Financial Reconciliation Process

Options:
· Do not enter any financial amounts in Service point until you get the PAYABLE DETAIL from your finance department. 

OR
· Institute a process that includes your finance department notifying you when they have released a payment and then enter the date and amount based upon the notification.
REMEMBER: Allow enough time to complete this process to meet reporting deadline of the 30th!
HPRP Case Manager obtains Payable Detail report from Agency Finance Department


HPRP Case Manager runs “My QPR” and compares to the Payable Detail report











There are discrepancies between the MY QPR and the Payable Detail reports





HPRP Case Manager compares each expense on the Payable Detail with the MY QPR detail to determine what payments are causing the discrepancy.





HPRP Case Manager edits Service Point to reflect the payments that are on the Payable Detail report.





NEXT MORNING: HPRP Case Manager runs “My QPR” and compares to the Payable Detail report





There are no discrepancies between the MY QPR and the Payable Detail reports





HPRP Case Manager notifies finance department that reports reconcile.  Authorized agency representative signs the My QPR certification and submits it along with the monthly financials by the 30th of the month to MaineHousing.











