
STATE OF MN CONTINUING CARE ADMINISTRATION

FISCAL SUPPORT ENTITY

MEDICAL ASSISTANCE ENROLLMENT 

READINESS REVIEW

Financial Support Entity:      
Address:      
Phone:      



Fax:      
Key Personnel:      
Email Address:      
This document identifies requirements for Medical Assistance enrollment as a Fiscal Support Entity.  An organization or individual must complete this review for consideration for MA enrollment.  Upon completion, submit this document and all relevant attachments to DHS, Disability Services Division; Attn: Fiscal Support Entity Enrollment Coordinator.

Instructions for completion:  Please work through the document carefully to assure you meet the criteria, can accomplish the identified tasks and have the appropriate policies and procedures identified throughout this tool.

I. Basic Requirements

_________ The FSE has required technologies and accommodations in place as required to support CDCS consumers. 

· FSE is an MA enrolled provider;  required to re-enroll every 24 months. (Initially this criteria will be met, following initial enrollment as on FSE) 

· FSE has the ability to bill through MMIS, Minnesota’s automated Medicaid Management Information System

· FSE will identify the geographic area of the state they plan to serve:

·  Statewide

· Geographic Region, identify counties:

· County Specific, identify: 

· FSE has developed a policies and procedures manual that at a minimum identifies

· Philosophy of consumer direction 

· Internal monitoring and quality control procedures

· Orientation materials for consumers and providers 

· All necessary forms required by the FSE  i.e. worker time sheets etc. 

II.
Customer Service

_________ The FSE has a Customer Service System that includes:

· Toll free number, if consumers are outside of a local calling area

· Web based information regarding FSE services  provided to www.MinnesotaHelp.info upon enrollment

· Internet/e-mail communication

· Methods for disbursing and receiving enrollment and other information from consumers and support workers

· Ability to provide translation and interpreter services (i.e. American Sign Language and services for persons with Limited English Proficiency)

· Materials available in alternative formats

· Methods for receiving, returning and tracking calls from consumers and support workers during and after regular business hours

· Methods for receiving, responding to and tracking complaints from consumers and support workers within a reasonable time period 

· Procedures related to consumer-direction and being culturally sensitive in all business practices in order to communicate effectively with a diverse population of participants of all ages and with a variety of needs, disabilities and chronic conditions 

For initial application, submit copies of policies identified in Section I and II.

III. Business Practices

A.
General

_________ The FSE can demonstrate it is a financially viable organization by providing one of the following documents:

· The organization’s most recent financial statement or annual report,

· The organization’s most recent financial audit report,

· A letter from an accountant indicating financial feasibility of the organization, or

· A letter from a financial institutional demonstrating financial solvency of the organization.

________ The FSE has provided proof of authorization from the secretary of state to do business in Minnesota.

_________ The FSE has the policies and procedures in place to directly provide, contract for, or facilitate a range of services for CDCS consumers: 

· FSE offers a range of fiscal support services that provide consumers with the level of support they desire as indicated in their Community Support Plan,
· FSE has sufficient cash flow,
· FSE has a certified public accountant or an individual with a baccalaureate degree in accounting on staff or under contract,
· FSE has a document that discloses to consumers any  direct or indirect financial interests in the delivery of consumer directed community support service providers,

· FES has all appropriate business insurance,

· FSE complies with all applicable federal and state rules and regulations, 

·  FSE has written policies and procedures that address the documentation and provision of monthly written summaries of services billed including charges from the FSE, 

· The FSE has written policies and procedures for development and execution of written agreements among the consumer, the FSE and the relevant, support workers, and vendors.  The agreements include but are not limited to:  

-
Roles and responsibilities of all parties,

-
Consequences for non compliance with FSE and Minnesota Department of Human Services polices and procedures, and 

-
Clearly identified FSE services and related charges.

