FINANCIAL MANAGEMENT MANUAL

FOR

TDCJ-CJAD FUNDING

Effective September 1, 2018

TEXAS DEPARTMENT OF CRIMINAL JUSTICE
COMMUNITY JUSTICE ASSISTANCE DIVISION

Financial Management Manual
For TDCJ-CJAD Funding 1 Revised August 2018



Copies of this publication have been distributed in compliance with the State Depository Law and are
available for public use though the Texas State Publications Depository Program at the Texas State
Library and other state depository libraries.

Financial Management Manual
For TDCJ-CJAD Funding 2 Revised August 2018



Table of Contents

ETGIDIITY FOF FUNGING ...ttt bt b et b bbbt b e eb e e bt bbb eb e e b et ekt eb et ekt e b e e et e nb e ebennes 5
L ot L@ 1ot OO POV URTP PRSPPI 5
CSCD Fiscal Officer DOCUMENTATION .........ciiiieieieeite sttt sttt se ettt se et e e e s b e besbesbeaseeneeseesbesbesbesteene e 6
Applicable LawWs and GUIAETINES...........coiiiiiiiiteieee e b et b bbbt sb bbb bbb 7
DULIES OF the FISCAI OFFICET .....iiuiieiiie ettt bbbttt bbb s ebesbe e ebesbe e erenees 7
FINANCIAI RECOTUS ... ittt ettt bbbt e bt b et e bt et s b e s e ekt e b e s e e ke st e st e bt nb s e eb e s bt et e nb et ebenbe e ebenres 8
SOUTCES OF FUNTING ...ttt ettt b b bbb bbb bbb e h £ bbbt bbbt e bbb bbb bbbt nb s 9
Basic SUPEIVISION (BS) FUNGING .....ooviviiiitiitiiitei ettt et b bbbt b bt eb e e et eb e bbb b eenennes 9
Community Corrections (CC) FUNGING .......cviieieiiie ittt st st re e e e et e bestesbeaseenteseesteseesrenreaneans 9
Diversion Program (DP) FUNGING .......voviiiiee ittt ettt et e teesaesa et e e saesbesbeeseeseeneeeesaestesneaneenes 9
Treatment Alternative to Incarceration Program (TAIP) FUNAING .....ccooviiiiiiiiiieiesees e 10
SEALE PAYIMIENTS ..o e R R R E R R R R R R R R R Rt r e nr e r e reene s 10
I Co (T LT o T =] T 1 | £ SR 11
Withholding of FUNAS DY TDCJI-CIAD ........i ittt te e te e e s nt e ste e teeteesteeseeaneeaneenneennis 11
210 o 0T K OO OO ST O T OOO T SO T SO TP SO VRV POPR PRI 11
Initial Budget and ACJUSIMENT PIOCESS ........coviiiiiiiiitiiteeiisie ettt bbb bbbttt nb s 12
FUNd BalanCesS/RETUNT POLICY ........cciiiiii ittt et et e e e e st e s s e s teesteesteenbeaneeentesneesteesteeseeaseeas 13
End of the First Year of the Biennium BalanCes ...........ccooiiiiiiiii e 13
State Funds Returned at the End of the BIeNNiUML............ooviiiiiiiii e 13
Retention of Funds Required to Pay fOr LItIGation ..........cooeiiiiriiieieee e 14
Retention of Funds Required to Pay Accumulated Leave for Retiring EMPIOYEE(S) .....vevvvevvviieiiiiiiieiee e 15
NI Y (0] 111 T NS o TSP SPTPRTRRIN 16
(B :To] o] 1o = 1 [o] 01O OO OO OSSO TPV R PRSPPSO 17
ONE-TIME FUNAING. ...ttt ettt b e et b e e bt bt b e st eb e e Eeh e e bt eb e s £ e b e e b e s e eb e s b e st eb e s b e st et e sbe s e ebenbeseebennes 17
[T F= T Tot T LI =T o To ] U OSPRUSPR 17
L S o Aol oo TU o] 1] T [ SRS 17
Negative Fund Balances (1%, 2" and 3" QUAITEIS) .........ccciuevriireiiiiieiisesessese et 17
Negative Fund Balances at Fiscal Year End (4" QUAIET).........cceurviueiiirereiiiseieieeiss ettt 18
EXPenditure REPOIS SCREAUIE .......ocvei ettt e et et e e e s te e s reesteesteenbeenseaneensee e 18
EXPENGITUIE REVIBW ...ttt ettt et e et e st e te e te e be e st e ea s e eas e e ss e teesbeesbeeseesseesseesbeeaneenbeenseensensee e 18
Quarterly Financial REPOItS (QFRS) ...ttt bbbt b bbbt bbb bt 18
TDCJ-CJAD Quarterly Financial Report DefiNitioNs ...........ocooiiiiiiiiiiiesesese e 19
REVEIUES ...ttt etttk e bt e b e bt e A bt eh bt e h e e £ H e e o h £ e b e £ 2R e eR b e 4R s e eh £ e b £ e bt e R ke e R b e e he e ehe e e be e eRe e bt enneenrennr e e 20
N 1=] Lo [ U €L SO URUPURORUUUURURURRON 22
Statement Of FINANCIAI POSITION.......c.viiiieicse ettt e et st estesreesaere e e e teneeneenresraenes 23
F N T T TP T PP PP RUPRTPRN 24
[ o] LT SRR RORUUIUUURURR 24
FUNGO BAIANCES ...ttt ekttt ettt b e bbb £ h e Rt e b e bt e bt e b £ e E e e Rt e s e e e ekt eb e e bt e bt eme e e et e nbesbesbeabeaneas 25
Additional RepOrting REGUITEIMENTS ........c..iuiiiiiiiieieise ettt bbbttt bbbt bbb e ne st 25

Financial Management Manual
For TDCJ-CJAD Funding 3 Revised August 2018



Grants, Donations, Fees and Other Revenue from Agencies Other Than TDCJ-CJAD........ccccvivivviviveieiene e seseanens 25

Grants from Other Agencies Requiring CSCD MatChing FUNAS ..........coiiiiiiiiiiiieiiee s 26
ComMUNILY COFTECTIONS FACTITIES. .. ....cuiitiiieiiiti ittt b et b et b bbb bbbt ebenr et ebenn e b e 27
(DT o T I ) S TU g oL [0 T o o] o 1=1 o /SR 29
Multiple Positions and DUl DEPartMENTS........cc.ciiiiiiiieiieieeiere sttt e e e e e e e sa e tesresbesseanee e etesteseeseenreaneenes 30
Certification Process fOr CSCD EXPANSION ........ctiuiiiiiitirieiiateiteieste ettt sttt ettt ss et sb et ebess e ebesb e e ebesbe e ebesbe b ebesne e ereanes 30

State Aid for Facilities, Utilities, and EQUIPMENT..........cooiiiiiiiii b 30

COILITICALION PIOCESS ....vttiietiite ettt sttt sttt sttt b etk s bbb s b e st e ke s b e st eb e s b e st ek e sb e st eb e s b e st et e nb e e et e nbe e ebenbe e ebenras 31
Y e= L0 (0] Y R L=To [T =T 4T RS RRSRPRRI 32
PUECRASIING .ttt h bt h bt b bt e e bbb e b e e Rt b e h e e H e b e bt e b E e b e e b b e b AR b e b e AR b e bt e bt e bRt e st bt n b 35
CONTFACES FOFr OFfENUBT SEIVICES ...c.uiiiieiite ittt bttt et et st e bt st e e st e s e e e e beseeebesbeabeere et ebesbesbeaneanens 36
0T U T =T ol TP R PRSP 36
Employees Retirement SYSIEM (ERS) ......cooi ittt ettt e e e st e s e e steenteenbeeneesntesneesteeteesteaneeas 37
(070101 1o (o) T (=T ) PSSRSO 39
L C=T =IO o] LSO 39

=T ] o] £ S US 39

SEPATALION OF DULIES ... vviiviiieeie ettt et et e e s e s te e s te e s teeste e teeateeneeeaeeassenee e teesteesaeaseeaneesneesneenneennis 40

[T T 1=T 0 T=T o (S SSO RS PRPRRI 41

PEEEY CASN FUNG ...ttt bt b et b bbbt bbbt s b s eb e s b e s e bt s bt eb e s b e st eb e sb e e ekt nb et ebesbe e ebenres 41

(O g =TT T ] o ST OSOS SRR 42

(OF =T L1 OF: T o TP TSP PP PSP PRURORO 42

LAV L O o =T To B O 0T SRR 42

R {0 1o S (O @ i =10 [T £ SS SR PRPRRI 42

Interfund Transfers - Fund Transfers To and From Programs ..........c.cccveieiieiieiiee e se st se e ae e e e e 42
EmMPloyee SUFEtY BONGO COVEIAQE ......ccuveiieiiie e cee et e st et et te s e st e s e e s te e ste et e estesatesteeteesteestessaesseesaeesteanseanseanseassenseeteesteeseens 43
B o SRS 44
ST 1 01 1 o] LSS 46
VA U= OO SO TSSO OO PRPRPRU 46
Allowable and Unallowable EXPENUITUIES ........c.voiieiiie ettt st te e s te e steesaeesbeenbestaestaesteenteeneens 46

EXPENAITUIES ...t bbb bbbt b bbbt b e e bt e b b e bt b e b e bt b b e bt e b b e bbb e bt bt e b bbb 46

ST 1TSS 47

e T Tc T AT (OSSR 48

LI/ IO SRR PP P PTPROROPO 49

FUNISNEA TTANSPOITALION ....eiviitiieiecte ettt ettt e e bt bbbt e b e e bt s be b e bt s b et e bt e be e et e abe b ene et 51

(00011 = Yo ST Y ol Tyl (o @ 1 (=10 [T £ 52

PIOTESSIONGAI FEES....... ettt ettt et bbbt b et e e bt bt e E e e b £ e b £ e Rt e b e eb e bt sb e e b e e st enbenbesbenbeebeereenes 53

Supplies and Other Operating EXPENUITUIES .........coiiiiiiiie ettt bbb sb e bbb ens 55

Lo 1 TSSOSO 58

LU ] TSSOSO 60

0[] o041 SRR OROURUUPRPRROS 61

Financial Management Manual
For TDCJ-CJAD Funding 4 Revised August 2018



The Texas Department of Criminal Justice-Community Justice Assistance Division (TDCJ-CJAD)
provides funds to Community Supervision and Corrections Departments (CSCDs) and other eligible
entities. CSCDs or entities receiving funds from TDCJ-CJAD must comply with this Financial
Management Manual for TDCJ-CJAD Funding.

This manual is prepared for and provided to the local CSCDs and their fiscal officers, as well as to other
TDCJ-CJAD funding recipients, to assist in the required financial operations of departments and programs
and to assist in the correct recording of revenues and expenditures for TDCJ-CJAD funded community
corrections programs, services, and sanctions.

As updated information occurs, TDCJ-CJAD will forward new or replacement pages to all funding
recipients and fiscal officers. These new or replacement pages shall be added to the original manual so
that current information is always available.

TDCJ-CJAD solicits input from all funding recipients. Suggestions or requests for modifications,
revisions, and/or additions shall be submitted in writing to the Director of Financial Operations at TDCJ-
CJAD for review and possible inclusion in subsequent manual updates. Questions concerning the
information contained in this manual may be addressed by contacting TDCJ-CJAD at (512) 305-9300 or
by writing the Community Justice Assistance Division, Price Daniel, Sr. Building, 209 West 14th Street,
Suite 400, Austin, Texas 78701.

Eligibility for Funding
Before a CSCD, state agency, county, municipality, or non-profit agency may receive funding, a Strategic
Plan must be submitted in accordance with TDCJ-CJAD Standards and state laws and accepted by TDCJ-
CJAD. The Strategic Plan must include the specific programs for which TDCJ-CJAD funding is or will
be requested. The Strategic Plan must be approved by the judge(s) as described by Government Code,
Section 76.002, and in accordance with TDCJ-CJAD Standards. Funding to eligible recipients is for
specific fiscal years, September 1 through August 31.

TDCJ-CJAD staff reviews programs and budgets for Basic Supervision, Community Corrections (CC),
Diversion Programs (DP) grants, and Treatment Alternative to Incarceration Program (TAIP) grants; the
results of grant-funded programs are presented to the Judicial Advisory Council. The Director of TDCJ-
CJAD, or the Director's designee, approves these budgets. Additional DP and TAIP funds requested for
existing programs during the fiscal year must be justified and stated in writing to the Director of TDCJ-
CJAD.

Fiscal Officer

The judge(s) as described by Government Code, Section 76.002, may appoint for the department a fiscal
officer, other than the county auditor. If the designated fiscal officer is a county employee, the county may
receive a fiscal service fee to be determined by the CSCD, but cannot exceed 0.75% of total TDCJ-CJAD
funding received on state aid and grant funding for this service. Payment to the fiscal officer shall be after
delivery of services. Adjustments to state aid during the fiscal year may result in adjustments to the fiscal
service fee payable to the county. However, grant recipients other than CSCDs may not pay a fiscal
service fee to the county for performance of required financial duties.
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If the individual is a CSCD employee, in accordance with Government Code, Section 76.004, the cost
associated with the function of the fiscal officer is paid out of the CSCD’s Basic Supervision funds (See
Sources of Funding section). These costs include salaries, fringe benefits, travel, supplies, facilities,
utilities, and equipment. If the appointed fiscal officer is an employee of the department, regardless of
other duties assigned, the individual will report to the administrative judge and maintain independence
from the director in the day to day operations of the department.

If the individual is a third party contractor (i.e., an employee, partner, or other representative of a
contracted CPA/bookkeeping firm), the cost is subject to the contract between the judge(s) as described
by Government Code, Section 76.002, and the individual who is representing the CPA/bookkeeping firm
both in his/her individual capacity and as an officer, partner, or principal of such business entity or firm.
All negotiated cost is paid from CSCD funds from the Professional Fees line item.

The CSCD shall notify TDCJ-CJAD of the appointment by the judge(s) as described by Government
Code, Section 76.002, of a fiscal officer other than the county auditor within ten (10) days of appointment.
The appointment notice format and samples of other required documents can be obtained from TDCJ-
CJAD.

The local CSCD may assign employees of the CSCD to assist the fiscal officer in fulfilling the
responsibilities of the fiscal officer as outlined in Government Code, Section 76.004; however, those
assigned employees shall not assume the responsibilities of the fiscal officer.

CSCD Fiscal Officer Documentation

Texas Government Code, Section 76.004, effective September 1, 2001 allows the judge(s) as described
by Government Code, Section 76.002, the option to appoint a fiscal officer, other than the county auditor,
to be responsible for the following:

e Managing and protecting funds, fees, state aid, and receipts to the same extent that a county auditor
manages county funds and funds of other local entities;

e Ensuring that financial transactions of the department are lawful and allowable; and

e Prescribing accounting procedures for the department.
Only the judge(s) as described by Government Code, Section 76.002, may appoint, set the annual
compensation, or dismiss the CSCD fiscal officer. The judge(s) as described by Government Code,
Section 76.002, shall establish policies to assure the independence of the fiscal officer from the CSCD to
which he/she has been appointed oversight of in accordance with Government Code, Section 76.004.
These policies shall establish a clear independent line of communication between the fiscal officer and the
judge(s) as described by Government Code, Section 76.002.

The CSCD fiscal officer shall keep on file the following fully executed documents for audit purposes:

e Appointment of CSCD Fiscal Officer;

e Statement of Appointed CSCD Fiscal Officer;

e CSCD Fiscal Officer Oath of Office;

e A current bond in the amount of $5,000 or more per occurrence;

e Notification to TDCJ-CJAD of the appointment of a CSCD Fiscal Officer other than the county
auditor; and

e Any other documents deemed necessary by the district judge(s) relative to the CSCD Fiscal
Officer’s appointment and/or position (i.e., minutes of any open meeting relative to the
appointment, contract with CPA/booking firm).
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Applicable Laws and Guidelines
An appointed fiscal officer, at a minimum, should be knowledgeable of the following:

Local Government Code, Chapter 112, County Financial Accounting;

Local Government Code, Chapter 113, Management of County Money;

Local Government Code, Chapter 114, County Financial Reports;

Local Government Code, Chapter 115, Audit of County Finances;

Local Government Code, Chapter 116, Depositories for County Public Funds;

Local Government Code, Chapter 130, Miscellaneous Financial Provisions Affecting Counties;

Local Government Code, Chapter 140, Miscellaneous Financial Provisions Affecting
Municipalities, Counties and Other Local Governments;

Local Government Code, Chapter 155, Deductions from Compensation of County Employees;

Local Government Code, Chapter 157, Assistance, Benefits, and Working Conditions of County
Officers and Employees;

Local Government Code, Chapter 171, Regulation of Conflicts of Interest of Officers of
Municipalities, Counties, and Certain Other Local Governments;

Local Government Code, Chapter 172, Texas Political Subdivisions Uniform Group Benefits
Program;

Local Government Code, Chapter 175, Right of Employees of Certain Political Subdivisions to
Purchase Continued Health Coverage at Retirement;

Texas Employees Group Benefits Act of the Insurance Code, Chapter 1551,

Local Government Code, Title 6, Records, Subtitle B. and C.;

Local Government Code, Chapter 262, Purchasing and Contracting Authority of Counties;
Government Code, Section 76.004, Department Director, Fiscal Officer;

Government Code, Chapter 509, Community Justice Assistance Division;

Standard Financial Management System for Texas Cities and Counties, Texas State Comptroller
of Public Accounts;

Financial Management Manual for TDCJ-CJAD Funding;
Contract Management Manual for TDCJ-CJAD Funding of Offender Services; and

TDCJ-CJAD Policy Statements.

e Copies of the above-listed statutes may be obtained at: https://statutes.capitol.texas.gov.

e Publications from the State Comptroller’s Office may be obtained at:
www.comptroller.texas.gov

e On-line copies of the TDCJ-CJAD Financial Management Manual and Contract Management
Manual may be obtained through the BlueZone, File Transfer Protocol (FTP) server.

Duties of the Fiscal Officer

The receipt of the fiscal service fee by a county employee, or the receipt of a salary or contracted amount
by a fiscal officer other than the county auditor, assumes that the fiscal officer is adequately performing
the responsibilities and duties as delineated in this manual. Some of the duties and responsibilities of the
fiscal officer are:
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e Managing and protecting funds, fees, state aid, and other receipts of money. Each program is to
be maintained utilizing a separate self-balancing set of financial books and accounting records in
accordance with proper fund accounting,

e Ensuring that financial transactions are lawful and allowable,
e Ensuring that the CSCD operates from an approved budget,
e Auditing,

e Bookkeeping,

e Developing and documenting written fiscal policies,

e Investing of idle funds as the CSCD directs,

e Timely and accurate preparing of quarterly financial reports (QFRS) and other financial reports, as
required,

e Preparing of financial statements, including notes to the financial statements, at the close of each
fiscal year or designated funding period,

e Following instructions for negative fund balances (see Negative Fund Balances section),
e Following instructions for 15% budget variance rule (see Budget section),

e Reviewing the draft Independent Audit Report for compliance with Independent Audit Guidelines,
Compliance Requirements, and Standard Reporting Formats, before issuance of the final
Independent Audit to TDCJ-CJAD,

e Performing services set forth in the statutes and in this manual, and
e Performing other services deemed necessary by the judicial district.

The fiscal officer shall consult with the CSCD director to determine the appropriate amount of idle funds
to be invested. Idle funds herein refer to state aid and locally generated funds. The investment shall
provide for a reasonable interest rate, necessary protection of principal, and flexibility. Interest received
from all investments shall be considered locally generated monies and shall be budgeted and reported in
Basic Supervision.

