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5500 Britton Parkway
Hilliard, Ohio 43026
Phopec: 614.487.6630
Toll-frce: 800.443.5698
Fax: 614-487-6641

i Union of Ohio %

www.cugfobioery
To: Robert Dicks Fram: Tracy Miller, Director of Corporate
Compliance/ Fraud Investigator
= : 2y
Fax:  937-233-8020 Pages: 6 (including cover sheet)
Phone: - Date: -3/12/2012

Re: e

OuUrgent O ForReview [IPlease Comment [1Please Reply [ Please Recycle

r—

& Comments:

Please contact me if you have any questions at 8143401706 or tmiller@cuofohio.org.

e ®
e B
Partnership  Reliability « Integrity s Dedication o Excellence *
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Policy And Procedure

Management of an Individual’s Personal Funds

l. Purpose

The purpose of this Policy and Procedure is to ensure that the personal funds of an
individual living at (insert DC name), hereafter referred to as ‘the center’ are managed
and documented in a manner as required by statute and administrative code.

11. Policy

It is the policy of the center that an individual will be supported to manage his/her
financial affairs to the best of his/her ability and as specified in the individual’s plan.

I11. _ Definitions

1. “Earned Income” means salary, wages or other payment for work received by
an individual.

2. “Individual” means a person admitted to a developmental center enrolled in
the ICF/MR program.

3. “Personal Needs Account” (pna) means money in an individual’s account,
managed by the developmental center, to be used by and/or for the
individual’s needs.

4. “Unearned Income” includes income from social security benefits,

supplemental security income and other public benefit funds an individual
receives.

1V. Procedures

1.

2.

Upon admission to the center, the individual or guardian will be advised
he/she is responsible for managing the individual’s personal funds unless the
individual or guardian makes a written request for the center to manage the
individual’s funds.

The center will establish a detailed ledger using Quick Books, for each
individual. The account will document all transactions of the individual’s pna,
including all earned and unearned income received by the individual and the
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dates, amount and purpose of all expenditures. The ledger shall also maintain
a current balance in the individual’s pna.

The center will require and maintain receipts for all purchases made from the
individual’s pna unless otherwise specified in the individual’s plan.

All information kept by the center in an individual’s pna is open and available
to the individual and/or guardian upon request.

It is the center’s responsibility to ensure the individual does not exceed the
maximum resource limit established in order to maintain Medicaid eligibility.
The center will give written notice to each individual or guardian when the
individual’s pna reached $200 less than the Medicaid resource limit (currently
$1,500).

An individual may retain up to $40 a month in unearned income and up to
$105 per month in gross earned income for a total of no more than $105.
Any earned and unearned income in excess of $105 per month shall be sent to
the DODD Office of Support by the 15" day of each month.

The center may comingle the funds of individuals in a single bank account,
but it may not comingle the funds of an individual with that of the center or
any person other than another individual.

V. Appendices

1.

2.

2.

3.

Form — Request to Manage Individual’s Funds
Form — Notice of PNA Approaching Medicaid Limit

Ohio Administrative Code 5123-9-05 — Management of Individual’s Personal
Funds by a Developmental Center.

Developmental Center Personal Funds Rule Guidance Manual.




Page 1 of 5

Exhibit 3

05'9TS'v$
ON ON awreu s,adoH Jaued bnoq | adoH uAjole) |1aued bnoq [0S 268% sasnoy| ysed|zs/S  [60/20/10
uAjoJe) Jaye aAly 10} sBuNO
pa10U MJew/s|eniul
ON ON aweu s,adoH Jaued bnoq | adoH uAjoJe) |J1aued bnod [00°529% sasnoy om1| HSVD|.v.S  |60/20/L0
uAjoJe) Jaye asnoy Joj sbunno
palou MJew/s|eniul
ON ON J3ueD Bnoq | adoH uAjore) | 1a1eD Bnod (00°86.$ sasnoy| Used|9T.S  |60/S2/90
¥ JoJ sbunno
ON ON aweu s,adoH Jaued bnoq | adoH uAjole) |J1aue)d bnod [00'6£9% sasnoy| ysed|0TLS |60/2T/90
uAjoJe) Jaye ¥ Joj sbunno
palou MJew/s|eniul
ON ON awreu s,adoH Jaued bnoq | adoH uAjole) |J1aue)d bnod [00'199% sasnoy| ysed|60.S |60/.T/90
uAjoJe) Jaye G Joj sbunnp
pa10U MJew/s|eniul
ON ON awreu s,adoH 1aueD bnoQ | adoH uAjote) [Janed bnod |00°€68% ¢6/T6/29/T9| USeD|¥69S [60/¢T/90
uAjoJe) Jaye JoJ Bunno
palou MJew/s|eniuj
¢WIAISAS | ¢S8010AUI/SWI0) SjUsWIWIOD Ag oML 3uQ Junowy uondiiosag | 99ked | oN areq
SINDQA | 1sanbauy/siuawinoop pasiopu3 ainjeubis | aianjeubis ¥o3yD | »99yd
uj Aq pejioddng