· The FSE has established and made public the rate(s) for  services. Check the services below that will be provided and attach fees and rational :
· Check processing

· Cash dispersement processing

· Background  checks

· Brokering workers compensation

· Monthly payroll maintenance

· Processing employee applications, verification of citizenship, tax withholding

· Flexible case management if not also the employer of record for consumer direct supports

· Education and training

· Hourly direct service rate  for backup direct support

· Other

_________ The FSE has written policies and procedures that identify that the FSE does NOT:

· Limit provider choice or access

· Provide Flexible Case Management if they have a financial interest in the consumer’s direct services
· Set rates based a percentage of a consumer’s individual payroll budget

B. Payroll Process For FSEs Operating as Vendor Fiscal/Employer Agents In Accordance With IRS Rev. Procedure 70-6

Good IRS resources for Vendor Fiscal/Employer Agents are IRS Revenue Procedure 70-6, IRS Publication 926, Household Employer Guide, IRS Publication 15, Employer Tax Guide, IRS Publication 15a, Employer’s Supplemental Tax Guide and the instructions for each of the required forms, particularly sections that describe how Agents are to file.

Good State resources are Department of Employment and Economic Development’s Minnesota Employer’s Unemployment Handbook, the Minnesota Department of Revenue’s New Employer Guide, particularly Fact Sheets 7 (Household Employees), 8 (Independent Contractor or Employee) and 10 (New Employer Guide), MN Department of Labor and Industry’s Records and Payment, Minimum Wage and Overtime Laws Brochures.

______The FSE, as a Vendor Fiscal/Employer Agent, has developed and implemented a system and has a written policy and procedure for: 

B.1.  Obtaining Approval From The IRS And Minnesota To Be A Vendor Fiscal/ Employer Agent For Eligible Consumers

· Filing an IRS Form SS-4, Application for Federal Employer Identification Number, and obtaining a separate federal employer identification number (FEIN) (for the Agent) for the sole purpose of filing and paying federal employment taxes

· Maintaining a copy of the IRS Notice of FEIN for the Agent in the Agent’s file.

· Filing an IRS Form 2678, Agent Authorization, for each consumer the Agent represents with a Request for Approval Letter (Forms 2678 can be “batched” under a single Request for Approval Letter) (Need to have the consumers FEIN to file this form, see section below),

· Maintaining copies of the IRS Forms 2678, Request for Approval Letters and IRS Agent Approval Notices in consumers’ files,

· Filing an IRS Form 8821, Tax Information Authorization for each consumer it represents,
· Renewing the IRS Form 8821 for each consumer as required in IRS Form 8821 instructions,
· Maintaining copies of the IRS Form 8821 and renewals in each consumer’s file, Obtaining a State of Minnesota Unemployment Insurance Power of Attorney if required, 
· Filing a DEED-1298, Power of Attorney with the MN Department of Employment and Economic Development, and
· Maintaining copies of the DEED-1298 and any related correspondence with the Department in each consumer’s file. 
B.2.  Getting Eligible Consumers Registered With Employer Identification Numbers On The Federal And State Levels 

· Filing an IRS Form SS-4, Application for Federal Employer Identification Number and getting a separate FEIN for each consumer the Agent represents,

· Maintaining a copy of the consumer’s Form SS-4 and FEIN in each consumer’s file,

· Filing for and obtaining a Minnesota state tax identification number using the Form ABR, Application for Business Registration for each consumer the Agent represents,

· Maintaining a copy of the consumer’s Form ABR and Minnesota state income tax identification number in each consumer’s file,

· Filing for and obtaining a Minnesota state unemployment tax identification number using the DEEDS-13, Report to Determine Eligibility for each consumer the Agent represents and 

· Maintaining a copy of the consumer’s DEEDS-13 and Minnesota state unemployment tax identification number in each consumer’s file.

