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1. Purpose: 

The Residential Fiscal Model is an Excel based template that can be used by your program and 
financial teams working together to understand the financial status of your Residential services. 
It has been specifically developed to model the impact of the COVID-19 in terms of both 
revenue and expenses. It allows you to model the financial impact of these changes over any 
time frame you chose, be that a month, six months or other.  The model asks you to collect, or 
make assumptions about, census and/or volume, cost drivers, such as staffing, and revenue 
variables to: 

● Analyze the actual effect of COVID-19 
● Analyze the financial ramifications of your assumptions 
● Try different scenarios by changing input values to determine the differential impact of 

changes in census/volume, expenses, or funding changes. 

Given that the model focuses on how service delivery, volume and cost intersect it is highly 
recommended you take a team approach including financial and program management staff 
when building your scenarios. It is only through the direct involvement of these staff that you 
can build a financial model that accurately reflects operational reality. 

2. How to use this guide: 

Read through the guide and follow along on the actual excel model. This review will give you a 
firm foundation and understanding of the model design. Take the list of input fields and collect 
the data you need and the assumptions you are going to make. Once you understand the model 
purpose, structure and inputs select the first “Location” blank tab and build your inputs and 
scenarios. The model has numerous Location Tabs - one for each of your sites. 

3. Structure:  

Tab structure : 

The spreadsheet has four (4) distinct types of tabs along the bottom: 

● Input Reference - this tab is the guide to each cell’s data input title and the operational 
definition. This data will be repeated in this companion document below. 



 

 

● Location tab - data input and analysis for each of the locations or residences that your 
agency operates. These tabs are the detailed spreadsheets that create site specific 
financial scenarios and that roll up into an agency wide financial picture.   

● Agency summary - This tab summarizes each of the “Location” tabs Operating Revenue 
and Expenses, Net Income or Loss and creates an overall agency financial status. 

● Cash Flow - this tab is not directly connected to the previous tabs but allows for cash 
flow projections. Any start date can be used with actual cash on hand and actual cash 
receipts and payables. Subsequent weeks can be predicted to project cash flow. 
  

4. Data Input: 

The “Location” tab data input fields are highlighted in Yellow, calculated fields are highlighted 
in light Blue. Please note: the cells are NOT protected. Please input only in the yellow 
highlighted cells. If you input in a blue cell you will invalidate the model.    

Working from the right to left of the model, there are seven (7) distinct input areas: 

● Staffing Matrix 
● Agency wide data 
● Expenses Input - Variables 
● Program occupancy and census 
● Expense Input - Fixed 
● Additional COVID related costs 
● Primary Payer Revenue Input 

And a final “Summary” that calculates from all the input areas. All areas need to be completed 
to accurately calculate the” Summary” tab. 

Staffing Matrix - Cells A5 to F21 - each Location has specific staffing input. These cells generate 
the overall staffing expense, allowing for projected expenses based on current activity, or to 
predict expenses based on changes to staffing levels. Column B allows for the input of actual 
staff titles - these should be consistent across the agency, but the staffing pattern can vary by 
residence. Column A input should be the specific CFR code for each of the staff (See Appendix A 
for additional guidance). Columns C, D, E and F allow for modelling the staff hours, pay, fringe 
and an Overtime (OT) factor. The “Hourly Wage” and “Fringe” in Column C and E for each staff 
type should be consistent across the agency. For each “Location” tab, hours worked, and the OT 
Factor need to be carefully calculated. Based on recent and current data, input your best 
estimates to be the most likely scenario. Please note the model allows for regular staff and for 
contracted staff to be inputted separately. For contracted staff there will be no fringe or OT 
factor. The OT factor should be calculated to represent the average number of hours expected 
each week expressed as a percentage. For example, for a weekly allocated DSP staff of 400 
hours - a 5% factor would assume 20 hours of overtime a week. 



 

 

Agency wide data - Cells C26 to C30 - be careful to make sure that these variables are 
consistent across the model unless there is a need for a specific location difference. The 
“Weeks in Model” cell allows for different time frames to be displayed. 

Expenses Input - Variables - Cells N5 to N9 - these cells allow for specific expenses per resident 
per year to be entered, with the annual expense calculated. 