$)28yD J81us) [eruswdojanaq aj[IAsUaIIeAA pazlioyineun

398yD pajaoue) Jad




Exhibit 3

Page 2 of 5

WLE DEVELOP AL CENTER s 5875
RESIDENT FUNDS
i Lg o i [, O LU
F‘ii“y...___ forafls Smd Bl S e IS r.ag
Daanndd. AP e VL — —oowans B 2
=3
....;?.r“":, “*r\:f
T s L LT_%_
& /000000 1 798¢
28556522 3 /24/09 17.98 28558522 3 06/24/09 17.98
WARAENSVILLE DEYELOPMENTAL CEMTER  4cs 643 ;. i 1
RASIDENT FUNDS © i - ;:
L e, . 3 562
R e e IS :
e o & 200 i$ rera il sigé
LT PR N1 L e—— iotns 8 B ;] ig ’%g
OnmimrET % '
e ! . .
I 2
28605509 3 06/24/09 38.50 28605509 3 06/24/09 38.50
. k L 1]
WASREMEVILLE DEVELOPMENTAL CENTER  ouie - 5712 7 t!
RESIDENT FUNDS L
DS e oarp L2 S " 3+
:"ﬂ'.‘-‘,-__/'_{.'gﬂ_,_“ —_— ey s L g 1 ] %
e '-«u'..-.i._a.'.ul.Tk' Nallaaar o, ™ coLang @ 34 '§
Hoars e
ST q_jt,- S | "
i, e e m— |
E— hee
06107153 3 06/24/09 645.00 06107153 3 06/24/09 545,00
WAARENSVILLE DEVELOPMENTAL CINTER o0 5718
< AR o s oare er{.L’_"‘, . vmm
i e Mry /3 MWip
o dwadsed Wby £yl T | oo satians 82 |}
laﬂ-uu\n

an.n'ud‘
o T, 0 B b i st

sm_u.tﬁ _—

%.f)-u’z-a:‘. Ol .

05283112 4 06/25/09 798.00
WARAENSVILLE DEVELOPMENTAL CENTER 1o 682
RESIDENT FUNDS
o ln A0
U Ll 9 el oare =" ot e
ra
w_sanbigelty Feege

il kB e —

Setrn.
)

bty
(I

rom mena ful

EL“JJJ.-"'L{:! _ =

SOCOUOOLAL RS

61086293 5 06/26/09

49.66

05283119

h10808293

4 06/25/09 798.00
4
i st G
; 2
o ',\*‘
.
(\\_'E“A
5 0D&/26/09 1966




Exhibit 3

Page 3 of 5

WARRENSVILLE DEVELOPMENTAL CENTER 31 — 3676
A O o .
seiAND bt dsa 44150 L —_— R )
rar '?5?‘]“ >
s _ M Gregs 1% 512 ey
— puadisetal LAy vpdl e, e \)’/{';&“ R >
e . TP 4TI B0 Bars -
O=niSEETT 12 _ =
L= B L - ﬁl”‘“‘.,'f\v 8&'{- o+ IV SR |
QaCcCco s 1asns
65831575 4 06/11/09 538.69 65831575 4 06/11/09 538.69
e St 1 —_— S
5671 | y
WARRENSVILLE DEVELOPMENTAL CENTER  im [
| AESIDENT FUMDS . i
I oo LS, O v oam__ho vt eew 1.3 %;

pay $ =
by IS o GESes Bl Piieisat = .6

[ R O 2ol —— T WL R
VoD
FR TR < i
S el \,
SRR EY B g e . i - !-
I (& L‘%‘Q— —=
{ A I
i

L-..‘...f...u---__...a RSt i TS TR 8 I . 4 8 A A MY

AL N THLEN

F e BHL K Ave

g

- . TZed,
iy

61509236 5 06/12/09 337.60 61509236 5 06/12/09 337.60

LLE DEVEL; CENTER  ua 5694
REBMDENT FUNDSE
T eabim MG
itshARD AL, O TS oary __ﬁb.dﬁﬂ____. b+
ko Castr — o 3 $9500
S.g_{'z—- HL{JM m.— U""M wo '__:':::%uann o
OmissigmT, B
FoR = 2 ? Lot Pﬂt“l""’ e

03872622 5 06/12/09 893.00 03872622 5 06/12/09 893.00

WARRENSYILLE DEVELOPMENTAL CENTER 1108 5668
RESICENT FUNDS
oy it e "
LA bl e aevel [T S L s
o
Vilor _ Raflgy Vadta-5.s VI L ]

~
ol —— S i
O Bk sy i B W {1 ssiiiss B3
1™ CATS
Oypp T |
1AM Y AL v e’ I A - i

¥, SR,
| B 21 N E.'}:‘E“E“M _'L@. N
L —— - 2
i E— " ' ] i
S —— i v era v i

65309425 1 06/15/09 192.00 65309425 1 06/15/09 192.00

WARRENSVILLE DEVELDPMENTAL CEMTER 1. 847 ] i ‘

RESIOENT PUNODS bl ; !
i AL o e care Zedi-u] S fhig ey !
i | ¥ .
file o R EARN & Cepenil Qrly
et VINLE 18 7rvice ! [HR] I# PEG CITBANK USA A ~
N T W W PR  stwsns O3 ¥ | o ’r-‘;:‘::sl‘ ;:{ B ceTMCInIL
" A rry s oare $ HEL Y .
fiasrge g HD 4 TUISaTen00m 4 Pal .
O 1 RS A e A ey %) e
TP i
a2 Accohenc acdren '.,‘.L"'J"_le,-..}J L"{'F.L-._.__, » i :
I - 2
— - |