B.3.   Administrative and Invoicing Tasks

· Obtaining consumers’ authorizations and support plans from the county and maintaining them in the consumers’ files;

· Having the ability to bill through MMIS, Minnesota’s automated Medicaid Management Information System

· Having the systems in place to receive consumers’ public funds, disburse the public funds based on consumers’ authorizations and support plans and track the public funding received, disbursed and balance available (if any) for all consumers by consumer and in the aggregate,

· Establishing and maintaining Agent’s, consumers’, consumer-employed support workers,’ service providers’ and vendors’ files in a confidential and secure manner (e.g., HIPAA compliant when required),

· Maintaining archived Agent’s, consumers’ consumer-employed support workers’, service providers’ and vendors’ files in a confidential and secure manner and for the time period as required by federal and state agencies,

· Establishing consumer enrollment and worker employment forms packages for distribution, collection and processing,

· Invoicing the appropriate pay source for goods and services provided to consumers by consumer-employed support service workers, service providers and vendors (may include invoicing consumers for waiver obligations),

· Invoicing MMIS for Fiscal/Employer Agent services rendered, 

· Developing and implementing internal controls for the Agent tasks, and

· Developing and implementing a policies and procedures manual that  includes all Agent tasks and internal controls.

B.4  Tasks Related To Worker Employment

· Collecting, processing and maintaining employment related forms (distributed as package described above) for all workers employed by consumers/representatives that include, but are not limited to:
-
Employment Application,
-
BCIS Forms I-9: Determination of Citizenship and Alien Status,

-
IRS Form W-4, Employee’s Withholding Allowance Certificate, and any revised forms (federal reporting and state reporting, per MN Department of Revenue instructions),

· IRS Form W-5, Earned Income Credit Advance Payment Certificate, when applicable,

· Any statement of roles and responsibilities and informed consent as developed and required by the State and the FSE,

· Reporting all new hires to the MN Department of Human Services within 20 days of hire either on line or mail/fax copy of workers’ Forms W-4 to (651) 227-4991 or MN New Hire Reporting Center, P.O. Box 64212, St Paul, MN 55164-0212,

B.5.  Tasks Related To The Payroll Process

· Developing and implementing consumer-employed support worker timesheets,
· Collecting, verifying and maintaining consumer-employed support workers’ timesheets,

· Verifying that consumer-employed support service workers’ hourly wage for regular and overtime pay are in compliance with federal and state Department of Labor wage and hour rules for domestic service workers,

· Computing, withholding, filing and depositing federal income tax for consumer-employed support service workers quarterly in the aggregate using the IRS Form 941 and the Employer Agent’s separate FEIN in accordance with IRS Rev. Proc. 70-6 for consumer-employed support service workers, 

· Computing, withholding, and filing Social Security and Medicare (FICA) taxes quarterly in the aggregate using the IRS Form 941, Employer’s Quarterly Federal Tax Return and the Employer Agent’s separate FEIN in accordance with IRS Rev. Proc. 70-6 for consumer-employed support service workers,

· Depositing FICA in the aggregate using the Agent’s separate FEIN in accordance with IRS depositing rules,

· Computing, withholding, filing and depositing federal unemployment insurance taxes (FUTA) annually for each individual consumer using the consumer’s FEIN and the IRS Form 940,Employer’s Annual Federal Unemployment (FUTA) Tax Return or 940EZ,

· Depositing FUTA in individual for each consumer represented per IRS depositing rules,

· Making sure that FICA and FUTA taxes are not withheld for family members who are paid consumer-employed support service workers and who are exempt from paying into FICA and FUTA per IRS rules (See IRS Publication 15),

· Processing and tracking federal advanced earned income credit (as requested by eligible workers) for applicable consumer-employed support service workers,

· Computing, withholding, filing and depositing state income tax for each individual consumer/representative using the MN Form MW5: Withholding Tax Deposit/Payment, in accordance with MN Department of Revenue rules,

