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. Preface

J
. The Model Adoption Exchange Paymenf System became )1- reality through

the collective efforts of many Individuals. The idea for the System grew out
of the numerous needs assessment workshops sponsored by the National Ad Op- .

. tion Information Exchange System (NAIES). NAIES staff with initial involve-
men1 in the development of the System included Valerie Preston, Karen Backiel,
and Nadia Brogden. The encouragement and support of these individuals
helped pave the way for subsequent development and field testing of the
Sykem, culminating in this user manual. Peggy Brown, who joined the.
NAIES staff after initial development of the System began, assisted greatly
in facilitating completion of the System's design and the field testing phase.

. _, A very special note of recognition goes to the staff and leadership of the
Delaware Valley Adoption Resource Exchange and the Washington (State) De-
pertinent of Social and Health Services, wlio graciously agreed to serve as
field-test sites during development of the System. These individuals pro-

.
vided insight an d expertise during the initial stages of systems design, -

..

as well as throughout the field-testing process.

, The Region III Adoption Resource Center and the Region X Adoption Re-
source center were especially helpfull arranging travel schedules,. providing
meeting sites, and promoting ongoing.dialogue among the major agencies and

individuals volved in the development of the System.
pr. Ro e t Pfeiffer developed the software to support the computerized

management eports produced by the System. His *ills in this endeavor -ere

. greatly appreciated. We owe our thanks to our cblleagues throughout the
country, especially Rosalie Anderson, Director of the RegiOn VI Adoption

.
Resource Center, who offered encouragement, philosophical insights, and

. , ,,
practical wisdom during the design and development of the System.

Finally, we are thankful to the thousands of waiting children in this
country, who unknowingly provided the stimulus for developing the'System.
It is our hope that the System will.provide a mechanism forlincreasing chances

. Afor these children to ahieve permanency through adoption.

Rah.
Austin, Texas

, April1982'
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Introduction

Development of the Model Adoption Exchange Payment System (MAEPS)

was aimed at improving the delivery of adoption exchange services throughout
the United States. The most significant contribution of this effort was the de-
velopment of a unique payment system that enables managers and decision makers
to: (a)identify and define the` seiwices required for achieving a successful adop-
,

tion through The assistance of an )adoption exchange; (b) deterr9ine the cOsts,
actual and acceptable, Of such services; and (c) allocate an agency's limited re-

,

,sources for adoption to the best advantage.
A paymerit system can be defined as a process in which a buyer and seller

exchange goods or services in return for some agreed upon payment. This pro-
,

cess typically involves the following activities: (a) defining the services to be
exchanged; (b) identifying the cost of these items And their value to the buyer;
(c) specifying a procedure for reporting financial informacion; (d) determinirig

the kind, frequency, and amount of payments to be made; and (e) disbursement
and receipt of payment(s).

MAEPS was designed to ensure adequate reimbursement to adoption exchanges
for costs incurred in completing specific activities in the adoption exchange process..
Development of the System grew out of an increasing needAby adoption exchange
administrators and program managers for a formal tool to assist them in the-overall
operation aLi.cl\management of their programs, as well as to respond to increased
demands for program any fiscal accountability brought about by today's economic
realities. Chief among thesd realities is the generally declining poOl of funds avail-
able to support human services programs, of which adoption exchanges represent
but one example.. This declining funding pOol has stfmulated increased, demands

for documenting the quality, quantity., and costs of services. MAEPS represents
a formal analytical tool with which to meet these demands.

MAEPS is intended to be uSed as S 'decision support system". That is, in
addition to the ability of MAEPS to provide accurate and timely information on the
costs of services, it can also'be used as a basis Upon whiCh decisions regarding

the organization and delivery of adoption exchange services can be made. Prop-
erly used, MAEPS has the capability of generating case-level data which can

,

8
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support decisions regarding the most effective way to manage individual

caseloads. This same insformation can be aggregated acioss individual cues
and workers ttisupport decision making at ,the program level.

This user manual is divided into twci major parts. PART I provides a

description of the Model Adoption Exchange Payment System, and is primar4y

technical in nature/. PART II giyeS step-by-step instructions for using the Sys-

tem, including sample data collection forms and report-formats. Through this

manual, potential users of the Sygters will become familiar with the philosophy,

approach, and use of a highly-structured management tool for improving the

organization ,and delivery of adoption exchange services.

oft.

if
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PART I: MODEL ADOPTION EXCHANGE PAY,MENT SYSTEM TECHNIVAL

SPECIFICATIONS

A. Components and Elements of a Comprehens4ve Adoption Exchange

Service Delivery System

The basis for the Model Adoption Exchaiwe Payment System is.a six-coMponent

service system whidh includes the traditional adoption exchange services (registra-

tion, listin,g, matching, recruitirig), plus two additional services (training and

technical assistance and advocacy/public relations). Taken together, these six

components define what is termed a "full service" exchange. The six components

1"-

are defined as:
Registration Services
The process by which children legal free for adoption and, families
studied and anproved for adoption are formally enrolled on an adoption
exchange. Children not yet legally free for adoption (i.e., potential
adoptive placements) may be enrolled on tlie exchange under the follow-
ing circumstances:

(1) children pladd in temporary foster care after completion of a ilepriva-
,

.

tion hearing while the case is wider appeal;

(2) children placed in terni)orary .fostgr care after a deprivation or rer
linquishment hearing on behalf of one parent has been acted/upon
by the court and ths caseworker Is waiting for publication ro . termin-
ate on the other parent. This.type of placement assumes that all

reasonable efforts to locate the absent parent have 14een exhausted;

(3) children placed in temporary foster care where the court has not yet
acted on the signed relinquishment;

(4) children placed in teinporary foster care for which a deprivation
petition has been filed but not heard; and

(5) unborn children foi:- whom relinquishment is the plan.

Matching Services ,

The process by which children officially enrolled on the adoption ex-
change are matched with previously studied and approved families.

Listing -Services
The Process by which children officially enrolled on The adoption ex-
change and/or prthriously studied and approxed families are 'Hated in
an exchange book for distribution to agencies, organiz'ations (such as
adoptive paient groups), and individuals involved in the adoption pro-
cess..

1
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Recruitment Services (General or Case-Specific),

Theprocess by which (a) prospective adoptive parents (is) are in-
formed of the adoption process and (is) arevencoureged to.apply for
adoptive parent status. The target recruitment population may,be both
the general population or special subpopulations, such as fostr families.

Training_and Technical Assistance

FOrmal and informal training and technical' assistance initiated or pro-
vided direCtly by the adoption exchange to staff, users of the exchange,
and others involved in the adoption process.

Advocacy/Public Relations

The promulgation of information to the general public or special subpopula-
Aions on the goals and activities of the adoption exchange, and formal-and
informal involvement in activities designed to promote the best interests of
children who could benefit from the services of an adoption exchange), as

F well as families ivho wish to adopt children with special needs. ri

.."

;

A delineation of the elements or activities associated with each of these six

components is given below.

t

Activities Encompassed ByA Comprehensive
Adoption Excha e Service

Registration Services ,
,

..

(1X subAisSion/reviewing of, registration information on child
,* ''',

. (2) submission of regisTvtion information by approved child-placing
akency on families desiring to adopt

...... .

(3)- screening/re-screening of registration information for duplication,
approprialeness, completeness, etc.

(4) opening of ongoing case record
-

(5) codification of families' according-tochild(ren) preferred

(6) periodic updating of' registration information to determine status of
case

-

.,
'IL

,

P .

.

... ,

i*

/1°

e

.
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Matching. Services
4

N (1) time speni with families in reviewing excha, nge books in response to
inquiries about a child for whom they have exokessed nlarement

ff .......: . ,
interest .

(2) in-house search for appropriate family(ies) and/tor child(ren)

(3) search of otheripesources for -appropriate match(es)

(4) identification of appropriate match(es) between waiting children and
studied and approved families

,(5) transmittal of notice of suggested match(es) to agency with custody of
-child(ren) and to agency registering the family

(6)removal of case from active stattis

Listin,g Services

(1) identification of children and/or families to be listed

(2) preparation of profiles/narridives

(3) obtaining of photographs:where appropriate

(4) preparation of materials for printing

(5) maintenance and ,updating of mailing list(s)

resgonding to requests for listing book(s)

(7) updating of registration information for re-listing or removal from the
listing book(s)

Recruitment Services

(1) planning of recruitment strategy

(2) developmegt-okpublicity program'(s)-
./

(3) media presentations

(4) public speaking engagrents

(5) "information, referral

(6) 'follow-up on referrals made'

(7) development and coorflination of , or participkion in;communitv networks
(adoptive parent 'groups, public and private child-placing agenCies, and
othei constituencies)

fr
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Training and Technical Assistance'

(1) consultation on procedural and 'readiness issues

(2) assistance in using the exchange

(3) purchase of service ,negotiations

Advocacy /Public Relations

(1) General

(a) public information
(11) formulating and supportinglegislation
(c) networking/relationship building
(d) providing leadership
(e) court .testimony .
(f) ombudsmanship tor children and families

(2) Child/Family Specific

(a) mblic information
(b) court testimony
(c) ombudsmanship for children and families

4

B.Products Encompadsed By a Comprehensive Adoption Exchange Servic'e
Delivery System

As noted in the introduction section. a payment*.system can be defined as a
process in which a buyer and seller' exchange goods or services in return for some
agreed upon payment. `For purposes of the Model Adoption Exchange Payment System
the goods or dervices (i.e., products) to be exchanged are defined as:

Registration of a child.or family
AMatch of fainily(ies) with child(ren) awaiting adoption

Listing (photo or otherwise) of a child or family in an exchange book
Recruited/Prepared Family for a specific child awaiting adoption
Training/Technical.Assistance Session or Package

As will be seep Ibsequently. the ModeltAdoption Exchange Payment Sytem

is specifically geared to accomodate payment for each of these products.

-14
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C. Data Recording Requirements

The Model Xdoption 'Exchange Payment System requires adherance to a

carefully-structured set of data recording requirements. these requirementg

were designed to provide the necessary information to support the actual-cost

reimbursement mechanism reflected by the System.' As such, 'their application

is ctitical to the successful implementation of the System. Specific data, record-
,

ing requitlements include the following:

-4...Data are collected for specific childr and families on a one-to-one

or individual basis
le: Data are "encounter based". That is, each time a client,(child or

family) is served (e.g.4, face-to-face meeting, telephone call, case

dictation, travel), the.time spent on.that service (i.e., "encounter")
_is recorded on that client's individual case record using a specially-

.
prepared activity log (see PART II below)
Data'are co4ected according tp specific components in the adoption ex-

change process (e.g., registration, listing, matching', etc.)