Program Occupancy and Census - Cells N13 and N14 - in addition to inputting the census for the 
location the agency is licensed and can bill for, input in N14 the amount of unfilled vacant bed 
days you will be unable to bill for as a percentage of the total beds. For example, a 6-bed 
residence would have 6*365 or 2195 billable days. A 5% vacancy factor would allow for 110 
days that cannot be billed. 

Expenses Input - Fixed - Cells N18 to N30 allow for the annual expense for the location to be 
estimated, using recent costs to estimate for a full year. Additional cells are provided to add 
specific expense categories. 

Additional COVID related Costs - Cells N33 to N37 - three categories of COVID costs have been 
specified. Please add additional categories. Again, use current costs to estimate expected 
annual costs. 

Primary Payer Revenue Input - Cells R5 to T19 - cells R5, and R10 to R16 allow input for either 
the agency or residence specific residential and Comm Hab-R rates. Therapeutic and Retainer 
days are calculated in cells R7 and R8.  

The residential revenue is automatically calculated by: 

● the census and vacancy factor input from cells N13:N14,  

● the input cells in column T for actual and/or projected number of days expected for 
absences due to Therapeutic and Retainer events,  

● and the number of residents receiving additional revenue and other benefits.  

These input cells should be carefully assessed based on current data and projections of the 
number of residents in each category. 

The Comm Hab-R revenue is generated from your agency rate and an estimate of the amount 
of incremental 15 minute billing events you expect to be provided for residents of each location 
- input in cell S13. 

Use the following guidelines below for determining the value for each input field. Please note, 
these descriptions and operational definitions are also in the Input Reference tab of the fiscal 
model. 

 



 

 

Cell Reference Title Description 

  The following Cells refer to the staff 
allocated to the residences, their titles, 
CFR codes and pay. 

A5..A21 CFR Position Code Please reference the CFR Position Code 
for each staff line to ensure consistency 
and accuracy. 

B5..B21 Position Title Please ensure that the titles of the staff 
are correct for your agency. You can 
change the titles for all or each location. 

C5..C21 Hourly Rate Please input an average hourly rate for 
your staff on each line. 

D5..D21 Hours Per Week For each location, input the total hours 
scheduled for each staff line. 

E5..E21 Fringe Percentage For your agency, input the percentage 
used in your financial statements for all 
benefits. 

F5..F21 Overtime factor These cells allow for you to model what 
you generally have in overtime in each 
residence, for each staff line, as a 
percentage of the regularly scheduled 
staff. For example, for a weekly allocated 
DSP staff of 400 hours - a 5% factor 
would assume 20 hours of overtime a 
week. 

C26 Location Name For your reference, input the name of the 
home. 

  The following Cells refer to agency wide 
information that is generally the same for 
all residences. 

C27 Work week in Hrs: What is the standard work week for your 
agency - i.e. 37, 40 hours? 

C28 Overtime wage What is the rate that overtime is paid? 
This is generally 1.5 

C29 Admin and Overhead For your agency, what is the percentage 
of Administration and Overhead that is 
generally used in the financial 
statements? 

C30 Weeks in model This model allows for different time 
periods - please set this at the timeframe 
you want to model. For example, a full 
year - 52 weeks or six months 26 weeks. 

  The following Cells all capture expenses that 
are for the year per resident. 



 

 

N5 Activities per resident Please input the average dollar amount in 
expenses allocated for social and 
recreational activities PER resident for 
the year. 

N6 Food per resident Please input the dollar amount allocated 
PER resident for the year. 

N7 Program supplies per resident Please input the dollar amount allocated 
PER resident for the year. 

N8 Transportation per resident Please input the dollar amount allocated 
PER resident for the year. 

N9 Other Please input the dollar amount allocated 
PER resident for the year for other non-
listed expenses 

  These Cells capture specific information 
about the residence. 

N13 Number of beds: The number of beds the residence is 
licensed for and you are allowed to bill 
for. 

N14 Vacancy factor This Cell allows for an estimate of non-
billable days due to vacancies as a 
percentage. For example, a 6 bed 
residence would have 6*365 or 2195 
billable days. A 5% vacancy factor would 
allow for 110 days that cannot be billed 
due to an empty bed. 

  These Cells allow for annual expenses for 
the residence to be input. It allows for 
additional expenses not listed to be input. 

