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INTRODUCTION

Purpose of elGA

elGA streamlines and automates current Intergovernmental Agreement (IGA) detention
forms for ease-of-use and timely response. It establishes a baseline for negotiating
fixed-rate IGAs. One of the most helpful features of elGA is that it tracks the IGA life-
cycle, from application to implementation and future assessments.

The newly designed Jail Operating Expense Information (JOEI) form has been added to
assist in evaluating the requested price for housing Federal prisoners or detainees. The
JOEI is considered “other than certified cost or pricing data” and is required to
determine a fair and reasonable price.

Your Role

As participating facilities, your role is vital to the success of the elGA process.
Developed to streamline detention procurement, elGA begins with your application.
Easy-to-use forms have been provided that take the user step-by-step through the
critical startup and negotiation phase. The new system relies on your assessment of
facility basics and service offerings.

Using This Handbook

e This handbook was designed to introduce the elGA application process. It is a quick-
read that provides elGA basics.

e Help text has been highlighted in burgundy boxes.

e In most cases, the screen captures have been dissected to highlight particular
topics.

e Required fields are highlighted in red, calculated fields are boxed in gray.
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Workflow Overview

Figure 1. Detention Service Network (DSNetwork) Workflow

-
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Logging Into elGA & Requesting Temporary User ID/Password

This section provides guidance on logging into the elGA welcome page and requesting a
Temporary User ID and Password.

Step 1. Log onto https://edes.usdoj.gov/iga/lgaMenu.aspx to access the elGA welcome page.

Step 2. Select the Request an Account option to display the account request form.

SO —

Figure 2. elGA Welcome Screen

-
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https://edes.usdoj.gov/iga/IgaMenu.aspx

The data entry fields outlined in red are required and must be completed before submitting the
application. All other fields are optional.

Step 3. Select “Yes” or “No” depending on whether or not you have an existing IGA.
Step 4. Enter the required data for all the fields in the Facility Information section.
Step 5. Enter the required data for all the fields in the Requestor Contact Information section.
Step 6. Click either “Cancel” or “Submit” after filling out all the required fields.
e [If“Cancel” is clicked — all the entered data will be cleared out

o If “Submit” is clicked — your request will be forwarded to OFDT for approval

OFDT will email an approval or denial using the email address submitted in the request. If the
request is granted, the email will contain a temporary User ID and Password.

—» Step3

Step 4

v

v

Step 5

.

Step 6

Figure 3. Account Request Form
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Logging Into elGA & Creating Unique Password

This section will provide users with guidance on customizing the User ID and Password.
Users will receive an acceptance email, which will contain a link back to the elGA site.

Step 1. Enter the User ID and temporary Password provided in the OFDT email.

Step 2. Click the “Sign In” button.

Step 1 <

(ﬁ

v

Step 2

Figure 4. User ID & Password

Step 3. Click on “Change Password” to display the password change screen

I| detainees

Step 3

Figure 5. Change Password

- —— ——
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Step 4. Enter a new password in the “New Password” field and re-enter that password in the “Verify” field.
Step 5. Click the “Change” button to execute password change and proceed to the My Facility Welcome
page.

Upon clicking the "Change" button, the system will update your password and the IGA application will
launch automatically. (If the application does not launch, click on the "elGA Application” link.)

» Step4

|—_> Step 5

= NOTE:

Create your password by using the following criteria:
+ Must be at least 8 characters

¢+ Must contain at least one upper-case letter
¢ Must contain at least one number

If the password was created successfully, the following message will display:

‘ou have successfully changed your Password.

If not, the following error message will display:

elGA Facility User Handbook 9



Accessing the elGA Application Form

Step 1. After logging in, click on the “elGA Application” link located on the upper left corner to open the
IGA Application.

Step 1

Figure 6. Opening the IGA Application
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Application Form

Federal Negotiations in Process

Step 1. Check either the “Yes” or “No” box depending on whether or not you are working with a Federal
Agency.

If Yes is selected, Agency and Contact Information will be requested.

Step 2. After a successful login, click on the “elGA Application” link to access the IGA Application
screen.

Siep 1 Shap 3
- $

Figure 7. Federal Negotiations In Progress

Step 3. Click on the “HELP” link to display the following detailed definitions of all the required
information:

FEDERAL NEGOTIATIONS IN PROGRESS

In this section indicate if you are currently working with a
local Federal agency Point of Contact (POC) to establish an
Inter-Governmental Agreement (IGA).

Select the appropriate agency from the drop-down menu
options:

USMS

BOP

ICE

OFDT

Type inthe Federal POC's information:
EXAMPLE: Mike Smith atthe USMS / Mike.Smith@usdoj.qov/ phone#

€] Done r’_!_!_!_‘ﬂ Internet

Figure 8. Help Menu
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Stepl <+

Facility Administrative Data

This section provides guidance on how to validate and update facility administrative data (e.g.,
TIN, DUNS, District, Facility Code, Facility Administrator, Authorized Representative, and contact

information).

Step 1. Enter all the REQUIRED (in red boxes) information in this section.

Step 2. Check the “Check if same as above” box if the Facility Administrator and the Agreement

Representative is the same individual.