A brief activity description is included in the case record. That is,

for each "encounter" (see above), a brief description of the purpose

or outCome of that "encounter".is recorde'd using a specially-prepared

activity log (see PART H below)

All time spent on behalf of Frdividual cases (children or families) is re-

cordedbaccording to specific activity categories (face-to-face contacts,

telephone counseling, collateral contacts, travel, written correspondence,

case dictation, etc.), usipg a specially-prepared activity log (see PART H

below)

PART II of this manual provides a detailed description of the tiMe-recording

process encompassed by the Model Adoption Exchange Payment System.. Also

included are sample activity logs with which to document service activities, as
4

well as sample management reports generated by. the System.
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D . Reimbursement Process

The Model Adoption Exchange Payment System was designed as an actual cost
reimbursement tool. That.iS, the costs of delivering f)articular services using the
System are determined according to the actual time spent in delivering those ser-
vices. This approach differs significantly from one in which entire programs

. are purchased and the costs of services are determined by dividing the number
of products or services delivered into the total cost of the program. Under the
Model Adoption Exchange Payment.System, an adoption exchange is reimbursed
only for products delivered. That is, payment for services rendered is author-
ized when the product is actually delivered.

5.
_

in-practice, it is expected that actual-cost reimbursement for exchange ser-
vices may not be fully realized. That is, most funding sources, out of hecessity,
are forced to place ceilings or "caps" on the amounts they are able to spend for
specified services. Nevertheless, without detailed, actual-cost data, rate-setting
for exchange serNrices is rendered meaningless, and the risk of under- or over-
estimating the "true" costs of services is heightened.

p

1. Computation of Base Service-Hour Cost

Under the Model Adoption Exchange Payment System, the basic unit for
determining all costs is the service hour. Cost of a Service hour includes the
cosf ofla casework hour plus a proportion of the salaries of supporting staff
(supervisory and clerical) arrtl other administrative costs (exclusive of certain
unallowable expenses such as those associated with fund raising or the acqui-
sition costs of land). These service-hour 'reimbursable costs are determined by,
dividing the total exchange 6rogram expenditures (minus unallowable explanses)
by the total number of hours Worked by the exchange cabework staff.

The base service-hour cost is determined through the following steps:

STEP #.22,fetermine annual adoption exchange program expenditures.
These will include case service time fori-svhange-related
work (with' clients and collaterals, in-person and by tele-
phone; travel and ictation); administrative and supervisory
time; clerical and rèçeption time; rent, telephone, postage,
equipment, and re1atè costs. Any of the above which are

° shared with otlier programs or purposes must be prorated
to show th exchange-related items only. A standard work-

, shad is provided in Appendix A of this manual to assist po-
tential users of the Model Adoption Exchange Payment System
in determining annual adoption exchange program expenditures.

16
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STEP # 2: Su/ btract unallowable expenses. These will include the costs
of fund raising activities, purchase of land, and related
'capital expenses. . .

EXAMPLE : $100,000 exchange program costs
- 10,000 unallowable expenses

$ 90,000 net reimbursable expenses

STEP # 3: Determine annual casework hours. This is accomplished for
each direct service staff member by multiplying the number of
.annuaI work days times the number of productive hours in the
work day.

7' eEXAMPLE: JaneHiggins, Exchange Intake Worker
* ** ***

225 days x 6.5 hrs. = 1,462.5 hrs.

/

*

-

agency days may vary, but all agencies will exclude
from casework days.their vacation leave, holidays, per-
sonal-time, and sick leave. ,

a

**
_

i.
actual nugther of productive hours will be determing by
each agency's actual'experience.

***
this example assumes the worker is fu'll.time. For part-time'

\ workers or workers with mixed caseload responsibilities,
, annual casework hours are determined by multiplying the

number of annual work days times the number Of productive
work hours in the day, times the percent of time spent in
exchange activities. Thus, for Helen Adams,,th-O was
hired one-quarter time as an adoption exchange worker, the

-calculation of annual casework hours would be as follows: '

\ 225 days x 6.5 hrs. x 25% time or 365.6 hrs.
i

Individual totals are than summed for each direct service.
w6rker (part-time and full-time) to obtain the grand total
for the agency. A-standard worksheet is provided hl
Appendix B of this manual to assist potential users of the
Model Adoption Exchange Payment System in determinyig
annualadoption exchange casework hours. A completed
worksheet, using sample data as reflected above, is con-
tained below. - -

r

,
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Annual Casework Hours Worksheet!
-.

Worker $ Time x Annual Work Days x Productive Hours = Total Hours

Higgins 100% 225 Days 6.5 hrs. 1,46215 hrs.

Robbins 100. 225 6.5 1,462.5 .

Adams 25 225 6.5 .365.6

Totals 225% x '225 Days x 6.5 hrs. = 4487.5 hrs
3'

I

SPECIAL NdTE:
!

Specification of the number of productive''hours in a work day constitutes
a critical step in determining the Base Service-Hour Cost. ,That is, an
over estimate of productive hours will ultimately result in a spuriously
low Base Service-Hour Cost, and an under estimate will ultimately result
in a spuriously high Base Service-Hour Cost. Thus, potential users
of the Model Adoption Exchange Payment System should.be prepared to
verify or justify their estimate of productive hours used in determming
the Base Servioe-Hour Cost for their agency. This justification would
most appropriately take the form of a formal time -study conducted for
exchange direct service staff. Tio.the extent feasible, it is recoMmended
that such a time study be conducted prior to the computation of annual
casework hours as described above. .-

I
STEP # 4: -Determine Base Service-Hour Cost. This is accomplished by

. dividing the net reimbursable expenditures obtained in STEP # 2
by the annual professional case service hours determined in --
STEP # 3.

-
EXAMPLE: $90,000

. 4,387.5 40.51 [1]

-c

2. Adjustments to Base ServicerHour Cost

a. Adjustm-6t for General or Across-the-Board Recruitment

The Model Adoption Exchange payment System is geared to reflect the im-
i I

pact of general or across-the-board recruitment time on the reimqursemenf pro-
.,

cess. 'Ale amount of time spent in these activities -vakes from exchange to ,ex-
change, and can constitute a significant portion of time,spent by casework staff.
The System recognizes that a certain leveljaf outreach or general recruitment
activity must be sustaimed in order to develop the resources (families) for which
potential placement,matches ean be maae. Since Vining for services. rendered

/
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,

,
is accomplished on a case-by-case or individual basis (see Sections I. D and
II. D below), a method had to be deterinined in which reimbursement for
these general or across-the-board recruitment activities could be accomplished.

I
It was concluded that the best way to achieve this goal was to allbcate a pro-
portion of the time spent in these activities (based on the actual experience of
the exchange) to those cases for which a reimbursement request was actually
made. This decision was bEised on the belief that general or acroas-the-board
recruitment activities are fundamental tothe overall mission of an exchange,
namely, the identification of placement resources (families) for wa4g Children.

To reflect the impact of this suppor)ing activity, the Base Service-Hour Cost
determined in Section D. (1) is adjusted upward by allocating a proportion of -
time spent in these activities to cases for which a specific or targeted activity
is undertaken.

,

The adjustment process can be illustrated using the following example.
Suppose that an exchange spent a total of 1,000 hours on recruitment activities
during a given fiscal or calendar yeyar, 450 hours of which can be attributed to
specific cases and 550 hotirs to general recruitment activities. Oiven these
figures, the ratio-of non case-specific hours to.case-specific hours spent in
recruitment activities can be expressed as 550:450 or 1.22.

,

The Base Service-Hour Cost of $20.51 determined for the sample agency
. I

data in Section D. (1) is adjusted upward to reflect the impacrof general re-
cruitment/outreach activities as follows: \

Adj. Base Service-
Hour Cost

-

OW'

r

= Base Service-Hour Cost + (1.22) x Base Service-Hour
Cost

= + (1.22) x, ($20.51).$20.51
[2] i

= $20.51 + $25.02

= $45.53

The Base Service-Hour Cost determined in Section D. (1) is replaced with
the agljustet) base service7hour cost determined by formula 12] as the basic cost-
ing unit for services delitiered by the exChange, thtis reflecting the System's

_

recognition that gener5,recruitment /outreach activity,is critical to the success
of all opeiTational aspects of the exchange._

OP
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b. Adjustment for Unsuccessful Matching Activity

'Numerous potential placement matches are often required before one of

those matches is "accepted" (i.e., a hold is put on the child's case, reflecting

the agency's intent to work with the family further to facilitate an adoptive

, placement). In order to reduce the overall financial burden of this unsuccess-
.4

ful matching activity on a particular agency, the cost of unsuccessful or

"aborted" matches can be distributed across those cases for which a success-
ful Match is obtained (i.e., those which result in a case hold).

In these circumstances, the,adjusted base service-hour cost determined

in Section D.(2) (a) is modified to reflect the impact of unsuccessful matching

activity as,depicted in the following example. Suppose that for every 10

matches made, 7 of those matches rfisulted in case holds and th:., remainder

were judged to be unacceptable by the placing agency. Thus, the ratio of
unsuccessful matches to matches which resulted in case holds can be expressed

as 3:7 or .43.

The formula for modifying the Adjusted Base Service-Hour Cost determined

in Section.D. (2) (a) is given as: '

'

.4

Adj. Matching Services Adj. Base Service- (.n) x Adj. Base Service-
Hourly Cost Hour Cost , 9our Cost,

= $45.53

.= $45.53

= $65-.11

+ (.43) x ($45.53)
[3]

+ $1b.58

-,

The adjusted Matching Services Hourly Cost is applied only when billing for

Matching Services, and has no bearing on the reimbursement process for other

components of the adoption exchange process. .
I

3. Computational Formulae
. ..

a. Registration, Listing, MatcNing, and\Recruitment Services

Billing for adoptidn exchange services under" the Model Adoption Exchange..

Payment System is both case-specific and component-specific, in accordance

with the number of hours of service delivered and the appropriate service-hour

rate. The computational procedures for determining the costs of services de- .

livered' are given subsequently.
't

1
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Registration (Services

due

The cost of a-completed registration (child or family) is computed es:.

Cost of Registration = (Total time spent on completing the registration
from case record + average time spent per

[4] registration for updating purposes) x (Adj.
Base'Service-Hour Cost)

Where: Average time spent per registration flor updating.purposes =
total time spent in this activity for all cases during a given
fiscal or calendar year divided bysthe number' of cases reg-

. -istered during that same time period.
1 IN

The average time. spent-per registration for updating purposes is
acquired from retrospective case data, or, when unavailable; this
time is based on "best guess" projections substantiated by actual
data at some later date.

EXAMPLE:

'Cost of Registration (.5 hr. + hr..) x ($45:53)

(.75 hr.), x ($46.53)

$34.15\

A bill in the amount of $34.15 (plus $48.21 frorrrthe prorated share of
advocacy/public relations see Section D. (3) (c)) wOuld be submitted to the
agency registering the child or family at the time the registration is completed:

Matching Services .

The cosi of fin accepted match is determined as:

Cost of,Match = (Total time spent on match that .i.esulted in a chila's
cage being placed on hold,.from case record) x (Adj.
Matching Servoices Hourly Rate)

EXAMPLE:
,

Cos't of Match = (5 hrs.)- x ($65.11)

$325.55

At the time the plading 'agency .notifies the exchange that the child's
case has been put on hold, this signifies that a product,has been delivered,
and the exchange would submit a bill equal to the 'cost of the watch as determined



1

above (plus a proportion of the costs "of trdVocacy-Tpublic relatiOns see

Section D. (3) (c)). For the data 6f the preceding example and Section D. (3)(c),
the bill would be equal to $325.55 + $45.53.or $371.08.

