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Purpose: discuss some of the most important factors in claim submissions and processing with the goal of looking at both the district and the OCC side of the situation in order to expedite payments and ensure everything on the claim gets paid.  



Allocations, Claims, and Reimbursements
• Think of the OCC’s money as being divided up in buckets.
• The districts tell Brandon (who tells OMES) which bucket of money 

each item on a claim should come out of.
• Most buckets only have a certain amount of money in them, a few 

seem to have an endless supply.

DM 
Salary Copy 

Rental
Operating
Expenses

Office
Supplies

InsuranceInternet

Presenter Notes
Presentation Notes
Allocations, Claims, and ReimbursementsSee slide…To ensure reimbursements get done correctly and as efficiently as possible, we have standardized guidelines in place for the district staff so that the person processing all the claims at the OCC does not receive and review the data in 84 different ways.Consistency and cohesiveness in submissions is the key to optimal processing. It’s important to be aware of your allocations; know how much money you have in your buckets and then make sure the expenses you want reimbursed for get taken out of the correct bucket. You should always make sure the payment received match up with the claim you submitted (doing this as you are reimbursed makes the end of year audits much easier). If something is missing during the claims process, the OCC will not call or email you to explain why a claim payment is short. It is up to the district to compare the claim submitted and the payment received and ask if clarification is needed. OCC staff (Brandon) is always willing to explain if you don’t know what caused the payment being shorted issue, as well as help to resolve the situation.
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This slide is a very brief overview of claim components- there are multiple facets to each of these items. District employees are aware of how to assemble claims, so the focus of this presentation is on the rules, policies, and requirements of how claims are verified inorder to prevent your payments from being delayed. We will share information on how all of the components are intermingled, and to help the district staff have a better understanding of the WHYs and the HOWs of the entire claim process so you know what the OCC’s guidelines are and what they must have to check and process each and every claim.OSF-3 Form:Always make sure this is complete – all the signatures are in place and in blue ink, notary seal is stamped, district information, including EIN is listed at the top.Timesheet:Complete, clearly understandable (be cautious of unofficial abbreviations) and correct (including leave accruals) – no handwritten entries.Payroll Worksheets:Signed, salary matches pre-claim, state and local funds must be listed in the proper places, and are accurate when compared to the 6A & 6B. Provide ALL the payroll worksheets for ALL monthly salary. A worksheet that is for local salary only still must be included with your claim. Part-time Hour Tracker:If there is an unallocated part-time position at the district, their hour tracker must be included with the claim. This is documentation that the employee has not exceeded their 999 allotted hours per anniversary year.Invoices & Bills:Use the claim checklist to make sure all required information is on each invoice or bill. No statements without descriptions.941 Employer’s Tax Receipt:There will be no reimbursement for salary without proof the taxes are paid, taxes payments must be made on one-time payments and longevity too.Bank Statement:Salary payments do not have to be shown as cleared on the bank statement(s); this requirement is for Operating Expenses only.