Step 3

FACILITY ADMIN DATA Help

Facility: | Dffice of the Federal Detention Trustee

Address: 4601 North Fairfax Drive

County: ‘United States ‘

District:

Tax D Number:‘ ‘

City [Arlington
State: WA Zip Code: |22203

Facility Code:

DUNS Number: |

Requestor: |Sophia [Edwards
Phone Number: |202.305.8267

Requestor contact information [person completing the elGA application):

Title: |Euntla-::t Procurement Analpst

e-Mail |sophia.edwards@usdoj.gov

Administrator: |Sophia |Edwards
Phone Humber: |202. 305.8267

Administrator contact information [facility administrator]: Check if same as above

Title: |Euntla-::t Procurement Analpst

e-Mail |sophia.edwards@usdoj.gov

Step 3. Click on the “HELP” link to display the following detailed definitions of all the required

Authonized Representative who can sign the agreement:

Megotiator:

Phone Humber:

[ Title:

e-Mail

information:

Figure 9. Entering the Facility Administration Data

FACILITY ADMIN DATA

This section will contain facility information such as name,
address, phone number, and requestor information pre-
populated with captured data during the account request
process.

Additional information necessary in this section includes
Facility Administrator (official regardless of local title who has
ultimate responsibility for managing and operating the facility)
and Agreement Representative (individual who has the
authority to sign the Agreement).

A box is provided for yvou to check if the Faclity Administrator
and Agreement Representative are the same.

Tax Identification Mumber (TIN) is the Federal tax
identification number assigned solely to your business by the
Internal Revenue Service (IRS) used to identify yvour business
to Federal agencies.

The Data Universal Mumbering System (DUNS) number is
provided by Dun and Bradstreet (D&B) as the proprietary
means of identifying business entities on a location-specific
basis. The nine-digit identification number provides
information associated with an entity, including the business
name, physical and mailing addresses, tradestyles ("doing
business as™), principal names, financial, payment
experiences, industry classifications (SICs and NAICS), socio-
economic status, and government data.

Step 2

elGA Facility User Handbook
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Facility Jurisdiction

This section provides guidance on how to specify:

The entity with legal authority over the facility.

The jurisdiction name.

The entity that operates the facility (if other than the facility owner).
The facility operator and the operator’s jurisdiction.

Step 1. Select the type of entity that has legal authority over the facility from the dropdown menu.

FACILITY JURISDICTION

Facility Jurizdiction Facility Operated by:
CauntyMunicipal w | Owner w
County/kunicipal
State
Regional [Multi-Jurizdiction]

Private

!

Step 1

Figure 10. Selecting Facility Jurisdiction

Step 2. Enter the exact name of the entity with Jurisdiction over the facility.

FACILITY JURISDICTION
Facility Jurizdiction Facility Operated by

County/t unicipal hd I I Dwner w

Jurizdichion Marme:

l

Step 2

Figure 11. Entering Jurisdiction’'s Name
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Step 3. Select the appropriate option from the dropdown menu to define the entity responsible for the
day-to-day operation and management of the facility.

FACILITY JURISDICTION

Facility Jurizdiction Facility Operated by:
County/Municipal A | | Qwner e
Jurizdiction Mame:
Caner
Step 3

Figure 12. Selecting Facility Operator

Step 4. The data fields will expand if “Other Entity” is selected for the facility operator. Select the facility
operator’s jurisdiction (“Private” or “State”) from the dropdown menu.

FACILITY JURISDICTION
Facility Jurizdiction Facility Operated by: Operator Jurisdiction:

County/Municipal W | | (ther Entity w |
Jurizdiction Marne;

Step 4

Figure 13. Selecting Operator's Jurisdiction

Step 5. Enter the facility operator’'s exact name.

FACILITY JURISDICTION

Facility Junzsdiction Facility Operated by: Operator Jurisdiction:
County/Municipal W | | Other Entity v | | W
Jurizdiction Marne: Wu Ly
Step 5

Figure 14. Entering Operator's Name

elGA Facility User Handbook 14



Establishing a Per-Diem Rate

This section provides guidance on establishing per diem rates.

Step 1. Click on the “Help” link to display instructions for establishing the per diem rate.

Step 1

PROCEDURES FOR ESTABLISHING A PER DIEM RATE
Click on "Help" for a description of the procedures used to establishing the per diem rate.

Figure 15. Establishing Per Diem Rate

HELP TEXT

GOVERNMMENT PROCEDURES FOR ESTABLISHING A PER-
DIEM RATE

The Government will use various price analysis technigues
and procedures to ensure the Per-Diem rate established by
this agreement is considered fair and reasonable to both
parties. Examples of such technigues include, but are not
limited to, the following:

1. Comparison of the requested Per-Diem rate with the

independent government estimate for services,
otherwise known has the Core Rate.
Comparison with Per-Diem rates at other state or local
facilities of similar size and economic conditions.
Comparison of previously proposed prices and previous
Government and commercial contract prices with
current proposed prices for the same or similar items.
4. Review and evaluation of the provided JOEL

Figure 16. Government Procedures for Establishing Per Diem Rates

-
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Total Capacity/Proposed Per-Diem

This section provides guidance on how to capture the facility’s total capacity, current beds for
federal use, average daily population, current per diem rate, and the year rates were established.