The fiscal officer shall ensure that financial transactions by the CSCD or other funding recipients comply
with the guidelines in the Financial Management Manual for TDCJ-CJAD Funding. The fiscal officer
shall not approve expenditures if the proposed expenditure item exceeds the threshold for which prior
approval is required by TDCJ-CJAD (see criteria under the Budget section of this manual).

Financial Records

Government Code, Section 509.004(a)(1), requires each department to keep financial and statistical
records determined necessary by TDCJ-CJAD. Financial records that each department or fiscal officer
must keep (in electronic and/or paper format) shall include, but are not limited to:

e Journals, ledgers, receipt books, and other normally accepted records and documentation to
support all financial activities of the department. Each program shall be maintained utilizing a
separate self-balancing set of financial books in accordance with proper fund accounting;

¢ Individual offender records indicating fees paid and balances due;

e Canceled and voided checks and receipts or other records of payments;

e Bank statements and monthly reconciliations;

e Personnel records and payroll determinations, including attendance and leave records;
e Vouchers and invoices documenting disbursements;
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e Records to document number of cases supervised and counted for state aid (electronic file or paper
copy of each month's list of direct cases corresponding to each Monthly Community Supervision
and Correction Reports (MCSCR) in support of the Intermediate System (ISYS);

e Lists of offender names and other case file documentation to support state aid reimbursements;

e Copies of budgets, QFRs, independent audit reports, and annual financial statements, including
notes to the financial statements;

e Documentation of procurement practices;
e Copies of contracts and leases;

e Records indicating payments by certain sex offenders, as well as other specifically ordered fees
collected by the CSCD outside of the TDCJ-CJAD budget and reporting process, and the
remittance of those fees by the department to the State Comptroller;

e Records supporting restitution collections from offenders and paid to victims, including the
tracking of unclaimed restitution payments; and

e Written department policies and procedures covering all financially related activities.

Specific guidelines for required records are issued periodically by TDCJ-CJAD to the departments. All
financial records must be kept on file for audit purposes in compliance with the records retention
guidelines outlined in Local Government Retention Schedules, issued by the Texas State Library and
Archives Commission and in compliance with TDCJ-CJAD policy.

Sources of Funding

TDCJ-CJAD receives from the Texas Legislature appropriations from specific strategy line items and
distributes state aid funding to eligible recipients.  Sources of funding to CSCDs and other recipients
include:

Basic Supervision (BS) Funding

This state funding is a per capita allocation based on statistics from the previous full calendar year. (For
example, Fiscal Year 2019 funding [September 1, 2018 through August 31, 2019] is calculated on statistics
from Calendar Year 2017.) The per capita formula includes calendar year misdemeanor placements and
direct felony cases. Funding is first allocated to misdemeanor placements for 182 days. The remaining
funding is allocated to felons under direct community supervision based on the CSCD's share of the state’s
total population of direct felons. Basic Supervision is distributed only to CSCDs.

Community Corrections (CC) Funding

This appropriation line item is allocated based on two equally assigned factors: (1) the percentage of the
state's population residing in the counties served by the department, and (2) the percentage of all felony
defendants in the state under direct community supervision by the department. CSCDs are the only entities
eligible for CC funds. The Texas Board of Criminal Justice rule, pursuant to Government Code, Section
509.011(f), creates a fixed 5% decrease limit between fiscal years. An upper limit is determined
mathematically by available funding and the size and number of departments that reach the decrease limit.
In the event that appropriations are inadequate to maintain all of the departments at the decrease limit, all
allocations will be reduced proportionally relative to the previous fiscal year.

Diversion Program (DP) Funding
This discretionary appropriation line item funding is awarded on a competitive basis. The priorities for
distribution are determined biennially. All requests are reviewed by TDCJ-CJAD staff, approved by
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management, and then presented to the Judicial Advisory Council. DP funds shall not be used for Basic
Supervision or Community Corrections funded services.

a. Substance Abuse Felony Punishment Facility (SAFPF) Funding: Aftercare caseloads
are funded on a per case basis and must meet specific supervision requirements. Funding
for SAFPF aftercare caseloads is allocated by TDCJ-CJAD through the DP line item, but
is budgeted and reported by CSCDs as state aid under Basic Supervision.

b. Dedicated Salaries (Formerly Rider 80 Salary Funds) Funding: Dedicated Salaries are
funded based on specific criteria per position (not employee). Funding for Dedicated
Salaries is allocated by TDCJ-CJAD through the DP line item, but is budgeted and reported
by CSCDs as state aid under Basic Supervision.

c. High/Medium Reduction Caseload Funding: Funding for High/Medium Reduction
Caseloads is allocated by TDCJ-CJAD through the DP line item, but is budgeted and
reported by CSCDs as state aid under Basic Supervision.

d. Pre-Trial Funding: Appropriations of the Pre-Trial funding are allocated by TDCJ-CJAD
through the DP line item, but are budgeted and reported by CSCDs as state aid under Basic
Supervision.

Treatment Alternative to Incarceration Program (TAIP) Funding

This discretionary appropriation substance abuse funding is awarded on a competitive basis. The priorities
for distribution are determined biennially. All requests are reviewed by TDCJ-CJAD staff, approved by
management and then presented to the Judicial Advisory Council. TAIP funds shall not be used for Basic
Supervision services. In accordance with Chapter 76 of the Government Code, TDCJ-CJAD establishes
standards of operation for funding the CSCDs with the TAIP funds.

State Payments

TDCJ-CJAD submits requests to the TDCJ-Business and Finance Division at the end of each quarter for
the release of the next quarterly payments for Basic Supervision, CC, DP, and TAIP funds to all funding
recipients. Other extraordinary payments are provided as frequently as deemed necessary by the TDCJ-
CJAD Director to all eligible entities in accordance with respective statutory requirements for TDCJ-
CJAD line item appropriations. The warrants and electronic transfers are issued by the State Comptroller's
Office.

Texas Government Code, Section 509.011, Subsection (c), states that, "Each department, county, or
municipality shall deposit all state aid received from the division in a special fund of the county treasury
or municipal treasury, as appropriate, to be used solely for the provision of services, programs, and
facilities under this chapter or Subchapter H, Chapter 351, Local Government Code" (for County
Correctional Centers). State aid received by CSCDs from TDCJ-CJAD must be deposited, accounted for,
and used in relation to services for adult offenders only.

Local Government Code, Section 140.003 (f), requires CSCDs to deposit funds with the county treasurer
for deposit in the county treasury for the benefit of the CSCD. The county treasurer is to disburse those
funds as the CSCD directs. As indicated by Attorney General’s Opinion DM-257 dated September 15,
1993:

“Section 140.003 of the Local Government Code, in directing an adult probation office, as
a ‘specialized local entity,” to deposit the funds it receives ‘in the county treasury of the
county in which the entity has jurisdiction,” means that such funds must be deposited with
the county treasurer for placement in the county depository. The phrase ‘the funds the
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entity receives,” as used in section 140.003, subsection (f), means all funds from any source
(except for any specific fund regarding which there may be a provision of law to the
contrary).”

Therefore, except for occasions where there is a provision of law to the contrary, the CSCD shall deposit
all funds with the county treasurer for deposit into a special fiduciary fund in the county treasury
designated for the CSCD. The county treasurer acts as the custodian of the CSCD’s funds; however, the
decision-making authority over how and when to disburse and/or invest those funds remains with the
CSCD. The CSCD's funds in the custody of the county treasurer must be covered by the county’s
collateral security pledge from the financial institution to cover the estimated highest balance of funds.

Idle funds to be invested, if any, shall only be within the depository of the county in a manner that protects
the integrity of the principal and guarantees no loss of principal to the CSCD.

Time for Making Deposits

Local Government Code, Section 113.022, requires that funds collected shall be deposited with the county
treasurer on or before the next regular business day after the date on which the funds are received. If this
deadline cannot be met, the funds must be deposited, without exception, on or before the fifth business
day after the day on which the funds are received. However, if a county has fewer than 50,000 inhabitants,
the commissioners’ court may extend the period during which funds must be deposited with the county
treasurer, but the period may not exceed 15 days after the date the funds are received. For multi-county
CSCD jurisdictions, deposit under these guidelines must be with the treasurer of the county designated by
the district judges, pursuant to Local Government Code, Section 140.003(f), to care for the CSCD’s funds.

Collection or clearing accounts must be covered by pledge collateral to cover the estimated highest balance
of funds for any daily balances operated in conjunction with or through the county depository by the
CSCD. The CSCD should enter into an agreement with the county for those funds to be included, along
with the judicial district funds, in the security pledge from the financial institution. It is recommended
that the CSCD consult with the county auditor regarding proper procedures at the local level for
compliance with Local Government Code, Section 113.022. However, the fund balance in all collection
or clearing accounts shall be transferred to the Judicial District Account or to the designated recipient of
the funds within the time frames outlined in Local Government Code, Section 113.022.

Funds deposited into collection and clearing accounts are trust funds, and these accounts shall be operated
only to distribute collections from offenders to the appropriate recipient or to the county treasurer for
deposit. These accounts are subject to audit by the county auditor. These funds, while in the collection
or clearing accounts, shall not be used for operation expenditures of the CSCD.

Withholding of Funds by TDCJ-CJAD

A rider in the General Appropriations Act authorizes TDCJ-CJAD to withhold the distribution of funds
allocated to CSCDs for community supervision operations and programs for “CSCDs that fail to comply
with TDCJ data reporting requirements that include, but are not limited to, data required for the
Community Supervision Tracking System, Quarterly Financial Reports (QFRs), MCSCR, Program
Output Reports, and other data required by TDCJ for accountability purposes.” This authorization also
includes monthly ERS reports.

Budgets

TDCJ-CJAD funding allocated to any entity, organization, or CSCD shall require separate budgets for
each program. All revenues, except interest, and all expenditures resulting from a specific program must
be budgeted and reported in that specific program. Interest earned in all programs shall be budgeted
and reported only in the Basic Supervision budget for CSCDs. TDCJ-CJAD requires that the CSCDs
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and other funding recipients submit budgets biennially. Budgets shall be submitted and approved for the
two-year period at the beginning of each biennium. Funding recipients shall submit budgets via the TDCJ-
CJAD Budget Website, https://cjadweb.tdcj.texas.gov/Index/, with signature pages sent by fax or scanned
and submitted electronically.

CSCDs shall conduct comprehensive reviews of their program needs to ensure the most efficient use of
funds.

Initial Budget and Adjustment Process

The judge(s), as described by Government Code, Section 76.002, approves the CSCDs’ biennium budgets.
The judges must also adopt budget approval policies and procedures, which must be kept on file for
auditing purposes [see Local Government Code, Section 509.003].

Pursuant to Local Government Code, Section 140.004, at least 45 days prior to the first day of the county’s
fiscal year, the CSCD shall prepare a budget for the department’s fiscal year and meet with the judges to
finalize the budget.

At least 14 days before the CSCD meets with the judges to finalize the budget, the department shall file
with the commissioner’s court a copy of the budget and a statement containing the date of the department’s
meeting to finalize its budget. Figure 1 shows the timelines discussed above.

Figure 1

CSCD Must Notify

County’s First Day of the

CSCD Must Hold Meeting

Commissioners’ Court and

Fiscal Year: Before: Provide Copy of Budget
Before:
September 1 July 18 July 4
October 1 August 17 August 3
November 1 September 17 September 3

Within 90 days after the end of the fiscal year, or by the date the county auditor's annual report is made,
the CSCD shall file a Statement of Financial Position with the Commissioners' Court [see Local
Government Code, Section 140.004 (d)].

Budgets are authorized expenditures and program operations of a CSCD, or other funding recipient, based
on reasonable revenue expectations and appropriations of the Texas Legislature. Governmental entities
are required to operate from an approved budget. CSCDs may submit budget adjustments for approval to
TDCJ-CJAD at any time during a fiscal year.

Budget adjustment requests for the preceding fiscal year will be reviewed and processed by TDCJ-CJAD
if received (finalized on the Budget website) by September 30 (one month after the end of the fiscal year).
TDCJ-CJAD will not accept budget adjustments after September 30 for the previous fiscal year.

By October of the second year of the biennium, all CSCDs should submit budget adjustments in order to
adjust for changes to the biennium budget of the estimated state aid and previous year’s carry over amount
for each program.

Any budget transaction approved during the first year of the biennium that will not be initiated until the
second year of the biennium shall retain its approved status, but must be reflected in the second year’s
budget. CSCDs seeking to reallocate any or all of the ending fund balance from the first year of the
biennium must receive prior approval of the budget adjustment if the adjustment or individual items meet
any of the criteria which require prior TDCJ-CJAD approval.
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Prior to expenditure of funds, CSCDs and other funding recipients must submit to TDCJ-CJAD a budget
adjustment request for the following situations:

e Expenditure line item changes that exceed 15% of the last approved line item amount (including
interfund transfers to other programs or for cash-matching grants from other agencies);

e New equipment purchases from DP and TAIP funds exceeding $5,000 (cumulatively);

e Vehicles purchased with DP or TAIP funds (requires justification in the budget adjustment);

e Salary increases or a change in the number of positions last approved in DP and TAIP funded
programs;

e Expenditures for leases of office/building space, for lease-purchase of a Community Corrections
Facility (CCF), and for construction/renovation;

e Basic Supervision expenditures for facilities, utilities, or equipment which require TDCJ-CJAD
approval of the county's certification of inability to provide funds for such items for expansion
purposes and for increases in lease payments during an approved five-year period of certification;

e Matching funds for grants from agencies other than TDCJ-CJAD; or

e Departure from any standard or special condition of grant funding as stated in the Grant Award
Statement or in the Special Grant Conditions.

Independent auditors will be instructed that only budgets approved by TDCJ-CJAD should be used to
perform the financial audit. Budget total line item differences over 15% that resulted in unauthorized
expenditures (expenditures that did not receive prior approval from TDCJ-CJAD) for the fiscal year under
audit in the CSCD’s independent audit report shall be refunded to TDCJ-CJAD from the then-current
Basic Supervision funding for the CSCD, as shown in Figure 2.

Figure 2
Example of 15% Budget Variance
Category E)?::::Ls A:E;‘;‘;‘:d Difference Category ExApC:::tles A:E;‘;‘;‘:d Difference
Utilities $1,500 $1,000 $500 50% Utilities $1,150 $1,000 $150 15%
15% Variance $150 15% Variance $150
Refund $350 Refund $0

Fund Balances/Refund Policy

End of the First Year of the Biennium Balances

Fund balances for Basic Supervision, CC, DP and TAIP are carried forward from the first year of the
biennium (every even-numbered year; i.e., Fiscal Year 2016) to the second year of the biennium (every
odd-numbered year; i.e., Fiscal Year 2017).

State Funds Returned at the End of the Biennium

A rider in the General Appropriations Act, also referred to as the refund rider, requires TDCJ-CJAD to
establish policies that ensure unexpended and unencumbered state funds are returned to the state at the
end of the biennium. The rider further stipulates the amount of refunds required to sufficiently fund the
first year of the next biennium. If refunds are not sufficient to meet the rider amounts, total state aid shall
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be reduced to compensate for the differences. If refunds exceed the required amount, the excess amount
shall be redistributed to the CSCDs, normally in the first year of the biennium.

a. Basic Supervision Funds - Upon receipt of the final closeout financial report for the
biennium, the Basic Supervision refund, commonly known as the refund formula, due to
the State from all CSCDs, shall be calculated by TDCJ-CJAD. All revenues and
expenditures, including prior period adjustments and interfund transfers, during the
biennium (excluding the beginning fund balance) in the Basic Supervision program shall
be considered in determining the amount of any unexpended monies available after all
financial payments have been completed.

TDCJ-CJAD will identify all local and state generated monies from the quarterly financial
reports. The balance of unexpended monies multiplied by the percentage of TDCJ-CJAD
Basic Supervision State aid to the total revenue earned shall be refunded to TDCJ-CJAD.
The remaining balance of unexpended monies shall be added to the Basic Supervision
fund’s beginning fund balance in the succeeding fiscal year (first year of the new biennium)
and retained at the local level.

The fourth quarter financial report at the end of the biennium for Basic Supervision will
have a Carry Over Total amount on Line “Y,” with Line “X,” Refund to CJAD reflecting
a zero. TDCJ-CJAD will calculate the refund amount during the first year of the new
biennium,

b. CC, DP and TAIP Funds - At the end of each biennium CSCDs shall refund to TDCJ-
CJAD the fund balances from all CC, DP and TAIP programs as of August 31%, at the same
time that the fourth quarter financial reports are submitted by November 30" of odd
numbered years. These funds are to be reported on the 4™ quarter financial report. The
Fund Balance is on Line “W” of the report format on the QFR Website, and the same
amount, entered as a negative number, is on line “X,” Refund to CJAD. This leaves line
“Y,” Carryover Total, as zero.

Retention of Funds Required to Pay for Litigation
CSCDs may set aside Basic Supervision funds prior to the calculation of the end-of-biennium refund to
pay for pending litigation settlements. To set aside funds, the CSCD must demonstrate the following:

e That litigation does exist and is pending in a court of jurisdiction;

e That there is a reasonable chance that the CSCD will be required to pay a settlement
amount; and

e That the estimated settlement amount is equal to or less than the statutory
indemnification of the State of Texas.

CSCDs must notify the Director of TDCJ-CJAD by September 30 after the end of a biennium that
funds will be set aside, along with documentation from current counsel that the above
circumstances do exist. Procedures:

1. Funds shall be encumbered and reported as expenditures in the Professional Fees
expenditure line on the 4™ quarter financial report in the year in which the funds
were set aside (the last year of the biennium).

2. Any funds set aside will remain in the account of the CSCD until a settlement is
reached.

3. Once a settlement is reached, the CSCD will provide a copy of the settlement to the
TDCJ-CJAD Director.
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4. TDCJ-CJAD is not a party to the lawsuit; therefore, TDCJ-CJAD is not in a position
to approve or disapprove the settlement.

5. When asettlement is reached, any funds remaining will be reported as a prior period
adjustment on the QFR in the year that the settlement was reached.

6. Any portion of funds remaining from the encumbered funds at the end of the
previous biennium will be returned to TDCJ-CJAD using the most recent Basic
Supervision Refund of State Aid percentage.

Retention of Funds Required to Pay Accumulated Leave for Retiring Employee(s)

CSCDs are allowed, with prior written approval of TDCJ-CJAD on a case-by-case basis, to set aside Basic
Supervision funds prior to the calculation of the end-of-biennium refund, to pay for accumulated leave
(based on the CSCD’s written personnel policies) payments to an employee(s) who will retire within three
(3) months after the end of the biennium. To set aside funds, the CSCD must demonstrate the following:

e That an employee(s) intends to retire within three months of the end of the biennium
by providing a letter of such intent to the CSCD director,

e That the CSCD’s written personnel policies allow for payment of certain accumulated
leave at retirement, and

e That the CSCD’s basic operations would be jeopardized by paying the accumulated
leave from the new biennium’s funds; the CSCD director must submit an analysis of
the anticipated revenue and expenditures, including the total anticipated payment to the
CSCD employee(s) planning to retire based on then-current leave balances.

CSCDs must submit to the Director of TDCJ-CJAD by September 30 after the end of a biennium a
request to set aside these funds, along with documentation, as listed above, that these circumstances do
exist. Procedures:

1. Funds shall be encumbered and reported as expenditures in the Salaries/Fringe
Benefits expenditure line on the 4™ quarter financial report in the year in which the funds were set aside
(the last year of the biennium).

