
 
 

  

 

 

 

 

 

  

 

 

 

 

  

 

   

 

 

 

 

 

 

 

   
    

 

 
 

 

    

 

 

 

 

Adult Services Division 

Department of Disabilities, Aging, & Independent Living 

280 State Dr., HC 2 South, 

Waterbury, VT 05671-2070 

Att: Lisa Edson Neveu 

Quality Outcomes Specialist 

August 24, 2017 

Dear Ms. Neveu, 

ACES$ Financial Management Services is amending our proposal to include the following letter of 

reference.  We have included four copies of the letter to go with our printed version as well as an 

additional copy saved to a USB drive. Additionally, we have submitted this letter via email to you on 

August 24, 2017.   

Thank you for the opportunity to bid. 

Sincerely, 

KRISTY WESTPFAHL MICHAEL 

DIRECTOR OF FMS RESEARCH AND DEVELOPMENT 

Center for Independent Living/ACES$ FMS 

1142 Sanderson Avenue 

Scranton, PA 18509-2623 

Voice: 717.798.4107 

E-Mail: kmichael@mycil.org 

mailto:kmichael@mycil.org


    

   
   
  

  
  

  
 

 

   

 

  

 

    

 

           
                

 

             
 

            
       

            
             

            
          

                
          

    

                
              

             
   

              
               

          
          

            
      

               
        

1385 S. Colorado Blvd. Bldg. A, Ste. 610 

Denver, Colorado 80222 
303.839.1775 
www.ccdconline.org 

Julie Reiskin 
Executive Director 
jreiskin@ccdconline.org 
720.961.4261 (Direct) 
303.567.6582 (Fax) 

August 23, 2017 

To Whom It May Concern: 

I am writing wearing several hats to wholeheartedly endorse Aces$ Financial Management as a 
fiscal intermediary for Vermont. I will begin with the various roles in which I interact with 
Aces$. 

1) I personally use our Medicaid HCBS consumer direction program and use Aces$ as my 
fiscal intermediary. 

2) I am the authorized rep for several other people, all but one use Aces$ and the one 
that does not use Aces$ regrets having made that decision. 

3) I direct the Colorado Cross-Disability Coalition, which is the largest disability rights 
organization in Colorado. As an advocacy organization run by and for people with 
disabilities, consumer direction is a key priority of our community so we work with all 
organizations that have anything to do with consumer direction. 

4) As a leader in the disability community and the co-author of the original legislation, I 
am very involved with the oversight committee that manages all policy issues related to 
participant directions. 

In all of these areas Aces$ has been a stellar partner. They are in this business because they are 
part of the disability community, therefore their accountability is high. They are very receptive 
to suggestions, on all levels. They constantly seek input to understand how they can improve 
their services. 

We went from a single FMS to having three FMS choices. When Aces$ started doing business 
here, I got calls from people who were blown away by the level of customer service. As an 
advocacy organization, we usually get calls when things go wrong. Because the customer 
service was so vastly superior to what we had experienced over two different vendors over 
more than a decade, people were literally shocked and not sure how to respond to excellent, 
respectful, customer service. 

When a suggestion is made, they take it seriously and act on it. There have been suggestions 
made including changes in their paperwork formatting, time sheet submission portal, etc. They 

NOTHING ABOUT us, WITHOUT us…EVER! 

mailto:jreiskin@ccdconline.org
http:www.ccdconline.org


   

          
             
       

            
             

                 
           

          

          
              

            
                 

 

           
                

           
                  

        
        

 

 

  

 

 

 

 

 

take the suggestion, go back and each time they either implement the suggestion, or if that is 
not possible they work with us on how to meet the need (or tell us when the implementation 
can take place). 

If there is a problem, even when the problem is the fault of the client/employer, they work 
immediately to resolve the problem. Recently an employee made an error on a timesheet that 
caused it not to be paid. It was an error of the employee and not caught by the employer. 
Despite the fact that it was not their problem Aces$ worked very hard to get the employee 
paid. This is not unusual, but how they handle any issue. 

Aces$ spends a lot of time in the community-they reach out to disability organizations 
regularly. Their CEO Tim Moran has been to Colorado on many occasions to support our 
community. For example, he came out on his own dime to speak with our Governor at an event 
on employment of people with disabilities. This was done solely because it is important to the 
community. 

Aces$ has made efforts to hire people with disabilities including people on Medicaid. Any 
organization that works in the disability community should be like this but few make the effort. 

Finally, they provide excellent, efficient services. We continue to hear very positive comments 
about Aces$ from throughout the state. As a leader in the disability community, director of the 
largest advocacy organization, a client and an authorized representative I wholeheartedly 
support Aces$ for any contract in any state supporting participant direction. 

Sincerely 

Julie Reiskin, LCSW 

Executive Director 

NOTHING ABOUT us, WITHOUT us…EVER! 































































































































































































































































































































































































































 

   
 

 

 

    

            
     

 
      

       
 

        
         

         
         

      
         

  

 

       
 

        
      

             
     

 

  

What about Assistive Technology? 

Another area to look at is your current use of assistive technology and or equipment 
that might help you do some tasks more independently. 

