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2.3 Income Validation for Reimbursements
ODSP, OAS, GAINS

Start

2.3.01 A Notice of
Change of Income
is received from the
FBA / ODSP office

2.3.02 The
Clerk completes

the Financial
Data form

Notice of Change
of Income

Financial Data
Form

2.3.03 The Clerk
copies the Form and

assigns a batch
number from the Batch

Book

Batch Log

2.3.04 The Clerk
Completes the Batch

Control Sheet and
attaches to Financial

Data Form

2.3.05 Enters the
details of batch on

the Notice of Change
of Income

A
Notice of

FBA
income

change?

B

N

Y

Batch Control
Sheet
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2.3 Income Verification for Reimbursements
ODSP, OAS, GAINS

A

2.3.06 Forwards
Financial Data Form with

Batch Control Form to
Key Entry for input

2.3.07 Holds notice of
Income

2.3.08 Requests printout
of account to adjust

arrears where necessary

2.3.10 Reviews
income list

2.3.11
Calculates new

income for
Residents if

required

2.3.12 Correct
income list with
updated income

B

Movement Log

C

2.3.09 Receive
notice of OAS

increase
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D
C

2.3 Income Verification for Reimbursements
ODSP, OAS, GAINS

2.3.17 Removes income
from Income List if

resident has become
ineligible for FBA

2.3.14 Verifies
that income is
on report and
correct rate is

given

2.3.16 Compares
maintenance adjustment

to Credit Selection to
ensure credits are
calculated correctly

Is the
credit for

100%
?

2.3.15  Write off total
amount in client

account

Y

2.3.18 Perform
recalculations if

required

2.3.13 Receive
FBA / EC

Credits Report
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2.3.24 Completes
Financial Data

Form with
maintenance
adjustment

D

2.3.25 Photocopy forms.
Retain photocopy for any

credit adjustments
(if required)

E

2.3.20 Obtain
Batch number,

enter on sheet and
forward to Key

Entry

2.3.21 Note details
of adjustment and
batch number on
Credit Selection

Report

2.3.22 Determine
retroactive rate

increase for
maintenance

2.3.23 Identify
adjustments

required based on
Movement Log

2.3.19 Complete
Financial Data
Form & Batch
Control Sheet

Movement Log

2.3.26 Complete Batch
Control Sheet and attach
to Financial Data Sheet.

Obtain Batch no and input
on sheet

2.3 Income Verification for Reimbursements
ODSP, OAS, GAINS



Documents

Process Output Activity
Link to 
Another Process

Decision 
Point

As-Is Process

Supply &
Financial Services

Page 2-19

2.3.32 Attach
Financial Data

to Batch Control
Sheet

D

2.3.33 Forward
forms to Key Entry

2.3.29 Receive
printout requested

for arrears
adjustment of

income

2.3.30 Complete
Financial Data

Form and Batch
Control Sheet

2.3.31 Obtain
batch no from

batch book and
input on form

2.3.27 Forward
forms to Key

Entry

2.3.28 Retain
Credit Selection
report at desk for
three months. File

report.

2.3.34 Produce
manual billing for the

correct amount

       Reimbursement 
Process

2.3 Income Verification for Reimbursements
ODSP, OAS, GAINS


