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Submission File Tips for Electronic Submission of the UCR 
Revised 01/01/2022 
 
Submission File 
The submission file must match the format of the Submission File tab of the UCR 
Template 20220101.xls file at https://myersandstauffer.com/client-portal/maryland/.  The 
file must contain 2,823 rows of data.  Do not add or remove rows from the file.  If any 
rows are added or deleted, the data will not import correctly. 
 
Before sending the file, make sure that the signed Schedule A matches the data that is 
included in the submission file.  If there are differences between the signed Schedule A 
values submitted by the provider and the Schedule A values calculated based on the 
imported data, the acceptance of the cost report will be delayed. 
 
Fields that contain text, numbers, or percentages should have a General format, meaning 
the value in the field should not have any formatting applied to it.  Do not format the 
field to include commas in numbers (i.e., numbers should be formatted as 
123456789 instead of 123,456,789).  When reporting a percentage, the decimal 
representation of the percentage should be reported in the field instead of the value 
formatted as a percentage (i.e., percentages should be formatted as 0.0155 instead of 
1.55%). 
 
Fields that contain dates should have a Date format.  Be sure that dates display in the 
fields instead of Excel values representing dates (i.e., dates should be formatted as 
6/30/2008 instead of 39629). 
 
Cost Report Acceptance 
Cost reports will be rejected if any required schedule as defined in the cost report 
instructions is not completed or is not fully completed. Per the UCR instructions, all 
schedules are mandatory, with the following items noted: 

• Complete either Schedule P or Schedule Q, based on type of ownership. 
• Complete either Schedule R or Schedule S, based on type of ownership. 
• Only complete Schedule M if costs from a central office are allocated to the 

facility. 
• Only complete Schedule N if the facility has non-patient care (non-comprehensive 

care) areas. 
• Only complete Schedule V if the facility has debt, interest expense, and/or interest 

revenue to report.  If this schedule is required, please be sure that all fields are 
completed for each debt or receivable amount that is listed.  If the landlord is a 
related party, the debt and interest of the landlord must be reported on this 
schedule. 

• Only complete Schedule W if the facility has leases and rent expense to report.  If 
this schedule is required, please be sure that all fields are completed for each lease 
that is listed. 

 

https://myersandstauffer.com/client-portal/maryland/
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Facility Description Schedule 
When entering phone numbers in Lines 3 and 6 of the Facility Description page, enter the 
phone numbers in the format (123)456-7890.  Do not use dashes to separate the area code 
and the exchange; please use parentheses.  Do not include a space between the end 
parenthesis and the first digit of the exchange.  Do not include an extension with the 
phone number. 
 
Occupancy Schedule 
When entering months in the Month column of the Occupancy schedule, only enter the 
name of the month (January, February, etc.).  Do not include the year or any other 
information. 
 
Schedule E 
Enter an adjustment on Schedule J to remove all non-allowable amounts from Schedule 
E, Lines 4-6, 12-20, and 24-26.  The adjustment on Schedule J is necessary for the correct 
calculation of Schedule A, Line 6, Column 3 when the data is imported.  If you use 
software that removes the non-allowable amounts directly from Schedule E without 
placing an adjustment on Schedule J, there will be a difference between the signed 
Schedule A values submitted by the provider and the Schedule A values calculated based 
on the imported data. 
 
Schedule G 
Enter an adjustment on Schedule J to remove Employee Benefits from Schedule G, Line 
16.  The adjustment on Schedule J is necessary for the correct calculation of Schedule A, 
Line 8, Column 3 when the data is imported.  If you use software that removes the 
Employee Benefits amount directly from Schedule G without placing an adjustment on 
Schedule J, there will be a difference between the signed Schedule A values submitted by 
the provider and the Schedule A values calculated based on the imported data. 
 
Schedule M 
When calculating allocated costs on Schedule M, use allocation percentages rounded to 
two decimal places (i.e., 1.55% instead of 1.5531%).  (Please note that when these 
percentages are placed in the submission file, they need to appear as decimals and not be 
formatted as a percentage, i.e., 0.0155 instead of 1.55%.)  When the submission file is 
imported, all Schedule M, Column 2 allocation percentages are rounded to two decimal 
places.  If the allocation percentages used to calculate the allocated costs are not rounded 
to two decimal places in the original data, there will be a difference between the signed 
Schedule A values submitted by the provider and the Schedule A values calculated based 
on the imported data. 
 
If it is necessary to calculate the allocated costs using allocation percentages with more 
than two decimal places, please use this alternative method.  Calculate the Schedule M 
allocated costs using allocation percentages with more than two decimal places in a 
separate schedule.  Data enter the final allocated costs in Schedule M, Column 1 and 
enter 100.00% in Schedule M, Column 2 for the allocation percentage.  Include the 
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schedule showing the allocation percentages with more than two decimal places as an 
attachment to Schedule M. 
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