6A or 6B - State & Local 
Rates + Unscheduled Pay Pre-Claim

Claim Payment!
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Image shows the Basic Flow (the big items)District staff must keep in mind there are things necessary for a claim to be processed that aren’t truly a claim component; like the 6A, 6B, and the Pre-Claim.6A & 6B ALL types of pay: state reimbursed, local funds, any unscheduled or “special” pay is documented.Pre-ClaimALL pay is included on the form, and a check from the district has been received by the OCC. If a district makes a claim for a payroll expense, the OCC should have already received proof of that pay rate: on a 6A or 6B, AND should already have received the pre-claim.If the district can write a check for salary, then the paperwork that is associated with that payment (6A or 6B) should have been completed as well. ClaimOnce the salaries are paid, a claim is prepared, approved by the board, and mailed to the OCC. Claims are one of the few items that cannot be emailed. Once the claim packet arrives in OKC and the back-up documents are checked- the district receives a reimbursement payment.
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Checking all the aspects of reimbursement claims can be like a dog chasing their tail.According to the OCC staff (Clancy and Brandon) that processes district claims, the toughest component to process in a claim (due to all the check factors and forms) is Payroll. Payroll is normally the biggest reimbursable item on the claim, AND the OCC makes reimbursing payroll their highest priority. Even if another expense has some issues and a payment for that item must be delayed- they want to pay the districts for payroll as soon as possible.This presentation will spend the most time on payroll; but will hit upon multiple forms and factors first to ensure there is enough time in the schedule to address everything; and then we will take a more in depth look at payroll.
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Processing a claims from the first page to the last page is multi-dimensional. The graphic shows how some things are connected.Always use the two-digit item code list and the checklist. Use them over and over, even if you haven’t had an issue with a claim in months. Using the checklist will ensure every invoice has all the required elements, district name as the customer and the required notations that are listed on the checklist.Including the vendor’s name on the claim form is also helpful; especially on claims with a lot of back-up. If there are 2 invoices for the same item code (like in this graphic), the total amount of both invoices is on the claim form; however, documentation for all amounts that make up that total must be shown as paid on the bank statement.When sending invoices in the packet, the entire bill is not needed.  Example, if there is a 6-page invoice for a phone bill, only the pages that include the required information needs to be sent (what was purchased, the amount, District Name, the period in which the bill is for); all the other pages that come with the bill are not needed. A vendor’s statement must have all the required elements too. Bank Statements are required now for operating expenses. This is because we must have proof that an expense has truly occurred- this mean that the transaction amount has actually been deducted from the district’s bank account. All pages of the bank statement isn’t needed, if the page doesn’t have a charge being claimed or other required information (including the district’s name), then it doesn’t need to be sent in with the claim.REMINDER: All Funds Are Public Funds- district financials are public record. Payments for salaries and all the districts’ bills- even if paid with local, non-reimbursed funds- are all considered public funds. If the district spends money- it’s a public fund expenditure. Under open records, the OCC and the public can get nearly all the district financial information; crossing it off of a bank statement doesn’t really make it “secret”.Regarding the recent change to add bank statements as a required element, just because a check was written doesn’t mean the funds left a bank account!Here is an example to consider: A district writes a check to a welder for repairing a grass drill, but the check is lost before getting cashed/deposited and the welder doesn’t notify the district, The funds are never taken out of the district’s bank account. If the OCC reimburses the District for that expense, then it ends up being a reimbursement for something that was never actually paid for. Providing bank statements with claims, prevents this issue and the potential for trouble with the state auditor.Other Miscellaneous things on Claims:Completely mark out QR Codes and Bar Codes, this is the job of the person preparing the claims and should not have to be done by OCC staff.For an Employee reimbursement, the Reimbursement Form from the OCC website must be used; including the check payment details, board member signature, and posting on the bank statement. A copy of the check alone will NOT be accepted.Travel claims are considered operating expenses.  The Travel claim from the OCC’s website must be submitted, along with information about the payment to the employee, and the bank statement proving the payment has cleared. Page 2 of the travel claim is only necessary to document milage if travel was to a location that does not show up on an online map like Google. Both a Google Map and page 2 of the form is not needed. Also, mileage and per diem rates must follow the GSA rules.To save districts postage and the OCC time sorting through pages, please just send the pages that meet requirements and are really needed. Don’t send extra pages and copies of the checks, etc..If items are put it on a claim with salary and operating expense, that expense will be deducted from operating expense even if it was a non-allocated item such as LRP Expense, Publishing Expense, etc. 
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Now we will address PAYROLL; this is the overview of all the things that are encompassed in the salary portion of a claim.All amounts to be reimbursed for should be from the same month and should include all payments to all employees. Be sure that the payroll worksheets are submitted for ALL the salary received each month. OCC requires those records to ensure pay is properly documented and recorded. Failing to report all salary, including local only, has an impact on retirement and payroll taxes. Not reporting all salary (on a pre-claim and providing the payroll worksheet) could mean that someone, likely the district employee, may have to look through years and years of old documents if OPERS has questions about earnings. This is something that has actually happened.Just get into the habit – if there is any type of pay that is outside of the normal monthly salary (one-time, quarterly, etc.) – make sure it’s on a 6A or 6B, it’s on the pre-claim, both of those are already submitted to the OCC, and then provide a copy of the payroll worksheets with the claim.



for payroll claims 
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All the numbers mean something and have to be double checked somewhere, checking claims involves looking at all the payroll numbers in numerous places!As we showed in a previous slide, the 6A is the very first step in processing a payroll reimbursement claim. The 6A & 6B forms are critical when processing both pre-claims and claims. If a district makes a claim for a payroll expense, the OCC should already have received proof of that pay rate on a 6A or 6B AND should already have received the pre-claim. All salary amounts and rates must be match up with the pre-claim.It is suggested that any quarterly payments are listed on the District Calendar of Yearly Work and staff has reminders set up so that the 6A/6B is done in ADVANCE and not after the payments are made.OCC forms: pre-claim, claim, payroll worksheets ALL have formulas that will auto calculate items- please do not overwrite this cells.  It cannot be stressed enough: Preclaims and the payroll worksheet are vital- to BOTH the districts and the OCC- please ensure all your forms are correct and timely. When districts are paying a one-time payment, or there are grant funds that are to be paid, those funds must be put under LOCAL funds, not OCC funds. This applies to the payroll worksheet as well as the pre-claim.  When a district puts local funds on the OCC lines, the claim packet will be returned to the district for correction.  When there are pay increases to salaries for Cost of Living (COLA) from OCC’s funds, please ensure those updated amounts are put on the proper lines of the pre-claim and payroll worksheet, as well as the OSF-3 Form.If a claim for reimbursement for a one time pay is submitted by a district and that payment was not included on the pre-claim already- OCC will not process the claim until the pre-claim is correct. This also pertains to longevity payments.Payroll WorksheetMust have signatures in blue ink, the salary rates and amounts must match the pre-claim, state and local funds must be listed in the proper places and must be accurate compared to the most recent 6A. Please put only OCC salary amount on the OCC line.  Anything that is paid by district (grants, one time pays, etc. must go on the Local Line on the pre-claim and payroll worksheets). If the amounts are listed on the wrong lines, the OCC will return the entire claim packet to the district to be corrected.  This is very critical in order for OCC to process claims promptly and get salaries reimbursed timely.  If districts are uncertain about a pre-claim or claim, documents can be email to Brandon at the OCC to check in advance of the hard copies being submitted.Always make sure updated version of the forms are use.The 6A & 6B forms have recently been updated and are on the website.  If there are older ones saved to the computer, please update them. If you are having issues with the information on any of the forms contact Brandon, your ADC, or Clancy if you need assistance. 	
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The 6A & 6B forms have been recently revised and are accepted via email only- hard copies should not be sent to the OCC, but instead retained in personnel files at the local office.The 6A is used for new hires, change of position, change of salary, and scheduled quarterly payments.The 6B Form “Notice of Personnel Action” is used only for one-time pay increases (example: Christmas bones, grants, etc.).*If a district claims reimbursement for grants or one time pay increases- the 6B must be emailed to the OCC (Brandon). Why do districts even have to report local salary? If wages are paid- they must be reported! This includes to OCC, OPERS, IRS, OTC. Just like you have to complete tax forms each quarter reporting earnings, the 6B form serves as OCC’s “report” – it just gets completed at the time the one-time payment is made.Always be sure that you enter the GROSS amount for one-time payments – not the NET amount. When the OCC receives the 6B form, the pre-claim form, and the payroll worksheet for the one-time payment; the gross amounts should match across all three forms.Remember, if you are receiving a regular payment (monthly or quarterly), that should be on a 6A form. The 6A Form stands until the rates or anything else with your terms of employment change and a new 6A form in completed. If you are receiving a one-time payment, those should be reported on a 6B form each time you receive the payment (6Bs are also used as the final close-out document for terminations.)