Step 1. Enter a value for the facility’s Adult Male capacity (numeric value only).
Step 2. Enter a value for the facility’s Adult Female capacity (numeric value only).

Step 3. Enter a value for the facility’s Juvenile capacity (numeric value only).

Steps

t

SalEN s 4 = R
b T . . . - - . — T Y Y Y £ —
THem 2 L L T AN

Figure 17. Entering Values for Capacity/Per Diem

The “Total Capacity” will auto-populate once the values have been entered for adult male, adult
female, and juvenile.

Step 4. Enter a value for the number of beds available for Federal use to house Adult Males (numeric
value only).

%
)
o

. Enter a value for the number of beds available for Federal use to house Adult Females (numeric
value only).

. Enter a value for the current average daily population (ADP).

9,
@
o

. Enter a value for the projected ADP.

)
@
\‘

. Enter the current per diem rate (if not pre-populated).

)
@
o

Step 9. Enter the effective year of the current rate (if not pre-populated).

Step 10. Enter the Per Diem Rate that is being proposed.
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Other Jurisdiction Rate(s) Paid

This section provides guidance on entering information on rates paid by other jurisdictions
housed at facilities and the year those rates were established.

Step 1. Click on the “Edit” button to open the display screen that will allow rate information to be
entered.

Step 1

OTHER JURISDICTION RATE[S] PAID
Hates paid by other jurisdictions housed at your Facility and the year established. Click to edit @

Figure 18. Other Jurisdiction Rates

Step 2. TO ADD: Click on the “Add” button on the upper right. A line is inserted that allows the user to enter the
rate, type of jurisdiction, name of the jurisdiction, and the year established.

TO DELETE: Click on the “Del” button on the upper right corner. The rate by jurisdiction is deleted from the
list.

Step 3. Enter the rate in dollar ($) amounts in this box.

Step 4. Click on the dropdown menu to pick the specific jurisdiction (State, Multi-Jurisdiction, and
County/Municipal)

Step 5. Use this space to enter the specific name of the jurisdiction.

Step 6. Click on “Save” button to save the changes. The rates by jurisdiction screen disappear.

Step 3 Step 4 Step 2

OTHER JURISDICTION BATE[S
Hy other jurisdictions housed at wour Facility and the vear established,

To add or del clic

Rate

Mon Jurisdiction Name of Jurisidiction

Step 5

State
rulki- Jurisdction

Save Cancel |

Step 6
Figure 19. Making Edits to Jurisdiction Rates
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Central Service Cost Allocation Plan (CSCAP)

This section provides guidance on entering Central Service Cost Allocation Plan (CSCAP)
information for user facilities.

Step 1. Select “Yes” if your jurisdiction has an approved CSCAP.

Step 2. If “Yes” is selected, please enter what percentage of CSCAP is applied to Direct Expenses.

Step 3. Select the Federal Agency from the dropdown menu where your jurisdiction’s CSCAP is on file.

Step 4. Type in the name of the Federal Agency if “Other” is the appropriate response. (The
government reserves the right to request a copy of the CSCAP.)

Step 1 <——| |

Step 2 <——| |

—»> Step 4

——

Step 3 <! |

Figure 20. Central Service Cost Allocation Plan (CSCAP)

-
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Jail Operating Expense Information (JOEI) Form

JOEI Guidelines

JAIL OPERATING EXPENSE INFORMATION (JOEI)

The JOEl was designed to assist the Government in evaluating the
requested per diem rate for housing Federal prisoners or detainees. The
JOEl is considered "other than cedified cost or pricing data” and is
regquired to determine a fair and reasonable price. Your expenses far
completing the JOEI shall he hased on actual and projected expense
data for categories including Personnel, Care and Treatment and Other
Cperating Expenses. Guidelines for completing the JOEI are provided
brel oy

GUIDELINES

REPORTED EXPENSES

In determining reasonahleness of a given expense, consideration should
he given to whether the expense is generally recognized as ordinary and
necessary. [fthe expenses do not henefit federal prisoners, they cannot
he claimed on the JOEI form. Your operating expenses must be
computed on the basis of actual and projected expenses associated with
the operation of the facility and that benefit federal prisoners during the
rmost recent accounting period.

DEFINITIONS
For full definition and description proceed to the JOEI Summary page and
click an the "Help" hutton for the section listed helow.