· Computing, withholding, filing, and depositing state unemployment and disability insurance taxes quarterly for each individual consumer/representative in accordance with MN Department of Employment and Economic Development (DEED) rules (e.g., filing of the MN DEED-1A, Employer’s Annual Unemployment Insurance Tax Report for those who qualify to file annually or MN DEED 1, Employer’s Quarterly Unemployment Insurance Tax Report)  

· Making sure that SUTA is not withheld for family members who are paid consumer-employed support service workers and who are exempt from paying into FICA and FUTA per MN Department of Employment and Economic Development (DEED) rules,

· Processing all judgements, garnishments, tax levies or any related holds on consumer-employed support service workers’ pay as may be required by local, state and/or federal laws,

· Preparing consumer-employed support service workers’ payroll checks including a payroll statement as required by the MN Fair Labor Standards Act and the MN Department of Labor and Industry.  The statement should include:

· Name of consumer-employed support worker,

· Hourly rate of pay, if applicable,

· Total hours worked,

· Gross pay,

· A list of all deductions (taxes, insurance, union dues and other),

· Net pay,

· Pay period ending date,

· Employer’s legal name and d/b/a of different.

· Disbursing consumer-employed support service workers’ payroll checks within the time period required by the MN Department of Labor and Industry.

· Maintaining information in payroll records as required by the Minnesota Fair Labor Standards Act and the MN Department of Labor and Industry (at least three years):

· Worker name and address,

· Occupation,

· Social security number,

· Rate of pay,

· Amount paid each pay period,

· Deductions (taxes, insurance, union dues, etc),

· Beginning and ending hours worked each day, including a.m. and p.m. designation,

· Determining that all consumers/representatives have worker’s compensation insurance for their workers and managing premium payments on behalf of consumers/representatives,

· Preparing annual IRS Forms W-2, Wage and Tax Statement and W-3, Transmittal of Wage and Tax Statements for consumers/representatives and consumer-employed support service workers in accordance with IRS instructions for agents (including electronic/magnetic filing of IRS Forms W-2 when required),

· Refunding workers for over collected FICA taxes (employee’s contribution) when the consumer-employed support service worker has not earned the threshold wage amount for paying FICA in accordance with the December 2000 IRS Letter, 

· Refunding the State for over collected FICA taxes (employer’s contribution) when the consumer’s consumer-employed support service worker who has not earn the threshold wage amount for paying FICA in accordance with the December 2000 IRS Letter, 

B.6.  Tasks Related to Terminating Agent Status and Consumer’s Employer Status

· Retiring a consumer’s FEIN when no longer an employer (permanently),

· Retiring a consumer’s state income and unemployment identification numbers when no longer an employer (permanently),

· Revoking the IRS Form 2678 when a consumer is no longer represented by the Agent in accordance with IRS instructions, 

· Revoking the IRS Form 8821 when a consumer is no longer represented by the Agent in accordance with IRS instructions,

· Revoking the State Power of Attorney (MN DEEDS-1298) when the consumer is not longer represented by the Agent in accordance with DEEDS instructions, and

· Maintain copies of all relevant documents and correspondence per IRS and MN DEED document record retention rules.

B.7.  Tasks Related To Processing And Paying Non Labor-related Invoices

· Processing, paying and maintaining non-labor related invoices for consumers in accordance with State and county program rules and consumers’ authorizations and support plans.

C. Payroll Process For County Governments Operating As Fiscal/Employer Agents Under IRS Rev. Procedure 80-4 and IRS Notice 2003-70

Good resources for County FSEs that act as Government Fiscal/Employer Agents is IRS Revenue Procedure 80-4 in combination with IRS Proposed Notice 2003-70.  Additional Federal resources include: IRS Publication 926, Household Employer Guide, IRS Publication 15, Employer Tax Guide, IRS Publication 15a, Employer’s Supplemental Tax Guide and the instructions for each of the required forms, particularly sections that describe how Agents are to file.

