REVENUE/TRUST
AUTHORIZATION MAINTENANCE

Over vi ew.

For the purpose of this manual, this section will address only those
aut hori zations pertaining to board & care (B& ) and personal & incidental
(P& ) expenses.

Regardl ess, if the regional center is designated as the representative payee
or not, it is very inportant that the client's inconme be correctly reflected
in the authorization. Failure to do so, could result in either an under or
over supplenmental claim Nornally, the allocation of the client's source of
fund (SCF) for board and care should total the basic board and care anount as
establ i shed by the Schedul e of Maxi mum Al | owances (SMA). Additionally, when
the regional center is representative payee for the clientss funds or approva
has been granted to | oan on behalf of the client, the resulting authorization
is avery integral part of the revenue/trust process. Wthout a correct

recei vabl e, cash receipts and/or invoicing could be adversely affected.

In general, authorizations are the result of an approved fundi ng request for
service as determined during the client's review (annual, biennial or
triennial). The authorization docunent inforns the client and/or parent;
provi der; and case manager of specific information such as the unit of
service, the rate per unit, approved service period, client incone, etc.

Usual |y, board and care authorizations will reflect both a client incone
amount and a PCS (supplemental) amount. The only exception would be an

i nstance when the client is not eligible for any benefits. Depending on

regi onal center policy and the rep-payee code, the client amount coul d either
be paid in arrears or advance by the regional center or directly by the a 3rd
party payee to the facility w thout regional center involvenent. The PCS
amount is always paid in arrears by the regional center and becones a part of
the State A aim

Personal and incidental authorizations will usually reflect only the client

i ncome anount. Situations such as when the client is ineligible for benefits
woul d be an instance when this expense would be a PCS amount and become a part
of the State Claim
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Menu Qpti ons:

1. Ent er/ Updat e Aut hori zati ons
Al lows authorizations to be created or nodified based upon regi ona
center policy and guidelines. Procedure consists of entering
appropriate data into the control header, service rate header and, if
needed, proration for detail nonths.
Dependi ng on regional center policy, a single authorization coul d
refl ect both board & care and personal & incidental portions. This is
acconpl i shed by having two service headers under one authorization
control record. An alternative is to have a separate authorization for
B&C and another for P& .

2. Aut hori zati on Edit

Val i dates the authorization data entered with the dient Mster, Trust
Master, SOF file, Vendor Master and Servi ce Rate Tabl e.

3. Posting Regi ster

Encunbers the PCS portion of the authorization. Does not create any
journal entries. May be viewed as antici pated expenditures.

4, Cenerate Authorizati on Docunent

Prints authorization for all transactions that passed edit and were
post ed.

5. Mai ntai n Non- Fi scal | nfornation
This menu option allows the regional center to update non-fiscal data on
an existing authorization w thout having to go through the usua
aut hori zati on mai ntenance (Enter/Update) procedure. Time is saved by
not having to disencunber, edit and post these non-fiscal changes.

6. Mai nt ai n Aut hori zati on Conment s

This menu option is simlar to option #5 above except that instead of
non-fiscal data, authorization coments can be added or nodifi ed.
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3/11/99 Aut hori zation Entry TERRY
13: 40: 43 SAC400

Pl ease enter your initials:
Whi ch year do you want to process?
C=Current

P=Pri or
2=2nd Prior

F3=Exi t
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3/ 11/ 99 Aut hori zation Entry TERRY
13:42: 10 SAC400
Cient 1D 9000001 Aut hori zation # 00000000
CONSUMVER ONE DOB:  2/19/1999
C Auth #  Vendor Start End Pst Rnwl Prt
01135131 HO0001 VENDOR #1 RESI DENTI AL 7/01/00 6/30/01Y N N
01135132 HO0001 VENDOR #1 RESI DENTI AL 7/01/00 6/30/01Y N N
Bot t om
F2=Toggl e Summary/ Det ai | F3=Exi t F6=Add Aut hori zation
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3/ 11/ 99 Aut hori zation Entry TERRY
13:42: 52 Control Record SAC400
dient ID 9000001 CONSUVER ONE Initials TJ
Caseworker 1D
Aut hori zation # 01135131 Aut hori zation Date 6/ 30/ 00

Vendor Number HO0001 VENDCR #1 RESI DENTI AL

Start 70100 Term 63001  Conpletion Priority
Docunment Status AA  Type Request or One Tine N Renewal N

MONTH NUMBER
7 8 9 10 112 12 1 2 3 4 5 6
Mont hly | nvoice Prep

Comment # Comment s St at us

F2=Servi ce Screen F3=Exi t F8=Auth conpl ete F12=Return to previ ous screen
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3/ 11/ 99 Aut hori zation Entry TERRY
13:43: 18 Servi ce Header Record SAC400
Cient ID 9000001 CONSUMER ONE
Aut hori zation # 01135131 Aut hori zati on Date 6/ 30/ 00

LAST SERVI CE
Servi ce Code 905 RES FAC SERV ADULTS Service 1 of 1

Servi ce Subcode L20 LEVEL 2 OMER- CPERATED RES' L FACI LI TY

Units 100 (2 decinal positions)
Unit Type M MONTHLY Rate 1623. 000
Aut hori zed Amount 162300

oxox SOURCE OF FUNDS * **

Source RP Description Anount

State d ains 852. 00

SSA 1 SOCI AL SECURI TY ADWN 131. 00

S8 1 SUPP. SECURI TY | NCOVE 640. 00

.00

Rol | for other Service Headers

F3=Exi t F5=Non- st andard F8=Aut h conpl ete Fl1=Del ete Servi ce Header
F12=Return to Control screen F14=SCF | nqui ry

Fl16=Paynent Hi story F18=TCB SCF Entry
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3/11/99 Aut hori zation Entry TERRY
13:43: 52 Non- St andar d Det ai | SAC400
dient ID 9000001 CONSUMER ONE
Aut hori zation # 01135131 Aut hori zati on Date
Servi ce Code 905 RES FAC SERV ADULTS

Service Subcode L20  LEVEL 2 OANER- OPERATED RES L FAC LI TY
Unit Type M NMONTHLY

PD Units Aut h At STC Amt SOF R Anmt SOF R Am SCF R Am

J 100 135600 625.00 SSA 1 13100 SSI 1 60000
A 100 135600 625.00 SSA'1 13100 SSI 1 60000
S 100 135600 625.00 SSA'1 13100 SSI 1 60000
] 100 135600 625.00 SSA'1 13100 SSI 1 60000
N 100 135600 625.00 SSA'1 13100 SSI 1 60000
D 100 135600 625.00 SSA'1 13100 SSI 1 60000
J 100 162300 852.00 SSA 1 13100 SsI 1 64000
F 100 162300 852.00 SSA 1 13100 SsI 1 64000
M 100 162300 852.00 SSA 1 13100 SSI 1 64000
A 100 162300 852.00 SSA'1 13100 SSI 1 64000
M 100 162300 852.00 SSA'1 13100 SSI 1 64000
J 100 162300 852.00 SSA'1 13100 SSI 1 64000
*=Pai d 17, 874. 00 1,572.00 7,440. 00
F3=Exi t F8=Aut h conpl ete F12=Return to Service Header
-7