PERSCONNEL

» Personnel Benefits
» Consultants and Contract Services
» Other Direct Jail Operating Costs

CARE AND TREATMENT

Food and Kitchen Supplies
Medical and First Aid Supplies
Bedding and Linen
Recreation

Educational Services

OTHER OPERATING EXPENSES

Facility and Office Supplies
Vehicle Operations

Safety and Sanitation
Insurance

REVENUES

« CAP Gramt
* Inmate Telephone
« Commissary
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JOEI Personnel Definitions

PERSOMNMEL
Full-time and part-time salaries for the following personnel:

Jail management officials

Administrative support personnel

Detention officers and other uniformed personnel assigned to
the detention facility

Maintenance personnel

Cooks and aides

Training officers

On-site medical personnel

Personnel Benefits
The following are types of personnel benefits:

Retirement plan costs

State and federal (FICA) payroll taxes (limited to a maximum of
7.65 percent)

Life, health, and dental insurance plans

Warkman's compensation insurance

Employee uniforms, including shoes

Consultants and Contract Services

Expenses for consultant and contract services may be used if they
benefit federal prisoners. The following are examples of contract
Senices:

In-house medical, dental, and mental health care

Laboratory and x-ray costs provided to federal prisoners if the
federal government is not billed separately for these senvices
Custodial and maintenance

Legal services

Mondenominational religious services

-
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Accessing the JOEI Form

This section provides guidance on how to access the JOEI Form.

Step 1. Select “1” if this is an established, ongoing facility in which actual operating expenses can be
reported for the most recent accounting period.

Step 2. Select “2” if this is a new or rebuilt facility in which no actual expenses have been established or
can be reported.

Step 3. Click on the “JOEI Data” button to display the JOEI Personnel Expense form to enter expense
information.

(This response only applies to initial IGA application requests.)

Step 1 <——| I
Step 2 <——| I

©——> Step 3

Figure 21. Accessing the JOEI Personnel Expense Form
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JOEI Personnel Expense — Actuals

This section provides guidance for capturing actual staff positions, personnel salaries, benefits,
and contracts/services.

Step 1. “Position” - Enter the position description for the staff category.

Step 2. “No. Pos” - Enter the number of positions for the position described.

Step 3. Verify that the “Total Admin Positions” line adds up to the total number of positions entered in
the “No. Pos.” lines above.

Step 4. “Full/Part” —Select “Full” (for full-time) or “Part” (for part time) from the dropdown.
Step 5. “Hr Rate” — Enter the hourly rate if applicable.

e Required - If salary is to be calculated based on hourly rate.
¢ Not Required - if a “Salary” is to be entered.

= NOTE:

If the salary is to be calculated based on an hourly rate, verify that when the “Estmd Hrs” are entered, the
salary is calculated using the following formula: ((“Hr Rate” x "Estmd Hrs") x "No.Pos”) ="Salary”).

Step 6. “OT Rate” — Enter the overtime rate if applicable.
Step 7. “Estmd Hrs” — Enter the estimated hours worked for the position.

Step 8. “Gov/Cont” — Select either “Gov” (for government) or “Cont” (for contract) from the dropdown
menu.

Step 9. “Salary” — Enter a salary if no hourly rate and estimated hours have been entered (this is not
auto-calculated).

Step 10. “Administration Salary Sub-Total” — This field is auto-calculated and should total the all the
entries entered in the “Salary” fields.

Step2 Step4 Step5 Step6 Step7 Step8

1
gdgw |ddl [Del]

Admipistration Staff

Step 1 - —> Step 9

Bdmmiistrator 1.00 Full $30.00 1 2050 Governmer $61.500.00
Operations and Oifficer 1.000 Full $25.00 $37.50 2,100 Governmer $52.500.00
Tatal Admin Position 2_05 > Administration S alary Sub-Total | $114,000,0 Step 10

Step 3

B == FICA Benefits $430,000.00

Health Insurance $5.850.000.00

State Unermplayment T ax $40,000.00
Federal Unemployment Tax Act $50,000.00
Retirement Program/Other Emplaver Contribution Plan $445.000.00

Total Staff FTEs: 73.00 Total Staff Salary Cost: $83,935.000.00

Figure 22. JOEI Actual Personnel Expense

-
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Step 11. “Benefits and Taxes” — Enter the applicable values for the benefits or taxes.

Step 12. “Total Staff Salary Cost” — This field is not auto-calculated and should be equal to the sum of
all the values entered for the staff category’s salaries and benefits.

Step 13. “Total Staff FTEs” — This field is auto-calculated and should be equal to all the values entered
for the staff category positions.

Step 14. Click the “Save Data” to save and submit the entered information.

te a row |Add| |De||

o, Foz Fuii/Fan Hr Fate a7 Fare Hours GowiCont  Saiary

< arnd e 1.00 Full

Total Admin Positions: | 200 Administration S alary Sub-T ctal | £114,000.00

.000.00
$5.850.000.00
$40.000.00

$50.000.00
445 000,00,

Benefits and Taxes FICA Benefits

Health Insurance
State Linemployrent Tax — Step 11
Federal Unemployment Taw Act

Retirement Pragram/Other Emploper Contribution Plan

Total Staff FIE

g —
Total Staff Salary Cost $83,939.000.00

— Step 12

Fersanrel Expense - Actuals

Step 13

Figure 23. Benefits & Taxes Information

Step 15. Click “Copy Data” (optional) — This will copy all the information about each staff category from
“Personnel Expense — Actuals” page into the “Personnel Expense — Projected” page (with the
exception of the amounts entered for “ Salary”).

