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1.1 Expenditure Process – Pre-Approval Process

This process
applies does not
apply to all PPHs

1.1.02 Government
Pharmacy

completes comfort
list

Start

1.1.02 Home Operator
/ Field Worker

completes comfort list
(for vision, etc.)

1.1.03 Government
Pharmacy / Service
Provider fills order

1.1.04 Invoice summary is
prepared by either Field

Worker (for Gov’t Pharma),
Home Operator, or Supplier

1.1.05 The invoice summary
is reviewed and approved,
and forwarded to Supply &

Financial Services

F P5

1.1.01 Need for service
identified by Home

Operator or external
party (I.e. Physician)

Invoice
Summary
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1.1 Expenditure Process

Start

1.1.06 Identification 
of need for 

service 
/ product

1.1.07 Need
is verified by
Field Worker

Is external
approval
required?

1.1.08 Approval
obtained from

external party (e.g.
dentist, physician)

1.1.09 Seek
out

availability of
service

1.1.10 Obtain cost
estimates (could

be in form of
proposal)

Does it
require

approval?

Y

N
Y

Clothing up to $600 / yr does not
require approval.

Dental up to $1500 / yr does not
require approval. If over, then

required approval and memo to
Regional Office.

Refer to Commercial Invoice
Guidelines for invoice approval

requirements.

N

A

B P4

HSC
Commercial

Invoice
Guidelines

HSC Dental
Claim Form
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1.1.11 Prepare
memo and send

to Regional
Officer

A

1.1.12 Receives
request from

Field Worker for
authorization

1.1.13 Review
request /
proposal

Need
more
infor-

mation?

Y

N
Is it over
$1000

1.1.14 Obtain
more information

from Field
Worker

Approve
?

1.1.16 Prepare
memo for Field

Worker – rejection
notification

N

Y C

1.1.17  Field
Worker contacts
Home Operator /
Service Provider

1.1.15 Manager reviews
request based on

recommendations from
Regional Officer

Approve
?

Y

N

Y

N

1.1 Expenditure Process
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C

1.1.18  Prepare
authorization

memo for Field
Worker

1.1.22  Field
Worker receives
approval memo

1.1.23 Field Worker notifies
Home Operator / Service

Provider (to provide service)
(written or verbal)

1.1.19 Forward
copy of memo to

Supply and
Financial Services

1.1.20 Copy of
 authorization 

memo

1.1.24 Service
accessed

Service
paid

immediately
?

1.1.26 Bill
produced

1.1.25 Home
Operator pays

Service Provider
D

E

Y

N

Medical escorts require
specific form to that

accompanies bill

1.1.21 File memo.  Attach
memo to bill from Service
Provider when received

from Field Office

From 
B P2

1.1 Expenditure Process

Go to H
P 6
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1.1.26 Bill
produced

D

E

1.1.28 Home
Operator

completes
invoice summary

1.1.28 Service
Provider

completes
invoice summary

1.1.27 Field Worker
completes invoice

summary and
forwards to Secretary

1.1.29 Invoice
summary and

receipts sent to
Field Office

1.1.29 Invoice
summary and

receipts sent to
Field Office

 Verify
accurate and

complete
1.1.31 Approve

See also
Whitby

 Activation & 
Transportation

 (Page 13)

1.1.30 Follow up
with Home
Operator /

Service Provider

G

Y

NFrom 
F P 1

Invoice
Summary

1.1 Expenditure Process
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G

1.1.32 Forward
to Supply &

Financial
Services

1.1.33 Retain
copy for files.

Note date sent.

1.1.34 Receive
approved invoice

summary with
original receipts

1.1.35 Verify
accuracy and
information.

1.1.36 Verify
signed by Field

Worker

1.1.37 Input on invoice summary
form the Municipal number (area
number) if missing and vendor
number (if not a new vendor)

New
vendor?

Y

N

1.1.38 Submit
request to SSB

Vendor Maintenance
to add a new vendor

I

J

1.1 Expenditure Process

H
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1.1.42 Balance
invoices to

receipts and
separate

KI

J

1.1.39 SSB enters in
new vendor number
on invoice summary
& returns to Finance

1.1.40 Code invoice
summary form

based on type of
expenditure

1.1.41 Assign
invoice number to
invoice summary
form (if missing)

Accurate?
Y

1.1.43 Follow up with
Field Officer or return
to Home Operator /

Field Officer

N

1.1.44 Batch & total.
Assign batch number

and requisition
number.

1.1 Expenditure Process
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K

1.1.45  Enter data on
Batch control sheet:  Code

(ZZ for invoices),
Submission Date, Batch

no, Requisition no., Total.

1.1.46 Attach
control sheet to
batch of invoice

summaries.
Sign batch.

1.1.47
Input for
payment
(Walker)

1.1.48  In Walker header
record (Invoice Group
Maintenance) enter

requisition number, date
and total of batch.

1.1.49 In General
A/P Header Input

enter vendor
number, invoice
number and total

1.1.50 In Invoice line screen
enter coding:  Budget Code,

COCE Code, Municipal
code.  Enter tax information

and verify total.

L

Batch Control
Sheet

Walker System

1.1 Expenditure Process
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1.1.52 Complete
Walker Batch Input
Record form and

forward to SSB (A/P)

1.1.54 Cheque
issued

(MOHLTC -
Treasury)

L

1.1.51 Confirm balance
on Group Balance

Inquiry (92C).  Correct
any errors.

Walker Batch
Input Record

1.1.53 A/P
(SSB)

releases for
payment.

1.1.55 Service
Provider / Home

Operator
receive

cheque?

1.1.56 Receive call
from Field Worker/
Home Operator /
Service Provider

Research
- cheque
cashed?

1.1.57 Forward
record of cashed
cheque to payee

1.1.58 Request
stop payment,
cancel and re-
issue cheque

M

Y

N

Y

N

Walker System

1.1 Expenditure Process
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M
1.1.63 Make
corrections if

out of balance

1.1.64 Once a week (on
Tuesday’s) export data

to update main local
computer

1.1.65 Main
computer
updates
system

Export report
produced

outlining data
entry activities

N
1.1.60 Input

Header
Information

1.1.59 Input
into HSC
system

1.1.61 Click on
Open Form in

HSC system and
enter in details

1.1.62 HSC
balances detail

amounts to
batch total

1.1 Expenditure Process
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1.1.69 Initiate
recovery process
with Field Staff /
Home Operators

Resident in
program

during date of
svc?

N

1.1.68 Verify date
of service on

receipt against
status of Resident

N
P

Rejected
from HSC
system?

Y

N

1.1.66 BVL report produced
outlining all data entry
activities in detail and

rejects from the system

1.1.67 Look up
file to investigate
reason for reject

O

Y

Stop

BVL Report

1.1 Expenditure Process
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P

1.1.70 Type up
recovery letter and

forward to Field
Worker (2 copies)

1.1.71 Follow up
with both Field

Worker and Vendor
to receive payment

1.1.72 Investigate
other reasons for
rejects and make

corrections

O

1.1.73 If account is on
archival, attempt to bill
the OPGT / ODSP for

reimbursement

1.1.74 If cannot
recover funds from
OPGT / ODSP then

write-off amount

Q

1.1 Expenditure Process
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End
1.1.75 Enter
corrections

onto Financial
Data form

1.1.76 Enter
corrections into
HSC system as
a re-submission

1.1.77
Enter data
on Header

record

1.1.78 Enter
detail into the
HSC system

Q

Financial Data
Form

1.1 Expenditure Process