For example, you might decide to use a reacher device to access things more easily on 
your own, or a shower chair so you need less help showering. 

Take this opportunity to make some choices about services you want, and those you 
need. Once you have completed the self-assessment process, whether by using the 
Task and Job Description Development Tool or in another way, you are ready to make 
a list of the tasks that your worker needs to perform. 

To help you with your planning, you can use the Task Tool and Job Description Planning 
Worksheets. These worksheets have room to record your decisions for Steps 1, 2 and 
3. 

Starting with STEP 1 

Step 1 is about identifying the tasks that you have decided must happen. 

Areas to think about include Personal Care, Health and Safety, and 
Homemaker/Household assistance. Your ISP has identified services you are approved 
for under your waiver program. There may be some others you can think of as well that 
may be provided through a natural support. 

Page 3 of 15 



 

   
 

 

 

 
 

   

 

 

 

 

 

 

 

 
 

 

   

 

 

        

          

       

      

STEP 2: 

Identify tasks that you 

need/prefer to have happen 

but are flexible 

Step 2 is about identifying tasks that you need/prefer to have happen, but are 

flexible about when they happen. 

As you work through your list of tasks, breaking them down between Step 1 

(required) and Step 2 (preferred) will help you prioritize what you worker needs to 

do on a daily basis. 

STEP 3: 

Matching your tasks to what 

you can pay for 

Step 3 is about matching what you want done to what you can pay for through your 

approved plan (ISP) 

Four subtasks within STEP 3 include: 

 Determine how much time is needed to perform task (hours) 

 Determine the frequency the task will be performed (how often) 

 Check to see if the task/service is on your ISP 

 Document if it will be a paid task 

Page 4 of 15 



 

   
 

 

     

   

   

 

  

  

  

  

 

 

      

   

 

 

  

 

  

 

  

    

 

 

  

  

   

 

 

  

  

 

  

Determine how much time is needed to perform task (hours) 

When you consider how much time it takes to perform a task, remember that in the 

beginning, a worker will be getting to know you and your work environment. It may 

take a worker longer to perform a task when they first start, but the longer they are 

with you, they may become more efficient.  As you identify tasks, there may be 

some that are preferred, but not essential.  These tasks may be added to a workers 

job function as they become more efficient and perhaps have more time during the 

workday.  Also, there may be instances where tasks may take longer due to 

unforeseen circumstances.  It is always good to add a little time to your estimates in 

the beginning.  

Determine the frequency the task will be performed (how often) 

When you consider how often a task will be performed, think about how important it 

is to your everyday needs.  For example, bathing may happen daily; however 

vacuuming might only happen 1-2 times per week.  

It is also important to consider what you daily activities are like now, as well as 

what they could look like if you had help.  For example, you may only wash your 

hair twice a week because it is difficult for you, or a family member may only be 

able to assist you that often.  You might prefer to do that task every day and if you 

had someone available, you could.  

Check to see if the task/service is on your ISP 

You will, as part of STEP 1 and STEP 2, determine what is on your ISP.  There may 

be some items you have included in your worksheet that are specific and not 

necessarily listed on your ISP, but may be covered under a service for which you are 

approved.  If you are unsure, it is helpful to speak with your Supports Broker and 

Case Manager. 

Document if it will be a paid task 

There may be some tasks identified that you may be able to accomplish as a natural 

support through assistance from your family, neighbors, or friends.  Once you have 

all of your tasks listed, it may be easier to determine which tasks can be covered as 

a natural support, and which tasks have to be performed by a paid worker. 

Finally, check it off if you wish to include the task in your job description. 

Page 5 of 15 







 

   
 

 

 
 

 

 

 

  

  

 

 

 

 

 

STEP 4: 

Developing a Draft Schedule 

Step 4 is about developing a draft schedule to help you determine your preferences 

for when tasks are performed, and how many hours your worker will need to 

perform those tasks. 

You can use the Scheduling Tool to help document when you would like a task to 

occur and how long it will take.  You can also calculate how many hours a worker is 

assigned. 
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STEP 5: 

Identifying Worker Skills and 

Qualities 

Step 5 is about identifying the skills and qualities for workers carrying out these 

tasks. 

Everyone’s needs are different. Taking the time now to identify the qualities and 

skills that are important to you, will help you make a successful match of person 

and job. Additionally, this is information you can use when you train your new 

worker to help them to succeed. 

Page 11 of 15 





 

   
 

   
  

   

   

 

 

  

 

 

 

 

 

  

  

    

   

    

 

  

      

 

 

 

 

How many workers do you need? 
By now you have determined how many hours of service it takes to complete the 

tasks you need to live independently. You have thought about the skills and qualities 

you want your new worker to have. 

Keep in mind this formula as you develop your workers schedule: your total hours of 

need should equal routine tasks + 25% allowance for occasional or unexpected 

events.  Make sure to leave a little “cushion” of time to cover unexpected delays. 

Total Hours = Routine Tasks + 25% Cushion 

Consider hiring more than one worker. Many people say that hiring more than one 

worker provides for increased security and flexibility. It also may help you avoid 

overtime issues. By hiring more than one worker, you have a “pool” of workers to 

draw from if a worker is sick or needs time off. 

