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7.8 Verifying, Receiving, and Authorizing Payment for Consumer Purchases, and Other Financial Policies

7.8.1 Verifying Invoice Accuracy and Acknowledging Receipt

Verify the accuracy and acknowledge the receipt of the invoice in the electronic case management system. If the invoice does not arrive within 10 business days after the expected receipt date for the good or service,

· contact the provider to request an invoice; and 

· document in case notes the 

· name of the person contacted, and 

· date of contact. 

A cash register receipt is not an invoice. However, an itemized receipt or cash register receipt signed by the consumer may be used to verify receipt of goods.

Procedure for Verifying Invoice Accuracy

Within three working days after the arrival of the invoice and before receiving and paying for the purchase, complete the following steps to process the invoice.
1. Date-stamp the invoice in the office shown in the "Invoice To" section on the purchase order. 

If an invoice for a purchase made by another DRS office is wrongly delivered, date-stamp the invoice and immediately send it to the correct DRS office.

2. Check the invoice to see if any of the following information is missing, and resolve the missing information with the vendor now, or in step 4: 

· a description of the purchase; 

· the date services were provided (within start and end dates of the purchase order); 

· cost; 

· consumer name; 

· purchase order number; 

· if applicable, documentation of third-party payment when a similar or comparable benefit is used; and 

· the vendor's printed name. 

3. Verify that vendor details on the purchase order are accurate by comparing them to the invoice. 

Notify Consumer Procurement and Client Services Contracting if there are differences in the vendor

· name, 

· number, 

· payment address, 

· phone number, 

· extension, or 

· fax number. 

4. Compare each good or service on the invoice to those on the purchase order. 

If there is a discrepancy (for example, date of service, quantity, CPT or MAPS code, no documentation of comparable benefits),

· resolve the discrepancy with the vendor, and 

· enter an explanation in case notes. 

If the error was in the invoice, notify the vendor in writing within 21 calendar days of receiving the invoice.

If the error was in the purchase order,

· change the existing PO, or 

· issue a replacement PO before receiving. 

If the invoice includes fees for late payment,

· do not pay the fees, 

· make a note on the invoice, and 

· subtract the late fees from the total. 

5. When all discrepancies are resolved, follow the steps below to acknowledge receipt of the invoice in the electronic case management system. 

When entering the invoice date,

· use the date the invoice arrived and was date-stamped by the DRS office named on the PO; 

· if the invoice had errors, use the date the error was resolved with the provider. 

When entering the invoice number,

· use the DRS document number if the provider 

· used the invoice provided by DRS, and 

· did not fill in the Provider Invoice/Reference Number space. 

· use "None" when the provider invoice does not have an invoice number. 

· use the provider-assigned number, unless it contains the consumer’s name, date of birth, or SSN. Providers may assign an invoice number on a provider-generated invoice or on a system-generated invoice (DRS200, Provider Invoice). If the number contains one of these confidential pieces of data, use instead the first letter of the consumer’s first name, first letter of the consumer’s last name, “XX,” and the last four digits of the consumer’s SSN. For example, for consumer John Doe, use “JDXX1234.” 

· leave out dashes or the lead alpha characters in provider-assigned invoice numbers if you prefer; and
· enter the provider's invoice number when the provider assigns one; providers may assign an invoice number on a provider-generated invoice or on a system-generated invoice (DRS200, Provider Invoice). It is permissible to leave out dashes or the lead alpha characters. 

Example:
Invoice number ID-63-01921-1-1-1
Data to enter ID6301921111 or 63-019211-1-1

Additional Instructions

Procedure for Verifying Consistency between Invoices and Reports
When a report is required as a part of the service (see Chapter 11: Technical Information and References, 11.6.5 List of Service Category Descriptions), you must ensure that the service provider’s employee information in the report is consistent, as applicable, with the information provided on the invoice.

Example: If the CRP’s invoice for job-coaching services lists a specific person, verify that it is the same person named as the job coach on the job coach services log.
Procedure for Verifying Invoices with Account Numbers
When receiving goods and services for a provider that requires an account number,
· verify that the account number field in the PO Receive Items list window has an account number for the PO issuer's office (the electronic case management system automatically enters this number, provided the account is already established at the time the PO is generated); 

·  enter the account number if it appears on the invoice, even if it does not appear in the account number field;
· or leave the account number field blank if an account number does not appear on the invoice or in the account number field. Do not enter “none” in the account number field.
· 
A list of account numbers is also available in the electronic case management system.