The billing process for Matching Services reflects the position that the majoi.
thrust of adoption exchanges is to facilitate adoptive placements through the se-
curing, identification, and matching of resources (f4milies) with children awaithig
adoption. Whether the child for which a match results in a hold being put on his/
her case actually gets placed is beyond the control of the exchange. As such, re-.
imbursement to the exchange for arranging an appropriate match.is tied not
to subsequent placement of the child, but to delivery of the product itself
(successful match as defined by the child's case being placed on hold).-

Listing Services (
The cost of listing a child or family on ap adoption exchange is computed as:

Cost of Listing = (Total time spent in preparing the listing, from case
record) x (Adj. Base Service-Hour Cost)

Printing-related costs are included in the total oper-
ating budget of the exchangeand, therefore, are
reflected in the cost of an hour ef service (as adjusted)

BXAMPLE:

Cost of Listing = (5 hrs.) x ($45.53)

= $227.65

A bill in the amount of $227.6-5 (plus $36.42 for the prorated share of advocaCyl
public relations -- see Section D. (3)(c)) would be submitted to the agency regis-
tering the child or family at the time the listing (photo or otherwise) is dissemin-

4*ated.

Recruitment Services (Child-Specific)

'Zhe cost of providing recruitment services on behalf of a specific child'
are determined as:

[7] Cost of .Recruited, (total time spent in recruitnient activity, from
Prepared Family case record).x,(Adj. Base Service-Hour Cost)

22'
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rFor child-speCific recruitment, the adoption exchange and placement agency
for which the recruitment is undertaken will agree in advance to minimum

.. .
acceptable criteria/standards for the recruitment process. Tliis prccess will
._

mfnimize disagreements over what constitutes the "best" or "optimum" resource
(family) for the chfid(ren). Using these cpiteria or standards, the exchange
would submit a.bill to the placing agency for recruitment senvicei as determined
above (plus a prorated share of advocacy/public relations -- see Section D.(3)(c))
at the time that the'recrUited/prepared family is referred So the agency.

EXAMyLE:

Cost of Recruited,
Prepared Family

ir

/

(12 tits.) x ($45.53)

= $546.36

In accordance with Section D. (3)(c), a piorated
share of advocacy/public relations costs (45% of
$182.12) would be added to this cost to determine
the total bill for recruitment services.

N.-.....

b. Training/Technical Assistance 1

A

The full-service exchange concept referenced above embraces the notion that
the exchange is pTepared to deriver Or arrange fot the delivery of training and

/

technical assistance (T/TA) to its various constituencies; for example, special-
,

ized recruitment technique-s for _so-called "hard-to-place" children, develophent
of advocacy/public relations campaigns, and implementation of purchase of adop-`
tion service agreements. . .. ,

The cost of delivering a training/technical assistance session or implementing
a specific-training and technical assistance package is computed as:

Cost of T/TA Session/
Package' -

[8]

,

A

r

..

..-----

= (Total time spent in preparing for and delivering
the T/TA package,/sssion) x (Adj. Base Service-
Hour Cost) .+ (variable costs other than those
covered by the exchange operating budget)

c. Allocating Advocacy/Public Relations Costs to Other Service Com-
ponents

The Model Adoption Exchange Payment System is also geared t'o reflect the
impact of general or across-the-board advocacy/public relations time on the re-

,
imbursement process. The amount of time spent in these activities varies from

r

.3

.
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exchange to exchange and can constitute a significant portion of time spent\
by casework staff. That is, the System recognizes that a certain level of
genera) or across-the-board advocacy/public relations must be sustained in
order to best serve the needs of children anfl families registered on the ex-
change.

Since billing for services rendered is accomplished'on a case-by-case
or individual bapis (see Section I. D and II. D), a method had to be determined

by which reimbursement for these general or acrossrthe-bOard advocacy/public
relations activities could be 'accomplished. It was concluded that the best way,
to achieve this goal was to distribute or spread the costs of these activities
across the various direct service components described above (i.e., Registration
Services, Listing §erviCes, Matching 'Services, Recruitment Services). This de-

cision is base'd On the belief that general or across,-thd-board advocacy/public re-
lations activities are fundamental to the overall mission of an exchange, namely,
the*identification of placement resources (families) for waiting children.

sfThis allocation process is accomplished 'in two steps. First, the average cost
of advocacy/Public relations is determined by dividing the total cost of this activity
in a given fiscal or calendar year by the number of thildren p ced on hold during
that same time period.

Avg. Cost of Advocacy/ Total Cost uf Advocacy/Public Relations
Public Relations Number of Children Placed on Hold [9]

Where: total cost of advocacy/pub]ic relations = (total time spent in activity)
. x rAdjusted Base Service-Hour Cost)

EXAMPLE:

Avg. Cost of Advocacy/
Public Relations

(200 hrs.) x ($45.53)
50

(9,106) / 50
0

= $182.12

The second step involves the distribution of the average cost of advocacy/
public relations across the various components of the exchange process as follows:

24
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- Registration Services 10%
Matching Services T6:66.

Listing Services 20%
Recruitment Services ". 45%

Thus, when the agehcy submits its bill for:any one of these Services, it
would add a proportion of the average advocacy/public relations cost to that bill:

EXAMPLE:

The cost of a match in which the child's case was placea on hola ps determined
in Section D. (3) (a) was $325.55 or (5hrs. x $65.11). Using the percentage

distribution of 25% (see above), the-allocation of advocacy/public relations
costs to thai j11 ,would be (25%) x ($182.12) or $45.53. In this case; the
total bill for Matching Services on behalf o'f the child placed on hold would
be($325.55 + $45.53 or $371.08.

r-
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PART II: USER INSTRUCTIONS

* . The Model Adoption Exchange Payment System has been designed with the
end user in mind. That is, the System is simple to ude, and the msnagement
reports,gerilkited by the Sfatemprovide detaile information which is critical

to/the iffective operation.oPan adoption exchan However, certain steps

must be taken before attempting to use the Systerl, in order to ensure its
oiderly and efficient operation. These steps, which can be considered as pre-
requisites .to implementation o the System, are described subsequently.

A. Preliminary Steps
IP

STEP # 1: Become Thoroughly Familiar With the System Before

Attempting Its Implementation

As with any other new venture, such as purcli'asing a new
automobile or appliance, it is sound- practice to become
thorbtighly farniliar with the operation of that device to
ensure its maximum use ank satisfaction. Such is the case
with the Model Adoption Exchange Payment System. The
potential user of the System should acquaint himsW/herself with
the background, philosophy, and operation of tiie System
before attempting its use. This will provide an overview

_of the System, as well as what can be expected of the
System.

As reflected in PART I of this manual, this particular payMent
system is based ein ah actual-cost reimbursement model. A As
such, 'there are specific and detailed time-recording kocedures
which must be followed in ordef to support the reimbursement
mechanism which has been developed. Most exchanges will
find the time-recordfikg process new to them. Because of
this newness, it will take some time ta become accustomed
to the requirements of that process. Experience with
other'actual-cost reiMbursement systems wit'h similar time-
recording requirements indicates that once the initial novelty
of recording time spent on individual cases according tk,dis-
Crete reorting categories wears off, the task becomes routine,
and the rewards offered,in terms of the information provided
far outweigh the nominal effort invested.

The Model Adoption Exchange Payment System was designed
to beiboth a fiscal and program management tool. Because
of its name, it is easy to consider the Systhm as simply. a
method to reimburse adoption exchanges uft er purchase of
service arrangements. However, it is extremely important
that the potential user of 'the System recogniie its utility. -

as a case management'and program management tool as well.
Properly used, the Systemccan provide a rich base of infor-
mation with which to manage individual caseloads, as well as

Wrift 27
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support decisions at the program level. Thus, the
System was designed as a "decision support system",
and as such, its full impact is not realized unless it is
used in this context..

Arrange For Adequate Training Time Before Attempting
Implementation of the gystem

Smooth and efficient implementation of the System requires
adequate preparationll.those who will be involved in its
use. Each exchange contemplating tile of the Systein should
appoint one individual who will have major responsibility for
overseeing its operation. In effect, this iDdiViduel will be-
come the "resident expert" on use of the System, ai1 will
be responsible for trouble-shooting problem areas slitould
they arise.

Training in ,use of the System should inVolve a brief orien-
tation to the overall bacind, philosophy, and goals Of
the System, followed by a step-by-step preseittation of how
the Sy,stem actually'works. It is not recommended th,at direct
service staff be trained in the specific mebhanics of the re-
imbursement process; however, it is important for them to
have an appreciation of how the detailed time data which
they will be required to keep fits into that process. Dis-
pell the notion that the System is too complicated or'sophis-
ticated to use or beyond the,comprehension or/he direct
service staff, many of whom will be volunteers. The Sys-
tem is neither of these; 'rather', it represents a new and
different approach to the,delivery and reimbursement of
adoption exchange activities. As witil the implementation
of any new technology, some resistanrce and fear of the
usewof the System will occur. This initial resistance can
be dispelled by a frank and open discussion of the merits
of the Systein, as well as how the S3istem can'be of par-
ticular use to the direct service staff whoswill be proiriding
the necessary data to support the Eystem,'

Allow a trial period for preliminary use of the System (3-4
weeks), and at the end of that period, hold a meeting '
of casework and program staff to review problems, questions,
and any other issties surrounding implementation of the System.*
Experience dictates that the majority of que'stions will focus
on the time-recording process (e.g., definition of terms, where
to record informationi. The guidelines provided for time re-
cording <see below) are intended to facilitate this process
such that accurate, c9nsistent, and timely data are, obtained.

28
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.
It is expected,that certain addptations or modifications

to the time-recording categories will be-nece'ssary to
accomodate local conditions. This is a matter of local
discretion; however, the rule of thumb should be as
follows. Whenever possible, retain the reporting
categories as they appear on the aptivity logs (see
below).- It may be necessary to modify the definition
of a particular reporting category to reflect the unique
characteristics of the adoption eichange. Consistency
in reporting is the overriding goal. That is, it is
critical that all those involved in the time-recording
process interpret the reporting categories in the same
way. Most questions will disappear after the initial
trial period. Those questions which arise subsequent
to that time should be addressed on an "as needed" _
basis. ,

STEP # 3: Arrange For a Mechanism to Ensure Ongoing Dialogue and

communication With Users of the System

Don't drop the ball after the initial trial period in using
the System. Maintain an opgoing dialogue with those
who will be providing the data to support the System.
This might be accomplished through monthly meetings
in Which the management reports provided by the Systefn
(see below) are discussed, or through the use of inter-
office memoranda, or both. The information provided by'
the management reports is intended to assist direct service
staff in the management of caseloads, as well as supervisory
and administrative staff in the management of the exchange
program. The reports will be useless scraps of paper un-
less appropriately used. Be certain to provide feedback
on.the reports at all levels of' the exchange operating sys-
tem. _Properly used, the System can provide essential
information to the successful operation of the exchange.
Otherwise, the System represents a significant burden
for staff who might be using time spent in supporting
the System pursuing more productive endeavors.