61731165 1 06/15/09 734.860 61731165 1 06/15/09 7134.60




Exhibit 3

Page 4 of 5

WARRENSVILLE DEVELOPMENTAL CENTER . £658
REBIDENT FUNDS
s e EEN A
FERLAND SLE, T s L I et T vmie

ray

Haikine =reci SRR T2

L M{m&aﬂg‘f?.{h.&:z‘ e e oollaas 2 53
o pir

* COIASO 1842 Tea540078

it e
Y00 NLY A et HD %

roR_S it edit [N ,>; YT

61731166 06/15/09

WARREMSVILLE DEVELOPMENTAL CENTER  oia 56"8
RESIDENT FUNDS

emm WALIE A
mlunn-_unu - Dk e .
PAY
B TacG i 1% iyey.47
A i L Absss i 2ty Donasinfen Loy —— coLLams E‘_‘
AmO0ars
it iy o472

o
[ET T Fo

or Lflal o monse wideos _ﬂ'ﬁr
[ie==S=—=————— ﬂ socosssrore

£5109237 1 06/15/09 1,367.07
WARRENSVILLE DEVELOPMENTAL CENTER o1 5844
RASIDENT FUNDS
|-u-|:=:l,“:: ina TATE Ledgepl 0000000 voue
E‘.’E.‘:w_.g_nlhui.-n 18 318 e
A L A osash foadde, TS - i towans & GR

Qg sy,

28416216 3 06/17/09

WARREMSVILLE DEVELOPMENTAL CENTER 1.5 sto
AEMODEMT FUNDS
et parE ﬂL . hau

Miga Oaw : B (390
gt hurdeed Towhu- \'\\M“‘Jm povuans B ER
[y o ame woavs
O jf #
ram Uu.hhf? [[L\l'l‘-fi"}”l'-( O

05360243 3 06/17/09

X H {13
13 i
A SR
r )t Fus Coponi iy -
Phc SFTG CITIRANK USA HA
l- ! WEEERIDEATS 10 8 0ESLONESIA
; ilonase ouer DR
i i

i
I

|
? '

61731166 1 06/15/09

+367.:07

06/15/09

65109237 1

284le21l6 3 06/17/09

FULE S S L SRALEE 11100 R1D0D AevEBard NA 0] BRIQTT< Cal .

05360243 3 06/17/09 639.00

; —
WARRENSVILLE DEVELOPMENTAL CENTER 1o 5109
REBIDENT FUNDS
b A -
luu:buuun P ATy ___!;"1 61 o ]
_1%L64 00
—— = b— PP T
- |arren se cave
™ At
foed -
roaLIUlQ Lt "'JL-|}‘ Loy -
_ "

05360245 3 06/17/089 664,00

06/17/09 664.00




Page 5 of 5

Exhibit 3

0SS LeB 60/60/L0 ¥ EESB0090 05" L68 60/60/L0 ¥ EESEO090
i |
a2 i 3 A | =, -
' - - ]| = o |- 1418 s O3y TR
A \_ 3; T P
e/ 4 eAvTon i
— . g q -~ R 2 = g swvliag T Y
) R g B & y o, s W -9 4
7] . kg ] Ay T e Jo o5 TN P Ay
i Hniwﬂ?.irﬁiﬁﬂﬂ&ﬁﬁ«ﬂ.ggﬂaﬁnggn $ i Tivd
[ _ . B e e S i
L ¢ - SaNNd INEmSIY
. E 2845 TIINED TVIRINAO T30 TTHASHABHYM
- I S = . it MJ Y s
oo oL 60/60/L0 ¥ E6ESOEBT 00°0L 60/60/L0 ¥ EGZSOEEE

[0

A

W T é : AT IR, )
5o : w Il.aa!rl}ti
¥ .l i El%% B
Ea g g- L i1 =28 swmor = = %ﬂ\\ﬁm ..ru UFATE
= = ST, SIS e <2 wow
: e ij e I
4 B 5 Jv s e B Fln e il Bme T gafrgg ww TEy TNt
r - SRS INFTSFTY
- S LR 6215 =0 ENE TYININOEAZD STIASHIHEYM
00" SE9 BOSLOSLD Z L¥FISTFRO 00" SEZ9 6O/LOSLD 2 LZFTISRTRO
N |
7 il 1 = — e
| | 7). \ o e AT R
. - =1 RATE S8 WY 2I0A
. - Aoy A o o =8 e R i R A
% = 1P ! { / .
Mlu. e soaswasavs=s= I Qaszg g7 o ==

LFiS

s Iflﬂa#.lﬁ_ﬂlﬁa

Aeibe 10 ST Cineie
T =D o
SOHM INIME3E
=1t NI TYININDOTASA ITUASHIUEYM

APVE AINIWArETE

iTopREr!




