
SECTION 1
THE RESOURCE JUSTIFICATION MODEL REVIEW PROCESS

1.1 Executive Summary
In Module I of the Resource Justification Model (RJM), state agencies document the amount of funds that they need to operate their Unemployment Insurance (UI) program.  Implementation of the RJM by the Department of Labor’s Office of Workforce Security began in Fiscal Year (FY) 2002 with the allocation of the FY 2003 budget.  In Module II, Data Review, the submissions of the states are reviewed for compliance, accuracy and validity.  The review process is structured so that Regional Office staff or other personnel can perform the function and ensures the accuracy and validity of the states’ data.  The review can also assist states in presenting the most credible request for their respective financial needs.

There are two major tasks in the Module II for the Regional Offices:

· Task 1

Review of state’s RJM worksheets

· Task 2

Tracking functions & providing management information.



Each state electronically submits its RJM worksheets to the National Office and to its respective Regional Office.  The Regional Offices are responsible for verifying all data submitted by their respective states.  The RJM worksheet initial review concentrates on the supporting documentation that is required in the RJM submission instructions.  States are required to submit the source documents from their accounting systems that were used in the preparation of the spreadsheets. 

The documentation needed to support changes in leave hours must be authoritative and verifiable. If documentation is not complete or requires additional information, the Regional Office should contact the state immediately to obtain the necessary documentation in an expeditious manner so as not to delay the budget process. 

Regional Offices will be expected to compare selected major data components on each of the RJM worksheets to the corresponding state source documents. The procedures and sampling methodology will be standard for all states to ensure consistency within the entire UI program.  Detailed instructions for each RJM Regional Review worksheet will assist in the review of the raw data and ensure validity. 

The National Office will perform an initial comparative analysis.  The National Office compiles the final reviewed data collected in the RJM into a Data Analysis Excel File.  Regional Offices will be able to review state specific data, in comparison with other states or by themselves, by accessing the Data Analysis file located on the RJM website www.ows.doleta.gov/rjm .    
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1.2 Data Collection and Review Materials
All data collection tools have been developed to gather State information for Regional Office and National Office review.   The following data collection tools have been 
developed and are available to the following work groups on the RJM Website:
State Users

State RJM Crosswalk Workbook (MS Excel ‘02 file)

State RJM Main Workbook (MS Excel ’02 file)

Regional Users

Regional Review RJM Workbook (MS Excel ‘02 file)

Training on each of the data collection tools listed above is available online at the RJM Website and will be provided each year based on demand.
SF 269/ETA-9130 Reconciliation
Each year, the National Office prepares and distributes to RJM Regional Reviewers, the SF 269/ETA-9130 Reconciliation Excel file (“Outlays” file). 

Ensuring that the state RJM submission reconciles to the SF269s, plus additional items such as state funded expenditures, is a critical part of the review process.  States need to be able to explain and resolve any material variances noted in the above mentioned file.

It is recommended that Regional reviewers begin their review with the SF269 reconciliation file and it is at the Regional Reviewers’ discretion to share the file with the states in their respective Regions.
RJM – SF269/ETA-9130 Reconciliation Example:

[image: image1.emf]DOL/ETA/OWS EXPENDITURES DURING FY 2006
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Sub-Total

UI Outlays Net Postage State $

 Multi-Taxes 

per 4-91 

 Standard Hr 

Adjustment 

ROO 

BOY Total ACCT SUM Diff

DE 11,031,790.65       -                -      11,031,790.65 11,031,790.65       0.00

DC 10,013,121.00       -                6,576,367.50       -      16,589,488.50 16,589,488.50       0.00

MD 52,562,755.00       -                327,009.00          -      52,889,764.00 52,889,764.00       0.00

PA 128,080,943.90     -                15,571,435.00     -      143,652,378.90 143,652,378.90      0.00

VA 35,962,310.58       -                14,792,841.00     -      50,755,151.58 50,755,151.58 0.00

WV 13,266,292.33       -                4,624,739.00       -      17,891,031.33 17,891,031.33       0.00


[image: image2]   
[image: image3]
I – 2
SECTION 2 – TIMELINES and Q&A’s

Timelines

The RJM schedule of activities has been reviewed and approved at the National Office.  The table below represents the due dates that were agreed upon, activities identified in the RJM process and the workgroup responsible for completion of each activity.  It is imperative that the respective workgroups (e.g., States, Regional Offices and National Office) meet all milestones in order to ensure timely issuance by the National Office of the UI Planning Targets.  

	Date
	Activity
	Responsible Workgroup 

	
	
	

	November
	Begin training of state personnel


	National Office; interested State and Regional participants

	December
	Post preliminary workload file


	National Office

	Mid-January
	Post final workload file


	National Office

	Mid-January
	Regional RJM Review Training Session


	National Office; interested Regional participants

	Last Friday in January
	States submit RJM data to the Regional and National Offices


	States

	March 31
	Regional Offices resolve issues


	Regional Offices

	April 30
	National Office resolve issues
	National Office; Regional Offices

	May 31
	 Planning Targets issued


	National Office


Questions and Answers

Throughout the annual RJM process, questions sometimes arise from the States and the Regional Offices as various activities are being performed.  As such, the National Office has established the aforementioned RJM website whereby all issues, questions, answers, data collection files, user guides, online training, and other such information will be posted.  Regional Offices are encouraged to log in to this site regularly to stay abreast of RJM information.

Should questions arise during the review process, forward any areas requiring clarification to the National Office to either Lauren Harrel at Harrel.Lauren@dol.gov or Tom Stengle at Stengle.Thomas@dol.gov .  Responses will be prepared and returned via email to the sender.  All questions and answers will be posted on the RJM website.  The posting of questions and answers may assist other Regional Offices in performing their respective State RJM Workbook reviews.
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SECTION 3    USING THE RJM REGIONAL REVIEW WORKBOOK
OVERVIEW

The RJM Data Review Process is designed to ensure that the states’ data are validated.  As part of the RJM submission process, states are required to submit hardcopy documents from their accounting records.  The accounting records should be the same as those that were used to prepare their RJM worksheets. The reviewers will use these records as the basis for their review.  States are required to arrange these records in a logical manner that will help the Regional Reviewers easily conduct a sufficient audit. One of the first tasks that the Regional Reviewer must perform before the RJM review can begin is to validate that the states have submitted copies of all accounting records used to prepare the RJM State workbook.  The state should also provide information regarding the method used to convert their accounting data to the RJM format and any supporting documentation for requested increases (where they have overwritten the default % increase).  

The START R worksheet of the Regional Review Workbook provides a detailed checklist of the records that the state is required to submit.  The Regional Reviewer should complete this sheet first to ascertain whether all the data has been provided.  If it is determined that accounting records data is missing from the state’s submission, the Regional Reviewer should contact the state immediately to request that the missing records be provided.
The Reviewer will transfer key data from the states’ RJM worksheets to the Regional Review Workbook.  The National Office has developed a simplified method whereby the Regional Reviewer is directed to enter key data, compare it to the data submitted by the states, and evaluate whether the results are the same or close enough to be categorized as ‘valid’.  The system will display to the Regional Reviewer which pieces of data agree and which data differs from the state.  For those data elements that are not in agreement, the Reviewer will have to determine the cause of the difference and the resolution to the problem. 

