Instructions for Completing

Personnel Detail Record


	GENERAL



[image: image1]
This form is required in accordance with the provisions in 65E-14.021, F.A.C. and is part of a multi-form proposal packet required to obtain a contract with CFCHS.
Proposal packet templates and their instructions are located on the CFCHS website and consists of: 

1. Three Fiscal Reports (Personnel Detail, Operating Budget, and Agency Capacity Report)

2. Program Description

3. Organizational Profile
The Personnel Detail Record captures the entire organization’s personnel, even those personnel that do not work in a SAMH funded program.  Exceptions may be granted by your CFCHS contract manager with appropriate justification.
It is linked to the other two fiscal reports as follows: 
1) the Number of Direct Service Delivery FTE’s that go on the Agency Capacity Report for those covered services in which direct or non-direct staff hour is the unit of service and which are being proposed for state substance abuse and mental health funding; and 
2) the total annual salary amounts that go on the Projected Operating and Capital Budget [Part II - Projected Expenses, Section IIA – Personnel Expenses, line (1) - Salaries].

An initial projected Personnel Detail Record is due to CFCHS as specified by CFCHS in the contract applicable to the year prior to the one to which this form applies, usually March 1. If no such prior contract exists, the form is due when specified by CFCHS.  Once contract negotiations are completed, the subcontractor shall make any necessary revisions and submit a final Personnel Detail Record to CFCHS no later than the date designated by CFCHS in the contract, usually July 31.

	Heading Instructions:
	

	Agency

	Enter name of corporation or business entity.

	Date Prepared

	Enter the date the preparation of this report was completed.

	Contract Number

	Leave blank or obtain from CFCHS’ contract manager.

	Budget Period

	Enter July 1 of the year the contract will start and the contract end date.

	Initial / Final

	Check whether the personnel detail record is the initial or final submission.


	Column Instructions:
	

	Position Title 
	Enter the title for each position used by the contractor.
Positions that will spend the same percentage of time performing services in each of one or more of the SAMH-Funded Covered Services, the Non-SAMH Services, and/or Administration may be aggregated into a group position.  Where positions are grouped, an attachment shall be appended to the Personnel Detail Record that identifies the position titles associated with each such group.   

	Total Agency

Direct Service Delivery Designation

# of FTE
Annual Salary Cost
	Designate with an “x” those positions which provide direct service delivery to either SAMH-Funded Covered Services or the Non-SAMH Services.  
If a position performs both direct service delivery in one of these covered services and non-direct service delivery in one of these covered services or indirect administrative support, split the position into a direct service delivery position and a non-direct/indirect support position and divide the FTE and annual salary for the position accordingly.
Determine the number of months each position is funded and divide by 12, and then multiply the result times the % of time the position will be on the job or be paid. Enter the results in column “# of FTE”.
A full-time position would be on the job or paid for 100% of available hours (2080 hours annually) and a half-time employee would be on the job or paid for 50% of available hours. 
For a full-time employee funded for 12 months, the calculation would be (12/12) x 1.00 = 1.0 FTE.  For a half-time employee funded for 9 months, the calculation would be (9/12) x .50 = .375 FTE.  
If a full-time position is budgeted to work 200 hours of overtime, the FTE for that position could exceed 1.0 (e.g., 2280/2080 = 1.1 FTE).
If temporary positions are included in the budget to fill in for normal lapse (vacancy and turnover) rates for regular staff, both the FTE and salary funds for these temporary positions shall be included on the Personnel Detail Record.

Enter the annual salary cost (excluding fringe benefits) for each position in column “Annual Salary Cost”.

	SAMH Funded Covered Services (01 Assessment through 99 Special Proviso); 

Non-SAMH Services; and

Administration
% of Time

DSD FTE and Salary
	Distribute 100% of each position’s available time among SAMH-Funded Covered Services, the Non-SAMH Services, and the Administration columns in proportion to the estimated FTE of time that position will spend performing services in each service area.   

In distributing 100% of a position’s available time, ignore the fact that the position may be part-time or funded for less than 12 months.
The spreadsheet will automatically calculate “DSD FTE” and “Salary”.

	TOTALS
% of Time

DSD FTE

Salary
	The spreadsheet will automatically calculate the % of time totals.  
The spreadsheet will automatically calculate the DSD FTE totals.  
The spreadsheet will automatically calculate the salary totals.  

	Row Instructions:
	

	Total Gross FTE’s / 
Salaries = 
	The spreadsheet will automatically calculate the gross FTE and gross salary totals.  



	D.S.D FTE only =
	The spreadsheet will automatically calculate the DSD FTE totals.  


	Lapse Factor % =
	Based on actual personnel data, determine a lapse factor that estimates the average % of time that the agency’s positions are expected to be vacant due to turnover and related issues.  Enter the % for each covered service and administration in the orange cells.
Remember that partial funding of positions has already been taken into account. 

Lapse factors may be organization-wide or unique for each covered service.  



	less Lapse Amount (D.S.D. only) =
	The spreadsheet will automatically calculate the lapse amount for DSD FTE and DSD salary totals.  


	Total Net D.S.D. FTE /
Salaries =
	The spreadsheet will automatically calculate the total net DSD FTE and salary totals.  



Contract Negotiated & Executed by July 1





Final negotiated proposal packet is submitted by July 31





Subcontractor submits Proposal Packet by March 1





Contract is Performed and Ends on June 30 of a future year
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