State of Vermont

Department of Disabilities
MORNING SUN Aging and Independent Living Adult Services Division
Request for Proposal
Fiscal/Employer Agent
Letter of Submittal

September 5, 2017

Ms. Lisa Neveu, Quality Qutcome Specialist
DAIL Adult Services Division

280 State Drive HC 2 South

Waterbury, Vermont 05671-2070

Dear Ms. Neveu:

Morning Sun Financial Services is pleased to submit a proposal in response to the State
of Vermont’s Request for Proposals for Fiscal/Employer Agent.

Morning Sun began offering financial management services nationally in 2006 to people
with disabilities who self-administer their services in Utah. We currently support people
in Utah, Tennessee, Ohio, Oklahoma and Coiorado. A related entity, Orion Intermediary
Services Organization, has served Minnesotans since 1999.

RFP contact:

Cheryl Vennerstrom

Chief Operating Officer

Morning Sun Financial Services
612-239-3768; cherylv@morningsunfs.com

Other Officers:

Dr. Rebecca Thomley

President

Morning Sun Financial Services
612-501-4499; rthomley@orionassoc.net

Nicolas Thomley

Chief Executive Officer

Morning Sun Financial Services
612-730-3592; nthomley@meorningsunfs.com

Toni Thulen

Chief Financial Officer

Morning Sun Financial Services
612-386-3739; tthulen@orionassoc.net
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Stephen Hage

Chief Administrative Officer

Morning Sun Financial Services
612-239-4615; shage@orionassoc.net

Enclosures:

1. Resumes for each of the key people.

Organization chart showing reporting relationships

3. References: Morning Sun has included three letters of reference. One each from
each of the individuals who manage our contracts in Tennessee, Ohio and
Minnesota.

North American Banking Company Letter

Monthly Spending Report Sample (Oklahoma)

Call center statistics (Tennessee)

Enroliment report (Ohio)

Demographics report (Colorado)

Aggregate Spending Report
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Morning Sun Financial Services is proposing no exceptions to the terms and conditions
set forth in the RFP.

Thank you for considering Morning Sun Financial Services for this RFP.
Sincerely,

Oyl Voorectr

Cheryl Vennerstrom
Chief Operating Officer
Morning Sun Financial Services
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i. Qualifications:

Morning Sun Financial Services was founded in 2006. At that time, we were awarded a contract
in Utah with the Department of Services for People with Disabilities. Since then we have been
awarded five additional contracts for different services with the State of Utah. Our Minnesota
company, Orion ISO, began offering consumer directed services in Minnesota in 1999. Orion
ISO serves children and adults with developmental disabilities, mental illness, traumatic brain
injury, physical disabilities, as well as older Americans. Since Morning Sun’s inception, we have
added contracts in Tennessee, Oklahoma, Ohio and Colorado, working closely with each state
to develop systems and new technologies to enhance our services and supports to participants.
Morning Sun is committed to customizing services to meet the needs and requirements of each
state contract.

Morning Sun’s mission and vision supports person-centered services in self-direction. Key staff
members attend nationwide conferences to share best practices, including the bi-annual Self-
Direction conference for financial management services sponsored by Applied Self Direction,
and the annual National Home and Community Based Services conferences. We are an active
member of Applied Self Direction. In a fast-changing field, our officers and senior managers are
committed to participating in webinars and other updates provided nationally to financial
management services.

Morning Sun Financial Services differentiates itself from its competitors by providing customer
service that is relationship based, empathetic and compassionate. Our employees are trained to
understand that the life experiences of the people we serve may be different than their own
based on the person's disability and potential differences in race, ethnicity and culture. We
seek to understand others. We listen to the people we serve. We don't judge.

On our annual satisfaction survey, we ask respondents to indicate their overall satisfaction level
with our services. In 2016, people indicated they were satisfied or very satisfied at the following
rates: Ohio Aging Program 99 %; My Care Ohio-Managed Care Organizations 100 %; Minnesota
95%; Colorado 93%, Utah 95% and Tennessee 99%.

Morning Sun has a broad and satisfied customer base, including children and adults who live
with various disabilities. The proposed project team for Morning Sun Financial Services, is
facused on customer service, efficiency and accountability. Staff in every department are
trained on customer service and person-centered thinking. Morning Sun Financial Services will
build upon the administrative staff and systems serving the current contract to develop systems
that serve the Vermont programs, and build capacity to handle the increased volume of payroll,
claims processing and reporting. We will hire customer service, finance and human resources
staff as the project comes to scale.
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Dr. Rebecca Thomley, President, is a Licensed Psychologist who has extensive experience as a
clinical psychologist, serving a population that includes veterans, children, adolescents and
adults, and specializing in sexual abuse, women'’s issues, diagnostics, neuropsychology,
minorities, people with HIV/AIDS, and crisis intervention. Rebecca is the chief executive officer
of Orion Intermediary Services Organization and its related companies. She is 51% owner of
Morning Sun Financial Services, and will provide leadership to the Morning Sun implementation
team if this contract is awarded.

Nicolas Thomley, Chief Executive Officer, has more than twenty years of experience providing
services to people with disabilities. As CEO of Morning Sun Financial Services, Nicolas has
experience in overseeing operations of both participant support activities and financial
administration. He has been involved in numerous human service committees, including
Minnesota’s Self-Determination Advisory Committee. Nicolas holds a Bachelor's Degree in
Organizational Management and Communications, and a Master’s Degree in Business
Administration.

Cheryl Vennerstrom, Chief Operating Officer, has held this position with the organization since
2000. She oversees Orion ISO’s Agency with Choice and fiscal employer agent services as well
as Morning Sun’s Tennessee, Utah, Oklahoma, Ohio and Colorado contracts. Cheryl holds a
Bachelor’s Degree in English, and has completed Master’s Degree course work in Organizational
Management. She has over 40 years’ experience working with people with disabilities and the
elderly. With the award of a contract, Cheryl will oversee contract development, design and
implementation of fiscal/employer agent services, and provide training and oversight for the
Vermont program administrator and customer service staff.

Toni Thulen, Chief Financial Officer, has more than 30 years of experience in the field. Toni’s
education includes a Bachelor of Science degree in Accounting from the University of
Minnesota, Duluth and a Master’s Degree in Theology. In addition, she has completed several
training courses related to computer network administration, database development, and
various accounting systems. Since 2001, Toni has served as Chief Financial Officer for the Orion
agencies, including Morning Sun Financial Services, where she supervises the accounting
department, and the development of financial systems and technical support, including the
production of financial reports and payroll. Toni also coordinates and supervises the
development of technology systems for the organizations.

Stephen Hage, Chief Administrative Officer, has almost 30 years' experience in human
resources management. Stephen has Masters’ Degrees in Religion and Organizational
Management, and has been Orion’s chief administrative officer for 22 years. Stephen oversees
all recruiting, staffing and human resource functions, and oversees all legal matters for the
organization.
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Vermont Program Administrator. TBD The Program Administrator will report to COO Cheryl
Vennerstrom. A Vermont based Program Administrator will be hired to oversee the delivery of
services, to supervise the Vermont Coordinators who provide customer service and support to
participants. The Program Administrator will have a minimum of a bachelor’s degree in public
health, economics, sociology, business administration and accounting or other related discipline
and at least three years’ experience working with people with disabilities and performing in a
leadership role of similar services. Morning Sun Financial Services will provide extensive training
on F/EA specific topics including Medicaid reimbursable services, human resource
management, and labor and tax rules and regulations. Extensive customer service training will
be provided to all new hires. The program administrator responsibilities will include enroliment
services. She/he wiil be the day to day contact with DAIL to ensure delivery of quality services.
The program administrator will have the authority to make operational decisions for the
Vermont programs.

Linda Jernberg, Executive Administrator, has been employed by Morning Sun for over fifteen
years. Linda oversees payroll production, tax payments and reports for Morning Sun Financial
Services. She will provide oversight to the payroll operations for the financial management
services in Vermont. Linda is a Certified Payroll Professional (CPP} and has 26 years’ experience
in the payroll field. She reports to CFO Toni Thulen.

Cassandra Yeats, Billing Administrator, has been with the organization and its related entities
since 1993, starting as an accounting clerk, then becoming a financial manager, senior financial
manager, and now billing administrator for Morning Sun Financial Services. Cassie has a
Bachelor’s Degree in Accounting. She oversees all billing functions for ten companies in six
states, and supervises a staff of ten. Cassie is responsible for maintaining accounts receivable,
coordinating the receivable portion of Morning Sun’s annual audit, and overseeing monthly tie-
out from sub-ledger to general ledger. Cassie reports to CFO Toni Thulen.

Bryan Close, Financial Administrator, has completed an Associate’s Degree in Accounting, and
has been with Morning Sun for over four years. Bryan will oversee the accounting entries and
accounts payable staff for the contract. He will provide oversight of the Vermont project
creation in our Great Plains accounting system as well as utilization reporting and other
departmental reports, and wil! supervise the Morning Sun financial support director and
specialist. Bryan reports to Toni Thulen, CFO.

Bryce Austin, Information Technology Officer, provides oversight and development of Morning
Sun’s technology and security systems, and will ensure that Vermont’s financial management
systems are in compliance with the requirements of the RFP. Bryce is a strategist and public
speaker, and has provided CIO and CISO services to companies in a variety of industries. Prior
to this role, Bryce was the CIO and CISO for Digineer, a technology and management consulting
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company. Bryce holds a CISM certification and is known as a thought leader, cybersecurity
expert and nationally-recognized public speaker. Bryce received a bachelor’s degree in
Chemistry from the University of lllinois at Urbana-Champaign. He reports to CFO Toni Thulen.

David Lindberg, Human Resource Administrator, provides oversight of benefits administration,
worker’s compensation, orientation and training. David supports all external employer-of-
record hiring and enroliment processing. He creates systems for our financial management
services and oversees human resources in six states. During startup, David will set up human
resources systems for management of the employer’s workers associated with the Vermont
contract, and will ensure compliance with Vermont regulations. David reports to CAO Stephen
Hage.

Morning Sun Financial Services will use a subcontractor for technical support with our Great
Plains accounting system and Crystal Reports.

Systems Analyst Melissa Brown is our database consultant and subcontractor. Melissa has a
Bachelor’s Degree in Accounting, and over five years’ experience with Medicaid Information
Systems work within our agency. Melissa oversees all customization for the Microsoft
Dynamics Great Plains accounting system, and Crystal Reports writing for Morning Sun’s reports
to the States with which we contract. Equity Business Solutions, LLC, 25818 Island Lake Road,
Cold Spring, Minnesota 56320. Phone: 320-685-7083. Melissa Brown, Systems Analyst
melissa@equitybusinesssolutions.com

Morning Sun Financial Services Current Contracts

Morning Sun Financial Services complies with IRS, state and local regulations in the geographic
areas in which it operates. Morning Sun operates as a F/EA FMS in accordance with section
3504 of the IRS code, IRS Revenue Procedure 70-6 as modified by IRS-137036-08a, and IRS
Revenue Procedure 2013-39, for state and federal income tax withholding, Medicare and Social
Security taxes (FICA), unemployment (FUTA and SUTA) taxes, state tax, and federal and state
labor laws related to household employment, and all other applicable State and Federal laws
and regulation.

Morning Sun Financial Services has undergone readiness reviews in Tennessee (2012) and Ohio
(2013). Orion ISO underwent a readiness review in November 2004 to become certified by the
State of Minnesota Department of Human Services as a Fiscal Support Entity, and was re-
certified in 2007, 2010 and 2013. We are currently certified in accordance with our Minnesota
contract, and will be part of Minnesota’s statewide transition to a financial management
service model during the upcoming year. In 2016, our organization met the Minnesota
Department of Human Services’ requirements for the new service and has been awarded a new
contract.
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Customer: Utah Department of Services to People with Disabilities

Project Name: Self-Administered Services

Contract Start Date: July 1, 2006.

Description of Services: Fiscal Employer Agent for three waivers with approximately 10
services.

Number of people served: 187

Customer: Utah Department of Health

Project Name: Employment Personal Assistant Services

Contract Start Date: March 1, 2007

Description of Services: Fiscal Employer Agent for State Plan option to self-administer
Number of people served: 61

Customer: Utah Department of Health, Division of Health Care Financing, Long Term
Care Bureau

Project Name: New Choices Waiver

Contract Start Date: June 2007

Description of Services: Fiscal Employer Agent for individuals who are elderly using
home care

Number of People Served: 10

Customer: Utah Department of Health

Project Name: Technology Dependent Waiver

Contract Start Date: November 2008

Description of Services: RN services to people using technology
Number of people served: 3

Customer: Utah Department of Human Services

Project Name: Autism Waiver

Contract Start Date: March 2013

Description of Services: Self- administered services to children with Autism
Number of people served: 21

Customer: Utah Department of Human Services
Project Name: Self-Administered Respite

Contract Start Date: January 2010

Description of Service: Short-term Respite Services
Number of people served: 9

Customer: Utah Department of Human Services
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Project Name: Medically Complex Children’s Waiver

Contract Start Date: January 2016

Description of Service: Services to children with high medical needs
Number of people served: 45

Customer: Tennessee Department of Developmental and Intellectual Disabilities
Project Name: Self Determination Waiver Program

Contract Start Date: September 1, 2012- August 31, 2017; extended September 1-
February 28, 2018

Description of Service: Morning Sun provides financial administration and supports
brokerage to adults with developmental and intellectual disabilities.

We support 565 participants in Tennessee with 10 full-time Support Brokers and one program
administrator. Each current Support Broker caseload includes 50 active participants. In
addition, we use five FTE personnel for various financial administration functions that support
the Tennessee contract, including a human resource specialist, a billing/budgeting specialist,
two payroll specialists and directors.

Morning Sun Financial Services began contracting with Amerigroup and Blue Care in July 2016
for the goods and services portion of the Tennessee Employment and Comm unity First CHOICES
Program, serving 42 Amerigroup members and 184 Blue Care members. In July 2017, we began
a contract with United Health Group for ECF CHOICES.

Customer: Oklahoma Health Care Authority

Project Name: Medically Fragile Waiver

Contract Start Date: July 2012

Description of Service: Fiscal Agent Services to adults who are medically fragile
Number of people served: 17

Morning Sun Financial Services of Oklahoma was developed as part of our contract with the
Okiahoma Health Care Authority (OHCA), where we serve 17 people who self-direct their
services on the medically fragile waiver. Our Oklahoma contract is managed by a program
administrator from our office in Golden Valley, Minnesota.

