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This reference guide helps provide the DCF Contract Managers of Community Based Care Lead Agency 
(CBC) contracts with step-by-step instructions on the completion of the Monthly CBC Invoice Review 
Checklist. 

The elements within the checklist were established to ensure all preliminary steps have occurred and 
the documentation received enables a clear audit trail and helps the Office of CBC/ME Financial 
Accountability perform the necessary steps consistently. 

This reference guide will not go into detail on every aspect required for the checklist, but it will highlight 
the areas where further clarification is needed. 

Lead Agency Name: 

Month of Estimated Payment: Month of Actual Expenditures: 

Contract Number: Date Received: 

Date Approved: Date Submitted to ASFM: 

 

Within this section, ‘Date Received’ is the date in which all required documents listed on the checklist 
were received from the CBC.  This could possibly be an initial ‘Date Received’ as any time during the 
review process, a correction may be required before the Contract Manager can approve the Invoice.   

If a resubmission of the Invoice or the Monthly Actual Expenditure Report is required, a new ‘Date 
Received’ will be established as well.  However, both dates should be noted with an explanation of why 
the original submission was returned; for example: 

Date Received:  April 18, 2015; Correction required and returned on April 19, 2015; Correction 
received and resubmitted on April 21, 2015. 

The official ‘Date Received’ used for the five-line date stamp is now 4/21/2015. 

‘Date Approved’ is the date in which the Contract Manager completed the entire review process.  At a 
minimum, an approval by the Contract Manager should not be completed until all elements within this 
checklist have been satisfied.   

 Please Note:  This means all required documentation has been received and each element of 
the checklist has been answered. 

‘Date Submitted to ASFM’ is the date the Contract Manager emails the Invoice and all the required 
documentation to DCF / Headquarters requesting payment of the submitted Invoice. 
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Minimum Documentation Requirements 

Action Steps Yes No Not 
Applicable Comments 

 
As each element is discuss within this section, further explanation may be given by using screenshots of 
these minimum documentation requirements. 

1a. Date stamp the invoice as received if the following has 
occurred (See 1b. – 1i.):    

 

 
Throughout this checklist, the Contract Manger can either handwrite he/she’s completion and/or 
comments for each element or he/she can complete it electronically. 

To complete this electronically, Word enables the user to enter an ‘X’ for the various Yes, No, or Not 
Applicable Columns.  This is completed by: 

1. Right click on the box requiring the ‘X’;  

2. Click on ‘Properties’; and 
 

  
 

3. Choose the ‘Checked’ radio button and click ‘OK’. 
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1b. The Monthly Actual Expenditure Report has been 
entered and approved by the CBC in the CBC-Financial 
Application system; 

   
 

1c. The Promoting Safe and Stable Families (PSSF) 
Monthly Match Funds Reports have been received; 

   
 

1d. The Child Access and Visitation Grant Monthly Match 
Funds Report, if applicable, has been received; 

    

 
The templates for the reports required by the contract (see 1b. – 1d. above) can be found on the 
Department’s Internet website under CBC Fiscal Attachments at:  CBC Fiscal Attachments | Florida 
Department of Children and Families   
 

1e. The FSFN OCA Summary and Detail Report(s) (Adobe 
format, which includes all six (6) tabs within the report: 
Report Description; OCA Summary – Grand Total, OCA 
Summary – Eligibility Adj, OCA Summary – Pmt and Pmt 
Adj, OCA Detail Listing, and Report Parameters) has/have 
been received; 

   

 

 
 
 
The Adobe format of the FSFN OCA Summary and Detail Report looks like: 
 

   Report Description Tab 
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 OCA Summary – Grand Total Tab 
with  
   Headers (as shown above); and  Date the report was run. 
 

 OCA Summary – Eligibility Adjustments Tab 
 

 OCA Summary – Pmt and Pmt Adj Tab 
 

 OCA Detail Listing Tab 
 

 Report Parameters Tab 
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1f. The FSFN Payment Download (.csv export to Excel 
format), if applicable, has been received; 

   
 

 

 
 

 
 
 
 

 
 

 
 

Please Note:  FSFN Payment Download is only needed when an amount has been entered in Column C of the FSFN to 
CBC Expenditure Report Reconciliation (see screenshot below).  Verification of the amount entered is made by using 
FSFN Payment Download.  When reviewing the payments, if the OCA Disposition Date is blank, but the payment did 
have an OCA Disposition Date reflected in FSFN previously, then the payment should not be included in Column C by 
the CBC.  Please see FSFN Payment Download screenshots below. 
 

Go to the FSFN Reconciliation Process Reference Guide for 
detailed guidance on obtaining and formatting the various 
reports requested from FSFN, located at:   
 

 FSFN Reports, Information and Resources 

Looking at the 
screenshots to the left, 

FSFN Payment Download 
reflects a missing OCA 

Disposition Date; 
however, when the 
History link for this 

payment is clicked, the 
original OCA Disposition 
Date is being shown as 

10/4/2016.  This tells us 
the payment is/was 

included in the FSFN OCA 
Summary and Detail 

Report that includes the 
10/4/2016 in its “Report 

Parameter” dates. 
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From the FSFN Payment Download within FSFN, click on the following to download the report in .csv 
format: 
 

 
 
 
 
    

1g. The Interest Earned Quarterly Expenditure Report, if 
applicable, has been received; 

   
 

 
This document can be found on the Department’s Internet website under CBC Fiscal Attachments at:  
CBC Fiscal Attachments | Florida Department of Children and Families   
 
 
 
 
 
 
 

{Intentionally Left Blank} 
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1h. The FSFN to CBC Expenditure Report Reconciliation 
spreadsheet has been received; and 

   
 

 
The FSFN to CBC Expenditure Report Reconciliation spreadsheet looks like:  
 

 
 
 
 
 

1i. The Detailed General Ledger for the month in which the 
Monthly Actual Expenditure Report is being submitted for 
has been received. 

   
 

 
 
The Detailed General Ledger should be submitted in an Excel “flat file” format.  At a minimum, it should 
contain each detailed payment with amount, provider and/or client, a form of transaction and/or 
reference number, Invoice number, date of entry, and the detailed account code as provided in the 
CBC’s approved Cost Allocation Plan.  Please make sure the format received is in the same format, with 
the same data elements, as the previous month’s “flat file” received. 
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1j. Print the FSFN Adoptions Finalized by Month & 
Cumulative SFY Statewide by District by Agency Report 
(Adobe format) from FSFN, if the report was not received 
by the CBC. 

   

 

 
 
The Adobe format of the FSFN Adoptions Finalized by Month & Cumulative SFY Statewide by District 
Agency Report can be obtained through “Reporting” in FSFN; this report looks like:  
 

 
 
 

1k. Verify through IDS (FLAIR) the amount by OCA match 
the previous month’s Actual Expenditure Report amounts 
by OCA accepted in the CBC-Financial Application 
system. 