STEP # 4: Arrsnge For Computer Support With Which to Generate the

Monthly Management Reports Produced By theiSystem
4 '

For large exchanges with a high volume of registration, ,
matching, listingete. activity, the use of a computer to
facilitate the production of monthly management reports
generated by the Model Adoption Exchange Payment System
is strongly encoulraged. Experience has shown that the po-
tential for summary 'errors is directly proportional to the
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size of the adoption exchange caseload and the amount
of activity generated on behalf of that caseload. Further-
more, the,use of a computer to facilitate the production
of the monthly management reportscontributes to the
timely completion of the reports, which in turn increases
their overall utility as a case management tool. The com-
puter software developed Tor the field testing of the Model

Adoption Exchange Payment System ia presently designed
to operate on medium- to large-scale computers. However,
this does not precjude subsequent development for use
with micro-computers such as Ahe Radio Shack TRS-80
or the Apple II, -as well as certain word processors. If
au exchange decides to utilize computer technology to
facilitate production of the monthly mAnagement reports,
three options exist: (a) 'use of an in-house comppter
owned or leased by the exchange or its.parent organiza-
tion; (b) use of donated computer time from one of the
exchange's constituents; and (c) purchase of computer
services from a third-party vendor.

0

The cash investment required to use computer hardware to
facilitate production of the monthly management reports,is
determined by the-volume of service activity generated by
the exchange. Thus, it is difficiklt to pinpointithe exact
costs of using computer-based technology. However, ex-
perience with the field testing of the Model Adoption Exchange
Payment System has shown the total cash investment, including
the costs.of coding and keypunching of data, to be minimal.
Current estimates place these costs at approximately $2.00
per client per month should the exchange choose a third-
party venaor to process its time aata. The only additional
charges would be for mailing costs, which are largely de-
termined by thetize of the coeputer printouts generated
and the number of copies requested, and the 'costs of time-
recording forms.

In the event 'that a third:party vendor is chosen to produce
the monthly management reports, all the exchange is required
to do is to batch together the completed time-recording forms
for a given month of activity (a,two-part form is provided
for this purpose) and send it to the third-party vendor by
the fifth working day of the next month. The third-party
veridor will code, keypunch, and analyze t4 data and \
produce the necessary management reports by the fifteenth
of that month. All raw data will be stored in a secure en-
vironment at the third-party vendor's computer facility for
a period of one year, at which time it will be returned to
the exchange. 1 ^
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Make Certain That Your Exchange Has a,Functional
Budget Capable of Separation Fiom An Umbrella or
Parent Agency Budget

As described.in PART I of this manual, the Model
Adoption Exchange Payment System requires that a
separate budget be established for the adoption ex-
change wishing to use the System. Thus, if the
exchange is part of an umbrella or parent organize-

, tion/agency, the clipability to separate-out t4e costs
of operating the exchange must be available. Also,
any monies spent on fund raising activities, acquisition
costs of land, or related capital expenditures must be
separately identifiable.

B. Time-Recording Process

Prior to implementing the Model Adoption Exchange Payment System,
a separate case record must be established f6i- each child and family registered
on the exchange. This is an absolute prerequisite to using the System, since
the time-recording process is geared to capture time spent in adoptiodex-
mange activities on a case-by-case or individual basis. Once /his has been
accomplished, the exchange is ready, to implement the case-specific time-
recording process using the Case Activity Record and the Generpl Activity
Record (see 4ures 1 and 5 respectively).

1. Case Activity Record
The Case Activity Record is designed to capture time spent (in 15-

minute intervals ) according to discrete components and activities. Referring
to Figure 1, the reader ciin see that a separate Case Activity Record is es-

,

tablished for each client (child and family) in the exchange caseload., Further
inspection of Figure 1 reveals that the time-recording process is "encounter
bated". That is, a separate line on the Case Activity Record is provided to
record time spent for each "encounter", (face-to-face contact, case preparation%
dictation, written correspondence, telephone-related, travel-related) on a
particular day. An "encounter" may comprise more than one actty. For

. -'-example, from 8:30 a.m. 9:30 a.m. on a particular day, a worker may have
a 30 minute face-to-face meetir4 with a prospective adoptive parent,,then
spend another 15 minutes making telephone calls on behalf of that parent,

,
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followedin 15 minlites completing written .correspondence. The worker
would record the total time spent (1 hour) 'on a single line on the Case

-
Activity Record, and would not be required to use ,three separate lines

to document time spent on the case.
Instructions for'completing the Case Activity Record are given in

Figure 2. Note the four general rules', whiCh are inlended to guide the

overall time-recording process. 'These are follo-Wed by specific instruc-
, tions for completing the form. Theinstructiont are largely self-explanatory;

however, the potential user of the 'System is:encouraged to review them

( as well as the sample complted form -- see Figure 4) prior to attempting the

actual time recording process. Referring to the time-recording instruction's

in Figure 2. , and the activity descriptions cOntained in Figure 3, the

sample Case Activity Record can be interpreted as follows. .

a. on 10/1/81, an exchange received and processed registration
information on a child awaiting adoption. The intake clerk
assigned the child client number 391, and referred the case
to worker RJA, who opened an official case record for the
child. A total of 15 minutes was spent to accomplish this
task, so worker RJA entered the date, his initials, and a
"15" in block # 2 (case preparation/dictation) on the Case
Activity Record. He also checked block # 14, indicating
completion of registration information, and placed a dash
in the "placement pending" and "placement made" blocks
since neither of these events occurred. Finally, he pro-
vided a brief description of the activity and recorded an
"A" in the component block to reflect that Registration
Services were provided.

b. on' 10/2/81, worker RJA telephoned the.agency registering the
child on (he exchange to obtain additional infbrmation with which
to complete the registration. Accordingly, he entered the date,
his initials, and a "15" in block # 4 (telephone-related), since
the conv.ersation took about 15 minutes to complete. To com-
plete the record, he placed a check in block # 15, indicating.
the updating.of registration information, and placefi- a dash
in the "placement pending" and ltplacement made"iblocks
since neither of these events occurred. Finally, he provided
a brief description of the activity and recorded an "A" in the,
component block to indicate that Registration Services were

4provided.
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c. on 10110/81, worker RJA Conducted a search of registratiOns
to identify appropriate resources for the child. He indicated.
this ectivity on-the time-recording log by entering the date,
his initials, and a "45" in block 40 (case preparation/dictation)
since this activity took approximately three-quarters of an hour

,to complete. A check was, placed in block # 13 to indicate that
a sear'ch of registrations for possible matches was made, and
a dash was placed in the "placement pending" and "placement
made" blocks since neither of these events occurred. Finally,
he included a brief descriptiori of the activity and-placed a "B"
in the component block to indicate that MatchinK Services were
delivered.

d. on 1ong/81, worker RJA telephoned the referring agency for
the child to transmit preliminary information about the potential
matches, and followed-up the call with an official referral form:
This activity...was recorded by entering the date and worker
initials, followed by a "15" in block # 3 (written correspondence)
and a "15" in block # 4 (telephone-related) to indicate that
approximately 15 minutes were spent in each of these activities.
A check was placed in block # 16 indicating that- a referral of
families as.potential matches was made, and a dash was placed
in the "placement pending" and "placement niade" blocks since
neither of these events occurred. Finally, a brief activity de-
scription was provided and a "B" was placed cin the component
block to indicate that Matching Services were delivered.

e. on 10/23/81, the good news that one of the matches had been
accepted'as a potential adoptive family for the child was re-
ceived by the exchange. Accordingly, worker RJA entered
the date, his initials, and a "15" in block # 2 to indicate that
about 15 minutes were expended in case preparation/dictation.
A check was placed in block # 15 to indicate the updating of
registration infoirnation, and this time, a check was placed
in the "placement pending" block to indicate that a hold had
*been placed on the Child's case. A dash was placed in the
"placement made" block to indicate that this event did.not occur,
and a brief description of the activity was recorded. A "B"
was also,laced in the component block to indicate that Matching
Services had been delikrered.

2. General Activity Record

The General Activity Record is designed to capture time spent (in
15-minute intervals) in general or non caselspecific activities,,which are
nonetheless essential to the oVerall operation of the exchange . This form

is also used to document billing for training/technical assistance time and
general or across-the-board recruitment time, as well as to capture infor-
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mation on the proportion Of total time spent by exchange staff in non
icase-specific or general activities.

Instructions for completing the General Activity Record are given
in the bottom half of Figdre 2. gote the four general rules which are
intended to guide the overall time-x:ecording'process. These.are followed

by step-by-step instructions for completing the form. The instrudlions
are largely self-ticplanatory; however, the potential user of the System
is encouraged to review .them (as well as the sample comrfleted form'--
see Figure 6) in dptail before attempting actual time recording using the
activity log.

Figure 6 includes a General Activity Record with sample data. The

data are fictitious, and are included for illustration purposes only. Re-,
ferring to the time-recording instructiAs in Figure 2, and the activity
descriptions contained in Figure 4, the sample General Activity Record can
be interpreted as follows.

a. on 11/1/81, worker RJA spent a total of 2 hours attending an
exchange Board of Directors meeting. To indicate that activiti,
he placed,a "120" in block # 1 (face-to-face contact) to indicate
that two hours of time had.been spent, arfd checked block L13
(liaisdn activities). He also provided a brief description of the
activity and placed a "G" in the component block to indicate
"Other" services were involved.

b. on 1,1/5/81, worker RJA conducted a 3-hour training session f
a county child welfare agency. A total of one,hour of time wa
involved in traveling to/from the training sitev. Accordingly,
the worker recorded the date and placed a "180" in block # 1
ace-to-face contact) and a "60" in block # 4 (travel-related)
to indicate the distribution of time spent (180 minutes and 60 \

minutes respectively). A check was also placed in block # 8
(training-related), a brief description of the activity was re-
corded, and an ."E" was placed in the component block to in-
dicate that Training/Technical Assistance was involved.

c. on 11/10/81, worker RJA spen.t one hour giving a general
recruitment presentation to a class at the local university.
To document this activity, he recorded the date and placed
a "60" in block # 1 (fade-to-face conlact), and a check in
olcicx if 1U (ptiblic information/community development). He
also recorded a brief activity description in the space pro-
vided, and placed a "D" in the component block to indicate
that Recruitment Services were involved.

34
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d. Finally, the System provides for the documentation of time
spent completing the Case Activity Record and theGeneral
Activity Record. This is accomplished for each month of
activity by recording an entrywon the last day of the month,
indicating the total time spenttfin 15-minute increments) in'
block # 2 (writtenvorrespondence) on the General Activity
Record, and' checking block # 16 to indicate that the entry '
reflects-time study data. The brief activity description
should read "time study", and a "G" should be placed in
the component block to indicate that "Other" Services
were involved. ti

SPECiAL TIME-RECORDING CONSIDERATIONS

. Special situations may arise when recording time using the case-specific
time log (Case Activity Recofd) required by the Model Adoption Exchange
Payment System. While these situations are relatively infrequent,, they
deserve recognition in order to avoid-problenfa with the overall time-
recording process. .