Customer: Ohio Department of Administrative Services

Project Name: Department of Developmental Disabilities (DODD); Ohio Department of
Medicaid; Ohio Department of Aging (ODA)

Contract Start Date: July 1, 2013

Description of Service: Fiscal Agent Services to adults and children with developmental
disabilities; Fiscal Agent Services to Older Adults; check-writing services to vendors and
individuals receiving various Medicaid services.
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Morning Sun Financial Services of Ohio was awarded a contract in May 2013, and began
services as Ohio’s statewide financial management service provider in July. Ohio’s goal was to
consolidate the contracts under one financial management services vendor, and chose Morning
Sun as the organization to transition participants from two other vendors. This was
accomplished between July and December 2013. Our Ohio contract includes services to the
Department of Developmental Disabilities SELF waiver, the Ohio Medicaid Agency and the Ohio
Department of Aging. In 2014, we started the My Care Ohio waiver for individuals who are
dually eligible for Medicare and Medicaid, which offers personal assistance services with an
option for self-direction through five managed care organizations (MCO). In addition to our
contract with the State of Ohio, we contract directly with the MCOs, where we currently serve
124 people. The MCOs include: Aetna, Buckeye, CareSource, Molina and United Health Care.

Our Ohio contract with the Department of Development Disabilities SELF waiver includes both
the co-employer and fiscal employer agent model, with 500 individuals currently receiving
services. Our contract with the Department of Aging includes fiscal agent services to over 600
PASSPORT waiver participants as well as a check-writing service for individual employees and
agency employees for the Department of Medicaid which generates approximately 4500 checks
per month. In support of our Ohio contract, we employ 8.5 FTEs in our finance department to
perform payroll, billing and accounts payable functions. We have one FTE in Human Resources,
and employ a program administrator and two program coordinators to provide enrollment and
customer service. Our customer service office is located at 175 South Third Street, Suite 1005,
Columbus, Chio 43215.

Colorado Department of Health Care Policy and Financing

Project Name: Consumer Directed Attendant Support Services

Contract Start Date: January 1, 2015

Description of Service: Fiscal Employer Agent for adults with physical disabilities
Number of people served: 227

Morning Sun Financial Services of Colorado contracts with the State of Colorado for the
Consumer Directed Attendant Support Services option (CDASS). We started services in
Colorado in January 2015 after a 2-month transition. We were chosen along with one other
new provider to add additional choice of vendor for the participants. Morning Sun established
an office in Denver with one program administrator and one coordinator, who provides
program and human resources support. Our office is located at 1600 Broadway Suite 1611,
Denver, Colorado 80202. We have 2.5 FTEs who perform payroll and billing from our Minnesota
office. We currently serve over 231 individuals with physical disabilities in Colorado through
the fiscal employer agent model.
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Morning Sun Financial Services is experienced working with multiple stakeholders including
State agencies and case manager agencies in Colorado, Ohio, Tennessee, Utah and Minnesota.
Our practice is to ensure that we communicate with all stakeholders as issues arise. This
includes notifying each agency promptly. Our customer service philosophy of providing
exceptional communication and coordination with participants extends to our relationships
with all stakeholders.

References
1. Shalita Earls, Director of Person-Centered Practices

Department of Intellectual and Developmental Disabilities
615-253-5823; Shalita.V.Earls@tn.gov

2. Llisa Glasspoole. Social Services Supervisor
Washington County Community Services
651-430-8349; lisa.glasspocle@co.washington.mn.us

3. Jane Black, Project Director, Money Follows the Person/HOME Choice
Ohio Department of Medicaid

614-752-3577; Jane.Black@medicaid.ohio.gov

Morning Sun Financial Services will comply with the insurance requirements required by the
State of Vermont and as identified in attachment C of the RFP.

ii. Work Plan
A. Working with Employees and Employers

Morning Sun's business model for participant-directed services is based on our excellent
customer service which reflects the value we place on person-centered thinking and practices.
Our organization has found that quality person-centered processes, including regularly soliciting
stakeholder input, focus our customer service in important ways. In addition to annual surveys
of the people served, we regularly ask for, document and review feedback from people during
customer service calls. We believe it is our commitment to quality, continuous improvement,
and most importantly, having the person served as our highest priority, that allows us to
successfully serve individuals with disabilities and the elderly.

Morning Sun staff are highly trained in customer service and cultural responsiveness. We

provide the level of information needed in the mode requested so that the persons served and
their representatives understand self-direction. To ensure that we are accessible, we provide

10
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the people we serve with contact information for our state-wide coordinators, the program
administrator, project manager and the payroll and billing staff.

A. We supply people with a state-wide toll-free number to reach us at any time, from
anywhere. We also have direct toll-free numbers and cell phones that are answered by
our program administrators and our chief operating officer after hours.

B. We will locate our Vermont personnel so that they can meet face to face if requested.
Our coordinators are available to meet in person and to provide customer service by
phone or email. Customer support will be provided from 8:00 am to 5:00 pm Monday
through Friday, except on holidays. Language line services for people who would like to
make or receive phone calls through an interpreter are available 24 hours per day in all
languages.

C. Morning Sun has secure fax lines for each of payroll (timecards and employer packets),
human resources (employee packets) and expense reimbursement. In addition, all
employees including each coordinator and the program administrator have individual
fax numbers that feed directly into our secure email.

D. Morning Sun has a public website at www.morningsunfs.com . As our program and
systems have developed, Morning Sun has focused on providing employers and
employees greater access through technology. Those employees and employers who
choose to do so can use our on-line time card system which allows employees to log
their time throughout the time period and send it to their employer for approval at the
end of the time period. The system is structured so that the approval process is an
electronic signature. We also have an expense portal where participants and support
coordinator s can view their spending against their budget in real time. Our forms and
resource documents are available on our website. Our newest innovation allows
employers and employees to fill out enrollment applications on-line through an Adobe
product that allows an electronic signature. We also provide an area on our website
where people receiving services can tell their reai-life stories, under News at
www.morningsunfs.com. Despite these innovations, we continue to offer participants
and employees the opportunity to submit forms by mail, fax and scanning. We are
currently in the process of updating our time and attendance system so that it works
more efficiently. The new technology will also include a cell phone application for
timecard submission.

E. Morning Sun has a formal grievance procedure. This is part of the information contained
in our participant/employer handbook. Participants, employees or other involved
parties should feel free to file a grievance/complaint without being afraid of losing
negative consequences. If Customers have a complaint or problem, the first step is to let
our Morning Sun Program Administrator know immediately. The program administrator
will respond within 24 hours with resolution within 5 business days. Morning Sun will
report all grievances to the case manager of the person about whom the grievance is
filed. Morning Sun will document all grievances and provide a summary to the State that

11
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includes a summary of complaints received relating to the FEA staff performance,
employees or participants, that specifies the name of the involved parties as well as the
name of the person making the complaint, reason for complaint, date complaint
received, date complaint resolved and resolution.

F.  Morning Sun staff will track incoming and outgoing questions and calls, including reason
for the call, any action taken, length of call, whether it was an answered call or a
returned call in response to a voice mail. These “call center” statistics are tallied on a
monthly basis and shared internally. We will provide this information to the State by
program as well. We will document if the communication involved mandated reporting
of abuse, neglect and exploitation.

During enroliment, Morning Sun provides education that gives the participants, authorized
representatives and employees an overview of self-direction and outlines the required
documentation, procedures and processes that must be completed before services begin. We
accomplish assisting those who request more “hands on” help through our availability by phone
or face to face meetings. We have assisted thousands of people fill out their enroliment forms
over the phone by going through the forms page by page, step by step. We have also provided
case management training in multiple states and for multiple contracts through in person
meetings and webinars.

Additional tasks related to providing timely and effective customer service are delivered as
indicated below.

* All Morning Sun staff are expected to return ali calls the same business day or within
24 hours. If a member of the team is out of the office, they will leave an alternative
contact available for participants, employees and state agency personnel to reach in
their absence. An after- hours emergency number is part of the call system.

* Morning Sun communicates and coordinates service provision with the participant,
authorized representative, employees, vendors and the State to ensure the delivery of
quality services. This communication is documented along with the call statistics. If the
communication is significant, detailed notes and/or emails are kept as part of the
participant’s file.

® Morning Sun has created systems for processing enrollment, employment and other
information from participants and their employees. Employer packets are routed
internally to our payroll director. Packets are logged with specificity to each form
required. Any additional information needed, missing or incomplete forms are logged
as such. Our Coordinators contact the employer to obtain the missing information.
This process is also undertaken with employee packets which are managed by our
human resource department. Morning Sun uses a packaged application called M-files
as a global document repository. In addition to electronic filing, Morning Sun uses this
system to manage the work flow of enrollment packages for both the employer and

12
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the employees. Once both the employee packet and employer packet are complete,
our payroll director checks our system to ensure that we have an active service
authorization. New Employers are then notified by our coordinators that their services
can begin. If it is an established employer with a new employee, the employer is
notified of the start date of the new employee.

e All Morning Sun staff are trained to report suspected cases of abuse, neglect and/or
exploitation. This training is completed upon hire and annually thereafter. All
suspected abuse and neglect wili be reported to the State and agencies that
investigate abuse and neglect. We will also immediately report any knowledge of
critical incidents or suspected abuse or neglect to the case manager for the
participant. If the cases manager is unavailable we will report to the appropriate State
agency personnel so we are assured that immediate action will be taken. If it appears
that immediate action to protect the participant needs to involve law enforcement,
we will contact law enforcement in the appropriate community.

® Morning Sun provides customer service training for all of our staff so they are
courteous, efficient and knowledgeable. Customer service training is provided initially
as part of a new Morning Sun employee’s orientation and during Morning Sun team
meetings. Because of our emphasis on customer services, Morning Sun provides as
much customer service support as needed to make sure that each participant has and
understands the information s/he needs (including, but not limited to, providing
assistance completing and submitting forms, updates on tax and labor laws and other
pertinent information). We regularly assess and attempt to meet the needs and
preferences of each person served.

¢ Participant satisfaction surveys are used that engage the participant and/or their
authorized representatives in rating our customer service and financial administration
processes. Vermont satisfaction surveys will be conducted annually. The results will be
tallied and shared with the participants along with a summary and a quality
improvement plan. The results of Morning Sun surveys will be shared with the State
and other involved parties. We also publish the results of our surveys on our website.

* Case Managers and State personnel will also be engaged in evaluating Morning Sun, if
approved by the State. Surveys will be conducted annually at the same time we
conduct the participant satisfaction survey. The results will be shared along with a
quality improvement plan if needed.

B. Authorizations and Program Limitations
Morning Sun utilizes the Microsoft Dynamics Great Plains accounting software as a project
management system and accounting system, payroll processing and reporting. Morning Sun has
a customized payroll engine built within Great Plains that is built from the ground up as a self-
directed services processing system. This allows for nearly limitless customization and
modification abilities to meet the unique needs of Vermont’s programs.

13
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Budgets are created and maintained in our accounting software, Great Plains. Custom coding is
used to manage the many program requirements and variations, as well as to prevent
overspending or spending outside of the authorization limits. This includes dates of service,
annual, monthly or bi-monthly spending limits reflected in dollars and/or hours, rates of pay
and “savings”. These individualized project budgets are created in a format that reflects the
authorization of services. We have over a decade of experience successfully servicing various
program requirements for multiple programs.

Morning Sun has several secure methods for receiving service authorizations, budget
information, employee wage changes, terminations or changes in plans of care. Electronic
budget information can be submitted via email or Secure File Transfer Protocol/SFTP. Paper
budgets can be submitted via fax, USPS or email. All faxes and email are directed to a secure
shared Outlook folder. This foider is monitored continuously by budget specialists to ensure all
authorizations are entered/updated timely.

Morning Sun Financial Services recognizes the need to check eligibility status before providing
services and we verify eligibility currently in the States with whom we work as directed by those
States. Most eligibility checks are done electronically via 270 request and 271 response through
the Medicaid system. Others are checked through the various State agencies. Upon notification
that a participant is ineligible for services, Morning Sun enters that ineligibility date into our
Great Plains accounting system and code built into the system prohibits timesheets or expenses
from being processed during the period of eligibility. This coding ensures that we are not
processing payments for which we will be unable to bill due to ineligibility. We work with the
family and case manager to review the eligibility and when notified, we remove the ineligible
date from the system and reopen the payment processes.

Timesheets are entered in a project accounting module that checks timesheet costs and hours
against a specific service agreement cost line. Timesheet shifts are entered individually and
against service agreement cost line {service codes) to ensure that overspending or duplicate
entry does not take place. Custom code for specific Vermont programs will be developed to
ensure that the number of hours billed in one day cannot exceed 24 hours per participant,
except as authorized in DDS.

Morning Sun has experience with complying and managing the requirements of a collective
bargaining agreement in Minnesota including ensuring that wages conform to established
contracts. We will monitor budgets and wages for compliance with the terms of the CBA and
the minimum wage requirements for covered programs.

C. Billing Agent for Family Directed Hi-Tech Nurses

Our organization will act as the billing agent for the Family Directed Hi-Tech Nurses. We will put
the systems in place to review the timesheets and convert them to an acceptable format for
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submitting claims to DXC. We will communicate directly with the independent contractors if
there are problems with payment of these claims.

D. Patient Share

Some Participants, due to eligibility and financial requirements, will have a Patient Share or
copay for their services. Morning Sun Financial Services recognizes those situations and when
notified of the copay amount will work with the Employer to receive payment. Payments are
accepted via personal check or credit card. Employers are billed monthly for the Patient Share
or copay. If the Participant refuses to submit payment, Morning Sun Financial Services will
notify the Case Manager and determine what action is necessary.

E. Payroll Reports

Morning Sun currently offers individuals and agencies, secure online access to statements
called: Detailed Tracking Reports, via our website: morningsunfs.com. These reports can be
accessed by Employers and Designated Agencies based on assignments within our accounting
system. These reports are fully customizable to meet individual program needs, including funds
paid, the balance remaining in the authorized funding/service limits, dates of service, number
of hours worked and the appropriate service code for each date of service. If awarded the
contract by the State of Vermont, we will provide payroll reports following each payroll. These
reports will be designed to reflect each programs’ requirements and will be submitted to the
State and respective program for approval. Detailed Tracking Reports will be printed and
mailed to employers and designated parties as requested. Morning Sun also offers multiple
report options for States and Agencies via the same portal and can customize reports based on
their information needs. All reports on morningsunfs.com are created and managed using SQL
Server Reporting Services.

