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APPLICABLE TO:
All Eligibility Staff responsible for the accurate issuance of Special Payments and their Eligibility Supervisor (ES) and Administrative Services Manager (ASM III)

LEGAL BASIS:

RELATED POLICY RELEASED(S):


None

None

NON-CSW/CMS FORM(S):
DCFS 5540, Special Payment Authorization Request


DCFS 835,AFDC-FC Funeral Costs Program Affidavit


GL-MDENCD1-Encumbrance-CH- eCAPS Monthly Report 




CWS/CMS FORM(S):
None




SUPERSEDES AND CANCELS
Procedural Guide E060-0550,  Special Payments, dated 12/07/01







Payments made to caregivers, providers and vendors for services other than foster care are known as Special Payments.  Special Payments include, but are not limited to respite care, medical/dental special needs, funeral expense, counseling, child care, educational equipment, tutoring, transportation and court-ordered substance abuse testing.

The Children’s Social Workers will initiate a request for Special Payments when (s)he receives an invoice or cost estimate for services.  After the appropriate authorizing signature is obtained, the request is faxed to the Fiscal Monitoring & Special Payments Unit.  

It is the responsibility of the Special Payments Unit to:

a. Determine eligibility for the various funding sources.

b.   Issue special payments in the correct amount.

c. Ensure that the Assistant Regional Administrator’s signature is on the DCFS 
5540 for amounts up to $499.99 and that the Regional Administrator’s signature 
is on the DCFS 5540 for amounts of $500.00 and above.

A.
WHEN:

UPON RECEIPT OF THE SPECIAL PAYMENTS REQUEST

WHO
      HOW




Special Payments Unit Clerk


1. Receives the DCFS 5540 and, if appropriate, the invoice or estimate for services other than foster care.  

2. Reviews the DCFS 5540 to determine if the  information is complete and has the appropriate authorizing signature.

3. Assigns the DCFS 5540 to an Eligibility Worker.  Annotates the assigned Eligibility Worker’s file number on the DCFS 5540 and updates the control log.  Creates a folder for the DCFS 5540 and staples an information sheet on the inside left inside cover of the folder.

4. Forwards the folder to the Eligibility Worker.



Special Payments Unit Eligibility Worker

Special Payments Unit Eligibility Worker

ELIGIBILITY SUPERVISOR


1.   Reviews the DCFS 5540 for appropriate authorizing

       signatures, checks that all information is complete and all

       documentation is attached.

2. Reviews, APPS, CWS/CMS, & WCMIS to verify that the case information is accurate.  The Eligibility Worker also determines the funding source.

3.   Sends an authorization letter to the vendor which 

      provides the vendor with the timeframe, amount

      and instructions on the billing process. 

NOTE:   The CSW can request a 6-month timeframe on 

                each request.

 4. Processes one time only payments by creating a 

GAX document on eCAPS and paying it from

an encumbered purchase order.  Ongoing requests are 

paid when the vendor sends their invoice of services

rendered.  These payments are also paid by creating a

GAX document on eCAPS and paying it from an 

encumbered purchase order.

NOTE:   Funeral costs are paid with an SWR document,

                which is not from an encumbered purchase

                order.

5. Forwards the entire folder to the first level approver for approval on eCAPS. The folder is then forwarded to the second and third level approvers, as needed.
6. Receives the approved payment folder from the 

      Approver and updates their monthly control log.  For

      one-time payments the folder is filed in the cabinet.

      Ongoing requests are retained until complete. 

7. Forwards monthly control logs to the unit clerk.  The unit clerk combines all the reports into one and forwards it to the Eligibility Supervisor. 
1.  Receives the monthly Control log to reconcile against eCAPS report GL-MDENDC1-Encumbrance-CH.



B.  WHEN:   A CAREGIVER,  PROVIDER OR VENDOR DID NOT RECEIVE 



 PAYMENT

WHO
      HOW




Special Payments Unit

Eligibility Worker

Warrant Clerk

Special Payments Unit

Eligibility Supervisor


1. Researches to determine if the Special Payment Unit received the DCFS 5540.  If it has not been received inform the caller that there is no record of their request and they need to follow up with the CSW.

2.    If the Special Payment request is found accesses        

       eCAPS to find the vendor information, warrant 

       number and issue date.  If seven (7) business days 

       have passed since the issue date, the EW should do

       the following:

a.) For “W” warrants the EW needs to print out the warrant payment screen and the vendor screen from eCAPS and forward to the warrant clerk.  The warrant clerk will check the status of the warrant.  If the warrant is still outstanding the warrant clerk will request a STOP payment on the warrant.  Once the STOP payment has been done the EW can reissue payment.

b.) For “TS” warrants the EW needs to print out the warrant payment screen and the vendor screen from eCAPS and forward to their supervisor.  The Eligibility Supervisor will check the status of the warrant on eCAPS and

       if outstanding will fax a STOP request to the

       Auditor-Controller.  Once the STOP has been

                   sent the EW can reissue payment.




C.  WHEN:     SERIOUSLY EMOTIONALLY DISTURBED (SED)

WHO
      HOW




Special Payment Unit

Eligibility Worker
1. Receives the AFDC-FC Authorization Form from the Dept. of  Mental Health.  Reviews the request and checks to see if the case is open on CWS/CMS.  If open proceed to step 3.

Special Payment Unit

Unit Clerk
2. Opens the case on CWS/CMS as a Non-CWD Mental Health case.  Assigns the case to the Eligibility Worker and updates the ID Num page with aid code “05”.

Special Payment Unit

Eligibility Worker
3. Adds the placement and payment to CWS/CMS.
     Updates case notes.  Forwards case to the
Eligibility Supervisor for approval.



Special Payment Unit

Eligibility Supervisor

4. Approves the payment on CSW/CMS.  Returns 
 the case to the Eligibility Worker to file by case number.  

NOTE: The vendor will send the voucher to Revenue Enhancement. Once it is posted onto APPS the payment will be generated on the15thof the month. Payments are reflected on APPS.
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