N18 Contracted Services This cell allows for the expense of any 
staff directly paid as a contractor to the 
residence - such as nursing, DSPs, 
psychologist or consultants. 

N19 Staff Travel Please input travel expense specifically 
by staff of the residence. 

N20 Staff Training Please input expense specifically 
provided to staff of the residence. 

N21 Utilities Please input the annual expense of gas, 
electricity etc. for the specific residence. 

N22 Rent and/or Mortgage Please input the annual cost of rent or 
mortgage 

N23 Office supplies Please input expense specific to the 
residence. 

N24 Repairs and Maintenance Please input expense specific to the 
residence. 

N25 Vehicle Expense Please input the total expense of the 
vehicles directly used by each residence. 



 

 

N26 Communications This cell allows for the allocated expense 
of agency communication to each 
residence. 

N27 Administrative Staff Support This cell allows the expense of 
administrative staff that are directly 
allocated to the residence - i.e. QA and 
training. 

N28..N30 Other Please use these lines for other 
expenses that your agency would like to 
capture. Both the title and the dollar value 
can be input. 

N33..N37 Additional COVID related costs Please use these lines to itemize specific 
expenses for the residence that are 
directly related to COVID-19. The title 
Cell can be specified and the dollar 
amount input. 

  The following cells allow for the rates and 
number of people being served for each 
at each residence 

R5 Medicaid IRA Rate Please input the agency wide or 
residence specific daily rate. 

T7 Census The number of days expected that 
residents would not be in the residence 
for Therapeutic leave expressed as a 
ratio of a full time resident i.e 365 days = 
1.0, 30 days would be 30/365 = .08 

T8 Census The number of days expected that an 
occupied bed cannot be billed due to the 
resident(s) being absent for medical 
reasons expressed as a ratio of a full 
time resident. i.e 365 days absence = 
1.0, 60 days would be 60/365 = 0.16 

R10 ICF to IRA conversion rate Please input this specific daily rate. 

R11 Additional IRA Daily Rate for Higher 
Needs Tier 1 

Please input the daily rate for someone 
who is getting a Higher Needs Rate 

T11 Census Input the number of residents receiving 
the Tier 1 Higher Needs Rate 

R12 Additional IRA Daily Rate for Higher 
Needs Tier 2 

Please input the daily rate for someone 
who is getting a Higher Needs Rate 

T12 Census Input the number of residents receiving 
the Tier 2 Higher Needs Rate 

R13 ComHab R - 15 min Please input your agency specific 15 min 
ComHab R rate 

S13 Volume Please input the number monthly 15 
minute billable services provided 



 

 

R14 SNAP Please input the agency wide or 
residence specific monthly rate. 

R15 Room and Board Supplement Please input the agency wide or 
residence specific monthly rate. 

R16 SSI/SSD Congregate Care Level 2 Please input the agency wide or 
residence specific monthly rate. 

T19 Monthly supplemental revenue This Cell allows for any other monthly 
revenue that is allocated to this 
residence. 

 

 

 

5. Scenario Building 

As mentioned earlier in this companion guide the model is designed for program staff and 
financial staff to work together to create a projected model that will allow you to understand 
the impact of the changes in revenue and expenses due to COVID-19. Therefore, best practice 
would suggest building the model as a joint effort taking into consideration operational needs 
and financial realities. A suggested approach to using the model: 

1. Enter the actual data in the cells that is known and is likely to remain constant in the 
near future - such as hourly rates, fringe, admin and overhead rates and revenue rates. 

2. Choose the time frame you would like to model - this model allows you to project in 
weekly increments.  

3. Enter your best estimates, assumptions, for the rest of the input fields that are outlined 
in the matrix above. These estimates and assumptions will be based on current actual 
experience - what’s happened over the last few weeks or months - and projecting them 
out over the timeframe you have chosen.  

4. Verify that each input field has a value and then ask yourself the simple question, “Does 
the financial result make sense”. If you find that bottom line numbers vary greatly from 
breakeven - check all the fields to see if there is an error.  

5. Once you have reviewed your input and determined that the financial output makes 
reasonable sense, you will have a reasonable idea of the impact of COVID-19 if none of 
the variables change. The model also isolates the cost of specific COVID-19 related 
expenses - such as PPE equipment and increased staffing costs of contracted DSPs. 