F. Unique ldentifier

Each participant or their authorized representative will have a separate FEIN number and will
be established as the Employer of Record for their employees. Morning Sun provides the 55-4
as part of the Employer start- up package. Our payroll coordinator processes the $5-4 within 3
days of receipt of a completed employer packet. We will maintain copies of the IRS FEIN in the
participant’s file. Each employer will be provided an Employer enroliment packet, by mail, email
or they can access the forms on our website. Morning Sun has developed a form letter for the
inactivation of a FEIN that is submitted to the IRS after the final tax reporting is completed for
that individual’s FEIN number. The request to retire an FEIN is usually submitted in Jan of the
year after the last payroll is processed. Morning Sun will retire the individual’s FEIN and revoke
IRS Form 2678 and all state and federal records when the participant is no longer an employer.
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G. Qualifying as the Fiscal Agent

Morning Sun has also included IRS Form 2678 which appoints Morning Sun as the agent in our
enrollment packets and on our website. We are using the revised form from August 2014 with
instructions on how to fill it out correctly according to the latest IRS information. We have pre-
filled this form on our website and also on our paper copies. Once the completed packet is
returned to us, we file the Form 2678 within 3 days and the original is stored in our electronic
data storage system. The authorization document (IRS 1997C) providing verification that
Morning Sun is the reporting agent for the employer will be maintained in each
participant/employer’s file. Morning Sun will assume the responsibilities of an agent as soon as
the form 2678 is filed and before the authorization is received.

Morning Sun will retire the individual’s FEIN and revoke IRS Form 2678 and all state and federal
accounts if the participant is no longer an employer. All documents will be maintained in each
individual’s file. Our internal policies and procedures manual contains step by step instructions
on how to file and revoke both the FEIN and the IRS form 2678. Also, if the individual changes
fiscal agents, we will revoke the 2678 appointing Morning Sun as the fiscal agent.

Morning Sun has included IRS Form 8821 on our website and in our employee packets. This
form allows Morning Sun to inquire and obtain information related to payroll and tax filing on
behalf of the employer. It must be filed with 60 days of the date it was signed; however,
Morning Sun files this form with the other new employer forms within 3 days of receipt of a
completed packet. Our payroll coordinator files this form with the other employer paperwork.
We provide the form with instructions on how to fill it out correctly according to the latest IRS
information. We have pre-filled this form on our website and also on our paper copies.
Participants will be mailed this form as part of the Morning Sun start- up packet for employers
unless they choose to obtain the form from our website. This form expires after 3 years.
Morning Sun tracks the expiration date for each participant and obtains new forms at the time
of renewal of a participant’s service authorization. During our quarterly self-audits, we ensure
that the 8821 has been filed and is retained in the employer’s record. Our manual includes step
by step instructions on obtaining and revoking the 8821.

Morning Sun will include the unemployment PA-1 on our website and in our employee packets.
This form allows Morning Sun to inquire and obtain information related to payroll and tax filing
on behalf of the employer. Morning Sun files this form with the other new employer forms
within 3 days of receipt of a completed packet. Our payroll coordinator files this form with the
other employer paperwork. We will provide the form with instructions on how to fill it out
correctly according to the latest State information. We will pre-fill this form on our website and
also on our paper copies. Participants will be mailed this form as part of the Morning Sun
enroliment packet for employers unless they choose to obtain the form from our website.
During quarterly quality assurance, self-audits, we ensure that the unemployment state power
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of attorney has been filed and is retained in the employer’s record. Our internal policies and
procedures manual will include instructions on obtaining and revoking the unemployment state
power of attorney forms,

H. Withholding and Judgements

Our internal process for payroll processing included multiple internal controls. Each employee
will have an Employee Card created in the Great Plains system. The employee card is created by
the human resource specialist as part of the enrollment process. This is the employee’s master
file regarding general pay rate and withholding information. The employee file will include their
name, their ID number, the employee social security number, W-4 tax withholding information,
mailing address and direct deposit information if applicable. Each employee file will also tie to a
participant/employer.

As part of payroll withholding for each participant’s employee, Morning Sun can withhold any
garnishments, liens or levies against employee wages based on information supplied by the
department. This information is entered into the Employee Card created in the Great Plains
system

I. Garnishments

Each employee has an employee card in our Great Plains Accounting System. The employee
card is created by the human resource specialist as part of the enrollment process. This is the
employee’s master file regarding general pay rate and withholding information. The empioyee
file will include their name, their ID number, the employee Social Security number, W-4 tax
withholding information, mailing address and direct deposit information if applicable. Each
employee file will also tie to a participant/employer. As part of payroll withholding for each
participant’s employee, Morning Sun has the capacity to withhold any garnishments, liens or
levies against employee wages. This information is also entered into the Employee Card
created in the Great Plains system.

J. Background Checks

Background check information and applications will be included in the employee enroliment
packet. Morning Sun will process background checks for each employee who has applied for
hire by a participant employer or their representative within 3 days of receiving a completed
packet. The background checks will include the Child Abuse Registry; Adult Abuse Registry.
Criminal Background check databases maintained by Vermont Crime Information Center which
includes the sex offender registry; federal exclusions database and the motor vehicle driver
record for those individuals who will be driving the persons being supported.
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All checks will be completed prior to the employee’s approval to work with the participant.
Anyone found to have an unsatisfactory background check will have the opportunity to apply
for a variance; however, the prospective employee will not be allowed to work until a variance
is approved. Variances will be submitted to the appropriate state agencies for the specific
program. Employers must provide a letter explaining why the person with the unsatisfactory
background check should be allowed to work with the participant. A letter from the prospective
worker must also accompany the variance request. The Department will make a determination
regarding a requested variance.

K. Accepting Timesheets

Morning Sun will process payroll for participants' workers in accordance with applicable
federal, state and local laws and regulations. Morning Sun successfully processes payroll for
over 3650 current participants and 5000 employees across six states from our Golden Valley,
Minnesota office.

Both the employer and employee enrollment packets contain an annual payroll schedule which
show the time periods, timesheet due dates, pay dates and off-cycle pay dates. Employees are
responsible for submitting their timesheets to their employer, who review them and authorize
the hours before submitting the timesheet to Morning Sun for payment.

We accept timesheets by e-mail, fax and regular mail. We produce and maintain electronic
copies of all timesheets for our records. Paper timesheets need to contain an employee
signature and date, an employer signature and date, dates services were provided
accompanied by start and end times with a service code. Also, the timesheet must contain the
printed name of the employee and of the person receiving services.

The employer can submit paper timesheets via fax, USPS or email. All faxes and emails are
directed to a Secure shared email inbox. This folder is monitored continuously by payroll
specialists to ensure timesheets are processed in a timely manner. An automated reply
confirmation email is sent to emailed timesheets and a confirmation call back is provided to
faxed or mailed timesheets if a call back is requested on the timesheet.

Electronic timesheets are completed and approved online via an email notification system
between the employer and their employees. Morning Sun is notified once an online timesheet
is approved by both parties. Exports of online timesheets are performed multiple times per pay
cycle.

Timesheets are reviewed by Morning Sun Financial Services payroll specialists prior to
processing to ensure that they are correct, complete and conform to the participant’s
authorized budget. Morning Sun is committed to ensuring that employees are paid on time. If
the timecard is reviewed and found unacceptable, the payroll specialists will notify the
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Coordinators, who in turn contact the employer about the missing or incorrect information. If
the employer resubmits the revised timecard to us while payroll is being processed, the
employee will be paid on time. [n addition, if a time card is entered into the accounting system
for payment and there are issues with the number of hours over budget, or if a service
authorization is not in place, the Coordinator will work to remedy the issue quickly to ensure
the employees are paid on time. We know that the extra effort we make to ensure that people
get paid on-time contributes significantly to the participants’ satisfaction with our services.

Once reviewed and approved, the timesheet information is entered into Morning Sun ’s Great
Plains Accounting System, Our staff ensure that only payments authorized by the participant's
budget are made. Our accounting system is integrated with budget and reports so that any
possible overages are flagged and resolved before the payroll is processed.

Employees will have the option to receive their paychecks through the mail, by direct deposit,
or cash card. If they chose direct deposit or a cash card, they will still receive a pay stub by mail
or email. Pay stubs will detail gross pay, hours worked, pay period, all deductions, and vear-to-
date amounts in each of those categories.

Our web-based timecard system is an efficient enhancement to our processes for those who
choose to use it. The web-based timesheet must be initiated by the employee. The employer
will need to approve the employee’s timesheet, so employers are advised to only allow web-
based timesheet submission by employees if they want to review and approve their timesheets
on the computer, or from a phone or tablet. If employers choose to use the web-based
timesheet system for one employee, we recommend that they choose web-based timesheet
submission for all of their employees to streamline processes and avoid confusion.

Payroll staff are available on payday to answer questions that may occur. Morning Sun
Coordinators have access to our financial systems so that they can answer questions from
employees and participants. If Morning Sun makes an error with a timesheet, we will ensure
that the employee is paid immediately in the most expeditious manner possible.

A direct deposit form is included in the employee packet that participant/employers receive at
orientation. If they chose direct deposit, the form will be entered into the system and kept in
their file. They will still receive a pay stub by mail or email. The payroll manager sends the
direct deposit file to the bank two days before the check date. The direct deposit file is
uploaded to the online banking website.

Other options for employees include choosing to use a Global Cash Prepaid VISA pay card.
Employees may also choose to receive a paycheck by US mail, although they are reminded that
while Morning Sun will ensure that the check is mailed on time, the U.S. mail is the least
predictable of their options.
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Morning Sun is in the process of transitioning to a new web-based time-keeping system. Our
previous system was customized for Morning Sun’s programs but became challenging for some
participants who used various web browsers to access our system. Our new system is being
developed by Annkissam and will conform to each State’s requirements for time-keeping. We
have begun using the new system with Colorado participants and will ensure that the new
system is available and tested for the Vermont contract implementation. Since we made this
change with our Colorado web-based timecard system we have not had issues or complaints
from participants and employees. We smoothly made the transition from one system to
another with the current participants by providing one time period between the sign-up for the
new system and the actual implementation. Our time-keeping system requires that both the
employer and the employee sign off on the timecard before it comes in to our system. All
timecards require that employees document their start and end times.

L. Processing Timesheets

Our payroll staff are trained in the Fair Labor Standards Act requirements, program rules and
federal and state tax deposit requirements. Our system can be modified to meet the needs of
the Vermont programs. We inspect timesheets prior to processing. Our financial infrastructure
is key to the achievement of our service goals. Morning Sun has internal controls in place to
ensure that payroll tasks are accomplished on time and that quarterly and annual payments
and tax reporting are completed without error and on-time.

Overtime is calculated for each employee for all hours worked over 40 hours in a week from
Sunday through Saturday for each employer. Since the Vermont workers will be employees of
each participant employer and not employees of the FMS or of the State as economic réalities
employees, overtime when the worker is employed by multiple participants does not apply.
While travel time can be set up and calculated in our system as we do for the State of Ohio, it is
not necessary for Vermont as there is not a joint employer relationship. The travel time
payment is only relevant when an employee works for two participants under the Agency with
Choice program or if the State is a third-party employer.

All ‘paper’ timesheets are stored electronically in M-Files. Once a timesheet is received in a
Secure shared email inbox, a Payroll Specialist will transfer the timesheet to an M-Files
workflow. The Payroll Specialist will verify (review) that the timesheet contains all the required
information and that all the shifts are totaled correctly. Once a timesheet is initially approved it
is moved into a “ready to key” status within our M-Files workflow process. Any issue identified
with the timesheet, such as missing signatures or dates, are promptly communicated to the
employer. Timesheets with such issues are placed in an “issue” state in our M-Files workflow.
Once a satisfactory revision is received the timesheet is removed from issues and moved to a
“Ready to Key” status.
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Morning Sun has an online web portal that allows employees and employers to submit and
approve timesheets online. The online portal allows the employee to login with a personal user
ID and password. The employee creates timesheet entries by choosing the approved service
codes for the participant they are working for, entering the date of service, the shift worked
and AM or PM. When the employee has worked the last shift of the pay period they submit
their timesheet to their employer for approval. The employer receives an email notifying them
of a timesheet that is ready to review and approve. The employer logs in with their personal
user ID and password, verifies that all dates, shifts and services are accurate, and will then
approve or reject the timesheet. The timesheet must be approved by both parties in order to
process through to payroll.

The online system alerts payroll to duplicate timesheets or duplicate entries within a given
timesheet. The custom payroli system also utilizes specialized reporting to identify
inconsistencies across multiple timesheets. This reporting ensure that the following conditions
are found and examined:

e overlapping hours for a given employee, including an employee that may work
for multiple employers.

¢ overlapping hours where the same services were provided to an employer
(consumer) by different employees at the same time

e timesheets that were not dual-party approved

When all timesheet edits are complete, the timesheet batch is exported as an Excel file and
imported into the payroll system. Participant timesheets that are faxed, mailed or emailed are
entered directly into a timesheet batch within the Great Plains payroll system.

After a timesheet is approved by both the employer and employee, it flows to our payroll
system. Morning Sun uses Microsoft Dynamics Great Plains to track service agreements and
process payroll and expenses. Timesheets are entered in a project accounting module that
checks timesheet costs against a specific service agreement cost line. Timesheet shifts are
entered individually and against service agreement cost line {service codes) to ensure that
overspending or duplicate entry does not take place.

Great Plains has custom coding in place to alert the payroli specialist of any issues with the
timesheet and/or issues with background check clearances and/or certifications. Below is a list
of error messages that may be received from Great Plains while entering time worked for an
employee against a service agreement:

e Over Budget by Sxx.xx
o The timesheet will overspend a service agreement cost line.
¢ Over cumulative by Sxx.xx
o The timesheet will overspend a monthly allocation combined with tax
and/or fee markups
o Duplicate entry
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o The same employee had a shift on the same day already paid or
keyed into Great Plains
Missing or expired background check
o Either a background check clearance date was not inputted for the
employee being paid or the background check has reached its
expiration
Expired certification
o The employee has a lapsed certification, such as CPR, First Aid or any
required training to provide services
Person served ineligibility period
o Work was performed by the employee while the person served was
ineligible to receive services
= Examples include Lapsed Medical Assistance or a hospital stay
Employee ineligibility period
o Work was performed by the employee while they had a gap in
certification so no service was to be provided by the employee
Dates outside service agreement
o A date that work performed was outside of the service agreement
dates
Over quantity
The quantity of hours worked puts the service code over the quantity
allocated
* Only occurs when a service is quantity based and not
monetary based.