Page 1 of 2

Exhibit 4

Wwa1D Aq uoljeluaWINIOP aweu|600z/vz/L | 18HeD Bnoq - seA |  adoH uAjose]| 1sued bnodl 00vTT dg yseD (89,5 [600z/€2/L
paledo||V - SSA |  81ed0] 01 8|qeun s,adoH uAjored 80UBMO||Y 7® DAz/c Bunno
la)e pajou
>Jew/sieniu]
wal0 Aq SOA 6002/T2/L ON adoH uAjosed| Janed Bnoa| 00 iy TTE '60€ '80E 'L0€ # 8210AU| SIND [eU0ISSeY0Id (SZ/S  [6002/ET/L
Po1RI0||V - SOA
ON uoleluaWINIOP aweu|600z//L ON adoH uAjoted| Jaued Bnoal 0005 JISIA BWOH umMoig BUUOAA[ZELS  |6002/T/L
91e20] 01 3|qRUN s,adoH uAjose)
la)e pajou
>Jew/sieniu]
wall0 Aq SOA aureu|6002/0€/9 ON adoH uAjoled| Janed Bnoa| Ze'€TS'T a|qibay|1 186101 (6895  [6002/2T/9
Pa1ed0||V - SOA s,adoH uAjose)
J1a)e pajou
SJew/sieniu|
wa1D Aq uoleluaWINIOP aweu|6002/62/9 ON adoH uAjoseD| JsueD Bnoa| zo'zz.'T g Auueqg S|l uospined (8025 [6002/2T/9
paled0||V - SSA |  81ed0] 01 3|qeun s,adoH uAjosed
la)e pajou
>Jew/sieniu]
wall0 Aq SOA auwreu|6002/62/9 ON adoH uAjoled| Janed bBnoa| £S'60.'T doams Aepy a1} Jo Jainseal | [TT.S  |6002/€2/9
Pa1ed0||V - SOA s,adoH uAjose)
J1a)e pajou
SJew/sieniu|
ON SOA aweu|6002/6/9 ON adoH uAjosed| Jalred Bnoa| vS0ez L 1sgoy 9 AN Alpuanig 1eows (/995 [6002/5/9
s,adoH uAjose)
la)e pajou
>Jew/sieniu]
wal0 Aq uolrejuswindop awreu|600¢/8/9 ON adoH uAjosed | JeueD bnod| 20°29e'T g Auueg SIIIAL uospineQ (7G9S |6002/6¢/S
paredo||V - SOA |  81ed0| 01 8|geun s,adoH uAjose)
J1a)e pajou
SJew/sieniu|
wano Aq SOA aweu|6002/T/9 ON adoH uAjoued| senied Bnod| 00°95T sinoureH SIND [euolssejoid|6+9S  [6002/92/S
Pa1RI0||V - SOA s,adoH uAjose)
la)e pajou
>Jew/sieniu]
wall0 Aq SOA awreu|600¢/1/9 ON adoH uAjosed| JeueD Bnod| 00°80T a|qibay|1 SIND [euolssajoid|Ty9S  |6002/92/S
Pa1ed0||V - SOA s,adoH uAjose)
J1a)e pajou
SJew/sieniu|
wano Aq BN aweu| 6002/T/9 ON adoH uAjored [seueg Bnoa| ooz $ sinoureH SIND [euolssajoid|0r9S  [60/92/50
Pa1RI0||V - SOA s,adoH uAjose)
la)e pajou
>Jew/sieniu]
¢WBSAS ¢S9210AUL/SWA0) [STETIYe) Mueq ¢d9hkojdwa DAM [om ] auanyeubis auo unowy uonduasag doked ON areq
SINDQ@ ul | 1sanbau/syuswinaop paJtes|D | Jo asued bnog ainjeubis ¥98yD | 98yDd
Aq payioddng areq Ag pasaopu3

pabio4 sem aanjeubis JaH paiyiuap| adoH UAjoIeD YdIym ul syo8yDd




Exhibit 4

Page 2 of 2

2ETE6TCT $

wano Aq UONEUSWINIOP aweu|s00z/LT/L | 1eued Bnoq - ssA | edoH uAjoseD| Jaed Bnoa| 00 TET 16 ® 19 bunno yseol09.S  [6002/LT/L
paredo||V - SOA |  81ed0| 01 8|eun s,adoH uAjose)
Jaye pajou
ewy/sfeniu
wano Aq SIA aweu|6002/7T/L ON adoH uAjoued| sened Bnodl 00°s8 USIA 3WOH [+181Un9 BysNIaL pue axer|9z.G  [6002/0€/9
Pa1RI0||V - SOA s,adoH uAjose)
J1a)ye pajou
>ewy/sfeniu
wal0 Aq SOA 6002/ET/L ON adoH uAjoted| Jsned bBnoa| z6'0z.L'T $0d 6 S1UoM (8895  |6002/2T/9
Po1RI0||V - SOA
wallo Aq SOA aureu|600z/TE/L ON adoH uAjoseD| Jeued Bnod| 281852 AInc deams 31el1S JO JaINSealL [6G/G  |6002/9T/L
Pa1RI0||V - SOA s,adoH uAjose)
J1a)ye pajou
>ew/sfeniu
wall0 Aq SOA auwreu|600z/Te/L ON adoH uAjosed| Janed Bnoa| 90°'8%S deams aung ale} Jo Jainseal | [/T/S  |6002/82/9
Pa1ed0||V - SOA s,adoH uAjose)
Jaye pajou
ewy/sfeniu
wano Aq SOA aweu|6002/82/L ON adon uAjosed| Jaured Bnod| oovee ZH saAnoy suelpul puelens|d| 295 [600z/€z/L
Pa1RI0||V - SOA s,adoH uAjose)
J1a)ye pajou
>Jew/sfeniu
¢WBlsAS ¢S9210AUL/SWA0) [STETIYe) Mueq ¢d9hojdws DaM [om aunyeubis auo unowy uonduasag dohed ON areq
SINDQA Ul | 1senbad/siuswinoop paJes|d | 40 Jaued Bnog aunyeubis MoayD | »98yD
Aq payioddng areq Ag pasaopu3




