Hamilton Co. JFS’ Invoice Instructions
Invoices must have the following information for each child that you’re billing for:
· Indicate if the invoice is a HCJFS/UM or HOPE invoice (mark an “x” in the specified box on the invoice)

· Vendor information

· Name

· Address

· Phone number

· Vendor number

· Contact person

· Unique invoice number

· Date of invoice

· Your organization’s Contract number 
· Contact your assigned Contract Specialist or Lee Anne Cooksey (513-946-2181) if you don’t know your contract number
· SACWIS Person ID (this is located on the client’s Authorization Report)
· Do NOT list the client’s SSN.  (for confidentiality purposes)

· Client’s name (List your clients alphabetically)
· Service description (IE: TFC-1, RL, RGH, RL1AIR, etc.)
·  TFC, RL and SIL services must be on separate invoices
· Dates of service for the month you are invoicing
· Number of units requested
· Total number of units billed per child

· Unit price

· A “Total” amount for the invoice
· “Original” Signature 
· Cannot accept stamps, copies or faxed copies.
**Omission of the above information can result in the delay of payments and/or your invoices being returned to your agency for completion.
Other Invoicing Rules and Guidelines:
· “White-out”, highlighting and colors other than black or blue cannot be used on invoices that are being submitted for payment.
· Email your invoices to:
Stacy Woosley  –   WOOSLS@jfs.hamilton-co.org
· Send via Encrypted Email - If required by rule, regulation or your agency's policies
AND
· Mail your original signed invoices to:     Stacy Woosley

            Hamilton Co. Job and Family Services

            222 E. Central Parkway

            5th floor – 5NE834

            Cincinnati, OH  45202

· An invoice should only contain one month per invoice.  Several clients can be included on one invoice as long as all of the services pertain to the same month. 
· You must invoice within 60 days of the date of service.  Invoices for services over 60 days old will not be paid.
· You will receive an Authorization Report “Administrative Auth” for each client for whom services have been approved.  Make sure the service code (“Auth Service”) and Person ID on your invoice matches the information listed on the Authorization Report.  
· Call the child’s UM Care Manager immediately if the Administrative Report you receive is incorrect.
· Colored paper cannot be used for invoices.  Only white paper is acceptable.

· We cannot accept invoices that are requesting payment for any dates beyond the current date.

· See the attached invoice template.  It may be helpful when completing your invoice to HCJFS.[image: image1.png]
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