After timesheets are keyed successfully into Great Plains, Morning Sun utilizes Crystal Reports
to verify that all employees are following Wage and Hour Laws, as well as program specific
rules. New Crystal Reports can be created or edited by payroll leadership at a moment’s notice
to accommodate the requirements of a program. Below are examples of what timesheet issues
are identified by the payroll specialists after running Crystal Reports:

Over 40 hours in a week by one employee
© Does overtime law apply and is revision needed?
Overlap of shifts worked by 2 or more employees for the same person served
o Sent to issues workflow step and the employer is notified
Overlap of shifts worked by 1 employee for multiple persons served
o Sent to issues workflow step and the employer is notified
When transportation applies; was worked performed on the same day as the
transportation was reported?
o Sent to issues workflow step and the employer is notified
Where monthly or budget limits exceeded?
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o For example, a maximum of 30 days of respite per contract year is
allowed
o Sent to issues workflow step and the employer is notified

After all the necessary Crystal Reporting is complete, the payroll specialist performs a final
timesheet edit to validate that the data entered into Great Plains matches the actual timesheet.
After any necessary edits are complete, a supervisor approves dates and transactions, and the
time sheets in the Great Plains project accounting module are posted against individual services
agreements. The same timesheets posted in project accounting are automatically transferred to
the payroll module of Great Plains for payment. Finally, the timesheet is then marked as
processed in M-Files.

Using the payroll system reports (SQL Server Reporting Services) in conjunction with SAP Crystal
Reports, we can report on payrol! data or payroll tax data in aggregate by company, or by
individual employer. The employee and participant records are linked to each other in our
payroll and budgeting systems. The specific employer account numbers are setup on each
employee record using a custom-built window within Great Plains. The specific links that are
made between an employee and participant make it virtually impossible to pay an employee
under the incorrect participant. Once an employee and participant are linked, the system will
not allow an employee’s payroll to post to the wrong participant’s budget, or for an employee
to use an incorrect service code.

Our custom programming within the Great Plains system insures that we follow federal and
State Department of Labor wage and hour laws. State program rules are applied, and the
Medicaid Fraud and Abuse law is also applied by examining every timesheet prior to payment.

Morning Sun has safeguards in place by utilizing M-Files and custom programming in Great
Plains to deduct employee garnishment orders, Union Dues { CBA) and an unlimited number of
deductions and additional payments if needed.

The total gross payroll calculated is cross referenced to billed services in project accounting and
approved by a supervisor prior to cutting pay checks. All direct deposits are submitted and
checks are mailed at least 2 days before the pay date.

Final Payroll Processing is then performed, including garnishments, Union Dues, PTO accrual
and other program specific payroil deductions or payments.

Our payroll specialists and Coordinators are in regular communication about payroll issues that
arise and need to be fixed by the participant and worker prior to payday. The Coordinators
contact the employer to request corrected timecards. This service is part of Morning Sun’s
commitment to ensuring that workers are paid on time, and that documentation of service
delivery complies with program rules.
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Our internal systems for payroll processing included muitiple internal controls. Each employee
will have an Employee Card created in the Great Plains system. Each employee’s information in
the Great Plains system will tie to the employer FEIN. The employer taxes are encumbered for
payment. The employer set-up will include Vermont Unemployment Insurance payment
calculation, the Federal Unemployment Tax (FUTA) payment calculation and the Employer’s
share of FICA (Medicare and Social Security) payment calculation. The employer tax rates and
their impact on the participant’s budget allocation are part of the education and training
provided to the participant during enroliment. Participant/employers are also provided with a
“Cost to You” worksheet that shows the “mark-up” due to employer taxes. Our table shows the
employee’s wage and then, in a separate column, the cost to the budget once the aggregated
employer taxes are added. In this way, the employer can anticipate the amount charged to
their budget allocation during each payroll period.

Employee FICA and Employer FUTA, SUTA (state unemployment tax) and FICA may not apply if
the employee is a household employee as defined in IRS publication 926. However, all
withholding will be determined by Morning Sun based on the forms filled out by the employee.
For example, exemption from FICA, FUTA, SUTA and Employee FICA are based on the following
relationships: Spouse of employer, parent of employer, child of employer up to 21 years old,
and any child under the age of 18, if the child is a student.

After the initial set-up is complete, each payroll batch can be run on the schedule set out and
dispersed by the department. A payroll batch is created within Great Plains by the payroll
director after all of the payroll information for that period is entered by the payroli specialist.
The system is set up so that warnings or errors are indicated and can be corrected prior to
check processing. There are also two reports: a “Timesheet” edit list, which allows an audit of
what was keyed against what is on the data print out, and a Calculate Checks report that is a
gross to net report. These reports are an internal control that are run prior to payroll
processing and are used to audit for discrepancies prior to printing the payroll checks. Once
that is done, the payroll director can print checks and print earning statements. The direct
deposit file is due to the bank two days before the check date. The direct deposit file is
uploaded to the online banking website. All timesheets are retained in our electronic M-files
repository. Timesheets are filed in the employee’s file and are tied within the system to the
employer. If an employee works for multiple employers, they submit multiple timesheets. The
timesheets are then filed separately for each participant/employer.

The Great Plains system is an integrated system that will also post payroll entries to the general
ledger accounts with the updated journal entry immediately as the payroll is run.

M. Payment for Empioyees
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Employees will have the option to receive their paychecks through the mail, by direct deposit,
or cash card. If they chose direct deposit or a cash card, they will still receive a pay stub by mail
or email. Pay stubs will detail gross pay, hours worked, pay period, all deductions, and year-to-
date amounts in each of those categories. Morning Sun advises employees to use the direct
deposit or cash card methods because they are the most reliable forms of payment.

Morning Sun will provide a payroll schedule as part of the enrollment package for each new
employer and employee. In addition, payroll schedules are mailed in December each year to all
current employers and employees. Morning Sun ensures that employees are paid on time. Our
newest accommodation is to provide off-cycle timesheet processing and payment two days
after the regular payday to accommodate those who submit their timesheets late. We also
make immediate payments the same day or the next day, depending on the delivery method
selected by the participant, if Morning Sun makes an error, has system problems or due to
State error. If an employee does not receive a check but a check has been mailed, we will ask
the employee to wait 5 days to ensure that the check is truly lost. We will then put a stop pay
on the first check and provide a second check to the employee.

Morning Sun will also report unclaimed property or un-cashed checks in accordance with
Vermont law. We have developed policies and procedures as part of our Fiscal Employer Agent
Policies and Procedure Manual specific to each state and to the unclaimed property law of each
state.

Morning Sun has several secure methods for receiving Goods and Service Invoices. Invoices can
be submitted via fax, USPS or email. All faxes and email are directed to a secure shared email
inbox. This folder is monitored continuously by accounts payable specialists to ensure all
invoices are paid in a timely manner.

All invoices are stored electronically in M-Files. Once an invoice is received, an AP Specialist will
transfer the invoice to an M-Files workflow. The AP Specialist will review all Goods and Services
invoices to ensure proper documentation is present according to program and Morning Sun
standards, along with State and Federal laws.

Once an invoice is initially approved it is moved in a “ready to key” state within our M-Files
workflow process. Any issue identified with the invoice are promptly communicated to the
applicable parties. The issue invoice is placed in an issue state in our M-Files workflow. Once all
guidelines are met, the invoice is removed from an “issues” state and moved to “Ready to Key.”

Great Plains has custom coding in place to alert the AP specialist of any issues with the invoice
in relation to the budget. Below is a list of error messages that may be received from Great
Plains while entering time worked for an employee against a service agreement:

* Over Budget by Sxx.xx
¢ Over cumulative by $xx.xx
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R H

® The expense will exceed a monthly allocation

* An expense with the same date has already been entered on this budget
line
Person served ineligibility period

® Expense date is not within budget pericd

* Units exceed budgeted amount (Only when a service is quantity based
and not monetary based)

e Vendor is not approved for this expense

These measures help us detect fraud and prevent duplicate payments from being issued.

Payments are made by check or ACH on a weekly basis. This allows for quick turn around and
benefits the people we serve. All payees are setup in Great Plains by an AP Director to ensure
separation of duties to deter fraud. When applicable, vendors are required to submit a W9 to
ensure that the vendor is in compliance with all State and Federal guidelines.

Morning Sun will provide cash to participants/employers when requested by an employer and
approved by the State and program rules and/or as part of their plan of care or service
authorization. Cash is provided by check or direct deposit. We also provide reimbursement for
funds spent by the participant if allowed by the program and with an accompanying receipt.

We will develop a process with the State for wage changes for each program. We have a change
notice that can be modified to meet the needs of each program. A change of wage notice is
processed as soon as it is received so that the employee recelves their increased wage in a
timely manner. The change notice also includes a termination section for those employees no
longer active. Beyond official notification, Morning Sun considers an employee inactive after
one year without providing service to the employer/participant.

Overtime calculation and payment is fully supported by the Morning Sun payroll processing
system. The Federal Depart of Labor Homecare Rule concerning overtime is already
programmed into our customized payroll engine. The Maorning Sun work weeks begin on
Sunday and run through Saturday. Any hours worked that exceed 40 hours in the week, Sunday
through Saturday, are paid at time and a half of the regular rate of pay. Morning Sun will also
follow the overtime exemption rules as set forth by the Department of Labor, provided the
employee resides in the employer’s home or lives and sleeps at the home of the employer at
least 5 days per week or 120 hours or more each week, Sunday through Saturday. Morning Sun
is knowledgeable of DOL changes and has processed payroll for employers who are joint
employers with a third-party employer (Ohio} and for those who select the Agency with Choice
option (Minnesota and Ohio.)

The Great Plains payroll system can accrue and track vacation policies, sick leave plans and the
withholding and payment management of union dues per the requirements of the State of
Vermont CBA. Morning Sun currently manages payroll in conformance with a union contract in
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Minnesota that requires the fiscal agent to accrue sick time, paid time off and the withholding
of union dues as a percentage of an employee payroll. It is possible to use multiple accrual
tables, especially if there is a tiered accrual rate or multiple plans. Reporting is in place to
provide the State and union all required information and reports, per the specifications of the
union contract and/or the State agency.

N. Tax-related Services

Morning Sun has policies and procedures in place for depositing individual payroll taxes and
employer payroll taxes as required by law and IRS regulations for fiscal employer agent. For
fiscal employer agent participant/employers, each employee's information in the Microsoft
Dynamics Great Plains system will tie to their employer FEIN so that the employer taxes are
encumbered for payment. The employer set up will include the State Unemployment Insurance
payment calculation, the Federal Unemployment Tax (FUTA) payment calculation and the
Employer's share of FICA (Medicare and Social Security) payment calculation.

Morning Sun has policies and procedures in place for withholding individual payroll taxes as
required by law. We include the W-4 form in our employee packets so that employees indicate
their chosen allowances. This form is tracked as part of the new employee packet. Workers are
not allowed to start working until their employee packet is complete. As the payroll agent for
participants, we will be responsible for ensuring that FICA, FUTA, SUTA plus federal and state or
local taxes are withheld, filed and deposited according to the federal IRS, DOL and Vermont's
rules and regulations. Our Payroll Director is responsible for ensuring that all employees' payroll
cards are set up accurately in our Great Plains payroll and accounting system and are withheld
from employee's payroll. Our executive administrator and payroll coordinators are responsible
for filing taxes withheld from the employees ‘wages.

Morning Sun has written policies and procedures for preparing, filing and distributing IRS Form
W-2 for individuals’ workers. When the participant is the Employer of Record, this is completed
in accordance with IRS instructions for agents, for electronic filing when processing 250 or more
IRS Form W-2 and for maintaining documentation in the employee’s file. Morning Sun issues all
employees’ W-2s by the required deadline of January 31 each year. Morning Sun has internal
controls in place that include year-end tax reporting. Morning Sun performs many systems
check and balances prior to the preparation and distribution of IRS Form W-2 and W-3. The
Microsoft Dynamics Great Plains accounting system provides the reporting tools used to check
accuracy in reporting. Morning Sun s’ payroll manager is responsible for W-2 issuance at the
end of each calendar year.

Morning Sun has established systems and practices for refunding over collected FICA to

applicable employers and support services in accordance with the IRS regulations and for
maintaining relevant documentation. For those employees who do not meet the FICA
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threshold, we will make year-end adjustments using IRS Form 941-X, Adjusted Employer’s
Quarterly Federal Tax Return or Claim for Refund.

Morning Sun files FUTA using an IRS Form 940, Employer’s Annual Federal Unemployment Tax
Report, annually in the aggregate and the IRS Form 940 Schedule R and using the F/EA FMS
provider's separate FEIN for all individuals it represents and maintaining documentation in the
F/EA FMS provider's files. Morning Sun 's executive administrator is responsible for employer
tax filing.

Morning Sun will file the IRS form 941 Employer's Quarterly Federal Tax Return which includes
FICA and Federal Income Tax Withholding along with IRS Form Schedule R for form 941 in the
aggregate for all individuals it serves.

The Microsoft Dynamics Great Plains system runs payroll reports that include payment of FUTA.
These are available each time period or in aggregate. A checklist is used at the end of each
quarter to insure all quarterly tax documents are completed and filed. As a task is compieted it
is marked as completed. All tax reporting documents are stored electronically.

Employer FUTA deposits are required to be made at the end of each quarter, if the liability
exceeds $500.00. When the payroll is complete the ledger is updated, and a report can be run
for both the discrete time period and the aggregate. Morning Sun 's FEIN is used to submit all
FUTA tax deposits through the IRS's EFTSPS payment system, following the deposit rules of the
IRS.

Morning Sun will include within the employee packet, information regarding the Federal Earned
Income Credit. Employees eligible for this credit must apply for this credit through the filing of
their person tax return.

