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2.2.01 Run master file

Amounts
match

?

N

Y

2.2.03 Verify
OPGT payment

(cheque) matches
the billing report

2.2 Reimbursement Process
Office of the Public Guardian and Trustee – Automatic Billing

Start

2.2.02 Master
file run

produces report
of OPGT billing

End

2.2.04 Contact the
OPGT for explanations

2.2.06 Write off amount
in client account

Y

N

End

Has client
been

discharged?

2.2.07 Request additional
information from Supply
and Financial Services

2.2.08 Notify Supply
and Financial Services

of any errors

2.2.09 Fix errors.
Journals processed.

End

Y

N

Is account
NSF?

2.2.05 OPGT explains
or corrects amounts.

Manual 
Billing – page 2

A
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2.2 Reimbursement Process
Public Trustee – Manual Bills

2.2.10 Once a month,
manual invoices will

be sent to the OPGT.
Start

2.2.11 OPGT makes
payments and e-mails

adjustments to
MOHLTC – Kingston

Systems

2.2.12 Additions and
deletions data is

updated during monthly
master file run

2.2.14  The OPGT
additions data is

reconciled to the master
file run

2.2.13 Master
file run

produces report
of OPGT billing

A –
Automatic

Billing


