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Policy and Procedures for Approval of Authorizations for Payment
Purpose:  This section describes the required process for approving authorizations sent to Central Office for payment.
Authority:  (EDGAR Title 34, Part 76; OMB Circular A-87; Rehabilitation Act; FAP Procurement Services sections 111-00-00 through 111-59-00)
http://finance.ky.gov/services/policies/Pages/default.aspx	(State Finance Policy)
http://www2.ed.gov/policy/fund/reg/edgarReg/edgar.html	(EDGAR)
http://www.whitehouse.gov/omb/circulars_a087_2004/#13	(OMB A-87)
http://www.ovr.ky.gov/policiesregs/sfm.htm			(Service Fee Memos)
Guidance and Procedures:  The Kentucky Office of Vocational Rehabilitation is subject to both federal and state law and regulations regarding purchases.  Additionally, as a state agency, OVR is also required to follow state, cabinet, and agency policies as listed above. 
This requires that when an authorization is sent from the field to Central Office for approval and payment, these steps should be followed:
1.  Budget Unit Number – The budget unit number should be checked to determine if the budget being used is reasonable given the items/services being purchased.  The caseload budget is never technically wrong but another budget unit (CRP, SE, CBWTP, RT, etc.) may be a better allocation of funds if the purchase is allowable under the rules for these specialized budgets.

If, in the opinion of the employee releasing authorizations for payment in CMS, there is a question of which budget might be used, an email will be sent requesting clarification from the field office.  The field office can verify the accuracy of the budget chosen or may ask Central Office to change the budget before processing for payment.

2. Expenditure Code – The expenditure code should be reasonable based on the vendor chosen and the fee paid.  For instance, if a hospital is being paid for college tuition that would raise a flag to the approver that additional questions should be asked of the authorization’s creator.  Mismatches between expenditure codes and fees are also a common error.  For instance, if the expenditure code for a psychological visit is paired with a psychiatric fee the authorization will need to be returned in error for correction.

3. Justifications – Justifications are only needed when an item or service that would usually be provided in IPE status is being provided in assessment.  The justification should explain why the purchase was necessary to determine eligibility or scope of services.  

4. Service and Received dates – Service Begin, Service End, and Received dates all appear near the top of the authorization.  

a. Service Begin Date – The service begin date should be today’s date or earlier.  Under no circumstances should an authorization be approved that has a service begin date in the future.
b. Service End Date – The service end date can be any date equal to or later than the service begin date but should be enough days apart from the service begin date to encompass the entire delivery of items and/or services.
c. Received Date – The received date should be the date that the last item necessary for payment was received.  If an invoice for a general physical was received on 3/1 but the report from the doctor of the results of that physical were not received until 3/10, then the received date should be 3/10.  The received date determines if OVR will pay a penalty for late payment to the vendor so it is important to be accurate.  If, during the course of releasing authorizations for payment, a received date more than 30 days prior is noticed, the field staff should be questioned as to the accuracy of that date.  If it is correct, a late payment penalty will be paid (see P&P for Prompt Payment of Vendors) and if it is incorrect, the authorization should be returned for correction.  In no instance should the received date be in the future.

5. Vendor Chosen – Check the vendor name to determine if the vendor choice is reasonable based on the item purchased or the service delivered.

6. Service Fee Memorandums – Keep all relevant Service Fee Memorandums in mind when looking at payment amounts for expenditure codes.  If there is a question about the amount paid for a service, check the Service Fee Memorandum section of the OVR internet for clarification. (See link above)

7. Outcome/Milestone Fees – The outcome/milestone fee may not be paid until the consumer has reached the appropriate milestone for Community Rehabilitation Providers (CRP) or employed 60 days for a Supported Employment Provider (SE).   Additionally, the dates must span the required timeframes i.e. if the payment is for 45 days on the job the start and end date (or received date whichever is shorter) must be at least 45 days.

8. Community Based Work Transition Program (CBWTP) – Semester exploration and/or training authorizations should have a service begin date of the first day of the school year or the first day that the student entered the program.  The service end date should always be either 12/31 or 5/31.  The BUN should always be 6790 and the vendor account number space should always contain at least the project code.  The project code is always “37xx” where the “xx” is the two digits of the year that school ends.  For instance, for the 2012-2013 school year, the project code would be 3713.

Also for CBWTP, charges for vocational assessments should have a service begin date of the earlier of the first day of the school year or the first day of the that the student entered the program.  The service end date should be the last day of the last month of the school year.  The fee for this assessment is based on the entire year’s observations of the job coach and so the service dates should encompass the entire year.  These authorizations can span more than one fiscal year and will not need to be cancelled if still unpaid at the end of the fiscal year.

9. If it is determined that there are errors on an authorization or if questions cannot be resolved in a timely manner, the authorization should be moved to “Review Error” status.  A comment will be required that should give as much detail as possible to field staff so that the error can be corrected and the authorization moved back to “Review” status.

10. If all lines of an authorization appear to be correct and complete, it should be moved to “Pay Ready” status.

11. After a sufficient number of authorizations have been moved to “Pay Ready” status or at the end of the business day, the authorizations in Pay Ready status will be batched and uploaded into eMars for payment.

12. To batch and upload, select “Batch Payments” in CMS and enter a numeric character (currently 5) in the “Percentage Verification” field and select “Partition Ready to Verification and Pay”.  A random selection of 5% of the Pay Ready authorizations will be moved into “Pay Verification” status and the rest will be moved to “Pay” status.  An email will be automatically generated to the case counselor and authorization’s creator for the authorizations moved into Pay Verification status.  The email will notify them that they must, within 24 hours, submit all of the backup documentation for that authorization to Central Office for verification that the authorization is complete, correct and all of the necessary documentation is on hand.  The authorizations moved to Pay Verification status will not be paid until all documentation is received from the field and verified. (See Policies and Procedures for Primary Verification.)

13. Once the randomly selected authorizations are moved to Pay Verification status, the remaining authorizations which are now in Pay status will be batched and uploaded into eMars for payment.  Click on “New Payment Batch” and all authorizations currently in “Pay” status will be batched into an uploadable computer file.  This file should be saved to the computer of the designated Central Office employee.

14. Using the “Interface Content Manager” tool in eMars, the saved batch file will be uploaded into eMars for inclusion in that night’s processing.  When processed, a series of GAX documents will be created in eMars that require the approval of agency fiscal staff.

15. After approval by fiscal staff and during the following night’s processing in eMars, a check will be created and mailed to the vendor by Treasury.

		
Forms:  None
Who to Contact:	Linda Grubbs
			275 E Main St
			Mail Drop 2-EK
			Frankfort, KY 40621
			
			

