DHS-1050-RDC, RDSS Voucher Instructions

#1a.  	Payee Name – Enter your first and last name as listed on your contract.

b.c.d.e. Enter mailing address as listed on your contract.

#2	Social Security Number – Enter your full SSN.

#3 	County - List the county you have signed up with for RDSS or in instances where a volunteer has signed with more than one county, indicate the county requesting service on that date.  Tether techs – enter “see daily log” and attach DHS-780, RDSS Technician Daily Log.

#4.	Month/Year – List the month and year of service.

#5.	Name of Youth – Enter the first initial and full last name of the youth served.  Only one youth per voucher may be entered unless more than one youth was in the same holdover or transportation service.  Tether techs – enter “see daily log” and attach DHS-780, RDSS Technician Daily Log.

#6	Component - Check the type of RDSS service performed.  Only one type may be checked per voucher.  Tether techs – training and tethers may be selected on one voucher.

#7	Message – Enter a brief message here to Juvenile Justice Program RDSS staff, if necessary.

#8 	Day of Mo. – Enter the numerical day of the month during which service was provided.

#9	Description – Enter the point-to-point travel required to provide the service component checked in #6, from the starting point of travel or transport and the ending point (example: round trip from 1214 S. Bennett Rd., Escanaba to 121 East St., Marquette; or 15 Handy Ln., Iron Mountain to 341 Lake Ave., Bessemer to 555 S. Hampton St., Curtis to 15 Handy Ln., Iron Mountain).  If the service included an overnight stay, indicate that here.  If there was no travel associated with a service, indicate the service (example: cleaned 4 tether units).  No client names or tether unit numbers should be listed on this sheet, they need to be on the DHS-780, RDSS Technician Daily Log.

#10	Hours - List the start and end time for holdover, electronic monitoring, transport, actual time spent with the youth for home detention and travel time; be sure to indicate AM and PM. Overnight stays must be documented by entering the start time on the first day and the end time on the last day.  If multiple tethers were installed/removed, enter the begin and end time for the full day.  The detailed begin and end times for each tether install/removal is documented on the DHS-780, RDSS Technician Daily Log.

#11	Personal Vehicle Expense - Mileage must be in accordance with the Michigan map and be computed at current State premium or county rates, whichever is less; no vicinity mileage will be made.  See DTMB website for current travel rates.

#12	Hotel or Room – Lodging may only be charged with pre-approval and the approval must be attached to the voucher.  See DTMB website for current lodging rates.

#13	Meals - Receipts are required on ALL meal purchases or reimbursement will not be made. Receipts must list the name of the restaurant, the time, and the date, must be itemized, and must indicate if the meal was for a youth, transporter or attendant.

#14	Misc. Home Detention Expenditures – Receipts are required and must include documentation of the type of expenditure (bridge toll, parking, home detention consumables, etc.).

#15	Wages - Calculate hourly rates for holdover, tether installation/removal and transportation or daily rates for home detention and training.

#16 	Total - Calculate totals for each row and column.

#17	Payee’s Signature – Sign your name and enter the date signed.

#18	Authorized/Approval Signature – Leave blank.  This is for DHS approval.

[bookmark: _GoBack]Tether techs – send original copy directly to Sue Beattie at address below.  All others, the local Court keeps the third copy of the RDSS voucher after it is approved by the identified court RDSS administrator. The last copy is to be given to the worker to retain for tax purposes. The first two copies and the documentation for each RDSS component must be submitted to:

Regional Detention Support Services
Attention: Sue Beattie
120 N. Washington Sq., Suite 300
Lansing, Michigan 48909