To facilitate ease in the review process, each Regional Reviewer should establish a separate file folder for each state and store both the RJM worksheets from the state and the Regional Review Workbook in the same file.  It is strongly recommended that the Regional Reviewer frequently save the work to this file so that any data entry performed is not lost.  A suggested naming scheme for the file would be state id, R, and date of update.  If more than one update is made during the day, follow the date by a period and number.  Example: NC_R_Feb 21.3

A separate set of instructions has been prepared for each worksheet.  The Regional Reviewer should begin the data entry of the Regional Review Workbook with the START R worksheet. After the START R has been completed, other worksheets can be completed in any order the reviewer desires.  If there is missing or incomplete data, the reviewer should attempt to resolve these issues but should continue entering as much data on each sheet as they have available.  
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3.1 START R 

Purpose

The Start R worksheet tracks whether the states have sent all the necessary documents in order that the Regional Reviewer can conduct the review in a satisfactory manner.  The Start R worksheet also imports data from the state’s RJM Main workbook so that comparisons between the Regional Review and the state RJM Main workbook can be evaluated for conformance. This worksheet provides the reviewer a quick overview of potential problems and allows the reviewer to determine if all needed documentation is present.  This is also where the reviewer will import the final workloads Excel file.
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Row 2, Column A
Click on the “IMPORT State Data” button located at the top left corner of the worksheet.  An Open screen will appear that requests the user to enter the File Name and location from which the file will be imported.  Drop down the arrow to the right of the box entitled Look In: and select the appropriate file (state submitted RJM Main Workbook).  Then, double-click the file.  The system will transfer the data that is in “Export6” from the State’s file and will populate the IMPORT tab.  The screen will flash several times while this transfer is being completed.  This could take several seconds depending on the speed of your computer.
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Row 4, Column A 
Click on the “SAVE” button.  This will take you to an Excel Save screen.  You will have to assign a name to the review file. Suggested naming format: State id_R_Date.  The R indicates Review (e.g., NC_R_Feb23).  As you update data in this file, change the date and/or add update number (e.g., NC_R_Feb23.1). 

Row 1
System will transfer the name of the State from the IMPORT tab.

Row 7, Column C
The system will import the contact person identified from the State RJM Workbook.

Row 8, Column C
The system will import the contact’s phone number identified from the State RJM Workbook.

Row 9, Column C
The system will import the contact’s email address identified from the State RJM Workbook.

Row 10, Column C
Enter the Regional Reviewer’s name.

Row 11, Column C
Enter the Regional Reviewer’s phone number.

Row 12, Column C
Enter the Regional Reviewer’s email address.

Row 14, Column C
Enter the date the Excel Files were received from the State.

Row 15, Column C
Enter the date the notebook was received from the State.

Row 16, Column C
The system will determine whether or not the RJM Version imported is the correct one. If the correct version of the software was not used, notify the state to download the current version of the software off the RJM website and resubmit, using the correct version.

Row 18, Column E
Enter whether or not (Y/N) the State collects multi-taxes per GAL 4-91.

Row 19, Column E
Enter whether or not (Y/N) the State reports multi-claimants on the UI 3.
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The following questions require a Y/N response in one of the following 3 categories: Included (Column C); Excluded (Column D); and Problems (Column E).

Row 22  
Are there problems noted in the narrative? 

Row 23
Are copies of the spreadsheets included?

Row 24
Are copies of the fund ledger summaries included?

Row 25
Is regular PSPB Cross complete and included?
Row 27
Are the Accounting Reports Included-Hours Paid?

Row 28
Are the Accounting Reports Included-PS Paid?

Row 29
Are the Accounting Report Included-PB Paid?

Row 30
Are the Accounting Reports Included-Hours Worked?

Row 31
Are NPS Source Documents Included?

Row 32
Is Regular NPS Cross Complete and Included?

Row 34
Is there detailed documentation on PS Contracts?
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Row 38
Is there documentation on Leave Adjustment?

Row 39
Is there documentation on GAL 4-91?

Row 42, Column B
Click on “Import Workloads” button.  An Open screen will appear that requests the user to enter the File Name and location from which the file will be imported.  Drop down the arrow to the right of the box entitled Look In: and select the appropriate file (Final Workloads Excel file downloaded from the RJM Website).  Then, double-click the file.  The system will transfer the data from the selected file and will populate the IMPORT tab.  The screen will flash several times while this transfer is being completed.  This could take several seconds depending on the speed of your computer.
Other Quick Checks

Row 45
System will calculate whether the correct workloads were used. If correct, a green YES will appear in the Yes Column.  If incorrect, a red No will appear in the NO Column. If NO appears, refer to Worksheet 3R to determine which data element(s) are incorrect.  This will have to be resolved with the state. 

Row 46, Columns C & D
Was the PSPB Crosswalk Balanced?  Enter a “Yes” or “No” in the appropriate column. 
Row 48, Columns C & D
Was the NPS Crosswalk Balanced?  Enter a “Yes” or “No” in the appropriate column. 
Row 50, Columns C & D
Was the 6-Bal in Balance?  Enter a “Yes” or “No” in the C & D appropriate column.
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1.2 NOTES

Purpose

This form is designed to allow the Reviewer to document within the review file any findings the Reviewer feels are noteworthy.  The Reviewer can use the page in any manner that they wish – e-mail correspondences can be copied into the page, phone conversations can be summarized, etc.

This form assists the Reviewer in keeping the review contained within one file. Rows 4 and 5 contain instructions on how to work with the text box.
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1.3 PREVIOUS YEAR FINANCIAL SUMMARY (ACCT SUM R)

Purpose

This worksheet shows the total expenditures incurred by the state agency. All expenditures, whether funded by federal sources or state funds for the administration of the UI program, are to be documented.  Adjustments for non-allowable costs are recorded and the net dollars expended are calculated.  This worksheet allows the Reviewer to review summary fund ledger reports and determine which costs are allowable for the RJM.  Once this determination has been made, the system compares the total expenditures reported in the state submitted RJM Main Workbook to those determined by the Reviewer.  Differences will have to be explained.
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Row 3
System will transfer the State name from the IMPORT tab.

Row 4
Click on the “Import Crosswalk” button located at the top left corner of the worksheet.  An Open screen will appear that requests the user to enter the File Name and location from which the file will be imported. Drop down the arrow to the right of the box entitled Look In: and select the appropriate file (State submitted RJM Crosswalk file).  Then, double-click the file.  The system will transfer the data from the state’s file and will populate the IMPORT tab.  The screen will flash several times while the transfer is being completed.  This could take several seconds depending on the speed of your computer.

Row 5
System will transfer the fiscal year from the IMPORT tab.
Row 9, Column C
Enter the total personal service dollars for fund ledger 210.

Row 9, Column D 
Enter the total personnel benefit dollars for fund ledger 210. 

Row 9, Column E
Enter the total NPS dollars for fund ledger 210.

Row 9, Column F
System will calculate the total dollars for fund ledger 210.

Row 10, Column C
Enter the total personal service dollars for fund ledger 213.

Row 10, Column D
Enter the total personnel benefit dollars for fund ledger 213. 

Row 10, Column E
Enter the total NPS dollars for fund ledger 213.