Step 16. Click the “PROJECTED” button to access the “Personnel Expense — Projected” information

page.
Step 16
Jail Operating Expense Information
SUMMARY ACTUALS >
FPersamnel Expense - Acluais
Please list for each categary fulltime and parttime salaries for the personnel by position on the detention facility’s payroll.
Save your changes first then click on "'Copy Data' butin to pre-populate the position infarmation. except @Cony DD
for salary column, from For sach category to the Projected worksheet L =5 > Step 15
Administration Staff Click to add or delete a row. Del
Position Mo.Pos  Ful/Pat  HrRate  OT Rate  Howrs Gow/Cont|  Salay
Administrator 1.00 Full $30.00 $45.00 2,050| Governmdr $61.500.00
Operations and Officer 1.00 Full $25.00 $37.50 2,100| Governmdr $52,500.00
T atal Admin Positions: =00 Administration Salary Sub-Total [ $114,000.00 \. Please verify that
“Government” or
Benefits and Taxes FICA Bansfits $430000 00 “Contract” is
Health Insurance. $5.850,000.00 selected for each
State Unemployment T ax $40,000.00 line item.
Federal Unemployment Tax At $50,000.00
Retirement Program/Other Employer Contribution Flan $445.000.00
Total Staff FTEs: 73.00 Total Staff Salary Cost: $83,939,000.00
Persannel EXpense — Actuals
|

Figure 24. Opening "Projected" Expense Form
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JOEI Personnel Expense — Projected

This section provides guidance for capturing actual staff positions, personnel salaries, benefits,

and contracts/services.

If the “Copy Data” button was clicked on “Personnel Expense — Actuals” page, all the information should

have been uploaded into the “Personnel Expense — Projected” page. Verify that all the entries are
accurate (with the exception of the “Salary” field).

If all the data was correctly copied from the “Personnel Expense — Actuals” page, update the “Salary”

fields and proceed to Step 3.

Step 1. “Benefits and Taxes” — Enter the applicable values for the benefits or taxes.

Step 2. “Total Staff Salary Cost” — This field is not auto-calculated and should be equal to the sum of all
the values entered for the staff category’s salaries and benefits.

Step 3. “Total Staff FTEsS” — This field is auto-calculated and should be equal to all the values entered
for the staff category positions.

Step 4. Click the “Save Data” to save and submit the entered information.

Step 5. Click the “Summary” button to proceed to the summary for the all the entered data.

o

JDE

Step 5 subeny ) |[ ACTuALS HPHDJEC'TED ]

(PEISE g

Save Dak

— Step 4

Administration Staff
Pasition

Administrator

Operations and Officer

No, Pas.

T otal Admin Positions: 200

-

Fersonnel Expanse - Frojecled

Please list for each category fulldime and part4ime salares for the personnel by pesttion on the detention facilty’s payrall.

Click to add or delete a row. @]

Hr Rate OT Rate  EstmdHrs | Gow/Cont | Salary

$31.00 $45.00
$26.00 $37.50

2,050 Gowerrmer| $63,550.00
2100 Goverrmer| $54,600.00

Administration Salary Sub-Tatal $118,150.00

3

— Step 1

— Step 2

'

Step 3

Please verify
that
“Government”
or “Contract” is
selected for
each line item.

Figure 25. Benefits & Taxes Information
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JOEI Summary Data Sheet

This section provides guidance on creating a summary data sheet that covers the personnel
expenses of the four distinct expense categories: personnel, care and treatment, other operating
expenses (facility, vehicles, etc.), and revenue streams.

Jpe - e e 0 = 0

SUMMARY ACTUALS PROJECTED nished_J—— St
ep 9
Step le 2007 ~  Wear 2008 -
EXPENSE CATEGORIES ACTUALS PROJECTED
Local Govermment Salariss: | 311.200.000.00 | $11.251.000.00
Benefits: | $3.165.000.00 | $3.208.000.00 ‘
Consultant/Contract Services: | $300.000.00 | $303.000.00 =) I
R T | ersonne
Help]
Category Actual

$2.355.00
$2.344.00
$2.343.00

Food and Kitchen Supplies:

$2,342.00
$2.342.00

Step 2 < Medical and First Aid S upplies:
<

Eedding and Linen:

Fiecreation;

Educational Services:

Step 3 : $10.510.00 | $132.722.00
ther Operating Expenses
Facility/Office Help]
Category Achual
Utilitiss: / $4.322.00 $5.4:
Ste 4 : LIEfs Lol Postag: $2.342.00 $3.543.00
p Telephone: \ $2.434.00 $5.432.00 4
Facility D epresistion: $4.500.00 Oth er
Step 5 =«
P I ]
Step 6 « C >
Step 7 < Revenues
Step 8

Figure 26. JOEI Summary Sheet

PERSONNEL

Step 1. “Actual” and “Projected” year — Select the year from the dropdown that applies for both actual
and project data.

-
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CARE & TREATMENT

Step 2. “Care and Treatment” — Enter the values for each category for both Actual and Projected - only
numeric values are accepted.

Step 3. “Sub-Total Care and Treatment” — These fields are auto calculated. Verify that the total is the
sum of all the values entered in each category.

CARE AND TREATMENT

Food and kitchen supplies. Food preparation, serving,
transporting, and cooking supplies. Utensils, equipment,
thermostats, gloves, hair restraints, etc. Provisions such as food
and beverages.