2. Provided that the employee(s) retire within the first three months of the succeeding
fiscal year, any funds set aside from the previous fiscal year will remain in the account of the CSCD until
the latter of (a) November 30 of the succeeding fiscal year, or (b) the date on which the accumulated
leave balances have been fully paid to the retiree.

3. Once the accumulated leave has been paid for a retiree, the CSCD will provide a
letter to the TDCJ-CJAD Director indicating how much was paid from the encumbered funds of the
previous fiscal year.

4. Once a retiree has been paid for accumulated leave, any funds remaining from the
encumbered funds at the end of the previous biennium will be reported as a prior period adjustment on
the Quarterly Financial Report in the year that the funds were paid and will be returned to TDCJ-CJAD
using the most recent Basic Supervision Refund of State Aid percentage.

5. Once the employee(s) retires, any portion of funds remaining from the encumbered
funds at the end of the previous biennium will be returned to TDCJ-CJAD using the most recent Basic
Supervision Refund of State Aid percentage.

6. If the employee(s) does not retire within the three-month period, the total amount
of encumbered funds will be returned to TDCJ-CJAD using the most recent Basic Supervision Refund
of State Aid percentage.
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Six Months’ Reserve

Government Code, Section 509.011(g), authorizes TDCJ-CJAD to withhold Basic Supervision and CC
funds from CSCDs that have in excess of six (6) months of operating funds in their fund balance at the
end of a biennium. TDCJ-CJAD may adopt policies permitting a CSCD to maintain reserves in amounts
greater than otherwise permitted to cover certain costs. If applicable, excess reserves shall reduce the
Basic Supervision funding to affected CSCDs; normally in the second year of the biennium. TDCJ-CJAD
uses the following methodology to determine the six-month reserve:

A B C D E F
Previous FY Six Months' Carryover
Previous FY | Previous FY Net Total Reserve from Previous | Excess Over
Total Transfers Out Expenditures (Includes FY Into Six Months'
CSCD Name | Expenditures of Basic Plus Transfers Transfers) Current FY Reserve
Formula: =A+B =C/2 =E-D
Example: $544,255.26 | S 17,158.68 | S 561,413.94 | $280,706.97 | $285,478.14 S 4,771.17

A. Determine the total expenditures from Basic Supervision incurred in the last year of the previous
biennium;

B. Determine the total interfund transfers out of Basic Supervision of that year;

C. Add “A” +“B” to determine the combined total expenditures plus interfund transfers out of Basic
Supervision for that year;

D. Divide “B” by half (“B” / 2); this is the amount it took to operate for six months in the last year
of the biennium, or the maximum amount of the six months’ reserve;

E. Insert the TDCJ-CJAD calculated carryover amount from the end of the previous biennium to the
new biennium, less the previous biennium’s refund of Basic Supervision State Aid, if applicable.

F. Subtract “E”, Carryover from Previous Biennium, from*“D”, Six Months’ Reserve. This is the
Excess Over the Six Months’ Reserve;

If the amount in “F” indicates an excess over the six-month's reserve amount (the
calculation in “D”), then the Basic Supervision funding, normally in the second year of the
biennium, shall be withheld by the amount of the excess. If the excess, “F”, is more than
the amount originally allocated to the CSCD for the second year of the new biennium, then
the amount of Basic Supervision withheld will equal the amount of the allocation amount
for the fiscal year;

If the amount of “D” indicates an amount less than the six-months’ reserve amount, then
no Basic Supervision funding will be withheld in the second year of the new biennium;

If appropriate, TDCJ-CJAD will recalculate the statewide Basic Supervision allocation to
redistribute any Basic Supervision funding withheld from CSCDs with excess reserves to
CSCDs without excess reserves; and

TDCJ-CJAD is authorized to withhold both Basic Supervision and CC funds from CSCDs
having over the six-month reserve amount in Basic Supervision.
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Deobligations

A deobligation is the reduction of State Aid for funds that are in excess of the amount needed to operate
the programs for the remainder of the fiscal year. CSCDs shall periodically review their programs to
determine if funds currently allocated represent actual needs of the program. Funding recipients shall
address the excess funding with TDCJ-CJAD to determine what action should be taken. In addition, each
quarter, TDCJ-CJAD shall evaluate the CSCD’s DP & TAIP fund utilization to determine if funds need
to be deobligated.

Government Code, Section 509.011 (h), allows CSCDs to deobligate any unencumbered state funds held
by the department during a fiscal year (Basic Supervision, CC, DP, and TAIP). It further authorizes TDCJ-
CJAD to distribute these funds to other CSCDs.

Note: Deobligations must be reported on line F (State Aid) in quarterly financial reports. Do not use line
X (Refund to CJAD) for reporting deobligated funds.

One-Time Funding

One-time funding is awarded on a competitive basis. The priorities for distribution are determined
biennially. All requests are reviewed by TDCJ-CJAD staff and approved by management. Funds in excess
of the refund rider requirement may be available for reobligation to the CSCDs; these will be treated as
one-time funding requests, which should be received by TDCJ-CJAD by March 31% of even-numbered
years. Requests received after that date will be considered as additional funds become available.

Financial Reports

TDCJ-CJAD funding allocated or granted to any entity, organization, or CSCD shall require separate
quarterly financial reports for each program. All revenue and expenditures reported must be related to the
approved program budget. TDCJ-CJAD requires the fiscal officer for each funding recipient to prepare
and submit a financial report every quarter for each TDCJ-CJAD funded program.

Basis of Accounting

Although funding recipients are encouraged to use the modified accrual basis of accounting for each
quarter, the first, second, and third quarter reports may be prepared on the cash basis method of accounting.
The fourth quarter report, which closes out the fiscal year, must be prepared on the modified accrual basis
of accounting. The modified accrual basis of accounting requires that revenues are recognized when
"measurable and available" and expenditures are recognized in the "accounting period in which the fund
liability is incurred.” In order for the funding recipient to report an accrual, as of August 31, on the fourth
quarter report, TDCJ-CJAD requires that the expenditures be paid and the item received by October 31.

Note: CSCDs with twenty-six (26) employee pay periods may have overlap into the next fiscal year and
should use the modified accrual basis of accounting in the 4" quarter to accurately reflect salary and fringe
benefit expenditures.

Negative Fund Balances (1%, 2"® and 3" Quarters)

The fiscal officer has a duty to inform the funding recipient of the budget limits and cash balances.
Appropriate fiscal management of funds received by CSCDs and other grant recipients must ensure that
program budgets are continually monitored by comparing budgets to actual expenditures throughout the
fiscal year. To avoid negative fund balances throughout the fiscal year, it is advised that transfers of funds
from Basic Supervision or Community Corrections be made to all programs that have a negative fund
balance prior to the end of the quarter, and these transfers be reflected on the TDCJ-CJAD quarterly
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financial reports. If a negative fund balance will occur during the fiscal year, the CSCD Director or
designee must notify the TDCJ-CJAD Fiscal Management Section prior to the end of the quarter and
provide a written statement with a reasonable explanation for the negative balance for each program in
which it occurs. A form that can assist in providing the required explanation(s) for the negative fund
balance in each program is available on the BlueZone within the Fiscal Management folder, or can be
requested from Fiscal Management staff. Upon approval from TDCJ-CJAD Fiscal Management Section,
CSCDs may proceed with reporting a negative fund balance for the 1%, 2", and/or 3™ quarters.

Negative Fund Balances at Fiscal Year End (4" Quarter)

CSCDs and other grant recipients cannot absorb a negative fund balance in any program at the end of a
fiscal year from funds allocated, awarded, or collected for and/or during the subsequent fiscal year. Any
negative fund balance at year-end for CC, DP, or TAIP programs must be covered by an interfund transfer
from Basic Supervision at the end of the fiscal year. Alternatively, for CC program budgets, a negative
fund balance in a CC program may be covered from a positive fund balance in another CC budget at year
end by moving CC funds between the two CC programs on the state aid revenue line. If Basic Supervision
has a negative fund balance at year-end, the fourth quarter financial report must include either an
adjustment to revenue or to the expenditures so that the fourth quarter report will contain a zero balance.
Along with the fourth quarter report, the CSCD shall submit an explanation as to how the shortfall was
covered (i.e., reimbursement by the CSCD director, county funds, donation for that specific purpose).

For reporting purposes, TDCJ-CJAD does not require CSCDs to include financial information associated
with GASB-34 reporting requirements.

Expenditure Reports Schedule
The financial reports shall be prepared using dollars and cents, and the information on the financial reports
shall be verified for accuracy by preparing reconciliations to the bank balances.

Expenditure Review

Expenditures by funding recipients are subject to review, and any expenditure not supported by the
appropriate documentation may be deemed unallowable. If an expenditure is not listed in the Financial
Management Manual as allowable under the funding source used for the program, the expenditure shall
not be charged to the program without prior approval from TDCJ-CJAD. Any expenditure charged to a
CC, DP or TAIP program that is deemed unallowable shall be reimbursed through the Basic Supervision
fund, provided the expenditure is allowable for Basic Supervision Programs, or state funding may be
reduced to reimburse for the unallowable expenditures. Therefore, the funding recipient is to carefully
review all transactions, request authority from TDCJ-CJAD on questionable items, and amend the budget,
as appropriate.

Quarterly Financial Reports (QFRs)

QFRs are due to TDCJ-CJAD within 30 days of the close of each quarter (due the end of December, March
and June). If during the fiscal year discrepancies are identified on the QFRs after the reports have been
finalized, the fiscal officer may contact the TDCJ-CJAD Accounting Unit for assistance with unlocking
the reports to make corrections. The final report for the fourth quarter is due to TDCJ-CJAD no later than
90 days after the close of the fiscal year (due the end of November).

Revised fourth quarter financial reports shall be considered in the succeeding year for adjustments to the
fund balance if received at TDCJ-CJAD by January 31. After January 31, any adjustments that affect the
fund balance shall be reported on the then-current quarterly report but will not result in any adjustment to
any previously calculated refund or for calculation of the six-month reserve.
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TDCJ-CJAD Quarterly Financial Report Definitions
The following replicates the reporting format of the TDCJ-CJAD Quarterly Financial Report providing
definitions of the individual line items:

Program £ Program Tatle Chief Connty (CECDY
Fiscal Year Cneartes Chearter Ending Dare
Fuonding Source Status

e CJAD Program #: Number assigned to the TDCJ-CJAD Program Proposal/Budget when it is
entered into the TDCJ-CJAD integrated database.

e Chief County: Administrative county of the jurisdiction.
e CSCD Fiscal Year: Current fiscal year (September through August).

e Quarter Ending Date: Last day of the reporting quarter of the current fiscal year (November 30,
20X X, February 28, 20X X, May 31, 20XX, or August 31, 20XX).

e CSCD Quarter: The numerical reporting quarter of the current fiscal year.
e Program Title: Title given for the program when submitted to TDCJ-CJAD.
e Funding Source: The funding source for the program (BS, CC, DP or TAIP).

A. Program Fund Balance $ [ ]
B. Prior Pertod Adjustment $ | |
C. Prior Year R?flllld% Basc Supersision Only S ’ I
D. Interfund Transfer

[1] Basic Supervision s |

(Basic Supervision Transfer notes)

[2] Community Corrections s | |

E. ADJUSTED FUND BALANCE (A+B+C+D): s | |

A. Program Fund Balance: The date and the amount listed on line “W” of the previous quarter’s
report.

NOTE: For the first quarter of the new biennium, only Basic Supervision has a carryover fund
balance that matches line “Y” of the previous quarter (and previous fiscal year). CC, DP, and
TAIP have a zero ($0.00) fund balance (carryover) at the beginning of the biennium since the
previous biennium’s end of year balance for these funds was listed as a “payable’ on the Statement
of Financial Position as of August 31 and was refunded to TDCJ-CJAD by November 30. Each
subsequent quarter for the biennium has a Program Fund Balance (carryover) matching on line
“Y” of the previous quarter’s report.

B. Prior Period Adjustment: Adjustment to beginning fund balance as a result of corrections and/or

audit findings of prior fiscal years, not prior quarters of the current fiscal year. This amount
does not include prior-year refunds.
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C. Prior Year Refunds: Amount of a previous biennium’s refund to TDCJ-CJAD (Basic Supervision
only). Refunds for CC, DP, and TAIP are reported in the fourth quarter of the last year of the
biennium.

D. Interfund Transfer: Transfers are not required to be physically transferred to the program until
the funds are actually required in the programs to which they are to be transferred. The amount of
actual transfer is to equal the amount required to offset expenditures in order to cover any negative
fund balance at the end of a quarter. Any excess amount transferred-in should be returned to the
Basic Supervision or CC fund at the end of the fiscal year (as of August 31). If an Interfund
Transfer is required as a condition of a grant award, then the full amount of the budgeted Interfund
Transfer shall be physically transferred to the required program at the beginning of the fiscal year.
In these situations, there are no excess funds, and no transfer back to the Basic Supervision or CC
fund is to be made. However, at year-end, if the CSCD can demonstrate that the total amount that
was transferred was not actually expended for the required purpose, then, with approval from
TDCJ-CJAD, the CSCD may return that unexpended portion to Basic Supervision or CC within
the same fiscal year. No refunds can be returned to the transferring program in the following fiscal

year.
E. Adjusted Fund Balance: Net amount of “A” through “D.”

Revenues
REVENUES
F. State Aid s | |
G. SAFPF Payments (Basic Supervision only $ [ ]
H. Communtiy Supervision Fees Collected (Basic Supervisson cnly): $ [ ]
I. Pavments by Program Participants S [ ]

(Payments by Program Participants notes)

J_ Interest Income (Basic Supervision only $ [ ]
K. Other Revenue $ [ l
L. TOTAL REVENUE (F+G+H+I+FK): | |
M. TOTAL FUNDS AVAILABLE (E+L): $ [ I

F. State Aid: Payments received from TDCJ-CJAD for program operations. These can include Basic
Supervision payments, CC payments, DP payments, and TAIP payments. These funds are received
from TDCJ-CJAD at the beginning of each quarter. In addition, DP Dedicated Salary funds, DP
formula based pretrial funding and DP funds for High/Medium Risk Caseloads are deposited,
budgeted, and reported only in Basic Supervision. Deobligations are also reported on this line as a
reduction in state aid (enter as a negative number).

G. SAFPF Payments: DP payments received from TDCJ-CJAD for SAFPF aftercare caseloads.
These payments are deposited, budgeted and reported in only in Basic Supervision.

H. Community Supervision Fees Collected: The Texas Code of Criminal Procedure, Article
42A.652(a), allows judges to set a fee of not less than $25 and not more than $60 per month to be
paid by the defendant during the community supervision period. Supervision fees received from
offenders in all programs are deposited and recorded only in Basic Supervision. Do not include
any programmatic fees charged to offenders. Supervision fees are recorded as revenue during the
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fiscal year in which the fees are received by the CSCD, not during the fiscal year in which the fees
are deposited in the county treasury. Supervision fees received from offenders in all programs are
budgeted and reported as revenue in the Basic Supervision budget to offset administrative costs of
the department that can be charged to the other programs. Examples of these administrative costs
are administrative salaries, copiers, and vehicles. By offsetting these costs, the CSCDs are not
required to maintain records to allocate administrative costs to different programs.

There are two sources of funding for supervision of an offender placed on community supervision:

e The judicial district having original jurisdiction over the case shall receive the supervision
fee.

e The judicial district providing direct supervision shall receive the state aid designated for
direct supervision.

I. Payments by Program Participants: Any revenue (other than supervision fees) received from
offenders as a fee to participate in a particular program or activity. Examples include DWI
programs, urinalysis testing, pretrial diversion programs, administrative fees, etc. These funds
shall be deposited in the judicial district CSCD account and must include all funds received from
DWI programs, urinalysis testing, pretrial programs, electronic monitoring programs, room and
board, transportation, etc. These fees that are collected in each program as a result of that
program’s activity shall be budgeted and reported for that specific program.

Program participant fees must be limited to the CSCD's costs of providing the services to
offenders, unless otherwise ordered by the sentencing judge. Article 42A.651(a) of the Code of
Criminal Procedure provides the following and is the predicate of the collection of all fees charged
to offenders under supervision: “A judge may not order a defendant to make a payment as a term
or condition of community supervision, except for the payment of fines, court costs, or restitution
to the victim, reimbursement of a county as described by Article 42A.301(11), or a payment
ordered as a condition that relates personally to the rehabilitation of the defendant or that is
otherwise expressly authorized by law.”

J. Interest Income: Interest earned on deposits in interest bearing accounts for all programs. All
idle funds must be deposited in an interest bearing account. Interest from programs other than
Basic Supervision shall be reported as Basic Supervision revenue. This revenue represents interest
earned on deposits in interest-bearing accounts. Interest earned as of August 31, but not received
until after August 31, is recorded as revenue during the fiscal year earned. Thus, an accrual is
required of interest earned through August 31 on investments purchased prior to the end of the
fiscal year but maturing after the end of the fiscal year.

K. Other Revenue: Any revenue deposited into a CSCD program fund not recorded in other
categories. This category includes any revenue not discussed in the previously identified
categories. This revenue is recorded during the fiscal year received (i.e., county support for
allowable items, collection fees from other governmental agencies, transaction fees, and donations
from other sources).

Other Revenue items for residential facility programs include commissary items (may be sold to
residents at up to 5% above cost), meal fees from non-residents, pay phone/pool table/video game
collections, reimbursements from residents, vending machine collections, washing machine/dryer
collections, etc.

Note: Vending machine revenue earned by the CSCD or CCF shall be used only for the same
purposes for which State funds may be used. This revenue may not be used to purchase
unallowable items. (Refer to Attorney General Opinion JM-391, December 18, 1985.)
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Disclosure of all other sources of revenues under control of the CSCD shall be made through the
budgetary and reporting processes as submitted to TDCJ-CJAD. (See the “Grants, Donations,
Fees and Other Revenue from Agencies Other Than TDCJ-CJAD” section of this manual for
additional requirements.)

L. Total Revenue: Amount of F+G+H+I+J+K.,
M. Total Funds Available: Amount of E+L (Adjusted Fund Balance plus Total Revenue).

Expenditures

EXPENDITURES

N. Salaries/Fringe Benefits $ i |
O. Travel’Furmished Transportation S [ J
P. Contract Services for Offenders $ [ ]
Q. Professional Fees $ [ l
R. Supplies & Operating Expenditures $| ]
S. Facilities $ [ ]
T. Unlities $ | |
U. Equipment $| |
V. TOTAL EXPENDITURES (N+O+P+Q+R+S5+T+1): $ [ ]
\W. Sub Total aLv): $| |
X. Refund to CJAD: $ [ I
Y. CARRY OVER TOTAL (W+X): | |

All expenditures shall be recorded in the fiscal year in which the expenditures were incurred and, in the
case of a payable, meet the requirements for payables detailed in the "Statement of Financial Position"
section of this manual. Actual performance of services provided by vendors or contractors after August
31 shall be paid for from the next fiscal year's funds. If a reimbursement of an expenditure is received by
the CSCD and the expenditure and reimbursement are in the same fiscal year, then the reimbursement
shall be budgeted and reported as a reduction of the original expense. For example, on November 5, the
CSCD purchases two laptop computers at $800 each; then, on January 10, the CSCD returns one of the
computers for a refund. In this situation, the purchase and the refund both occurred in the same fiscal
year. Therefore, by year end, the accounting records (and the quarterly financial reports) would indicate
the purchase of only one computer for the year. The return and refund of the second computer would
decrease the “equipment” line total to the cost of one computer. Assuming no other equipment purchases
for the year, the first quarter financial report would indicate a positive amount for the equipment line of
$1,600; then, the second quarter financial report would indicate a negative $800 amount. When the four
quarters are added together for the year, the total equipment expenditures would be $800.

