Attention Provider

Date: _______________________
Provider Name: _______________ 

Provider Number: _____________
You must submit a copy of actual daily attendance records with the CCIS Attendance Invoice for the remainder of the Fiscal Year for any month which displays no children with absences in accordance with the most recently updated provider agreement which states: 
Appendix A, Section (D):

The provider must accurately complete attendance invoices each month and document all absences for children who are not in care. The invoice must be submitted to the CCIS monthly either online or on a form provided by OCDEL. The invoice must include the days of attendance and absence for each child. For a newly enrolled child, payment will begin on the first day the child attends. If the child is absent on the initial day of scheduled care, payment will not start until the child attends.

The CCIS may audit providers who utilize the No Change code on a regular basis when completing Attendance Invoices. Non-compliance with accurate completion of Attendance Invoices may lead to termination of the Agreement and referral to the Office of Inspector General for fraud investigation.

The CCIS will not make payment on any invoice received more than 60 calendar days following the last day of the calendar month that child care is provided. Invoices for the months of May and June of the current fiscal year must be received by July 31st.
While we understand that there are instances when children do attend every day, we are required to monitor all attendance. It is important that our office receives accurate attendance invoices each month. Therefore, since your attendance invoices have been submitted with NO ABSENCES on a regular basis, you are now required to submit another form of attendance that is taken on site. 

If you do not have an automated system to track daily attendance, use the attached Daily Attendance Log to verify daily child attendance with the information submitted on the CCIS Attendance Invoice. 

Your cooperation with this policy will allow us to process your Attendance Invoice for payment. The attendance log serves as back-up of what was submitted on the CCIS Attendance Invoice. Failure to submit the required documentation will be considered an incomplete invoice and will result in delayed or no payment. 
It is important to know a child’s absence does not affect payment as long as the absences do not exceed five consecutive days or the Commonwealth’s twenty-five paid absence cap.

If you have any questions pertaining to this request, please call us.
CCIS of _____________