Good State resources are Department of Employment and Economic Development’s Minnesota Employer’s Unemployment Handbook, the Minnesota Department of Revenue’s New Employer Guide, particularly Fact Sheets 7 (Household Employees), 8 (Independent Contractor or Employee) and 10 (New Employer Guide), MN Department of Labor and Industry’s Records and Payment, Minimum Wage and Overtime Laws Brochures.

IRS Notice 2003-70 allows county governments acting as Fiscal/Employer Agents under IRS Rev. Proc. 80-4 to use a reporting or a subagent to perform the payroll tasks.  The County must obtain a separate FEIN for the sole purpose of filing and paying federal taxes (FICA) and forms (IRS Forms W-2 and W-3).  Then the county must prepare a Request for Approval To Be An Agent Letter.  In the letter, the county should:

· Request authority to do all that is required of the employer for wages the Agent pays in the employer’s behalf,

· Refer to the public program(s) that the county will be acting as Agent for, and

· Reference that it has signed IRS Forms 2678 on file for each consumer it represents and statements from consumers providing approval to use a subagent if the county is using a subagent to perform the payroll tasks.

Should the IRS have an issue with the county’s fiscal intermediary function, it will communicate only with the county as Agent, not with the county’s reporting or subagent.

A good resource at the IRS regarding counties acting as Agents is Nancy Harmon at (859-669-5573 and Nancy.A.Harmon@irs.gov.

MN DEED has a Common Paymaster Application (DEED-13-P).  Typically it is used for companies with subcorporations, etc.  However, the State and Counties should enter into discussions with MN DEED to determine if County Agents, and their subagent and reporting agents can file SUTA in the aggregate to match their aggregate FUTA filings using the State’s Common Paymaster option.

The County provides either its reporting agent or subagent with its FEIN to file the federal forms on the county’s behalf. If the County uses a subagent, in addition to having an IRS Form 2678 on file for each consumer, it must have a statement signed by each consumer that states he or she gives the county permission to use a subagent.  No such statement is needed if the county uses a reporting agent, however, the County should have an IRS Form 8655, Reporting Agent Authorization for Magnetic Tape/Electronic Filers executed with its reporting agent.

IRS Proposed Notice 2003-70 states that a government Agent does not have to obtain FEINs for each consumer it represents if its state does not require FEINs for other reasons.  However, MN Revenue requires that employers obtain a FEIN in order to obtain their MN Tax Identification Numbers.  Thus, this is not an option for MN employers unless the MN Revenue Department waives this requirement and allows a household employer’s social security number to be use.

IRS Notice 2003-70 allows reporting agents to:

· File IRS Forms 941 in the aggregate quarterly with the county’s separate FEIN,

· Pay FICA and federal income tax withholding quarterly in the aggregate when it files its IRS Form 941,

· File IRS Forms 940 in the aggregate annually with the county’s separate FEIN,

· Pay FUTA annually in the aggregate when it files its IRS Form 940,

-
File IRS Form W-3 in the aggregate for all consumer-employers it represents

IRS Notice 2003-70 allows subagents to:

-
File IRS Forms 941 in the aggregate quarterly with the county’s separate FEIN,

· File IRS Forms 940 in the aggregate annually with the county’s separate FEIN,

· But they must pay FICA and FUTA per IRS depositing schedules and may not pay when they file as reporting agents may.

· File IRS Form W-3 in the aggregate for all consumer-employers it represents.

______The County agent, as a Fiscal/Employer Agent, has developed and implemented a system and has a written policy and procedure for:

C.1.  Government Entity Obtaining Approval From The IRS And Minnesota To Be A Vendor Fiscal/Employer Agent For Eligible Consumers

· Government Agent files an IRS Form SS-4, Application for Federal Employer Identification Number, and obtaining a separate federal employer identification number (FEIN) (for the Agent) for the sole purpose of filing and paying federal employment taxes, 

· Maintaining a copy of the IRS Notice of FEIN for the Government Agent in the Agent’s file.