State and Federal tax payment is an integral portion of the payroll engine described above. This
allows for modification of the tax payment system at any time. Great Plains has been
customized to manage the tax exemptions and exclusions that are specific to self-direction,
such as the 2014-7 exclusion, FICA, FUTA and SUI exemptions that apply to certain employers.

Employees are covered for unemployment insurance based on the specific laws of each State.
The State of Vermont regards employees as State employees for unemployment insurance and
must be reported to the State quarterly. The Great Plains system can be setup to manage the
unemployment insurance calculations by employee, by rate, by participant and by program.
The participant budget is also expensed the proportionate cost of the unemployment insurance
expense calculated from the gross wages paid to their employees. Morning Sun will file
unemployment forms by Vermont program.
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Morning Sun currently manages several different types of worker’s compensation policies, with
one of the largest being a State-run plan that covers all employees similar to the State plan in
Vermont. Premiums are paid and true-up reports provided to the State and not an insurance
company. Employees are provided a central reporting number to call and report any claims
they may have. The State in turn corresponds with Morning Sun and the individual employer.
Great Plains can manage the calculation of premiums and any reporting that may be required.
The participant budget is also expensed the proportionate cost of the worker compensation
expense calculated from the gross wages paid to their employees. Morning Sun will participate
in the annual Worker’s Compensation Audit with the current policy carrier.

Q. Providing Information

Morning Sun is committed to diversity and being culturally responsive and to employing a work
force that is reflective of the diversity of the participants. The organization has a
comprehensive equal employment opportunity/affirmative action statement in place, and the
Chief Administrative Officer is the EEO Coordinator. Beyond the requirements of the law,
Morning Sun recognizes the value of a diverse workforce, working to create an organization
that is greater as a result of the richness of contributions that a diverse workforce can bring.
Morning Sun fosters an environment in which all employees contribute to the goals of the
organization, and are also able to experience personal growth. To accomplish this goal,
Morning Sun is dedicated to:

a. Communicating effectively with employees from a wide variety of cultural
backgrounds.

b. Coaching and developing employees of different ages, educational
backgrounds, ethnicity, physical ability, and race.

c. Providing performance feedback that is based on objective outcomes

rather than values and stereotypes that work against women, minorities,
and disabled persons by prejudging these persons’ abilities and talents.

d. Creating a work environment that makes it comfortable for employees of
all backgrounds to be creative and innovative.

Morning Sun Financial Services serves persons that are African immigrants, Russian immigrants,
African American, Asian and Latino individuals with disabilities. We employ a diverse, culturally
competent workforce and provide pre-service and in-service training and professional
development to all staff members and contract employees to ensure understanding and
acceptance of the values, principles, and practices of our participant base. We ensure that all
interactions with the individuals we support are respectful of individual cultures and are
conducted in the individual’s and family member’s preferred language.
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Our staff receive targeted training related to individual cases where we are working to
appropriately develop services to those from a specific culture. We also provide general
cultural diversity training to our management staff on an annual basis. Dr. BraVada Garrett
Akinsanya, a licensed clinical psychologist and the Executive Director of the African American
Child Wellness Institute is one of the individuals who regularly provides training to our
administrative and financial staff on multiculturalism and engaging cross cultural relationships.
Dr. BraVada speaks to the issues of institutional racism and white privilege.

Morning Sun Financial Services will use translators and interpreters when working with non-
English speaking individuals and their families. We maintain a list of interpreter service
providers who are available for face-to-face contacts. We have a TTY number and regularly use
a Relay Service for TDD users. Morning Sun’s staff have a Language Line available for phone
calls in 174 languages to set up meetings and to coordinate services by phone. Our staff include
individuals who are Asian, African-American, Somalian, Hispanic and Hmong. We expediently
locate and engage appropriate resources to help us respond as specific needs arise.

P. Claims and Reimbursements

Morning Sun Financial Services is a Medicaid provider in 6 States and wouid apply for and
maintain Medicaid status in Vermont.

Morning Sun Financial Services recognizes the need to check eligibility status before providing
services and we verify eligibility currently in the States with which we work as directed by those
States. Most eligibility checks are done electronically via 270 request and 271 response through
the Medicaid system. Others are checked through the various State agencies. Upon notification
that a participant is ineligible for services, Morning Sun enters that ineligibility date into our
Great Plains accounting system and code built into the system prohibits timesheets or expenses
from being processed during the period of eligibility. This coding ensures that we are not
processing payments for which we will be unable to bill due to ineligibility. We work with the
family and case manager to reopen the MA eligibility as soon as possible and when notified, we
remove the ineligible date from the system and reopen the payment processes.

Morning Sun Financial Services recognizes that there are several different programs in Vermont
and not all services are billed to the same entity. We have this situation in several of the States
in which we work. For claims billed to Vermont Medicaid through the vendor DXC Technology,
we test X12 batches with DXC, and once approved, submit those claims electronically. We
currently work with DXC in Colorado and submit all claims via X12 batch transactions. We are
able to submit both 837P’s and 837i. All billing information is gathered in Great Plains. Weekly,
we run reports from that system, format the reports and then process them through the
Gentran software, which converts the billing to the X12 format. Those are then uploaded to the
proper State web portal for processing.
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We recognize that not all programs are run through the Vermont Medicaid system. Morning
Sun can tailor our billing systems to accommodate numerous different billing processes. We
have written reports that enable us to upload claims into State or county specific systems that
do not necessarily follow the X12 formats for 837P and 837i. We are also able to complete
paper billing on forms that we design or using the paper billing form supplied by the program
and would submit those to the DA/SSA/SISO.

Morning Sun Financial Services is aware that not all claims process correctly the first time. We
have systems in place using the outstanding reporting features of Microsoft Dynamics to
identify those claims and follow up with the appropriate entity immediately. Outstanding claims
are monitored weekly and followed up on until resolved.

We strive to maintain claims older than three months below 2% of all total claims. Currently our
percentage of total receivables older than three months is 1.60% within the States that we
provide self-directed services for.

To limit the chance of fraud within the department, the employee who submits the billing (an
Accounts Receivable Specialist) is not the same employee that applies the payments received (a
Billing Coordinator). In addition, the Director and the Administrator of the program monitor
outstanding reports and meet weekly with the AR specialist and the Billing Coordinator to
discuss billings sent, payments received and any follow up that may be necessary to resolve the
outstanding issues. Quarterly audits are conducted internally that follow claims from timesheet
submission through the entire process to claim payment. Any anomalies or discrepancies are
followed up by the Administrator.

Q. Cash Flow

Morning Sun will maintain sufficient cash flow to pay all payroll and non-payroll payments in
accordance with the established payroll schedules for each program. We have attached a letter
from North American Banking Company verifying our current line of credit.

R. Employer and Employee Enroliment

Morning Sun will provide information and training to participants through their Coordinators,
on the phone or in person. Pre-filled out forms with instructions, and user guides for filling out
forms and time cards, will be provided. Training will also be provided on the responsibilities of
participants who choose participant directed services.

The Participant Enroliment Packets will include:

e Letter of Welcome and Introduction including hours of operation, toll free
number, key F/EA staff with full contact information.
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Summary of Fiscal/Employer Agent Responsibilities

Summary of Participant/Employer Responsibilities

Participant/Employer agreement with Morning Sun Financial Services

IRS Forms $5-4 to apply for FEIN

Form 2678: Employer Appointment of Agent

IRS Form 8821: Tax Information Authorization

Vermont Unemployment Form PA-1

Customer Service Contacts, Hours of Operation and Procedures

State Power of Attorney Form

Instructions for completing all forms including all Employer and Employee
forms.

Examples and instructions for time sheets, payroll calendar and completed
sample forms.

Examples and instructions for expenditure reports.

Wage sheets for specific Vermont programs

In addition, the Coordinator will review the Participant’s Employees Packet with the participant
as part of the orientation. Our Participant’s Employee Packets contain employment forms and
the paperwork involved with hiring an employee (and subsequent changes to the Employee’s
contact information or status) including:

Checklist Coversheet

Employee Packet Instructions

Morning Sun Enroliment Form {which collects employee information e.g.
name, social security number, contact information, etc.)

INS Form 1-9: Employment Eligibility Verification

IRS Form W-4: Employee’s Withholding Allowance Certificate

IRS Notice 797: Possible Federal Tax Refund Due to the Earned Income Credit
IRS Form W-5: Earned Income Credit Advanced Payment Certificate
Work Agreement with the employer

Timesheet Template

Payroll Calendar

Optional Direct Deposit Form

Employee Change Notice

Customer Service Helpline Information and Schedule

Customer Service Complaint System Information
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Transition packets and transfer of information
Morning Sun will request transition information from the State or the current vendor as
directed by the State, including the following information:

e A copy of current Individual Service Plan
Participant demographics including:
" Name
" Mailing address
* Phone number(s)
* Physical address if different than mailing
* Where applicable: Participant s representative name, address,
and phone number(s)
e Participant ’s individual FEIN # for tax filing purposes, Name and address
associated with the FEIN #. A copy of IRS Form 8822.
® Participant s UC Tax Account Numbers
e Access accounts and passwords to those accounts
e Current employee file including:
= W-4
= |9
=SS Card or other documents used for I-9
* Demographic information, including name, SSN and address
= List of FUTA exempt employees
= Any other necessary documents for tax reporting such as
garnishments, liens or levies
* Background studies and registry checks
= Verification of training

Morning Sun Financial Services has education materials that will be adapted to specifically
address the program parameters of Vermont’s individual programs. As specified in the RFP, the
manual is written at a 6™-grade reading level, in 12-point font. As required, the manual is
printed with an assurance of non-discrimination. Morning Sun will deliver on that promise by
making the manual available to the limited English proficiency groups identified by the State,
and in alternate formats (Braille, oral interpretation, voice) upon request. The materials are
designed to address the philosophy, roles and responsibilities, and benefits of participant
direction. We will address the ability to hire their own staff, train and schedule employees,
stretch the money available to them by setting priorities, and ultimately exercise employer and
budget authority and control. Our goal is to demystify the process participant direction.
Morning Sun’s Coordinators are trained to flexibly provide the supports that each individual
need to be successful with the program.
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Morning Sun Financial Services’ Employer Manual, Table of Contents:

INTRODUCTION
About Us
Morning Sun’s Mission
Roles and Responsibilities
Role of a Supports Broker
Seif-Determination Philosophy
Customer Service System
Carrections Involving Payments
Non-Discrimination Policies
Alternative Formats for verbal and written translation
Protection from Harm
Voluntary and Involuntary Exists
SERVICE INITIATION
Getting Setup as the Employer
Startup Forms
Budget Development
MANAGING YOUR SELF DETERMINATION BUDGET
Monitoring Spending
Expense Summaries
HIRING EMPLOYEES
New Employee Paperwork
New Employee/Worker Requirements
Background Checks
Employee Changes and Separations
PAYROLL POLICIES AND PROCEDURES
Time Records
Web-based Timesheets
Payroll Calendar
Issues That May Delay Payroll
Fraudulent Reimbursement Requests and Over-Spending
EMPLOYER RESOURCES
Roles and Responsibilities Grid
Sample Interview Questions
Addressing and Documenting Performance Issues
Payroll Tax Explanation
Household Employers
Employer Tax Exemption Grid
Timesheet Instructions
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Morning Sun is experienced with adapting our materials and training to meet the needs of the
intended audience. We have provided training on participant-direction for case managers and
State personnel for many state programs. We have reviewed roles and responsibilities,
provided guidance on the purpose of the forms and Morning Sun processes. We will be eager
to provide whatever training is requested for the Vermont programs.

S. Unemployment and Worker’s Compensation
T. Training and Communication

Morning Sun will send a representative to training sessions as requested by the State.
U. Vermont Presence

Morning Sun will establish offices in the City of Burlington, Vermont where we will locate our
program/customer service staff. Our financial administration and human resource functions will
be conducted from cur Minnesota office. Morning Sun Financial Services’ has used this business
model in the 5 states in which we work outside of the state of Minnesota. Local enrollment and
customer service staff assure that unique community assets and preferences are understood
and supported. Providing the financial administration from our Minnesota corporate office
allows for efficiencies and economies of scale. As we have grown, we have been able to
provide opportunities for our staff to learn and develop, take on new tasks and activities, and
seek promotion. This has led to longevity in our management and administrative staff, and has
assured continuity and a depth of expertise rarely found in our industry. Our Vermont staff will
have the same electronic connectivity and access to the Great Plains Accounting System and
the M-files storage repository as our Minnesota staff. Our Vermont office will include meeting
and conference rooms. We will be available to meet with State personnel as needed and at
least monthly. We will be within 30 minutes from the DAIL offices. Our program administrator
will be located in our Vermont offices. The program administrator will have the authority to
make decisions regarding our Vermont operations. We anticipate having approximately 25 staff
located in the Vermont office. Our model is to hire Coordinators who provide enrollment,
customer service, training and education on participant direction and payroll assistance to
program participants, employees and State staff. We have based the number of Coordinators
on our Minnesota model. We will assign a Coordinator to each participant. Coordinators will
have approximately 175 participants on their caseloads. We prefer this mode to the call center
model so that we can assign participants to Coordinators who are knowledgeable about their
specific program. This model has been instrumental in our satisfaction survey results.
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V. Other Duties

Morning Sun will provide financial statements to the State on a quarterly basis or more
frequently if requested.

Morning Sun has an extensive policy and procedure manual that we adapt for each state with
which we contract that includes detailed descriptions of the policies and procedures and
internal controls for fiscal employer agent services The manual will be updated to include
policies and procedures for the Vermont programs. The policy and procedure manual will be
available to the State upon request. Our manual contains specific, step-by-step instructions,
including screenshots of the accounting and payroll systems. The manual demonstrates the
internal controls that ensure that Morning Sun’s fiscal employer agent services are based on
best practices.