If the reimbursement is in a different fiscal year, it shall be recorded as a prior period adjustment on the
quarterly financial report, along with an explanation. For example, a contracted vendor bills the CSCD
for 20 outpatient counseling referrals in August at $25 each, a total of $500, which the CSCD pays.
However, the following December it is discovered that only 19 offenders attended the August counseling
session. The vendor reimburses the CSCD $25 in December. The accounting entry would be a prior
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period adjustment (an adjustment to the prior fiscal year’s fund balance), and the second quarter financial
report of the subsequent fiscal year would indicate a positive $25 prior period adjustment.

Note: No expenditure line item shall have a negative total for the fiscal year (all four quarters
combined).
N. Salaries/Fringe Benefits: Amount of salaries and fringe benefits paid.

O. Travel/Furnished Transportation: Amount of travel and furnished transportation related
expenditures.

P. Contract Services for Offenders: Amount of contracted services provided directly to the
offenders.

O

Professional Fees: Amount of professional services provided for the benefit of the CSCD. This
category includes the Fiscal Service Fee.

Supplies and Operating Expenditures: Amount of supply and operating expenditures.
Facilities: Amount of facility related expenditures.
Utilities: Amount of utility related expenditures.
Equipment: Amount of equipment related expenditures.
Total Expenditures: The total of N+O+P+Q+R+S+T+U.
. Fund Balance: The net of M-V (Total Funds Available less Total Expenditures).

Refund due to TDCJ-CJAD (Enter as negative number). Use this line for CC, DP, and/or TAIP
refunds at the end of a biennium. Deobligations are not to be reported as a refund (see State Aid,
Line F).

Y. Carryover to next Quarter: The net of W-X.

X< cd492

Signatures of the CSCD Director and Fiscal Officer: All Quarterly Financial Reports shall be signed
and dated by the CSCD Director and the fiscal officer responsible for the accuracy of the financial
information presented. Once the Quarterly Financial Report Attestation Form has been signed and TDCJ-
CJAD has received a copy with the both signatures, the Quarterly Financial Reports for the biennium will
be considered signed when the report is finalized on the Website.

REFER TO THE LISTING OF ALLOWABLE AND UNALLOWABLE EXPENDITURES FOR
DETAILS ON THE CLASSIFICATION OF EXPENDITURES.

Statement of Financial Position

The Statement of Financial Position, also referred to as the Balance Sheet, reconciles the ending fund
balances to the reconciled bank balance and shall be submitted to TDCJ-CJAD Fiscal Management by
November 30" for the prior fiscal year along with the 4" quarter financial reports. The following
descriptions are provided to explain what types of items are included on the Statement of Financial
Position. The descriptions are not intended to be all-inclusive.

The fourth quarter report shall be prepared using the modified accrual basis of accounting. Therefore, the
fiscal year’s Statement of Financial Position and the fourth quarter report shall include only accrued
revenues and expenditures for which a valid purchase order was issued by August 31 (see Accounts
Payable under LIABILITIES in this section) and which are both received or paid for as of October 31
(except for approved waivers). The goods for which payment is made by October 31 must also be received
by the CSCD or funding recipient by October 31. The Statement of Financial Position is due to TDCJ-
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CJAD no later than November 30 each year, the same due date as the fourth quarter financial
report.

Assets
Cash:

e Reconciled bank balance of the judicial district CSCD fund that is also the ledger balance at the
end of each fiscal year.

e Petty cash fund held in the CSCD (including CCF petty cash).

e Time deposits (include all judicial district CSCD funds invested in certificates of deposit and
savings accounts).

Accounts Receivable:
Receivables will be accrued in accordance with the modified accrual basis of accounting.

e Supervision Fees Receivable: Supervision Fees collected by the CSCD before August 31, but
transferred to the judicial district CSCD fund after the end of the fiscal year. For example, fees
received by the CSCD in August 2015 are considered revenue in Fiscal Year 2015, even though
the fees are not transferred to the judicial district CSCD fund (bank account in the county treasury)
until September 2015.

e Due From: Revenue, such as TDCJ-CJAD payments for SAFPF aftercare caseloads, travel
advance reimbursements from employees, or expenditure refunds that are due at the end of the
fiscal year but received by the judicial district CSCD fund after the end of the fiscal year (may
include unallowable expenditures paid or interfund transfers). Repayment by CSCD employees
or a reduction of state funding shall be required to reimburse the state for unallowable
expenditures. All accounts receivable from the previous fiscal year must be cleared by October
31.

Total Assets:

Total Cash and Accounts Receivable at fiscal year-end (as of August 31). This amount must equal Total
Liabilities and Fund Balance.

Liabilities
Accounts Payable:

Payables shall be accrued in accordance with the modified accrual basis of accounting. Payables consist
of either:

(1) A purchase order prepared and issued to a vendor (mailed or delivered) no later than August 31;

(2) A purchase order placed with a vendor and invoiced (mailed or delivered) no later than August 31;
or

(3) Services rendered no later than August 31.

In these situations, payment of the accruals must be made (and goods received) by October 31, unless an
approved waiver from TDCJ-CJAD is obtained for payments made (or goods received) after October 31.
For a waiver concerning the payable reporting requirements to be considered for the previous fiscal year,
a request for waiver must be received by TDCJ-CJAD by November 15, following the close of the
biennium.

e For General Operations: Include all expenditures incurred, as described above, prior to the end
of the fiscal year but paid after the end of the fiscal year. These expenditures shall be included on
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the fourth quarter financial report as accruals. All accounts payable from the previous fiscal year
must be cleared by October 31.

e Due To TDCJ-CIJAD: Refund amounts due.
e Due To: All other liabilities due at end of the fiscal year.

Fund Balances
The ending fund balances must agree with the ending fund balances on the fourth quarter financial reports
for each of the programs operated.

Total Liabilities and Fund Balances must equal Total Assets.

Additional Reporting Requirements

CSCDs and other grant recipients may have additional reporting requirements. Specific instructions and
report forms are made available to CSCDs by TDCJ-CJAD. (See the “Grants, Donations, Fees and Other
Revenue from Agencies Other Than TDCJ-CJAD” section in this manual for additional information and
required attachments to the Quarterly Financial Reports.)

Grants, Donations, Fees and Other Revenue
from Agencies Other Than TDCJ-CJAD

Section 76.007, Texas Government Code, indicates that CSCDs may accept public funds, grants, and gifts
from any source for the purpose of financing programs and facilities.

Domestic Caseloads: Texas Family Code, Section 157.211, authorizes the CSCDs to supervise
respondents for the purpose of collecting child support payments. Texas Family Code, Section 157.213,
allows the court to require the respondent to pay a fee to the court in an amount equal to that required of
a criminal defendant subject to community supervision. This fee is to be deposited in the special fiduciary
fund of the county treasury provided by the Code of Criminal Procedure to be used for community
supervision. Salaries and fringe benefits, along with other costs, for CSCD employees supervising
domestic caseloads, if over 10% of one full-time equivalent position’s time, shall be paid from the fees
charged to the respondents. See TDCJ-CJAD Policy Statement No. CJAD-PS-07 for appropriate
procedures and the requirement to reimburse the Basic Supervision insurance reserve for these employees’
insurance premiums.

Personal Bond, Surety Bond, Bail and Certain Other Supervision: Bail/Bond Supervision is authorized
as a reasonable condition of bail consistent with Article 17.40 of the Code of Criminal Procedure. The
CSCD may provide supervision for these persons that have been court ordered to supervision or services
by the CSCD. All expenses relating to CSCD employees supervising these cases must be paid from the
administrative fees set in Article 76.015 (c) of the Government Code, as amended; i.e., salaries, fringe
benefits, travel, supplies, and equipment must be paid from these fees. These expenses cannot be paid
from state funds, including local fee collections, which are in the TDCJ-CJAD budgets. Bail/Bond and
Certain Other Supervision program revenue and expenditures must be maintained in separate, local
budgets and are not reported to TDCJ-CJAD in the Quarterly Financial Reports. If a CSCD employee
(one full-time equivalent position) spends no more than 10% of his/her time on the Bond/Other
Supervision Program activities, as verified by a time study, separation of expenses is considered
immaterial and is not required. However, all revenue generated from bond supervision fees must be
accounted for separately in a local budget. See TDCJ-CJAD Policy Statement No. CJAD-PS-09 for
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appropriate procedures and the requirement to reimburse the Basic Supervision insurance reserve for these
employees’ insurance premiums.

Grants, donations and other revenue to the CSCDs that do not specifically require separate accounting
shall be budgeted and reported as Other Revenue in the program to which awarded or donated.

Unless the grantor, statute or donor specifically indicates in writing that these funds shall be used for
specific items that are normally unallowable items for the CSCDs, all expenditures from these grant funds,
donations or fees shall be in accordance with the Financial Management Manual for TDCJ-CJAD
Funding. The CSCDs shall report this activity on the Supporting Budget Schedule. See TDCJ-CJAD
Policy Statements regarding civil fees (PS-07) and bond supervision fees and expenses (PS-09).

Grants from Other Agencies Requiring CSCD Matching Funds

With prior TDCJ-CJAD approval, CSCDs may use Basic Supervision, CC, DP, or TAIP funds as required
cash matching for grants from other governmental agencies, non-profit organizations, or private
foundations, etc., for the purpose of expanding the existing program (CC, DP, or TAIP cash matching) or
for funding an accepted Strategic Plan program (Basic Supervision or CC cash matching). All
expenditures from the CSCDs' matching funds shall be in accordance with the Financial Management
Manual for TDCJ-CJAD Funding (see the Allowable and Unallowable Expenditures section of this
manual). The required amount of matching funds shall be budgeted in one of two ways:

1. As an expenditure amount in the Supplies and Other Operating Expenditures line of the Basic
Supervision, CC, DP, or TAIP program budget, if the grant amount is required to be accounted for
separately and not included in the TDCJ-CJAD budget; or

2. As an alternative, the matching expenditures may be budgeted in whichever expenditure line is
proposed for matching; for example, $20,000 in the Supplies line, $15,000 in Travel, and $30,000
in the Equipment line for a total match of $65,000. If the second option is used, note “cash match"
beside each budgeted expenditure.

The Supporting Budget Schedule to the appropriate TDCJ-CJAD budget shall include:

e Name and address of the grantor agency;
e The type of grant program along with a brief description;
e A detailed description of grant cash-matching requirements (or in-kind contribution);

e The amount of cash to match with the grant (or the type of in-kind contribution, such as equipment
or facilities paid for by a TDCJ-CJAD funding source); and

e The type of expenditures budgeted from the matching funds.

Prior to expenditure of the CSCD's matching funds, the jurisdiction's Strategic Plan shall be amended and
must be accepted by TDCJ-CJAD to include the grant program to which the matching funds are attributed.

Expenditures from cash matching funds from the CSCDs' budgets for victim services programs are
allowable only for mediation between the offender and the victim, victim notification, and enforcement
of any condition of community supervision that deals with the victim services.

TDCJ-CJAD Quarterly Financial Reports for Basic Supervision, CC, DP, or TAIP funds shall include a
supplemental page, which is sent to TDCJ-CJAD, describing the total amount of matching funds, the
amount expended at the end of the current quarter (including a listing of the expenditures), and the balance
of the matching amount at the end of the current quarter.
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Any fund balance in the matching grant existing at grant year-end shall be returned to the CSCD's TDCJ-
CJAD funded program based on the matching ratio, or in accordance with federal grant requirements.

Community Corrections Facilities

A Community Corrections Facility (CCF) is a residential facility operated by the local CSCD, either directly
or through contracts with private vendors. CCFs provide a secure environment and treatment targeting specific
types of offenders.

Public Meetings for Community Corrections Facilities: Section 509.010, Government Code outlines
procedures for public meetings relating to community corrections facilities (CCFs). TDCJ-CJAD's
Feasibility Study Guidelines for CCFs provide information on establishing CCFs. Local Government
Code, Section 244.001-244.004, and 244.006, deals with other requirements for CCFs.

Use of TDCJ-CJAD Funded Community Corrections Facilities by Other Jurisdictions: TDCJ-
CJAD funds most CSCD-operated community corrections facilities at the full bed capacity. Therefore,
other jurisdictions may not be charged and shall not pay a fee to send residents to these facilities.

Facilities Funded From More Than One TDCJ-CJAD Source: Common facility expenses shared
between TDCJ-CJAD funding sources (i.e., CC, DP and/or TAIP) or between TDCJ-CJAD funding
sources and grants from agencies other than TDCJ-CJAD shall be based on cost allocation methods agreed
upon in advance between the CSCD and TDCJ-CJAD. CSCDs and residential facilities shall develop
written policies to document the agreed upon allocation methods in order to substantiate appropriate
payments from each funding source. This documentation shall be kept on file for audit purposes.

Room and Board: For each residential facility program which allows for employment of residents in the
community, the CSCD shall assess room and board fees at an amount not less than ten dollars ($10.00)
per day per resident and not more than twenty dollars ($20.00) per day per resident. If a facility, due to
regional economics, assesses room and board fees at less than $10.00 per resident per day, the CSCD
director and/or the residential facility director shall submit to TDCJ-CJAD a written explanation for
assessing the lower amount. The CSCD and the residential facility must have written policies that indicate
the basis for determination of residential rates for room and board, travel, laundry, etc. Fees paid by
residents shall be court ordered.

Purchases: Goods and services purchased for a community corrections facility shall comply with the
Contract Management Manual for TDCJ-CJAD Funding of Offender Services and with Local
Government Code, Chapter 262.

Meals: TDCJ-CJAD requires that the following fiscal guidelines be followed regarding meals served at
residential facilities:

e Employees permanently assigned to residential facilities may receive meals free of charge at the
facilities. Residential employees who work shifts that include two regularly scheduled meals may
receive up to two (2) meals free of charge, and all other residential facility employees may receive
one (1) meal free of charge. However, no state funds may be used to furnish meals to other CSCD
employees, and residential facility employees may not take food products home. Residential
facility directors shall comply with IRS regulations regarding meals provided to employees and
shall maintain a written policy regarding meals for employees.

e Family members and friends of a resident of a facility may be provided a meal at the facility only
if it is in connection with special social gatherings, such as on holidays. The guest shall reimburse
the residential facility for the "full” cost of each meal provided.
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e Any other non-employees or non-resident of the residential facility may be provided a meal at the
facility only as it relates to official functions. The residential facility shall be reimbursed for the
"full™ cost of each meal provided.

e Supervising judges (district judges and county court-at-law judges) may be provided meals free of
charge by the residential facility only at regularly scheduled meetings held at the facility provided
that the provision of the meals is to review the quality of the food and/or the nutritional program.

e A log must be maintained which identifies all meals provided to non-residents, the amount
received for each meal, and an explanation of the purposes of the meals being provided.

e Revenue collected for meals shall be budgeted and reported as "Other Revenue™ in the residential
facility budget.

Commissary Operation: Commissary items may be sold to residents at up to 5% above cost of the items.
Effective September 1, 2000, all CCFs shall collect and remit to the state sales tax on taxable items sold
to residents. (See CJAD Policy Statement #PS-06.) Community corrections facilities may not charge
residents an amount above cost for items purchased at retail stores by facility staff on the residents’ behalf
or when residents are allowed to select items at retail stores and then reimburse the residential facility for
items originally purchased with facility funds.

Residents’ Accounts: All interest earned on funds for programs administered by the CSCD, including
residents' accounts while at a community corrections facility, shall be budgeted and reported in Basic
Supervision. CSCDs are not required to allocate interest earned among the residents' accounts.

Program Participant Fees: Unless they are ordered to do so by the court with jurisdiction over those
residents, facility residents may not be charged any fees for services, personal items, or participation items
that are not disclosed in the budget process as to type and amount. Unless approved by TDCJ-CJAD,
residents may not be required to purchase any service or item that is not essential to the operation of the
facility program or essential to the health and safety of the residents. Except for commissary items
available in a commissary operated by the facility or by a contracted vendor in the facility, which are items
purchased at the discretion of the resident, fees charged to residents for services or items essential to the
program may not be above the cost to the facility of providing the service or item. For example, include
actual costs of supplies for urinalysis testing but not the cost of officers' salaries to perform the tests or a
"use fee" for facility-owned equipment if testing is performed in-house.

Cash-Matching Grants: With prior TDCJ-CJAD approval, residential budgets may provide required
cash matches for residential grants from other agencies in order to expand programs. (See the “Grants
Donations, Fees and Other Revenue from Agencies Other Than TDCJ-CJAD” section of this manual for
additional information).

Bank Accounts: Funds collected at CCFs shall comply with Local Government Code, Section 113.022.
This law requires that funds collected shall be deposited with the county treasurer on or before the next
regular business day after the date on which the funds are received. If this deadline is not met, the funds
must be deposited, without exception, on or before the fifth business day after the day on which the funds
are received. However, if a county in which the district judge has designated to be the depository for the
CSCD’s funds (in multi-county jurisdictions) has fewer than 50,000 inhabitants, the commissioners’ court
may extend the period during which funds must be deposited with the county treasurer, but the period may
not exceed 15 days after the date the funds are received. (See additional information under the State
Payments section of this manual regarding collateral pledges for collection accounts).

Funds deposited into collection accounts are trust funds, and these accounts shall be operated only to
distribute collections from offenders to the appropriate recipient or to the county treasurer for deposit.
These accounts are subject to audit by the county auditor. These funds, while in the collection accounts,
shall not be used for operational expenditures of the CSCD or CCF. The county treasurer shall disburse
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the funds as the CSCD directs. It is recommended that the CSCD consult with the county auditor regarding
proper procedures at the local level for compliance with Local Government Code, Section 113.022.

Community corrections facility residents shall not be used in moneymaking activities to increase revenue
for the facilities.

Disposal of Surplus Property

To reduce costs of new purchases, CSCDs are encouraged to request trade-in allowances on usable
equipment and vehicles toward new purchases. Each CSCD may dispose of its own surplus property by
advertising to other departments. Instructions for disposing of surplus property are as follows:

Non-Usable Property: If, as documented in writing and certified by the CSCD director, inventory items
are not of value to the CSCD nor would they be of value to any other CSCD or to a non-profit entity, if
donated, the CSCD may destroy or discard such property. The certification by the CSCD director shall
be maintained with the inventory records for audit purposes and does not need to be submitted to TDCJ-
CJAD.

Property Transferable for Basic Office Operations: Property items allowable for purchase with CC
and/or DP funds for specific CSCD programs (other than Basic Supervision) which by law the county
shall provide for basic CSCD office operations, such as desks, chairs, or phone systems, may not be
transferred to or utilized by the CSCD for basic office operations without prior TDCJ-CJAD approval.

Usable Property: When a CSCD has a usable item of inventory (i.e., equipment or vehicles) purchased
with judicial district funds that is no longer needed in the program for which it was purchased, the
following steps are to be utilized to dispose of it:

e If the surplus property was purchased for a residential facility (CCF), the CSCD shall notify other
CCFs to determine if any other residential facility can utilize the property. If no other CCF can
utilize the equipment, then the CSCD can transfer the property to an existing program where
needed.

e If the surplus property was purchased for a non-residential program the CSCD can transfer the
items to another existing program where needed.

e |f the CSCD cannot utilize the surplus equipment in one of its existing programs, the CSCD shall
notify other CSCDs to determine if any other CSCD can utilize the property.

e |f the CSCD is unable to locate another CSCD to utilize the property, the CSCD is to follow the
same procedures used by the county to auction or dispose of unwanted property. If the CSCD
participates in the county auction, proceeds from the sale of the CSCD's surplus items shall be
budgeted and reported as Other Revenue in the CSCD's budget(s). Actions taken must be
documented and filed with the inventory records for audit purposes.