For example: 45 hours of work per week, can be divided among 2 or 3 workers. 

This means: 

 2 employees working 22.5 hours per week, or 

 3 workers with 15 hours each per week. 

Having a Back-up Plan is very important. For more information about schedule and 

emergency planning, see the Back-Up Planning Tool. 
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STEP 6: 

Writing your job description 

Step 6 is taking the information you have gathered from the previous steps to 

develop your job description. 

You know: 

 The tasks you want your worker to do; 

 The number of hours you need and fit in your budget, and 

 The skills and qualities your worker needs to accomplish the tasks. 

You have the information you need to create a job description. 

Page 14 of 15 



 

   
 

 

 
 

 

  

 

 

 

           
         

       

   

  

  

 

Job Description Worksheet 
Job title: 

Supervised by: 

Job summary: 

Work schedule: 

Note: The worker must only work the hours that are listed above. 
Any additional hours will not be paid unless approved by your employer. 

Wages: Wages for this position are $ _____ per hour. 

Total hours per week: 

Benefits: 

Qualifications: 

Duties and responsibilities: 
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Back-up Plan Toolkit 

This toolkit is designed to help Participants: 

 Plan for the Unexpected 

 Prepare a Back-Up Plan for Employee Absence 

The toolkit provides: 

 Employee Quick Contact Sheet (Worksheet) 

 Emergency Planning Considerations 

 Emergency Information Forms 

Planning for the Unexpected - A Back-Up Plan 
There will always be times when your employee may miss work or be 

late, regardless of how dependable they are.  During the hiring process, 

you emphasize the importance of attendance and punctuality, as well as 

your expectation that they notify you in advance if they will be late or 

too sick to work.   You have established the expectation that your worker 

will plan vacation and leave time in advance, and will not intentionally 

leave you without support. Sometimes the unexpected happens and you 

need to be prepared. 

You can prepare for an unexpected absence ahead of time by developing a 
Back-up Plan. Keep ready the names and phone numbers of people you 
can call to fill in for your worker. A back-up worker may be a: 

 Family member 

 Neighbor 

 Friend 

 Former worker 

 Agency worker* (*if allowed by your program) 

Page 1 of 10 



 

   
 

 
 

 

          
         

      
      

      
      

    

           
         

          
  

        

        

       

 
   

  

  
 

  
 

      
   

It is important to notify the individuals you have in mind that you would like 
them to be a Back-up worker. Depending on the tasks you need them to 
perform, you should ask your Back-up worker(s) to shadow your worker 
once or twice, so they are familiar with your needs and expectations. 
Your Supports Broker may also be aware of workers that are flexible or 
want more hours on occasion. Sometimes your local Center for 
Independent Living (CIL) can refer you to workers looking for extra hours. 

It is often a good idea to hire more than one worker. This creates a pool 
of workers, which can be helpful in times when a Back-up is necessary. If 
one worker is unable to work, the other may be able to trade shifts or fill 
in. 

When developing your plan you may want to include information such as: 

 Workers who are available on holidays 

 Workers who are available on the weekends or overnight 

Your Back-up worker must complete paperwork with ACES$, your payroll 
agent, in order to be paid for their services.  It is a good idea to do that 
in advance; then their paperwork is already processed, rather than 
waiting until you need them to work.  Depending on your program, your 
Back-up worker may need to have background checks or certifications, 
such as CPR, on file.  Your Supports Broker will help you determine this if 
you are unsure.  They will also provide you with a worker packet for your 
Back-up workers.  

If you need a Back-up worker because a worker quit or was fired, you will 
need to notify ACES$, your payroll agent, immediately. 

Page 2 of 10 





 

   
 

 

         

 

 
         

        
         

    

   

  

    

  

 

  

  

  

   

 

  

 

 
  

  

  

 

 

 

         

     

       

       

Keep your Back-up workers names and telephone numbers where you keep your other 

emergency telephone numbers. 

Emergency Planning 
Emergency planning is a good idea for everyone. Having a plan for different 
types of emergencies, such as a medical emergency, hospitalization, fire, 
power outage, severe weather, and other natural disasters can help keep 
you safe and minimize any injury or damage. 

When planning you should: 

 Make a list of people to contact for each type of emergency. 

 Make a plan who to contact, and how to contact them, if there is a 

power outage or natural disaster. 

 Make a list of medications and/or equipment that you need to take 

with you if you have to evacuate your home. 

 Have additional, unexpired medications available. 

 Organize the information listed above; keep it together in an easily 

accessible location.  Inform your workers, family and neighbors 

where the information is located.  

 Store extra food and water in case of a severe weather emergency 

or other natural disaster. 

It is important to think about your plan, but also to write it down so you 

can easily access the information in an emergency. Many people keep 

emergency information near the telephone. Share it with your worker 

during orientation and training. 

Using the Emergency Information Worksheet may help you organize your 

information.  Make a plan that works for you and addresses your needs. 

You can use this form, or your own, to organize names, phone numbers 

and addresses for important information you may need in an emergency. 

