Request for Expenditure Process
· The Support Coordinator completes the Request for Expenditure; including verifying available funds in Consumer Banking (PRS subaccount) and forwards to immediate supervisor. (the form will be made available both electronically and a paper copy).  If RO approval is needed the supervisor will send the form to the designated regional office staff person for further consideration.
· Approvals:

· $300  and below requires only immediate Supervisor’s approval 
· Requests for more than $300 will be approved by both the Supervisor and the Director’s designee (generally the Assistant Director of Treatment.)

· The approved Request for Expenditure will be forwarded to the Business Office for further processing and encumbrance of funds.  A copy of the approved Request for Expenditure will be forwarded to the Support Coordinator and the Provider as necessary.
· If the Request is denied, the denied box must be checked and the reason given.  The original Request for Expenditure will be returned to the Support Coordinator.   

Additional Notes:
According to Social Security policies, at least one original, faxed or electronic signature must be on the Request for Expenditure.  If the request is under $300 the Support Coordinator supervisor will need to actually sign the form and either scan, fax or mail the form to the Business Office. If the agency has electronic signature capability the form can be emailed directly to the Business Office.  If the request is over $300 the support coordinator and the supervisor can type their name on the form submit to their designated Regional Office contact.  That contact person will be responsible for printing out the form, securing necessary signatures and submitting to the Business Office.  
The Business Office will review pharmacy bills received directly by the Regional Office for appropriateness and generate a Group Request for Expenditure form.  Eliminate that sentence and replace with:  The form will be forwarded to the Director’s designee for approval.  Original invoices will be retained by the Business Office and will be made available for review if requested.
For any medical/dental copays/charges received directly by the Business Office, they will review charges for appropriateness, generate a Request for Expenditure and forward to the Support Coordinator for approval (based on criteria above).  Original invoices will be retained by the Business Office and will be made available for review if requested.  
If the actual price varies by $20 or less from the original amount designated the Request for Expenditure may be processed for payment as long as funds are available in PRS and the items purchased were all approved on the original Request for Expenditure.  Any variance above $20 needs to go back to the final approver of the original request.
The Request for Expenditure form will also serve as the approval document for spending $100 or more out of the personal funds held at the home (per Directive 5.070).  The person making the request (generally home staff) will complete the Request and forward to the Support Coordinator for approval.  Once the Support Coordinator signs off on the form, it will be returned to the home where it will be maintained with the individual’s other banking documentation.  

 