If the county does not have a policy for disposal of surplus property, the CSCD may either:

e Try to sell the property on its own by utilizing a bid or auction process but may not donate or sell
items directly to a private individual, the county, or any CSCD employee. Any CSCD employee
who has the authority to declare the property as surplus may not purchase surplus property through
the auction or bid process. Actions taken shall be documented and filed with the inventory records.

OR
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o If the property is not sold, the CSCD may donate the property to non-profit entities (other than
religious organizations) such as Goodwill, etc. A receipt is required to document the donation of
the property and shall be kept on file with the inventory records for audit purposes.

All purchases and disposals of equipment shall be documented on the TDCJ-CJAD Inventory Form or on
a CSCD form that includes at least the same information as the TDCJ-CJAD form.

NOTE: CSCDs and other grant-funded recipients may not exchange surplus property for a "non-
monetary" consideration by another entity. For specific property disposal options not listed above, contact
the TDCJ-CJAD budget section for assistance and/or approval.

Lost or Stolen Items: After a CSCD has made every reasonable attempt to locate the missing property,
the CSCD Director shall include with the inventory listing/property files a statement signed by the CSCD
Director as to the facts of the missing items, thereby removing the items from the current inventory.

Multiple Positions and Dual Departments

Any departments providing adult, juvenile, and/or other services (state jails or grants from other agencies)
are to indicate this fact on the Applicant Information Sheet on the biennium Basic Supervision Budget.
Budgets, and quarterly financial reports, shall include only expenditures related to adult services. Juvenile
offender costs shall not be included in the budget or financial reports and shall not be paid from TDCJ-
CJAD's budgeted funds. All staff providing direct or indirect services to both juvenile (or other services
not funded by TDCJ-CJAD) and adult offenders are required to complete annual time studies that reflect
the amount of time staff spends in each of these distinct areas and charge the state agencies (juvenile, state
jails, other agencies) for the appropriate percentages. For example, select two (2) months that are
representative of actual time spent during the fiscal year and use as a base for cost allocations between
departments. These time studies must be kept on file for audit purposes.

Per TDCJ-CJAD Policy Statement CJAD-PS-14, a CSCD may supervise both adult and juvenile
offenders; however, state appropriations to TDCJ-CJAD may be used only for adult offenders. 1f CSCD
employees are determined to be part-time employees (work for the CSCD providing services to adult
offenders for less than 30 hours per week), then they will have reduced health insurance benefits from the
State in relation to employer-paid insurance premiums and for insurance coverage purposes at retirement.
If an employee desires to remain a full-time employee for the CSCD and retain full-time status for ERS
insurance purposes while also devoting a portion of time to the supervision of juvenile offenders, or for
the administration of the juvenile department, then certain procedures shall be observed. Refer to Policy
Statement CJAD-PS-14 for requirements and procedures for receiving reimbursement from juvenile funds
(or outside program/grant funds) and for reimbursing TDCJ-CJAD Basic Supervision insurance funds for
the portion of time spent on juvenile or other program services.

Certification Process for CSCD Expansion

State Aid for Facilities, Utilities, and Equipment

The Texas Government Code, Section 76.008, indicates that “the county or counties served by a CSCD
shall provide physical facilities, utilities, and equipment for a CSCD in accordance with the minimum
support defined in the TDCJ-CJAD Standards for CSCDs §163.43 Funding and Financial Management
(d) Facilities, Utilities and Equipment.” If a CSCD serves two or more counties, those counties may enter
into an agreement for the distribution of the expenses of such facilities, utilities, and equipment.

Judicial district funds (Basic Supervision funds) may be expended for facilities, utilities, and equipment
only as it relates to expansion of the CSCD. Prior to expending funds for expansion purposes, the CSCD
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must receive certification approval from the TDCJ-CJAD Director. The county or counties served by the
CSCD shall continue to provide all facilities, utilities, and equipment costs associated with the current
level of CSCD operations.

Certification Process

TDCJ-CJAD shall set the level of contribution a county or counties must meet or exceed in order to allow
the CSCD to utilize Basic Supervision funds for expansion facilities, utilities, and/or equipment for which
the county is responsible. This level shall not be lower than the average level provided by the county or
counties during the fiscal year in which the Basic Supervision funds are to be used and the four fiscal
years immediately preceding that year.

The following certification process shall be completed and forwarded to the Director of TDCJ-CJAD to
expend judicial district funds as allowed by Government Code, Section 76.009, to provide expanded
facilities, utilities, or equipment for CSCD operations.

e Meeting of Commissioners’ Court - Requests for expanded facilities, utilities and equipment
must be initially requested from the county and reviewed at a formal Commissioners' Court
meeting. The county or counties must certify to the district judge that the counties do not have
either adequate space in county-owned buildings or adequate funds to lease additional physical
facilities, purchase additional equipment, or pay for additional utilities required by the department.

e Certification Document - If the Commissioners' Court determines that funds are not available to
expand the CSCD's facilities, utilities or equipment, the Commissioners' Court issues a copy of
the official Commissioners' Court minutes certifying to the district judge the lack of county funds
for this purpose.

e Certification Information - As part of the first request for certification in a fiscal year, the county
shall provide the district judge written information on the total dollar amount of the financial
contribution to the CSCD for the current fiscal year and the four fiscal years immediately preceding
the request.

e Information Forwarded and List of Itemized Expansion Costs - The CSCD shall forward the
following information to TDCJ-CJAD:

e The county certification document, with the certification information;
e A list of expansion items and their approximate costs; and

e Asigned cover letter to the TDCJ-CJAD director from the district judge indicating the district
judge's agreement with the county certification.

Lease Contracts and Utilities - The certification approved for lease contracts and utilities is allowed to
remain in force for up to five years from the fiscal year in which certification is approved. With prior
TDCJ-CJAD approval, the CSCD may increase the lease expense for the same square footage of office
space during the five-year period for an amount not to exceed five percent (5%) per fiscal year. At no
time may the CSCD charge the program for any lease contract or utilities expenditures in excess of the
approved amounts. At the end of the five years, if the county cannot pay for the lease and/or utilities,
certification may again be requested. It should be noted that each certification approved for lease contracts
and/or utilities begins a new five-year period.

Budget Amendments and Approval of Expansion Requests - After the TDCJ-CJAD director approves
the certification, the director of the CSCD shall forward an amended budget to reflect the certification
expenditures. All facilities, utilities and equipment purchases charged to the judicial district fund which
requires certification shall be approved by the TDCJ-CJAD director before the expenditure is made.
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Equipment - Any equipment purchased through the certification process must be tagged and inventoried
in accordance with the same procedures described under the Equipment section of this manual. The CSCD
owns this equipment, and all titles shall be registered to the CSCD.

Statutory Requirements

Supervision Fee for Sex Offenders: The Texas Code of Criminal Procedure, Article 42A.653(a),
requires as a condition of probation that certain sex offenders pay $5.00 per month during the period of
supervision. These fees are in addition to court costs or any other fee imposed on the offender and shall
be collected and accounted for by the CSCD for remittance to the State Comptroller. These fees shall not
be reflected in the CSCD budget nor reported to TDCJ-CJAD on the quarterly financial reports. The
CSCD shall submit these fees to the State Comptroller utilizing the Comptroller's Form 40-124 and in
compliance with the timelines established in subsection (f).

Crime Victims' Compensation Fund and Victim Treatment Costs: Article 42A.301(17) Code of
Criminal Procedure authorizes the court to order a defendant, as a condition of community supervision, to
reimburse the Crime Victims' Compensation Fund for any amounts paid from that fund to a victim of the
defendant's offense or, if no reimbursement is required, make one payment to the fund in an amount not
to exceed $50 if the offense is a misdemeanor or not to exceed $100 if the offense is a felony. These fees
shall be remitted to the State Comptroller in compliance with the timelines outlined by the State
Comptroller’s Office. These fees shall not be reflected in the TDCJ-CJAD budget nor reported to TDCJ-
CJAD on the quarterly financial reports.

Restitution: Section 76.013, Government Code, provides that if a judge requires a defendant to make
restitution to a victim of the defendant's offense, and a restitution payment is received by a department
from the defendant for transmittal to a victim of the offense, the department shall immediately deposit the
payment in an interest-bearing account in the county treasury as required by Local Government Code,
Section 140.003(f).

If a department receives an initial restitution payment, the department shall immediately notify the victim
by certified mail, mailed to the last known address of the victim that the restitution payment has been
received and shall inform the victim of how a claim for payment of restitution can be made.

If a victim makes a claim for payment of restitution with the department, the department shall promptly
remit to the victim all restitution payments received by the department from the defendant for transmittal
to the victim.

If a victim who is entitled to restitution does not make a claim for payment before the fifth anniversary of
the date the department receives the initial restitution payment or if, after the victim makes a claim for
payment, the department is unable to locate the victim for a period of five (5) years after the date the
department last made a payment to the victim, any unclaimed restitution payments being held by the
department for payment to the victim are presumed abandoned. The department shall report and deliver
to the comptroller all unclaimed restitution payments presumed abandoned under this section, less a 1.5
percent collection fee, in the manner provided by Property Code Chapter 77.

If on March 1 a department is not holding unclaimed restitution payments that are presumed abandoned
under this section, the department shall file a property report under Property Code Section 77.051 that
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certifies that the department is not holding any unclaimed restitution payments that are presumed
abandoned under this section.

The collection fee accrued interest shall be deposited in the special fund of the county treasury provided
by Government Code, Section 509.011 to be used for the same purposes for which state aid may be used
under that section.

Administrative Fee for Offender Program Participation: Government Code, Section 76.015 states
that a CSCD may assess a reasonable administrative fee of not less than $25 and not more than $60 per
month on an individual who participates in a program operated by the department or receives services
from the department and who is not paying a monthly fee under Article 42A.652 Code of Criminal
Procedure (Supervision Fees). These fees shall be reflected in the TDCJ-CJAD budget and reported to
TDCJ-CJAD on the quarterly financial reports.

Pretrial Intervention: Government Code, Section 76.015 (c) authorizes a CSCD to operate programs for
the supervision and rehabilitation of persons in pretrial intervention programs where disposition of the
case allows for up to two years of supervision. Pretrial programs may include testing for controlled
substances. In addition, The Texas Code of Criminal Procedure, Article 102.012, states that a court that
authorizes a defendant to participate in a pretrial intervention program may order the defendant to pay to
the court a supervision fee in an amount not more than $60 per month as a condition of participating in
the program. In addition to the supervision fee the court may order the defendant to pay or reimburse a
CSCD for any other expense incurred as a result of the defendant’s participation in the pretrial intervention
program or that is necessary to the defendant’s successful completion of the program. Money deposited
in the special fiduciary fund of the county treasury for the department under Article 103.004 (d), Code of
Criminal Procedure, may be used only for the same purposes for which State Aid may be used under this
chapter.

The CSCD may treat the fees collected under this section as supervision fees (budgeted and reported in
Basic Supervision) or as Program Participant Fees (budgeted and reported in Basic Supervision).

Bond/Bail and Certain Other Supervision

Bail/Bond Supervision is authorized as a reasonable condition of bail consistent with Article 17.40 of the
Code of Criminal Procedure. With passage of Senate Bill (SB) 880 in the 82" Legislature, bail under
Chapter 11 (Habeas Corpus) and Chapter 17 (Appearance Surety Bonds) Article 44.04 (Appeal Bonds)
for the Code of Criminal Procedure were added to Section 76.011 of the Government Code as programs
that could be operated by CSCDs. (See Subsections (a) (2), (3) and (4), Section 76.011 of the Government
Code, effective September 1, 2011.) Also added by SB 880 are supervisions of verification and
compliance with court orders under Article 17.441 of the Code of Criminal Procedure (ignition interlock
bond conditions), Chapter 469 Health and Safety Code (occupational licenses issued by Drug Courts),
Section 49.09 (h) Penal Code (ignition interlock installation upon conviction under Chapter 49 of the
Penal Code), Chapter 521 Transportation Code (occupational licenses), and persons that courts have
jurisdiction to order to submit to supervision and services by the CSCD. SB 953 (effective September 1
2011, for offenses committed on or after that date) includes both testing for alcohol and controlled
substances for cases under Chapters 521 and 724 of the Transportation Code, as well as supervision of
certain occupational licenses under Chapter 521 of the same code. Bail/Bond and Certain Other
Supervisions, by identified revenue generation (76.015 (c) of the Government Code), are not intended to
impact current appropriation lines dedicated for community supervision. All expenses relating to these
CSCD employees must be paid from the administrative fees set in Article 76.015 (c) of the Government
Code as amended; i.e., salaries, fringe benefits, travel, supplies, equipment, and shall be paid from the
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fees assessed to persons supervised on these cases. These expenses cannot be paid from state funds,
including local fee collections, which are in the TDCJ-CJAD budgets. Bail/ Bond and Certain Other
Supervision program revenue and expenditures must be maintained in separate, local budgets and are not
reported to TDCJ-CJAD in the Quarterly Financial Reports. If a CSCD employee (one full-time
equivalent position) spends no more than 10% of his/her time on the Bond/Other Supervision Program
activities, separation of expenses is considered immaterial and is not required. However, all revenue
generated from bond supervision fees must be accounted for separately in a local budget. See TDCJ-
CJAD Policy Statement No. CJAD-PS-09 for appropriate procedures and the requirement to reimburse
the Basic Supervision insurance reserve for these employees’ insurance premiums.

Reporting and Management Services: Government Code, Section 76.012 authorizes a CSCD to enter
into a contract with a public or private vendor to provide telephone reporting, automated caseload
management, and collection services for fines, fees, restitution, and other costs ordered to be paid by a
court or fees imposed by a department.

Escheat Laws (Unclaimed Property): If money cannot be paid to or returned to the appropriate recipient
(for overpayments, etc.), it must be sent to the state as required by current law. Information regarding
procedures may be obtained from the Texas Property Code. This does not apply to restitution funds due
to victims of crime that have specific procedures outlined in Section 76.013, Government Code.

Signs on Motor Vehicles: Transportation Code, Chapter 721 requires the identification of motor vehicles
issued exempt license plates. TDCJ-CJAD funding recipients who purchase vehicles for which exempt
license plates are issued must have printed on each side of the vehicle the name of the department that
owns the vehicle. The printed letters on the sides of the vehicle must be at least two inches high and of a
color sufficiently different from the body of the vehicle to be clearly legible from a distance of 100 feet.

Collection of Other Fees: CSCDs, at the discretion of the local jurisdiction, may also collect and transmit
payments of court costs, attorney fees, fines, and other fees to the county. Periodically, TDCJ-CJAD may
request information (type of fee and amounts) on the various payments collected by CSCDs. These
collected fees shall be transferred to the appropriate county treasurer in compliance with Local
Government Code, Section 113.022, as they are collected. These fees shall not be reflected in the TDCJ-
CJAD budget nor reported to TDCJ-CJAD on the quarterly financial reports.

Transactions’ Administrative Fee: Code of Criminal Procedure, Article 102.072, allows a CSCD to
assess an administrative fee for each transaction made by the department relating to the collection of fines,
fees, restitution, or other costs imposed by a court (except collection of child support payments). The fee
may not exceed $2 for each transaction. A "transaction" is defined as an event that involves the collection
of money for one or more purposes that results in the preparation of a single receipt. CSCDs shall not
prepare separate receipts for money received during a single event for multiple purposes (in order to collect
multiple $2 administrative fees). Money collected in accordance with this provision shall be submitted to
the county treasurer for deposit into the judicial district fiduciary fund for the use of the CSCD serving
the county, budgeted and recorded as Other Revenue in Basic Supervision.

Cost of Confinement in a County Jail: Code of Criminal Procedure, Article 42.038 allows a court that
sentences a defendant convicted of a misdemeanor to serve a term of confinement in county jail and orders
execution of the sentence to require the defendant to reimburse the county for the defendant's confinement
at a rate of $25 a day. In addition, a court that requires a defendant convicted of a misdemeanor or placed
on deferred adjudication for a misdemeanor to submit to a period of confinement in county jail as a
condition of community supervision may also require as a condition of community supervision that the
defendant reimburse the county for the defendant's confinement, with the amount of reimbursement
determined as if the defendant were serving an executed sentence. A judge may not require reimbursement
under this article if the judge determines the defendant is indigent. The court, in determining whether to
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order reimbursement under this article, shall consider other financial related obligations of the defendant.
The court may require the defendant to reimburse the county under this article by paying to the sheriff the
bill presented by the sheriff within a specified period or in specified installments. The end of the period
or the last installment may not be later than (1) the end of the period of community supervision, if
community supervision is ordered, or (2) the fifth (5th) anniversary of the last day of the term of
confinement, if the court does not order community supervision.

Fee for SAFPF Aftercare (Transitional Treatment Centers): Code of Criminal Procedure, Article
42A.303 (d) and (f) requires a judge, who orders a probationer to participate in a SAFPF program, to
establish a fee to recover some of the state costs for participating in residential aftercare. The judge shall
consider fines, fees, and other necessary expenses for which the defendant is obligated in establishing the
amount of the fee. The judge may not establish the fee in an amount that is greater than 25 percent of the
defendant's gross income while the defendant is a participant in residential aftercare or require the
defendant to pay the fee at any time other than a time at which the defendant is both employed and a
participant in residential aftercare. The clerk of a court that collects a fee imposed under Subsection (d)
(2) of this article shall remit the fee to the Comptroller for deposit into the general revenue fund. These
fees shall not be reflected in the TDCJ-CJAD budget nor reported to TDCJ-CJAD on the quarterly
financial reports.

Payment to a Children's Advocacy Center: Code of Criminal Procedure, Article 42A.455 permits a
judge granting community supervision for a person charged with or convicted of an offense under Section
21.11 or 22.011 (a) (2) of the Penal Code to require the offender to make up to a $50 payment to a
children's advocacy center established under Subchapter E, Chapter 264, Family Code. These fees shall
not be reflected in the TDCJ-CJAD budget nor reported to TDCJ-CJAD on the quarterly financial reports.

Payment to a Family Violence Shelter Center: Code of Criminal Procedure, Article 42A.504 (b)
permits a judge granting community supervision for a person convicted of an offense under Offences
Against the Person Title 5, Penal Code, that the court determines involves family violence, to require the
person to make one payment in an amount not to exceed $100 to a family violence shelter center that
receives state or federal funds and that serves the county in which the court is located. In this subsection,
"family violence" has the meaning assigned by Section 71.004, Family Code, and "family violence shelter
center" has the meaning assigned by Section 51.002, Human Resources Code. These fees shall not be
reflected in the TDCJ-CJAD budget nor reported to TDCJ-CJAD on the quarterly financial reports.

Purchasing

Local Government Code, Section 140.003, identifies CSCDs as specialized local entities that must
purchase items in accordance with the same procedures applicable to a county under Subchapter C,
Chapter 262, “Competitive Bidding in General,” of the Local Government Code. As such, except where
otherwise more restrictive, as provided in the Contract Management Manual for TDCJ-CJAD Funding of
Offender Services, CSCDs are subject to the same requirements applicable to counties as required by State
Statutes. TDCJ-CJAD encourages CSCDs to make a good faith effort to utilize historically underutilized
businesses for programs and services.

