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	Purpose:
To ensure quarterly reports for cost shared agreements are reviewed and process timely, according to MAAP Rules, and with proper communication

	Who:
Contract Administrators

	When:
Reports are due from providers 30 days after the Quarter ends.



Responsibilities:
1. Receive the Quarterly Report from the provider.  Reports must be received within the time set forth in the contract.  
0. If the report is not received, subsequent payments on the agreement are held.  See Sample Schedule below.

1. Reports are filed in the folder “/Agreement Files/vendor/agreement/ REPORTS/FINANCIAL/”
1. Naming convention is “agreement-number provider-name short-description”.
0. Example “CDC-14-000 MCD Q2 Report”.

1. Review the Quarterly Report, comparing to the last Officially Reviewed budget (or revision).
2. These are found in the folder “/Agreement Files/vendor/agreement/ WORKING DOCUMENTS/”.

1. [bookmark: _GoBack]Adjustments are made when there is a variance in the cumulative expenses in the report that meets one of the following thresholds when compared to the last Officially Reviewed budget (or revision). 
3. 10% or greater
3. $50,000 or greater
Adjustments are for the whole amount, not down to the threshold.   For example, if the variance were 12%, the entire 12% would be adjusted, not 2% to bring down to the 10% threshold.

1. Database must be updated appropriately and accurately.
4. See Database Notes below.

1. A follow-up message must be sent to the provider, copying program, notifying them of the impact (none, withhold dollars, increase payment, etc).


Sample Schedule
Example with an agreement starting on July 1:
· July		Pay invoice timely, original 1/12th amount.
· August		Pay invoice timely, original 1/12th amount.
· September	Pay invoice timely, original 1/12th amount.
· October	Pay invoice timely, original 1/12th amount.  Q1 Report due by end of month.
· November	Pay invoice after adjustments calculated from Q1 review, adjusted amount.
· December	Pay invoice timely, original 1/12th amount.
· January		Pay invoice timely, original 1/12th amount, Q2 Report due by end of month.
· February	Pay invoice after adjustments calculated from Q2 review, adjusted amount. 
· March		Pay invoice timely, original 1/12th amount.
· April		Pay invoice timely, original 1/12th amount, Q3 Report due by end of month.
· May 		Pay invoice after adjustments calculated from Q3 review, adjusted amount.
· June		Pay invoice timely, original 1/12th amount or remaining balance if less than 1/12th.
· July		Q4 Report due by end of month. File.

Note – Adjustments may span into additional months, depending upon the size.
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