(1) Activities Involving a Single Workerand More Than One Case

Occasionally, a worker will deliver services on 'behalf of more than
one 6ase simultaneously. This might occur, for example, in situations
involving group meetings with clients (families) interested in adopting
children registered on the exohange. If this interest is general in nature
(i.e., not focused on a specific child or children), then the time spent with
these families would be appropriately recorded as general or across-the-
board recruitment time on the General Activity Record. If, on the other
hand, the time spent with the group is focused on specific children or
sibling groups, then the total time spent in reviewing these children
is allocated equally to each child considered in the meeting. The time
is entered on each child's Case Activity Record, using the time-recording
instructions discussed previously. For example, if three (3) hdurs were
spent with a group of potential adoptive parents discussing Sally, Mary
and Joseph (all of whom are registered on the exchange), then one (1)
hour each wduld be recorded on Sally's, 'Mary's and Joseph's Case Activity
Record urlder the appropriate category depending upon the purpoie of
the meeting.
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(2) Activities InVolving Multiple Workers And a'Single Case
_

Occasionally, more than one wbrker will be involved in delivering services
simultaneously on behalf of a particular child or children. In'these situa-
tions, one must be careful not to inflate fhe total time spent in delivering
these services. _That is, the time-recording requirements of the Model
Adoption Exchange Payment System specify that the actual amount of
time spent in delivering a particular service is what gets reciirded on_the
time-recording form. Thus, when more than one worker is involved in
delivering services simultaneously on behalf of a particular child,
the actuil time spent, not the actual time multiplied by the'number of
workers, is what is entered on to the Case actWity Record using the
--%time-recording instructions discussed previously.

(3) Activities Including Multiple Workers and Multiple Cases

Occasionally, although rarely, more than one worker will be involved
in delivering services simultaneously on behalf of more than one child.
In these situations, one would apply the rules given in both (1) and (2)
above in recording time spent in delivering the services.,

C. Management Reports

Two types of reports are produced tinder the Model Adoption Exchange
Payment System, namely, the Monthly Case Activity Report and the Monthly

_

General.Activity Report. As suggested by their titles, the reports are
generated monthly using data provided by exchange workers reflecting
time spent on behalf of specific or general duties. In addition-, a year-to-
date report is produced which stimmarizes activities for all months preceding
the month currently under observation. The organization and interpretatiion

of each of these reports are discussed in detail subsequently%

-
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1. Monthly Case Activity Re'port

The Monthly Case ActivitiReport is used to reflect time ipent in -

ease-specific activities for a period equivalent to one month. This report

4' is organized as folloWs. Using time data provided by adoption exchange

workers as recorded on the Case Activity Record, the amount of time spent

by each worker, on each case (child or family) is organized according to three

major categories:. (a) type of contact (face-to-face, case preparation/dictation,

;written correspondence, telephone-related, travel-related); (b) activity

descriptiOn (obtaining of photos, preparing Materials for rinting, publicity-

related, court testimony, information referral, advocacy /othbdsrnan ship, re-

view of exchange books, Search of registrations, completion of registration

information', updating of information, referral of family (ies) and child(ren),

contract negotiations, removal of case fly active status); and (c) type of ser-

vice (Registration, Matching, Listing, Recruitmeht, Training-and Technical

Assistance, Advocacy/Public Relations)..
Figure 7 provides data for the month of April, 1981 for case No. 8501

and two workers, PW and JF. These data reflect actual time spent in case-_
specific activities by.the Washington State Department of Social & Health

Services, one of the two sites used to field test the Model Adoption Exchange

Payment System. Case numbers are used rather than case names for purposes

of safeguarding the identity of the client. Case names may also be used if

desired.- Worker initials are used for purposes of brevity only; should the

user desire to employ another convention such as worker name or worker

number, the option is available to do so. It should be noted that the

Monthly Case Activity Report depicted in Figure 7 reflects time spent by

two workers. The report generator will accomodate as many workers,

including aidei and volimteers, who have expended time on behalf of the

caie during the month nder observatioh.
As can be seen from Figure 7, there are several ways in which-the.

monthly statistics for case,No. 8501 can be interpreted. Firstly, by Oricing

at the horizontal line labeled "TOTAL" at the 1_,..2at.e0of the table, ohcan see

the actual time spent on behalf of the case for each of the service activities

included in the adoption exchange process (Registration, Listing, Matching,

Recruitment, Training and Technical AsSistance, Advocacy/Public Relations).
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For this particdlar example, the onlytime recorded for April, 4981 was

one-half hour (.50) for Listing Services.
The total time si:41nt per workerAm--the cae for each service actyrity

can be ascertained by summing the time rfled in the columns labeled
Registration,.Matching, Listing, Recruitment, Training and Technical

Assistance, and Acrocacy/Public Relations for that worker. Thus,.it can
be seen that worker PW and worker JF spent a total of one-quarter hour (.25)

each in delivering Listing Services during the April reporting period.
The distribution of time spent per worker on each case for each type of

contact can be determined by inspecting the horizontal rows of the table labeled

Personal Contact,, Case Preparation, etc. For example, for worker JF, the one-

quarter hour of Listing Services delivered during April on behalf of the case

involved Case Preparation. The total time spent per worker on the case for each

type of contact can be determined by glancing down the vertical column labeled

"TOTAL" at the right-hand side of the table.
As indicated in the note contained at the bottom of Figure 7, a single

asterisk placed next to the case number (or name) indicates a "placement

pending". status. A "placement made" status is indicated by the inclusion of

a double asterisk next to the case number (or name).
Several summary tables are also provided as part of the Monthly Case

Activity Report. Figure 8 shows the total time spent by each worker across

all cases (children and families) for each type of service activity (Registration,

Matching, Listing, etc.). For example, worker JF spent a total of two and one-

half hours (2.50) during April on Listing Services for all cases in the Depart-

ment's caseload. Figure 8 can.also be used to obtain the total time spent for

each type of service activity across all workers and all cases'by glancing

at the horizontalline labeled "TOTAL" at the bottom of the table. Thus, a

total of one hour (1.00) of Registration Services was expended by all workers

across all cases during the April reporting period..

Figure 9 shows the total time spent by all workers across all cases aycording

to the type of contact (face-to-face, case preparation, etc.14,ad activity des-

cription (obtaining of photos, preparing materials for printing, etc.). With

the data of Figure 9, the user can determine the total time spent for each
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4type of contact across all workers and all cases by glancing at the horizontal

line labeled "TOTAL" at the bottom of the table. Thus, A can be seen that, a
.

total of three and one-quarter hours (3.25) of activity"was expended by all

workers across all cases in Case Prepareion duripg the month of April, 1981.

The total, lime spent for eaC*11 of the activity descriptions across all workers

and all cases can be ascertained by inspectink thte vertical column labeled

"TOTAL" at the right-hand side of the table. For example, a total of three

hours (3.00) was expended by all workers across all cases ip Updating Case

Information. An analysis of total time spent across all workers ang all cases

for different coMbinations of contact type and activity description can be ob-

tained by entering the appropriate row and column of the table. For example,

the total amount of time spent by all workers across alt cases in Updating Case

Information by Telephone was two hours (2.00)'fOr the April, 1981 reporting

period.
Fig tire 10 shows'the distribution of time spent by all workers'across all

cases according to the type of service (Registration, Matching, etc.) and

activity description (obtaininz of photos, preparation of materials for print-

ing, etc ). The data of Figure 10 make possible an analysis of the total time

spent across all workers and all cases for different combinations of service

type and activity description. This is achieved by entering the appropriate

row and column of the table according to the information desired. For example,

the total time spent by all workers across all cases in publicity-related activities

regarding Listing Services was two and one-half hours (2.50) for the April, 1981

reporting period.
Figure 11 shows the distribution of time spent by all workers across all

cases according to the type of seDvice (Registration, Listing, Matching, etc.)

and type of contact (face-to-face, case preparation, etc.). An analysis of the

total time spent across all workers and all cases for different combinations of
4.

contact and service type Oen be obtained by entering the appropriate row and

coluffin of the table according to the information desired. For example, the .

total amount of travel-related time spent by all workers across all cages for

any of ihe service types is shown to be zero (.00) for the month of April:
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Figure 42 provides a summary of the total time spent by all workers
for each case in the exchange.caseload by type of service delivered (Reg-

mistration, Matching,' etc.). Thia tatle is intended to provide a "quick
referenCe" chart for the user, who can turn to data such as those pre-
sented in Figure 7 for a more detailed breakdown of time spent per case
per worker during.the month.

.

2. Monthly General Adtivity Report

The Monthly General Activity Report is used to reflect time spent in
non case-specific or general activities for a period equivalent to one month.
This repozt is organized as follows. Using time data provided by adopti9n
exchange workers as ricoirded tin the General Activity -hecord, the amount of
time spent by each worker in non case-specific or general activities is organized
according to three major categories: (a) type of contact (face-to-face, written
correspondence, telephone-related, travel-related); (b) ,type of service (Regis-

.
tration, Matching, Listing, Recruitment, Training and Technical Assistance,
Advocacy/Public Relations); and (c) actiYity description (information referral,
advocacy/ombudsonanship, systems maintenance, training-related, pu.Dlic
information/community development, research, supetyision, fund raising/
budget development, liaiSon, referral of families for/Nifty and information,

iftimp study) .
, Figures 13A and 13B illustrate the two, types of information provided by
the Monthly General Activity Report, namely, a distribution of non case--
specific or geneial time spent by worker PW according to type of contact and
type of service, and a distribution of non ce)r-specific or general time ,

spent by worker PW according to type of activity and activity description..
FPr the forfner, the total non case-specific or generaCtime spent,by worker
PW during the month of April, 1981 accordirisg,to eack type of service can be
ascertaiwl) by glapcing at tTa-horizontal line laVeled "TOTAL" at the bottom.

-of.Figure 13A. For example, it can be seen that a total of five hoUrs (5.00)
was expended iri non case-specific or general activities by worker PW as it
related to Registration Services during the April reporting period.
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The total non case-specific or general time spent by worker PW dtiring
theononth of April a-ccording to each type of contact can be determined by
inspecting the vertical column labeled "TOTAL" at the right-hand side of
Figure 13A. For example, it can be seen that worker PW etcpended a total
of nine and one7half hours (9.50) of non case-specific or general time in
completing written correspondence during the April reporting period.

An analysis of the total time spent in rion case-specificaor general. .
activities for different combinations of activity type and sdrvice type
can be obtained by entering the appropriate row and column of Figure 13A

according to the information desired. For example, the total time spent by
worker PW in non case-specific or general time in completing written corree-
pondence relating to Registration Services during the April iteporting period
was.four hours (4.00)

With regard to Figure 13B, the total'non case-specific or general time
spent by worker PW during the month of April acconding to activity des-
cription can be ascertained.by glancing at the horizontal line labeled "TOTAL"
at the bottom of the table. For example, it can be seen that a total of two
and one-quarter hours (2.25) was spent by worker PW during the reporting
period in systems maintenance activities.

An analysis of total time spent in non case-specific or general activities
for different combinations of activity type and activity description can be ob-

.
tained by entering the approprte row and column of the table according to

!or

the information desired. For example, the total time spent by worker PW
during the April reporting period in completing written correspondence re-

,

lated to public information was one and three-quarters hours (1.75).
Figures 14A. and 14B provide information similar tO' that contained in

Figures 13A and 13B, with the exception .that the data are collapsed or
summed across all workers providing time data. Interpretation of the data
of Figures 14A and 14B is accomplished in a manner identical to that des-

.

cribed immediately above.