Exhibit 5

Page 1 of 8
Z0OOAJH iSeries Timekeeper: Department of DODD CLK101P
6/20/12 1119A EMPLOYEE TIME CARD PAGE: 1
6/01/09 THRU 7/31/09
EMPLOYEE: q RUSSELL, RANDY A.
BADGE: 5001078
Site: 590500 RULE: 500WDC FT- OTEXEMPT
*CLOCK IN* OUT PAY Site Department Suprvsr/TK CBU TOTAL
DAY DATE TIME TIME NOTES Building#  RCAT Job Class  SHIFT HOURS
MO 6/01 815A 131A 590500 0000002 500NSK EXEMPT 17.27
C 500ADMI DATA 50065225 1
DAS PAYROLL TRAINING, EMAILS, CONF CALLS
TU 6/02 910A 1055P 590500 0000002 500NSK EXEMPT 13.75
C 500ADMI DATA 50065225 1
OPER DIR MTG, EMAILS, NEW POLICY DEV
WE 6/03 903A 555P 590500 0000002 500NSK EXEMPT 8.87
500ADMI DATA 50065225 1
TH 6/04 839A 515P 590500 0000002 500NSK EXEMPT 8.60
500ADMI DATA 50065225 1
** TOTAL PAID HOURS 48.49
** TOTAL WORK HOURS 48.49
DISTRIBUTION:
Regular Hours 48.45
EXEMPT OVER 80 .04

APPROVED EMPLOYEE SIGNATURE
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Z00OAJH iSeries Timekeeper: Department of DODD CLK101P
6/20/12 1106A EMPLOYEE TIME CARD PAGE: 1
6/01/09 THRU 7/31/09
EMPLOYEE: w RUSSELL, RANDY A.
BADGE;
LABOR LVLS: 590500.0000002.500NS RULE: 500
*CLOCK IN* OUT PAY Site Department Suprvsr/TK CBU TOTAL
DAY DATE TIME TIME NOTES Building#  RCAT Job Class  SHIFT HOURS
M0 6/08 831A 325P 590500 0000002 500NSK EXEMPT 6.90
C 500ADMI DATA 50065225 1
EMAILS, CONF CALLS, SPUG MTG
TU 6/09 825A 645P 590500 0000002 500NSK EXEMPT 10.33
C 500ADMI DATA 50065225 1
EMAILS, CONF CALLS, SPUG MTG, YDC, NODC
WE 6/10 820A 1230P 590500 0000002 500NSK EXEMPT 4,17
C 500ADMI DATA 50065225 1
EMAILS, CONF CALLS, SPUG MTG, YDC, NODC
TH 6/11 1210P 614P 590500 0000002 500NSK EXEMPT 6.07
C 500ADMI DATA 50065225 1
EMAILS, CONF CALLS, SPUG MTG, YDC, NODC
FR 6/12 648A 621P 590500 0000002 500NSK EXEMPT 11.55
C 500ADMI DATA 50065225 1
YDC
MO 6/15 656A 625P 590500 0000002 500NSK EXEMPT 11.48
C 500ADMI DATA 50065225 1
YDC
TU 6/16 1031A 738P 590500 0000002 500NSK EXEMPT 9.12
C 500ADMI DATA 50065225 1
EMAILS, CONF CALLS, SPUG MTG, YDC, NODC
WE 6/17 TRANS *MULT 590500 0000002 500NSK EXEMPT 12.72
C 500ADMI DATA 50065225 1
EMAILS, .CONF CALLS, YDC, NODC
TH 6/18 TRANS *MULT 590500 0000002 500NSK EXEMPT 10.57
_ C 500ADMI DATA 50065225 1
EMAILS, CONF CALLS, NODC
FR 6/19 TRANS VAC 590500 0000002 500NSK EXEMPT 8.00
500ADMI DATA 50065225 1
MO 6/22 915A 605P 590500 0000002 500NSK EXEMPT 8.83
C 500ADMI DATA 50065225 1
CENTRAL OFFICE INTERVIEW
TU 6/23 937A 617P 590500 0000002 500NSK EXEMPT 8.67
500ADMI DATA 50065225 1
WE 6/24 904A 524P 590500 0000002 500NSK EXEMPT 8.33
500ADMI DATA 50065225 1
TH 6/25 934A 608P 590500 0000002 500NSK EXEMPT 8.57
500ADMI DATA 50065225 1
FR 6/26 1000A 525P 590500 0000002 500NSK EXEMPT 7.42
C 500ADMI DATA 50065225 1
EMAILS, RETENTION BOX TRANSFERS, MTG
MO 6/29 939A 532P 590500 0000002 500NSK EXEMPT 7.88
500ADMI DATA 50065225 1
TU 6/30 916A 108P 590500 0000002 500NSK EXEMPT 3.87
500ADMI DATA 50065225 1
TU 6/30 330P 445P 590500 0000002 500NSK EXEMPT 1.25
M C 500ADMI DATA 50065225 1