CSCDs that purchase goods and services in accordance with an interlocal cooperation contract with the
county, or other governmental entity, satisfy the Local Government Code's requirement to seek
competitive bids for the purchase of goods and services, provided that the county, or other governmental
entity, has complied with the County Purchasing Act. A local governmental entity, including a CSCD,
may enter into an agreement with the State or a state agency, including the State Purchasing Office and
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the Comptroller of Public Accounts, to purchase goods and services without the requirement of
competitive bids.

Refer to the Contract Management Manual for TDCJ-CJAD Funding of Offender Services for additional
purchasing requirements, including, but not limited to, competitive procedures (bids, quotes, requests for
proposals), contracts, and monitoring of vendors.

Petty cash funds shall not be used to purchase items that could reasonably be purchased by following the
CSCD’s purchasing procedures (requisitions and purchase orders).

Contracts for Offender Services

For information regarding contracting with vendors for offender services, refer to the Contract
Management Manual for TDCJ-CJAD Funding of Offender Services. CSCDs shall comply with the
Contract Management Manual.

Contracts with vendors for offender services shall be executed prior to expenditure of funds to the vendors.

Contracts for the operation of a CCF by a vendor must be competitively bid and must follow the guidelines
in the Contract Management Manual for TDCJ Funding of Offender Services, including submission by
the vendor to the CSCD of a vendor budget substantiating the vendor rate per day. Government Code,
Section 2251.027(e), indicates that a political subdivision may not require a vendor or subcontractor to
agree to waive the vendor’s or subcontractor’s right to interest charged on late payments as a condition of
a contract between the parties. Although interest is an allowable expenditure on late payments to a vendor,
it is unallowable to pay (or agree to pay in a contract) any collection costs or attorney fees for amounts
overdue to a vendor if legal action is brought by a vendor against the CSCD. The Texas Constitution, the
Local Government Code, and the Appropriations Act do not provide any authority to appropriate public
funds to pay for collection activities against the State or its political subdivisions.

Insurance

Certain types of insurance coverage can be purchased with State funds only if the coverage is secured
through an insurance risk pool. Other than Risk Pool Insurance, purchase of all insurance coverage must
comply with the requirements for competitive bids unless it is certified in an open meeting that the
particular insurance coverage can be obtained only from a sole source.

A governmental risk pool is "self-insurance" with contributions provided by the members of the risk pool;
therefore, there is no need to request bids for this type of insurance. The types of insurance coverages that
must be obtained from a risk pool are:

e General Liability Insurance -- Covers the CSCD against suits resulting from perceived negligence
issues covered by the Texas Tort Claims Act (Example: an offender trips over a rug in the CSCD
office.);

e Liability Insurance for Operation of a Motor Vehicle -- Covers the CSCD against suits resulting
from perceived negligence by a CSCD employee while operating a CSCD-owned vehicle;

e Collision Insurance for Damage to a Motor Vehicle -- Covers the CSCD against damage to third-
party-owned vehicles resulting from automobile accidents.

Other types of insurance coverage may be obtained directly from vendors; however, if the annual premium
is over $50,000, the CSCD must publish a competitive bid request. Other types of insurance, which the
CSCD may obtain, are:
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e Liability Insurance -- Covers acts arising from the use of a leased premise, if required as a condition
of the lease agreement;

e Professional Liability Insurance -- Covers individual administrators of a CSCD (including judges
for their administrative duties vis-a-vis a CSCD), and can include firearms liability, if this coverage is
added to the policy, for those CSCDs authorized to carry firearms;

e Personal Property Insurance -- Covers damage to personal property purchased with State funds;

e CSR and Volunteer Accident Insurance -- Provides emergency medical coverage for volunteers
and/or for defendants injured in the performance of community service programs operated under the
auspices of a CSCD; and

e Comprehensive Insurance -- Covers the CSCD against damage to CSCD-owned vehicles.

Government Code, Section 76.005(c), states that a community supervision officer (CSO) cannot
serve as a “peace officer” while holding the office of CSO. Given that statute, CSOs do not serve as
“peace officers” and are not in the category or class covered by the Peace Officer Risk Loss Pool of
the Texas Association of Counties.

Solely at the discretion of the CSCD director, a CSCD may participate with the county for coverages
under the county insurance policies.

Employees Retirement System (ERS)

In accordance with Chapter 1551, Texas Employees Group Benefits Act of the Insurance Code, the
employee’s retirement system (ERS) shall administer the insurance benefits for community supervision
and corrections department (CSCD) employees, dependents, and retired employees. Premiums for state
employees’ insurance benefits are administered under the same chapter. Chapter 1551 provides an
exemption from premium and maintenance taxes and other fees. CSCD employees’ premiums that were
not previously exempt from insurance taxation will not be exempt.

It is the responsibility of each CSCD to: (a) Have the benefits coordinators participate in all training
relative to ERS employee benefits; and (b) Reconcile, each month, department records of requested
participation in the group benefits plan and board of trustees’ records of coverage.

Insurance policies and procedures are available through the ERS’s online system at www.ers.texas.gov
or CSCD employees can obtain a copy from their local Benefits Coordinator. It is the responsibility of the
CSCD employee to be knowledgeable, or seek clarification, of ERS insurance procedures.

Insurance Remittance Schedule

The Benefit Coordinator for each CSCD shall submit the required monthly reconciliation forms in
accordance with the TDCJ-CJAD ERS reconciliation procedures.

Cost Projection Form shall be submitted to TDCJ-CJAD no later than the 18™ of the current month.
(For example, September 2016 cost projection is due no later than September 18, 2016). The Benefits
Coordinator shall verify variations from the current month to the previous month’s cost projection report
to ensure that total employees match the payroll summary for that month.
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Consumer Directed — Health Savings Account (HSA) shall be submitted to TDCJ-CJAD no later than
the 18™ of the current month. The Benefits Coordinator shall prepare a detailed Excel schedule, which
includes Name, Employee ID number (EmplID#), Employer Contribution amount, and Employee Pay
Check Deduction amount. The Benefits Coordinator shall also ensure that it is the exact amount based on
the CSCD’s Cost Projection and Payroll Form submitted to TDCJ-CJAD for the respective month.

Consumer Spending Account (CSA) shall be submitted to TDCJ-CJAD no later than the 18" of the
current month. The Benefits Coordinator shall prepare a detailed Excel report, which includes Name,
Employee ID number (EmplID#), and specify if it is for parking, or transit, or both. The Benefits
Coordinator shall also ensure that it is the exact amount based on the CSCD’s Payroll Form Submitted to
TDCJ-CJAD for the respective month.

Monthly Employee Reconciliation Form shall be submitted to TDCJ-CJAD no later than the 23" of
the month. (For example, the CSCD’s September 2016 reconciliation is due no later than October 23,
2016). The Benefits Coordinator shall prepare a detailed Excel report of all affected month’s payments
made by the CSCD’s employees and shall ensure that the balances are the exact amounts based on the
CSCD’s cost projections submitted to TDCJ-CJAD for the respective month.

Monthly Employer Portion Reconciliation Form shall be submitted to TDCJ-CJAD no later than the
239 of the month. (For example, the September 2016 reconciliation is due no later than October 23,
2016.)

Family Medical Leave (FML) & Leave Without Pay (LWP) Form and Return to Work Retiree
(RTW/LTW) Form shall be submitted to TDCJ-CJAD no later than the 23" of the current month
and only under the following circumstances:
e |f a CSCD employee is going on or coming back from FML or LWP, or
e When an employee is a return to work retiree or an active employee going back to retiree status.
(For example, an employee is going back to retiree status on September 30, 2016; therefore, a
RTW/LTW form shall be submitted by September 23, 2016).

Payroll Deduction Payment shall be posted in the bank account in Huntsville no later than the last
working day of each month. (For example: If a CSCD’s payment for the month of September is not
deposited into the assigned bank account by the 30" day of September, the CSCD employee premium is
not paid until the month of November. This requires additional reconciliation work by the CSCD’s
Benefits Coordinator and by TDCJ-CJAD staff.)

Payroll Deduction Remittance Form shall be submitted to TDCJ-CJAD on the same date that payroll
deduction payment is sent to the Cashier’s Office in Huntsville, Texas (no later than the last day of the
current month).

If a CSCD employee terminates employment owing employee portion premiums to ERS for optional
or dependents’ premiums, and if the CSCD cannot secure payment from the former employee, then
it’s the CSCD’s responsibility to pay from the CSCD’s Basic Supervision fund the amount owed to
ERS.
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Conflicts of Interest

Political Aid and Legislative Influence Prohibited (General Appropriations Act)

CSCDs shall comply with their internal policies and the Code of Ethics propounded by TDCJ-CJAD.
None of the funds appropriated by the State Legislature, regardless of source or character, shall be used
for influencing the outcome of any election, or the passage or defeat of any legislative measure.

Except as authorized by law, state funds shall not be expended for payment of membership dues to an
organization on behalf of the CSCD or an employee of the CSCD if the organization pays all or part of
the salary of a person required to register under Chapter 305, Government Code (Registration of
Lobbyists).

Standards of Conduct and Conflict of Interest by CSCD Employees

CSCDs' departmental policies shall include appropriate policies addressing conflicts of interest by CSCD
employees.

CSCD directors, CSCD fiscal officers and CSCD employees shall not exhibit any undue influence or the
appearance of undue influence by receiving gifts from, remuneration of any kind from, working for or
having a financial interest in financial transactions that purchase contracts, services, property, supplies or
products for the CSCD for which employed.

CSCD employees may act as consultants or trainers or provide workshops or other services to other
CSCDs or to private entities for payment only if done so on their own time; i.e., vacation or accumulated
leave shall be taken and documented as specified in the required CSCD's official policy manual. In
addition, CSCD employees shall not use CSCD supplies, offices, telephones, computers, or other
equipment in preparation for or to conduct workshops, consultant activities, or other outside activities for
which the CSCD employee is paid by other entities.

Internal Controls

A very important part of the financial operations of a CSCD is the implementation of controls over the
financial operations of the CSCD. In order to accomplish this task, the CSCD must provide clear, concise,
written Fiscal Policies and Procedures to its employees. These written Fiscal Policies and_Procedures
must address what functions are to be performed and by whom. In addition, the CSCD must have a
regularly scheduled back-up system in place for all computer records, which includes off-site or fireproof
storage of the back-up computer records.

The Fiscal Policies and Procedures will provide the CSCD with the critical element for financial integrity.
With financial integrity, the CSCD director can assure that the operations of the CSCD provide for
accountability of all assets, and the auditor can determine whether or not expenditures are properly
recorded and approved.

The following list of internal control functions, although not all-inclusive, is intended to provide some
guidance to funding recipients for developing and evaluating internal controls.

Receipts
e Receipts shall be issued immediately to offenders who pay fees to the CSCD.
e Offenders should be encouraged to pay required fees by money order or cashier's check.
e Receipts shall identify the type of payment being made.
e Voided receipts shall be kept on file.
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Written procedures shall be developed to identify the receipts deposited by noting the beginning
and ending receipt numbers.

Deposit slips shall be reconciled to the actual receipts and to the collections.
Payment history records on individual offenders shall be maintained.
Payment history records shall contain the following information:

a. Offender Name d. Gross Breakdown of Payment
b. Receipt Number e. Date of Payment
c. Amount of Payment f. Amount Owed

Daily postings shall be made to the offenders' payment history records when information changes.

Procedures shall be implemented to periodically perform internal audits of payment history records
to ensure accurate postings to the ledgers from receipts.

The person opening the mail or the person receiving the payment when paid in person shall
immediately restrictively endorse all non-cash remittances.

A. Additional Controls for Computerized Receipts

Computer generated receipts shall be pre-numbered or numbered by the computer.
The computer system shall maintain a payment history on each offender.

The computer system shall automatically post to the computer-controlled payment history kept on
each individual.

Written procedures shall be developed to control any entries on the computerized payment
histories that are not initiated by the issuing or voiding of a receipt.

Computer controls must include a daily scheduled back up of computer records. Backup must be
kept off site or in fireproof storage.

When the computer is inoperable:

e Handwritten receipts shall be used when the computer is inoperable.
e Handwritten receipts shall be pre-numbered.

e Handwritten receipts shall be later posted to the computer system by issuing a computer-
generated receipt.

e A copy of the computer-generated receipt shall be forwarded to the offender or placed in the
offender’s file.

Additional Controls for Handwritten Receipts

Receipts shall be consecutively pre-numbered.

Receipts shall be used in consecutive order within the receipt book and the receipt books issued in
sequential order.

Separation of Duties

Written policies shall be developed to ensure that the following functions are properly distributed among
responsible personnel. These duties must be segregated among the personnel to allow for adequate checks
and balances:

Picking up or collecting the mail.
Opening the mail.

Listing of remittances received in the mail on a control sheet unless the person opening the mail
also writes receipts.
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e Reconciling of the control list to the actual receipts issued.

e Receipting for mail-in payments.

e Receipting for payments made in person.

e Preparing deposit slips.

e Totaling receipts and reconciling them to the deposit slip before the deposit is made.

e Making daily deposits. (Any collections remaining after the daily deposit has been made must be
secured overnight.)

e Verifying the bank validated deposit slip by adding receipts.

e Reconciling bank statements promptly when received from the bank.
e Preparing checks.

e Signing checks (at least two authorized signatures required).

e Distributing checks.

Disbursements
e All checks shall be pre-numbered and accounted for.

e Voided or spoiled checks shall be maintained and prevented from being reused.
e Checks shall never to be written to “cash" or signed in blank.

e Transfers shall be made from the department's collection accounts to the county treasurer in the
chief county (or county designated by the administrative district judge to care for the department’s
funds as the department directs) for deposit into the county treasury in compliance with existing
statutes (refer to Local Government Code, Section 113.022 for time line requirements for making
deposits).

e All disbursements, whether from the collection accounts or from the judicial district community
supervision and corrections fund maintained in the county treasury, shall require at least two
officials responsible for co-signing checks or warrants.

e Procedures shall be developed to ensure that all collections of restitution to victims are disbursed
in accordance with all applicable laws and regulations.

e Records shall be maintained on each case that indicates the amount collected to date and the
amount disbursed.

e Computer records shall be regularly backed up.

Petty Cash Fund

If authorized by the county auditor, a petty cash fund shall be used only for specific purposes for allowable
items as listed in this manual and shall be expended only for emergency situations authorized by a written
policy and approved by the CSCD director. Items that can reasonably be secured through the purchasing
system (requisitions and purchase orders) shall not be purchased from petty cash. The bond of the county,
district official, or department head who receives a petty cash fund must cover the official’s responsibility
for the correct accounting and disposition of the petty cash fund. Petty cash funds shall not be used to
purchase items for CSCD employees and may not be used to make loans or advances to employees or to
cash checks or warrants of any kind (See Local Government Code, Section 130.909(c)). Funds from a
petty cash fund shall be disbursed using a cash receipt system with funds issued only to vendors. Petty
cash funds are closed out at the end of each fiscal year and are restored at the beginning of the following
fiscal year.
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Change Fund

It is recommended that CSCDs not accept cash payments or personal checks from offenders for payment
of required fees or for the collection of other public funds. However, if it is determined that a cash change
fund is needed at the CSCD, the fiscal officer may approve an amount of money to be used as a change
fund. The change fund may only be used to make change in connection with collections that are due and
payable to the CSCD. The Employee Surety Bond coverage must include the CSCD employee who
maintains and administers such change fund and shall cover that employee’s responsibility for the correct
accounting and disposition of the change fund. Shortages and overages (errors in making change)
discovered in the change fund should be included in the accounting records when replenishing the change
fund, and all errors shall be documented as to date discovered, by whom, and any circumstances that may
have contributed to the error. Documentation shall be kept on file for audit purposes. Shortages should
be reported as an expense in the Supply/Other Operating line. Any overage in change funds or collection
accounts the owner of which cannot be identified would fall under the Escheat Laws as unclaimed property
and periodically be forwarded to the State Comptroller. A change fund shall not be used to make loans or
advances or to cash checks or warrants of any kind. (Refer to Local Government Code, Section 130.902.)

Credit Cards

Local Government Code, Section 132.002. Payment of Fees or Costs by Credit Card or by Electronic
means indicates that the director of a CSCD, with approval of the judges described by Section 76.002,
Government Code, may authorize a community supervision official who collects fees, fines, court costs,
and other charges to: (1) accept payment by debit card or credit card of a fee, fine, court costs, or other
charge; and (2) collect a fee for processing the payment by debit card or credit card.

CSCDs may obtain a credit card in the CSCD’s name for official use only. Charges to the CSCD credit
card for personal items shall not be allowed, even if promptly reimbursed. If a credit card is maintained
by the CSCD for official expenditures, the CSCD shall maintain a written policy regarding credit card use
by employees.

Write Off of Bad Checks

It is recommended that CSCDs not accept personal checks from offenders for payment of fees. However,
if a personal check has been accepted and funds are not available from the offender's bank account to
cover the check, the CSCD must make every reasonable effort to collect the amount due from the offender
plus any bank costs required to be paid by the CSCD. After the CSCD has exhausted every reasonable
effort to collect on a bad check from an offender, the CSCD may write off the bad check in the accounting
records and maintain appropriate documentation on file for audit purposes. In this situation, the offender
does not receive credit for the proposed payment.

Refunds to Offenders

If the CSCD issues a check to an offender and the check is undeliverable, the CSCD shall coordinate with
the county treasurer for compliance with Chapter 76 of Title 6, Unclaimed Property, Texas Property Code.
Outstanding checks that are at least three (3) years old on bank account reconciliation shall be remitted to
the State Comptroller on prescribed forms. These undeliverable funds do not include unclaimed victim
restitution that is covered under Section 76.013 of the Government Code.

Interfund Transfers - Fund Transfers To and From Programs
e Basic Supervision: Transfers-Out may be to Community Corrections, Diversion Programs, or
Treatment Alternative to Incarcerations Programs. Transfer-In would be associated with the return
of a previous Transfer-Out.

e Community Corrections: Transfers-Out may be to either Diversion Programs or Treatment
Alternative to Incarcerations Programs. Transfers-In would be only from the Basic Supervision
Program or a return from a previous Transfer-Out to DP or TAIP. Adjusting the state aid revenue
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line in the individual Community Corrections Programs completes any movement of CC funds
between Community Corrections Programs.

e Diversion Program: Transfers-In can be from Basic Supervision or Community Corrections. No
Transfers-Out are allowed from DP except to return unused funds from a previous Transfer-In or
as stated, using these procedures, prior to submitting a budget adjustment:

(a) Submit a request in writing to the TDCJ-CJAD Budget Director, including a detailed
explanation of the need for such transfer and how the transfer will enhance the program
operations of each program.

(b) Attach to the request the amendment or addendum to the Strategic Plan for each program,
including revised outputs and all statistical information normally required in the Strategic Plan,
if applicable. If the outputs and other elements of the Strategic Plan will not be affected for a
program, still include an explanation why they will not change.

(c) Submit no more than one departmental DP to DP transfer(s) request per fiscal year.

(d) Submit a budget adjustment only after the request has been approved and revised Grant Award
Statements are received, signed and returned to TDCJ-CJAD.

(e) CSCDs are prohibited from transferring funds locally until the request has been approved and
signed Grant Award Statements are returned to TDCJ-CJAD.

e Treatment Alternative to Incarcerations Program: Transfers-Out are not allowed except to return
unused funds from a previous Transfer-In. Transfers-In are from Basic Supervision or Community
Corrections.

Figure 4 illustrates allowable transfers between fund sources.