4
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As.can be seen from the preceding discussion, the Monthly, Case
Activity Report and the Monthly General Activity Report provide a wealth,
of informationlo the.potential end user. The reports are intended to promote
effective case management, as well as provide the .necessary data to'meet the
requirements-of the Model Adoption Exchange Payment System for reimbursement/
cost analysis purposes.. Thus, their 'overall utility spans a wide audience of
users, including adoption exchange caseworkers and their supervisors, pro-
gram managers and administrators, and fiscal/budget directors. The reports
reflect 'readily useable data in easy-to-interpret formats. When produced
in a timely manner, tl+y can serve as an effective tool for improving the
overall tOnagement and operation of adoptthn exchange programs.

D. Billing Process

As noted elsewhere in this manual, the moael aaoption txcnan_ge Payment

System was specifically designed as an actual-cost reimbursement tool. To

that end, billing for services delivered under the System is accomplished by
extracting time spent on individual cases as reflecte.d in the Case Activity
Record and plugging that time into the reimbursement formulae given in PART I
of this manual. A summary of the billing procedures is given in the figure be-
low.

Product Billing Formula Time Bill Submitted

A. Registration A. (tot. time spent
on completing
registration from
case record + avg.
time spent per
registration for

. updating purposes)
x (Adj. Base Service-

. Hour Cost)

42

A. when case is opened
and child or family
is officially registered
on-exchange



B. Match

C. Listing

fi

D. Recruited,
Prepared
Family

_ (Child-,
,Specific)

Int

E. Training/
Technical
,Assistance
SeSsion/
Package

F. Advocacy/
Public
Relations.

.e

B. (tot. time spent
on arranging for
match that iesul-
ted in child's case
being placed ong
hold from case
record) x (Adj.
Matching Services
Hourly Cost)

C..(tot. time spent
in preparing the
listing, photo or
otherwise, from
cage record) x
(Adj. Base Ser-
vice -Hour Cost)

D.

B. when agency ac-
knowledges that
a match was "accept.
able" and child's
case was put on
hold (bill is only
for matching activity
for that child)

C. when child or family,
is officially listed
in exchange book, and
relevant page(s) of
book have been sent to
listing agency

(tot. time spent D.
in recruitment
activity from
case record) x
(Adj. Base Service-

. Hour Cost)

E. (tot. time spent E.
preparing,for and
delivering T/TA
from case record)
x (Adj. Base Service-
Hour Cost) + variable
costs other than thase
covered by exchange
operating budget

when information on
recruited family(ies)
is transmitted to
agency with child,
in accordance with
criteria agreed upon
by agency and ex-
change

when T/TA session/
package is delivered

F. (tot. cost of advoca- F.see
cy /public relations) /
(No. children placed
on hold during given
fiscal or calendar
Teat)

A D above
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where tot, cost, of
advocacy/public
relations = (tot.
staff time spent
from case record)
x (Adj. Base
Service-Hour
Cost

avg. cost is added
to bfll for various
components accordin g
to following distribu-
tion:

Recruitment - 10%
Match - 25%
Listing - 20%
Recruited/
Prepared
Family - 45% /
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Ihe hide Time Spent

' For Ali Categories
That Apply

MODEL ADOPTicti ExcmANGE PAYmENT SYSTEM

Case Activity Record

Client No.

Check One Only

Figure 1

vs.

Date worker 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 kctivity Description
*

PP
*

PM Comp

,

,

,:-

4

,

I
. r .

T

,

, .
4

ACTIVIT KEY: 1 Face-to-Pact Contact DESCRIPTOR KEY: 6 Obtaining of Photos COMpONENT KEY; A Registration Services

(Group or Individual)
7 Preparing Materials For

a Hatching Seryices ,

2 Case Preparation/
Printing

Listing Services

Dictation
8 Publicity-Related

Recruitment Services

3 Written Correspondence
9 . Court Testimony

Training/Technical

TelepOone -Related
10 Information Referral

Assistance

5 Travel-Related
11 Advocacy/Ombudsmanship

F Advocacy/Public

12 . Review of Exchange Books
Relations

13 Search of Registrations

14 Completion 61 Registration PP . Placement Pending

Information
PM Ng Placement Made

"e
15 . Updating of Information

16 Referral of Farily(ies) and

Child(ren)

17 Contract Negotiations

. Removal of Case From Active Status
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'Figure 2

Model Option Exchange Payment System
me-Recording Instructions

I. Ca ty Record

A. GENERAL RULES

1. Time recorded on case-by-case or individual basis
2. Time recorded according to separatery identifiable "encounters"
3. Time recorded in 15-minute increments (15, 30, 45, etc.)
4. Time recorded according to discrete components and elements

B. DATA RECORDING PROCESS

Step 1:

Step 2:

Step 3;

Record client number (or name) at top of CasActivity
Record in the space provided. Be certain to include
similar information on all continuation sheets as wel/.

Enter date of service activity and worker's initials.
Typically, a single individual or worker is assigned
responsibility for tracking progress on a given child
or family registered on the-,exchange. However, actual
practice indicates that different workers may perform
exChange-related activities on behalf of children for
which they do not have primary tracking responsibility.
This might be particularly true for exchanges that operate
with different staff (perhaps volunteers) on different
days of the week. Thus , there is'a need to record the
worker's initials to reflect this activity on the part of
multiple individuals. If More than one encounter (con-
tact) occurred for the case on a giyen day, record each
encounter on a separate line.

Referring to the Activity Key at the bottom left-hand
side of the Case Activity Record, record all direct
service time spent in 15-minute increments in blocks
1 through 5, one encounter (contact) per line. Often,
an encounter will involve more than one activity as
reflected by the Activity Key. If a particular encounter
(contaet) involved more than one activity (face-to-face
contact, case preparation; written correspondence, etc.),
indicate thi9 situation by recording the time spent (in
15-minute increments) for each of these activities in the
appropriate. blocks.
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Figure
(Continued)

Step 4: Refeirjrig to the Descriptor Key at the bottoin middle
of thf Case Activity Record, place a check in the box,
whi9h most clearly and accurately describes the nature
or purpose of the encOunter (contact). Do not check
more than one box for a given encounter. If the en-
counter involved different types of activity as reflected in
the Descriptor 'Key, use a separate line on the Case
Activity. Record for each.

Step 5: Include a brief description of the encounter in the
space provided. Abbreviations may be used as long
as they are readily decipherable at a later date.

Step 6: Indicate by placing.a check in the appropriate category,
whether or not a pending placement or actual placement
was made.

Step 7: Select the component from. the Component Key list which
best describes the service delivered. Use the Model
Adop/ion Exchange Payment System Component Service
Definitions to assist you where necessary. One component
per line. If the encounter (contact) 'involved different
component activities, use a separate line on the Case
Activity Record.for each.

II. General Activity Record

DATA RECORDING PROCESS

Step Record worker name at tOp of General Activity Record
in the space providecj. Be certain to include similar
information on all continuation sheets as well.

Step 2: Enter date of activity. If more than one general or non
case-specific activity occurred on a given day, record
each on a separate line on the General Activity Record.

Step 3: Referring to the Activity Key at the bottom left-hand side
of the General Activity Record, record all non case-specific
or general time spent (in 15-minute intervals) in blocks 1
through 4 of the forai. One encounter (e.gs., training

Ntession, fund raising meeting, court appearance, etc.) per
line. Often an encounter will involve more than one activity
as reflected by the ACtivity Key. If the encounter involved
more than one activity' (e.g., face-to-face contact, case
preparation, written correspondence, etc.), indicate this
situation'by recording time spent (in 15-minute intervals)
for each of these activities in the appropriate blocks on
the same line.
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Step 4: Referring to the Descriptor- Key at the bottom middle
of the General Activity Record, place a check in t4
box which most clearly and accurately describes the
nature or purpose of the encounter (contact). Do not
check More than one box at a time. If the encounter
involved different types of activity as reflected by
categories 5 - 16, use'a separate line on the General
Activity Record for each. ao

Step 5:, Provide a brief description of the encounter (contact)
in the space provided. Abbreviations may be used as
long as they are readily decipherable at a later date.

Steps, 6: Select the component from the Component Key List
which best describes the service category under which
the general or administrative time falls. Use the Model
Adoption Exchange Payment System Component SeTiice
Definitions to"assist you where necessary. If the en-
bounter (contact) relates to different component activ-
ities, use a separate line on the General Activity Record
for each. In those instances where no clear-cut decision.
can be made regarding the most appropriate.component
code, select the "Other" category. Use of this category
should, however, be restricted to those activities which
absolutely defy classification using the components of
the Model.Adoption Exchange Payment System.

,I,1%1AL NOTE *

L.

The purpose of the time recording is not simply an exercise in data
collection. Rather, it is intended to provide detailed and comprehen-
sive information on the actual costs of providing exchange-related
services, as well as empirical data from which appropriate case man-
agement decisions can be made. Do not spend inordinate amounts of
of time pondering which 'category a particular activity fits under.
Use your best judgment in selecting reporting categories. The
single mo'st important aspect of the time-recording process is that
you capture the total time spent per case (Child,or family).

.
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Figure 3

Model Adoption Exchange Payment System

Activity and Descriptor Codes

I. Case Activity Record

Key No. Brief Description

1

4

2

3

4

5

i

6

7

-8

9
-/\

In-person.contacts with clients, collaterals, agencies,
etc. on behalf of a child or family officially registered
on the addption exchange.

Time spent in preparing/revieWing/updating the case
of a child or family officially registered on the adop-
tion,exchange.

Formal written correspondence (letters, memoranda, etc.)
prepared on behalf of a child or family officially regis-
tered,on the adoption exchange'.

The making/receiving of telephone calls on behalf of a
child or family officially registered on the adoption
exchange.

Travel time (local or otherwise) associated with the case
of a child or family officially registered on the adoption
xchange.

,ime spent in arranging for the taking of photographs
of children or families officially registered on the adop-
tion exchange for whom listing in (an) exchange book(s)
is intended.

#

Preparing written copy and securing of photographs of
children or families offlcially registered on the adoption
exchange for whom listing in (an) exchange book(s) is
intended.

Time speV in developing an appropriate publicity pro-
gram designed to facilitate the recruitment of (a) pro-
spective adopttve family(ies) for (a) child(ren) officially
registered on the adoption exchange.

Preparation for and presentation of court testimony on
behalf of (a) child(ren) or family(ies) officially reg-
istered on the adoption exchange. .

V '
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12

13
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16.
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Figure 3
(Continued)

-4,

. . ,
, Preparation and distribution of informatiOn

(printed or otherwise) describing children, and
families officially registered on the adoption exchange.

Time spent in activities designed to support anci
facilitate the placement of children officially registered
on the adoption exchlinge with families who have ex-
pressed a desire'to adopt such children.

Time spent with families in review of exchange books'
about (a) child(ren) for whom they have expressed
placement interest. Time spent in reviewing exchange
books for potential matches to supplement in-:house
search of registrations.

Review of children and families officially registered on
the adoption exchange for potential matches.

Time spent in screening/re-screening registration
informatipn for dupliCation, accuracy, completeness,
etc.