Row 10, Column F
System will calculate the total dollars for fund ledger 213.

Rows 11 – 18
will be used to document other federal fund sources that were used for the administration of the UI program.  

Column A
Enter the name of the account or federal fund source that was used for the administration of the UI program.

Column B
Enter the fund ledger number of the account or federal fund source that was used for the administration of the UI program.
Column C
Enter the total personal service dollars from the account described in Column B that was used for the administration of the UI program.
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Column D
Enter the total personnel benefit dollars from the account described in Column B that was used for the administration of the UI program.

Column E
Enter the total NPS dollars from the state’s account described in Column B that was used for the administration of the UI program.
Column F
System will calculate the total dollars from the state’s account described in Column B that was used for the administration of the UI program.
Row 19, Column B
Enter the fund ledger number for Resources on Order from the Prior Year.

Row 19, Column E
Enter the total NPS dollars from the Federal account described in Column B for the Resources on Order from the Prior Year.

Row 19, Column F
System will calculate the total dollars from the Federal account described in Column B for the Resources on Order from the Prior Year.

Row 21, Column B
Enter the fund ledger number for the Penalty and Interest from State Sources.

Row 21, Column C
Enter the total personal service dollars from the account described in Column B for the Penalty and Interest from State Sources.

Row 21, Column D
Enter the total personnel benefit dollars from the account described in Column B for the Penalty and Interest from State Sources.

Row 21, Column E
Enter the total NPS dollars from the account described in Column B for the Penalty and Interest from State Sources.

Row 21, Column F
System will calculate the total dollars from the account described in Column B for the Penalty and Interest from State Sources.

Row 22, Column B
Enter the fund ledger number for the General Funds Appropriated from State Sources.
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Row 22, Column C
Enter the total personal service dollars from the account described in Column B for the General Funds Appropriated from State Sources.

Row 22, Column D
Enter the total personnel benefit dollars from the account described in Column B for the General Funds Appropriated from State Sources.

Row 22, Column E
Enter the total NPS dollars from the account described in Column B for the General Funds Appropriated from State Sources.

Row 22, Column F
System will calculate the total dollars from the account described in Column B for the General Funds Appropriated from State Sources.

Row 23, Column B
Enter the fund ledger number for the Administrative Tax from State Sources.

Row 23, Column C
Enter the total personal service dollars from the account described in Column B for the Administrative Tax from State Sources.

Row 23, Column D
Enter the total personnel benefit dollars from the account described in Column B for the Administrative Tax from State Sources.

Row 23, Column E
Enter the total NPS dollars from the account described in Column B for the Administrative Tax from State Sources.

Row 23, Column F
System will calculate the total dollars from the account described in Column B for the Administrative Tax from State Sources.

Row 24, Column B
Enter the fund ledger number for the Reed Act from State Sources.

Row 24, Column C
Enter the total personal service dollars from the account described in Column B for the Reed Act from State Sources.

Row 24, Column D
Enter the total personnel benefit dollars from the account described in Column B for the Reed Act from State Sources.

Row 24, Column E
Enter the total NPS dollars from the account described in Column B for the Reed Act from State Sources.
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Row 24, Column F
System will calculate the total dollars from the account described in Column B for the Reed Act from State Sources.

Rows 25 – 28
will be used to document other state fund sources that were used for the administration of the UI program.  

Column A
Enter the name of the account or fund source that was used for the administration of the UI program.

Column B
Enter the fund ledger number of the account or fund source that was used for the administration of the UI program.

Column C
Enter the total personal service dollars from the account described in Column B that was used for the administration of the UI program.

Column D
Enter the total personnel benefit dollars from the account described in Column B that was used for the administration of the UI program.

Column E
Enter the total NPS dollars from the state’s account described in Column B that was used for the administration of the UI program.

Column F
System will calculate the total dollars from the state’s account described in Column B that was used for the administration of the UI program.

Row 29, Column C
System will calculate the total personal service dollars determined by the Reviewer.

Row 29, Column D
System will calculate the total personnel benefit dollars determined by the Reviewer.

Row 29, Column E
System will calculate the total NPS dollars determined by the Reviewer.

Row 29, Column F
System will calculate the total dollars determined by the Reviewer.
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Rows 32 – 47 are used to record expenditures that were included in Rows 9 through 18 that are non-allowable charges in the RJM and are to be excluded from the total expenditures.

Note:  There should be an entry on Row 32 if a “Y” was entered in cell E18 located on the START R worksheet. 
Row 32, Column B
Enter the fund ledger number where the multi tax expenditures were recorded and should be excluded according to the agency’s approved plan.

Row 32, Column C
Enter the total personal service dollars for multi tax administration that should be excluded according to the agency’s approved plan.

Row 32, Column D
Enter the total personnel benefit dollars for multi tax administration that should be excluded according to the agency’s approved plan.

Row 32, Column E
Enter the total NPS dollars for multi tax administration that should be excluded according to the agency’s approved plan.
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Row 32, Column F
System will calculate the total dollars for multi tax administration that should be excluded according to the agency’s approved plan.

Note:  There should be an entry on Row 33 if a “Y” was entered in cell E19 located on the START R worksheet.
Row 33, Column B
Enter the fund ledger number where the multi claimant activity expenditures were recorded.

Row 33, Column C
Enter the total personal service dollars for multi claimant activities that should be excluded.

Row 33, Column D
Enter the total personnel benefit dollars for multi claimant activities that should be excluded.

Row 33, Column E
Enter the total NPS dollars for multi claimant activities that should be excluded.

Row 33, Column F
System will calculate the total dollars for multi claimant activities that should be excluded.
Note:  SAVE activities are to be excluded from the RJM.  If the state included SAVE expenditures in Rows 9-18, they are to be entered on line 34.

Row 34, Column B
Enter the fund ledger number where the SAVE activity expenditures were recorded.

Row 34, Column C
Enter the total personal service dollars for SAVE activities that should be excluded.

Row 34, Column D
Enter the total personnel benefit dollars for SAVE activities that should be excluded.

Row 34, Column E
Enter the total NPS dollars for SAVE activities that should be excluded.

Row 34, Column F
System will calculate the total dollars for SAVE activities that should be excluded.
Note:  Trade Administrative expenditures are to be excluded from the RJM.  Only the Trade Coordinator (personal service and personnel benefit dollars) is to be included in the RJM.  If the state included Trade Administrative expenditures in Rows 9-18, they are to be entered on line 35.
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Row 35, Column B
Enter the fund ledger number where the Trade Administrative expenditure was recorded.
Row 35, Column C
Enter the total personal service dollars for Trade Administrative expenditures that should be excluded.

Row 35, Column D
Enter the total personnel benefit dollars for Trade Administrative expenditures that should be excluded.

Row 35, Column E
Enter the total NPS dollars for Trade Administrative expenditures that should be excluded.

Row 35, Column F
System will calculate the total dollars for Trade Administrative expenditures that should be excluded.
Note:  Profiling-ES activities are to be excluded from the RJM.  Providing Reemployment Services to UI claimants is an Employment Services activity and should not be included in the RJM.  If the state included Profiling-ES activities expenditures in Rows 9-18, they are to be entered on line 36.

Row 36, Column B
Enter the fund ledger number where the Profiling - ES activity expenditures were recorded.