6. The model can be used to see the effect of changes in funding, expenses or census and 
volume.  

7. Change one variable at a time in a “Location” tab to see what happens. The model will 
allow you to see what needs to change to bring you to breakeven.  



 

 

8. However, don’t just focus on one variable. Go on to make small manageable changes to 
two or three of the variables. Use the model to understand how each variable impact on 
the bottom line - some variables will have a large impact with a small change - such as 
DSP hourly wage, others will need a significant change - such as some of the fixed costs. 

9. The model is not just useful for understanding the impact of COVID-19 - it is a powerful 
tool to understand how to bring programs back to budget by changing staffing patterns, 
variable and fixed costs and changes to census by reducing lost bed days. For example: 
changing the OT Factor variable can demonstrate how small changes to weekly O/T use 
can dramatically change a program's bottom line. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

6. Appendix CFR Position Titles and Codes 

Direct Support Professional (DSP) CFR Position Titles and Codes 
201  Mental Hygiene Worker 

(not for OMH CR) (Does 
not apply to SED)  

All individuals engaged in 
providing non-discipline 
specific services which 
involve the training of ADL 
skills; provide personal 
care to program 
participants; promote 
habilitation and/or 
rehabilitation. Job titles 
may include Habilitation 
Specialist, Residence 
Counselor, House Parents, 
ADL Specialist, Instructor 
and Trainer, Residence 
Staff, Relief Staff, House 
Apartment Worker.  

202  Residence/Site Worker 
(Does not apply to SED)  

All individuals engaged in 
supervising non-discipline 
specific services which 
involve the training of ADL 
skills; provide personal 
care to program 
participants; promote 
habilitation and/or 
rehabilitation. Individuals in 
this position title do not 
perform any other 
administrative duties 
beyond the direct 
supervision of Direct Care 
staff. If other administrative 
functions are performed, 
allocate that portion 
associated with these 
functions using position 
code 501 or 502. Job titles 
may include Residence 
Director, Residence 
Manager, Hostel Manager, 
Residence Coordinator, 
Site Manager.  

207 Developmental Disabilities 
Specialist QIDP – Direct 
Care (OPWDD Only)  

All individuals not included 
within another listed title 
with at least a Bachelor's 



 

 

degree in an appropriate 
field or one year of 
experience working with 
developmentally disabled 
persons engaged in 
providing or supervising 
services to program 
participants and their 
families. Job titles may 
include: Habilitation 
Specialist, Residence 
Counselor.  

290 Other Direct Care Staff  Anyone not listed in the 
200 series engaged in 
providing direct care 
services. 

Supervision and Administration CFR Position Titles and Codes 
202  Residence/Site Worker 

(Does not apply to SED)  
All individuals engaged in 
supervising non-discipline 
specific services which 
involve the training of ADL 
skills; provide personal 
care to program 
participants; promote 
habilitation and/or 
rehabilitation. Individuals in 
this position title do not 
perform any other 
administrative duties 
beyond the direct 
supervision of Direct Care 
staff. If other administrative 
functions are performed, 
allocate that portion 
associated with these 
functions using position 
code 501 or 502. Job titles 
may include Residence 
Director, Residence 
Manager, Hostel Manager, 
Residence Coordinator, 
Site Manager.  

501  Program or Site Director  An individual responsible 
for the overall direct 
administration of: 1) a 
specific program type that 



 

 

operates at more than one 
site; or 2) multiple program 
types at a single site; or 3) 
a specific program type at 
a single site.  

502  Assistant Program or 
Assistant Site Director  

Assists either the Program 
Director or the Site 
Director in the direct 
administration of a specific 
program type. Job title may 
include: Assistant 
Education Director.  

604  Director of Division  Responsible for 
overseeing a major 
segment of functions for 
the agency. Also includes 
Director of Admissions, 
Director of Purchasing, 
Director of Human 
Services, Director of 
Personnel, Director of 
Public Relations, Director 
of Data Processing  

Clinical CFR Position Titles and Codes 
309  Developmental Disabilities 

Specialist/Habilitation 
Specialist QIDP – Clinical 
(OPWDD Only)  

All individuals not included 
in otherwise listed titles 
with at least a Bachelor's 
degree in an appropriate 
field from an accredited 
program and specialized 
training or one year 
experience working with 
developmentally disabled 
persons engaged in 
providing or supervising 
services to program 
participants and their 
families.  