This includes contact information for your doctor, insurance agent, hospital, 

family members, friends, and other medical information. 
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Emergency Plan and Procedures 
Having emergency procedures written down will help you when training your 
worker. You will want to have procedures in place for different kinds of 
emergencies. 

Things to think about: 

 What is your plan in case of a fire, flood, power outage, or tornado? 

 If there is an emergency that requires you leave your home, what 

are your evacuation routes and who should be called? 

 In the event you have an emergency related to your disability, what 

does your worker need to do, who should s/he call, or where should 

s/he take you? 

The following worksheet provides space to write: 

 Who to call 

 Phone numbers 

 Your emergency plan for each potential scenario 

This will help you think about each area that needs to be covered. Your 

Supports Broker can help you troubleshoot if you are unsure of what to do 

in a particular situation. 

If the categories listed, are not the ones you want or need, replace them 

with your own that do meet your needs. 
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Reviewer COO, Craig Morrison, 
Diane Alberigi, Duane 

Review 
Frequency 

Bi-weekly, Monthly, Quarterly 

Requirement Performance 
Measurement 

Performance 
Threshold 

Review Process and Sample Size Compliant  Y/N Compliant  Current 
Process/Documents 
Reviewed 

Not Compliant 
Reason and 
Remediation 

State Input 
Needed  Y/N 

Date of 
Review 

Reviewer Notes 

Number and percent of payments 
accurately made to Employees 
based upon all timesheets with an 
authorized signature, established 
rate of pay, and taxes deducted 
accurately. 

Bi-weekly 98% Department/Staff Responsible for 
activity: Payroll/Tax Ops 

Sample Size: 10 

Documentation/Review Process: 
Review 10 random sample of 
Employee timesheets against payroll 
issued. Review number of errors/ 
issues in payroll issued. (% of payroll 
issued was incorrect.) Number and 
percent of payments accurately made 
to Employees based on all 
timesheets with an authorized 
signature, established rate of pay, 
and taxes deducted accurately. 

Y Reviewed sample of 10 
for number of issues 
/errors in payroll 
issued. - see notes 

6/5/2017 sample of 10 clients 
chosen. 5 for 
Sept/2016, and 5 for 
March/2017. All 
documents reviewed 
for these ten clients 
for compliance with 
payroll / accounting / 
tax ops. 

Employees are paid within the 
minimum and maximum rate limits 
set by the program and match the 
current Participant/Employee rate 
form on file. 

Bi-weekly 98% Department/Staff Responsible for 
activity: Payroll/Tax Ops 

Sample Size: 10 

Documentation/Review Process: 
Review 10 random sample of 
Employee timesheets against payroll 
issued. Review number of errors/ 
issues in payroll issued. (% of payroll 
issued was incorrect.) Review 
(no longer a max rate on BHD rates 
only LTC). 

Y Reviewed 10 random 
sample of Employee 
timesheets against 
payroll issued. Review 
number of errors/ 
issues in payroll issued. 

6/5/2017 

Employees are not paid overtime 
required and do not exceed 40 
hours. 

Bi-weekly 98% Department/Staff Responsible for 
activity: Payroll/Tax Ops 

Sample Size: 10 

Documentation/Review Process: 
Review 10 random sample of 
Employee timesheets against payroll 
issued. Review number of errors/ 
issues in payroll issued.(OT not 
allowed in WY). 

Y Reviewed 10 random 
sample of Employee 
timesheets against 
payroll issued. Review 
number of errors/ 
issues in payroll issued. 

6/5/2017 

Comply with all federal and state 
laws for payment of household 
employees. 

Bi-weekly 98% Department/Staff Responsible for 
activity: Payroll/Tax Ops 

Sample Size: 10 

Documentation/Review Process: 
Review 10 random sample of 
Employee timesheets against payroll 
issued. Review number of errors/ 
issues in payroll issued. 

Y Reviewed 10 random 
sample of Employee 
timesheets against 
payroll issued. Review 
number of errors/ 
issues in payroll issued. 

6/5/2017 



Verify expenditures/payroll are 
authorized in the Participant’s Plan 
of Services budget, before making 
any payment. 

Bi-weekly 98% Department/Staff Responsible for 
activity: Payroll/Tax Ops 

Sample Size: 10 

Documentation/Review Process: 
Review 10 random sample of 
Employee timesheets against payroll 
issued. Review number of errors/ 
issues in payroll issued. 

Y Reviewed 10 random 
sample of Employee 
timesheets against 
payroll issued. Review 
number of errors/ 
issues in payroll issued. 

6/6/2017 

Monitor Participant budgets and 
provide detailed monthly 
statements of account activity. 

Bi-weekly 98% Department/Staff Responsible for 
activity: Payroll/Tax Ops 

Sample Size: 10 

Documentation/Review Process: 
Review 10 random sample of 
Employee timesheets against payroll 
issued. Review number of errors/ 
issues in payroll issued. 

Y Reviewed 10 random 
sample of Employee 
timesheets against 
payroll issued and 
monthly statements and 
online budget 
information. 

6/6/2017 

Process and issue payment for 
Participant’s Employee payroll, 
within the appropriate payroll 
schedule. 