   

 

 
Specific guidance is provided below of how to obtain this information from IDS; however, additional 
instructions for navigating IDS can be found at:  Accounting-Finance Home or should you have any 
questions pertaining to IDS, please contact Arnold Jones, within Financial Management, via email at:  
Arnold.Jones@myflfamilies.com 
 
Go to “ “, then click on ‘IDS Query Facility’, which looks like –  DCF Web Systems Portal – Home 
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After clicking on ‘IDS Query Facility’, the IDS Query Facility Home screen appears, which looks like –  
 

 
 
Click on ‘Query’ and select the CM-CBC Monthly Actual Expenditures (FLAIR) query by clicking the radio 
button next to the title, which looks like –  
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If this query is not saved here in this Private folder, then contact the Office of CBC/ME Financial 
Accountability via email at HQW.CFO.Fiscal.Accountability@myflfamilies.com for assistance. 
 
Prior to running this saved query, update the ‘Machine Gen Date Between’ to modify the “from” and 
“to” dates as needed.  Then click on the  button. 
 
The file will then display as:

 
 
Open the file, place a filter on the Header row, then in the INVOICE NO Column, select the expenditure 
months that still need to have the actual expenditures verified. 
 
Actual payments recorded in FLAIR should be verified for each month within the current fiscal year.  
Even though there is a lag time between the Monthly Actual Expenditure Report being approved by the 
Office of CBC/ME Financial Accountability and those actual expenditures being entered into FLAIR by the 
Administrative Services Support Center (ASSC), the actual expenditures recorded in FLAIR should be 
verified and noted within the 1k. “Comments” section which month(s) the verification is still outstanding 
for and which month(s) verification was actually verified for the time period in which the checklist is 
being completed for.   
 
For example:  

• If the Monthly CBC Invoice Review Checklist is being completed for the October Actual 
Expenditure Report submission, but upon review of IDS there were no actual expenditures 
recorded in FLAIR, the Contract Manager would note, “As of 11/21/16, expenditure amounts for 
July, August, and September have not been entered in FLAIR.”  
 

• If the Monthly CBC Invoice Review Checklist is being completed for the October Actual 
Expenditure Report submission, but upon review of IDS only July actual expenditures have been 
entered in FLAIR, the Contract Manager would note:  “On 11/21/2016, actual expenditures were 
verified for July and all amounts entered in FLAIR match by OCA to the amounts reported in the 
CBC-FA System.  As of 11/21/2016, expenditure amounts for August and September have not 
been entered in FLAIR.”  {Since July’s actual expenditures have been verified, there is no need 
to mention July on the checklist anymore.} 
 

If the actual expenditures recorded in FLAIR do not match the amounts reported in the CBC-FA System, 
then contact the Office of CBC/ME Financial Accountability via email at 
HQW.CFO.Fiscal.Accountability@myflfamilies.com to request verification indicating which month’s 
expenditures recorded in IDS do not match the CBC-FA System.  Once the Office of CBC/ME Financial 
Accountability verifies the discrepancy, then the Contract Manager needs to send the IDS downloaded 
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detailed information for the month in question to Cindy Grammas, within the ASSC, at 
Cindy.Grammas@myflfamilies.com.  
 
 
 

Format Yes No Not 
Applicable Comments 

2a. Verify invoice is on, or attached to, provider letterhead.     

2b. Verify invoice is signed and dated by an authorized 
individual. 

   
 

2c. Verify invoice is for correct month of service for 
payment advance. 

   
 

 
The invoice should list the month and year of the advanced payment request and be provided on the 
CBC’s letterhead, signed and dated by an authorized individual for the CBC. 
 
 
 

Review Fixed Payment Request Yes No Not 
Applicable Comments 

3a. Verify invoice amount is equal to one (1) month’s worth 
of the remaining undistributed fiscal year contract amount. 

   
 

 
For CBCs in which an amendment has occurred during the state fiscal year, verify the revised invoice 
amount is correct. 
 
 

3b. Verify all expenditure reports and supporting 
documentation are clearly identified with the Lead 
Agency’s name and contract number. 

   
 

 
Every document, either in Adobe, Excel, or Word file/format should have the CBC’s Name and Contract 
Number included within the document and the Contract Number should be included in each document’s 
file name.  Below are some examples of such file names: 
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Review and Analyze Actual Expenditure Report and 
Supporting Documentation Yes No Not 

Applicable Comments 

4a. Verify expenditure report is for prior month of service.     

 
Always verify that all expenditure report’s documents received are for the prior month of services; for 
example, the Expenditure Report received on the 20th of April should be for March expenditures.   
 
 

4b. Verify the amounts from the CBC Monthly Actual 
Expenditure Report within the CBC Financial Application 
match the CBC’s General Ledger version of its generated 
OCA Summary Report, Trial Balance, and/or Detailed 
General Ledger (used to complete the Monthly Actual 
Expenditure Report) for all OCAs.   
If not, please provide an explanation. 

   

 

 
 
Before going into a thorough analysis of the documentation received, first always check as a ‘high-level’ 
review that the total amount of the CBC’s Monthly Actual Expenditure Report within the CBC Financial 
Application is the total amount of the CBC’s Detailed General Ledger provided.  This would include all 
expenditures listed on the CBC Monthly Actual Expenditure Report, such as administrative costs and 
reported carry-forward expenditures for the month.   
 
If these two amounts do not equal each other, then an explanation explaining the two differences is 
required from the CBC and provided to the Department.  Note:  Most likely, the difference is the amount 
of the expenditures unallowable and/or not billed to the Department’s contract; however, these 
expenditures need to be identified by the CBC. 
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4c. Verify FSFN to CBC Expenditure Report Reconciliation 
spreadsheet has been completed for the correct month in 
which the expenditure report is being submitted, as well as 
the individual’s name and contact information have been 
entered; and (Please see 4d. – 4l. for other Reconciliation 
spreadsheet review items):   

   

 

 

 
 
In order for the Office of CBC/ME Financial Accountability to perform post audits of submitted CBC 
Monthly Actual Expenditure Reports, as well as provide justification to any other non-DCF auditor 
completing his/her own review, the following details must be included in the FSFN to CBC Expenditure 
Report Reconciliation spreadsheet each month: 
 

4d. Date Parameters and Run Dates for the FSFN OCA 
Summary and Detail Report have been entered and match 
the dates on the FSFN OCA Summary and Detail Report 
(Adobe format) received; 

   

 

 

          
 

               
 
 
 
 
 
Note:  If these dates do not match, please return to the CBC for correction.  
 

4e. FSFN OCA Summary and Detail Report, OCA 
Summary – Grand Total tab’s amounts by OCA match the 
amounts entered in the reconciliation spreadsheet 
(Column A); 

   

 

 
The amounts listed in Column A of the reconciliation spreadsheet must equal the amounts, by OCA, of 
the submitted FSFN OCA Summary and Detail Report.  Note:  If these two amounts do not equal, please 
return to the CBC for correction prior to approving the Monthly Actual Expenditure Report.  

DCF | Office of CBC/ME Lead Agency Financial Accountability 
 



Monthly CBC Invoice Review Checklist Process 

REFERENCE GUIDE 

Created on May 1, 2015; Updated as of October 20, 2017 

 

14 

 

 
Please Note:  This illustration is using the SFY16-17 FSFN to CBC Expenditure Report Reconciliation Template. 
 