Basic Supervision

(BS)
DI on P (OP) TAIP
Iversion Program . . o Transfer-outs only to return
o Transfer-outs only to return Community Corrections a previous transfer-in from
a previous transfer-in from (CC) BS or CC

BS or CC

Note: Unexpended funds from transfers into a program cannot be returned to the transferring
program in the following fiscal year.

Employee Surety Bond Coverage

CSCD directors shall ensure that all public funds are protected by requiring that all employees with access
to funds are covered by Employee Surety Bond coverage and that all funds maintained on CSCD premises
are protected by appropriate insurance or bonding. Funds on CSCD premises shall not exceed
insurance/bond limits of coverage.
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CSCDs that have been authorized to have a change or petty cash fund shall have Employee Surety Bond
coverage on the employee who maintains and administers the fund, and the coverage shall include the
employee’s responsibility for the correct accounting and disposition of the change fund or petty cash fund.

CSCDs that have a CSCD fiscal officer that has been appointed by the district judge and where that fiscal
officer is an individual other than the county auditor may pay the expense of the required fiscal officer’s
Surety Bond coverage for that individual. The bond shall cover the performance of the fiscal officer’s

duties.
Audits
l. TDCJ-CJAD Audits

TDCJ-CJAD or any TDCJ-CJAD designee may inspect and evaluate a CSCD or other funding recipient
and its contracted vendors or conduct audits of financial records, program compliance, or performance
records of TDCJ-CJAD funded activities or transactions at any reasonable time to determine compliance
with TDCJ-CJAD guidelines, policies, rules, standards, the Contract Management Manual for TDCJ-
CJAD Funding of Offender Services, and/or the Financial Management Manual for TDCJ-CJAD Funding.
In addition, CSCDs or other funding recipients shall comply with requests for financial records and
information relative to TDCJ-CJAD desk audits.

1. Independent Audits

TDCJ-CJAD is legislatively mandated to provide full accountability of all state funds released to funding
recipients. Consequently, TDCJ-CJAD has developed an annual independent audit process to provide
assurances that state funds released to funding recipients are accounted for properly. CSCDs, through the
Basic Supervision funds, are required to provide an independent CPA audit on all funds received. The
CSCD is responsible for the selection of the independent auditor. However, in an effort to maximize the
use of state funds, TDCJ-CJAD recommends that each CSCD obtain more than one price quote from
multiple CPA firms prior to contracting for the annual independent audit.

It is the responsibility of TDCJ-CJAD to provide concise guidelines and instructions for the funding
recipient on the independent audit process and to follow up on resolution of audits. The independent
auditor is to follow the guidelines issued by TDCJ-CJAD for the year under audit. Guidelines are issued
each year prior to the end of the fiscal year to be audited.

During the independent audit process, the independent auditor shall conduct an assessment of the
department's internal controls. Certain aspects of the CSCD's financial operation may be identified that
do not provide the necessary controls. Subsequently, a management finding shall be issued describing
what control is lacking and a recommendation of the proper way to implement the necessary corrective
action.

It is the responsibility of the funding recipient to ensure that the independent auditor engaged to conduct
the audit is provided with the guidelines issued by TDCJ-CJAD. The funding recipient shall also be
responsible for insuring that the report is prepared in accordance with approved TDCJ-CJAD audit
guidelines.

Upon receipt of the annual independent audit, the TDCJ-CJAD staff shall:

¢ Review the audit for compliance with the audit guidelines, and

e Compare the audited financial reports with financial information from the funding recipient on file
at TDCJ-CJAD and with financial information prepared by TDCJ-CJAD.
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Any findings that require resolution will go through TDCJ-CJAD's resolution process:

e The CSCD shall receive an initial letter describing the issues currently unresolved and requesting
clarification and action plans to resolve these issues. Should the initial response by the CSCD
resolve all issues, TDCJ-CJAD shall issue a letter of acceptance of the report.

e If issues remain unresolved, a second letter requesting further information shall be sent to the
CSCD.

e If items remain unresolved after the CSCD's response to the second letter is reviewed, a third and
final letter shall be issued providing the recipient with TDCJ-CJAD's conclusions regarding the
unresolved issues.

e The funding recipient has the right to respond to the final letter if he/she disagrees with the
conclusions of TDCJ-CJAD.

It is the responsibility of the funding recipient to implement any corrective action required by TDCJ-
CJAD to strengthen accountability and internal controls in an effort to safeguard State funds. Failure to
implement the findings or comply with TDCJ-CJAD action plans can result in sanctions. Review criteria
for funding of grant programs include reduced scores (and possible reduced funding) for CSCDs that have
independent audit findings.

In order to reduce the possibility of independent audit findings, CSCDs should adhere to the budget
reporting requirements as outlined in the Budget section of this document. Review criteria for
funding of grant programs include reduced scores (and possible reduced funding) for CSCDs that
do not submit budgets which do not adhere to the above criteria.

Independent Audit Exemption: TDCJ-CJAD will grant an exemption to obtaining an independent
financial audit for a fiscal year to a CSCD if certain criteria are met by the CSCD. See Policy Statement
CJAD-PS-15 for eligibility criteria. A CSCD cannot qualify for an exemption if the CSCD did not
participate in an independent audit the previous fiscal year.

Financial Assistance for CSCD Independent Financial Audit: TDCJ-CJAD will provide financial
assistance to a CSCD if certain criteria are met by the CSCD. See Policy Statement CJAD-PS-16 for
eligibility criteria.

I11.  Audits by Other State and Local Officials

The following officials may inspect and evaluate a CSCD or other funding recipient and its contracted
vendors or examine and audit financial records, accounts, transactions, receipts, and expenditures of a
CSCD at any reasonable time to determine compliance with TDCJ-CJAD guidelines, policies, rules,
standards, economical and efficient use of resources, reliability and integrity of information, safeguarding
of assets, and State laws:

e The State Comptroller;

e The State Auditor;

e TDCJ Internal Audit Division; and
e The County Auditor.

IV. Audit Guidelines for Offender Services
For the vendor monitoring requirements and guidelines for offender services, please refer to Section “V”’
of the Contract Management Manual for TDCJ-CJAD Funding of Offender Services.
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Sanctions

As provided in the Texas Government Code, Section 509.012, and in TDCJ-CJAD Standards §163.31,
TDCJ-CJAD may impose sanctions on a funding recipient for:

Intentional diversion of state funds for purposes other than the state funding award;
Law violations;

Intentional violation of TDCJ-CJAD Standards; and

Failure to implement TDCJ-CJAD approved action(s) that are a result of audits.

The sanctions that TDCJ-CJAD may impose include the reduction, refusal, or suspension of State aid
payments.

If the division proposes to invoke any of the above sanctions for allocated funds, these sanctions are
primarily imposed on formula funding. Other rules apply to grant funds, and the CSCD is entitled to
notice and a hearing process (See TDCJ-CJAD Standards §163.47, Contested Matters).

Waivers

A CSCD or other grant recipient may request a waiver from TDCJ-CJAD's Standards. For example, a
CSCD submits a purchase order for computer equipment prior to August 31 at the end of a biennium, but
the equipment has not been delivered by October 31, the deadline for payment and receipt of ordered
goods from the previous fiscal year; i.e., the CSCD must clear all receivables and payables from the
previous year's financial activity by October 31. The CSCD may submit to TDCJ-CJAD a Request for
Waiver to TDCJ-CJAD Standard 163.43 (b) (7). The Request for Waiver must include the date by which
the CSCD will comply with the specific TDCJ-CJAD Standard.

Requests for Waiver shall be considered by TDCJ-CJAD only if received by November 15 following the
close of a biennium.

Allowable and Unallowable Expenditures

Expenditures

The following pages list the allowable and unallowable expenditures by each line item category used by
CSCDs and other TDCJ-CJAD funding recipients. In addition, notes specific to the line item categories
are included and are requirements for the specific expenditures. The listings of allowable and unallowable
expenditures are not meant to be all-inclusive since new expenditure items will continue to occur. If a
CSCD or funding recipient cannot determine if an expenditure is allowable or unallowable from the lists
provided, they must contact TDCJ-CJAD for clarification. As decisions are made concerning new items,
TDCJ-CJAD will forward updates to all funding recipients and fiscal officers. For items not listed as
“allowable” or “unallowable,” call the TDCJ-CJAD Budget Section for clarification.

Note: A “v” denotes allowable expenditure and the applicable funding source.
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Salaries

Basic CC/DP/TAIP
Expenditure Items Supervision Non- Residential
Residential
Base salary (including regional absconder location officers; employing
CSCD may be partially reimbursed by other CSCDs in resource pooling v v v
effort)
Contract labor performing CSCD job functions and not otherwise employed
by the CSCD (PSI writers, CSR supervisors, absconder location officers, v v v
etc.; viewed as independent contractors, therefore, fringe benefits do not
apply)
Cost of living increase (per written CSCD policy)
Longevity increase (may be a one-time payment provided it is budgeted
and accrued from the beginning of the fiscal year and corresponds to the ‘4 v v
written policy and is actually paid to county employees)
Merit increase or one-time merit payment (per written CSCD policy and v v v

based on job performance)

Merit increase or one-time merit payment in grant programs (DP and TAIP)
based on lapsed salaries or unexpended funds remaining in program?

Overtime (at least one and a half times base pay)

Part-time labor

AN
AN
NEN

Salaries of any employee without proper documentation of actual hours
worked and/or use of paid accumulated leave

Step increase (per written CSCD policy)

Stipend (i.e. bilingual and training certifications)

Temporary labor

Vacation and sick leave pay (to include comp time and PTO payout) — In
accordance with CSCD policies and procedures.

<<=
< g s
<<

Notes/Specific Requirements for Salaries Expenditures:

1)
2)

3)

4)

5)

These expenditures represent remuneration paid for employees.

Non-exempt employees who provide extra services after hours, i.e., DWI classes, literacy classes, etc., must be paid at
least one and a half times their normal rate of pay for the hours in excess of 40 hours. The CSCD or other funding recipient
may not contract with current full-time employees or pay lump-sum amounts for additional work above the 40-hour week.
This does not apply to occasional extra time worked, which is covered by a written, local policy on flex/compensatory
time off. Exempt employees of the CSCD are not paid an additional amount for providing extra services after working the
normal workday or 40-hour work week but may apply the written flex/compensatory time policy.

DP-funded residential facilities must receive prior approval from TDCJ-CJAD for any increases in the level of annual
salary of individual personnel positions, or in the number of personnel positions, or in the total salaries/fringe line item
amount.

All DP and TAIP employee positions are funded and approved at the level listed in the Strategic Plan budget request and/or
at the level of the initial approved budget for the biennium. Any increase in salaries for these grant positions must be
supported by interfund transfers from Basic Supervision or Community Corrections. This required interfund transfer shall
remain in place during future fiscal years or until TDCJ-CJAD approves the CSCD’s request to terminate the interfund
transfer. The funds must actually be moved from Basic Supervision or Community Corrections to the DP or TAIP
program.

CSCD employees may not be paid for any services they provide to other CSCDs or to private entities unless the service is
provided on a weekend or on a workday for which the employee takes documented vacation or accumulated leave as
specified in the required CSCD’s official policy manual.
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Fringe Benefits

Dental insurance

Disability insurance

Employee allowances that are an additional employment benefit above the
base salary (taxed)

Basic CC/DP/TAIP
Expenditure Items Supervision Non- Residential
Residential
Cell phone allowance (stipend)® v v v
County benefits that do not compete with benefits available through ERS v v v
Death benefits through TCDRS v v v

v v v

Additional group life insurance through TCDRS (must be above the limits
offered by ERS)

<

Life insurance of any type as a separate policy

Medical insurance

Partial per diem - day trip meals®

<

Retirement insurance (for employees who retired prior to the CSCD joining
ERS)

Social Security (also known as OASI, FICA/Medicare)

Texas County and District Retirement System (TCDRS) employer
contributions

Termination benefits (must have written policy applicable to all employees)

Unemployment insurance

N RVANIANERNIAN
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Notes/Specific Requirements for Fringe Benefits Expenditures:

1)
2)

3)

4)

5)

6)

These expenditures represent fringe benefits paid to employees of a CSCD as part of a comprehensive payroll package.

IRS Regulations indicate that an employee may commute to and from work for non-compensatory reasons in a vehicle
used in the business provided that certain guidelines, as listed in the law, are followed. Those guidelines include, among
others, that

(@) $3.00 per day ($1.50 per one-way trip) must be added to the employee’s taxable income for computing
applicable withholding of federal taxes for the individual,

(b) The business must have a written policy on such use, and

(c) The vehicle cannot be used for personal purposes. CSCDs and other grant recipients are required to follow
these guidelines. Refer to the specific Federal Tax Code for additional information.

Effective September 1, 2004, the Employee Retirement System of Texas (ERS) assumed the responsibility of providing a
number of benefits for all CSCD employees and those who retire from CSCD’s. Those benefits include: health insurance,
dental insurance, disability insurance and life insurance.

CSCDs are allowed to pay retiree health benefits for employees who retired prior to September 1, 2004, provided that a
plan was in effect at that time.

An allowance or stipend provided to an employee for a use of a personal cell phone for official CSCD business. For taxable
information, refer to the Internal Revenue Service (IRS) guidelines. For cell phone service of department issued cell
phones, see Utilities, allowable/unallowable expenditures.

A partial per diem reimbursement to an employee (meals and other one-day expenses) where the employee does not spend
the night for official business purposes is taxable to the employee and must be included as compensation through the
payroll system. (refer to IRS guidelines)
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Travel

Alcoholic drinks

Bus transportation

Expenditure Items Supervision Non- Residential
Residential
Air fare v v v
Airport parking fees v v v
Air travel baggage/suitcase fees (Per CSCD’s policy and procedure only for v v v
employees)

Copying , faxes and internet service costs for official purposes while on
official travel

Extradition costs

Gas for rental car while on official travel

Insurance (collision for rental car)

Laundry cost of personal clothes

Liability insurance for personally-owned vehicles

Lodging for overnight travel while on official business

Meals for travel outside designated headquarters

Mileage for business use

Parking fees for daily office parking for employees’ personally-owned
vehicles

Parking fees while on official CSCD business

Parking for volunteers

Per diem while on official business travel

Personal accidental injury insurance for rental cars or personally-owned
vehicles

Personal phone calls

Phone calls for official business (local and long distance) while on official
travel

Rental cars (including tax)

Repairs to personally-owned vehicles, even if damage occurs on travel status
for CSCD

Taxi or ride share fares while on official business

Tips and gratuities

Toll fees while on official business

Train transportation

Travel expenses for another office, such as juvenile, transporting prisoners
or serving warrants

Travel expenses for volunteers (includes interns)

Travel expenses for transporting state jail inmates

Travel expenses of any person (spouse, family, etc.) not an employee, a
district judge, or volunteers on CSCD business

Notes/Specific Requirements for Travel Expenditures:

1) These expenditures represent reimbursements paid to employees for business travel related to community supervision and
corrections and approved by the CSCD director. All travel expenses, including travel for conferences, workshops, and
training seminars, are budgeted from this category. Travel expenses may only be paid for individuals who are employees
of the CSCD or judges who are trying criminal cases, judges who are responsible for the establishment of the CSCD, and
volunteers while on business directly related to the CSCD. Under special situations, and with prior TDCJ-CJAD approval,
travel expenses may be paid for district attorneys, court managers, or similar positions, when the travel is closely related

to CSCD business.
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2)

3)

4)

5)

6)

7)

Per Diem reimbursement to CSCD employees shall comply with the CSCD’s written policy on travel for employees on
official CSCD business. The CSCD may adopt the State’s travel policies and per diem rates, or the county’s travel policies
and per diem rates, or the CSCD may devise its own travel policies and per diem rates, as long as the rates (hotel and
meals) do not exceed the highest rates of either the State or the county.

Travel advances to employees are never expenditures listed in the CSCD’s budgets or financial reports. Rather, advances
are loans to the employee and are to be recorded as a receivable until such time as the travel occurs. The employee must
submit documentation to substantiate the travel expenses. The travel advance is then reversed, and travel expenditures are
recorded in the proper amount and in the proper program budget. If actual expenditures are more than the advance, then
a check shall be issued to the employee for the difference. If actual expenditures are less than the advance, then a refund
must be obtained from the employee for the difference.

Do not report travel advances on the TDCJ-CJAD quarterly financial reports. Instead, report the actual dollar amount of
travel expenditures.

Employee advances may be made from the current year’s funds for travel to be made during the first week or two of the
new fiscal year. However, a receivable from the employee would be indicated on the Statement of Financial Position to
reflect the CSCD’s financial position as of August 31.

Reimbursement for mileage for the use of personal automobiles on official business between/among multiple business
locations of the CSCD must follow the IRS rules for business mileage reimbursement. Mileage reimbursement is never
allowed between an employee’s personal residence and the employee’s regular place of business. Although not all
inclusive, the following are some of the IRS guidelines for mileage reimbursement:

e The employee’s “tax home” is the regular or principal place of business, employment, or duty post, regardless
of where the employee maintains his/her family residence.
e If an employee works for the employer at more than one location, then the tax home would be the “main
place of business.” This is determined by:
i. The total time an employee ordinarily spends working in each area;
ii. The degree of business activity in each area; and
iii. The relative amount of income from each area (would apply to employment by both adult and
juvenile departments, employment under the CSCD and for civil case supervision, bond supervision
and/or grants from sources other than TDCJ-CJAD).

Partial per diem reimbursement to an employee (meals and other one-day expenses) where the employee does not spend
the night for official business purposes is taxable to the employee and must be included as compensation through the
payroll system. (Refer to IRS Guidelines.)
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Furnished Transportation

Expenditures for personal vehicles

on official business

Gas, oil, and other fluids for CSCD-owned vehicles or rental vehicles while

Expenditure Items Supervision Non- Residential
Residential
Alarm system v v v
Base station for car radios v v v

GPS/Tracker for CSCD owned vehicles

Inspection, registration, and other service

Insurance on CSCD-owned vehicles

Maintenance and repairs

Mobile phone (permanently affixed)

Mobile radios for vehicles in use for official CSCD business

SNNNNYS

Mobile radios for personal use

Signage

NASNENANANANIRN
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Tires

Towing

Two-way radios

Vehicle purchase or lease

Wash and wax

Window tinting

AN AN ERNENANEN
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Notes/Specific Requirements for Furnished Transportation Expenditures:

1)

2)
3)
4)

5)

6)

7)

These expenditures represent costs related to vehicles that are furnished to employees by the CSCD or other sources for
official business purposes. Vehicles furnished to employees should be economical vehicles with low operating costs.
CSCDs are encouraged to seek trade-in allowances on new vehicles.

Texas ownership titles for vehicles must be in the CSCD’s name (not the county’s name) if purchased with State funds.
Should a CSCD program be terminated, vehicle ownership will be coordinated through TDCJ-CJAD.

Vehicles purchased from one program budget can be transferred to another program only after following the procedures
for “Disposal of Surplus Property” outlined in this manual.

Mileage logs indicating vehicle use by listed employees, purpose of trips, mileage, etc. must be maintained in each CSCD-
owned vehicle.

Vehicle purchase from Basic Supervision or Community Corrections funds must conform to the CSCD’s policy on vehicle
purchase or replacement.