Bi-weekly 98% Department/Staff Responsible for 
activity: Payroll/Tax Ops 

Sample Size: 10 

Documentation/Review Process: 
Review 10 random sample of 
Employee timesheets against payroll 
issued. Review number of errors/ 
issues in payroll issued. Review 
that TS is submitted on time and 
correct, and if not when was it paid. 

Y Reviewed 10 random 
sample of Employee 
timesheets against 
payroll issued. Review 
number of errors/ 
issues in payroll issued 

6/5/2017 

Submit all required reports, 
withholding and payment actions 
according to federal and state tax 
laws and regulations. The Vendor 
will be responsible for all late 
payments, penalties, and/or 
interest. 

Quarterly 98% Department/Staff Responsible for 
activity: Payroll/Tax Ops 

Sample Size: 10 

Documentation/Review Process: 
Pulling 10 random Employer tax 
filings to check for compliance. 

Y Reviewed 10 random 
sample of Employer tax 
filings to check for 
compliance. 

5/30/2017 Review provided 
options of updating 
process - as result 
Revisited and 
developed clearer 
process to better 
handle this in future 
quarters, exploring 
other options to 
receive paperwork in 
a more efficient 
manner. 

Maintain and follow written policies 
and procedures for filing all 
applicable forms, required by the 
state and federal government, for 
purposes of withholding, paying 
and reporting state income tax, 
unemployment tax, or both, for 
each individual it represents, for 
revoking these responsibilities, for 
monitoring filings and revocations 
and for maintaining the relevant 
documentation in each individual’s 
file. 

Quarterly 100% Department/Staff Responsible for 
activity: Payroll/Tax Ops 

Sample Size: 10 

Documentation/Review Process: 
Review policies and procedure 
document to ensure process is up to 
date. Random selection of Participant 
files, Policy and procedure docs to 
ensure process is followed. 

Y Reviewed policies and 
procedure document to 
ensure process is up to 
date. Random selection 
of Participant files to 
ensure process was 
followed. 

6/20/2017 



Written internal controls to monitor 
the distribution of Medicaid funds to 
ensure funds are only being utilized 
to pay for approved services. 

Quarterly 100% Department/Staff Responsible for 
activity: Payroll/Tax Ops 

Sample Size: N/A 

Process: 
Review billing policies and 
procedures document to ensure 
disbursement of funds process is up 
to date. 

Y Reviewed billing 
policies and procedures 
document to ensure 
disbursement of funds 
process is up to date. 

6/20/2017 

Maintain and follow written policies 
and procedures to pay Employees 
in compliance with federal and 
state Department of Labor wage 
and hour rules for regular and 
overtime pay. 

Quarterly 96% Department/Staff Responsible for 
activity: Payroll/Tax Ops 

Sample Size: 10 

Documentation/Review Process: 
Review policies and procedure 
document to ensure payroll 
processing and documentation 
requirements are up to date and 
reflect DOL and Overtime. Random 
selection of Participant files to ensure 
all required forms are filled out 
correctly and are maintained, 
Employee payroll verify against 
Policy and procedure docs to ensure 
process is followed. 

Y Reviewed policies and 
procedure document to 
ensure payroll 
processing and 
documentation 
requirements are up to 
date and reflect DOL 
and Overtime 
requirements. 
Reviewed random 
selection of Participant 
files to ensure all 
required forms are filled 
out correctly and are 
maintained, and 
Employee payroll was 
verified against Policy 
and procedure docs to 
ensure process is 
followed. 

6/20/2017 

Maintain and follow written policies 
and procedures for distributing, 
collecting, verifying and processing 
Employee's timesheets. The 
timesheets will be capable of 
accommodating the actual time and 
hours worked, including work days 
with split shifts. Internal controls for 
monitoring this process must be 
included in the system and 
described in the policies and 
procedures. 

Annually 100% Department/Staff Responsible for 
activity: Payroll/Tax Ops 

Sample Size: N/A 

Documentation/Review Process: 
Review policies and procedure 
document to timesheet, timesheet 
instructions and timesheet 
processing as well as updates to 
tracking systems in PAID and NOTE 
requirements are up to date. System 
automatically kicks out incorrect TS, 
Annual review will be to test the 
system to ensure it works. 

Y Reviewed policies and 
procedure document for 
timesheet, timesheet 
instructions and 
timesheet processing 
as well as updates to 
tracking systems in 
PAID and NOTE 
requirements. All are up 
to date. Verified kick 
outs occurring as 
required based on 
business rules. 

(we do not use 
actual time we 
use 15min 
increments) 

6/20/2017 



Maintain and follow written policies 
and procedures for developing and 
maintaining a database proven to 
be effective in tracking and 
responding to occurrences of 
timesheet over billing and 
timesheets that can not be paid due 
to missing or erroneous 
information. Internal controls for 
monitoring this process must be 
included in the system and 
described in the policies and 
procedures. The Vendor must be 
able to appropriately address and 
respond to such situations in a 
timely manner. 

Monthly 100% Department/Staff Responsible for 
activity: Payroll/Tax Ops 

Sample Size: N/A 

Documentation/Review Process: 
Review policies and procedure 
document to timesheet, timesheet 
instructions and timesheet 
processing as well as updates to 
tracking systems in PAID and NOTE 
a requirements are up to date. 
System automatically kicks out 
incorrect TS, Monthly review will be 
to test the system to ensure it works 
by testing with timesheets that have 
over hours etc. 

