2.1 Reimbursement Process

Other (Private) Trustee, Resident, Lawful Substitute Decision Maker
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the printout for the production on local file. Nil balances are completeness and
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other trustee billing. machines not billed accuracy.
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Other (Private) Trustee, Resident, Lawful Substitute Decision Maker
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System input to correct
billing address

Income
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Finance
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2.1.07 Bills are mailed ]
with a return envelopeJ

2.1.08 Check for
financial declaration
in file

2.1.14 Reconcile to the
master file printout
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2.1.09 Income
list used to
verify financial
information

word processor)

2.1.13 Prepare manual
billing and any
necessary letter (in

More
info
required
?

2.1.10 Add revised
income to income list if
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Page 2-2

O Process Output

Link to
Another Process

Decision
Point

C] Activity

As-Is Process



2.1 Reimbursement Process
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2.1.30 Manual

2.1.15 Mail bill to log of cheques 2.1.31 Input deposit 2.1.32 Reconcile A/IR 2.1.33 ARMS
Payment g q . . . . . . .
private trustee, client or yn received is information into ARMS input, produce reports, information is uploaded
lawful substitute received updated at the (accounts receivable forward cheques to to Kingston Systems
decision maker ? mailroom management system) cashier for deposit for the HSC System

2.1.16 Non-payment:
follow up with
statement, form or letter
issued to Resident /
Private Trustee

v

2.1.17 Call Field ] 2.1.20 Produce copy of

Worker for assistance the bill and/or itemized
expenditure listings

Field Worker

v Private Trustee l
‘2.1.18 Determine who 2.1.19 Field rgquests 2121 Confirm address 2.1.2_4 Infqrm Sup.ply
is supposed to pay the copy of the bill from and Financial Services

etc. and call the private

bill - the resident or Supply and Financial ; ) of resolution. Typically
. . trustee for information.
private trustee Services payments start.
Resident
2.1.22 Field rgquests 2.1.23 Fleld Worker 2.1.25 Suggest 3¢ party
copy of the bill from meets with resident to accepts - .
8 . : - assistance, or capacity
Supply and Financial review the process and bill
; P assessment
Services the billing ?
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2.1 Reimbursement Process

Other (Private) Trustee, Resident, Lawful Substitute Decision Maker

~
2.1.34 Receive a report 2.1.35 Prepare journal
of all the rejected to fix any rejected
payments cheques
.

N
Supply & v 2.1.36 Revenue clerk 2.1.38 Cheque is 2.1.39 $35 fee
Financial Services prepares journal entry returned to the client manually added to

for the dishonored for disposal next bill
cheque fee ($35), and
updates HSC records
2.1.37 Journal entry is
entered in Kingston
. 2.1.26 Inform Suppl
Resident and Financial Ser\?izgs esident
accepts - . f 2.1.28 Access Case 2.1.29 Inform Supply
to redirect bill to 3 retuses
3rd party party, or client is all Manager and suggest and Financial Services
support changed to Public upport? supportive housing of results

?

Trustee

Field Worker P

N
2.1.27 Work with client
to accept payment
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