Medical care supplies. Supplies necessary to conduct medical,
dental and mental health screenings and appraisals. Systems
to administer medication. Supplies to handle chronic and
emergency conditions and ocutpatient and infirmary care.
Bedding and linen. Includes towels, mattresses, pillows,
drapes, etc.

Recreation. Competitive, recreational and fitness activities,
including intramural and individual sports, exercise classes,
table games, billiards, watching television and movies,
newspapers and magazines, and arts and crafis, etc.
Educational Semnvices. Academic, basic literacy and high school
equivalency. Parenting programs, creative writing, history, career
development, graphic arts, culinary arts, etc.

Other. Inmate clothing, Toiletries.

Figure 27. Care & Treatment Categories

OTHER OPERATING EXPENSES (FACILITY/OFFICE)

Step 4. “Other Operating Expenses” — This section includes the following subsections (if applicable):
Facility/Office, Vehicle Operations, Safety and Sanitation, Insurance, and Other. Enter values in
each category under Actual and Projected for all applicable subsections.

Step 5. “Sub-Total Other Operating Expenses” — These fields are auto calculated. Verify that the total
is the sum of all the values entered in each category.

FACILITY fOFFICE

Litilities. C harges for heat, light, power, water, gas, electricity and
ath or utilitby corvices cuclusive of transpordation and
carmmunication services.

Office supplies. Pencils, paper, calendar pads, notebooks,
unprinted envelopes, other office supplies, and prope by of little
monetary walue, such as desktrawvs, pen sets, and calendar
stands.

Fostage. For official use ofthe United States mail, package
delivery, andfor private carrier s2rvice.

Telephone. Equipment and serwices including wvaice and data
usage, fTacsimile, audiofwideo and data transmission terminal
equipment and service.

Facility De preciation. A depreciation or use-allowance charge is
allowwed for all buildings utilized in the performance of the GA.
Without & formal building depreciation policy at the local level, a
use-allowance not exeeding 2 percent of aguisition costs should
be used to compute the allowakble building use-allowance
charge.

Figure 28. Facility/Office Categories
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REVENUES

Step 6. “Revenues” — Enter values for each category under Actual and Projected (only numeric values
are accepted).

Step 7. “Sub-Total Other Operating Expenses” — These fields are auto calculated. Verify that the total
is the sum of all the values entered in each category.

= NOTE: This value is SUBTRACTED from the grand Total Operating Expenses.

Figure 29. Revenue Categories
Step 8. “TOTAL” — This is the sum of all the sub-totals from all the expense categories. The revenue
sub-total will be subtracted from this total.
Step 9. Click on the “Finished” button at the top right corner of the JOEI form.

Step 10. A dialog screen will display confirming that the form and all changes have been saved. Click
“OK” to close the JOEI forms and return to the main elGA application.

CP

Step 11

Step 11. Click on the “JOEI Data” button on the main application form to confirm the data was
committed and properly retrieved.

JAIL OPERATING EXPEMSE INFORMATION [JOEI]

The JOEI shall be based on actual and projected expensze data for categories including Personnel.
Care and Treatment and Other Operating Expenses. .

Click on the "JOEI Data" button to complete or edit the JOEI data sheets C‘JDEI D'&T'&D

{(10U.5.C. 2308a (d) (1) and 41 U.5.C. 354b (d) (1))

v

Step 12

Figure 30. Confirming JOEI Data
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Staffing
|
This section displays the staffing by category in read-only format. The fields in this section
should be pre-populated with the information previously entered in the JOEI data sheets (Actuals
& Projected). If the fields are blank, this indicates that the JOEI data sheets have not yet been
completed.

Figure 31. Staffing

-
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Types of Services

This section provides guidance on how to specify the type of transportation facilities offered and
whether or not the transport guard hourly rates are separate charges from the per diem rates.

Step 1. Check the applicable box for whether or not the facility offers Guard/Transportation services.
e If“No” is checked, you are done with this section of the form and may proceed to Step 3.
e If“Yes” is checked, additional checkboxes will display with options for specifying the types of

transportation offered and distinguishing between the transport guard hourly rate and the per
diem.

Step 2. Indicate the type of transportation offered by marking all the checkboxes that apply (e.g., Medical,
Court, or Other).

Step 1

TYPES OF SERVICES

Do you Offer Guard/Transportation Services?
Indicate the type of transportation offered:

[ ve: [ Mo

Step 2 +— L vows o>
Is the transport guard howrly rate a separate charge from the Per Diem? & ] Mof—> Step 3

Current Guard Rate:

|

Step 4

Figure 32. Selecting Types of Services

Step 3. Check the applicable box to indicate whether or not the transport guard hourly rate is a separate
charge from the Per Diem.

e If“No” is checked, you are done.

e If“Yes” is checked, enter the current guard rate.

Step 4. Enter the Current Guard Rate (humeric values only).
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Incidents Involving Prisoners
N N NN NN NN N NN NN N N N NN N N N NAN}Nhh S ————————

In this section, report applicable incidents involving prisoners and the number of occurrences
over a 12-month period at a facility.

