nothing. 
	a. Do nothing. 
	a. Do nothing. 


	 
	b.Report to Headquarters to have the expenditure corrected. 
	b.Report to Headquarters to have the expenditure corrected. 
	b.Report to Headquarters to have the expenditure corrected. 


	 
	c. Carryover the difference to the next reporting period. 
	c. Carryover the difference to the next reporting period. 
	c. Carryover the difference to the next reporting period. 


	 
	26. TRUE OR FALSE. If needed, FSS expenditures can be a negative amount. 
	26. TRUE OR FALSE. If needed, FSS expenditures can be a negative amount. 
	26. TRUE OR FALSE. If needed, FSS expenditures can be a negative amount. 


	 
	27. TRUE OR FALSE. The FSS expenditures in PELICAN CCW do not need to match the general ledger on a monthly basis. 
	27. TRUE OR FALSE. The FSS expenditures in PELICAN CCW do not need to match the general ledger on a monthly basis. 
	27. TRUE OR FALSE. The FSS expenditures in PELICAN CCW do not need to match the general ledger on a monthly basis. 
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	109.11.3.17 Questions – Manual Section 109.9 – Shifting Funds Between Service and FSS 
	 
	28. TRUE OR FALSE. Funds may be shifted between Service and FSS without prior HQ approval. 
	28. TRUE OR FALSE. Funds may be shifted between Service and FSS without prior HQ approval. 
	28. TRUE OR FALSE. Funds may be shifted between Service and FSS without prior HQ approval. 


	 
	29. TRUE OR FALSE. The funds available in FSS must be determined before funds can be shifted from FSS to Service. 
	29. TRUE OR FALSE. The funds available in FSS must be determined before funds can be shifted from FSS to Service. 
	29. TRUE OR FALSE. The funds available in FSS must be determined before funds can be shifted from FSS to Service. 
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	See Answers
	See Answers
	See Answers

	 

	 
	109.11.3.18 Questions – Manual Section 109.9.1 – Shifting Funds in TANF 
	 
	30. TRUE OR FALSE. Because the TANF budget contains seven funding sources each of the TANF funding sources must be examined before the amount available to be shifted from FSS to Service can be determined. 
	30. TRUE OR FALSE. Because the TANF budget contains seven funding sources each of the TANF funding sources must be examined before the amount available to be shifted from FSS to Service can be determined. 
	30. TRUE OR FALSE. Because the TANF budget contains seven funding sources each of the TANF funding sources must be examined before the amount available to be shifted from FSS to Service can be determined. 


	 
	31. Which funding source does not have an FSS component? 
	31. Which funding source does not have an FSS component? 
	31. Which funding source does not have an FSS component? 


	 
	a. Low Income 
	a. Low Income 
	a. Low Income 


	 
	b. TANF Work-Support-Working 
	b. TANF Work-Support-Working 
	b. TANF Work-Support-Working 


	 
	c. TANF State MOE 
	c. TANF State MOE 
	c. TANF State MOE 


	 
	d. Food Stamps 
	d. Food Stamps 
	d. Food Stamps 


	 
	e. GA/WS2 
	e. GA/WS2 
	e. GA/WS2 


	 
	f. None. All of the funding sources have an FSS component 
	f. None. All of the funding sources have an FSS component 
	f. None. All of the funding sources have an FSS component 
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	109.11.4 Section Checkpoint Answers  
	 
	The Policy and Operations Divisions of the Bureau of Subsidized Child Care Services provided the answers to all the questions asked in Manual Section 109.7.3 – Section Checkpoint Questions. 
	 
	109.11.4.1 Answers – Manual Section 109.1 – General Policy 
	109.11.4.1 Answers – Manual Section 109.1 – General Policy 
	109.11.4.1 Answers – Manual Section 109.1 – General Policy 
	109.11.4.1 Answers – Manual Section 109.1 – General Policy 
	109.11.4.1 Answers – Manual Section 109.1 – General Policy 
	109.11.4.1 Answers – Manual Section 109.1 – General Policy 





	 
	1. TRUE. 
	1. TRUE. 
	1. TRUE. 
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	109.11.4.2 Answers - Manual Section 109.4 – OCDEL Responsibilities 
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	109.11.4.2 Answers - Manual Section 109.4 – OCDEL Responsibilities 
	109.11.4.2 Answers - Manual Section 109.4 – OCDEL Responsibilities 





	 
	2. c. – It depends on the budget category. 
	2. c. – It depends on the budget category. 
	2. c. – It depends on the budget category. 
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	109.11.4.3 Answers - Manual Section 109.5 – CCIS Responsibilities 
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	109.11.4.3 Answers - Manual Section 109.5 – CCIS Responsibilities 





	 
	3. FALSE. – The CCIS is responsible for setting up an overbooking amount in Low Income. 
	3. FALSE. – The CCIS is responsible for setting up an overbooking amount in Low Income. 
	3. FALSE. – The CCIS is responsible for setting up an overbooking amount in Low Income. 