· Obtaining signed IRS Form 2678, Agent Authorization, from each consumer the Agent represents and maintaining them in the consumers’ files,

· Filing an Request for Approval to be an Agent Letter with the IRS per IRS instructions (including referencing that signed IRS Forms 2678 are on file and subagent approval statement when applicable),
· Maintaining copies of all correspondence regarding the Agent’s Request for Approval to be an Agent in the Agent’s file, 
· Filing a DEED-1298, Power of Attorney with the MN Department of Employment and Economic Development, and
· Maintaining copies of the DEED-1298 and any related correspondence with the Department in each consumer’s file. 
C.2.  Getting Eligible Consumers Registered With Employer Identification Numbers On The Federal And State Levels 

Please note: either the County performs these tasks as the Agent directly or has its subagent or reporting agent do so using the County’s separate FEIN, as appropriate.

· Filing an IRS Form SS-4, Application for Federal Employer Identification Number and getting a separate FEIN for each consumer the Agent represents,

· Maintaining a copy of the consumer’s Form SS-4 and FEIN in each consumer’s file,

· Filing for and obtaining a Minnesota state tax identification number using the ABR,A Application for Business Registration for each consumer the Agent represents,

· Maintaining a copy of the consumer’s Form ABR and Minnesota state income tax identification number in each consumer’s file,

· Filing for and obtaining a Minnesota state unemployment tax identification number using the DEEDS-13, Report to Determine Eligibility for each consumer the Agent represents and 

· Maintaining a copy of the consumer’s DEEDS-13 and Minnesota state unemployment tax identification number in each consumer’s file.

C.3.  Administrative and Invoicing Tasks

Please note: either the County performs these tasks as the Agent or has its subagent or reporting agent. Manuals etc should be developed by the County for the subagent or reporting agent to use.

· Maintaining consumers’ authorizations and support plans in the consumers’ files;

· Having the ability to bill through MMIS, Minnesota’s automated Medicaid Management Information System

· Having the systems in place to receive consumers’ public funds, disburse the public funds based on consumers’ authorizations and support plans and track the public funding received, disbursed and balance available (if any) for all consumers by consumer and in the aggregate,

· Establishing and maintaining Agent’s, consumers’, consumer-employed support workers,’ service providers’ and vendors’ files in a confidential and secure manner (e.g., HIPAA compliant when required),

· Maintaining archived Agent’s, consumers’ consumer-employed support workers’, service providers’ and vendors’ files in a confidential and secure manner and for the time period as required by federal and state agencies,

· Establishing consumer enrollment and worker employment forms packages for distribution, collection and processing,

· Invoicing the appropriate pay source for goods and services provided to consumers by consumer-employed support service workers, service providers and vendors (may include invoicing consumers for waiver obligations),

· Invoicing MMIS for Fiscal/Employer Agent services rendered, 

· Developing and implementing internal controls for the Agent tasks, and

· Developing and implementing a policies and procedures manual  that includes all Agent tasks and internal controls.

C.3.  Tasks Related To Worker Employment

Please note: either the County performs these tasks as the Agent directly or has its subagent or reporting agent do so.

· Collecting, processing and maintaining employment related forms (distributed as package described above) for all workers employed by consumers/representatives that include, but are not limited to:
-
Employment Application,
-
BCIS Forms I-9: Determination of Citizenship and Alien Status,

-
IRS Form W-4, Employee’s Withholding Allowance Certificate, and any revised forms (federal reporting and state reporting, per MN Department of Revenue instructions),

· IRS Form W-5, Earned Income Credit Advance Payment Certificate, when applicable,

· Any statement of roles and responsibilities and informed consent as developed and required by the State and the FSE,

· Reporting all new hires to the MN Department of Human Services within 20 days of hire either on line or mail/fax copy of workers’ Forms W-4 to (651) 227-4991 or MN New Hire Reporting Center, P.O. Box 64212, St Paul, MN 55164-0212,

C.4.  Tasks Related To The Payroll Process

Please note: either the County performs these tasks as the Agent or has its subagent or reporting agent do so using the County’s separate FEIN, when appropriate.