Y Reviewed policies and 
procedure document for 
timesheet, timesheet 
instructions and 
timesheet processing 
as well as tracking 
systems in PA D and 
NOTE. All processes 
and systems are up to 
date. Tested the 
system to ensure it 
works by running test 
scenarios with 
timesheets that have 
over hours etc. to 
ensure kick outs occur 
correctly as per 
business rules and 
process requirements. 

6/20/2017 

Maintain and follow written policies 
and procedures for paying/ 
withholding FICA (Medicare and 
social security taxes) and federal 
income tax withholding, filing an 
IRS Form 941 quarterly in the 
aggregate using the Vendor 
Fiscal/Employer Agent’s separate 
FEIN for all individuals it 
represents, and for maintaining a 
copy of each IRS Form 941 filed in 
the Vendor Fiscal/Employer 
Agent’s files. Internal controls for 
monitoring this process must be 
included in the system and 
described in the policies and 
procedures. 

Quarterly 100% Department/Staff Responsible for 
activity: Payroll/Tax Ops 

Sample Size: All forms 

Documentation/Review Process: 
Review policies and procedure 
document to FICA and IRS Form 941 
are up to date. Review quarterly 
document in Tax/Accounting 
Records, review returns filed. 

Y Reviewed policies and 
procedure document for 
FICA and IRS Form 
941. Policies and 
procedures are up to 
date. Reviewed 
quarterly document in 
Tax/Accounting 
Records, and review 
returns filed to ensure 
compliance. 

6/20/2017 

Maintain and follow written policies 
and procedures for 
paying/withholding federal 
unemployment taxes (FUTA) and 
for filing an IRS Form 940 in the 
aggregate using its separate FE N 
for all individuals it represents 
annually and maintaining a copy of 
each RS Form 940 filed in the 
Vendor Fiscal/Employer Agent’s 
files. The Vendor must be able to 
respond to any changes in RS 
policy related to FUTA filing in the 
future. Internal controls for 
monitoring this process must be 
included in the system and 
described in the policies and 
procedures. 

Quarterly 100% Department/Staff Responsible for 
activity: Payroll/Tax Ops 

Sample Size: All forms 

Documentation/Review Process: 
Review policies and procedure 
document for FUTA and IRS Form 
940 are up to date. Review quarterly 
document in Tax/Accounting 
Records, review returns filed. 

Y Reviewed policies and 
procedure document for 
FUTA and IRS Form 
940. Policies and 
procedures are up to 
date. Reviewed 
quarterly document in 
Tax/Accounting 
Records and reviewed 
returns filed to ensure 
compliance. 

6/20/2017 



Maintain and follow written policies Quarterly 100% Department/Staff Responsible for Y Reviewed policies and 6/20/2017 
and procedures to determine if the activity: Payroll/Tax Ops procedure document 
individual’s Employees are family for determining if the 
members who might be exempt Sample Size: 10 individual’s direct 
from FICA, FUTA and SUTA and support persons are 
for processing them accordingly. Documentation/Review Process: 

Review policies and procedure 
document for determining if the 
individual’s direct support persons 
are family members who might be 
exempt from FICA, FUTA and SUTA 
and for processing them accordingly 
are up to date. Random selection of 
Participant payroll in PAID and 
NOTE, and Participant files in laser 
fisch to certification form and other 
relevant forms are maintained and 
FICA, FUTA and SUTA is withheld 
correctly. Forms are processed and 
tracked correctly. 

family members who 
might be exempt from 
FICA, FUTA and SUTA 
and for processing 
them accordingly. 
Policies and 
procedures are up to 
date. Reviewed random 
selection of Participant 
payroll in PAID and 
NOTE, and Participant 
files in laser fisch to 
certification form and 
other relevant forms are 
maintained and FICA, 
FUTA and SUTA is 
withheld correctly. 
Forms are processed 
and tracked correctly. 

Maintain and follow written policies 
and procedures for registering 
individuals as an employer and 
obtaining the appropriate state 
employer registration number for 
WY state unemployment tax filing 
and payment purposes for all 
individuals’ it represents, and 
maintaining the relevant 
documentation in the Vendor 
Fiscal/Employer Agent’s files. 

Quarterly 98% Department/Staff Responsible for 
activity: Payroll/Tax Ops 

Sample Size: 10 

Documentation/Review Process: 
Review policies and procedures 
document to ensure processes are 
up to date. Random selection of 
Participant files in Laser fiche to 
ensure forms are maintained and 
process is followed. 

Y Reviewed policies and 
procedures document. 
Policies and processes 
are up to date. 
Reviewed random 
selection of Participant 
files in Laser fiche to 
ensure forms are 
maintained and process 
is followed. 

6/20/2017 

Maintain and follow written policies 
and procedures for retiring an 
individual’s state unemployment tax 
registration number when the 
individual no longer is the employer 
of direct support persons 
(permanently). 