 
 

 
 
 

Please Note:  Remember if the CBC uses different Date Parameters for the Service Batches from FSFN, then the 
sum of Column A from the FSFN to CBC Expenditure Report Reconciliation spreadsheet will need to be compared 
to the sum of all FSFN Summary and Detail Report, OCA Summary – Grand Total tabs, submitted by the CBC. 
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4f. Payment records are highlighted on the FSFN Payment 
Download if amounts by OCA are entered in the “FSFN 
Payment records with no OCA Disposition Dates” Column 
(Column C); 

   

 

 
If an amount is entered in Column C of the reconciliation spreadsheet, then those payment records must 
be highlighted on the FSFN Payment Download export that was submitted by the CBC for the month 
being reviewed.  Helpful Hint:  Please go back to Section 1f., beginning on page 5, for more information 
on verifying the payment records highlighted on the CBC submitted FSFN Payment Download. 
 

4g. Amounts by OCA entered in the “CBC’s Monthly Actual 
Expenditure Report” Column (Column E) match the 
amounts entered into the CBC-Financial Application’s 
Monthly Expenditure Report; 

   

 

 
Column E of the reconciliation spreadsheet must equal the amounts listed in “Amount” Column of the 
Monthly Expenditure Report in the CBC-Financial Application system.  
 

 
Please Note:  This illustration is using the SFY16-17 FSFN to CBC Expenditure Report Reconciliation Template. 
 
 
Note:  If these two amounts do not equal, please return to the CBC for correction prior to approving the 
Monthly Actual Expenditure Report in the CBC-FA System.  
 

DCF | Office of CBC/ME Lead Agency Financial Accountability 
 



Monthly CBC Invoice Review Checklist Process 

REFERENCE GUIDE 

Created on May 1, 2015; Updated as of October 20, 2017 

 

16 

 
 
 
 

4h. Differences between the Adjusted FSFN OCA 
Summary and Detail Report and the Monthly Actual 
Expenditure Report (Column F) are explained in Section B 
(Detailed List of Reconciling Items) of the spreadsheet; 

   

 

 
Any amount listed in Column F of the reconciliation spreadsheet must be listed in detail by each 
individual payment within Section B of the spreadsheet.    
 

 
Please Note:  This illustration is using the SFY16-17 FSFN to CBC Expenditure Report Reconciliation Template. 
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4i. All data fields, within Section B, for each detailed 
reconciling item have been accurately completed;    

 

Detailed information includes: 
• Payment Amount; 
• Client Name; 
• Client’s FSFN Person ID Number; 
• Payment Begin Date; 
• Payment End Date; 
• The system in which the payment is currently recorded in, causing the reconciling 

item; 
• The action required to clear the payment from being a reconciling item; 
• The Date in which the action was taken that cleared the reconciling item (This data 

field is required if ‘Cleared Item’ is listed in the “Action Required to Clear (In FSFN, 
GL, or a Cleared Item) Column.);  

• The Original Month the reconciling item was first reported in the reconciliation 
spreadsheet (This data field is required if ‘Cleared Item’ or ‘N/A’ is listed in the 
“Action Required to Clear (In FSFN, GL, or a Cleared Item) Column.)  
PLEASE NOTE: ‘N/A’ is only used when amount being reconciled is 
being reported to the Department in a State Fiscal Year (SFY) 
outside the current SFY.  These reconciling items will never 
clear within the current SFY and will be identified separately 
as such; and 

• A Comment or Explanation of the cause of the reconciling item. 
 

 
Please Note:  This illustration is using the SFY16-17 FSFN to CBC Expenditure Report Reconciliation Template. 
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Note:  If these data fields are not entered correctly, indicate ‘No’ on the checklist.  A review of these 
data fields will need to be discussed with the CBC by the Contract Manager for data fields to be 
corrected for the next month’s submission.  This correspondence should be documented on the 
checklist.  If the corrections have not been made by the next month’s submission, then the Contract 
Manager should schedule a conference call with the CBC and include the Office of CBC/ME Financial 
Accountability. 
 
 
 
 

4j. A sample of the detailed reconciling items has been 
verified through FSFN and noted as being an accurate 
reconciling item.  Please list which OCAs with reconciling 
items were sampled;  

   

 

4k. A sample of previous months’ detailed reconciling 
items, noted as “timing differences” between the GL and 
FSFN, has been reviewed for the reconciling item’s offset 
(Cleared Items).  Please list which OCAs with reconciling 
items were sampled; and 

   

 

 
From Section B, sample some of the reconciling items to see if the details provided of the reconciling 
item are accurate and/or if the item listed is a true reconciling item for the OCA it was identified for.  
Indicate in the Comments section some of the reconciling items that were validated during this monthly 
review. 
 

Examples of how sampling reconciling items can be verified are: 
1. Go into FSFN Payment Download and enter the Client’s FSFN Person ID for a span of several 

months using the Payment Service Dates to see if: 
a. Was the Client’s FSFN Person ID correct?  If not, either a different client’s name will 

appear or the following message will appear: 
 

 
 

b. If ‘Action to Clear’ the reconciling item was to enter the payment in FSFN, check to see if 
the payment, as of the review date, has been entered into FSFN.   
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For example, in the above reconciling item, as of May 1, 2015, the amount of $64.00 to 
OCA EFCOE had still not been entered into FSFN for this client. 
 

  
 

c. If a reconciling item is listed as currently being recorded in FSFN, then verify in FSFN if 
the payment can be found for the OCA, payment service dates, and amount as detailed 
in Section B. 

 
2. Using the CBC’s General Ledger, verify the reconciling items listed as currently being recorded in 

the General Ledger to match up these specific payments. 
 

 
 
 
 

4l. If accruals are recorded as the reconciling items, the 
Accruals tab within the spreadsheet has been completed 
by the CBC explaining how accruals were determined. 

   
 

 
For the reconciling items listed where a monthly accrual for the OCA is being used, verify that the 
methodology for determining the accrual is provided on the “ACCRUALS” Tab within the FSFN to CBC 
Monthly Expenditure Report Reconciliation spreadsheet.   
 
 
 
 
 

Please Remember:  It is always good practice to also check the status of reconciling items identified in prior 
months.  If a reasonable amount of time has passed for these entries to be made in the offsetting system, i.e. 
FSFN or General Ledger, contact the CBC and have them provide an update. 
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Please Note:  This illustration is using the SFY16-17 FSFN to CBC Expenditure Report Reconciliation Template. 
 
 

     
 
The above is an example of a CBC’s recording of accruals in the reconciliation spreadsheet, as well as the 
responses to the questions within the Accruals Tab where the CBC explains the methodology used to 
how the accruals are recorded and the amounts determined.  When comparing the accrual amount 
recorded for LCRGE to the responses provided within the Accruals Tab, it is still difficult to understand 
why the amount recorded in FSFN for September was so much greater than what had been listed as one 
(1) month of accruals recorded in the General Ledger.    
 

