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Sources of Revenue 
The department receives revenue from a variety of sources for many purposes.  Common revenue sources include:

1. Grant funding;
2. Fees, licenses, and permits;
3. Fines, interest, and penalties;
4. Payments received for services;
5. Rebates;
6. Loan repayments;
7. Donations; and
8. Recovery of overpayments to vendors

Federal grants and contracts provide a majority of the department’s revenue.  Receipts from fees, licenses, and permits provide another large source of revenue for the department.  

The Division of Administration (DA), Bureau of Financial Services (BFS), Funds Accounting Unit (FAU) is responsible for processing all revenue received by the department and transmitting the deposit to the Department of Revenue daily for deposit into the State Treasury.  

A program may have the authority to charge others a fee for the goods or services it provides.  The fee may be for a license, a permit, a vital record (i.e. birth certificate), lab testing, copies of documents, etc.  In some cases, an individual or business will send the fee with an application or other correspondence to the department.  In other cases, the department may bill (invoice) an individual or business for the services.  
To promptly record receipts, the program should provide a remittance advice for the payer to include when submitting payment.  In lieu of a remittance advice, the program could request other documentation, such as an application, copy of a letter requesting payment, the Document Invoice form (DH-11), etc., be submitted by the payer with their payment.     
No matter the process used, programs shall direct all payments to be mailed to the attention of the Fee Receipts Unit at:    


Missouri Department of Health and Senior Services


Attention:  Fee Receipts Unit


920 Wildwood Drive

P.O. Box 570


Jefferson City, Missouri 65102-0570
Billing for Services

The DA is responsible for billing for services provided by the department unless the billing function for a program has been delegated to a division.  The delegation documents the roles and responsibilities of each division for the billing of services.  The DA will update the delegation as changes occur.  Reference Attachment B for the active delegations.
A program may require a customer to pay in advance of providing the goods or services.  If the goods or services are provided before payment is received, it creates an accounting transaction called a receivable.  The FAU is responsible for maintaining a listing of all monies owed (receivables) to the department.     
Common examples of documents used to bill customers for goods or services include a letter, an email, or the Document Invoice form (DH-11).  If the DH-11 form is used, contact the FAU to provide an invoice prefix to be used on all invoices for that program.  The prefix along with sequential numbering ensures that each invoice prepared has a unique invoice number.  The FAU must receive a copy of the documentation or an electronic file of the billings generated by a program.  This assists FAU staff in properly recording the receipt in the SAM II financial system and to track any outstanding receivables.   
Receipts/Deposits

The department has several ways of receiving money (revenue): 

1. Cash, Checks or Money Orders

2. Direct Deposits

3. Credit Cards

4. Inter-agency Receipts
Cash, Checks or Money Orders

All cash, checks, or money orders shall be sent directly to the Fee Receipts Unit for processing and transmittal to the Department of Revenue.  Programs shall direct payments to be mailed to the attention of the Fee Receipts Unit.  If money is received by a program, the money shall be delivered to the Fee Receipts Unit immediately.  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.  The Director of the Division of Administration must approve the program’s procedures for the safe handling and delivery of the fees to the FAU.         
The DA, Bureau of General Services Mail Room shall send incoming mail containing checks or currency to the Fee Receipts Unit.  If the person responsible for mail sorting has reason to believe the envelope contains currency or other forms of payment, the envelope shall remain sealed and sent to the Fee Receipts Unit.  

Money received shall be kept secured at all times. 

Checks and money orders shall be made payable to the Department of Health and Senior Services or DHSS.   

The Fee Receipts Unit processes all monies received by the department.  

The Fee Receipts Unit scans checks and money orders.  The scans are transmitted electronically to the bank.  Cash and unscannable checks and money orders are hand-delivered to the Department of Revenue for deposit.  The FAU will not send the actual check or a copy of the check to the division.
Programs may request access to the electronic banking website to view the scanned images of checks along with transaction detail.  Access is also available to the N drive to look up transactions and program information for the current fiscal year.  The E-Deposit Security Request form (DH-100) http://dhssnet/appsforms/ is used to request access to both the electronic bank website and the N drive.  The instructions to request access are included on the DH-100.  For access, complete the form and submit it to the FAU.  An ASAP request is also required for N drive access.       