	 
	4. c. - Monitoring Service expenditures to determine the timing and amount of any funding adjustments required. 
	4. c. - Monitoring Service expenditures to determine the timing and amount of any funding adjustments required. 
	4. c. - Monitoring Service expenditures to determine the timing and amount of any funding adjustments required. 
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	5. TRUE. 
	5. TRUE. 
	5. TRUE. 
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	109.11.4.5   Answers - Manual Section 109.6.2 – Encumbrances 
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	6. TRUE. 
	6. TRUE. 
	6. TRUE. 
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	109.11.4.6   Answers - Manual Section 109.6.2.1 – Allocations 
	109.11.4.6   Answers - Manual Section 109.6.2.1 – Allocations 
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	7. FALSE. - The allocation is the potential maximum a CCIS may be paid for Service or FSS. The Revenue amount may be any amount up to, but not exceeding the Allocation amount. 
	7. FALSE. - The allocation is the potential maximum a CCIS may be paid for Service or FSS. The Revenue amount may be any amount up to, but not exceeding the Allocation amount. 
	7. FALSE. - The allocation is the potential maximum a CCIS may be paid for Service or FSS. The Revenue amount may be any amount up to, but not exceeding the Allocation amount. 


	 
	8. d. – All of the above. 
	8. d. – All of the above. 
	8. d. – All of the above. 
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	9. FALSE. – Select Administration from the Main Navigation bar to view Available Funds. 
	9. FALSE. – Select Administration from the Main Navigation bar to view Available Funds. 
	9. FALSE. – Select Administration from the Main Navigation bar to view Available Funds. 


	 
	10. TRUE. 
	10. TRUE. 
	10. TRUE. 
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	11. b. – Obligated Funds. 
	11. b. – Obligated Funds. 
	11. b. – Obligated Funds. 
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	13. c. – 20%. 
	13. c. – 20%. 
	13. c. – 20%. 


	 
	14. TRUE. 
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	14. TRUE. 
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	16. a.- Verify that there are no funds available; determine if overbooking is appropriate based on the time of the fiscal year and the guidelines provided by HQ; review obligated funds to determine if enrollments can be ‘cleaned out’. 
	16. a.- Verify that there are no funds available; determine if overbooking is appropriate based on the time of the fiscal year and the guidelines provided by HQ; review obligated funds to determine if enrollments can be ‘cleaned out’. 
	16. a.- Verify that there are no funds available; determine if overbooking is appropriate based on the time of the fiscal year and the guidelines provided by HQ; review obligated funds to determine if enrollments can be ‘cleaned out’. 


	 
	17. FALSE. - The CCIS Director can authorize a child by clicking Authorize. This authorizes the child for service and takes the child off the Waiting List. 
	17. FALSE. - The CCIS Director can authorize a child by clicking Authorize. This authorizes the child for service and takes the child off the Waiting List. 
	17. FALSE. - The CCIS Director can authorize a child by clicking Authorize. This authorizes the child for service and takes the child off the Waiting List. 
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	18. FALSE. - To navigate to the Administration/Family Support Budget pages in CCW, select Administration from the Main Navigation bar. 
	18. FALSE. - To navigate to the Administration/Family Support Budget pages in CCW, select Administration from the Main Navigation bar. 
	18. FALSE. - To navigate to the Administration/Family Support Budget pages in CCW, select Administration from the Main Navigation bar. 
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	20. a. – By the 20th of the month following the reporting period. 
	20. a. – By the 20th of the month following the reporting period. 
	20. a. – By the 20th of the month following the reporting period. 
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	21. TRUE. 
	21. TRUE. 
	21. TRUE. 
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	22. TRUE. 
	22. TRUE. 
	22. TRUE. 


	 
	23. FALSE. – The FSS expenditures screen will be locked after each fiscal quarter. 
	23. FALSE. – The FSS expenditures screen will be locked after each fiscal quarter. 
	23. FALSE. – The FSS expenditures screen will be locked after each fiscal quarter. 
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