Note:  The Office of CBC/ME Financial Accountability will be addressing the recording of accruals 
on a CBC-by-CBC basis to ensure the explanation of the CBC’s methodology is clear and can be 
followed from beginning to end. 
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4m. Go to the Tableau Monitoring Reports website at: 

https://tableau.dcf.state.fl.us/#/site/Administration/workboo
ks/1229/views  *Please use Google Chrome Internet Browser when 
using this link* Then, review payments recorded by OCAs for 
allowability based on age (See Page 6 for OCAs).   
This review includes verifying were: 

1) Maintenance Adoption Subsidy payments made 
for an adopted child past the month in which the 
child turned 18 years of age; 

2) Licensed out-of-home care foster care 
maintenance payments made for children on or 
past the child’s 18th birthday; 

3) Extended Foster Care payments made on or past 
a child/young adult’s 21st birthday, or 22nd birthday 
with a documented disability;  

4) Chafee funded payments (OCAs CH0AT, CHFSS, 
CHPES, and KRA00) made on or past a 
child/young adult’s 21st birthday; and 

5) Independent Living or Road-To-Independence 
Program payments made on or past a young 
adult’s 23rd birthday; and 

6) Extended Foster Care or Road-to-Independence 
Program payments made prior to the child/young 
adult’s 18th birthday. 

 

If yes is answered to any of the above items, please list the 
FSFN Person ID Number for the payments in question. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 
While this process is expected to be completed by the CBC by using the FSFN OCA Summary & Detail 
Reports, the Contract Manager must verify that the payments made to and/or on behalf of clients are 
allowable based on the client’s age.   
 
Note:  While there are other factors for determining allowability of expenditures, this process is just to 
verify the allowability of the expenditure based on the client’s age. 
 
 
 
 
 
 

{Intentionally Left Blank} 
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From the Tableau Monitoring Reports, click on each workbook to complete the various items listed in 
Data Element 4m. of the checklist.  Below is an illustration of one of the workbooks being reviewed for a 
CBC to help demonstrate how “findings” or “no findings” would be viewed and extracted by the 
Contract Manager. 
 
Click on the desired workbook, 
 

 
 
 
 Using the Adoption Subsidies workbook as an example, once selected, the workbook looks like: 
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 Make sure the FY(s) and CBC(s) being reviewed are checked off, which looks like: 
 

                
Note:  If the CBC being reviewed is not being reflected within the FY selected, then this means there are 
no “findings” for that CBC for the item being completed.  For example, Families First Network (FFN) is 
not being reflected above for the FYs checked above within the Adoption Subsidies workbook; 
therefore, FFN has not processed any payments through FSFN to an adopted family past the adopted 
child’s 18th birth month.  The Contract Manager would then move to the next workbook within Tableau 
– Monitoring to the next item on the list to review. 
 
 When there is a finding for a CBC, the Contract Manager can then click on the CBC(s) not 

assigned to him/her and ‘Exclude’ that CBC from the list or uncheck the checkboxes for the 
other CBCs from the ‘Select Fiscal Agency’ section. 
 

           
 
 

 Once this is done, the results will look like: 
 

 

DCF | Office of CBC/ME Lead Agency Financial Accountability 
 



Monthly CBC Invoice Review Checklist Process 

REFERENCE GUIDE 

Created on May 1, 2015; Updated as of October 20, 2017 

 

24 

 The Contract Manager can then either make a screenshot of this by clicking “Ctrl + Alt + Print 
Screen”, then pasting it on Word document to send to the CBC or click on the ‘Download’ option 
of the Tableau report, which will then drop the detail into a .csv file, then save the file as an 
Excel spreadsheet to send to the CBC. 
 

 
 

 Choose the ‘Data’ option. 

 
Then click on the ‘Download all rows as a text file’ link, which will download as a .csv file. 

 
 
Continue this process identified above until all items listed in Section 4m., of the Monthly CBC Invoice 
Review Checklist, have been completed.  Note any findings discovered in the Comments section within 
the checklist. 
 
 
As of October 18, 2016, the OCAs within the various programs listed within Section 4m. of the checklist 
are as follows: 
 
 

• Maintenance Adoption Subsidies / Section 4m.1) Review –  
o 39MAS; 
o SFMSA 
o WO006; and 
o WR001. 

 
 Tableau Monitoring Report – Adoption Subsidies 
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• Licensed Out-of-Home Care / Section 4m.2) Review –  

o CHPA0; 
o LCFH0; and 
o LCRGE. 

*Please Note:  When reviewing these payment records for Section 4m.5), ‘Payment End Date’ must be a 
date on or prior to the child turning 18 years old and the last payment must be prorated. 
 
 Tableau Monitoring Report – Foster Care Payments 
 

 

• Extended Foster Care / Section 4m.3) and Section 4m.4) and Section 4m.6) Review –  
o EFCFH; 
o EFCGH; 
o EFCSL*; 
o EFCOE*; 
o EFPES; 
o EGPES; 
o EOPES*;  
o EPESO*; 
o KRA00*; and 
o KRAI0*. 

*Please Note:  When reviewing these payment records for Section 4m.3), ‘Payment End Date’ must be a 
date on or prior to the young adult turning 21 years old, or 22 years old if the young adult has a 
documented disability in FSFN, except for the OCAs listed above with an asterisk ( * ).  These OCAs may 
have a ‘Payment End Date’ at the end or the 21st birth month, or 22nd birth month if the young adult has a 
documented disability in FSFN. 
 
When reviewing these payment records for Section 4m.4), ‘Payment End Date’ must be a date on or prior 
to the young adult turning 21 years old. 
 
 Tableau Monitoring Report – Extended Foster Care Payments & Chafee Funded Payments 
 
 
 

 

• Independent Living Program (Prior to January 1, 2014) / Section 4m.4) and Section 4m.5) and 
Section 4m.6) Review –  

o CHFSS; 
o SF0SS; 
o ETVSS; and 
o SFAG0. 

*Please Note:  When reviewing these payment records for Section 4m.4), ‘Payment End Date’ must be a 
date on or prior to the young adult turning 21 years old. 
 
 Tableau Monitoring Report – Chafee Funded Payments 
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When reviewing these payment records for Section 4m.5), ‘Payment End Date’ must be a date on or prior 
to the young adult turning 23 years old and the last payment must be prorated. 
 
 Tableau Monitoring Report – Independent Living or Road To Independence 
 
 
 

• Road-to-Independence Program (Effective January 1, 2014)  –  
Postsecondary Educational Services & Supports (PESS) / Section 4m.4) and Section 4m.5) and 
Section 4m.6) Review –  

o CHPES; 
o SFPES; and  
o ETVPS. 

*Please Note:  When reviewing these payment records for Section 4m.4), ‘Payment End Date’ must be a 
date on or prior to the young adult turning 21 years old.  {Suggestion being made to the CBCs is to end the 
Chafee funded OCA CHPES FSFN Service Type the month prior to the young adult turning 21 and then open 
the corresponding State funded OCA SFPES FSFN Service Type.} 
 
 Tableau Monitoring Report – Independent Living or Road To Independence 
 
When reviewing these payment records for Section 4m.5), ‘Payment End Date’ may be the last day of the 
birth month for the young adult turning 23 years old and the last payment should equal $1,256. 
*Please Note:  An additional review of these payments is completed by the Office of CBC/ME Financial 
Accountability, Financial Monitoring Unit to ensure that the FSFN Service Type was ended on or prior to 
the young adult’s 23rd birthday.  Please see FSFN Payment Reference Guide for additional information on 
when FSFN Service Types for the Road To Independence and Extended Foster Care Programs. 
  FSFN Payment Reference Guide
 
 Tableau Monitoring Report – Chafee Funded Payments & Payments Exceeding $1256 
 
 
 
Aftercare Services / Section 4m.5) and Section 4m.6) Review – 

o CH0AT; 
o ETVAF; 
o SF0AT; and 
o SFSRA. 