Quarterly 98% Department/Staff Responsible for 
activity: Payroll/Tax Ops 

Sample Size: 10 

Documentation/Review Process: 
Review policies and procedure 
document to ensure processes are 
up to date. Random selection of 
Participant files in Laser fiche to 
ensure forms are maintained and 
process is followed. 

Y Reviewed policies and 
procedure document. 
Policies and 
procedures are up to 
date. Reviewed random 
selection of Participant 
files in Laser fiche to 
ensure forms are 
maintained and process 
is followed. 

6/20/2017 



Maintain and follow written policies 
and procedures for managing the 
application of all garnishments, 
levies and liens on independent 
service providers’ payroll checks in 
an accurate and timely manner and 
for maintaining the relevant 
documentation in the Vendor 
Fiscal/Employer Agent’s files. 

Quarterly 100% Department/Staff Responsible for 
activity: Payroll/Tax Ops 

Sample Size: 100% of those that 
have garnishments are sampled 

Documentation/Review Process: 
Review policies and procedure 
document to ensure processes are 
up to date. Review Participant files 
in laser fisch to ensure forms are 
maintained and process is followed. 

Y Reviewed policies and 
procedure document. 
Policies and 
procedures are up to 
date. Reviewed 
Participant files in 
Laser fiche to ensure 
forms are maintained 
and process is 
followed. 

6/20/2017 

Maintain and follow written policies 
and procedure for managing 
improperly cashed or issued 
checks, stop payment on checks 
and the re-issuance of lost, stolen 
or improperly issued checks for 
direct support persons at no 
expense to the individual or the 
Department. 

Quarterly 100% Department/Staff Responsible for 
activity: Payroll/Tax Ops 

Sample Size: Review 100% of 
reissued checks for one random 
payroll cycle 

Documentation/Review Process: 
Review policies and procedures 
document to ensure processes are 
up to date. Review sample to ensure 
process is followed. 

Y Reviewed policies and 
procedure document. 
Policies and 
procedures are up to 
date. Reviewed sample 
selection of Participant 
files in Laser fiche to 
ensure forms are 
maintained and process 
is followed. 

6/20/2017 

Maintain and follow written polices Quarterly 100% Department/Staff Responsible for Y Reviewed policies and 6/20/2017 
and procedures for processing activity: Payroll/Tax Ops procedures document. 
Employee's direct deposits. 

Sample Size: 10 

Documentation/Review Process: 
Review policies and procedures 
document to ensure processes are 
up to date. Review Random selection 
of Direct deposits forms and verify 
that an accurate DD was made and 
deposited correctly or if an error was 
made/paper check issued. 

All policies and 
processes are up to 
date. Reviewed random 
selection of direct 
deposit forms and 
verified that an 
accurate DD was made 
and deposited correctly 
or if an error was 
made/paper check 
issued. 

Maintain and follow written policies 
and procedures for refunding over 
collected FICA to applicable 
individual-employers or to the State 
of WY and applicable direct 
support persons. 

Annually 100% Department/Staff Responsible for 
activity: Payroll/Tax Ops 

Sample Size: 1% of the people that 
earn less than $2,000. 

Documentation/Review Process: 
Review policies and procedure 
document to ensure processes are 
up to date. Run report to view those 
that are eligible for FICA refund and 
verify it was issued/received. 

Y Reviewed policies and 
procedure document. 
Policies and 
processes are up to 
date. Ran report to view 
those that are eligible 
for FICA refund and 
verified it was 
issued/received. 

6/20/2017 



 

Maintain and follow written policies 
and procedures for preparing, filing 
and distributing IRS Forms W-2, 
Wage and Tax Statement for 
individuals’ direct support persons 
per IRS instructions for Agents, for 
electronic filing when processing 
250 or more IRS Forms W-2 and 
for maintaining the relevant 
documentation in the Vendor 
Fiscal/Employer Agent’s files. 

Annually 100% Department/Staff Responsible for 
activity: Payroll/Tax Ops 

Sample Size: N/A 

Documentation/Review Process: 
Review policies and procedure 
document to ensure processes are 
up to date. 

Y Reviewed policies and 
procedure document. 
Policies and 
processes are up to 
date. 

6/20/2017 

Maintain and follow written policies 
and procedures for preparing, filing 
and distributing IRS Forms W-3, 
Transmittal of Wage and Tax 
Statements in the aggregate for all 
individuals the Agency represents 
per IRS instructions for Agents 
(when IRS Forms W-2 are not been 
submitted electronically) and for 
maintaining the relevant 
documentation in the Vendor 
Fiscal/Employer Agent’s files. 

N/A N/A Department/Staff Responsible for 
activity: Payroll/Tax Ops 

Sample Size: 

Documentation/Review Process: 
electronically file N/A 

N/A 6/20/2017 

Verify the participant has a current 
authorization for SD prior to 
authorizing payment for 
goods/Services and timesheets. 

Bi-weekly (timesheets) 
quarterly (Goods and 
Services) 

100% Department/Staff Responsible for 
activity: Tax Operations Director 

Sample Size: 10 

Documentation/Review Process: 
System automatically validates to 
ensure individual is active in the 
system. Individuals can only be 
active if they are current with 
authorizations. If not active individual 
can not submit timesheets and 
payroll will not be issued. Goods and 
service payments will be verified that 
they were made for authorized 
purchases. 