The processing steps performed by the Fee Receipts Unit include:
1. Open and sort daily Fee Receipts mail;
2. Scan checks and money orders;
3. Enter applicable program coding for each transaction;
4. Record deposit in the SAM II financial system; and
5. Send any documentation received with the monies along with summary and detailed transaction reports to the division.
Direct Deposit

Federal grants and contracts provide the majority of direct deposits the department receives.  These receipts are electronically deposited into the state’s bank account by the federal government.  Direct deposits from other entities are limited and require approval from the FAU and the State Treasurer’s Office.  Due to the variety of receipts the department receives, checks and money orders are the preferred method of payment to the department.     
For federal grants, money is requested from the federal government through a secure, internet-based system.  Typically, the request is based upon the previous day’s actual expenditures.  The FAU reviews the state bank account daily for direct deposits into the State Treasury.  Any direct deposits are recorded daily in the SAM II financial system.
Credit Cards
Collector Solutions, Inc. provides electronic payment services in accordance with the statewide contract C206054001.  This statewide contract allows the department to accept a credit card as payment for goods or services provided.  The contract outlines the convenience fee that will be added to the cost of the transaction.  The customer is responsible for paying this convenience fee.    
The contract identifies the process that must be followed before a program can begin accepting credit cards.  To properly deposit the receipts from credit card transactions, the FAU will need to be involved with the implementation of any project to accept credit card payments.  OA-ITSD will also have a role in setting up the technology needed to accept credit card payments.  Programs interested in utilizing the contract should contact their division’s fiscal liaison.  
Refer to the contract for additional information on the process, contact names, and numbers.  The following is an overview of the steps that required.  
1. Contact the Office of Administration, Division of Information Technology Services (OA-ITSD) to assess and prioritize the service request;
2. Discuss the appropriate solution and deployment strategy with Collector Solutions, OA-ITSD and FAU;
3. DA approves the Merchant Agreement application; and
4. Develop and implement system.
Interagency Receipts

An interagency transaction occurs when one state agency bills another state agency for goods or services.  The Interagency Billing (IAB) is completed in the SAM II financial system using a Receivable (RE) document by the billing agency and an Accounts Payable document by the paying agency.  
Some common fees the department invoices other state agencies for include:

· Licensing Fees

· Vital Records

· Lab Fees

· Family Care Safety Registration

The department may invoice another state agency for services that have been provided.  Examples include:

· Money Follows the Person
· Courier Services

· Crash Outcome and Data Evaluation System (CODES)
The DA is responsible for billing for goods and services provided by the department unless the billing function for a program has been delegated to a division.  Reference Attachment B for the current delegation for billed services.  

If the IAB task is delegated to a division, the division is responsible for entering the RE document in SAM II financial system and routing any supporting documentation to the FAU for approval.  Once the RE is approved in the SAM II financial system, the FAU will provide the division with a copy of the SAM II financial system generated billing to provide to the other state agency.  For IAB tasks not delegated the DA is responsible for completing and mailing the RE document.  Detailed instructions on completing a RE document can be found at http://mocoa.state.mo.us/accounting/codinginst/R/Pages/default.aspx.  
The FAU will verify receipt of payment from other state agencies.  
Receivables
An account receivable is an amount owed to the department for goods or services already provided.  There is a variety of reasons why an entity or person may owe the department money that creates an account receivable transaction.  Common reasons include:

1. A contract or agreement where the department has provided a good or service but has not yet been paid.  
2. The department overpaid a vendor for a good or service the vendor provided.
3. The state has levied a fine, interest, or penalty against an entity or person.
4. A loan agreement between the department and an individual.

5. A company provides a rebate on products purchased.

6. A transaction between state agencies (interagency agreement)
Receivables are not recorded for:

1. Licenses, and permits;
2. Fees unless the department has a legal claim to the amount;
3. Payments from walk-in customers (i.e. birth and death certificate fees);
4. Federal grants; and/or
5. Donations

Recording a Receivable

Each division must send documentation to the FAU whenever a receivable transaction occurs.  The FAU will track the money that is owed by an entity.  As money is received from the entity, it will be applied to their account and the amount owed will be reduced accordingly. 

