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I.
PURPOSE:

To ensure compliance with applicable laws, regulations, and procedures in managing money received by or owed to the Department.
II.
SCOPE:

Department-wide  

III.
POLICY:

The Division of Administration (DA), Bureau of Financial Service (BFS), Funds Accounting Unit (FAU) is responsible for administering and recording all revenues for the department.
The department shall use the SAM II Financial System to record the receipt of revenues.  
All monies (cash, money orders, and checks) received shall be sent directly to the Fee Receipts Unit in the FAU for processing and transmittal to the Department of Revenue daily for deposit into the State Treasury.  The Director of the Division of Administration may waive this requirement and allow a program to directly collect and deliver fees to the FAU for processing.   
Cash receipts shall be secured at all times.
Checks and money orders, made payable to the Department of Health and Senior Services or DHSS, are the two preferred methods of payment.  
The division shall instruct the payer to send their payment directly to:


Missouri Department of Health and Senior Services


Attention:  Fee Receipts Unit

P.O. Box 570


920 Wildwood Drive


Jefferson City, Missouri 65102-0570
If the DA, Bureau of General Services, Mail Room has reason to believe an envelope contains currency or other forms of payment, the envelope should remain sealed and sent to the Fee Receipts Unit.  If a division receives mail containing checks or currency, it must immediately be delivered to the Fee Receipts Unit.  
The FAU will not send the actual, or a copy of a check to the division.  Check images are available through the electronic banking website.  See Attachment A for the procedures to request security access.

The DA is responsible for billing for services provided by the department unless the billing function has been delegated to a division.  The delegation documents the roles and responsibilities for each division.  See Attachment B for the active delegations.

The department will record a receivable when an amount is owed for goods or services provided.

The department may accept funds from gifts, donations, bequests, and trusts provided the purpose is lawful and does not conflict with state statute.  All funds received from gifts, donations, bequests, and trusts and any income received thereon, shall be expended following applicable laws, policies and procedures.  If the gift, donation, bequest, or trust was restricted by the donor, it must also be consistent with the purpose designated by the donor.          

To ensure a conflict of interest does not exist when accepting a gift or donation on behalf of the department, see Administrative Policy 11.11 – Conflict of Interest.  

Refer to Attachment A of this policy for the additional procedures related to revenues and receivables.  
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