 INSTRUCTIONS FOR COMPLETION OF ROOM AND BOARD / COST OF CARE FORM
IMPORTANT:  

Before making changes to the form, please populate the ending date field at the bottom of the screen.  Failure to do this will result in payment irregularities for the previous year.  Also, when you enter the 2009 data, you must leave the ending date field blank until the data period is over.
Completion of Form

This form is to be completed at least annually unless there are changes in income that exceed 10%. In those cases the form must be updated at least on a quarterly basis.  Documentation regarding income and expenses must be maintained at the provider organization.
Identity of Individual

Enter the name of the individual, social security number, and date the form was completed.

Lines 1 – 12
Unearned and Earned Income

Income means any payment from any source. These payments may be made on a one-time basis or on a recurring basis. It includes both unearned and earned income. Unearned income is income that is not received as compensation for work performed. Earned income is income received as a result of working.

Line 1
Supplemental Security Income (SSI)

Enter the monthly Supplemental Security Income payment on this line. SSI eligibility requires that an individual must have limited income and resources as well as meeting certain disability and residency requirements. SSI pays a standard monthly benefit which can vary as a result of deductions required by law.

Line 2
Social Security Disability Insurance (SSDI)

Enter the monthly Social Security Disability Insurance payment on this line. SSDI is similar to a disability insurance policy. The SSDI benefit is calculated on the individual’s past earnings resulting in different payments to different individuals. The amount paid into the program through Social Security (FICA) taxes is the basis for monthly payments and is correlated with the lifetime earnings of the eligible individual.

Line 3
Veteran’s Benefits

On this line, enter the monthly benefit received by an individual who qualifies as an “eligible person” to receive either pension or compensation payments upon the death of a veteran of the armed forces. An eligible person is defined as the surviving spouse, child, parent, or substitute claimant of the deceased veteran.

Line 4
Pension

Enter the monthly pension allowance received from a defined benefit plan or a defined contribution plan on this line. The individual may be the actual owner or the recipient beneficiary of such plans. A defined benefit plan pays out a fixed monthly amount based upon salary and years of service. A defined contribution plan typically consists of contributions from both the employer and employee. Examples of these plans include, but are not limited to a 401(k) and a 457 (Deferred Compensation) plan. The monthly allowance is not fixed and payments are not guaranteed.

Line 5
Other Unearned Income

Enter the monthly amount received from additional unearned income on this line. The origin of the income must be listed and additional sheets may be attached if necessary. Examples of other unearned income may include:

a) Worker’s compensation

b) Certain insurance proceeds and death benefits

c) Inheritances

d) Dividends and interest

e) Rental income and royalties

f) Prizes, awards, and gambling proceeds

g) Awards for punitive and non-physical damages to an individual

Line 6
Total


PCIS2 will automatically perform the calculation and populate this field.  It is the sum of lines 1-5.


Line 7
Earned Income

On this line, enter any compensation for work performed. This includes, but is not limited to wages, salaries, tips, commissions, bonuses, and self employment income.

Line 8
Income Disregard

Enter a deduction of $85.00 on this line for the Medicaid earned income disregard.

Line 9
Subtotal

PCIS2 will automatically perform the calculation and populate this field.  This is the earned income minus the income disregard.
Line 10 Work Expenses

On this line, deduct any Impairment Work Related Expenses or other expenses that must be paid in order to work. The monthly amount must be less than or equal to $350.00. Documentation must be provided for any allowable deduction. Examples of these expenses may include the following:

a) Medical devices and adaptive equipment

b) Transportation costs

c) Uniforms and other attire 

d) Special tools and work supplies

e) Education costs

f) Books, subscriptions, and periodicals that are job related

g) Expenses related to job performance or enhancement

h) Out of pocket health insurance premiums

Line 11 Subtotal

PCIS2 will automatically perform the calculation and populate this field.  This will be the subtotal of income less work expenses.  
Line 12 Countable Net Income

PCIS2 will automatically perform the calculation and populate this field.  This will be the countable net income.


Lines 13 – 27
Persons Eligible and Not Eligible for SSI

This section is most pertinent in that it will determine the individual’s actual net contribution to Room and Board and Cost of Care. Reliable and updated information must be ascertained from lines 1 – 12. Before completing this section, it is highly recommended that documentation regarding lines 1 – 12 be reviewed in an effort to assure that the information required for this section is both current and accurate.

Lines 13 – 19 are to be completed if an individual is eligible for SSI and an unearned income amount is entered on line 1.
Lines 20 – 27 are to be completed for those individuals not eligible for SSI.

Line 13 Total Unearned Income

PCIS2 will automatically perform the calculation and populate this field.  This will be the total unearned income. 
Line 14 Total Countable Net Income

PCIS2 will automatically perform the calculation and populate this field.  This will be the total countable net income.
Line 15 Total Income

PCIS2 will automatically perform the calculation and populate this field


Line 16 Personal Needs Allowance

PCIS2 will automatically perform the calculation and populate this field.  This is the monthly amount determined by the Administration that a provider must allow an individual to retain for personal needs usage will be entered on this line.
Line 17 Subtotal


PCIS2 will automatically perform the calculation and populate this field.
Line 18 Individual Contributions to Room and Board

Enter the amount on this line that an individual contributes directly to room and board. Although there is no standard definition of room and board, it has typically included the cost of food, rent, and utilities.

Line 19 Net Contribution to Room and Board

PCIS2 will automatically perform the calculation and populate this field


Line 20 Total Unearned Income

PCIS2 will automatically perform the calculation and populate this field


Line 21 Total Countable Net Income

PCIS2 will automatically perform the calculation and populate this field 

Line 22 Total Income

PCIS2 will automatically perform the calculation and populate this field


Line 23 Maintenance Allowance
PCIS2 will automatically perform the calculation and populate this field.This will be the amount determined by the Administration for personal needs usage and the contribution to room and board determines the maintenance allowance. That amount is entered on this line.
Line 24 Money Available for Cost to Care

PCIS2 will automatically perform the calculation and populate this field. 

Line 25 Room and Board Contribution 

PCIS2 will automatically perform the calculation and populate this field.  This amount is determined by the Administration after the Personal Needs Allowance is deducted from the Maintenance Allowance. The amount is entered on this line.
Line 26 Individual Contributions to Room and Board

Enter the amount on this line that an individual contributes directly to room and board. Although there is no standard definition of room and board, it has typically included the cost of food, rent, and utilities.

Line 27 Net Contribution to Room and Board and Cost of Care

PCIS2 will automatically perform the calculation and populate this field.