PU NEW TIMECLOCKS FROM CDC
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ZOOOAJH iSeries Timekeeper: Department of DODD CLK101P
6/20/12 1106A EMPLOYEE TIME CARD PAGE: 2
6/01/09 THRU 7/31/09
EMPLOYEE: w RUSSELL, RANDY A,
BADGE :
LABOR LVLS: 590500.0000002.500NS RULE: 500
*CLOCK IN* OQUT PAY Site Department Suprvsr/TK CBU TOTAL
DAY DATE TIME TIME NOTES Building# RCAT Job Class  SHIFT HOURS
TU 6/30 830P 1130P 590500 0000002 500NSK EXEMPT 3.00
C 500ADMI DATA 50065225 1
EMAILS, BUDGET, AUDIT REPORT RESPONSES
WE 7/01 1001A 412P 590500 0000002 500NSK EXEMPT 6.18
500ADMI DATA 50065225 1
TH 7/02 TRANS VAC 590500 0000002 500NSK EXEMPT 6.90
500ADMI DATA 50065225 1
TH 7/02 TRANS CU 590500 0000002 500NSK EXEMPT 1.10
500ADMI DATA 50065225 1
FR 7/03 TRANS HOLFT 590500 0000002 500NSK EXEMPT 8.00
500ADMI DATA 50065225 1
MO 7/06 TRANS CU 590500 0000002 500NSK EXEMPT .47
500ADMI DATA 50065225 1 .
TU 7/07 805A 845P 590500 0000002 500NSK EXEMPT 12.67
C 500ADMI DATA 50065225 1
ETHICS TRNG, PU CHAIRS & SHELVING
WE 7/08 915A 615P 590500 0000002 500NSK EXEMPT 9.00
500ADMI DATA 50065225 1
TH 7/09 913A 554P 590500 0000002 500NSK EXEMPT 8.68
500ADMI DATA 50065225 1
FR 7/10 1239P 509P 590500 0000002 500NSK EXEMPT 4.50
500ADMI DATA 50065225 1
MO 7/13 933A 659P 590500 0000002 500NSK EXEMPT 9.43
500ADMI DATA 50065225 1
TU 7/14 910A 605P 590500 0000002 500NSK EXEMPT 8.92
500ADMI DATA 50065225 1
WE 7/15 913A 549P 590500 0000002 500NSK EXEMPT 8.60
500ADMI DATA 50065225 1
TH 7/16 640A 530P 590500 0000002 500NSK EXEMPT 10.83
C 500ADMI DATA 50065225 1
MH TRAINING, EMAILS, TELEPHONE CALLS
FR 7/17 TRANS VAC 590500 0000002 500NSK EXEMPT 6.90
500ADMI DATA 50065225 1
MO 7/20 900A 547P 590500 0000002 500NSK EXEMPT 8.78
500ADMI DATA 50065225 1
TU 7/21 915A 750P 590500 0000002 500NSK EXEMPT 10.58
500ADMI DATA 50065225 1
WE 7/22 640A 730P 590500 0000002 500NSK EXEMPT 12.83
C 500ADMI DATA 50065225 1
MVDC INSERVICE, CO - INTERVIEW, ETC.
TH 7/23 905A 558P 590500 0000002 500NSK EXEMPT 8.88
, 500ADMI DATA 50065225 1
FR 7/24 950A 533P 590500 0000002 500NSK EXEMPT 7.72
500ADMI DATA 50065225 1
MO 7/27 TRANS VAC 590500 0000002 500NSK EXEMPT 6.90
500ADMI DATA 50065225 1
TU 7/28 934A 435P 590500 0000002 500NSK EXEMPT 7.02
500ADMI DATA 50065225 1
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ZOOOAIH iSeries Timekeeper: Department of DODD CLK101P
6/20/12 1106A EMPLOYEE TIME CARD PAGE: 3

6/01/069 THRU 7/31/09

EMPLOYEE: w RUSSELL, RANDY A.
BADGE ; 7
LABOR LVLS: 590500.0000002.500NS RULE: 500

*CLOCK IN* OUT PAY Site Department Suprvsr/TK CBU TOTAL
DAY DATE TIME TIME NOTES Building# RCAT Job Class  SHIFT HOURS
WE 7/29 1019A 515P 590500 0000002 500NSK EXEMPT 6.93
500ADMI DATA 50065225 1
TH 7/30 TRANS CU 590500 0000002 500NSK EXEMPT 8.00
500ADMI DATA 50065225 1
FR 7/31 TRANS CU 590500 0000002 500NSK EXEMPT 2.40
500ADMI DATA 50065225 1
** TOTAL PAID HOURS 330.95
** TOTAL NON-PAID HOURS .00
** TOTAL WORK HOURS 282.28
DISTRIBUTION:
Regular Hours 271.33
Comp Accrued 10.91
Vacation Lv FT 28.70
Comp Used FT 11.97
HOL PAY (FT) 8.00
EXEMPT OVER 80 .04