TIMESHEET OCC-5B

• DAILY WORK ACTIVITIES

• LEAVE RECORD
• LEAVE SUMMARY
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Although the timesheet (OCC-5B form) is a record of your daily work activities- it is also your Leave Record and Summary. This document must be set up, used, and submitted correctly to avoid issues with your claims.If you follow the instructions on the first page of the timesheet workbook file when you set up a new set of timesheets at the beginning of a calendar year, your leave accrual rates will match up with your 6A, and all the totals in the Summary section will auto-calculate. When your timesheet is received as a part of a salary claim, the annual leave accrual rate needs to be accurate! There are formulas through the timesheet- please pay attention and don’t overwrite them. There should be no “write-in” corrections on the leave summary area. Setting up the top portion of the very first timesheet of the year (this area is shown in the middle image), will prevent the problem of a red highlighted area shown in the orange bordered box in the top left. The summary section of a properly set up timesheet will look similar to the green box in the lower area of the screen.
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Things that will cause problems with a claim:*Incorrect or undocumented salary rates (this includes 6A or 6B).*No pre-claim has been received (ex: if a January reimbursement claim is received before the January pre-claim and payment, the salary cannot yet be reimbursed.*Original signatures not present and in blue ink:OSF-3 Form (board & notary)OCC-5D payroll worksheet (board & employee)OCC-5B timesheet (board & employee)*No notary seal.*No bank statement provided- copies of a check alone will not be accepted; the OCC must have the first page of the bank statement that has District name & Bank name if it is not shown on the pages with the clearly transactions. Copies of checks as proof of payment are not acceptable.*Missing 941 Employers Federal Tax payment receipt for the month’s payment.District Staff needs to remember it creates extra workload for OCC staff processing claims (Brandon) when things are not submitted correctly and that that affects the timeframe for processing everyone else’s claims too.



THE GREAT RACE
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Remember: Claims prepping and processing is not a sprint- it is a race of endurance!



Following the 
policies and 

procedures set 
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The DEVIL’S IN THE DETALS, there has never been a truer statement! In our Great Race held at the in-person claims session at the OACD state meeting, two volunteers attempted to prepare a claim in two very different situations- one was alone with peace/quiet and one was in a room of people with noise/interruptions. We proved that work environment and distractions can still impact even the most experienced people.PLEASE- TAKE YOUR TIME in preparing claims. “An ounce of prevention is worth a pound of cure.” Devote the time and attention to doing things correctly once and you won’t have to do it again (and again). Delays affect everyone, not just the person that didn’t include the required document.When all the procedures are followed, proper documentation and bank statements (not copies of checks) are submitted, and forms are filled out properly, it helps to ensure:*Faster processing *Prompter payments*Efficiency in the Claims CycleWith the volume of claims, preclaims, and other documents District Services receives/requires- following the checklists, entering the correct salaries, using proper dates, and having all the required documentation are all ways to get your claim processed faster.  Those details are critical to not only the OCC, but to you as District.If each District does claims in their “own way” instead of following the guidance, that creates 84 different ways to do a claim, and that just slows the process of getting reimbursed for everyone.Brandon is an amazing person but is still only one person, the district staff needs to do their job so that he can do his job.



Questions?
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We know this was a fast and furious run through of Claims and Forms.If you have questions about what items are not eligible for reimbursement or need more details on the things discussed in this presentation, please refer to the handbook, claims checklist, and claim sample document. YOU CAN ALWAYS email or call a district services team member for help too!
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