Y Reviewed goods and 
service payments to 
ensure payments were 
made for authorized 
purchases. Reviewed 
random sample to 
ensure active 
individuals in system 
had current 
authorizations. 

6/6/2017 

Issue out of cycle payments to pay As needed 100% Department/Staff Responsible for Y Reviewed sample of 6/8/2017 
participants' DSWs if an error has activity: Payroll Director supplemental payments 
been made by the FMS or State. 

Sample Size: 100% 
Documentation/Review Process: we 
issue supplemental payroll. Review 
sample of such payments to ensure 
compliant. 

to ensure compliant. 

100% of payroll payments to DSWs Bi-weekly 100% Department/Staff Responsible for Y Reviewed sample of 6/5/2017 
will be calculated correctly. activity: Payroll Director 

Documentation/Review Process: 
Review sample of such payments to 
ensure compliant. 

payments to ensure 
compliant. 



Process and pay invoices for goods 
and services after verifying G&S 
are authorized in the participants 
approved POC. 

Quarterly (Goods and 
Services) 

100% Department/Staff Responsible for 
activity: Tax Operations Director 

Sample: 10 

Documentation/Review Process: 
System automatically validates to 
ensure individual is active in the 
system. Individuals can only be 
active if they are current with 
authorizations. If not active individual 
can not submit good and service 
request and reimbursement will not 
be issued. Goods and service 
payments will be verified that they 
were made for authorized purchases. 

Y Reviewed random 
sample to ensure 
validations in system 
are functioning correctly 
and that goods and 
service payments were 
made for authorized 
purchases only. 

6/7/2017 

Have documented systems and 
controls in place to detect instances 
of overbilling or timesheets that 
cannot be paid due to missing or 
incorrect information. Notifying 
DSWs of the issue within 2 
business days of identifying the 
issue. 

Bi-weekly 100% for 
policy 
98% 

Notification 
within 2 

business days 

Department/Staff Responsible for 
activity: Payroll/Tax Ops 

Sample Size: 10 kick outs 

Documentation/Review Process: 
Review policies and procedure 
document to ensure process is up to 
date. Review random selection of 
kick outs in PAID to ensure process 
is followed. 

Y Reviewed policies and 
procedure document. 
Process and policy is 
up to date. Reviewed 
random selection of 
kick outs in PAID to 
ensure process is 
followed. 

6/20/2017 

Have systems and documented 
P&P to ensure appropriate taxes 
and forms are withheld, filed and 
deposited on behalf of individuals 
in accordance to IRS and State 
rules. Obtain a FEIN for all 
participants or representatives and 
all forms should be filed using 
participant's separate FEIN. 

Annually 100% for 
policy 

96% following 
policy and 
processing 
accordingly 

Department/Staff Responsible for 
activity: Payroll Director 

Documentation/Review Process: 
Review policy and procedure and 
sample of forms in random selected 
participant files to ensure compliant. 

Sample Size:10 

Y Reviewed policy and 
procedure and sample 
of forms in random 
selected participant 
files to ensure 
compliant. 

6/20/2017 

Process wage information requests 
form qualified Federal and Sate 
agencies and maintain 
documentation in DSWs file. 

Quarterly 100% Department/Staff Responsible for 
activity: CS and Enrollment Agents 

Documentation/Review Process: 
Review spreadsheet tracking 
requests for information and types of 
information submitted. 

Sample Size: 10 - depending on 
number requested for month 

Y Reviewed spreadsheet 
tracking requests for 
information and types 
of information 
submitted to ensure 
compliance. 

6/6/2017 

Accept timesheets to be submitted 
electronically and make 
accommodations for paper time 
sheets on an as needed basis. 

100% Already compliant Y 6/5/2017 



Direct deposit checks to the DSW 
with check voucher statement being 
sent directly to the DSW. 

Bi-weekly 100% Department/Staff Responsible for 
activity: Payroll 

Documentation/Review Process: 
Review payroll processing data to 
ensure DD was complete and 
statement mailed to DSW by 
reviewing that pay stub was printed 
and mailed. Verify number/cost of 
mailing against number issued. 

Sample Size: 10 

Y Reviewed random 
sample of payroll 
processing data to 
ensure DD was 
complete and 
statement mailed to 
DSW by reviewing that 
pay stub was printed 
and mailed. Verified 
number/cost of mailing 
against number issued. 

6/5/2017 

EFT payments made within 5 
business days after deadline for 
receiving approved goods & 
services requests. 

98% Department/Staff Responsible for 
activity: Billing Department/ Payroll 
Dept. 

Sample Size: 10 

Documentation/Review Process:
 Random selection of Billing files 
and payroll disbursement to ensure 
claims, and payroll are correct, timely 
and process is followed. 

Y Reviewed random 
selection of billing files 
and payroll 
disbursement to 
ensure claims, and 
payroll were correct, 
timely and process was 
followed. 

6/5/2017 All goods and services 
reimbursements are 
processed within 5 
business days of 
receipt of complete, 
approved 
reimbursement 
request. 