The FAU will determine if the receivable is recorded in the FAU receivable tracking system and/or the SAM II financial system.  
A division may have been delegated the responsibility for entering a Receivable (RE) document into the SAM II financial system.  Reference Attachment B for the current delegation for billed services.  Detailed instructions on completing a Receivable (RE) document in SAM II can be found in the http://mocoa.state.mo.us/accounting/codinginst/R/Pages/default.aspx.

The FAU will record money received using the SAM II CR document based on the information from the FAU receivable tracking system and/or the RE document in SAM II.  

Recovery of Overpayments to Vendors

An overpayment to a vendor occurs when the department:
· paid an amount greater than the contracted amount or rate;
· paid for goods or services not provided; 
· paid for services not authorized or allowable by the contract terms;
· paid for unsatisfactory contract performance; and/or
· paid for unsupportable claims of cost under cost reimbursement contracts.
If an overpayment can be recovered against a future payment made to the vendor (recoupment), a payment to the department is not required.

1. When an overpayment is discovered, the division shall promptly notify the vendor in writing that an overpayment has occurred and request immediate reimbursement.  A copy of the correspondence shall be sent to the FAU.
2. The vendor shall make repayment by check or money order.  The check or money order shall be made payable to the department and mailed to:

Missouri Department of Health and Senior Services

Division of Administration – Fee Receipts Unit

920 Wildwood Drive

P.O. Box 570

Jefferson City, MO 65102-0570

3. The FAU will establish a receivable in the accounts receivable tracking system if notified prior to the receipt of the repayment.  

4. The repayment shall be credited to the fund or funds in the same proportion as the original payment.
5. If payment is not received, the program shall begin the collection process described below. 

6. If it is determined that an overpayment has not occurred, the details shall be documented in writing and provided to the vendor and the FAU.  The FAU will adjust the receivable accordingly.
Collection and Write-off Process

The division shall attempt to collect the debt by sending two (2) past due notices to the debtor.  The division shall use the Receivable Tracking Form (DH-101) to document collection efforts.  

If the two past due notices have not resulted in full payment of the debt and the amount owed the department is less than $100, the division may request the debt be written-off as uncollectable.  The division shall submit the Receivable Tracking Form DH-101 to the FAU to write-off the debt at uncollectable.  The supporting documentation should include copies of the past due notices.  If not, the division must submit a letter signed by the division director or designee that the copies of the past due notices will be maintained by the program for audit purposes and that the division will comply with state and/or federal retention schedules for these documents.  If federal funds are involved, the program must provide approval from the federal agency to write-off the debt or documentation that the write-off is allowable by federal regulation.     
If the two past due notices have not resulted in full payment of the debt and the amount owed the department is $100 or more, the division shall submit a request to the department’s Office of General Counsel (OGC) to determine if additional collection efforts are warranted.  This request must include the Receivable Tracking Form (DH-101) along with the supporting documentation.  A copy of the request and supporting documentation shall also be submitted to the FAU for tracking purposes.  

The OGC will be involved if a debt offset or other legal action is necessary.  Cases may be referred by the OGC to the Department of Revenue for tax intercepts and/or the Missouri Attorney General’s Office for additional collection efforts.

The OGC and/or the Missouri Attorney General’s Office will be responsible for determining the extent of the collection efforts and/or when it is no longer cost effective to continue with collection efforts.  The OGC will be responsible for notifying the division, in writing, when the debt is determined uncollectable and may be written-off.  The division may then request the FAU write-off the debt as uncollectable.  The request must include the documentation from the OGC to proceed with the write-off.  If federal funds are involved, the program must provide approval from the federal agency to write-off the debt or documentation that the write-off is allowable by federal regulation.  
The FAU shall retain records for all written-off accounts until completion of an audit by the State Auditor’s Office or if the write-off relates to a federal grant the standard grant retention period.  These records must include a copy of the completed Receivable Tracking Form (DH-101) and supporting documentation.       
Deferred Revenue
The department occasionally receives funding for a grant or contract upfront, before services are provided.  When this occurs, the amount received is referred to as deferred revenue.  Private, non-governmental organizations are often the source of deferred revenue.  As the department provides the services required by the grant or contract, the deferred revenue is reduced by the amount earned.  The earned amount is then recorded as revenue.
Contact Information
For questions, contact the Funds Accounting Unit (FAU) at FundsAccounting@health.mo.gov or 573-751-6024.
2