Row 36, Column C
Enter the total personal service dollars for Profiling - ES activities that should be excluded.

Row 36, Column D
Enter the total personnel benefit dollars for Profiling - ES activities that should be excluded.

Row 36, Column E
Enter the total NPS dollars for Profiling - ES activities that should be excluded.

Row 36, Column F
System will calculate the total dollars for Profiling - ES activities that should be excluded.

Note:  Postage is to be excluded from the RJM.  Regardless of the amount spent for postage, the total amount funded in the Previous Year is to be entered on line 37.

Row 37, Column B
Enter the fund ledger number where the Postage expenditures were recorded (if provided).

Row 37, Column E
Enter the total NPS dollars for Postage that were funded in the Previous Year.

Row 37, Column F
System will calculate the total dollars for Postage that should be excluded.
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Note:  Resources on Order – End of Year is to be excluded from the RJM.  If the state included Resources on Order – End of Year expenditures in Rows 9-18, they are to be entered on line 38.

Row 38, Column B
Enter the fund ledger number where the Resources on Order – End of Year expenditures were recorded.

Row 38, Column E
Enter the total NPS dollars for Resources on Order – End of Year that should be excluded.

Row 38, Column F
System will calculate the total dollars for Resources on Order – End of Year that should be excluded.

Rows 39 – 47 
will be used to document other expenditures that were included in Rows 9 -18 that should be excluded from the RJM for the specific year.  
Column A
Enter the description of the expenditure that should not be included in the RJM.

Column B  
Enter the fund ledger number of the account or fund source that should be excluded.

Column C
Enter the total personal service dollars from the account described in Column B that should be excluded.

Column D
Enter the total personnel benefit dollars form the account described in Column B that should be excluded.

Column E
Enter the total NPS dollars from the state’s account described in Column B that should be excluded.

Row 48, Column C
System will calculate the total personal service dollars that should be excluded.
Row 48, Column D
System will calculate the total personnel benefit dollars that should be excluded.

Row 48, Column E
System will calculate the total NPS dollars that should be excluded.

Row 48, Column F
System will calculate the total dollars that should be excluded.
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Row 50, Column C
System will calculate the total personal service dollars that are allowable.
Row 50, Column D
System will calculate the total personnel benefit dollars that are allowable.

Row 50, Column E
System will calculate the total NPS dollars that are allowable.

Row 50, Column F
System will calculate the total dollars that are allowable.

Row 52, Column C
System will import the total personal service costs reported by the State.
Row 52, Column D
System will import the total personnel benefit costs reported by the State.

Row 52, Column E
System will import the total NPS costs reported by the State.

Row 52, Column F
System will import the total costs reported by the State.
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Row 54, Column C
System will calculate difference between the total personal service costs reported by the state and the allowable costs calculated above.
Row 54, Column D
System will calculate the difference between the total personnel benefit costs reported by the state and the allowable costs calculated above.

Row 54, Column E
System will calculate the difference between the total NPS costs reported by the state and the allowable costs calculated above.

Row 54, Column F
System will calculate the difference between the total costs reported by the state and the allowable costs calculated above.

Row 56
System will determine if errors have been detected for Multi Tax Balance.  

Row 57
System will determine if errors have been detected for Multi Claimant Balance.

Row 58, Column C
System will copy number from Resources on Order Prior Year from above.

Row 58, Column D
System will import Resources on Order Prior Year from Cross Walk Previous Year.

Row 58, Column E
System will calculate the difference from Row 58 Column C minus D.

Row 59, Column C
System will copy number from Resources on Order End of Year from above.

Row 59, Column D
System will import Resources on Order End of Year from Cross Walk Previous Year.

Row 59, Column E
System will calculate the difference from Row 59 Column C minus D.
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3.4  CROSSWALK PS/PB (CROSS PSPB R)

Purpose:

The CROSS PSPB R worksheet is designed to assist the Reviewer in determining if the state accurately captured the detail for personal services (PS)/personnel benefits (PB) expenditures and Hours Worked/Paid.  The Reviewer will be expected to review at a minimum three functional activity codes: AS&T, IC and TAX.  If these calculate correctly, then no additional codes will have to be reviewed.  If these calculations are incorrect, the Reviewer will be required to calculate all ten of the functional activities.  The Reviewer should also verify any functional activity area that is operated by another agency within the State.  Differences will have to be explained. 
The procedure for the Rows and Columns described below would be repeated for each functional activity that is reviewed.
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Rows 1-5, Columns J-N  
Insert Row and Copy Formulas Buttons – Click these buttons to automatically insert rows and copy down formulas for the Federal Source, State Source and Adjustments sections of the worksheet.
Row 4, Column A
System will transfer name of state from the IMPORT tab.

Row 7, Column A 
System will transfer the fiscal year from the IMPORT tab.

Rows 13-49, Column A 
Enter the name for each fund ledger or functional activity for which there are hours paid that are federally funded from the UI grant.

Rows 13-49, Column B  
Enter the fund ledger code or functional activity code number that corresponds to the entry in Column A.

Rows 13-49, Column C  
Select the functional activity that corresponds to the entry in Column A.
Rows 13-49, Column D  
Enter the number of hours paid for the Previous Year for the entries in Column A.

Rows 13-49, Column E  
Enter the amount of personal services dollars for the Previous Year for the entries in Column A.

Rows 13-49, Column F  
Enter the amount of personnel benefits dollars for the Previous Year for the entries in Column A.

Rows 13-49, Column G  
Enter the number of hours worked for the Previous Year for the entries in Column A.

Rows 13-49, Cols. H-AY  
The system will automatically allocate the numbers entered in columns D through G based on the selection in column C.  The formulas in columns H-AY may be overwritten in the event the user prefers to allocate the amounts manually.  If the user chooses to enter the amounts manually, the user should not select anything (i.e. leave it blank) in column C.  If the total amounts entered in columns D through G need to be allocated to multiple functional activities, the user should select “Split” in column C and then manually allocate the amounts. 

Rows 13-49, Cols. AZ-BC  
The system will add across the figures entered into Columns H-AY and subtract the figures in Columns D-G.
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Row 50  
The user should use this row to manually insert rows if the user chooses not to use the insert rows buttons mentioned above.  Click on the “50” row number to highlight the entire row.  Then right click with cursor on the “50” and select “insert”.  Be sure to copy down formulas from the row above the new row.  DO NOT DELETE ROW 50!
Rows 51-98, Column A  
Enter the name for each fund ledger or functional activity for which there are hours paid that are UI and state funded.

Rows 51-98, Column B  
Enter the fund ledger code or functional activity code number that corresponds to the entry in Column A.

Rows 51-98, Column C  
Select the functional activity that corresponds to the entry in Column A.
Rows 51-98, Column D  
Enter the number of hours paid for the Previous Year for the entries in Column A.

Rows 51-98, Column E  
Enter the amount of personal services dollars for the Previous Year for the entries in Column A.

Rows 51-98, Column F  
Enter the amount of personnel benefits dollars for the Previous Year for the entries in Column A.

Rows 51-98, Column G  
Enter the number of hours worked for the Previous Year for the entries in Column A.