Step 1. Under “Nature of Incident,” check all the boxes that apply.

Step 2. Enter the exact corresponding numbers for each box checked.

INCIDENTS INVOLVING PRISONERS

Indicate if any of these incidents have occurred in the last 12 months.
Mature of Incident ﬂ’o\ Mature of [ncident

‘ Digturbances 4 or more prigsoners

Frizoner-on-prizoner assaults Beq Med attention 2

Tizoner-on-prizoner azzaults resulting in death M Attempted prisoner escapes
0] actual prizoner escapes

Prisoner suicides

Step 1

taff-on-prizaner azzaults req medical attention

=
=]
S| ol ol r

—y

Staff-on-prizoner azzaults resulting in death

Step 2

Figure 33. Reporting Prisoner Incidents

-
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Judicial Oversight

This section provides guidance on how to indicate all applicable court orders or consent decrees
and their dates.

Step 1. Check the applicable box to indicate if there are any court orders or Consent Decrees pursuant to
facility.

e If“No” is checked, you are done with this section of the form.

e If“Yes” is checked, a new screen will display to enter dates for the applicable selection (go to
Step 2).

JUDICIAL OVERSIGHT

Figure 34. Selecting Court Order/Consent Decrees
Step 2. Click the “Yes” box if there are any applicable court orders or Consent Decrees.
Step 3. Click inside the applicable field to display the calendar.

Step 4. Use the calendar to select the exact date of the facility’s court order or Consent Decree. The
selected date(s) is displayed on fields selected.

Step 5. Click the “Save” button to save your entries or click the “Cancel” button to cancel the action and
reset your entries.

¢ If the “Cancel” button was clicked, continue to the next section.
e Ifthe “Save” button was clicked, proceed to Step 6.

Step 6. Click “Edit” to verify that data was correctly saved and to make changes to the entered
information.

Step 2

Any court orders or Consent Decrees pursuant to the facility (7] es) [ Mo D Step 6
C BES|
£ | httpffofdt. usiOW S eFarm, aspe?Action=Judicial+-Oversight&Map=MyFacilityDat a8Ser vice=0WS 4+ ServersSN=032BFE4E ¥
JUDICIAL DYERSIGHT Help

Enter a date for the court order or Consent Deciee that apply to your faculty.

Ppcedues  Food Services  Life Safety  Medical Services  Population  Religious Practices
Step3 <+

Save Cancel

Mon Tue Wed Thu F
1 2 3

7 8 9

14 15 18 17

21 22 22

28 290 30

ri Sat Sun

& Internet

ID

Step 5
\

Step 4

http:fjofdt €9 Internet

Figure 35. Judicial Oversight Information
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Health Care Policies

This section provides guidance on specifying the healthcare services provided to inmates.

Step 1. Click the “Define” button to display the list of options for healthcare services provided to
inmates.

O—» Step 1

Figure 36. Define Healthcare Services
Step 2. Select all the applicable healthcare services that are provided to inmates.

Step 3. -Click on the “Save” button to save all checked options and close the form.

-Click “Cancel” to close the form without saving any information.

Step 2

| — Step 3

Figure 37. Choosing Specific Healthcare Services
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Inspection Oversight

This section provides guidance on how to define an inspecting agency, the dates of inspection,
and the inspection frequency.

Step 1. Click on the “Define” button to display the “Inspection Oversight” screen.
Step 2. Enter the applicable agency (e.g., USMS, BOP) in the “Inspecting Agency” field.
Step 3. Click on the date control in the right corner of the “Inspection Date” field to display a calendar.

Step 4. When the calendar displays, select the exact date on which the inspection was performed.

Step 3

Step 1

INSPECTION OVERSIGHT

List all Inspections

Click to add or delete a row

Frequency Other Desc

Inspection Date

Inspection Agency
ShAS

Step 2

=} Date Picker -- Webpage Dialog

& | http:/fjofdt.usfowseDatePicker . aspix

Save | Cancel

Step 4
Figure 38. Entering Inspection Information

Step 5. Select the frequency (monthly, quarterly, annually, etc.) of inspections from the dropdown menu.

INSPECTION OYERSIGHT

List all Inspections Click to add or delete a row

Inspection Agency Inspection D ate Frequency ther Desc
USMS 4/11/2008

tanthly
Quarterly

Bi-annualli Everi G

Biznnally [Evgry 2 yeal \
Other - describe Lo Step 5

Figure 39. Selecting Inspection Frequency
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Step 6. Click the “Add” or “Delete” buttons in the upper right corner to add or remove new rows if
multiple inspecting agencies need to be listed.

INSPECTION OVERSIGHT

List all Inspections Click to add or delete a row(_|4dd] [ D]
Inzpection Agency Inzpection Date Frequency Other Desc
LISkS 4/11,/2008 Annualy

Step 6

Save Cancel

Figure 40. Adding or Deleting Rows

Step 7. Click the “Save” button to save your entries or click the “Cancel” button to cancel the action and
clear out all entries.

