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POLICY:
The ADSP Coordinator will be responsible to provide the Financial Manager with a monthly report of the attendance for the day program clients. 
PROCEDURE:

1.
The ADSP Coordinator will develop a monthly report to reflect the days of 
attendance and the code for charging the clients. 

See EXHIBIT #3 – Monthly Billing
2.
 The report must be submitted to the Financial Manager by the 5th of the following 
month.
3. 
The monthly report data is taken from the attendance from the day sheets.

4.
The codes uses are “a” for attended, “c” charged but not in attendance,  “n” for 
not attended and not charged for the day.

5.  
The monthly billing form is on the shared drive under “Linda O”, followed by 
“Monthly Billing”.

6. 
 The ADSP Coordinator will send an electronic copy to the Financial Manager as 
well as make a copy to be kept in a binder labeled “Attendance Records”. 

7.
The Financial Manager will follow the established procedure for sending out the 
billing to the client/next of kin. 
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