Our manual illustrates how to perform the following functions, written as if the staff person
was unfamiliar with the tasks and functions. Our manuals currently include the following:

1. Referral Process
2. Enrollment Packets
a. New Employer Packet
Employer/Participant Handbook
New Employee Packet
Employer Transition Packet
State DOL and Workforce Programs, Policies, Forms, Instructions
IRS Policies, Forms, Instructions
3. Workers Qualifications and Enrollment
4. Payroll Receiving and Processing
Employer and Employee set up
Timesheet and wage verification and calculation of pay
Web-based Timesheets
Payroll entry and posting
Creating and distributing payroll checks
Manual payroll checks
g. Payroll tax reporting, filing and refunding
5. Expense Reimbursement
a. Expense reimbursement payments
b. Unclaimed property

meoon o

-
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6. Claims Submission
a. Electronic billing
b. Posting remittance
7. Accounting System Tracking and Reporting
a. Budget set-up
b. Reporting
Web Portal Procedures
Sample utilization tracking reports
Terminating Employer Status
Staffing Requirements
a. Staffing policies and procedures
10. Training Planning
11. Reporting Abuse, Neglect and Financial Exploitation
12. Reporting Waste, Fraud and Abuse
13. Customer Services procedures
14. Quality assurance procedures
15. Disaster Plan
16. Maintaining, Storing and Destroying Records

0 ONR

We will adapt our policies and procedures for the state of Vermont including reporting abuse,
neglect and financial exploitation to the State as required by Vermont Statute. All reports will
be documented and made within 48 hours to Adult Protective Services. We will adapt our
policies for reporting suspected abuse and neglect of a child. All Morning Sun staff are trained
on the respective state reporting policies when hired and annually thereafter. Training is
documented and retained as part of the Morning Sun employee personnel files.

All Morning Sun staff are trained to report suspected fraud, waste and abuse. This training is
completed upon hire and annually thereafter. All suspected fraud and abuse will be reported
to the Vermont agencies that investigate fraud and abuse. If the matter needs to involve law
enforcement, we will contact law enforcement in the appropriate community. The following is
an excerpt from our current procedures:

e All Morning Sun staff including Coordinators, finance and human resources staff will be

trained upon hire, and will receive annual training thereafter on Fraud, Abuse and
Waste. Definitions and examples will be provided.
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All Morning Sun staff are expected to report fraud, abuse and waste. Morning Sun staff
may choose to report fraud, abuse and waste to their supervisor, or they may report
externally through the toll-free hotline.

If a Morning Sun supervisor receives a report of fraud, waste or abuse, they will
immediately call the toll-free hotline and or Vermont State agencies to report suspected
fraud, waste and abuse. The Vermont contract monitors will also be informed.

All Morning Sun staff will be trained on the Whistleblower Statute, which states that an
employer may not discharge, discipline or discriminate against an employee because the
employee or a person acting on behalf of an employee reported a violation or suspected
violation of any federal or state law in good faith to an employer or to any governmental
body or law enforcement official. An employer may also not discipline, discharge or
discriminate against an employee for refusing to participate in any activity that the
employee believes violated any state or federal law, rule or regulation.

Morning Sun prominently displays signs in the Morning Sun State offices which inform
staff, volunteers, and contractors how to report wasteful, inefficient, or fraudulent
activity involving government funds and property through the Medicaid Fraud Unit at
802-828-3171 or though the Department of Vermont Health Access 802-879-5900.

Morning Sun will make copies of federal and state laws available for staff to review
upon request.

Morning Sun will routinely include information on how to report fraud, waste or abuse
of government funds and property in Morning Sun material.

In accordance with the federal False Claims Act, Morning Sun shall prohibit retaliation
against staff who report information about suspected misconduct or questionable
practices involving fraud, waste, or abuse of government funds or property.

Morning Sun will ensure that its staff fully participate and cooperate with any
investigation into suspected misconduct or questionable practices involving fraud,
waste, or abuse of government funds or property, and shall make records available for
inspection and duplication in accordance with state and federal laws and DIDD policy
and procedures.

Morning Sun will support the full prosecution of involved individuals when there is an

indication of false claims being made to any agency, or if misconduct is uncovered
involving fraud, waste, or abuse of government funds or property.
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Morning Sun will document initial training that occurs during employee orientation and
annual training thereafter. Morning Sun staff will sign the acknowledgement of training
provided.

The acknowledgement will be retained in the employee’s personal file.

In addition to our commitment to the people we serve, our systems and practices are
designed to deter the risks of participant or worker fraud and abuse and internal fraud and
abuse. Our approach combines best practices in the use of technology, as well as training for
our staff who have “eyes on” timecards. The following activities reflect practices that serve to
detect fraudulent practices:

Payroll:

Our web-based timesheets intentionally require two separate email addresses and log
in credentials.

Coordinators monitor hospitalizations and discharge dates as they have knowledge and
provide them to payroll to ensure service times are not entered into unauthorized pay
dates.

Payroll has code when entering timesheets that alerts us if the date was already
entered.

Edit reports look for overlapping shifts, overtime, same shifts.

All timesheets are confirmed to have employee and employer approval.

Payroll performs cross edits. The same employee who enters the timesheet batch does
not do the edit for that batch.

Payroll has a code to alert to an over-budget issue.

Payroll performs quarterly internal audits. The program administrator chooses a random
2% participant sampling. Payroll audits for completed timesheets, calculations on
timesheets, paperwork, pay check calculations and tax payments.

Payroll directors reconcile payroll monthly, performing gross-to-net calculations. Audits
to tax exemption setup and pay rates.

Authorizations:

Qur fiscal support director conducts quarterly audits of authorization entries. These
audits are reviewed by the financial administrator.

Expenses:

All expenses are reviewed for accuracy by our AP Specialists. This covers forms, receipts
and documentation.
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e All payees are setup by the AP director to ensure they are relevant and accurate.

e We have coding designed to alert if an expense with the same documentation date has
already been entered on an individual’s authorization, which prompts further
investigation. We are also alerted if an expense will exceed an individual’s budgeted
amount.

e Payments over $5,000 require additional approval from the AP director and a manual
check signature.

e All electronic payment batches are approved by the AP director

Billing:

¢ In billing, we have code that alerts us if an entry has already been entered for a
particular date which prompts a closer look.

e The person who completes the billing is not the person that applies the payments.

¢ We conduct quarterly audits tracking all payments back to timesheets and expense
reports to determine that all were billed properly.

e The director and the administrator examine the aged receivables and unbilled billings
after each remit to identify any anomalies in the reports.

e Checks/payments received in the office are handled by one persen opening the mail,
placing the payments in a folder for deposit into a specific company, and then those
folders are double-checked by a second person. The checks/payments are then routed
to a 3" person to complete the deposit and send to the bank.

Morning Sun Financial Services strives to provide participants, employees, case managers and
other State personnel with excellent customer service. Our staff are trained to handie all
customer questions and concerns as they arise, in a courteous and friendly manner. Our goal is
to be responsive to questions, concerns, and feedback.

All participants are provided with the contact information of the staff involved in Morning Sun’s
service delivery. In the case of a discrepancy or complaint, participants are urged first to
contact their assigned Coordinator They are also provided with information on how to contact
their Coordinator’s supervisor, the program administrator and the chief operating officer of
Morning Sun if the issue remains unresolved or if the participant feels it necessary. All
members of the Morning Sun team maintain a log of their contacts with participants to record
requests, complaints, and actions taken. All complaints are responded to within one business
day, and corrective actions are taken to resolve the issue within five business days. Complaints
resolved within five days include notifying the participant verbally or in writing. A master
record of complaints is kept by the Morning Sun program administrator. The complaint record
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is reviewed for patterns at internal Morning Sun staff meetings, and is the basis for internal
systems change. A complaint report will be provided to the Vermont State programs each
quarter.

This information is part of the employer manual that is provided to all participants. If a
participant has a complaint the following process will be followed:

Complaint Defined: A complaint is verbal or written notice that a participant makes
about unsatisfactory service received.

The Complaint Process: If Participants have a complaint or problem, the first step is to
let the Morning Sun Coordinator know immediately.

If the person making the complaint is not satisfied with the response from their Coordinator,
the second option is to contact the Coordinator’s supervisor. Participants may choose to
contact any of the following individuals:
¢ Vermont Program Administrator, TBD
e Payroll Executive Administrator, Linda Jernberg at 855-767-4871,
liernberg@morningsunfs.com
e Chief Operating Officer, Cheryl Vennerstrom at 612-239-3768,
cherylv@morningsunfs.com
e Chief Financial Officer Toni Thulen at 763-450-3780, tthulen@morningsunfs.com

An electronic storage software application, M-Files, is used to store all of Morning Sun’s
timesheets, goods and services payment requests, employer and employee paperwork
including background checks, service agreements, billing records and all other related program
documentation. This is part of our paperless office structure which provides two critical
advantages to our participants and State customers: First, they have the flexibility to choose to
work with us in either an electronic format or a paper-based format. Second, those choosing a
paper-based format see no degradation in the level of service they receive from us as all paper
is scanned and becomes an electronic record upon receipt and thus follows the same
procedures as electronic documents.

Morning Sun will establish procedures to ensure that participants who live out of state will
continue to receive Morning Sun'’s services when approved by the State.

We will notify the Vermont Department of Labor of newly hired persons as we do in the other

states in which we operate. This function is completed by our human resource specialists as
part of the new hire process.
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Morning Sun will provide routine reports and ad hoc reports as requested by the State. Our
Great Plains integrated Accounting System and our Crystal Reports Morning Sun has the
capacity, security systems and expertise in place to ensure the smooth transfer and processing
of information. Morning Sun has invested in its technology systems each year in order to
maintain a “best practices” technology environment. The company has a secure virtual
network environment consisting of nineteen different file servers and has the capacity to
expand the existing system to accommodate all of the anticipated participants and participant
growth in Vermont. Data is stored on a SAN in order to enhance storage space. Morning Sun
also has a secure FTP server that is used to exchange confidential electronic files with various
contractual partners. Morning Sun partners with an outside technology firm to ensure that all
of its technology systems are working efficiently and effectively. This partner company, Marco,
monitors all of the companies’ server hardware and software 24 hours per day to ensure that
these systems are up to date with regard to software versions and periodic updates by both
software and hardware vendors. Marco is also tasked with periodic testing of various systems
to ensure that all systems are working properly.

Security and continuity of service are essential components of Morning Sun’s ability to fulfill the
terms of its contract with DAIL. Best practice firewall hardware and software, email encryption,
and a secure FTP server are examples of Morning Sun’s commitment to a secure network
environment. Continuity of service is also important. Morning Sun backs up all application data
to the “cloud” each night. Nightly data backups are stored by Barracuda. No Morning Sun data
is stored outside of the United States. Because full data is backed up each night, Morning Sun
has the ability to restore data in a short period of time - two hours when necessary.

The current e-mail system in use at Morning Sun is Microsoft Office 365 hosted by Microsoft.
Outbound email encryption through Microsoft Office 365 is available for those emails that
contain HIPAA information. The system is protected at a file level from virus infections with a
Sophos antivirus product. Weekly full scans of the system are scheduled in addition to real time
monitoring for threats.

Morning Sun Financial Services has a well-documented and tested disaster recovery plan that is
designed to ensure the ability for Morning Sun to service its customers in the event of natural
or human-induced disasters, as well as ensure that outages of a technical nature do not affect
services.

Scenarios considered by the plan include the following:
e Total loss of data communications
e Total loss of phone communications
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e Total loss of power
Flooding of the premises

e Loss of access to the building, via a local incident (fire, tornado, etc.) natural disaster
{snowstorm, etc.), police action or acts of God.

» Loss of the use of a critical technology system due to system unavailability, corruption,
etc.

¢ Loss of data due to hardware failure, intentional or unintentional file deletion,
ransomware attack, etc.

In the event that a physical site becomes unavailable, Morning Sun has access to other
business sites from which employees can work. Morning Sun has a total of four sites in
Minnesota with adequate space and Internet connectivity to allow for all staff to work in the
event that one site is completely unavailable. Wi-Fi availability and internet bandwidth
necessary for four times the normal number of team members at each site has been
implemented and tested at all four alternate sites to ensure that business continues
uninterrupted.

Phone system disaster recovery has been established to route all direct-dial numbers {DIDs)
at any one site to a main number at a recovery site. Temporary staff would be employed to
answer and forward phone calls to ensure a seamless customer experience. In order to
ensure uninterrupted availability of critical technology systems, several disaster recovery {DR)
best practices have been employed and tested at Morning Sun. These practices include:

* Redundant server hardware for all production systems

* Redundant Internet connectivity at Orion’s primary datacenter, as well as at any site
that can accommodate more than 50 team members.

e Redundant storage (RAID technology) for all production data.

» Backups performed every four hours to a separate physical storage device, resulting in a
four-hour Recovery Point Objective (RPO) for all local storage.

» Off-site asynchronous backups performed every four hours with a maximum
transmission time of four hours, resulting in an eight-hour RPO for ali off-site data
storage.

¢ Inthe event of a total datacenter failure, two redundant Disaster Recovery datacenters
have been commissioned through a 3™ party vendor that can bring all critical production
systems online within eight hours, including customer-facing systems and team-
member-facing systems. Thus, all systems have an eight-hour Recovery Time Objective
(RTO), and these systems have been tested to be live within four hours under real-world
conditions. Datacenters exist in Minnesota, Texas and Nevada, providing a very wide
regional tolerance for natural disasters or power outages.

* The offsite systems are tested in a full-scale disaster recovery simulation annually and
are tested for at least one major system quarterly.
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e All onsite and offsite storage of sensitive data is encrypted at rest to FIPS 140-2
standards. All transmission of sensitive data is encrypted using AES256 technology.

Systems identified as critical for servicing Vermont customers include those necessary for
payroll creation/processing, check production, and communication of authorization files.
Regarding Morning Sun’s architecture framework, our sites are interconnected via permanent
Virtual Private Networks (VPNSs) in a point-to-point design. That is, all sites have dual
connections to our primary datacenter and our cloud-based Infrastructure-as-a-Service
environment. In the event that a failover to one of our redundant datacenters is required,
new VPN connections would be established as needed to ensure connectivity and security.
This is part of our incident response quarterly testing procedure.

Morning Sun’s entire disaster recovery plan adheres to the same strong security standards as
our normal business operations processes, procedures and technology systems. Encryption in
motion and at rest of all sensitive data transmission is in place. All sites employ Cisco
routers/firewalls with AMP next generation firewall technology enabled. Security processes
are reviewed by an external 3™ party on an annual basis and remediation of any deficiencies
is undertaken within 90 days of the review. Morning Sun is currently in the process of
pursuing HITRUST certification, and expects to have that certification completed by the end of
Q1 2018. Members of Morning Sun’s Incident Response Team (IRT) are documented in the
incident response plan. The document includes the roles and responsibilities of all members
of the IRT, names the members of and responsibilities of the larger Disaster Recovery Team,
provides contact information for all vendors that will be part of an incident response effort,
and procedures for team members to follow as a recovery effort proceeds.

