
Internal Incen�ves Process:  

1.) Tracking Transi�ons: 3200005556 
a. Title of Incen�ve Payments  

i. Summer Skill Series ($300) 
ii. ILY Milestone Incen�ve (18 Yr. Old. $50, 19 Yr. Old. $75, 20 Yr. Old. $100) 

iii. LYFT Curriculum ($250) 
iv. NYTD Survey ($75) 
v. Exit Survey ($100) 
vi. ILY Miscellaneous Milestone 

b. Payment Op�ons:  
i. Gi� Cards: (PerfectGi�.com). We use a Visa gi� card with a 24-month expira�on 

date and a random 4-digit redemp�on code.  
ii. Payment Processing: ACH Payments. These are not typically used so they will 

require a blanket excep�on form (See page 6 for an example). 
c. Payment Process:  

i. DCBS will upload par�cipant list through Smartsheet by the 10th of each month.   
ii. The Incen�ves Coordinator will pull that list within 2 business days of receiving 

it.  
iii. The Incen�ves Coordinator will review and create the Disbursement form and 

Authoriza�on form. (Example of form are on page 6) 
iv. Forms will be sent through two approvals.  

(1.)  The business office will confirm documents are completed correctly and 
approve it to be submitted to the Principal Investigator (PI).  

(2.) The Incentives Coordinator will send both documents to the PI to approve the 
list of participants and sign the authorization form.  

v. Once the PI signs and returns the signed Authoriza�on Form, the Incen�ve 
Coordinator will place the order with Perfect Gi�.  

vi. A�er the gi� cards are purchased, the IC will create a Purchase Request (PR) and 
atach all the suppor�ng documenta�on.   

1. Perfect Gi� Receipt  
2. Authoriza�on Form (Signed)  
3. Excel Spreadsheet with name of Par�cipants  
4. Excep�on Request (Fully executed)  
5. Disbursement Form (Signed)  

vii. The PR will verify the funding available by Business Office, and that PI approves 
the amount to be reasonable, and the correct project has been selected.  

viii. A�er PR has been approved, IC will submit to Accounts Payable  
1. Perfect Gi� Receipt  
2. Disbursement Form  
3. Excep�on Request.  

ix. Payment will be released from Accounts Payable to Perfect Gi� within 2-3 
weeks.  

x. Perfect Gi� will release funds to Par�cipants 5 business days a�er the payment 
is received from Accounts Payable.  



2.) Fostering Success: 3200005475 
a. Title of Incen�ve Payments:  

i. Earn and Learn (Various Amounts) 
b. Incen�ve Payment Op�on:  

i. PRD (A check cut directly to the par�cipants)  
ii. Can also be paid with an ACH Transmital  

1. Excep�on Request (See page 7 for an example) will be acquired if ACH 
payment is the payment for Incen�ve.  

c. Payment Process:  
i. The Incen�ves Coordinator will pull the list from the Program Coordinator using 

the ILY Smartsheet by the 10th of the month (anyone not included in that �me 
frame will have to go on to the next month’s list). 

ii. The Program Coordinator will submit a Purchase Request for approval from the 
PI (Dean Miller). 

iii. The Incen�ves Coordinator will process all incen�ve payments within 2 business 
days of receiving the list.  

iv. The Incen�ves Coordinator will review and decide which payment method is the 
best for the specific case scenario. 

v. If the par�cipant receives $100 or more and will be paid with a check, they must 
be set up as a vendor in Payment Works, which the Program Coordinator will 
communicate with the Incen�ves Coordinator.  

vi.  Upon receiving the list, the Incen�ves Coordinator will ini�ate a Purchase 
Request that will go through 2 approvals.  

1. The business officer will confirm documents are completed correctly and 
approve it to be submited to the principal inves�gator (PI).  

2. The Incen�ves Coordinator will send both documents to the PI to 
approve the list of par�cipants and sign the authoriza�on form (if 
applicable) and approve the PR.  

vii. Once the PR is approved, the Incen�ves Coordinator will begin processing the 
ACH Transmital.   

1. First, an authoriza�on form will be made and signed by the PI (Principal 
Inves�gator).  

2. The Incen�ves Coordinator will fill out a Disbursement Form and sign it 
as well as have another authorizing official sign.  

3. The Incen�ves Coordinator will also go ahead and place the order for  
Perfect Gi�.  

viii. Once the disbursement form is signed, the Incen�ves Coordinator will send the 
disbursement form to compensa�on.   