Time spent in tipdatirm case information to reflect
changes brought about by potential matches, pending
placements, placements made, requests for removal
from active status, and the like.

Transmittal of notice of suggested match(es) to agency
with custody of child(ren) and to agency registering
the family(ies). r

Negotiations surrounding purchase of service arrangements
designed to facilitate the placement of special needs chil-
dren with families who have expressed placement interest
for such children.

18 Self-explanatory.

II. General Activity R ord (Non Case-Specific Activity)

I

Key No.
,

Brief Description

1
1 In-person contacts (group or individual) designed to

facilitate the overall operation and functioning of
the adoption exchange. Any activity directly re-
lated to a child or family officially registered on the-

exchange should be excluded from this reporting
category.

..

#

1
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3

4

5

Figure 3
/ (Continued)

-

Preparation and execution-of formal written
correspondence (letters, memoranda, etc.) de-
signed to facilitate the overall operation and func-
tioning of /he adopt4an exchange. Any activity..
directly related to a child or family officially regis-
tered on the exchange should be excluded from this
reporting category.

The making/receiiring, of telephone calls designed to
support the overall operation and functioning of the
adoption- exchange. Any actiVity directly related
to a child or family Officially registered on the ex-
change should be excluded from this reporting ca-
tegory.

Any travel (localtor otherwise) designed to support the
overall operation and funCtioning of the adoption ex-
change. Any activity directly related to a child or
family officially registered on the exchange should be
eiccluded from this reporting category. it

Activities involved in dai31S orientation, review of
work assignments,:and otherwise preparing for ex-
change-related duties and activities.

6

8

9

Preparation and distribution of information (printed
or otherwise) describing the operation of the adoption,

4111.exchange, types of children and families officially
registered on the exchange, and other materials de-
signed to support ongoing activities of the exchange.
Information directly related to a child or family officially
registered on the adoption exchange should be excluded
from this reporting category.

Any activity designed to aupport and facilitate the
placement of waiting children in permanent 'adoptive
homes.

Time spent in duties relating to the overall operation
and functioning of the adoption exchange, such as
the preparation of management and administrative
reports, review of daily activities, etc.

Participation in formal or informal training activities
designed to enhance skills or otherwise promote the
placement of waiting children in permanent adoptive
homes.

53



10

4.

11

41,

i
12 ,

.

13
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15

_16
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Figure 3
4Continued)

Time spent in providing ,general information to ,
public wroups regarding the overall operation,
functioning, and organization of the adoption
exchangey as well as efforts on behalf of de-
velopirr(communfty-liased networks designed to
facilitate the placemeni of-waiting children in-
permanent adoptive home§.

-Time sp.Wnt in invektigating, discovering, and inter-
preting facts relating t,p- the adoption process, inc-
eluding the operation and functioning of the adoption
exchange.

Tim,e spent by manazement in oversteing the work
of siaff of the adopWn exchange. \
Activities apecifically relatecl to deriving financial

. support for the adoptio&exchange, as well as financial
aspecta of operating the exchange.

. ....
Activities.designed to establish iind maintain mutual ,
understanding Of the goals, functions, and operations of
the adoptiob exchange among the various constituencies< . .
the exchange is designed to serve (public and private -

agencies, adoptive parent groups, courts, etc.).
.

.Time spent in referring ftmilies who express an interest
in adopting chilqen-twith special needs to sources of
information 'designed to meeltheir specific informational
neects. This activity could%Iclude the referral of fam-
ilies for adoptive study. ' ,

Time spent in completing the Case ActivIty Record and
the General Activity Record.

I

e,-
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Mamie Time Spent
roe Ail Categories

That Apply

Figure 4
MODEL ADOPTION EXCHANGE PAYKENT SYSTEM

Case Activity Record

Client No. 3Cii

Check One Only

1

Date WOrker \ 1 2 3 A 5 6 7 6 9 10 11 12 13
T..-

14 15 16 17 18 tctivityArscriptfon
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ACTIVITY Erts

55

Peos-to-Face Contact DESCRIPTOR XEYs. 6 Obtaining of Photos COMPONENT KEY: A Registration Services

(Group or Individual)
7 Preparing Maierials For

Hatching Services

2 Case Preparation/
Printing

Listing Services

Dictation
8 Publicity-Related

Recruitment Services

3 Written Correspondence
9 Court Testimony

. Training/Technical

4 Telephone-Related
10 a Information Referral

Assistance

Travel-Pelated
11 Advocacy/Ombudsmanship

Advocacy/Public

12 Review of Exchange Rooks
Relations

13

14

Search of Registrations
Completion of Regiatration pit B Placement Pending

Information
PM sig Placement Made

15 Updating of Information

16 a Referral of Family(iss) and

ctu ld (Litt
17 Contract Negotiations

18 Removal of Case From Active Status

4it
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Include Tins Spent

For All Categories
That Apply

Figure 5

MODEL ADOPTION EXCHANGE PAYMENT SYSTLM

General Activity Record

Check One Only
Caseworker Name:

Date 1 2 3 4 5 6 7 ,8

..

9 10 11 12 13 14 15 16 . Brief Activity Description Comp.

I

-1

1

. 4 -s,

.

-.....-.......

4

.

1

/ r

_,...-

-

.4

b 1 ,

ACTIVITY KEY; 1 Face-to-Face Contact DESCRIPTOR KEY: 6 Information Referral COMPONEM KEY A Registration Services

(Group or Individual) 7 Advocacy/Ombudimanship
a Matching Services

2 Written Correspondence 8 . Systems Maintenance
Listing Services

3 ftlephone -Belated
9 Training-Related

Recruitment Services

4 Travel-Belated 10 Public Information/
A Training/Technical

5 sr Operations Update
and Review

11

Community Development
Research

F
Assistadie
Advocacy/Public

12 Supervision
Relations

13 Fund Raising/Budget
Other

Development

14 Liaison Activities

15 Referral of Families
For Study or Information

16 Time Study
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Include Time Spent
Poe Afl Categories

That APPLY

Figure 6

MODEL ADOPTIGN EXCHANGE PAYMENT SYSTLM

General Activity Record

Check One Coly
Caseworker Name: R S A

Date 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 Brief Activity Description (-cop.

'1/21 124
N/ AIMAD_St ROAR') .E-TINE).

scq1Dv crab -TEN ti 114 szs tK
_E___

His
it110

1(30

'to co / ,...

60 I / Gkle kicrOtTNEI,IT Ff.ese. tr
Tii\Aq s u b?

'0
_E.__60 _

.
, .

,i

ACTIVITY KEY: 1 tece-to-Face Contact DESCRIPTOR KEY:. 6 Information Referral COMPONEMT KEY: A Registration Services

(Group or Individual) .
7 Advocacy/Ombudsaanship Katching Services

2 Written Correspondence 8 Systems Maintenance C Listing Services

3 TelephoneRelated 9 Training-Related D Recruitment Services

4 Travel-II:slated 10 Public Information/ t Training/Technical

S 0 Operations Update Community Development ,Assistence

and Aoviow 11 Research F Advocacy/Public

12 Supervision Relations

13 Fund Raising/Budget G Other

Development
14 Liaison Activities
15 Referral of Families

For Study or Information
16 is Time Study
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Figure 7

MOdel Adoption Exchange Payment System
Monthly Case Activity Report

,

,.

Case Number 8501

Component A B C D , E F TOTAL

Worker PW

Pers. Contact .00 .00 .00 .00 .00 .00 .00

Case Prep. .00 .00 4.00 .00 .00 .00 .. .00

Correspond. .00 .00 .00 .00 .00 .00 .00

Tel.-Related .00 .00 .25 .00 .00 .00 .25

Trvl.-Related .00 .00 .00 .00 .00 .00 .00

Worker JF

Pers. Contact .00 .00 .00 .00 .00 , .00 .00
Case Prep. .00 .00 .25 .00 .00. .00 .25

Correspond. .00 .00 .00 .00 .00 .00 .00

4. Tel-Related .00 .00 .00 .00 .00 .00 .00

Trv1.-Related , .00 .00 .00 .00 .00 .00 .00

TOTAL .00 .00 .50 .00 .00 .D0 .50

Where: A = Registration Services; B = Matching Services; C = Listing Services; D = Recruitm-ifit Services;
E = Training and Technical Assistance; and F = Advocacy/Public Relations

Note: Time is recorded in quarter-hour increments. For example, 1.25 means one and one-fourth hours or
75 minutes.

* **
Indicates placement pending; indicates placement made

61
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Figure 8

Model Adoption Exchange Payment System
Monthly Case Activity Report

Component Totals By Worker Across Cases

Component

Worker PW
Worker JF
Worker NB

TOTAL

A TOTAL

1.00 1.00 .75 1.00 .00

.00 .25 2.50 .00 .00

.00 .00 .00 :00 .00

1.00
T.

.00 3.75

.00 2.75

.75 .75

1. 25 3.25 1.00 .00 .75 7.25

Where: A = Registration Services; B = Matching Services; C =,Listing Services; D = Recruitment Services:
E = Training .and Technical.Assistance; and F = Advocacy/Public Relations

Note.- Time is recorded in quarter-hour increments. For example, 1.25 means one and one-fourth hours or
75 minutes.

63
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figure 9

MMMW 11.111111 IMMMNI

Model Adoption Exchange Payment, System
Monthly Case Activity Report

Activity By 15escription Report

Adtivity A B C D E TOTAL

Photos .00 .00 .00 .00 .00 .00
Printing .00 .00 .00 .00 .00 .00
Publicity .00 2.50 .00 .00 .00 2.50-
Testimony .00 .00 , .00 , .00 .00 .00
Info. Referral .00 .00 .00 ..00 .00 .00
Advocacy .00 ..00 .00 .00 .00 .00
Book Rev lew .00 .00 .00 .00 .00 .00
Search .00 .00 .00 .00 .00 .00
Registration .00 .0 .00 .00 .00 .00
Info. Update .25 .25 .50 2.00 .00 3.00
Referral .00 .25 .00 .50 .00 .75
Contract Neg. .25. .00 .25 .00 .00 .50
De-Activation

TOTAL

.00

.50

.25,

3.25

.25

1.00

.00

2.50

.00

.00

.50

7.25

)

Where: A = Personal Contact; B = Case Preparation; C = Correspondence; D = Telephone-Related; E = Travel-
Related

Note.- Timeis recorded in quarter-hour increments. For example, 1.25 means one and one-fourth hours or
75 minutes.
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Figure 10

Model Adoption Exchange Payment System
Monthly Case Activity Report

Component A

Component B Description Report

TOTAL

Photos .00 .00 .00 .00 .00 .00

Printing .00 .00 .00 .00 .00 .00 00
Publicity .00 .00 2.50 .00 .00 .00 2.50

(Testimony .00 *.00 .00 .00 .00 .00 .00

)nfo. Referral .00 .00 .00 .00 .00 .00 .00

Advocacy .00 .00. .00 .00 .00 .00 .00

Book Review dye .00 .00 .00 .00 .00 .00

Search .00 .00 .00 .00 .00 .00 .00

Registration .00 .00 .00 :00 -.00 .00 .00

Info. Update .50 .50 .75 .50 .00 .75 3.00

Referral .25 .50 .00 .00 r .00 .00 .75

Contract Neg. .00 .00 .50 .00 .00 .50

De-Activation .25 .00 .00 .00 :Do .50.25--

TOTAL 1.00 1.25 3.25 1.00 .00 .75 7.25

Where: A = Registration
E =-I'aibing and

4
Note. Time is recorded

75 minutes.

