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I. Policy
A. Calumet Center will submit a list of persons authorized to sign invoices, including copies of their signatures, to the Wayne County Department of Children and Family Services, Administrative Services Division, 640 Temple, Detroit, MI  48201.  Calumet will provide an updated list of authorized persons whenever there is a change.

B. Calumet Center will submit a monthly invoice, with an authorized signature, to the Wayne County Department of Children and Family Services, Juvenile Services Division, 640 Temple, Suite 543, Detroit, MI  48201.  The Program Manager must receive the invoice no later than the 10th calendar day of the ensuing month, to insure timely processing of the payments.  All invoices received later than the 10th calendar day of the month, following the invoiced month, will not be processed until the subsequent month.

C. The Juvenile Services Division (JSD) Program Manager will review the invoice for accuracy, obtain the approval and authorization for payment from the JSD Division Manager and submit to the Wayne County Department of Children and Family Services, Administrative Services Division, Assistant Division Director for payment.

D. Where the review of the invoice indicates disagreement with Juvenile Agency Information System (JAIS) data entries, the JJD Program Manager will contact the Calumet Center to resolve the discrepancy.

II. Definitions
A. Calumet Center is a contract detention facility.

III. Procedure
Calumet Center should review its invoice for accuracy, and obtain an authorized signature, which certifies that the invoice is an accurate and true account of the charges billed.
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A. Calumet Center Billing Procedures:

1. Calumet Center must make required JAIS entries on every juvenile that is admitted into the program.

2. Calumet Center must enter a JAIS Termination Record on every juvenile that is released from the program.

3. JAIS data entry and/or corrections related to changes in a juvenile’s total days of care for the invoiced month must stop on the 5th day of the subsequent month.

4. Calumet Center must submit an invoice to the JJD/CAFS to initiate a payment request.  The invoice is due the 10th calendar day following the last calendar day of the billing month.

5. Calumet Center’s invoice must contain the following detail for each juvenile:

a. Juvenile’s name and JAIS number;

b. Admission and Release Date (if released during billing period);

c. Total days of care for the billing period;

d. Legal status for each juvenile in care during the billing period;

e. Total amount for the billing period.

B. Calumet Center Reconciliation Procedures

1. Calumet Center sends or delivers the original, signed invoice to the JJD Program Manager no later than the 10th calendar day of the subsequent month.  If the invoice is received after the 10th calendar day of the ensuing month, the Calumet Center payment will not be processed until the following month.

2. The JJD Program Manager will audit the monthly invoice for accuracy and deliver the JSD Division Manager by the 18th day of the month following the month being invoiced.  The signature/date of the Program Manager will certify that reconciliation has been completed.

a. Reconciliation of CMO Invoice: The JSD Program Manger will reconcile the invoice with the Calumet Center’s monthly census report on JAIS.
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b. The JSD Program Manager may make follow-up phone contacts to resolve any discrepancies between Calumet Center invoice and report used by JSD staff to reconcile bills.  In the event a discrepancy can not be immediately resolved, information in JAIS shall be recognized as the controlling/official source data.

C. Payment Authorization

1. The JSD Division Manager will review each monthly invoice, and sign and date to authorize payment.  The JSD Division Manager will process the invoice to CAFS, Administrative Services Division by the 20th day of the month.  Calumet Center will receive payment b the 5th of each month via a wire transfer.  If a wire transfer is not acceptable to Calumet Center, sending a written request to the CAFS Administrative Division, Assistant Division Director, can effect a change in the method of payment.

D. Payment Adjustments to Calumet Center

1. The CAFS will only make adjustments to executed payments through an exception process initiated by written request and a separate invoice, specific to the exception request by Calumet Center.  The written request should be accompanied by documentation that supports the adjustment.  An audit exception of the request will be completed by the JJD.  If approved, the Program Manager will make the corrections on JAIS and send signed and dated written confirmation to the Calumet Center.  The invoice will then be processed to the JSD Division Manager for payment authorization.  The JSD Division Manager processes the invoice to the Administrative Services Division for payment.

2. Every effort must be made by Calumet Center to review, request and reconcile any payment adjustments for each submitted monthly invoice prior to submission of the next month’s invoice.  Adjustments must be submitted to CAFS within 180 days of the invoiced month.

3. When it has been determined, through exception, independent audit process or otherwise, that there has been an overpayment, CAFS will recover the overpayment.

E. Record Retention

1. To meet audit requirements, Calumet Center must retain the following for seven years:

a. Copies of all invoices;
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b. Individual Case Records (see Item 1100.3).

2. The CAFS, JSD will retain copies of all invoices and reconciliation reports for seven years.

3. The CAFS, Administrative Services Division, will retain a cop of all invoices for seven years.

4. Wayne County DMB, Accounts Payable, will retain the original invoices for seven years.

IV. Exhibits
None

V. References
Calumet Contracts