316  Nurse – Licensed Practical 
Licensed as a practical 
nurse by SED.  

Under the supervision of a 
supervisory nurse or 
registered nurse, the LPN 
administers prescribed 
medication and treatment 
to persons and assists in 
carrying out the planned 
health care program and 



 

 

maintenance of health 
records.  

317  Nurse – Registered 
Licensed as a registered 
nurse by SED.   

Under the supervision of a 
physician or a supervising 
nurse, this person provides 
direct treatment and 
dispenses prescribed 
medication. (The 
supervision requirement 
above does not apply to 
SED)  

322   Psychologist (Master's 
Level)/ Behavioral 
Specialist  

Individuals who have at 
least a Master's degree in 
psychology working in 
accordance with the 
exemptions found in Article 
153, Title 8 of the 
Education Law.  

323  Psychology Worker/Other 
Behavioral Worker  

Individuals with less than a 
Master's degree in 
psychology working in 
accordance with the 
exemptions found in Article 
153, Title 8 of the 
Education Law who assist 
in the implementation of 
positive behavioral 
interventions, supports and 
services.  

340  Behavior Intervention 
Specialist 1 (OPWDD 
Only)  

An individual who assists 
in the implementation of 
behavior interventions, 
supports and services. 
This position requires a 
Master’s from a clinical 
field of psychology, social 
work or applied psychology 
and training in 
assessment; or BCBA and 
Master’s in behavior 
analysis or closely related 
field; or a NYS license in 
mental health counseling 
with appropriate 
experiences.  



 

 

341  Behavior Intervention 
Specialist 2 (OPWDD 
Only)  

An individual who assists 
in the implementation of 
behavior interventions, 
supports and services. 
This position requires a 
BCBA and Master’s in 
behavior analysis or 
closely related field; or a 
Master’s in clinical 
treatment field or NYS 
license in mental health 
counseling and have 
approved specialized 
training in FBAs and BSPs; 
or Bachelor’s in human 
services field, and 
experience, and is actively 
working towards graduate 
degree in applied 
psychology, social work or 
special education.  

324  Social Worker – Licensed 
(LMSW, LCSW)  

Individuals, who are 
licensed in this discipline 
by SED and who are 
engaged in the provision of 
routine social work. LCSW 
must meet the additional 
educational experience 
and examination 
requirements as 
mandated.  

333  Therapist – Occupational  Individuals licensed in this 
discipline by SED.  

334  Therapist – Physical  Individuals licensed in this 
discipline by SED. 

335  Therapist – Speech  Individuals licensed in this 
discipline by SED.  

336  Dietician/Nutritionist (Does 
not apply to SED)  

An individual responsible 
for the planning of 
nutritionally balanced 
meals or overseeing 
special diets as prescribed 
by a physician.  

Other CFR Position Titles and Codes 



 

 

347  Staff Training 
(Program/Site) (OPWDD & 
SED Only 

An individual responsible 
for training of program 
participant care staff in the 
areas of counseling, record 
keeping, case 
management, etc. 

349  Utilization Review/ Quality 
Assurance (Program/Site) 
(OPWDD Only)  

An individual responsible 
for monitoring adequacy 
and/or appropriateness of 
program participant 
services and for 
compliance with all 
applicable federal, state 
and local laws, regulations 
and policies.  

Contracted Direct Care and Clinical Personal Services-: CFR-4A  
Guidance: 

 Position Title Code: Select the appropriate position title code by using the codes listed in 
Appendix R. Multiple contracted individuals/organizations with the same position title 
code must be combined and reported on the same line.  
Note: Certain position title codes are only valid for specific New York State agencies 
and/or specific types of programs. See Appendix R for specific details.  

 Position Title: The name of the position title associated with the position title code. See 
Appendix R for the position titles and position title codes. 

http://www.oms.nysed.gov/rsu/Manuals_Forms/Manuals/CFRManual/documents/MANUAL-
FINALVERSION8-9-2018.pdf 
http://www.oms.nysed.gov/rsu/Announcements/SCIS/October/1617CFRManualAppendixRPosit
ionTitlesandCodes.pdf 
 

 

 

 