Rows 51-98, Columns H-AY  
The system will automatically allocate the numbers entered in columns D through G based on the selection in column C.  The formulas in columns H-AY may be overwritten in the event the user prefers to allocate the amounts manually.  If the user chooses to enter the amounts manually, the user should not select anything (i.e. leave it blank) in column C.  If the total amounts entered in columns D through G need to be allocated to multiple functional activities, the user should select “Split” in column C and then manually allocate the amounts. 
Rows 51-98, Cols. AZ-BC  The system will add across the figures entered into Columns H-AY and subtract the figures in Columns D-G.
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Row 99  
The user should use this row to manually insert rows if the user chooses not to use the insert rows buttons mentioned above.  Click on the “99” row number to highlight the entire row.  Then right click with cursor on the “99” and select “insert”.  Be sure to copy down formulas from the row above the new row.  DO NOT DELETE ROW 99!
Row 100  
The worksheet will add the figures entered in Rows 13-98.
Row 102  
The worksheet will enter the totals on Row 100, Cols. H-AY.
Row 104  
The worksheet will subtract the figures in Row 102 from Row 100.

Rows 108-111, Column A  
Enter the names of special activities that should be included in the RJM calculation, e.g., GAL 4-91 adjustments.

Rows 108-111, Column B  
Enter the fund ledger code or functional activity code number (if any) that corresponds to the entry in Column A.

Rows 108-111, Column C  
Select the functional activity that corresponds to the entry in Column A.

Rows 108-111, Column D  
Enter the number of hours paid for the Previous Year for the entries in Column A.

Rows 108-111, Column E  
Enter the amount of personal services dollars for the Previous Year for the entries in Column A.

Rows 108-111, Column F  
Enter the amount of personnel benefits dollars for the Previous Year for the entries in Column A.

Rows 108-111, Column G  
Enter the number of hours worked for the Previous Year for the entries in Column A.

Rows 108-111, Cols. H-AY The system will automatically allocate the numbers entered in columns D-G based on the selection in column C.  The formulas in columns H-AY may be overwritten in the event the user prefers to allocate the amounts manually.  If the user chooses to enter the amounts manually, the user should not select anything (i.e. leave it blank) in column C.  If the total amounts entered in columns D-G need to be allocated to multiple functional activities, the user should select “Split” in column C and then manually allocate the amounts.
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Rows 108-111, Column AZ-BC  The system will add across the figures entered into Columns H-AY.
Row 112  
The user should use this row to manually insert rows if the user chooses not to use the insert rows buttons mentioned above.  Click on the “112” row number to highlight the entire row.  Then right click with cursor on the “112” and select “insert”.  Be sure to copy down formulas from the row above the new row.  DO NOT DELETE ROW 112!
Row 113  
The worksheet will add the figures entered in Rows 108-111.

Row 115  
The worksheet will subtract the figures in Row 113 from Row 100.
Row 117, Columns D-AY
System will import the amounts reported by state for each appropriate category.

Row 119, Columns D-AY
System will calculate the difference between RJM Costs and the amount reported by state for each appropriate category.

If Row 119, Columns D - AY is not equal to 0, then this issue must be resolved.  The Reviewer will be responsible for explaining and documenting the differences.
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	FUNCTIONAL ACTIVITY CODE MATRIX

	REV JAN 29

	
	
	
	

	CODE
	LISTED
	TITLE
	RJM

	
	ETA 362
	
	CODE

	000
	
	UNASSIGNED/UNALLOCATED
	AST

	100
	X
	ADMINISTRATION AND MANAGEMENT
	AST

	120
	X
	FISCAL/PERSONNEL MANAGEMENT
	AST

	150
	X
	ADP
	AST

	190
	
	ONE STOP
	?

	200
	X
	CLAIMS PROCESSING
	IC / WKS

	210
	
	INITIAL CLAIMS
	IC

	220
	
	WEEKS CLAIMED
	WKS

	223
	
	ELEGIBILITY REVIEW PROGRAM
	WKS

	230
	X
	NONMONETARY DETERMINATION-SINGLE CLAIMANT
	NMD

	235
	X
	BENEFITS/APPEALS TRAVEL
	IC/APP

	238
	X
	MULTI-CLAIMANT SERVICES
	NON RJM

	
	
	    NONMONETARY DETERMINATIONS
	NON RJM

	
	
	    APPEALS-LOWER AUTHORITY
	NON RJM

	
	
	    APPEALS-HIGHER AUTHORITY
	NON RJM

	240
	X
	APPEALS, SINGLE CLAIMANT
	APP

	241
	
	    LOWER AUTHORITY
	APP

	242
	
	    HIGHER AUTHORITY
	APP

	243
	
	MULTI-CLAIMANT APPEALS
	NON RJM

	260
	X
	WAGE RECORDS
	WR

	270
	X
	BENEFIT PAYMENT CONTROL
	BPC

	300
	X
	TAX OPERATIONS
	TAX

	305
	
	TAX ACCOUNTING
	TAX

	306
	
	EMPLOYER ACCOUNTS
	TAX

	307
	
	EXPERIENCE RATING
	TAX

	310
	
	TAX ENFORCEMENT
	TAX

	311
	
	EMPLOYER SERVICES
	TAX

	312
	
	FIELD AUDIT
	TAX

	314
	
	DELINQUENCY CONTROLS
	TAX

	325
	
	TAX TRAVEL
	TAX

	351
	X
	PROCESSING ALLOWANCES
	NON RJM

	400
	X
	MANAGEMENT, SUPERVISION, AND TRAINING
	SUP

	401
	
	ICON PROGRAMMER
	SUP

	410
	
	UI MANAGEMENT AND SUPERVISION
	SUP

	420
	
	UI STAFF TECHNICAL SERVICES
	SUP

	430
	
	CAREER DEVELOPMENT/TRAINING
	SUP

	440
	
	UI RESEARCH
	SUP

	455
	X
	CWBH
	SUP

	457
	X
	COST MODEL
	SUP

	458
	
	TRA COORDINATOR
	SUP

	459
	X
	RANDOM AUDIT/INTERNAL SECURITY
	SUP

	460
	X
	SPECIAL PROJECTS
	?

	461
	
	QUALITY CONTROL/UI PERFORMS
	UIP

	463
	
	QUALITY CONTROL/REVENUE
	UIP

	ASSUMING STATE USES NORMAL DEFINITION
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3.5     CROSS NPS R
Purpose: 

This worksheet provides the reviewer a method of converting the state’s non-personal service costs from their accounting system to the RJM NPS categories. 

Each fund ledger that supports the UI program must be included and identified separately as well as each state non personal service minor object code.

