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Documentation of client services 

Client services are documented using multiple methods. Each client has a case file with written 

documentation of all services via case notes and copies of submitted forms and documentation. 

Documentation is reviewed following the policies laid out in the Compliance Policy. 

The Project Sponsor further documents client services using MIP Accounting Software, which 

tracks all current and past services. All services are verified by comparing with past services for 

that client and vendor. 

 

Financial Process- Paying Providers 

Requests are received from the Case Managers and then processed by the Project Sponsor. 

Request are processed and payments are issued weekly. No completed request will take more 

than two weeks to be processed and paid by the project sponsor. Most requests are processed 

in less than one week.  The process has been laid out in the following process map. 
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Financial Process- Paying Project Sponsors 

Subcontracted agencies are contractually required to submit invoices for payment for 

subcontracted services by the 10th of each month. This invoice documents the number of clients 

that have been seen for the month and the date the client has been seen. Once the project 

sponsor receives the invoice and it is reviewed the invoice is paid within 30 days. This 

information is combined with the information on client services that have been directly paid by 

the project sponsor. Using this information, the Finance Director compiles a monthly 

expenditure report. This information is reviewed and approved by the Program Director who 

signs the invoice for services. This invoice is then submitted to the Florida Department of Health 

along with required documentation demonstrating the completion of deliverables such as 

monthly chart reviews and client counts as described in the HOPWA contract. 

An example of the invoice used by the subcontractors and the information that is required can 

be seen below. 

 