*Please Note:  When reviewing these payment records for Section 4m.5), ‘Payment End Date’ must be a 
date on or prior to the young adult turning 23 years old.  {Suggestion being made to the CBCs is to end the 
Chafee funded OCA CH0AT FSFN Service Type the month prior to the young adult turning 21 and then open 
the corresponding State funded OCA SF0AT FSFN Service Type.} 
 
 Tableau Monitoring Report – Independent Living or Road To Independence 
 Tableau Monitoring Report – Chafee Funded Payments 
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4n. If unallowable payments were discovered while 
completing 4m., the appropriate staff within the CBC 
was/were notified and when the correction is expected to 
be made: 
Date Notified:  
 
CBC Staff Notified: 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
If an unallowable payment, based on the client’s age, is discovered, the CBC must be notified of the 
unallowable payment(s), then: 
 

1. Enter the date the CBC was notified; and 
 

2. The CBC staff notified, as well as when the correction is expected to be made.  
 

If the notification is completed via email, then include the email correspondence between the Contract 
Manager and CBC, which should include the notification and CBC’s response, along with the Invoice 
submission to DCF /Headquarters.  Note:  If email correspondence is being submitted with the Invoice, 
please indicate this within the Comments section.  If email correspondence is not being submitted, 
provide an explanation within the Comments section of the CBC’s response. 
 

4o. If unallowable payments were discovered while 
completing 4m. during the prior month’s review of the 
Monthly Actual Expenditure Report, has the CBC: 

1) Made the necessary corrections in FSFN to back 
out the unallowable payment(s); and 

2) Reported the credited amount(s) on the current 
month’s Monthly Actual Expenditure Report. 

OCA(s) in which a credit was applied to: 
 
 
 
OCA(s) in which a credit is still required: 
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1) Indicate if the identified unallowable payments have been reversed in FSFN.  If not, then provide 
an explanation in the Comments section the status of when the reversal in FSFN is scheduled to 
be completed.  If there are multiple months requiring reversals to be made, please indicate 
which month the current reversal is for, as well as which month still requires a reversal to be 
completed; for example:   
 

OCA(s) in which a credit was applied to: 
 
 
 
 
OCA(s) in which a credit is still required: 

 
 
 

 
  

2) Indicate if the identified unallowable payments have been reversed in the CBC’s General Ledger.  
If not, then provide an explanation in the Comments section the status of reversal in the General 
Ledger for these unallowable payments.  {If there is not enough room to enter the information 
by OCA and amount in the boxes, then use the Comments section to list the remaining items.} 

 

 

 

 

 

 

{Intentionally Left Blank} 

FSFN January reversal:  39MAS - $834; KRA00 - 
$600 
GL January reversal: KRA00 - $600 
 
 

FSFN February reversal:  WR001 - $417; CHPES - 
$1,256 
GL January reversal: 39MAS - $834 
GL February reversal: WR001 - $417; CHPES - 
$1,256 
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4p. If expenditures are being reported on the Monthly 
Actual Expenditure Report in the CBC-FA System to OCAs 
CHPA0, AS0CS, or PVSCS, verify these expenditures 
were also processed through FSFN for the reporting period 
and/or the payment records are documented in the detail 
on the FSFN to CBC Expenditure Report Reconciliation 
Template indicating there is a timing difference and these 
payment records will be processed through FSFN in the 
next month.   
Are expenditures being reported on the Monthly Actual 
Expenditure Report to OCAs CHPA0, AS0CS, or PVSCS?   
 

If yes, are the expenditures also being processed through 
FSFN?  If no is answered for this question, please reject the 
Monthly Actual Expenditure Report and have the CBC move 
the expenditures to the OCA’s corresponding non-FSFN 
entry OCA; for example, CHPA0 would go to DCM00, AS0CS 
would go to AS000, and PVSCS would go to PVS00.   
 

Please Note:  Any correspondence on this, such as 
rejecting the Monthly Actual Expenditure Report must be 
documented in the Comments section. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note:  If ‘Yes’ and ‘No’ are answered for this data element, please return to the CBC for correction prior 
to approving the Monthly Actual Expenditure Report in the CBC-FA System. 

 

4q. Verify the amounts from the CBC Monthly Actual 
Expenditure Report for OCAs that are required for the 
payments to be recorded through FSFN are accounted for 
on the FSFN to CBC Expenditure Report Reconciliation.   
 

If not, is there clear indication that the CBC intends to 
record such payments in FSFN by listing such payments 
as detailed reconciling items in the reconciliation and/or 
have been accounted for in the Accruals tab?   
 

If there is no indication such payments will be recorded in 
FSFN, please have the CBC reduce such amounts 
currently being recorded on the CBC Monthly Actual 
Expenditure Report from the next month’s submitted 
expenditure report and indicate this in the Comments 
section. 
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This means for all the OCAs in which the FSFN entry of the payments are required (this includes all OCAs 
listed on the FSFN to CBC Expenditure Report Reconciliation Template), verify that all these OCAs are 
accounted for on the reconciliation template.  If an OCA is not listed on the FSFN OCA Summary and 
Detail Report for a particular month, but yet expenditures are being reported on the CBC Monthly 
Actual Expenditure Report, then this amount must also be recorded in Column E within the 
Reconciliation spreadsheet.  This would result in an amount being reflected in Column F; thereby, 
requiring Section B to be completed for that OCA. 
 

Note:  As mentioned before, Section B of the reconciliation spreadsheet must be completed for 
those OCAs in which Column D and Column E do not equal each other, except for the OCAs 
specifically identified within Section B as “(Reconciliation between FSFN and GL is not 
required)”  
 
However, for these OCAs the CBC still needs to enter the amounts in Column 
E with the same amounts that are being reported in the CBC-FA System.   

 
     The OCAs that fall within this exception are CS00H, CS0AS, CS0IH, SAFMS, and 19MCB. 

 

 

4r. Were any unallowable costs identified after reviewing 
the CBC’s detailed general ledger?  
If yes, please provide an explanation of identified 
unallowable costs and the correction required. 
 

Please Note:  This is a higher level review than that 
required of the CBC Transaction Sample. 

   

 

 

At a high level review of the CBC’s detailed General Ledger, types of expenditures can easily be 
identified for the various sub-accounts.  These sub-accounts are mapped to OCAs and the CBC has 
provided the crosswalk of the sub-account codes to OCA/Cost Pool in the CBC’s Cost Allocation Plan.  If 
certain types of expenditures are identified as being coded to OCAs that do not match the description of 
the intended purposes for the OCA in the Cost Allocation Plan, the CBC must be notified; for example: 

 

Clothing allowances are being coded to OCA CS00H.  Clothing is part of the Foster Care 
Maintenance Payment and should be coded to the licensed placement type in which the out-of-
home child is placed, such as OCAs LCFH0 or LCRGE.  These expenditures must be entered in 
FSFN under a FSFN Service Type specific to Clothing Allowances.   
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4s. Verify the amounts from the CBC State Funds Carry 
Forward Report, if applicable, are in accordance with the 
CBC’s submitted Planned Uses of State Funds Carried 
Forward Report.   
If not, please provide an explanation. 