[image: image15.png]Type a question for help

=lo]x]

-8 x

E) tle £t vew Dmet Fome: Dos Dta window Heb
DEHRSRI S DB-F)9- R | $ % o0 WBE-D-A- F
A2 v ~
= 5T el b5 [ & [ F [ & [ w7 [ T [ v [ « [ i
NPS CROSS VALK - PREVIOUS YEAR =
FegionsiFesien i 25 P 52005
STATE NAME
Fv200r
stae cone _Fone d atos | nouuans | com [eacumeslcom senv] mmaves Jorr. caur] supruis [ es conr. |_sta
FGENCY TOTALS 0 w o 0 w i 0 w

TEDGERNPS CODE

Roo- P

FEDERAL SOURCES

i

50

STATE SOUACES

o

s
o0

o

i3

45NN START R  Rotes

ACCT SR

CROSS PSPER )\ CROSS NPS R

w5 con [« |

Ready

M

0 TOTAL 0 0 0 0 0 0 0 0
3
03 [ALLOCATED T
13
05 [DIFFERENCE T )
0 ADDBALANCE ROVS
w7
106 [ADIUSTMENTS ]
03
10 [RO0 - END OF YEAR
i}
i
i
12 | TOTAL ADJUSTMENTS 0 0 0 0 0 0 0 0
2
123 [RIMCOSTS T T T T T T T T T
i3
125 | REPORTED BY STATE T o7 o7 o7 o7 o7 o7 o7
%
DIFFERENCE o o o o o o o




III - 26
[image: image16.png]3 Microsoft Excel - RIM Region Re =18|x]
B] Fle Edt Vew Insert Fomat Took Data Window Help Typeaquestionforhelp -~ - & X
DEHRISQAIS DA - F9- -0 |Z-jen @B |ZES % > BB E- DA
A2 - A

K C [ m [ W [ o [ P [ @ [ AR s 1T [ U v wl % —
T =
z
2
s
s POSTAGE | OTHER o0~
& PSCONT. | STATE | misc. | NONRiM | NONRM | Baisnce | R0O-P | EOY
7 U 7 7 0 0 7 i m—
‘
s
n v
"
i3 0
i 0
is v
o0 S S
o 0

0

s v
i)
i 0 0 0 0 0 0
i3
i}
i}
5
i3
w
5
i}
w 7
i 0
“ v
i}
121 0 0 0 0 0 0
3
) E E E E E ]
i}
5 T T T T T ]
s
i o o o o o
)
10 v I\ STARTR £ Notes £ ACCT SUMR £ CROSS PSP R ),CROSS NPS R { P CONT | ¢| | LIJJ

Ready

M





Rows 1-4, Columns E-H  
Insert Row and Copy Formulas Buttons – Click these buttons to automatically insert rows and copy down formulas for the Federal Source, State Source and Adjustments sections of the worksheet.
Row 3, Column A
System imports the state’s name from CROSS PSPB R.

Row 7, Columns D-O
The system transfers the amounts from Row 123.

Row 7, Column P  
The worksheet will subtract the figure in Row 7, Column D from the sum of the figures in Row 7, Columns E-O.

Row 7, Column Q  
The worksheet will enter the Resources on Order figure from Row 10, Column D.

Row 7, Column R  
The worksheet will enter the end-of-year Resource on Order figure from Row 110, Column D.

Row 10, Column B  

Enter the NPS code from state accounting records.
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Row 10, Column C  
Select the appropriate RJM NPS category.

Row 10, Column D  
Enter the amount of dollars for Resources on Order.

Row 10, Columns E-O  
The system will automatically allocate the number entered in column D based on the selection in column C.  The formulas in columns E-O may be overwritten in the event the user prefers to allocate the amounts manually.  If the user chooses to enter the amounts manually, the user should not select anything (i.e. leave it blank) in column C.  If the total amount entered in column D needs to be allocated to multiple RJM NPS categories, the user should select “Split” in column C and then manually allocate the amount.

Row 10, Column P  
The worksheet will subtract the amount entered in Column D from the amount allocated in Columns E-O.

Row 11  
Users should not do anything with this row.

Rows 12-49, Column A  
Enter the NPS categories from state accounting records for UI expenditures funded with Federal Sources.

Rows 12-49, Column B  
Enter the NPS codes from state accounting records.

Rows 12-49, Column C  
Select the appropriate RJM NPS category.

Rows 12-49, Column D  
Enter the NPS dollar amounts from state accounting records for UI expenditures funded with Federal Sources.

Rows 12-49, Cols. E-O  
The system will automatically allocate the number entered in column D based on the selection in column C.  The formulas in columns E-O may be overwritten in the event the user prefers to allocate the amounts manually.  If the user chooses to enter the amounts manually, the user should not select anything (i.e. leave it blank) in column C.  If the total amount entered in column D needs to be allocated to multiple RJM NPS categories, the user should select “Split” in column C and then manually allocate the amount.

Rows 12-49, Column P  
The worksheet will subtract the amounts entered in Column D from the amounts allocated in Columns E-O.
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Row 50  
The user should use this row to manually insert rows if the user chooses not to use the insert rows buttons mentioned above.  Click on the “50” row number to highlight the entire row.  Then right click with cursor on the “50” and select “insert”.  Be sure to copy down formulas from the row above the new row.  DO NOT DELETE ROW 50!
Rows 51-99, Column A  
Enter the NPS categories from state accounting records for UI expenditures funded with State Sources.

Rows 51-99, Column B  
Enter the NPS codes from state accounting records.

Rows 51-99, Column C  
Select the appropriate RJM NPS category.

Rows 51-99, Column D  
Enter the NPS dollar amounts from state accounting records for UI expenditures funded with State Sources.

Rows 51-99, Cols. E-O  
The system will automatically allocate the number entered in column D based on the selection in column C.  The formulas in columns E-O may be overwritten in the event the user prefers to allocate the amounts manually.  If the user chooses to enter the amounts manually, the user should not select anything (i.e. leave it blank) in column C.  If the total amount entered in column D needs to be allocated to multiple RJM NPS categories, the user should select “Split” in column C and then manually allocate the amount.

Rows 51-99, Column P  
The worksheet will subtract the amounts entered in Column D from the amounts allocated in Columns E-O.

Row 100  
The user should use this row to manually insert rows if the user chooses not to use the insert rows buttons mentioned above.  Click on the “100” row number to highlight the entire row.  Then right click with cursor on the “100” and select “insert”.  Be sure to copy down formulas from the row above the new row.  DO NOT DELETE ROW 100!

Row 101, Columns D-O  
The worksheet will add the amounts in Rows 10-99.

Row 101, Column P  
The worksheet will subtract the amount in Column D from the total amounts in Column E-O.
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Row 103, Column D  
The worksheet will enter the total amounts in Row 101, Columns E-O.

Row 105, Column D  
The worksheet will subtract the amount in Row 103, Column D from the amount in Row 101, Column D.

Row 110, Column C  
Select the appropriate RJM NPS category.

Row 110, Column D  
Enter the amount of dollars for Resources on Order remaining at end-of-year.

Row 110, Columns E-O  
The system will automatically allocate the number entered in column D based on the selection in column C.  The formulas in columns E-O may be overwritten in the event the user prefers to allocate the amounts manually.  If the user chooses to enter the amounts manually, the user should not select anything (i.e. leave it blank) in column C.  If the total amount entered in column D needs to be allocated to multiple RJM NPS categories, the user should select “Split” in column C and then manually allocate the amount.

Row 110, Column P  
The worksheet will subtract the amount entered in Column D from the amount allocated in Columns E-O.

Rows 111-119, Column A  
Enter the NPS categories for Other Adjustments from state accounting records.

Rows 111-119, Column B  
Enter the NPS codes for Other Adjustments from state accounting records.

Rows 111-119, Column C  
Select the appropriate RJM NPS category.

Rows 111-119, Column D  
Enter the NPS dollar amounts for Other Adjustments from state accounting records.

