4.1 Home Owner Accounts / Per Diems Process

Supply &
Financial Services

Discharges,
Transfer,
Death,
Leave
Processes

Admissions
Process

4.1.01 Maintenance
job run by the
mainframe system
(monthly)

> (<

4.1.02 The hard
copy report is
reviewed for
errors

4.1.03 Inform Kingston
Systems to see if can get
report re-run or use
incorrect run and make
manual adjustments to the
information

4 copies for: HSC
Clerks, Field
Worker, Home
Operator, Audit

4.1.04 Run
produces
maintenance

invoice (NETS)

Invoice is
statement / cheque
stub for Home
Operator

Home Operator

Field Office

Documents

Maintenance

Report

Maintenance

Invoice
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4.1 Home Owner Accounts / Per Diems Process

Supply &
Financial Services

4.1.05 Copy of monthly

maintenance report
sent to Field for their
review

4.1.10 HSC
program produces
mailing labels

4.1.11 Maintenance
run also produces
requisition for treasury
and other reports

4.1.12 Reconcile W
payments to log book
to verify movement
information

Reports from run:

High Balance Home Payment,
Requisition for Treasury, List
of Cheques, List of Direct
Deposits, Year to date
information, region dollars,
NETS verification, Discrepancy

A

4.1.06 Copy of

monthly maintenance

reviewed for
accuracy

4.1.07 Verify that
movements have
been captured

4.1.08 Field notifies w
Supply & Financial

4.1.09 Reports

Services if issues with
maintenance

are filed

Home Operator

Field Office

Documents

Movement Log
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4.1 Home Owner Accounts / Per Diems Process

Supply &
Financial Services

Adjustments
required?

4.1.15 Over- Over- 4.1.16 Make 4.1.17 Start 4.1.18 Enter 4.1.19 Type
yp
Under- payment payment — adjustments in next collection process corrections on collection
payment? information home pay or collect from (treated as refund Payment letters if
adjusted closed? Home Operator of expenditure) Adjustment Form required

4.1.13 Adjust pay for next

period or issue manual

cheque if required by
Home Operator

4.1.14 Enclose a covering
note with the pay to
explain details

Home Operator

Field Office

Documents

Payment
Adjustment

Form
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4.1 Home Owner Accounts / Per Diems Process

Supply &
Financial Services

Items

rejected
from

reasury2

4.1.25 Requisition (obtained 4.1.26 Fax signed 4.1.27 Treasury issues
Manual after maintenance job) requisition to cheque / direct deposit and
cheque? forwarded to managers to Treasury (3 days produces reports (Cheque
obtain 2 signatures prior to end of month) List and Direct Deposit List)

4.1.20 Fill out 4.1.21 Supply & 4.1.21 Cheques 4.1.23 Fill out Payment 4.1.24 Enter 4.1.28 Manual
Form 113 to Financial Services produced from Adjustments Form in order adjustments cheque and
request manual Manager signs Walker (by SSB to input adjustments into into NETS update to
cheque Form 113 Financial staff) NETS system (credit) (NET A) system

?

Home Operator

Field Office

Form 113
. Link to Decision As-Is Process
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4.1 Home Owner Accounts / Per Diems Process

Supply &
Financial Services

4.1.29 Cheque listing

and direct deposit

information entered
into Walker

Home
Operator
receives
cheque?

4.1.37 Field Worker receives
inquiry from Home
Operator regarding payment

4.1.38 Field staff confirm
that movement form was
completed and sent to
Finance

(" 4.1.39 Field calls

Finance to confirm
they received
\__movement form )

Home Operator

Field Office

return stub

4.1.30 Home Changes 4.1.31 Home
Operator receives iNg Operator indicates
. required to .
statement with changed required
payment?

on stub

~

4.1.32 Home )
Operator signs
stub and sends

to Finance

N
. Link to Decision As-Is Process
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4.1 Home Owner Accounts / Per Diems Process

4.1.33 Finance Adjustment _4.1.34 Verifies 4.1.35 Record adjustments 4.1.36 Complete
~ Supply & récéives sianed noted by adjustments noted by to log book (system updated rec.or.miliation tolo
Financial Services tat tgt b Home Home Operator when movement form book 9

statement st Qperator? against log book received from Field Staff 00

4.1.42 Finance may issue a

manual cheque if required by

the Home Operator, or adjust
next payment

4.1.40 Re-submit 4.1.41 Inform
movement form if not Operator of results
received by Finance and expected
and Supply adjustment
Movement
Link to Decision As-Is Process
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