· Developing and implementing consumer-employed support worker timesheets,
· Collecting, verifying and maintaining consumer-employed support workers’ timesheets,

· Verifying that consumer-employed support service workers’ hourly wage for regular and overtime pay are in compliance with federal and state Department of Labor wage and hour rules for domestic service workers,

· Computing, withholding, filing and depositing federal income tax for consumer-employed support service workers quarterly in the aggregate using the IRS Form 941 and the Employer Agent’s separate FEIN in accordance with IRS Rev. Proc. 70-6 for consumer-employed support service workers, 

· Computing, withholding, and filing Social Security and Medicare (FICA) taxes quarterly in the aggregate using the IRS Form 941, Employer’s Quarterly Federal Tax Return and the Employer Agent’s separate FEIN in accordance with IRS Rev. Proc. 70-6 for consumer-employed support service workers,

· Depositing FICA when filing FICA if the County is performing the task directly or its reporting agent.  Subagents must deposit FICA in accordance with IRS depositing rules,

· Computing, withholding, filing and depositing federal unemployment insurance taxes (FUTA) in the aggregate using the County Agent’s separate FEIN and the IRS Form 940,Employer’s Annual Federal Unemployment (FUTA),

· Depositing FUTA in the aggregate when FUTA is file annually if it’s the County performing the task directly or its reporting agent.  Subagents must deposit FUTA in the individual per IRS depositing rules,

· Making sure that FICA and FUTA taxes are not withheld for family members who are paid consumer-employed support service workers and who are exempt from paying into FICA and FUTA per IRS rules (See IRS Publication 15),

· Processing and tracking federal advanced earned income credit (as requested by eligible workers) for applicable consumer-employed support service workers,

· Computing, withholding, filing and depositing state income tax for each individual consumer/representative using the MN Form MW5: Withholding Tax Deposit/Payment, in accordance with MN Department of Revenue rules,

· Computing, withholding, filing, and depositing state unemployment and disability insurance taxes quarterly for each individual consumer/representative in accordance with MN Department of Employment and Economic Development (DEED) rules (e.g., filing of the MN DEED-1A, Employer’s Annual Unemployment Insurance Tax Report for those who qualify to file annually or MN DEED 1, Employer’s Quarterly Unemployment Insurance Tax Report)  

· Making sure that SUTA is not withheld for family members who are paid consumer-employed support service workers and who are exempt from paying into FICA and FUTA per MN Department of Employment and Economic Development (DEED) rules,

· Processing all judgements, garnishments, tax levies or any related holds on consumer-employed support service workers’ pay as may be required by local, state and/or federal laws,

· Preparing consumer-employed support service workers’ payroll checks including a payroll statement as required by the MN Fair Labor Standards Act and the MN Department of Labor and Industry.  The statement should include:

· Name of consumer-employed support worker,

· Hourly rate of pay, if applicable,

· Total hours worked,

· Gross pay,

· A list of all deductions (taxes, insurance, union dues and other),

· Net pay,

· Pay period ending date,

· Employer’s legal name and d/b/a of different.

· Disbursing consumer-employed support service workers’ payroll checks within the time period required by the MN Department of Labor and Industry.

· Maintaining information in payroll records as required by the Minnesota Fair Labor Standards Act and the MN Department of Labor and Industry (at least three years):

· Worker name and address,

· Occupation,

· Social security number,

· Rate of pay,

· Amount paid each pay period,

· Deductions (taxes, insurance, union dues, etc),

· Beginning and ending hours worked each day, including a.m. and p.m. designation,

· Determining that all consumers/representatives have worker’s compensation insurance for their workers and managing premium payments on behalf of consumers/representatives,