Rows 111-119, Cols. E-O  
The system will automatically allocate the number entered in column D based on the selection in column C.  The formulas in columns E-O may be overwritten in the event the user prefers to allocate the amounts manually.  If the user chooses to enter the amounts manually, the user should not select anything (i.e. leave it blank) in column C.  If the total amount entered in column D needs to be allocated to multiple RJM NPS categories, the user should select “Split” in column C and then manually allocate the amount.
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Rows 111-119, Column P  
The worksheet will subtract the amounts entered in Column D from the amounts allocated in Columns E-O.

Row 120  
The user should use this row to manually insert rows if the user chooses not to use the insert rows buttons mentioned above.  Click on the “120” row number to highlight the entire row.  Then right click with cursor on the “120” and select “insert”.  Be sure to copy down formulas from the row above the new row.  DO NOT DELETE ROW 120!

Row 121, Columns D-O  
The worksheet will add the amounts in Rows 110-119.

Row 121, Column P  
The worksheet will add the amounts in Rows 110-119.

Row 123, Columns D-P  
The worksheet will subtract the amounts in Row 121 from the amounts in Row 101.
Row 125, Columns E-O
System will import the amounts reported by the state for each NPS category.

Row 127 Columns E-O
System will calculate the difference between RJM Costs and the amount Reported by State for each NPS category.

If Row 127, Columns E - O is not equal to 0, then this issue must be resolved.  The Reviewer will be responsible for explaining and documenting the differences.
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3.6 PS CONT CROSS R

Purpose:  

The PS CONT CROSS R worksheet provides the reviewer the methodology to determine if PS Contracts should have been converted to functional activities, allocated to other NPS categories or remain in Personnel Service Contracts. 
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Rows 1-4, Columns G-K  
Insert Row and Copy Formulas Buttons – Click these buttons to automatically insert rows and copy down formulas for the Federal Source and State Source sections of the worksheet.
Row 3 Column A
System imports the state’s name from the STARTUPCW Worksheet

Row 4 Column A
System imports the Previous Fiscal Year from the CROSS PSPB Worksheet

Row 7 Column C
The system imports the total PS contracts dollar amount from the CROSS NPS worksheet.

Row 7 Columns D-N
Allocate the total dollars to the appropriate code(s). 

 Row 7 Column O
The system calculates the difference of Row 7 Column C and Row 101 Column N which equates to the total PS Contracts converted to MPU values.  
Row 8 Columns C-N 
The system sums the total for each column (C-N).  

Rows 9 and 10
The user should not do anything with these rows.
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Rows 11–49 Column A
Enter the title of the Contract Identifier

Rows 11-49 Column B
Select the appropriate functional activity

Rows 11-49 Column C
Enter the total dollar amounts from state accounting records for UI expenditures funded with Federal Sources.

Rows 11–49 Cols. D-N 
The system will automatically allocate the number entered in column C based on the selection in column B.  The formulas in columns D-N may be overwritten in the event the user prefers to allocate the amounts manually.  If the user chooses to enter the amounts manually, the user should not select anything (i.e. leave it blank) in column B.  If the total amount entered in column C needs to be allocated to multiple functional activities, the user should select “Split” in column B and then manually allocate the amount.

Rows 11–49 Column O
The system calculates the difference between the sum of Columns D through N and Column C. 

Row 50
The user should use this row to manually insert rows if the user chooses not to use the insert rows buttons mentioned above.  Click on the “50” row number to highlight the entire row.  Then right click with cursor on the “50” and select “insert”.  Be sure to copy down formulas from the row above the new row.  DO NOT DELETE ROW 50!
Rows 51–99 Column A
Enter the title of the Contract Identifier

Rows 51-99 Column B
Select the appropriate functional activity

Rows 51-99 Column C
Enter the total dollar amounts from state accounting records for UI expenditures funded with State Sources.

Rows 51–99 Cols. D-N 
The system will automatically allocate the number entered in column C based on the selection in column B.  The formulas in columns D-N may be overwritten in the event the user prefers to allocate the amounts manually.  If the user chooses to enter the amounts manually, the user should not select anything (i.e. leave it blank) in column B.  If the total amount entered in column C needs to be allocated to multiple functional activities, the user should select “Split” in column B and then manually allocate the amount.
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Rows 51–99 Column O
The system calculates the difference between the sum of Columns D through N and Column C.
Row 100
The user should use this row to manually insert rows if the user chooses not to use the insert rows buttons mentioned above.  Click on the “100” row number to highlight the entire row.  Then right click with cursor on the “100” and select “insert”.  Be sure to copy down formulas from the row above the new row.  DO NOT DELETE ROW 100!
Row 101 Columns C-N
The system sums the total for each column (C-N).

Row 101 Column O
The system calculates the difference between the sum of Columns D through N and Column C.

Row 103 Column C
System sums the total of each column in Row 101 Column (D-N).

Row 105 Column C
System calculates the difference of Row 101 Column C and Row 103 Column C.

Row 107 Column C
System calculates the difference between Total PS Contract Dollars and the amounts allocated to functional activity codes.

Row 108 Columns C-N
System will import the amounts reported by the state for each  category.

Row 109 Columns C-N
System will calculate the difference between the Totals on Row 101 and the amount Reported by State for each category.
If Row 109, Columns C-N  is not equal to 0, then this issue must be resolved.  The Reviewer will be responsible for explaining and documenting the differences.
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3.7 PERSONAL SERVICE CONTRACTS REVIEW (PS CONT R)

Purpose: 

The Personal Service Contracts Review (PS Cont R) worksheet is used to assist the Reviewer in determining if the State calculated contracted out services correctly.  All data is imported by the system and automatically performs the calculations.
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Row 5, Column A
System will transfer name of state from the IMPORT tab.

Row 9, Columns B - E
System will transfer the respective fiscal years from the IMPORT tab.

Row 11, Columns B – E
System will transfer, from the IMPORT tab, personal service contracts less amounts converted to MPU’s for the Previous Year, Current Year, Next Year and the Request Year.
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Rows 14-19, Cols. B – E
System will transfer, from the IMPORT tab, the number of Personal Service Contracts for Initial Claims, Weeks Claimed, Non-monetary Determinations, Appeals, Wage Records and Tax processed through personal service contract for the Previous Year, Current Year,  Next Year and the Request Year.
Row 20, Columns B – E
The system calculates the total of state data that was imported from the RJM Workbooks for the 4 Series, Line 19.
Rows 23 - 26, Cols. B – E
System will transfer, from the IMPORT tab, the number of Personal Service Contracts for benefit payment control, UI Performs, Support and AS&T processed through personal service contract for the Previous Year, Current Year, Next Year and the Request Year.

Row 27, Columns B – E
The system calculates the total of state data that was imported from the RJM Workbooks for the 5 Series, Line 16.

Row 29, Columns B – E
The system will sum Rows 20 and 27.

Row 31, Columns B – E
The system will calculate the difference between the contract amounts converted to MPU on Row 11 and the total allocated on Row 29. 

If Row 31, Columns B - E  is not equal to 0, then this issue must be resolved.  The Reviewer will be responsible for explaining and documenting the differences.