   

 

 

From the amounts being reported in the submitted CBC State Funds Carry Forward Report, verify the 
OCAs in which Carry Forward expenditures are being reported to match the OCAs specified in the CBC’s 
submitted Planned Uses of State Funds Carried Forward Report.  If they are different, then the CBC 
should be notified and then asked to submit a revised Planned Uses of State Funds Carried Forward 
Report via the CBC-Financial Application system; see below: 

1.  To review and approve the submitted revised Planned Uses of State Funds Carried Forward  
 Report; and 

2.  Notify the Office of CBC/ME Financial Accountability the report has been accepted and is 
awaiting approval. 

 
 

 

4t. Upon review of the General Ledger, Transactions 
identified in which the Contract Manager would like the 
Office of CBC/ME Financial Accountability to include on 
the Quarterly Desk Review for the CBC as sample items. 
Number of Transactions identified:  
 
Please Note:  Make sure a separate General Ledger file is 
saved with the Transactions clearly identified / highlighted.  
Also, please note the file’s name in the Comments section.                                                         
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When reviewing the General Ledger, please make sure there is enough detailed transaction information 
provided within the ledger so that other individuals reviewing CBC transactions can identify what each 
line item recorded was for.  Below is an example of submitted General Ledger that does not have 
enough transaction detailed information and then an example of submitted General Ledger that does. 

 

In addition, identify some General Ledger transactions that could be sampled when the Quarterly Desk 
Review is completed by the Office of CBC/ME Financial Accountability.   
 

A copy of the CBC’s submitted General Ledger should be saved with these transactions clearly identified 
/highlighted.  Also, please include in the file why this transaction was chosen, i.e. “What was it about 
this particular transaction that made you want to have it sampled?”   
 

List the number of transactions you are requesting to have sampled and provide the name of the copied 
General Ledger file being submitted in the Comments section within the checklist.  

  

Example of a General Ledger without enough detailed transaction information: 

 
 

 

Example of a General Ledger with enough detailed transaction information: 

 
 

 

 

{Intentionally Left Blank} 
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Analysis and Use of CO View Workbook 

Using the CO View Workbook Yes No Not 
Applicable Comments 

5a. Update the Admin Cost, Section A & B OCAs, and 
Section C tabs within the CO View with the amounts 
entered in the Net Expenditures column of the Expense 
section within the CBC-Financial Application system by the 
CBC. 

• Enter data in the green cells according to OCA 
and month. 

    

 

1. Enter the amounts from the Admin Spread Column of the Monthly Expenditure within the CBC-
Financial Application system in the Admin Costs Tab within CO View spreadsheet; see below:  

 

   
 

  

Please Note:  All entries made within the CO View should be entered in the “Green Shaded” cells only. 
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2. Enter the amounts from the Net Expenditures Column of the Monthly Expenditure within the 
CBC-Financial Application system in Section A&B OCAs Tab within the CO View spreadsheet; see 
below:  
 

 
 

 
 
 
 
 
 
 

{Intentionally Left Blank} 
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3. Enter the amounts from the Net Expenditures Column of the Monthly Expenditure within the 
CBC-Financial Application system in Section C OCAs Tab within the CO View spreadsheet; see 
below:  
 

  

  
 

 
 

DCF | Office of CBC/ME Lead Agency Financial Accountability 
 



Monthly CBC Invoice Review Checklist Process 

REFERENCE GUIDE 

Created on May 1, 2015; Updated as of October 20, 2017 

 

36 

5b. Update the Total Exp tab with the non-recurring 
expenditure amounts entered in the Non-Recurring 
column of the Expense section within the CBC-Financial 
Application system by the CBC.  

• Enter data in the green cells according to OCA 
and month. 

   

 

 
Enter the amounts from the Non-Recurring Column of the Monthly Expenditure within the CBC-Financial 
Application system in the Total Exp Tab of the CO View; see below:  
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5c. Update the Carry Fwd Used tab with the carry forward 
amounts entered in the Carried Forward column of the 
Expense section within the CBC-Financial Application 
system by the CBC. 

• Enter data in the green cells according to OCA 
and month. 

    

 
Enter the amounts from the Carry Forward Column of the Monthly Expenditure within the CBC-Financial 
Application system in the Carry Fwd Used Tab of the CO View; see below:  
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5d. Update CO View tab, Monthly Pymts column (Column 
AR), with the amount provided in the Advances section 
within the CBC-Financial Application system of the monthly 
fixed payment received since the prior month’s expenditure 
report. 

    

 
Enter the monthly advance payment amount from the Advances Tab within the CBC-Financial 
Application system in the CO View Tab of the CO View; see below:  

 

   
 
 
 
 
 
 
 
 
 
 
 
 
 

{Intentionally Left Blank} 
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Go to CO View Tab – Verify and Review Totals with the 
CBC Monthly Actual Expenditure Report Yes No Not 

Applicable Comments 

6a. Review the CO View for any significant increases 
and/or decreases by OCA from the previous months. 
 
If so, can these increases and/or decreases be explained?  
(For example, children in licensed out-of-home care 
increased causing a significant increase in licensed out-of-
home costs.) Please provide an explanation. 
 
If an OCA amount is being submitted as a negative 
amount for the month, please have the CBC provide an 
explanation for such occurrence. 
 
Please Note: All correspondence with the CBC where the 
CBC has explained the identified significant increases, 
decreases, or negative amounts by OCA must be 
provided to the Office of CBC/ME Financial Accountability 
along with the Invoice / Monthly Actual Expenditure Report 
submission.   
 
Also, please note in the Comments section how the above 
mentioned correspondence is being provided with the 
current submission of the Invoice / Monthly Actual 
Expenditure Report, as well as the file name, if applicable, of 
the documented correspondence. 

 

 

 
 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 
Provide an explanation in the Comments section for any significant increases/decreases in monthly 
amounts by OCA.  In addition, any negative monthly amount reported by OCA must be explained and 
described in the Comments section. 
 

Significant increases and decreases are closely monitored by the Office of 
CBC/ME Financial Accountability.  Therefore, in an effort to prevent duplicate 
questions from being asked, please provide the correspondence made with 
the CBC in which the CBC has explained significant increases, decreases, or 
negative amounts by OCA. 
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6b. Review and approve the expenditure report in the 
CBC-Financial Application system. 

    

 
Indicates the Monthly Expenditure Report in the CBC-Financial Application system has been approved by 
the Contract Manager and is now ready for the Office of CBC/ME Financial Accountability to review and 
approve. 
 
 
 

Submission for Payment  

Finalizing the Process Yes No Not 
Applicable Comments 

Five-line stamp the payment request cover letter, then sign 
and date to approve payment. 

   
 

 
Indicates all the necessary dates have been entered for the five-line stamp placed on the invoice or 
cover letter by the Contract Manager.  
 

 

Prepare Summary of Contractual Services 
Agreement/Purchase Order form located on the Florida 
Accountability Contract Tracking System at:  
https://facts.fldfs.com/Search/ContractualAgreement.aspx?
AgencyID=600000&ContractID= 
Once at this website location, enter the CBC Lead 
Agency’s contract number after the = of the website 
address. 

   

 

 
Prepare the Summary of Contractual Services Agreement/Purchase Order form.   
 