The incident response plan is reviewed and updated on an annual basis or whenever a
significant change in technology or in the company leadership team occurs. The plan must be
approved by the executive leadership team of Morning Sun.

Emergency Preparedness

In the event that a situation occurred where a significant loss of team member availability
took place, Morning Sun has employed the following strategies to continue to serve its
customers in the most efficient means possible:

A number of groups of Morning Sun team members would be involved to service the payroll,
check processing and authorization needs of Vermont. Morning Sun has divided these groups
into three categories:
1) Mission Critical: Payroll, check processing, human resources, customer service and
incident response teams. These teams must be available in less than one business day
to serve customer needs.
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2) important: Accounting, technology, facilities. These teams must be available within two
business days to serve the systems and groups that are deemed Mission Critical.

3) Deferrable: All other functions within Maorning Sun. These groups’ functions can be
deferred for more than two business days.

Among the Mission Critical categories, functions are cross-trained among Morning Sun
related organizations to provide help when necessary. Functions in the payroll group are
shared among different payroll team members across nine related organizations, and payrolt
team members have been cross-trained so they can fill in for any organization during an
emergency. Functions in the check processing category are shared among different check
processing team members across six different organizations, and check processing team
members have been cross trained so that they can fill in for any organization during an
emergency. Functions in the customer service group are similar among all team members,
and customer service team members are able to fill in for any organization during an
emergency. Refresher training is required for all cross-trained staff on a regular basis, and the
critical functions for each department are documented and stored in a repository that is part
of the incident response critical information storage system.

W. Evaluation and Performance Measures

Morning Sun is confident that we will meet and exceed the performance standards set by the
State of Vermont. Morning Sun Financial Services’ approach to contract performance is to
exceed the expectations of those with whom we contract at all times. We are proud of our
excellent quality and the high level of satisfaction with our services as reflected in the feedback
on our annual customer satisfaction surveys. In addition to the high regard of our customers,
Morning Sun consistently earns high marks for compliance with all contractual requirements in
the states in which we work. For example, in March 2017, on our 2017 Fiscal Accountability
Review audit in Tennessee with the Developmental and Intellectual Disabilities Division there
were no findings. We also achieved 96% compliance on our Qualified Provider Survey
(employee qualifications, background studies and training) in August 2017. In Minnesota, Qrion
ISO has operated as a fiscal support entity since 1999, and is certified by the State of
Minnesota. We pride ourselves on our flexibility in designing systems that serve the States with
which we contract as well as the people we serve.

The following are proposed as performance measures. These can be modified to meet the
needs of the State and specific programs.
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1. Accuracy and timeliness of billing claims

Morning Sun strives to maintain a threshold of claims older than three months equal to or
below 2% of all claims. Currently, in all of the states in which we provide self-directed services,
our percentage of outstanding claims older than three months is 1.60%.

Morning Sun is aware that not afl claims process correctly the first time. We have systems in
place using the outstanding reporting features of Microsoft Dynamics to identify those claims
and immediately follow up with the appropriate entity. Outstanding claims are monitored
weekly and continuously followed up on until resolved. Morning Sun recognizes that there are
several different programs in Vermont and not all services are billed to the same entity. We
have this situation in several of the states in which we work. For claims biiled to Vermont
Medicaid through the vendor DXC Technology, we will test X12 batches with DXC, and once
approved, submit those claims electronically. We currently work with DXC in Colorado and
submit all claims via X12 batch transactions. We are able to submit both 837P’s and 837i. All
billing information is gathered in the Great Plains system. Each week, we run reports from that
system, format the reports and then process them through our electronic billing software
application (Gentran), which converts the billing to the X12 format. That format is then
uploaded to the proper state web portal for processing.

The fact that not all programs are run through the Vermont Medicaid system is not an issue.
Morning Sun can tailor our billing systems to accommodate numerous different billing
processes. We have written reports that enable us to upload claims into state or county specific
systems that do not necessarily follow the X12 formats for 837P and 837i. We are also able to
complete paper billing on forms that we design or on paper billing forms supplied by the
relevant program and would then submit those to the DA/SSA/SISO.

2. Accuracy and timeliness of payroll

Morning Sun will process timecard submittals that reach us by the payroll deadline and that
include all of the required elements according to the pay date 100 % of the time. We will
contact employers for timesheet corrections prior to payday 100% of the time. All late
timecards or late corrected timecards that reach us after the stated deadline wiil be processed
on the off-cycle pay date or as soon as possible thereafter.

Morning Sun has systems that provide internal controls to the FMS processes as well as create
efficiencies that are in the participants’ interests. When a timecard is submitted to Morning
Sun, that employee’s timesheet information is reviewed by the payroll specialist and applied to
the participant’s allocation. in the event that the allocation has expired or funds aren’t
available, the timecard is flagged so the payroll specialist must research the problem before the
employee’s timecard is paid. This system is a safeguard to protect from over-expenditures of
the client’s allocation. Morning Sun is committed to ensuring that employees are paid on time.
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If the timecard is reviewed and found unacceptable, the payroll specialists will notify the
Coordinators. The Coordinators will contact the employer for the missing or incorrect
information. If the employer faxes the revised timecard to us while payroll is being processed,
the employee will be paid on time. Also, if a time card is entered into the accounting system for
payment and there are issues with submission of hours over budget or a service authorization is
not in place, the Coordinators will work to remedy the issue to ensure the employees are paid
on time. We believe our extra effort to ensure that people get paid on-time contributes
significantly to the participants’ satisfaction with our services!

3.Vendor success in providing assistance, support and relevant education to new participant’s
employers and employees as well as on an on-going basfs.

Morning Sun has an excellent track record for efficient startup of services. We have effectively
transferred large numbers of participants from other vendors in Tennessee and Ohio. We have
started up participants new to self-direction in all states in which we provide services. Within
two business days of referral to a participant, we will assign a Coordinator and contact the
participant to launch the Morning Sun/participant relationship.

Within five days, Morning Sun will prepare and distribute participant enrollment packets to the
participant employer and provide instruction on how and when each of the forms should be
completed by the participant employer and their employees.

We document both the referral process and timelines as well as the enrallment process and
timelines. Once we receive complete and correct packets, we process enrollment within 3
business days. We will provide the number of referrals, number of enrollments of employers
and employees and compliance with our timelines, per Vermont program, on a monthly basis.

Morning Sun conducts a customer satisfaction survey annually. We provide the survey to
participants by email and by regular US Postal Service. In addition, we initiate follow-up calls to
participants that have experienced difficulty with any aspect of Morning Sun’s services to
facilitate mid-course changes. Morning Sun responds quickly to any negative feedback about
the support we provide. The surveys are anonymous, however, if a participant chooses to
provide their name, Morning Sun will make a follow up call directly to the participant. The
following questions are included in our annual survey, which can be modified to meet the
needs of the State of Vermont or specific programs.

1. How satisfied are you with the courteousness and respectfulness of the Morning Sun staff?

Very Satisfied Satisfied Dissatisfied Very Dissatisfied

2. How satisfied are you with Morning Sun’s response time to your phone calls and e-mails?
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Very Satisfied Satisfied Dissatisfied Very Dissatisfied

3. How satisfied are you with the helpfulness and knowledge of the Morning Sun staff?

Very Satisfied Satisfied Dissatisfied Very Dissatisfied

4. How satisfied are you with the accuracy and timeliness of your monthiy utilization
summaries?

Very Satisfied Satisfied Dissatisfied Very Dissatisfied

5. How satisfied are you with Morning Sun’s payroll process and payments to your employees?

Very Satisfied Satisfied Dissatisfied Very Dissatisfied

6. How satisfied are you with the payroll customer service team?

Very Satisfied Satisfied Dissatisfied Very Dissatisfied

7. How satisfied are you with the support you receive from Morning Sun’s Coordinator?

Very Satisfied Satisfied Dissatisfied Very Dissatisfied

8. How satisfied are you with the overall quality of Morning Sun’s services?

Very Satisfied Satisfied Dissatisfied Very Dissatisfied

The following 2016 survey results reflect the participants’ satisfaction with our services by State
contract. The percentage satisfaction was calculated in response to question number 8.
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Ohio MyCare
100% Satisfaction
Satisfied .
doi  Very Satisfied
Very Satisfied
60% W Satisfied
Oklahoma
100% Satisfaction
¥ Very Satisfied
Tennessee Self Directed Waiver
99% Satisfaction
1%
Satisfied
9%
¥ Very Satisfied
8 Satisfied

# Other 49
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Minnesota
94% Satisfaction

M Very Satisfied
Sd;;i‘fd Very Satisfied W Satisfied
Provided Under Orion ISO Brand
Ohio PASSPORT
99% Satisfaction
1%
Satisfied M very Satisfied
33%
M Satisfied
Very Satisfied
669 ¥ Other
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Colorado
93% Satisfaction

Satisfied
175%

m Very Satisfied
M Satisfied

Very Satisfied ® Other
76%

(Colorado was completed by another entity using a different survey tool.)

Despite our high marks for customer satisfaction, Morning Sun regularly makes changes in
response to customer feedback. We have revised our timesheets, utilization reports and
online timesheet system in an effort to make systems better for the people we support.

Morning Sun will provide “call center” statistics gathered from each Coordinator and
aggregated by Vermont program. The call center statistics will include:

Total calls received

Total calls answered

Voicemails received

Voicemails returned within 24 hours
Percentage answered of received
Percentage of voicemails returned

4. Vendor success in working with individuals with limited English proficiency and cultural
differences.

Morning Sun will respond to requests as well as offer translation and interpreter services to

individuals for with limited English proficiency. We will document these instances including the
numbers of phone calls and face to face meetings. As with all of the participants we serve, we
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will work with each individual to provide as much education as needed so that the participant,
employer and employees understand participant direction and the roles and responsibilities of
all stakeholders.

5.Vendor success in identifying basic errors/potential fraud by employers and employees,
such as:

a. Employees billing duplicate hours for multiple employers and programs

b. Hours submitted exceeding the possible number of hours in the day

c. Employers billing overlapping hours for multiple employees

d. Employers who demonstrate frequent on an-going problems in completion of payroll
paperwork, non-payroll payment requests or non-compliance with the required payroli
process.

These items are documented per payroll and as issues arise by participant and employee.
Morning Sun will track these on our issues tracking sheet and report to each Vermont program
on a monthly basis. We will keep cumulative totals to assess for patterns and non-compliance.

6. The cost or reimbursement strategy for administrative costs associated with the
management of the contract.

Morning Sun will create Morning Sun Financial Services of Vermont financial reports. Our
Morning Sun financial reports will detail our administrative costs for management of the
contract. We will provide this information to the State based on an agreed upon schedule.

Evaluation Criteria

1.Qualifications

Morning Sun Financial Services of Utah was created in 2006 for a contract with the Division of
Services to People with Disabilities {DSPD). While there was a current provider for Self-
Administered Services, we were one of two agencies added to provide the people served with
the choice of vendor. As a result, we provide fiscal employer agent services to over 300 people
in Utah through six contracts representing various waivers and state plans. We currently
employ one full time coordinator who completes enrollments for all contracts, processes
background studies, and provides customer service. Our Utah Coordinator is located at 2933
East 2965 South Millcreek, Utah 84109. The financial management staff are located at Morning
Sun’s offices in Golden Valley Minnesota. We have one FTE payroll specialist dedicated to Utah
payroll, as well as one FTE billing/budget person and a .5 FTE human resources staff.

In September 2012, Morning Sun Financial Services of Tennessee began serving people using
the Self Determination Waiver Program (SDWP) under contract with the Department of
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Intellectual and Developmental Disabilities. We were awarded the Tennessee contract with the
Department of Intellectual and Developmental Disabilities in August 2012, and undertook the
Readiness Review that month. On September 1, 2012, we began the transition of employers
and employees to Morning Sun Financial Services. We held group enrollment meetings in four
locations throughout the state, collecting 400 employer packets and almost 600 employee
packets between September 1 and October 1, and logged over 1100 calls through our customer
service system. Our contract began on October 1, 2012. By October 7, we had hired and
trained eight Tennessee-based support brokers and a program administrator. We opened a
supports brokerage office in Nashville at 618 Church Street, Suite 320, Nashville, Tennessee
37219. Four of our support brokers were set up to work in other areas of the state from their
home offices. All participant and employee data was entered into in our accounting and
financial systems; and we completed the first payroll on schedule on October 15, 2012.
Currently, we support 565 participants in Tennessee with ten full-time support brokers serving
50 active participants each, and one program administrator. In addition, Morning Sun’s
Minnesota-based finance team includes 5 FTEs, to support our Tennessee contracts, including a
human resource specialist, a billing/budgeting specialist, two payroll specialists and directors.

Our contracts with Tennessee have grown. Morning Sun Financial Services began contracting
with Amerigroup and Blue Care in July 2016 for the goods and services portion of the
Tennessee Employment and Community First CHOICES Program. Currently we are serving 42
Amerigroup participants and 185 Blue Care participants. In July 2017, we began a contract with
United Health Group for ECF CHOICES.

Morning Sun Financial Services of Oklahoma began our contract with the Oklahoma Health Care
Authority (OHCA) in 2012. We serve 17 people who self-direct their services on the medically
fragile waiver through this contract. Our Oklahoma contract is managed by a program
administrator from our office in Golden Valley, Minnesota.

Morning Sun Financial Services of Ohio was awarded a contract for the state of Ohio in May
2013. That July, Morning Sun began services as Ohio’s statewide financial management service
provider, fulfilling Ohio’s goal to consolidate the contracts under one financial management
services vendor. Morning Sun transitioned participants from two other vendors between July
and December 2013. Our Ohio contract includes services through the Department of
Developmental Disabilities SELF waiver, the Ohio Medicaid Agency, and the Ohio Department of
Aging. In 2014, we started the My Care Ohio waiver for individuals who are dually eligible for
Medicare and Medical Assistance, which offers personal assistance services with an option for
self-direction through five managed care organizations (MCO). In addition to our contract with
the State of Ohio, we contract directly with the MCOs, and currently serve 124 people. The
Department of Developmental Disabilities SELF waiver includes both the agency with choice
and fiscal employer agent models, and we serve over 500 individuals in that program. Our
contract with the Department of Aging includes fiscal agent services to over 600 PASSPORT
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sriziagis:

waiver participants, as well as a check-writing service for individual employees and agency
employees of the Department of Medicaid that averages 4500 checks per month. We employ
8.5 FTEs in our finance department to perform the payroll, billing and accounts payable
functions dictated by the Ohio contract. We have 1 FTE in Human Resources, one program
administrator and two program coordinators to do enrollment and provide customer service.
The customer service office is located at 175 South Third Street, Suite 1005, Columbus, Ohio
43215.