Row 35
The Reviewer should indicate with a “Yes” or “No” whether they believe that there are other contracts that should be converted that the state chose not to convert.
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3.8 WORKLOAD REVIEW (3 R)

Purpose: 

The Workload Review (3R) worksheet will assist the Reviewer to determine if the state used correct workloads in preparing their RJM.  Prior to completing the 3R worksheet the reviewer will need to download the official workload file from the Intranet and save it on their system. As previously discussed, the workloads are imported into the review workbook on the “START R” worksheet.
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Row 5, Column A
System will transfer name of state from the IMPORT tab.

Row 9, Column A
System will transfer the Previous Year from the IMPORT tab.

Row 11, Column B
System will transfer the Initial Claims workload that is uploaded from form ETA 159 now located on the IMPORT tab.

Row 11, Column C
System will transfer the Weeks Claimed workload that is uploaded from the form ETA 159 now located on the IMPORT tab.
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Row 11, Column D
System will transfer the Non Monetary Determinations workload that is uploaded from the form ETA 207 now located on the IMPORT tab.

Row 11, Column E
System will transfer the Appeals workload that is uploaded from form ETA 5-130 now located on the IMPORT tab.

Row 11, Column F
System will transfer the Wage Records workload that is uploaded from ETA 581, Line 101, Item 5 now located on the IMPORT tab.

Row 11, Column G
System will transfer the Subject Employers workload that is uploaded from ETA 581, Line 101, Item 3 (March 31) now located on the IMPORT tab.

Row 12, Columns B - G
The system will transfer from the IMPORT tab the workloads provided by the state in their RJM Workbook submissions for each area: Initial Claims, Weeks Claimed, Non Monetary Determinations, Appeals, Wage Records and Subject Employers.

Row 13, Columns B - G 
The system will calculate the difference between the total official workload derived directly from the ETA form submissions and the workloads entered by the states in their RJM Workbook submissions.

If Row 13, Columns  B – G is not equal to 0, then this issue must be resolved.  The Reviewer will be responsible for explaining and documenting the differences.

Row 15, Column A
System will transfer the Current Year date from the IMPORT tab.

Row 17, Columns B - G
System will transfer the total official assigned base workload from the  IMPORT tab for the following areas:  Initial Claims, Weeks Claimed, Non-Monetary Determinations, Appeals, Wage Records and Subject Employers.
Row 18, Columns B - G
The system will transfer the workload data used by the State from the IMPORT tab for each of the following areas: Initial Claims, Weeks Claimed, Non-Monetary Determinations, Appeals, Wage Records and Subject Employers.

Row 19, Columns B - G
The system will calculate the difference between the total official workloads (year to date) and the workloads provided by the states in their RJM Workbook submissions.
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If Row 19, Columns B - G is not equal to 0, then this issue must be resolved.  The Reviewer will be responsible for explaining and documenting the differences.

Row 21, Column A
System will transfer the Next Year from the IMPORT tab.
Row 23, Columns B - G 
System will transfer the total official assigned base workload from the IMPORT tab for the following areas:  Initial Claims, Weeks Claimed, Non-Monetary Determinations, Appeals, Wage Records and Subject Employers.
Row 24, Columns B - G 
The system will transfer the actual workload data provided by the State from the IMPORT tab for each of the following areas: Initial Claims, Weeks Claimed, Non-Monetary Determinations, Appeals, Wage Records and Subject Employers.
Row 25, Columns B - G 
The system will calculate the difference between the total official workloads (assigned base workloads) and the workloads entered by the State in their RJM Workbook submissions.
If Row 25, Columns B - G is not equal to 0, then this issue must be resolved.  The Reviewer will be responsible for explaining and documenting the differences.
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3.9 LEAVE REVIEW (5 LV R)

Purpose: 

The Leave Review (5 LV R) worksheet will assist the Reviewer in determining if the State documented increases or decreases in the leave factor.  AS&T Hours Paid and Hours Worked are excluded from these calculations.
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Row 4, Column A
System will transfer name of state from the IMPORT tab.

Row 9, Column B
System will transfer the Previous Year from the IMPORT tab.

Row 9, Column C
System will transfer the Current Year from the IMPORT tab.

Row 9, Column D
System will transfer the Next Year from the IMPORT tab.

Rows 16 - 24, Column B
System will transfer the Hours Paid from the CROSS PSPB R for Initial Claims, Weeks Claimed, Non-monetary Determinations, Appeals, Wage Records, Tax, Benefit Payment Control, UI Performs and Support.

Row 26, Column B
System sums the total Hours Paid.

Rows 29 - 37, Column B
System will transfer the Hours Worked from the CROSS PSPB R for Initial Claims, Weeks Claimed, Non-monetary Determinations, Appeals, Wage Records, Tax, Benefit Payment Control, UI Performs and Support.
Row 39, Column B
System sums the total Hours Worked.

Row 41, Column B
The system calculates Leave Hours by subtracting Row 39 (Total Hours Worked) from Row 26 (Total Hours Paid).

Row 43, Cols. B – D 
The system calculates a straight-line projection of leave hours for one year by dividing Row 41 (Leave Hours) by Row 26 (Total Hours Paid) and multiplying the result by Row 13 (Hours Paid Per Position).

Rows 46 – 48, Col. C
Enter increases or decreases for Current Year. Leave the cells blank if none were detected.

Rows 46 – 48, Col. D 
Enter increases or decreases for Next Year. Leave the cells blank if none were detected.

Row 50, Column B
The system imports Total Leave Hours from Row 43

Row 50, Column C
The system sums Total Leave Hours from Row 43 plus adjustments for the Current Year Rows 46 – 48.

Row 50, Column D
The system sums Total Leave Hours from Row 43 plus adjustments for the Next Year Rows 46 – 48.
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Row 52, Cols. B – D 
The system calculates Hours Worked per Position by subtracting Row 50 (Total Leave Hours) from Row 13 (Hours Paid Per Position)

Row 54, Cols. B – D 
The system will transfer the Hours Worked data provided by the State from the IMPORT tab. 

Row 56, Cols. B – D
The system subtracts Row 54 from Row 52

If Row 56, Columns B - D is not equal to 0, then this issue must be resolved.  The Reviewer will be responsible for explaining and documenting the differences.
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3.10 BALANCE REVIEW (BALANCE)

Purpose:

The purpose of the Balance Review Worksheet is to provide the Regional Reviewer with a snapshot of all the validations that require review.  If any of the cells, highlighted in Red, display a number other than 0, the Regional Reviewer should refer to the respective worksheet for resolution.  Any differences that do not equal 0, or are not within what is considered a reasonable deviation from 0, will require resolution with the State and the State data should be corrected accordingly.

The Balance Review Worksheet does not require any data entry on the part of the Regional Reviewer. Again, it provides a quick snapshot regarding the status of the Regional Review of the State RJM Workbook submissions. The worksheet is self-documenting and will indicate to the reviewer where problems have occurred.
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3.11 IMPORT

Purpose:

The purpose of the Import Worksheet is to provide a sheet containing imported state data to which other sheets within the Review Workbook link.  

The Import Worksheet does not require any data entry on the part of the Regional Reviewer. The worksheet is populated when the reviewer imports the state’s RJM Main and RJM Crosswalk Workbooks and the Official Workload Workbook.
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