 

DCF | Office of CBC/ME Lead Agency Financial Accountability 
 

https://facts.fldfs.com/Search/ContractualAgreement.aspx?AgencyID=600000&ContractID=
https://facts.fldfs.com/Search/ContractualAgreement.aspx?AgencyID=600000&ContractID=


Monthly CBC Invoice Review Checklist Process 

REFERENCE GUIDE 

Created on May 1, 2015; Updated as of October 20, 2017 

 

41 

 

Remove any passwords from the files, documents, and 
spreadsheets being emailed to the Office of CBC/ME 
Financial Accountability.  

   
 

 
When sending emails from DCF staff to DCF staff using the “myflfamilies.com” email address, protecting 
attached files using password protections within the file itself is not necessary. 
 
 

Scan any completed Invoice documentation with 
signatures to create an electronic file. 

    

 
Only documentation with signatures should be scanned and submitted as an Adobe file.   
 
Submit all other documents, as applicable, in the exact file/format listed on Page 8 of the Monthly CBC 
Invoice Review Checklist to the various DCF / Headquarters staff provided in the Comments section of 
Page 7.  Note:  Please do not scan these documents and send as one Adobe file. 
 

 

 
 
 
 
 
 
 

{Intentionally Left Blank} 
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Year-End Activities are completed when the Final Expenditure Report 
has been submitted by the CBC to the Department 

 

Year-End Activities  
Please Note:  It is recommended that the review for Data Elements 9e. – 9g. begin in April, continuing through to the Final 
Expenditure Report, to allow time to process any identified corrections needed through FSFN. 

Action Steps Yes No Not 
Applicable Comments 

9a. Verify the Final Expenditure Report’s amounts by OCA 
match the sum of the amounts by OCA in the CBC-
Financial Application system.  If the amounts do not match, 
please return the Final Expenditure Report back to the CBC 
for corrections.  In the Comments section, document when 
corrections are needed and the date in which the Final 
Expenditure Report was returned back to the CBC for 
corrections. 
 

To do this, Export the amounts from the CBC-FA System 
then manually add the June reported expenditures.  
Compare these totals to the Final Expenditure Report. 
 

Please Note:  Until ‘Yes’ can be answered here, 9b. – 9d. cannot 
be completed; however, depending on the outcomes of 9b. – 9d., 
a new Final Expenditure Report may be required.  If this is the 
case, 9a. will need to be documented indicating what caused the 
CBC to submit a new Final Expenditure Report. 

   

 

 
 
When reviewing the completed and submitted Final Expenditure Report, make sure that the amounts by 
OCA equal the amounts by OCA in the CBC-Financial Application system.  If these amounts by OCA do 
not equal, return the Final Expenditure Report to the CBC for correction.  Remind the CBC that the Final 
Expenditure Report is expected to equal each year-to-date amount by OCA recorded in the CBC-
Financial Application system.  If multiple attempts are made by the CBC in determining the amounts by 
OCA for the Final Expenditure Report, inquire to the CBC of the documentation used to complete this 
report and assist in checking each monthly amount within the CBC-Financial Application system to 
determine if a difference can be found. 
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 From the Tools option within the CBC-FA System, select ‘Query Tool’, which looks like: 

 
 
 
 
 Then using the screenshot below, enter the same information as shown below, except make 

sure the contract number of the CBC being reviewed is entered in the Example data field and 
the appropriate FY is entered, clicking on the ‘Add’ button after each entry, then click on the 
‘Run’ button. 

 

 
 
 
 
 Once the ‘Run’ button is selected, the YTD expenditures for the CBC will be displayed.  Once 

displayed, click on the ‘Export to Excel’ button. 
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 Once the ‘Export to Excel’ button is clicked, a downloaded file banner is displayed.  From here, 

there is the option to directly ‘Save’ the file to a folder or ‘Open’ the file. 
 
 

 
 
 
 If opening directly, the file opens in an Excel spreadsheet; from here the data can be sorted and 

summed by OCA. 
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 When determining if the amounts from the export match the YTD amounts on the Final 
Expenditure Report, make sure to calculate the below subtotal amounts by OCA using the 
following formula: 

Amount Column – Carry Forward Amount Column + June Expenditure Report Amount 
 

 
 
 
 
 
 
 
 
 
 
 

{Intentionally Left Blank} 
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9b. Once the June expenditures have been entered in the 
CO View maintained by the Contract Manager, are there 
any June reported OCA amounts which exceed 45% of 
the OCA’s Allocated Amount (the amount allocated on the 
SoF)? 
   
If yes, please make sure the CBC has provided written 
justification as to why the increased amount of the OCA’s 
expenditure is being reported in June, which of the original 
OCA, if any, is being reduced, and email the Office of 
CBC/ME Financial Accountability (OFA) to find out what 
additional documentation will be required before the June 
Actual Expenditure Report is accepted in the CBC-FA 
System. 
 
Please email OFA at: 
HQW.CFO.Fiscal.Accountability@myflfamilies.com 
 
Example:  SFY XX-XX’s OCA WAYSS was budgeted 
$350,000 in the SoF, and the CBC has reported $243,000 
to this OCA on the June Actual Expenditure Report. 
($243,000/$350,000 = 69%)  Since the June expenditure 
for this OCA exceeds 45% of the allocated amount, 
additional information must be obtained. 

   

 

 
This is only required for the OCAs located in Section C of the SoF. 
 
 
 

9c. Verify the Final Expenditure Report’s amounts by OCA 
do not have a year-to-date negative amount.   
If so, please provide an explanation for such negative 
amounts from the CBC. 

   

 

 
Any OCA with a final negative expenditure amount means that during the year, credits were applied to 
the OCA for expenditures that occurred prior to the current fiscal year.  An explanation is required for 
any OCA resulting in a year-to-date negative amount. 
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9d. Verify the YTD Tab, Column E within the FSFN to CBC 
Expenditure Report Reconciliation Template equals the 
CBC’s Final Expenditure Report by OCA. 

   
 

 
Using the June submitted FSFN to CBC Expenditure Report Reconciliation Template, go to the YTD Tab, 
Column E and verify that the YTD amounts equal the amounts being reported on the Final Expenditure 
Report. 
 
Note:  If these amounts do not match, please return the FSFN to CBC Expenditure Report Reconciliation 
Template back to the CBC for correction.  This does not have to stop the review process for the Year-End 
Activities, but the reconciliation template does need to be corrected prior to the approval of the June 
Actual Expenditure Report in the CBC-FA System. 
 

9e. Using the Tableau Monitoring Reports website at: 
https://tableau.dcf.state.fl.us/#/site/Administration/workboo
ks/1229/views 
Looking at the ‘Non Recurring Adoption Expenses’ Report 
for OCA MP000 (Non-Recurring Adoption Expenses): 

•  Verify there are no duplicate payments by child; and 
•  Verify payments do not exceed $1,000 per child. 

 
 
 
 
 

 
 

 
 
 
 
 

 
 

 
 
 
 
 

 
  

 
Please see pages 22 – 24 for detailed instructions needed to query the FY and the CBC being reviewed.  
Using the ‘Non Recurring Adoption Expenses’ Report, verify the OCA MP000: 
 

1. Equals the year-to-date annual amount reported by the CBC on the Final Expenditure Report 
(This is done only when the Final Expenditure Report is submitted); 
 

2. There are no duplicate payments by child.  This can be completed by sorting the file by FSFN 
Person ID to look for multiple payment rows (This should be done in April prior to the 
submission of the Final Expenditure Report);  
  

3. Verifying payments do not exceed $1,000 per child (This should be done in April prior to the 
submission of the Final Expenditure Report); and 

 
4. Each child is under 18 years of age (This should be done in April prior to the submission of the 

Final Expenditure Report).   
 

