PoLICY 4.5
FISCAL PROCEDURES

4.5.2 Times Frames Regarding CSA Pool Fund Reimbursement

4.5.2.1 Purpose

To provide guidance to local Children's Services Act (CSA) programs regarding the fiscal
process related to pool fund reimbursement.

4.5.2.2 Authority

A. 2.2-2648.D.3 of the Code of Virginia requires the State Executive Council for Children's
Services (SEC) to "Provide for the establishment of interagency programmatic and fiscal
policies developed by the Office of Children's Services, which support the purposes of
the Children's Services Act (§ 2.2-5200 et seq.), through the promulgation of
regulations by the participating state boards or by administrative action, as
appropriate.”

B. Section 2.2-2648.D.19 of the Code of Virginia requires the State Executive Council for
Children's Services (SEC) to "Establish and oversee the operation of an informal review
and negotiation process with the Director of the Office of Children's Services and a
formal dispute resolution procedure before the State Executive Council, which include
formal notice and an appeals process, should the Director or Council find, upon a formal
written finding, that a CPMT failed to comply with any provision of this Act. 'Formal
notice' means the Director or Council provides a letter of notification, which
communicates the Director's or the Council's finding, explains the effect of the finding,
and describes the appeal process to the chief administrative officer of the local
government with a copy to the chair of the CPMT. The dispute resolution procedure shall
also include provisions for remediation by the CPMT, which shall include a plan of
correction recommended by the Council and submitted to the CPMT. If the Council denies
reimbursement from the state pool of funds, the Council and the locality shall develop a
plan of repayment.”
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4.5.2.3 Definitions

"Final Year-End Report" means the last request for reimbursement submitted by a locality to
the OCS for the previous fiscal year.

"Fiscal Agent" means the individual designated by the locality as responsible for the final
approval and submission of CSA financial documents to the Office of Children's Services.!

"Fiscal Year" means the period that begins on the first day of July through the last day of June
of the succeeding year.

"Good Cause" means a substantial reason or legal justification for failing to appear, act, or
respond to an action. The burden of establishing good cause rests on the locality requesting a
waiver from the September 30 final year-end report.

e Good cause may include:

o A state of emergency declared by the President, Governor, or appropriate local
authority that results in the closure of local government offices on September
30 or that otherwise limits a locality's ability to submit reimbursement requests
before the September 30 deadline.

o A documented failure of local information technology systems that prevents
submission of reimbursement requests. Such failures occurring before
September 30 should be communicated to the Office of Children's Services as
soon as practicable upon discovery.

o A failure of the OCS system of record for submitting reimbursement requests.

o Instances where provider invoices to localities are delayed pending resolution of
appeals of Medicaid denials of payment.

e Good cause does not include:

o Failure to adopt, implement, and carry out local procedures to reconcile actual
CSA reimbursements against expected reimbursements using local general
ledgers, Pool Fund Distribution History, and the Pool Transaction History reports
on the CSA website (www.csa.virginia.qov).

o Failure of the local fiscal agent to approve reimbursements submitted by the
local report preparer.

o Failure to obtain and/or process invoices received from service providers for
services provided through June 30 of the previous fiscal year. Fiscal years are
divided into four quarters (July 1 - September 30; October 1 — December 31;
January 1 — March 30; and April 1 —June 30).

1 The OCS information technology systems allow only a single individual to serve as the fiscal agent at any given
time. Localities should contact OCS if the currently designated local CSA fiscal agent cannot complete approval of
reimbursement requests. OCS will assist the locality in establishing an alternate fiscal agent.

Adopted: Jume 30, 1995

Effective: June 30, 1995

Revised: 1996, 1997, 1998, 1999, 2000, 2009, 2012, 2024
Page 2 of 4


http://www.csa.virginia.gov/

"Report Preparer" means the individual designated by the locality to process local CSA
expenditures such that they may be submitted to the Fiscal Agent for approval and submission
to the Office of Children's Services.?

"Waiver" means an extension of the time frame in which a locality may submit the final year-
end report.

4.5.2.4 Pool Fund Reimbursements

2 Localities should contact OCS if the currently designated local CSA report preparer(s) is/are unable to prepare
reimbursement requests. OCS will assist the locality in establishing additional report preparers.
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A. The Office of Children's Services will not accept final claims for reimbursements for prior
year payments after September 30 of the next fiscal year.

B. Localities may submit requests for reimbursement to the Office of Children's Services
monthly but must report at least every quarter. A reimbursement report shall be
generated and submitted for each calendar month, even if it indicates no expenditures
were made during that month.

C. Alocality may request a waiver to the September 30 final year-end report requirement
specified in 4.5.2.4.A. by:

1. Submitting a written request to the OCS Executive Director before or after the
September 30 cutoff date.

2. The OCS Executive Director will grant or decline a waiver based on their
determination that "good cause" exists.

3. Ifalocality does not agree with the OCS Executive Director's determination of
"good cause," they may request an appeal of the decision through the State
Executive Council's dispute resolution policy (Policy 3.4).

D. Localities shall adopt and implement procedures to reconcile actual CSA reimbursements
against expected reimbursements using local general ledgers and the Pool Fund
Distribution History, the Pool Transaction History, and other available reports on the CSA
website (www.csa.virginia.gov).

E. Localities shall adopt procedures to address position vacancies, including temporary
unavailability, in the roles of Report Preparer and/or Fiscal Agent that impact the timely
submission of the CSA reimbursement requests.

4.5.2.5 Policy Review

This policy will be subject to periodic review by the State Executive Council for Children's
Services.
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