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Additional tools which may be useful are listed immediately below and can be found on the DCS Licensed Foster Parent
Resources Page (www.in.gov/dcs/2985.htm) of the DCS website:

e KidTraks e-Invoicing Guide for Birthday / Holiday Allowance (aka Special Occasion Allowance)
e KidTraks e-Invoicing Guide for Initial Clothing & Personal Items Allotment

e KidTraks Foster Parent e-Invoicing Guide for Per Diem

¢ KidTraks Foster Parent e-Invoicing Guide for Personal Allowance

¢ Resource Parent Paper Invoicing Guidelines

Tips for submitting Special Occasion (Birthday/Holiday) Allowance invoices:

With the holidays fast approaching, following are some tips for invoicing for the Special Occasion Allowance (i.e.
Birthday/Holiday Allowance):

* Be sure to keep your receipts, as those are required to be submitted with your invoice. When submitting your
receipts for reimbursement, you may want to submit a legible copy as opposed to actually submitting your
original receipt, because sometimes the original receipt paper fades quickly, which can also be accelerated by
the use of highlighters & adhesive tape. Keeping a copy (in addition to the original receipt) for yourself is
recommended as well.

* Please make sure receipts clearly indicate the item(s) purchased, cost of the item(s), date of purchase & child
for whom item(s) were purchased (if billing for multiple children).

* Please ensure the receipt indicates actual payment vs. any other shipping document you might have. This is
especially pertinent for on-line purchases. Similarly, receipts for purchases via layaway should indicate final
payment and total payment amount.

¢ Please don’t submit for the Holiday Allowance prior to December 25t; likewise, please don’t submit for a
Birthday Allowance prior to the child’s birthday.

¢ Please submit Per Diem on a separate invoice from all other expenses, as that helps the higher-dollar Per Diem
amounts process faster.

Thank You for following the above tips, which will help invoices process faster and will help avoid denials and the need
to re-bill!

Interested in submitting your invoices electronically???
If you’re comfortable using a computer, and you’re currently submitting paper invoices via the US Mail, please consider
submitting your invoices electronically via KidTraks e-Invoicing, which can be used for invoicing Per Diem, Personal
Allowance, Special Occasion Allowance and Initial Clothing Allotment (please note that mileage claims must be
submitted via US Mail on the paper travel invoice).

(over)


http://www.in.gov/dcs/2985.htm

The first step toward invoicing electronically is to gain access to the DCS payment system KidTraks via submission of the
KidTraks User Agreement, which is available through your Foster Care Specialist.

Once you have access to KidTraks, there are 4 KidTraks e-Invoicing Quick Reference Guides, also available at
www.in.gov/dcs/2985.htm, which provide detailed step-by-step instructions to guide you through the electronic
invoicing process, as well as provide a brief description of each of the 4 invoicing opportunities. The guides also include

links to recorded demonstrations of electronic submission of these expenses, as well as a demonstration of KidTraks
navigation.

We hope you find this information helpful; please let your Foster Care Specialist know if you have questions.
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