CSCDs should purchase vehicles based on minimal requirements needed by the department for program operations and
supervision of offenders and should consider fuel efficiency and economical use of public funds.
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Contract Services for Offenders

Contracts between the CSCD and its employees

Counseling therapy

Expenditure Items Supervision Non- Residential
Residential
Alcohol/drug abuse services for offenders v v v
Bus tickets for offenders v v v

CSR liability insurance (i.e. CIMA)

DNA testing

DWI education programs

Electronic monitoring services

Employment services (including preparatory classes)

Evaluations/Assessments

GED testing and services

ANINANANENENERNAN

General dental care

General health care

ANENENENENENEN

ANENANENENENRNAN

Hot check school

Interpreters for offenders

AN

Legal services for offenders

Liability insurance for CSR workers (i.e. CIMA)

NA

AN

Medical/dental examinations related to residential placement

Nursing home services

Outpatient services and treatment

Private nursing care

Psychological services

Psychological testing

Rehabilitative services, i.e., Ropes Courses

Residential services (including emergency medical—see Note #2 below)

AANANEN

Technical/vocational training schools

Travel for offenders for residential placements

NANANEN

v v v

AN RN AN

Urinalysis fees/breathalyzers/hair follicle testing/SCRAM

<\

<\

<\

Notes/Specific Requirements for Contract Services to Offenders Expenditures:

1) These expenditures represent payments to organizations for services rendered directly to offenders. Do not include services
rendered indirectly to offenders through the CSCD, such as training for supervision officers or employees’ time.

2) (CSCDs and other funding recipients are encouraged to utilize local resources provided at no cost before expending funds
to provide services to offenders under this category. Offenders’ ability to pay for services should also be evaluated and

included in court orders, if appropriate.
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Professional Fees

county treasurer or CSCD employee.

Basic CC/DP/TAIP
Expenditure Items Supervision Non-
Residential | Residential
Absconder Location Reports (Credit Bureau, TX Workforce Com. Employee v v v
report)
Accounting service v v
Armored car services 4 v
Auditing services (annual CPA audit paid from Basic Supervision only) 4
Bonds (required) v
Certifications/licensure as related to employee’s position or program-related v v v
activity (such as certification for DSHS provider number)
Computer programming and system analysis v
Contracted costs of appointed CSCD fiscal officer, other than county auditor, v

County administrative services (services provided to CSCD whose fiscal
officer is not a county official/employee—cannot be for services that the
county is required by law to provide)

Defensive driving training as required for employee’s job duties

Disposal costs for confidential records (i.e. shredding services)

Drug-sniffing dogs

Employee assistance programs

First aid/CPR training

Fiscal services provided by the county (not to exceed 0.75% of total state
aide per program)

Gun license

Immunization and follow-up tests for at-risk employees

IT Support

Legal services for the CSCD and its programs

Legal settlements (only with TDCJ-CJAD approval)

Liability insurance for the CSCD and its programs

Moving expenses

Newspaper or internet ads—Iegally required announcements only

Organizational memberships in professional organizations

Personal memberships in professional organizations

Physical exams for employees — as required by specific written policies for
employment

Polygraphs for new or existing employees

Psychological exams for employees — as required by specific written policies
for employment

Quality control audit (non CSCD employee) for specific programs

Registration fees for booth at career fairs

Registration fees for training

Security (off duty peace officer)

Surety Bond for appointed fiscal officer other than county auditor or county
official.

Training as required by TCOLE for CSO weapons training

Training costs for in-house training session — meals for employees

Training costs for in-house training session for rent of room and refreshments
for session. (not meals)
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Professional Fees (continued)

. CC/DP/TAIP
Basic
Expenditure Items Supervision Non- Residential
Residential
Training fees paid to consultant or trainer for in-house training sessions
(including trainer’s transportation, meals, and lodging) — training must be v v v
specific to the program from which the costs are paid; if not program specific,
then paid from Basic Supervision
Training for judges trying criminal cases related to community supervision
and corrections or to the judge’s function as an administrator of the CSCD. v
Prior approval must be requested from TDCJ-CJAD for other county/district
employees that support the CSCD functions/operations.
Tuition for individual college courses for CSCD staff as it relates to v
employee’s current career path?
Urinalysis testing for employees v

Notes/Specific Requirements for Professional Fees Expenditures:

1)

2)

3)

These expenditures represent payments made to professionals or professional agencies for services rendered directly to
CSCD:s for the benefit of the CSCD. Although the service may benefit the offender indirectly, the service is primarily for
the benefit of the CSCD staff. An example would be a psychiatrist who provides a training session to CSCD staff
concerning how to handle violent offenders. This training would indirectly benefit the offender, but it is of primary use to
the CSCD staff.

Training for employees must be related to CSCD services, programs, or to the employees’ particular job functions. CSCDs
may pay for tuition, books, and required fees (not optional fees) for an employee’s college course only as it relates to
training for the employee’s current career path. The CSCD may not pay for college courses preparing an employee for
another profession.

If the deadline for payment of registration fees for conferences or workshops is before the end of the fiscal year, the CSCD
may prepay the registration fee from the current fiscal year’s funds. However, all other expenses incurred during the early
part of the new fiscal year must be paid from that new fiscal year’s funds.
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Supplies and Other Operating Expenditures

Basic CC/DPITAIP
Expenditure Items Supervision Non- Residential
Residential

Ammunition — for official weapons training of CSOs and/or for required
qualification tests

Ammunition — for practice pursuant to written CSCD policies and
procedures

Audio/visual supplies/TV wall mount

Awards, plaques, certificates, or similar items for service or safety
recognition—not to exceed $100 per employee or volunteer

Bank service charges/direct deposit fee
Beverages for residential facilities’ residents

Bio-medical waste disposal

Blankets/linens for residential facilities

Books and magazines related to supervision and corrections programs or
particular job function.

\

Bottled water (for offender use only).
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Briefcases for employees’ use while employed at the CSCD

Bullet proof vests

Bulletin boards

Business cards for CSCD employees

Calculators, small

Chair mats

Chalk boards/marker boards

Cleaning supplies for specific program

AR RNANENEANEANEANENENERN H AN AN B NN N
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Clocks

Clothes for residents in a residential facility

Coffee and other food items for staff members. Snacks only (hot meals) may
be provided for official meetings or for employee training (not for staff
meetings)

Commissary items for residential facilities

Computer software/services/supplies/maintenance per individual programs

<\
NAN
NANEN <

Copier services/supplies

Credit card service fees

NANEN

CSR supplies

Dishes, pots & pans, utensils, etc., for residential facilities

Dish washing services for residential facilities

<\

v

Drug testing supplies

<
<
AN

Electric pencil sharpeners

Evaluation of a weapon by a gunsmith

Field visit gear, vests, wind-breaker jackets, shirts, or caps with CSCD
identification only for employees making field visits and needing public
identification

Film, batteries, and film processing specific to the program requirements

(\
<\
(\

AN
AN

AN

First aid kit

Food and/or catering for residential facilities
Games for residential facilities

Garbage cans for residential facilities
Gasoline for lawn mowers, etc.

(\
<\
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Supplies and Other Operator Expenditures (continued)

. CC/DP/TAIP
. BaSI_c_ Non- - .
Expenditure Items Supervision Residential ‘ Residential
Grants requiring cash match (outside grants i.e. CJD....)

Gun holsters

Handcuffs (CSOs and other CSCD staff may not make arrests)

Holiday-specific items (decorations, greeting cards, etc.)

In-box organizer trays

Light bulbs for residential facilities

Mace/defensive spray holsters; i.e., Oleoresin Capsicum (OC)

Meals provided in residential facilities

Meals for staff, judges, others (meals allowed only if employee is on travel
status)

Medical supplies for residential facilities (including emergency medicine for
indigent residents)

Membership at Sam’s/Costco Wholesale in CSCD name

Paper cutter

Motivational posters v
Mops, brooms, buckets, etc., for residential facilities v
Movies for residential facilities v
Name plates/business cards/badges for CSCD employees v v v
Office supplies (paper, pencils, pens, preprinted forms, etc.) v v v
Padlocks v v v
Paint for CSR work v v v
v v v

v

Pest control for residential facilities

|

NANEN

Picture frames for motivational posters/pictures or for awards
Port-a-potty rental for CSR
Postage and meter refills

NN
RN

Prescription safety glasses

Printing services

Prior Year Refunds (Basic Supervision Only) — per CJAD Basic Refund
Carryover calculation

Protective clothing/supplies for officers collecting urine samples
Refreshments (not meals) for official meetings or staff training (not staff
meetings)

N ERNIAN
\ H
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<
<

Refunds/Reimbursements due to CJAD from previous FY Independent
Audit Finding(s)

Safety/security equipment (including bullet-proof vests for high risk
situations)

Safety glasses for CSR work
Safety harness
Software licenses and maintenance

N AANER NI RN IR
NANAN

Sporting goods for residential facilities
Tapes/CDs (training & educational)

Targets for practice or use in required weapons’ certification classes only
Tasers
Toiletries for residential facilities

Trash bags for residential facilities
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Supplies and Other Operator Expenditures (continued)

. CC/DP/TAIP
. Ba5|'c_ Non- . .
Expenditure Items Supervision Residential Residential

Uniforms for residential facilities v
Vacuum cleaner bags for residential facilities v
Vests for CSR workers v v v
Vests, wind-breaker jackets, shirts, or caps with CSCD identification only v v v
for employees making field visits and needing public identification

Waste paper baskets v v v

Notes/Specific Requirements for Supplies and Other Operating Expenditures:

1) Expenditures in this category will include all charges for supplies and miscellaneous expenses not recorded in other
expense categories.

2) There is no minimum or maximum cost that determines whether or not the item purchased is a supply or a capital outlay
item. If the CSCD is not sure whether an item is consumable or capitalized, please contact TDCJ-CJAD for clarification.

3) Per AG Opinion C-557, state funds are prohibited from being utilized to purchase food, coffee, cream, sugar and similar
items employees or visitors would consume. This includes bottled water for CSCD employees.

Financial Management Manual
For TDCJ-CJAD Funding 57 Revised August 2018



Facilities

expansion

Bathroom fixtures for residential facilities

Blueprints for residential facilities

Building permits for residential facilities

Carpentry for residential facilities

Carpet, tile, flooring for residential facilities

Construction of building for residential facilities

Door knobs, hardware, etc. for residential facilities

Drain cleaning for residential facilities

Driveway/parking lot paving or repairs for residential facilities

Electrical repairs for residential facilities

Fencing, including installation for residential facilities

Fire alarm systems, including maintenance and inspections for residential
facilities

Grease traps for residential facilities

Insurance on the building as required by a lease

Expenditure Items Supervision Non- Residential
Residential
Architectural fees for residential facilities or approved -certification v v v

Janitorial services for residential facilities and leased premises

Janitorial services for county owned/leased buildings

Lamp and light fixtures for residential facilities

Lawn mowing service for CSCD approved leased premises

Lease/rent of space specific to a program for classroom, computer lab for
offenders, storage for CSR equipment, or operation of a specific program,
such as counseling (prior approval is required)

Lease/rent of a building for operation of a residential facility or a specific
program (prior approval is required)

Lease of office space for basic CSCD operations as required to be provided
by the county

Lumber, nails, paint, etc. for residential facilities

Maintenance/inspections on residential facilities as required by lease

Maintenance/inspections on county-owned/leased property

Mini blinds, window coverings, etc. for residential facilities

Paint or construction material for upkeep of county-owned/leased building

Plumbing repairs for residential facilities

Portable building (not for basic office space which the county must provide)

Purchase of a residential facility (prior approval is required)

Renovations or remodeling of a building specific to a program (not for basic
office space which the county must provide)

Renovations or remodeling of a county-owned/leased building

Rent on land for residential facilities

Sheetrock, wallpaper, paneling, etc. for residential facilities

Signs for doors, etc.

Sinks, faucets, etc. for residential facilities

Smoke alarms / carbon monoxide alarms
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Facilities (continued)

Expenditure Items Supervision Non- Residential
Residential
Storage lease v v v
Survey costs for residential facilities v
Surveillance and security equipment—camera, alarm systems etc. (if not v v
permanently attached to a county-owned building)

Notes/Specific Requirements for Facilities Expenditures:

1) Expenditures in this category include facility expenditures related to the operation of the CSCDs, which the county is not
required to provide, and to the operation of programs and residential facilities. (See Texas Government Code, Section
76.008)

2) Before expenditures can be made from Basic Supervision funds for any items listed in that unallowable category, the
county must complete a certification process. Refer to “Certification Process for CSCD Expansion” outlined in this
manual.

3) Expenditures for facilities that the county incurs on behalf of the CSCD from the county general fund should not be
budgeted or recorded on the financial reports provided to TDCJ-CJAD.

4) Any real property (buildings and land for residential facilities) purchased by the CSCD must be in the CSCD’s name.
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Utilities

and is not for basic CSCD operations)
Personal phone calls or faxes
Telephone long distance for CSCD business purposes

Basic CC/DP/TAIP
Expenditure Items Supervision Non- Residential
Residential
ATT Language Line (service and monthly charge) v v v
Base price of telephone monthly service (allowed for specific programs only v
if not in a county-owned building and is not for basic CSCD operations)
Basic telephone equipment or systems (allowed for specific programs only v v
if not in a county-owned building and is not for basic CSCD operations)
Cable TV v v v
Cellular phone service v v v
Dedicated line for data processing and fax v v v
Dumpster or trash pickup (for a specific program only if not in a county- v v
owned building and is not for basic CSCD operations)
Electricity (for a specific program only if not in a county-owned building and v v
is not for basic CSCD operations)
Internet access® v v
Natural gas (for a specific program only if not in a county-owned building v v

Two-way radio service
Unlisted telephone numbers (except for EM or dedicated data lines)

Utilities required by a lease for a specific program (not utilities for basic
CSCD offices unless approved for certification expansion)

Utility deposits (for a specific program only if not in a county-owned
building and is not for basic CSCD operations)

Water/sewer (for a specific program only if not in a county-owned building
and is not for basic CSCD operations)

Notes/Specific Requirements for Utilities Expenditures:

1)

2)

3)

4)

5)

Expenditures in this category include utility expenditures related to the operation of the CSCDs, which the county is not
required to provide, and to the operation of programs and residential facilities. (See Texas Government Code, Section
76.008)

Before expenditures can be made from Basic Supervision funds for any items listed in that unallowable category, the
county must complete a certification process. Refer to “Certification Process for CSCD Expansion” outlined in this
manual.

Cell phones assigned to an employee are considered by the IRS as listed property for income tax purposes. For additional
information, refer to the Internal Revenue Service (IRS) guidelines.

Expenditures for utilities that the county incurs on behalf of the CSCD from the county general fund should not be budgeted
or recorded on the financial reports provided to TDCJ-CJAD.

Internet access is an allowable expenditure for CSCDs. However, the CSCD and/or the residential facility must have a
written policy governing the official use of the Internet by CSCD employees and for offender classes and must limit
usage only to those employees or supervised classes with a specific need for access.
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Equipment

Expenditure Items

Any equipment permanently attached to a county-owned building
Audio/video equipment/TV/VCR/DVD

Beds for residential facilities

Binding machines

Basic

Supervision

CC/DPI/TAIP
Non-
Residential

Residential

Body cameras

Bookcases

Breathalyzers

Calculators

Cameras/accessories for specific program use

Cash drawers

Cellular phones

Clothes washers and dryers for residential facilities

Coffee makers for residential facilities

Coffee makers for staff use

Commercial mowers for CSR

AR RNANENEN

Computer cards for communicating with district judges

Computer equipment and accessories

NANEN

Computer equipment for administrative judge for use in CSCD oversight
duties

Conference table and chairs

v
v
v
v
v
v

NANAN

Copiers

Credenzas

Data lines for cable drop

Date time machines

Desks and chairs (specific programs only; not basic CSCD operations)

Dishwashers for residential facilities

Dolly

\\I
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Drug testing equipment

Electronic monitoring equipment

Electronic monitor for victim if court-ordered and tied to offender’s monitor

Engravers

Equipment directly related to a specific program

Fans (portable)

Fax machines

Filing cabinets

Fire extinguisher and inspections

Freezers for residential facilities

Gun lockers (from Basic Supervision only)

Guns, rifles, pistols, etc., repairs, evaluation of a weapon by a gunsmith,
weapons’ insurance, etc.

Heaters (portable)

Ice machines for residential facilities

Insurance on any of the allowable CSCD-owned or leased equipment

SURNENENENENENENANEN
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Laminating machines
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Equipment (continued)

Basic CC/DPITAIP
Expenditure Items Supervision Non- Residential
Residential

Lanps . 7
Lawn mowers, weed eaters, etc., for CSR and residential facilities v v v
Literacy labs, including desks, chairs, staff equipment required for a specific v v v
program

Lockers for residential facilities, CSR, or for security v v v
Maintenance agreements (on allowable CSCD-owned or leased equipment) v v v
Mattresses for residential facilities v
Metal detector (non-permanent) v
Microwaves for residential facilities v

Microwaves for staff use

Microfilm equipment

Ovens/stoves for residential facilities

Pagers and pager service

Paper shredder

Postage machines and scales

Printers and accessories

Refrigerators for residential facilities

Refrigerators (small) for CSR, UAs, or other program needs

Refrigerators for staff use

Repairs to any of the allowable CSCD-owned or leased equipment

Repairs to any unallowable equipment

Room air conditioners

Safes

Scanner

Security cameras for residential facilities

Surveillance and security equipment, camera, alarm systems etc. (non-
permanent)

Small hand tools

Step stools

Tables and chairs (not for employees’ permanent work station)

Tablet/IPad

Tape recorders

Telephones (not for basic operations)

Tool box

Tools for CSR services

Two-way radios (walkie-talkie)

Transcribing machine

Trigger locks for weapons— (Basic Supervision only)

Typewriters

ANENENENENENENANENEN
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Urine analysis machines

Vacuum cleaners/buffers for residential facilities

Vacuum cleaners for CSR only
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Wall dividers/cubicles®
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Notes/Specific Requirements for Equipment Expenditures:

1)

2)

3)

4)

5)

6)

7)

8)

9)

Expenditures in this category include equipment purchases related to the operation of the CSCDs, which the county is not
required to provide, and to the operation of programs and residential facilities. (See Texas Government Code, Section
76.008)

Furniture and furnishings for CSCD basic office operations, such as desks, chairs, credenzas, room dividers, basic
telephones, etc. must be provided by the county and are not allowable expenditures from any TDCJ-CJAD funding source.
(Refer to “Certification Process for CSCD Expansion” in this manual for additional information.) However, these items
may be purchased for specific non-basic supervision programs from CC, DP, or TAIP funds.

Expenditures for equipment that the county incurs on behalf of the CSCD from the county general fund should not be
budgeted or recorded on the financial reports provided to TDCJ-CJAD.

Prior approval from TDCJ-CJAD is required for equipment purchases from DP and TAIP funds exceeding $5,000
(cumulatively) if such purchases were not included in the original or amended budgets as approved by TDCJ-CJAD.

Equipment purchased from one program budget can be transferred to another program only after following the procedures
for “Disposal of Surplus Property” outlined in this manual.

Equipment purchased from grants to recipients other than CSCDs must remain in the grant program and cannot be donated
to the county or other agency.

Any equipment item purchased which is valued at $1,000 or more and has a useful life of more than three years (computer,
keyboard, and monitor counts as one item) must be tagged and included on the inventory list form provided by TDCJ-
CJAD. Inventory labels/tags, indicating CSCD ownership, must be placed on each equipment item purchased with CSCD
funds, regardless of whether or not certification was required.

The CSCD and other funding recipients should complete periodic inventory testing and an updated annual inventory kept
on file for audit purposes and/or forwarded to TDCJ-CJAD upon request.

Not allowed in Basic Supervision unless CSCD is expanding and hiring new CSOs and the county is not providing
additional office space. Approval under Basic Supervision will be allowed through certification process detailed in
“Certification Process for CSCD Expansion” in this manual.
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