Services; B = Matching Se.res; C = Listing Services; D = Recruitment Serviees;
Techfildat Assistance; F = Advocacy/Public Relations

in quarter-hour increments. For ekample, 1.25 means one and onc-fourth hours or

e."

J'
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sl4gure 11

Model Adoption Exchatige Payment System.
Monthly Case Activity Report

Activity By Component Report

mponent A' TOTAL

!
, Personal Contact J5 .00 .00 .25 .00 .00 .50

Case Preparation .00 .50 2.50 .25 .00 .00 3.25
Correspondence .25 .00 .00 .25 .00 .50 1.00
Telephone-Related .50 .75 .75 .25 .00 .25 2.50
Travel-Related .00 .00 .00 .00 .00

,
.00 .00

TOTAL 1.00 1.25 3.25 1. 00 .00. .75 7.25
...

Where: A = Registration Services; B = Matching Services; C = Listing Services; D = R cruitment Services;
E = Training and Technical Assistance; and F = Advocacy/Public Relations

Note. Time is recorded in quarter-hour increments. For example, 1.25 means nd one-fourth hours or
75 minutes..
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Figure 12
' b

Model Adoption Exchange Payment System
Monthly Case Activity Report

-
\

Component A

Case Summary

B C D E F

mei..

TOTAL

0001 .00 .00 .00 .00 .00 .75 .75
0002 .25 .00 .00 .00 .00 .00 .25
8176 .00 .00 .25 .00 .00 .00 .25
8397' .00 .00 .25 .00 .00 .00 .25
8447 .00 .00 .25 .00 .00 .00 .25
8458 .00 .25 .00 .00 .00 .00 .25
8465 .00 .00 .25 .00 ..trO .00 .25
8492 .00 .00 .25 .00 .00 .00 .25
8501 ' .00 .00 .50 .00 .00 .00 .50
8504 .00 .25 .00 .00 .00 .00 .25
8525 .25 .00 .25 .00 '.00 .00 .50
8529 .00 .25 .00 .00 .00 .00 .25
8531 .00 .50 .00 .00 .00 .00 .50
8534 .00 .00' .50 .00 .00 .00 .50

C1925 .00 .00 .25 .75 .00 .00 1.00
C1930 .00 .00 .25 .00 .00 .00 .25
C1953

h_

.50 .00 .25 .25 .00 .00 1.00

TOTAL 1.00 1.25 3.25 1.00 .00 .75 7.25

Where: A = Registration Services; B = Matching Services; Ct= Listing Services; D = Recruitment Services;
E = Training and Technical Assistance; and'F = Advocacy/Public Relations ..

f

Note. Time is recorded in quarter-hour increments. For example, 1.25 .means one and one-fourth hours or
75 minutes.
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Figure 13A

Model Adoption Exchange Payment System
Monthly General Activity Report

..

. Activity By Component °Report For Worker PW

Component A B C D E F G TOTAL

Personal Contact .75 .00 .00 .25 .00 .00 .00 1.00
Correspondence 4.00 .50 .00 4.75 .25 .00 .00 9.50
Telephone-Related .25 .00 .00 .00 .50 .50 . .00 1.25
Travel-Related .00 .00 .00 .00 .00 .00 .00 .00

TOTAL 5.00, .50 .00 5.00 .75 .50 .00 11.75

Where; A = Registration Services; B = Matching Services; C = Listing Services; D = Recruitment Services;
E = Training and Technical Assistance; F = Advocacy/Publit Relations; and G = Other

Note: - Time is recorded in quarter-hour increments. For example, 1.25 means one and one-fourth hours
or 75 minutes.

.:

e.---
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Figure 13B

Model Adoption' Exchange Payment System
I. Monthly General Activity Repprt

Activity hy Description Report For Worker PW

..

4...... =,......

Descriptor A B C D E F G H I J TOTAL

Pers. Contact .00 .00 1.00 ,00 .00 .00 .00 .00 .00 .00 1. 00

Correspond. 5 .00 .00 1.25. .25 1.75 1.25 . 00 .00 . 00 . 00 9.50
Tel.-ReIated .50' '.00 .00, .00 .25 .00 .00 .00 .00 .50 1.25

Trv1.-Related .00 .00 .00 .00 .00 .0,0 .00 .00 .00 .00 .00

TOTAL 5.50 .00 2.25 .25 2.00 1.25 .00 .00 .00 .50 11.75

4 r----1

Where: A = Information Referral; B = Advocacy; C = Systems Maintenance; D = Training; E = Public
Information; F = Research; G = Supervision; H = Fund Raising; I = Liaison Activities; J =
Referral of Families For Study _-

Note.- Time is recorded in quarter-hour increments. For example, 1.25 means one and one-fourth
hours or 75 minutes.

r
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Figure 14A

Model Adoption Exchange Payment System
Monthly General Activity Report

Activity By Component Report All Workers

Component A TOTAL

Personallcontact 1.50 .00 .00 .75 .00 .00 .00 2.25
CorrespoWdence 4.00 .50 .00 4.75 .25 .00 .00 9.50
Tel.-Related .25 .00 .00 .00 .50 .50 .00 1.25
Trv1.-Related .00 .00 .00 .00 .00 .00 .00 .00

TOTAL 5.75 .50 .00 5.50 .75 .50 .00 13.00.

40"
Where: A = Registration Services; B = Matching Services; C = Listing Services; D = Recruitment

Services; E = Training and Technical Assistance; F = Advocacy/Public Relations; and G =
Other

Note. - Time is recorded in quarter-hour increments. Por example, 1.25 means one and one-fourth
hours or 75 minutes.
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- Figure 14B

Model Adoption Exchange Payment System
Monthly General Activity Report

Activity By Description Report All WorkerS

De script or A B C D E

Pers. Cont..
Correspond.
Tel.-Related
Trv1.-Rel.

TOTAL

,.
F, G H I J 'TOTAL

.00 .00 1.00 .00 .00; .00 1.25 .00 .00 .00 2.25
5.00 .00 1.25 .25 1.75 1.25 .00 .00 .00 9.50
.50 .00 .00 .00 .25 .00 .00 .00 .00 .50 1.25
.00 .00 .00 .00 .00 .00 .00 .00 .00 .00 .00

5.50 .00' 2.25 .25 2.00 1.25 1.25 .00 .00 .50 13.00

r
Where: A = Information Referral; B = Advocacy; C = S

Information; 2 ='Research; 0 = Supervision; H
Referral of Families For Study

.

Note. - Time is recorded in, quarter-hour increments.
hours or 75,m1nutes.

4

..

ystans Maintenance; D = Training; E = Public
= Fund Raising; I = Liaison Activities; J =

For example, 1.25 means orie and one-fourth
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APPENDIX A

_ Standard Initructions

FOr Computing Adoption Exchange

%

ic

Expenditures

t.

79



-

ADOPTION EXCHANGE OPERATING EXPENSES
(From Latest-Complete Fiscal Or Calendar Year)

SALARIES AND WAGES
,.

1. Personnel Working Directly With Cases 1. $
2. Personnel Working Indirectly With-Cases 2. $
3. Total Salaries And Wages 3.

PAYROLL TAXES AND EMPLOYEE BENEFITS ...

4. FICA
5. Unemployment Insurance 5. $
6. Life Insurance 6. $
7. Health Insurance 7. $
8. Retirement 4 8. $
9. Workmen's Compensation 9. $

10. Total Payroll Taxes And Employee
Benefits

TRAVEL EXPENSES

11. Personnel Working Directly With Cases
12. Personnel Working Indirectly With Cases
13. Total Travel Expenses

m
BUILDING EXPENSES

Office Areas

H. $
12. $

$

o

10. $

13. $

,/

/NV

Rental/Lease Depreciation
Expense Expense

r

Occupied By Personnel Working Directly
With Cases

Occupied By Personnel Working Indirectly
With Cases

Common Space Areas

20. Total Building Expenses (Sum of Lines 20. $
14 19)

ALL OTHER EXPENSES

21. Utilities , 21. $
22. Telephone 22. $
23. Office Supplies 23. $
24. Contracted Outside Services 24. $
25. Central Office Overhead 25. $

. 80
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26. Service Expenses Not Previously
Specified

27. Total'Of All Other Expenses

28. TOTAL EXCHM9GE OPERATING
EXPENSES

(Sum of Lines 3 + 10 + 13 + 20 + 27)

NOTES

26. $

27. $

SALARIES AND WAGES

Enter the total gross amount of salaries and wages related to a-Cloption exchange
service before taxes and other items are withheld, including deferred compensa-
tion, overtime, incentive pay, and bonuses. This amount is to be computed for
each individual in the above-mentionned categories, according to the percentage
of time he or she spends in adopon exchange services

PAYROLL TAXES AND EMPLOYEE BENEFITS

Enter only the amounts related to adoption exchange service. These amounts
are to be completed for each individual according to the percentage of time he/
she spends in adoption exchange services.

BUILDING EXPENSES

All adoption exchange building expenses should b
square feet of area occupied.

Ctei

preciation Expenses colum. Allowable de
ly pure straight-line depreciation .

vr'

Common Space Areas. ,Enter the amounts rent/lease/depreciation corres-
ponding to the square footage of hallways, lavatories, or other common
space areas not included in previous items, weighted according to the
percentage of office area occupied by the adoption exchange.

computed on the basis of

eciation expense includes

Si



ELEMENTS FOR THE ESTIMATION OF A SERVI.C4IOUR COST FOR ADOPTION
EXCH-ANGE SERVICE USING CONTRACTOR'S CURRENT FISCAL YEAR DATA

Contractor's Current Fiscal Year:

EB

grir
g atinD

gD
e

ate Through
n d

Estimate of the Total Number of Hours to' Be Paid to Personnel Involved in
Adoption Exchange Service During Contractor's Current Fiscal Year:

CATEGORIES
Total Number Of Hours Paid

II III

'Personnel Working Directly With Cases

Personnel Working Indirectly With Cases

Sum of Above Lines

Key:

I. = Adoption Exchange Service Only
II = Not Related To Adoption Exchange Service

III = Vacation, Holidays, Sick Leave, Etc.

Facility Square Footage During*Contractor's Current Fiscal Year' (Covered
and Enclosed Areas Only)

1. Total Square Footage of Office Area Occupied By
Exchange Service

2. Office Square Footage Unrelated To Exchange Services
3. 'Square Footage Of Common Space Area

4. Total Facility Square Footage

-82
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Sq. Ft.
Sq. Ft.
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Annual Casework Hours Worksheet

Worker
Name

Time Annual Work Productive
Days - 'Hours

Annual
Hours

1.
2 .
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.

Totals

Note. When computing the total annual casework hours, the sum of the annual
casework hours for worker # 1 + worker # 2 + -+ worker # 20 should
equal the product of (sum of t e) x (annual number of work days) x
(number of productive work hour

co