3.) KY-KINS: 3200005478 
a. Title of Incen�ve Payments 

i. KY-KINS ($75) 
ii. KY-VIP Peer Support Program ($100) 

b. Incen�ve Payment Op�on:  
i. PRD- a check cut to the individual for their par�cipa�on in the program.  



c. Payment Process:  
i. Program Coordinator will upload the invoice to ShareFile.  
ii. Program Coordinator will also submit a Purchase request or send a 

PaymentWorks invita�on as needed.  
iii. The Incen�ves Coordinator checks the shared spreadsheet and ShareFile once 

weekly and updates it accordingly.  
iv. Any person who par�cipated in the KY-KINS program before September 1, 2023, 

will be receiving $150 in 3 separate payments. However, if they par�cipated 
a�er this date, they would receive 1 payment of $75 instead.  

v. When entering the PRD into the system, you want to make sure that you include 
the following:  

1. External Invoice Number (Which can be found on the “External Invoice” 
tab on the spreadsheet tracker) 

2. Payment Works number (if applicable) 
3. The par�cipants name and address (if they do not have a PW number) 
4. The Product category, GL number, and account number 
5. The invoice and approved Purchase Request (PR)  
6. Lastly, an internal note or jus�fica�on as to why this payment needs to 

be made.  
vi. A�er submi�ng the PRD, the Incen�ves Coordinator will update the 

spreadsheet with the following informa�on.  
1. PRD Status (Awai�ng approval, or finished)  
2. The external invoice number is associated with the PRD. 
3. The internal invoice numbers.  
4. The date that the PRD was entered and amount.  

vii. The PRD will go through 2 approvals, the Business Officer will approve the PRD 
and Accounts Payable will approve it and send out the check. (Note: Postage is 
free)  

viii. Once the PRD is approved, the Incen�ves Coordinator will go into the 
spreadsheet and update the status to “Finished” and enter in the date that it 
was approved. (Note: The PRD will say “posted on backend” when it’s 
completed).  

ix. Lastly, the Incen�ves Coordinator will go into Smartsheet and enter the dates of 
approval and once all payments have been received, you can click the box that 
says, “PR is completed.”  

4.) Foster Parent Mentor Program: 3200005528 
a. Title of Incen�ve Payments:  

i. Foster Parent Mentor Incen�ve payments ($25) 
ii. Foster Parent Mentor Final Survey ($200) 

b. Incen�ve Payment Op�on:   
i. PRD (A check paid directly to par�cipants and is the most common type of 

payment)  
ii. ACH Transmital  



1. When using an ACH Transmital, you will need a blanket Excep�on form 
and it is only used for annual survey par�cipants.  

c. Payment Process:  
i. The Program Coordinator submits a PR with the list of par�cipants (Name, email, 

address, and amount) and signed authoriza�on form via Smartsheet.  
ii. Once the Incen�ves Coordinator receives that list, the Incen�ves Coordinator 

(IC) will begin processing this list within 2 business days.  
iii. The Incen�ves Coordinator will gather all suppor�ng documenta�on to process 

the PRD. This includes:  
1. An approved Purchase Request (PR)  
2. A statement of par�cipa�on including a mailing address signed by both 

the par�cipant and the Program Coordinator 
iv. If the par�cipant receives more than $100 in a year, the program coordinator 

will set them up as a vendor in Payment Works.  
v. Once the Incen�ves Coordinator receives all the informa�on for the par�cipant, 

the IC will go in and ini�ate a PRD for the par�cipant.  
vi. To ini�ate a PRD, you will need the following informa�on:  

1. An approved PR for the par�cipant with the amount and account 
number 

2. An approved statement of par�cipa�on with the par�cipant’s signature 
and address.  

3. An internal note with a jus�fica�on for the payment.  
vii. Once again, we will update the spreadsheet tracker, the Incen�ves Coordinator 

will update the spreadsheet with the following informa�on:  
1. Par�cipants name  
2. External invoice number  
3. Internal invoice number  
4. Status of PRD (Awai�ng Approval or Finished)  
5. Payment Works number  
6. Date the PRD was ini�ated.  
7. Amount of PRD  
8. Account and GL number.  

viii. The PRD will go through 2 approval processes.  
1. First, the Business officer will approve the PRD and make sure there is 

enough funding.  
2. Then, Accounts Payable will approve and cut the check. (Note: Postage is 

free)  
ix. Once the PRD is fully approved, the Incen�ves Coordinator will update the 

spreadsheet with the date that the PRD was fully approved. (Note: the PRD will 
say “Posted on Backend” when it is complete).  

x. Lastly, the Incen�ves Coordinator will go into Smartsheet and enter the dates of 
approval and once all payments have been received, you can click the box that 
says, “PR is completed.”  
 



Appendix 1 

Disbursement Request (Please note: A  form needs to be created for each account and everytime a 
new list of participants is submitted.) 

 

 



 

 

 

 

 



Appendix 2 

 Blanket Excep�on Form (Please note: form needs to be resubmitted annually):  

 