· Preparing annual IRS Forms W-2, Wage and Tax Statement and W-3, Transmittal of Wage and Tax Statements for consumers/representatives and consumer-employed support service workers in accordance with IRS instructions for agents (including electronic/magnetic filing of IRS Forms W-2 when required) (subagents and reporting agents do so using the County’s separate FEIN),

· Refunding workers for over collected FICA taxes (employee’s contribution) when the consumer-employed support service worker has not earned the threshold wage amount for paying FICA in accordance with the December 2000 IRS Letter, 

· Refunding the State for over collected FICA taxes (employer’s contribution) when the consumer’s consumer-employed support service worker who has not earn the threshold wage amount for paying FICA in accordance with the December 2000 IRS Letter, 

C.4.  Tasks Related to Terminating Agent Status and Consumer’s Employer Status

· Retiring a consumer’s FEIN when no longer an employer (permanently),

· Retiring a consumer’s state income and unemployment identification numbers when no longer an employer (permanently),

· Revoking the IRS Form 2678, in the file only, when a consumer is no longer represented by the Agent, 

· Revoking the State Power of Attorney (MN DEEDS-1298) when the consumer is not longer represented by the Agent in accordance with DEEDS instructions, and

· Maintain copies of all relevant documents and correspondence per IRS and MN DEED document record retention rules.

C.5.  Tasks Related To Processing And Paying Non Labor-related Invoices

· Processing, paying and maintaining non-labor related invoices for consumers in accordance with State and county program rules and consumers’ authorizations and support plans.

D. Workers’ Compensation Insurance Coverage

_________ FSE has written policies and procedures identifying the process by which the FSE will advise consumers about their obligations for compensating workers in the event of a work injury including but not limited to explaining coverage available through workers’ compensation insurance policies  

(OPTIONAL)

· The FSE has the capacity to broker worker’s compensation insurance coverage or has the ability to negotiate volume discounts with insurers to make individual policies affordable.  

· FSE has the ability to assure payment of worker’s comp insurance premiums and annual renewal of premiums

E. Vendor Payments

_________ FSE has written policies and procedures for consumers regarding timely submission of vendor invoices and direct support worker time sheet and standard timelines for their process of billing MMIS and distributing payment to vendors and direct care workers. 

· FSE has an outlined process to pay invoices for goods and services authorized in the consumer’s Community Support Plan

· FSE has process for maintaining records and tracking all expenditures incurred by the consumer and paid by the FSE to establish a clear audit trail.  Records should include, but not be limited to, support workers’ timesheets, vendor invoices, and payroll summaries 

· FSE understands through written policies and procedures that records shall be available for audit or review by Minnesota Department of Human Service staff or its designee(s) upon request

· FSE identifies a process to assure that direct support service workers and vendors submit timesheets and invoices as per the FSE policies and procedures and that those goods and services are verified in writing by the consumer

F. Database Maintenance/Submission of Required Reports 

_______ FSE has written policies and procedures for

· Preparing monthly reports with standard information requested by the  DHS for county agencies and consumers 

· Complying with all federal and state rules and regulations regarding confidentiality and security of Medicaid data including HIPAA
· Development and implementation of a disaster recovery plan for computerized data

For initial application, submit copies of policies identified in F.

G. Criminal Background Checks

· The FSE must have the capacity to request and bill for criminal background checks on behalf of consumers as required by the consumer’s community support plan

· The standards outlined in Minnesota Statutes, section 245C, Department of Human Services Background Studies Act.  Individuals who do not meet these standards may not provide consumer directed community support services.

IV. Quality Assurance

_____The FSE will comply with DHS quality assurance requirements.  Quality Assurance activities may include, but are not limited to:

· Participation in a  written or on-site readiness review 

· Providing DHS with summary information from FSE conducted consumer and support worker surveys  assessing satisfaction with the FSE and CDCS.

·  Providing DHS with summary information obtained from FSE conducted quality indicator activity such as home visits, phone calls, or audits.
V. Attachments

______The FSE will attach all documentation to this review and number them in accordance with this document.
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