APPROVED EMPLOYEE SIGNATURE _
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WDC Timekeeping Exception Form

Employee Name: Randy Russell Current Date: 06 18 (0%

House/Department: Operations

Date of Exception: Employee did not clock in Employee did not clock out
06 08 2009 08:31 am 03:25 pm
06 09 2009 08:25 am 06:45 pm
06 10 2009 08:20 am 12:30 pm
06 11 2009 12:10 pm 06:14 pm
0612 2009 06: 48 am 06:21 pm
06 15 2009 06:56 am 06:25 pm
06 16 2009 10:31 am 07:38 pm
06 17 2009 07:00 am 07:43 pm
06 18 2009 07:38 am 06:12 pm
06 19 2009 Vacation 6.90

Explanation: Emails, conference calls, SPUG meeting, Youngstown and Northwest, etc.,

Staff Signature: Date:

L] Approved
[] Not approved

Supervisor’s Signature: Date:

“This form is to be used when an employee misses an in or out punch,

*  Employees who suspect a problem with their punch shall submit this form to their supervisor or CSO supervisor for approval.

»  Timekeepers who find missed punches will submit this form to the employee’s supervisor, The supervisor wilf approve / disapprove and return the

form to the timekeeper.

*The employee shall be responsible for the time that they enter on this form,
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Warrensville Developmental Center

King, Nancy

From: Russell, Randy

Sent:  Wednesday, July 08, 2009 12:04 AM
To: King, Nancy

(¢{H Russell, Randy

Subject: WDC Exception Form (3)

I will sign in the moming

WDC Timekeeping Exception Form

Employee Name: RANDY RUSSELL  Current Date: 07 08 09
House/Department: __ OPERATIONS__  Date of Exception: 07 07 09

X Employee did not clock in/ 8:05 AM_
X Employee did not clock out at 8:45 PM

Explanation Ethics training, pickup chairs and shelving from SOT and emails.

Staff Signature: Q\‘\\%\W\ Date: ﬁ ), ‘B l0_57

\”[ Approved
] Not approved . f /%
Supervisor’s Signature: éd( / oM e: 7/ i 09

*This form is to be used when an employee misses an in or out punch.

» Employees who suspect a problem with their punch shall submit this form to their supervisor or

CSO supervisor for approval.

o Timekeepers who find missed punches will submit this form to the employee’s supervisor. The

supervisor will approve / disapprove and return the form to the timekeeper.

*The employee shall be responsibie for the time that they enter on this form.

7/8/2009
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Montgomery Developmental Center
Business Office
Field Trips
Client Fund Procedure 94-2-CR04
Revised 10-16-08

Field trips will be prepared and submitted to the Business Office no later than the
20th of the month prior to the month in which they are to be conducted. The
Organizer of the trip will use a Field trip form and fill in, at a minimum, the date
of the trip, the time of the trip, the destination and individuals going on the trip
and the amount of funds required. The form will be signed by the QMRP,
Nursing Staff, and Program Director prior to submission to the Business Office
for signature by the Operations Director and gives field trip forms to the Client
Funds Account Clerk.

The Client Funds Account Clerk will date stamp each trip and organize them by
house and date. A copy of each trip will be made and given to the Administrative
Secretary. The Cline Funds Account Clerk will then assign the next available
Batch Number from the Client Funds Accounting System, assign a check number
to the batch and sequentially number the trips within the batch. The Account
Clerk will review each client ledger and take funds from the account most able to
bear the total cost of the trip. If an individual does not have the funds available
for the trip, the cost will be borne by the I & E Fund.

Once all field trips have been entered into the Cline Funds Accounting System,
the total cost of the batch will automatically be calculated. The I & E Fund will
have to be calculated by hand. The Client Funds Account Clerk will prepare
checks for signature by the Fiscal Officer and/or the Superintendent/Operations
Director. An Account Clerk other than the Client Funds Account Clerk will cash
the checks. The money will be verified by 2 Accounts Clerks before the
preparation of the Field Trips.

The Account Clerk preparing the Field Trips will write the name and the amount
of funds for each individual participating in the trip on a Field Trip envelope. The
funds for each trip will be placed in another envelope with the field trip form
stapled to the front of the envelope. When the batch has been completed, the
Residential Director will be notified the field trips are ready to be verified. The
Residential Director will open each envelope and verify the amount of the funds
for each trip. The Residential Director will then sign a receipt for the total
amount of the batch. The trips will be placed in the safe room for distribution by
Accounting Staff.
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The field trips will be brought down to the Shift Supervisor by Accounting Staff
one half month at a time. The Shift Supervisor will place the trips in the safe for
distribution. When the field trip has been completed, the Shift Supervisor will
place it in the return box located in the Shift Supervisor office for collection by
accounting staff. The completed trips will be collected from the box on Monday,
Wednesday and Fridays.

The Account Clerk responsible for collecting the field trips will reconcile the
completed trips. Each individual funds envelope should contain a receipt for the
money spent and either the change returned to the business office of the
disposition of the change. Individuals may retain up to $ 2.00 from any trip. The
Fiscal Office will be notified immediately of any discrepancy found while
reconciling the trip.