INSPECTION OYERSIGHT

List all Inspections Click to add or delete a row

Inzpection Agency Inzspection Date Frequency Other Desc

LISkS 4/11/2003 Annually

Figure 41. Saving or Canceling Entries

Step 8. After the entry has been saved, click on the “Define” button to confirm that all entered
information was saved accurately.

. ON OVER =
Click on the button to define the Inspecting Agency, Inspection Date and Frequency. Define Step 8
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Professional Accreditations

This section provides guidance on how to indicate whether or not professional accreditations
have been awarded, to which agencies and on what dates.

Step 1. Check the applicable box to indicate whether or not professional accreditations were awarded.
e If“No” is checked, you are done and can continue to the next section.

e If“Yes” is checked, a screen will display to enter more information about the professional
accreditations.

Step 2. Click on the dropdown menu in the “Organization” field to select the name of the accredited
organization.

Step 1
RO DMAL A REDITATID eln
Professional accreditations awarded? ves) [l Ma
| PROFESSIONAL ACCREDITATIONS |
List all professional accreditations Click to add or delete a row._
Organization Date

Score

Carncel

Step 2
Figure 42. Selecting Accredited Organization

Step 3. Click on the date control to display calendar.

Step 4. Select the exact date on which the accreditation was awarded to the selected organization.

Step 3

PROFESSIONAL ACCREDITATIONS
List all professional accreditations

Click to add or delefle a row.

Organization Date Score

ACA

Cancel

Step 4 <—O

Figure 43. Selecting Organization Accreditation Date
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Step 5. Enter a numeric value to indicate the accreditation “Score” of the awarded organization.

PROFESSIONAL ACCREDITATIONS

List all professional accreditations Click to add or delete a row.

Organization Date Sc
ACA 441442003 ©—> Step 5

Save Cancel

Figure 44. Entering Accreditation Score

Step 6. Click the “Add” or “Delete” buttons in the upper right corner to add or remove new rows if
multiple organizations need to be listed.

Step 7. Click the “Save” button to save your entries or click the “Cancel” button to cancel the action and
clear out all entries.

PROFESSIONAL ACCREDITATIONS

List all professional accreditations Click to add or delete a row. —» Step 6
Organization Date Score
ACA 4/14/2008

i v

= | oo P> Step7

Figure 45. Adding New Rows / Saving Data

Step 8. After the entry has been saved, click the “ Edit” button to confirm that all entered information was
saved accurately.

Step 8

RO ONAL ACCREDITATIO elp
Profeszional accreditations awarded? ve: [ Mo Edit

Figure 46. Confirming Entered Data
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Remarks and Submission

In this section, users may use the Remarks text box to describe any issues not identifiable in this
handbook.

Step 1. Please write specific details that may be helpful in the processing of this form.

Step 2. Click “Save” to save changes made to the system.

Step 3. Click “Exit” to exit out of the system without saving any changes.

Step 4. Click “Submit IGA” to submit the IGA application. Please make sure that you have saved all of
your changes before submitting.

Step 1

!

4 . \
K Subrit Info )
 \———

Step3 Step2 Step 4
Figure 47. Remarks and Submitting Form

The following message will display once the IGA application has been successfully submitted:

'on have successfully submitted your IGA Application. The Application will be now be reviewed

= NOTE:

Users will be redirected to the elGA Welcome Screen to print elGA Forms.

-
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Printing elGA Forms

This section provides guidance for printing the elGA forms after all information has been
submitted and saved.

Step 1. Click on “Print elGA Forms” to display the print option screen.

e | E—

Figure 48. Print elGA Forms

Step 2. To view and print the completed JOEI, click on the line where your specific facility name and
JOEI data appears.

Step 3. Click on “Print IGA Application” to display the completed IGA Application in print preview
mode.

l——»Step 2

—»Step 3

Figure 49. Printing JOEI or IGA Application

-
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Facility Information - —= - - = -« - - TIN:52-3898485 - = |®
Facility-Name: | elGATest Facility 4= =
Addrass: {1234 West LAR e
city: {Los Angelesx [ stfcan [zip:{s0032x =
J0EI Summary = W
b Vear:]  2007% | vear:y 2005x i
— —+ Categoriasn Actuals | Frojacteds &
Benafits: $9,185,000.009 $9,208,000,00{
Consultant /- Contrack- Sarvices: | $300,000.00 $303,000,00]
Local Governmant-Safaries | $11 254,600,001 411,251, 000,00]%
Otbhar-Category Experses: $216,089.00 $609,619,00]
EXPENSE-SUB-TOTALS:| $21,555,682.000 $21,371,619.00)%
Reveupasi-): $10,450.00 48,000,004
TOFALOPERATING-EXPENSES:] $21,545,239.004 $21,363,619.00]
e = —

&

Expense -Details:=
Actu al-PersonnelExpenser il
: rva [Posiliong No.-Pos]FullParte] Hr-Rates] OT-Rates] Hoursst i
Projected-PersonpehExpensen i
- o o -Poslr OT-Rat=e] Hows | Gav/Cant Al "

Figure 50. Print Preview of JOEI Data

Step 4. Click the “Print” button to print out a copy of the IGA Application.

Figure 51. Print Preview of IGA Application
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