	OFS Protocol
	


	Procedure Title
	OR-Kids Invoice Process 

	Contact
	Wayne Breach

	Effective Date
	January 1, 2015


	Purpose
	The purpose of this protocol is to standardize and document the process OFS follows to process contract invoices. 

	Goal
	If this protocol is followed, the goal is to have invoices processed for payment within 5 business days of receipt in the OFS e-mail box (OFS-Contract.Invoices@state.or.us)

	Related Policy
	

	Procedure
	

	Process Map
	


	
	Who
	What
	Links & Directions

	1
	Branch Staff
	· Submits validated invoice to ofs-contract.invoices@state.or.us 

· Copies submission of invoice to the Provider Support Team at ContractInvoice.Support@state.or.us 
	

	2
	OFS Distribution Clerk
	· Separates invoices into network folders in the I:\ Drive.
· Hyperlinks the invoice into the tracking log.

	

	3
	Assigned Accountant
	· Retrieves invoice from Invoice Tracking Log.
· Verify Delegation Authority of the individual who signed/authorized the invoice. If the authorization for payment of invoice is not coming directly from the e-mail account of the approver, the approval from that account must be clearly evident somewhere in the e-mail chain.
· Review the invoice for minimum criteria.
· Verify Terms and Conditions of the contract, if unfamiliar.
· Process Payment in OR-Kids and update Invoice Tracking Log with a “Y” in the “Payments to Reconcile” column with checks processed in the next payment cycle. 
· If 1/12 Payment follow 1/12 Process.
· Modify invoice validation code as necessary. If modifications are made, send an e-mail to the Branch Staff using the standard branch e-mail box and copy the contractor. Invoices may be attached only when doing so will clarify any problems.
· Send e-mail to branch and provider of any changes to invoice, with notification for branch tracking as appropriate.
· Update Invoice Tracking Log consistent with the proper disposition code.
· Reconcile each payment record to the check and replace the “Y” with an “R” in the Invoice Tracking Log if properly reconciled.
· Once all lines of the invoice have been paid (or Validation Code is “NP”), update the “Payment Status” code in the Invoice Tracking Log to “P”, and upload the invoice to the provider financial cabinet in OR-Kids.
	Hold Return Reasons 
1/12th Work-around Process
Invoice Disposition Codes


	4
	Branch Staff
	· If validation codes have been changed by OFS Assigned Accountant, an e-mail is sent to the Branch Staff and Contractor documenting the reasons. The original invoice will not be returned, unless it enhances clarification of the issues. These holds are worked to resolution and forwarded on to the OFS Contract Invoices box as well as the Contractor.
	

	5
	Assigned Accountant 
	· When receiving a BRS Hold
· Verify that the Child’s placement is on the BRS Tracking Log.
· If not, then e-mail BRS Placement team notify them that the Child’s placement is not represented.
· Update Invoice Tracking Log consistent with the proper disposition code.
	BRS.PlacementSupport@state.or.us


	6
	BRS Placement Support Unit
	· Sends e-mail to notify placement information has been entered into OR-Kids.
· Sends BRS Placement Log to OFS Contracts Payable weekly.
	

	7
	OFS Distribution Clerk
	· Sorts BRS placement notification e-mails into the provider’s folder.
· Retrieves BRS Placement Log and saves it into the I:\Drive.
	

	8
	OFS Accountant
	· Check for CF92 forms, or if none found, check BRS Placement Log for updates.
· Process Payment in OR-Kids and update Invoice Tracking Log with a “Y” in the Payments to Reconcile Column.
· Reconcile each payment record to the check and remove the “Y” from the Invoice Tracking Log if properly reconciled.
· When all lines are paid and the validation code has been updated the invoice will be converted to a “pdf” file and uploaded to the OR-Kids provider financial file cabinet in OR-Kids. The Payment Status in the OFS Tracking Log will be updated to “P”.

	


Hold Return Reasons:

	Code
	Code Description

	AH
	Agency Hold – Agency is not yet able to validate payment line for any reason not covered by another code below.

	BH
	BRS Hold – Waiting for a placement or placement correction.

	CH
	Contract Hold – Waiting for execution or entry of contract or contract amendment

	PH
	Provider Hold – Waiting for more information or corrections from provider


Back



Invoice Disposition Codes:

	Code
	Code Description

	(blank)
	No action has yet been taken on the invoice.

	D
	Invoice was paid with service category “1/12th Contracts”, and one of the service types for “1/12 Differential.”  Work-around for applying to participant cases is pending.

	DUP
	Invoice is a duplicate, and will not be paid.

	O
	There are “Open” issues on one or more lines of the invoice. These lines have not yet been paid.

	P
	All validated invoice lines have been paid. Invoice has been completely processed and copy will be inserted in the provider financial file cabinet in OR-Kids.
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OR-Kids 1/12th Work-around Process:
DHS Child Welfare utilizes some contracts whereby the contractor receives the total amount agreed upon in the contract. This is not based on “fee-for-service”, but is paid out in equal installments over the life of the contract. For contracts with a duration of one year, that would be 1/12th of the contracted amount each month – hence they have gained the generalized name of  “1/12th Contracts”.

Since these contracts are not based on fee-for-service, months will have differing numbers of clients served. Most contracts stipulate that one child be served for a minimum length of time for the full monthly amount to be paid. In order to equitably spread the costs for the children served, and to obtain reimbursement from their trust accounts, this “work-around” was developed.  

Process:

1. When the first validated invoice with at least one child listed arrives from the branch, OFS accountants will pay the entire monthly amount using the appropriate one-time payment service. These services vary, depending on the program, but are generally labeled as some form of 1/12 payment differential. 

2. OFS has agreed to wait two months for other invoices related to the differential payment to arrive from the various branch offices, and then allocate the monthly charge to the individual clients. This is done by establishing an overpayment in OR-Kids and paying the individual payment records related to those clients. The resulting payment is called a “zero check” because the payment generated by OR-Kids is offset against the overpayment, and no payment is actually sent to the contractor. With the invoice process improvements that were implemented on January 1, 2015, requiring branch offices to send invoices to OFS within 5 business days, the two-month waiting period can be shortened to less than two weeks.

3. The amount charged to each client is calculated based on units reported on the invoice for each client. If the number of clients served in a given month is less than the average upon which the contracted amount is based, a standard rate per unit will be calculated from the average and allocated to those clients. If more clients are served than the average, the costs will be allocated proportionately based on the number of units. 

This process is dependent upon the contractor listing on the invoice the clients served, and upon the branch office opening services in OR-Kids for those clients for the specified service dates. If this information isn’t provided or the related services are not opened, the costs will remain in the 1/12th differential service and will be funded out of the related budget source (usually general funds).
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