No field trips are to be held over to the following month. Once the entire batch
has been reconciled, the batch will be tumed over to the Account Clerk
responsible for posting the retwrn of funds to the individual's accounts. The Fiscal
Officer will be notified if a batch cannot be reconciled within ten (10) working
days after the end of the month in which the trips were scheduled.

/Z,«u R /6/3(/9 )4 /o/u/s ¢

Robert Dix, Opérations Director Date
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MONTGOMERY DEVELOPMENTAL CENTER
BUSINESS OFFICE
SPENDING MONEY PREPARATION PROCEDURE

MAY 7, 2008
Revised September 29, 2008

This procedure outlines the steps for preparation of spending and workshop money.
Spending and workshop money is processed every 2 weeks.

CLIENT FUNDS ACCOUNT CLERK:

1.

NouA WL

o %

11.

The Client Funds clerk receives referrals from QMRP's requesting
spending and workshop money (how much, days needed, and if carry or
send)

Referrals are entered into Client Funds system

Enters the days off (holidays, vacations, staff meetings for workshop) into
the client funds system which updates files

Enters perimeters', batch number and check number and then processes
Runs a master "Allowance for all Houses" report

Runs a master "MDC Weekly Spending Money Report & Workshop
Gives MDC Weekly Spending Money and Workshop report to Account
Clerk to prepare change order and makes sure totals agree.

Runs the 2 weeks of signature sheets for spending money and workshop.
A check is cut for the total amount of both spending and workshop money.
Payroll clerk phones change order to bank, receives checks and goes to
bank to pickup change order

Money is verified by 2 Account Clerks when returned from bank.

ACCOUNT CLERK:

1.

2.

Workshop money is to be prepared first, placed in the blue bag along with
a receipt and taken to the Medical Dept. to be placed in the med box.
MDC spending money for week 1 is prepared first followed
immediately by week 2. (All spending money is prepared at the same
time--not week 1 one week followed by week 2 the following week.) The
preparation time is 4 days from receipt of funds from Payroll Clerk.

MDC spending money is verified by Residential Director. After
verification, the bag is to be initialed and dated by the Account Clerk

and taped closed.

The Account Clerk takes the daily bags to the Shift Office. The Shift
Supervisor will then sign a receipt for the money.

Lot s ro/2//o8

Robert Dix, Operétions Director
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Montgomery Developmental Center
Business Office
Spending Money and Field Trip
Return of Funds

Created 8-7-08
Revised 9-29-08

This procedure outlines the steps for completing the return of funds for the spending
money, workshop money and field trips.

1.

On Monday, Wednesday and Friday, the Account Clerk responsible for the return
of funds picks up the envelopes from the black box in the Shift Supervisor's
Office. The signature sheets and unspent money are to be returned daily by the
TPWs or RCS. The Account Clerk verifies the spending money sheets for
signatures and unspent money and ensures that each house is accounted for.

The field trips that have gone out are verified to make sure receipts for each
client are attached. Also that the unspent money agrees what the field trip form
says is returned.

If a signature is missing from spending money or receipt from a field trip, the
account clerk has to call the house/staffrequesting needed information.

The Spending money is placed in an envelope with the returm of funds and
signature sheets. Field trip forms and return of funds are placed in a separate
envelope. The envelopes are to be labeled with batch numbers and the date
range of the batch.

If a signature on the spending money sheets is missing, it is place on the Past Due
Spending form and sent to the appropriate QMRP or RCS. . Ifa problem on field
trips, call the staff that took the clients out on the field trip the very next day to get
the problem corrected.

Spending money to be reconciled within 2 weeks after the last date of the batch.
Field trips completely reconciled within 1 week from the last trip of the batch.
Once the signature sheets and field trips are all reconciled, the Account Clerk
responsible for entering the funds into the system will do so every Friday.
Money will then be deposited the following week.

If Account Clerk receives money from prior field trips and old spending money
sheets is discovered, it is to be processed immediately and let the Operations
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Director and Fiscal Officer know where and when it appeared in the Business
Office.

8. The Fiscal Officer will check the safe room every Friday to ensure that return of
funds have been completed as scheduled.

[oAt-7 o pofei)i$

Robert Dix, Operafions Director
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Montgomery Developmental Center
Business Office
Deposits
Client Funds Procedure 94-08-CF09

Created August 1, 1994
Revised 9-30-08

Deposits from relatives return of funds and refunds from vendors must be made within 5 days of
receipt by the Fiscal Office. All monies must be deposited every Friday .

1.

2.

NoawnksWw

All checks received by the Fiscal Office should go to the Client Funds Clerk on day of
receipt.

Client Funds Clerk to make copies of all checks and attached to the Batch report after
posting of checks.

Posting of checks to client's accounts must be completed with 10 days of receipt.
Deposit slips created and deposited weekly.

Payroll Clerk takes the deposits to the bank weekly.

Deposit slips to Fiscal Officer after deposits have been made.

Deposits reconciled to bank statement by Fiscal Officer monthly

Receipts are necessary for the relatives that bring a check or money directly to the Fiscal Office.

,ZA)‘/’: Az /{’/z-//:f

Robert Dix, Operatioﬁs Director
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