Morning Sun Financial Services of Colorado contracts with the State of Colorado for the
Consumer Directed Attendant Support Services (CDASS) option. We started services in
Colorado in January 2015, after a two-month transition. We were chosen along with one other
new provider, which gave participants a choice of vendor. Morning Sun established an office in
Denver with one program administrator and one coordinator who provides program and
human resources support. Our office is located at 1600 Broadway, Suite 1611, Denver,
Colorado 80202. We also designate 2.5 FTEs who perform payroll and billing from our
Minnesota office. We currently serve over 227 individuals with physical disabilities in Colorado
through the fiscal employer agent model.

Our Minnesota company, Orion Intermediary Services Organization (ISO) has provided self-
directed services in Minnesota for over 18 years. Our office is located at 9400 Golden Valley
Road, Golden Vailey, Minnesota 55427. Our Orion ISO and Morning Sun accounting and
financial management systems are overseen by our chief financial officer, payroll executive
administrator, billing administrator and financial administrator with directors and specialists
under each function. There are eight directors and specialists that work exclusively on Orion
ISO, as well as eight coordinators who conduct enrollments and provide customer service. They
are assigned specific caseloads. The chief operating officer and program administrator oversee
the contract and program management functions. There are two HR specialists.

Orion Associates is a management services company, providing services in the areas of finance,
human resources, training and program support. Orion Associates provides these management
services to for-profit and non-profit, related and unrelated companies, primarily in the social
services field. Orion Associates’ related companies offer a wide menu of social services,
including financial management services, in Minnesota, Utah, Oklahoma, Tennessee, Ohio and
Colorado. Orion Associates is located at 9400 Golden Valley Road, Golden Valley, Minnesota
55427.

b. Fulfillment of Schedule and Volume of Payroll
We would like to meet with the State and the representatives of each program shortly after we

receive notice that we are the successful bidder. During that meeting, we would hope to obtain
answers to specific program questions, and gather greater detail for the transition.

54



State of Vermont

Department of Disabilities

MORNING SUN Aging and Independent Living Adult Services Division
Request for Proposal

Fiscal/Employer Agent

Our senior management staff, including those identified as key people, will participate in the
transition. Preparations for the transition will commence as soon as we are notified that we are
the successful bidder.

An important part of the transition is the preparation of enrollment packages for the employer
and employees. Morning Sun will use our current packets, as well as the information provided
by each program, to create transition packets that reflect the specific programs. We have
created a schedule that we believe will fit the timelines for the State and a successful transition,
but we will be flexible in modifying those timelines to meet the needs of the State. Our process
includes initial notification to current participants that Morning Sun will be their new Fiscal
Employer Agent provider. We will include group enrollment meetings throughout the state,
where we will walk through the enrollment packets, step-by step, giving people time to ask
questions and fill out the forms with our assistance. Once participants are notified of the group
meetings, we will send the packets to all participants. At the same time, we will activate our
new customer service phone lines and faxes. We will spend all of October, November and
December and Janaury assisting participants with transition paperwork. Our experience has
been that the deadlines we set for packet completion are frequently missed by participants.
We will work with the State and report our progress with enrolling participants on a weekly
basis. As we near the start date of services, our Coordinators will contact the case managers,
support coordinators and care coordinators for assistance in getting packets from the
participants.

We have provided time within the transition time period for our billing and budget personnel to
set up systems that meet the States systems requirements. For both our Statewide Ohio
contract and our Colorado contract, we made significant modifications to our Morning Sun
systems to fulfil our contractual obligations and meet the needs of the State. We will do what
we need to do to be compliant with the Vermont systems.

Our customer service numbers will be set up before we send the participants their enrollment
packets so we can immediately assist those who choose to cali in for help with their packets.
We have assisted thousands of participants in filling out forms over the phone. Additional back
up will be provided by if the volume is high and the customer service lines need additional
personnel to meet demand.

We will also ensure that our website has been updated for the Vermont programs. We will put
the Vermont program approved forms on our website so that participants and case managers
can download any forms they need. We also have an electronic enroliment process that allows
participants to fill out forms and submit them online. This has been a very popular feature for
participants, who appreciate efficiencies in processing paperwork. We will also ensure that our
electronic timesheet and utilization portals are ready for use at the appropriate times.
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During the enrollment phase of the transition, Morning Sun will track the submission of
enrollment packets in detail, including who has or has not submitted packets, which forms were
not completed properly, and when those forms were sent back to the participant for revisions.
We know that these forms can be daunting for both newcomers, and for those who must join
us in adapting to new forms. Morning Sun will offer individuals in-person enrollment options
both in the group format and individually by appointment. Morning Sun staff are committed to
participant direction, and part of making that work for participants is easing the administrative
burden of the paperwork. Morning Sun has received a great deal of praise from participants
who value that personalized service.

Morning Sun Financial Services Work Plan
Based on February 1, 2018 start date for new contract.

Activity Project Responsibility Start Date Complete Date
Transition Plan Cheryl Vennerstrom 9/18/2017 1/31/2017
Nicolas Thomley
Toni Thulen
Schedule kick-off meeting | Cheryl Vennerstrom 9/18/2017 9/22/2017
with TennCare
Attend meetings with Cheryl Vennerstrom, At DAIL TBD
Vermont programs. Nic Thomley, Toni discretion
Obtain list of current Thulen
employers, contact info
and FEINs
Obtain and set up Nic Thomiey 10/1/2017 11/1/2017
additional office space in
Vermont and Minnesota
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Set up Vermont programs | Nicolas Thomley 10/1/2017 12/1//2017
on website
Hire and Train Cheryl Vennerstrom 10/1/2017 12/1/2017
Coordinators
Create transition packet | Linda Jernberg 10/1/2017 11/1/2017
for
participants/employers
Create transition packet | Linda Jernberg 10/1/2017 11/1/2017
for workers
Set up customer service Toni Thulen 10/1/2017 11/1/2017
lines and faxes for
additional volume
Plan and schedule group | Cheryl Vennerstrom 10/1/2017 12/1/2017
enrollment meetings, mail
notice to participants
Mail enrollment packets Cheryl Vennerstrom 11/1/2017 11/6/2017
to employers for
employers and employees
Hold group enrollment Cheryl Vennerstrom, 12/1/2017 1/15/2018
meetings throughout Nic Thomley
Vermont
Call transitioning Cheryl Vennerstrom 1/1/2018 1/31/2018
employers remaining to
collects packets and assist
Set up Participant Linda Jernberg 12/1/2017 1/31/2018
information in Microsoft
Dynamics Great Plains
Set up employee Linda Jernberg 12/1/2017 1/31/2018
information in Micresoft
Dynamics Great Plains
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Obtain transitioning Nic Thomley 10/1/2017 10/31/2017

employer and employee
records from incumbent
FMS

Set up web portal for Toni Thulen 11/1/2017 11/30/2017
timecard submission

Set up web portal for Toni Thuilen 11/1/2017 11/30/2017
utilization reports

Payment of federal Linda Jernberg Every other week | Next Day Filing
withholding taxes. of the month

Payment of State

withholding Social

Security and Medicare

Payment of FUTA and Linda Jernberg 4/15/2018 Quarterly
SUTA

FICA adjustments Linda Jernberg 12/1/2018 ongoing
Maintenance of secure Toni Thulen 12/1/2017 Ongoing
accounts and records

Electronic storage of Toni Thulen 12/1/2017 Ongoing
documents

Issue W-2s Linda Jernberg January 2019 Annually
Reconcile Cassie Yeats First billing and | bi-weekly
participant/provider thereafter

claims
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c. Demonstrate that vendor can operate in Vermont

Morning Sun proposes to establish offices in Burlington Vermont for approximately 25
Coordinators, Supervisors and a Program Administrator. We have operated outside of the State
of Minnesota since 2006 and have offices and staff in Utah, Tennessee and Ohio. The Vermont
office would be our largest State office. Morning Sun is confident in our ability to transition
Vermont programs to Marning Sun from the current vendor and to do so within the timelines
necessary.

d. Demonstrate that the vendor has software which accommodates all program accounting
needs and can be modified as needs change.

Vendor must demonstrate that the software used by the vendor can accommodate all
program needs and that the vendor has the capacity to modify the software if/when needs
change. This includes, but is not limited to the management and processing of:

Morning Sun utilizes the Microsoft Dynamics Great Plains integrated accounting software
application for payroll and expense processing and reporting, project management, biliing, and
all accounting and financial reporting tasks. Morning Sun has a customized payroll engine built
within Great Plains that is built from the ground up as a self-directed services processing
system. This allows for nearly limitless customization and modification abilities to meet the
unique needs of Vermont. We specialize in .NET, Dexterity and HTMLS programming. The
project management module holds all participant service allocation data. Its primary function is
to track payments made against allocated amounts and ensure that all payments made are
within available allocation funds. Great Pilains employs a system architecture that utilizes
unique and individual databases for each participant. This provides flexibility in customization,
rules and reporting that would otherwise be unavailable in a multi-tenant database
architecture. Great Plains can easily be customized for reporting, processing and auditing.

M-Files Storage System Use, User Permissions and Workflows:

An electronic storage software application, M-Files, is used to store all of Morning Sun’s
timesheets, goods and services payment requests, employer and employee paperwork, service
agreements, and all other related program documentation. This is part of our paperless office
structure which provides two critical advantages to our clients: First, they have the flexibility to
choose to work with us in either an electronic format or a paper-based format. Second, those
choosing a paper-based format see no degradation in the level of service they receive from us
as all paper is scanned and becomes an electronic record upon receipt and thus follows the
same procedures as electronic documents.
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Every M-Files user is placed in a specific permission class to control viewing and editing
privileges. For example, only approved payroll personnel can view employee garnishment or
levy withholding documents. Also, only approved Human Resource personnel can view i-9s or
highly sensitive employee information. All M-Files documents, including PDFs have versioning
so an audit can be performed on any document at any time to see who made changes to a
document.

Morning Sun uses M-Files workflows to complete almost every aspect of self-directed services
conducted with participants, employers, and employees. Electronic workflows are used to
manage service agreement authorizations, onboard new employers and employees, end-to-end
timesheet and goods/services processing, and for employee change requests and terminations.
M-Files workflows not only create efficiencies, they also add another level of internal control
within the Morning Sun processes. As many as four Morning Sun departments will
simultaneously and seamlessly complete a process, such as receipt and payment of a
timesheet, without typing an email or printing a sheet of paper. In addition, workflows are set
up so that interal control milestones must occur in one step before a document moves on to
the next processing step, thus ensuring that all steps within a process are fully completed and
done so orderly and correctly.

Service Allocation Budgets:

Morning Sun receives service allocation data and then creates a budget in the Great Plains
project management module for each participant. The budget holds the service allocation
amounts and any expenditures against those funds. Morning Sun has several secure methods
for receiving service allocations. Electronic allocation information can be submitted via email,
Secure File Transfer Protocol (SFTP), or a secure web-based portal. Paper allocation information
can be submitted via fax, USPS or email. All faxes and email are directed to a secure shared
Outlook folder. This folder is monitored continuously by budget specialists to ensure all budgets
are entered/updated timely. All service allocation documents and any supporting
documentation is stored electronically in M-files.

Custom coding is used in our Great Plains system to manage many different program
requirements and variations. We modify our system to fit the differing needs and rules for the
various programs we manage. Service authorization periods can be different among programs
and our system is able to handle varying kinds of authorization periods including weekly,
monthly, and annual periods. We have also adapted our system to account for a “use it or lose
it” scenario as well as a scenario where monthly funds that have not been spent can be carried
over to future months. We use a range of custom coding that prevents overspending or
spending outside of autharization limits. These limits are based on things such as dates of
service, spending limits, and pay rates. We have over a decade of experience successfully
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servicing various program requirements and have the capability to modify our system to
incorporate the various nuances that occur among self-directed services programs.

Onboarding New Employers and Employees:

When Morning Sun is notified of a new participant that will be receiving services, we have
established processes to make enrollment an easy and efficient experience. The process is as
follows:

1) Employer and Employee Enrollment paperwork:

Once Morning Sun is notified of a new employer, we make contact via phone and email. Once
contact is made, we review with the employer the required documents to complete their
onboarding process successfully. Morning Sun then sends the new employer the appropriate
forms as a single packet, and explains to the employer the forms they need to send potential
new hires as a new hire packet. Morning Sun also provides the new hire packet when the
employer is ready to hire employees. Both the employer and the employee have the option to
complete their paperwork electronically, or on paper forms.

2) Employer Paperwork:

The employer paperwork packet contains all the documents required by the IRS (forms 2678,
8821, 2848 and SS4), an E-Verify Authorization, required internal documents such as
demographics & personal contact information, as well as any State specific forms to obtain
withholding tax IDs, including any required power of attorney documents. The employer packet
can be obtained by the employer four different ways; email, website download, fax, or USPS.
The employer packet is available in two formats; an electronic EchoSign document that can be
securely completed and signed online or a printable packet with the required fields highlighted.
The completed EchoSign packet is delivered to Morning Sun via a secure email system. If the
employer chooses to use paper forms, the completed printable packet can be delivered to
Morning Sun via email, USPS or fax. Morning Sun stores all employer paperwork in electronic
format in M-Files.

Morning Sun typically processes all employer paperwork in one business day so that employers
and employees can begin working together as quickly as possible. The employer packet is
reviewed to ensure that all the required fields are completed. Once the information is
confirmed all employer information is stored electronically as an employer log, allowing us to
easily track thousands of active and inactive employers. After a federal employer identification
number is obtained, any State required accounts are also obtained, and a payroll agent
authorization is mailed. At this point, the employer packet is complete.
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3) Employee Paperwork (New Hire):

The new hire paperwork packet contains a change notice to obtain personal and contact
information, a 2014-7 exemption worksheet if applicable, Federal W-4 and State W-4 if
applicable, I-9 (and 1-9 supporting documents), 