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The Division of Administration is responsible for billing for goods and services provided by the Department unless the billing function has been delegated to the division.  The Division of Administration (DA), Bureau of Financial Services (BFS), Funds Accounting Unit (FAU) is responsible for processing all revenue received by the department.
The following form lists the program billings that have been delegated to each division.  Various documents may be used for billings including:
1.  The Document Invoice form (DH-11)
2.   Invoices developed by the division
3.   Invoices generated in the SAMII financial system for billings to other state agencies
4.   Correspondence
5.   Electronic mail
The Document Invoice form (DH-11) can be accessed in Forms on the DHSS intranet under Financial Services Forms in Administration http://dhssnet/appsforms/index.php#admin. Instructions for completing the form are included on the "DH-11 Instructions" tab.  If the DH-11 form is used, contact the FAU to provide an invoice prefix to be used on all invoices for that program.  This prefix along with sequential numbering ensures that each invoice prepared has a unique invoice number.
Billings to other state agencies are entered as Receivable (RE) documents in the SAM II financial system.  These documents are approved by the FAU.  Detailed instructions on completing a Receivable (RE) document in the SAM II financial system can be found in the SAM II Policies and Procedures  Manual at  http://mocoa.state.mo.us/accounting/codinginst!R/Pages/default.aspx. Contact the agency to be billed for assistance in determining the customer code to be used on the document.  The division shall notify and provide documentation to the FAU when the RE document is ready to be approved.  The day after the approval has been applied, the invoices generated by the SAM II system will be sent to the division to forward to the state agency.
In some instances, the division may require payment prior to providing goods or services.  Billings generated after goods or services have been provided are receivables.  The billing documentation sent should indicate whether the goods or services were provided in advance of payment.  Documentation related to all billings must be sent to the FAU.
This billing delegation shall be updated as changes are needed. 
Last Updated:  November 2015
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Information Requests — Office of the Director




Per Department Financial Policy 2.1, the responsibility for preparing and sending the following billings to outside entities is delegated from the Division of Administration to the Office of the Director:
Section/Bureau/Office
Note
Office of the Director 
a
I Note: 

  a    I DH-11 Form is used 
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Per Department  Financial Policy 2.1, the responsibility  for preparing and sending the following billings to outside entities is delegated from the Division of Administration to the Division of Community  and Public Health:
Section/Bureau/Office
 Billing Description 
Note Adult Head Injury 
 Information Requests- Adult Head lnjl!!Y_
a Community  Food and Nutrition 
Child and Adult Care Food Program (CACFP)
Assistance Program 
Recoveries
Community  Food and Nutrition 
Summer Food Services Program (SFSP) Recoveries
Assistance  Program
Environmental Epidemiology 
Lead Administrative  Penalty Environmental Epidemiology 
Inter-agency billing for Lead License Fee Environmental Health Services 
Inter-agency billing for Lodging License Fee Environmental Health Services 
Inter-agency billing for On-Site Sewage Construction
Permit Application
Environmental Health Services 
Inter-agency billing for On-site Sewage Program
Registration Fee
Environmental Health Services 
Inter-agency  billing for Onsite Wastewater Treatment
System Installation Training Fee
HIV/STD/Hepatitis 
Ryan White Program Rebates
Special Health Care Needs 
Information Requests- Special Health Care Needs 
a
(SHCN)
Vital Records 
Birth Verifications
Vital Records 
Consumer  Products Safety Commission  Billing
Vital Records 
CPU Reimbursements
Vital Records 
Inter-agency  billings for Birth and Death Certificate
Fees
Vital Statistics 
Information Requests- Vital Statistics 
a, b
Vital Statistics 
SSA-Birth Records (Enumerations  at Birth) Vital Statistics 
SSA-Death Records
WIC and Nutrition Services 
WIC Fines and Recoveries
WIC and Nutrition Services 
WIC Local Agency Payment Refunds
WIC and Nutrition Services 
WIC Participant Violations
WIC and Nutrition Services 
SAMII Receivable  document for WIC Infant Formula
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Rebate
Note:
a   T DH-11 Form is used
b 
I   Inter-agency  billings
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Per Department  Financial Policy 2.1, the responsibility for preparing and sending the following billings to outside entities is delegated from the Division of Administration to the Division of Regulation and Licensure:
	Section/Bureau/Office
	Billing Description
	Note

	Board of Nursing Home Administrators
	Board of Nursing Home Administrators
	a

	Board of Nursing Home Administrators
	Inter-agency  billing - Board of Nursing Home
Administrators Continuing Education Fee
	

	Certificate of Need Program
	Information Requests- Certificate of Need
	a

	Child Care Regulation
	Information Requests- CCL
	

	Family Care Safety Registry
	Inter-agency  billings- Family Care Safety Registry
	

	
	Fee
	

	Health Standards and Licensure
	Information Requests- Ambulatory Care
	a

	Health Standards and Licensure
	Information  Requests- Health Services R ulation
	a

	Health Standards and Licensure
	Information  Requests- Home Health
	a

	Health Standards and Licensure
	Information Requests - Narcotics and Dangerous
Drugs
	a

	Health Standards  and Licensure
	Information  Requests- Outpatient Healthcare
	a

	Long-Term  Care Regulation
	Information  Requests- Central Files
	


I Note:
 

a 
I DH-11 Form is used
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      Date
12/01/15
                                                                                                                      Date
Per Department Financial Policy 2.1, the responsibility for preparing and sending the following billings to outside entities is delegated from the Division of Administration to the Division of Senior and Disability Services:
Section/Bureau/Office
NONE

Note
Fiscal Liaison Signature 
Date
Division of Administration  Signature 
Date
Per Department Financial Policy 2.1, the responsibility for preparing and sending the following billings to outside entities is delegated from the Division of Administration to the State Public Health Laboratory (SPHL):
	Section/Bureau/Office
	Billing Description
	Note

	State Public Health Laboratory
	Blood Lead Fee
	

	State Public Health Laboratory
	Bordetella/Pertussis- Handling Char:g_e
	

	State Public Health Laboratory
	Enterics- Handling Charge
	

	State Public Health Laboratory
	HIV- Handling Charge
	

	State Public Health Laboratory
	Information Requests- State Public Health
Laboratory
	a

	State Public Health Laboratory
	Inter-agency_ billing for Environmental Lead Testing
	

	State Public Health Laboratory
	Lab Water Handling Charge
	

	State Public Health Laboratory
	Medicaid and MC+ Claims
	

	State Public Health Laboratory
	Newborn Screening Fee
	

	State Public Health Laboratory
	Parasitology - Handling Charge
	

	State Public Health Laboratory
	Recreational Water Testing Fee
	

	State Public Health Laboratory
	Tuberculosis Fee
	

	State Public H
	ealth Laboratory
	Virus Identification - Handling Charge
	


/     Note:
  a       DH-11 Form is used 

Date
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