 Exception:  This non-recurring expense can be claimed for an adopted child within three (3) months 
 of the adoption being finalized; therefore, if a child is adopted close to his/her 18th birthday, a payment 
 made be recorded to OCA MP000 one month, or even two months, after the adopted child turns 18.   
 

 Remember, Person ID is different than Payee ID or Provider ID in FSFN.  
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If any of the above items are discovered, the Final Expenditure Report must be returned to the CBC for 
correction.  In addition to returning the Final Expenditure Report to the CBC, adjustments within FSFN 
must be made and the CBC must inform the Contract Manager when such adjustments will occur.  
However, if a review of these expenditures begins in April, the hope is these items, if applicable, can be 
identified prior to the submission of the Final Expenditure Report. 
 
 

9f. Using the Tableau Monitoring Reports website at: 
https://tableau.dcf.state.fl.us/#/site/Administration/workboo
ks/1229/views 
Looking at the ‘Chafee and Chafee ETV PESS Payments’ 
Report, verify that Chafee OCAs (CHFSS, CHPES) and 
the Chafee Education & Training Voucher OCAs (ETVSS, 
ETVAF, and ETVPS) do not both benefit the same child 
during the state fiscal year. 

   

 

 
If all corrections have been made to any unallowable expenditure discovered in Section 4m., then the 
next review of the Road-To-Independence / Independent Living Programs remaining is to verify no FSFN 
Person ID received a payment from both a Chafee and Chafee ETV OCA during the same state fiscal year.   
 
Using the ‘Chafee and Chafee ETV PESS Payments’ Report, verify that these OCAs are: 
 

1. Equal to the OCA year-to-date annual amounts reported by the CBC on the Final Expenditure 
Report (This is done only when the Final Expenditure Report is submitted); and 
 

2. Not being used as payments provided to the same FSFN Person ID.  This can be completed by 
sorting the file by FSFN Person ID to look for multiple payment rows and the OCAs these 
payments are being coded to (This should be done in April prior to the submission of the Final 
Expenditure Report).  

 

 
 

9g. Using the Tableau Monitoring Reports website at: 
https://tableau.dcf.state.fl.us/#/site/Administration/workboo
ks/1229/views 
Using the ‘EFC, IL, and RTI Payments’ Report, verify that 
OCAs specific to the Extended Foster Care, Road-To-
Independence, and Independent Living Programs do not 
benefit the same child during the same Payment Service 
Dates. 
Note:  Please see Pages 6 and 7 for Programs’ OCAs. 
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The final review of the Extended Foster Care / Road-To-Independence / Independent Living Programs 
remaining is to verify no FSFN Person ID received a payment from two or more programs during the 
same Payment Service Dates. 
 
Using the ‘EFC, IL, and RTI Payments’ Report, verify these programs and OCAs within them are: 
 

1. Equal to the OCA year-to-date annual amounts reported by the CBC on the Final Expenditure 
Report (This is done only when the Final Expenditure Report is submitted); and 
 

3. Not being used as payments provided to the same FSFN Person ID during the same Payment 
Service Dates.  This can be completed by sorting the file by FSFN Person ID, Payment Begin Date, 
Payment End Date, and OCA, respectively, to look for multiple payments between programs 
during the same payment dates (This should be done in April prior to the submission of the 
Final Expenditure Report).  
  

 
*Please go to pages 24 – 26 of this document for a list of OCAs by Program. 
 
 
 
 
 
 
 
 
 
 
 
 

{Intentionally Left Blank} 
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Final Completion and Signature 
 

 
Once all elements have been completed within the checklist, the checklist is ready to be signed and 
dated.   
 
For the checklist completed by the Contract Manager by hand, please sign and date Page 9 of the 
checklist and scan to an Adobe format/file. 
 
For the checklist completed by the Contract Manager electronically within Word, please sign and date 
Page 9 of the checklist electronically. 
 
 
In order to set your credentials to the signature block for your saved Monthly CBC Invoice Review 
Checklist, please follow these first steps: 
 

1. Click on the ‘X’ to open the text box;  
 

  
 
 

2. Right click within the text box, choose ‘Signature Setup’; 
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3. Update signer and signer’s email address, click on the ‘OK’ button; 
 

  
 
 
To sign and date the checklist electronically: 
 

1. Click on the ‘X’ to open the text box;  
  

  
 
 

2. Right click within the text box, choose ‘Sign’;  
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3. Click on the ‘OK’ button; 

 

  
 
 
 

4. Click in the text box and enter your name, click on the ‘Sign’ button; 
 

  
 

5. A message box will appear indicating your signature was accepted.  Once this occurs, the 
document is “Marked as Final” and cannot be edited any further unless the ‘Edit Anyway’ 
button, found at the top of the document, is chosen.   
 

 
 

  

Regardless of the signature entered in the text box, 
the user’s signature information previously setup is 

the name provided under the signature line.   
 

In addition, if the document is being signed on 
another user’s computer, the user’s name assigned 
to the computer will always be displayed as well.  
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6. If the ‘Edit Anyway’ button is chosen, a message will appear informing the user that the 
document will not be saved with the signature previously provided. 
 

  
 
 
 

7. If the ‘Yes’ button is chosen, the signature will be deleted and the document has been saved 
without a signature. 

 

  
 
 
 

  
 
 
Variations can be used on setting up the user’s signature, such as an image being chosen of the user’s 
signature in a different font, previous setup as a .jpeg file.   
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Adding an image as the signature is done by: 
 

1. Choosing the ‘Select Image’ hyperlink next to the text box; and 
 

  
 
 

2. Choosing the previously setup signature file name, then click on the ‘Open’ button; 
 

  
 
The signature image has now been saved in the document.   
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 Below is a summary of all the updates made to this reference guide and the date in which the updates 
were made. 

o Updated 10/20/2017 –  
 Added language to Data Element 4c. on Page 14;  
 Added language to Data Element 4i. on Page 17;  
 Updated review tool used and added language to Data Element 4m. on Page 21;  
 Added language to Data Element 4n. on Page 27;  
 Added a new Data Element (4p.) on Page 29;  
 Added language to Data Element 4q. on Page 29;  
 Added language to Data Element 6a. on Page 38;  
 Provided additional instruction for Year-End Activities on Page 41;  
 Updated language to Data Element 9a. on Page 41;  
 Added a new Data Element (9b.) on Page 45;  
 Added a new Data Element (9d). on Page 46; and 
 Added review tool link to use for Data Elements 9e. – 9g. on Pages 46 – 47. 

o Updated 4/5/2018 –  
 Added additional information about 4m.5) and a hyperlink for the FSFN 

Payment Reference Guide on Page 26; and   
 Added additional information on the CBC’s General Ledger submitted with the 

Monthly Actual Expenditure Report on Page 32. 

 

 
 
 
 
 
 
 

{End of Document} 
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