Financial Reconciliation Process

1. At the end of each month, on a date designated by the sub-grantee agency, which allows the sub-grantee enough time for data correction to take place to meet the financial submission deadline, the “My QPR” report will be executed in Service Point for the time frame in which the agency is reporting.

2. The “My QPR” report will be compared to the Payable Detail by line item to verify the; client, financial activity, activity date and payment amount reconcile.  If the reports do not reconcile:

a. The agency will edit the Service Point data and/or Payable Detail to reflect the correct expenditures for the month to facilitate reconciliation. 
b. If the Service Point data is edited a “My QPR” report will be executed the next day for the same time frame to ensure that the Service Point data is reconciling with the Payable Detail.

c. If the data discrepancies persist due to Service Point inaccuracy the sub-grantee will review the following fields in Service Point that would affect the My QPR” report for potential errors:
i. Housing Status Field: If a client is assisted with HPRP the Housing Status field should indicate either “Homeless” or  “Unstably housed and at-risk of losing their housing”
ii. Eligibility Field: If a client has been assisted with HPRP financial assistance the housing status field should contain the "Meets both housing and income criteria for HPRP” 
iii. Program Entry/Exit Field:  A client must be entered into the correct HPRP program which for financial assistance is the provider name as “[your agency] HPRP Diversion and Prevention (or Engagement & Stabilization) Financial Assistance”.  You must also select the HPRP Entry Type.
iv. Date/Time Stamp Fields: A date/time stamp for services must be after the program entry date/time and before the program exit date/time.
v. Financial Assistance Type Field:  The type of assistance being provided must be indicated.  Remember to “enter data as” using the provider name for your agency’s Financial Assistance provider or you will not be able to see the necessary “HPRP Financial Assistance Type” field on the Service Transactions screen.
vi. Funding Source 1 Field:  The correct funding source “HPRP MaineHousing Grant” must be indicated.

3. If after the fields mentioned above have been reviewed and the sub-grantee is unable to determine what the problem is they will contact Clif Graves via e-mail at cgraves@mainehousing.org and in detail explain

a. Who the client is; using the client ID (never include a clients name in a request for assistance)
b. What financial entry is not being included in the “My QPR” report

c. Verify that the data in the fields listed above have been examined for accuracy

Clif, Doug or Laurie will contact the sub-grantee within 36 hours of receiving the request for assistance.

4.   After MaineHousing has notified the sub-grantee of the reason for the data discrepancy the sub-grantee will edit Service Point to correct the discrepancy.
5.   The sub-grantee will run the “My QPR” report the next day to confirm that the discrepancy has been corrected and reconcile with the Payable Detail report.  
6.
Once reconciled the monthly reports will be submitted to MaineHousing and will include a copy of the “My QPR” report with the certification line completed by the authorized financial individual within the sub-grantee agency by the designated due date of the 30th unless otherwise indicated by MaineHousing.
