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Agenda

• Reporting Reminder

• Receiving Payments

• Bank Reconciliations

• Questions and 
Additional Support
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Reporting Reminder!

Monthly Program 
Report Survey

Quarterly 
Financial Report

Vaccine Event 
Survey

• Please forward or cc CDC-OPHE-Support@maine.gov on 

QFR submissions. 

• Email OPHE if any reporting is late or will be late. 

• If reporting not submitted, payments will be delayed!  

Please submit your Monthly Reporting and QFR ASAP if you 

have not already done so!

mailto:CDC-OPHE-Support@maine.gov
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Receiving 
Payments

• Vendor Registration

• PayMode

• Electronic Funds Transfer 
(EFT)

• Missing Payments
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How to Receive Payments
First Step: Enroll in State of Maine’s Vendor Payment System

Providers must be enrolled in the State's vendor payment 

system (vendor file) in order to receive payments.

• To enroll fill out the Vendor Activation Form.

• Instructions for completion are available on the State of Maine 

website. 

• Providers will receive payments via check until they enroll 

EFT or PayMode. 

Please email SIGNED and SCANNED forms to CDC-OPHE-

Support@maine.gov and we will forward to DCM. Do not mail!

Important: Partners should begin this process as soon as notice of allocation 

is received. Do not wait for contracts to be encumbered. 

https://www.maine.gov/osc/sites/maine.gov.osc/files/inline-files/vendor_ME_W9v5.pdf
https://www.maine.gov/osc/sites/maine.gov.osc/files/inline-files/vendor_me_w9_instructions_v4.pdf
mailto:CDC-OPHE-Support@maine.gov
mailto:CDC-OPHE-Support@maine.gov


What is Remittance Advice?
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• Information issued to a supplier or vendor about a payment status. 

• Contains payment amount, check number, related invoice number, and description. 

This is important because it helps providers keep track of payments!

COM-15-777
15777

123456



Secure vendor/payee management system used for any 
State of Maine payments to vendors.

Remittance advice 

• Contract source, $ amount, dates, banking information

Simplifies reconciliation process 
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How to Receive Payments Quickly and Securely
Step Two: Enroll in a secure payment option

EFT
Electronic Funds 

Transfer

Providers receive funds via direct deposit

Manual enrollment with potentially longer processing time

Some remittance advice via email:

• Must have include valid email on EFT form to receive emails

• Contains contract number, payment amounts, and invoice 
month of the payment.



Paymode Home Page
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Paymode Payment Detail
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1234567891

ACH

444420202020

Bank of America



Remittance Report & Summary 
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1234567891

Vaccines4All, LLC

15777
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How to Enroll in PayMode

Vendors can quickly enroll at paymode-x.com.

Information required: 

• Company or organization's legal name, physical address, and main phone number.

• US Federal Employer Identification Number (EIN) or Social Security Number (only if 

Sole Proprietor).

• Bank account information, including routing and account numbers.

• Your name, title, phone number and e-mail address as the designated administrator.

• For any issues, please contact PayMode at 877-443-6944 M-F 8am to 8pm (ET) or 

send an e-mail to customersupport@paymode-x.com

http://www.paymode-x.com/
mailto:customersupport@paymode-x.com
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How to Receive Payments Quickly and Reliably
Complete the Electronic Funds Transfer (EFT) Form

The EFT form and instructions can be found on the State 

of Maine EFT information page. 

• Providers must include a copy of a voided 

check or letter from their bank. 

Email signed and scanned form/check to 

VCDDForms@maine.gov. Do not mail. 

• Include CDC-OPHE-Support@maine.gov on email!

Note: The Taxpayer ID number (TIN) must match the number entered on the 

Vendor Activation Form: Enter EITHER your Social Security number 

(individuals) OR federal Employer ID Number (for organizations) – not both.

@

https://www.maine.gov/osc/accounting/vendor-information/direct-deposit-eft
mailto:VCDDForms@maine.gov
mailto:CDC-OPHE-Support@maine.gov
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EFT Remittance Advice
EFT Emails from Advantage

To receive emails for EFT deposits, you must have submitted a valid email address 

on your EFT form. 

Note: The information on your EFT form must match the information on your most recent Vendor Activation Form 

submitted to the State of Maine. If it does not, you must submit a new Vendor form! 

@
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What if I haven’t received a payment?

• Reach out to CDC-OPHE-
Support@maine.gov if a payment was not 
received by the end of the month.  

• OPHE will contact providers about any 
returned checks. 

• The Vendor Activation Form must be 
resubmitted if any checks are returned.

• If a check has not been received, providers 
must complete a Lost Check Form. Please 
send a copy to the OPHE Support email. 

• Checks that were not received but cashed may 
need additional follow-up. 

Please make sure you are tracking your payments on 

a monthly basis! 

mailto:CDC-OPHE-Support@maine.gov
mailto:CDC-OPHE-Support@maine.gov
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Bank 
Reconciliation

• What is a Bank Recon?

• Major Elements 

• Recons in Bookkeeping 
Software

• Best Practices
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Importance of Monthly Bank 
Reconciliation 

1. Making sure your cash balances are accurate and complete

2. Tracking cash flow

3. Detect any fraud and maintain strong internal controls

4. Banking errors

What are Internal Controls?: Mechanisms, rules, and procedures 

implemented by businesses and nonprofits to ensure the integrity of financial 

and accounting information, promote accountability, and prevent fraud.

Staying on top of 

receivables 

= 

Knowing when you are 

missing payments 

Follow up on 

discrepancies to submit 

accurate Quarterly 

Financial and Annual 

Closeout Reporting

For example: If you write a check to a vendor, they could attempt 

to cash it for more than what is worth. Or your joint partner could take 

out more than what is expected. These discrepancies would show 

up while you reconcile your bank statement.
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What is a Bank Recon?

• Bank Name and Account Number

• Calendar Month

• Bank and GL Balances

• Adjusting Items

o Deposits in Transit (DIT)

o Outstanding Checks

o Bank Charges

• Adjusted Balances

A process and report that compares 
your company’s general ledger (GL) 
cash balance to the bank statement 
balance.

Note: To prepare a bank reconciliation, you need your monthly bank statement.



Process Payroll and 
Payments

Reconcile A/P & 
A/R

Reconcile Bank Accounts 

Review Revenue and 
Expense Accounts

Review Balance Sheet 
Accounts 

Prepare Tax and 
Adjusting Entries 

Prepare Monthly Financial 
Statement Package

Final Admin Review

Remit Sales, Use, and 
Federal Taxes

Roll Forward to Next 
Month

Monthly Close Cycle

18
Maine CDC Office of Population Health Equity



Bank Recon in 
Bookkeeping Software

Many accounting software products 
have a banking module for 
reconciliation within the system.

• This usually involves entering your bank 
balance, clicking on posted transactions, 
and arriving at a $0 variance before 
submitting in the system.

• Most have settings that will allow you to set 
a default “tolerance” which is a dollar 
amount not = $0 that you can be off between 
the balances. (Usually between $1 - $5.)

Maine CDC Office of Population Health Equity 19

Bank reconciliations should be performed monthly.



Let’s run through an example!

Maine CDC Office of Population Health Equity 20
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Reconciliation Best Practices

Reconcile monthly –

Be consistent!

Complete within the first 3 
business days of the new month

Ensure that last month’s ending 
balance matches this month’s 
beginning balance

General Recon Prep

Review uncashed/uncleared checks 
>90 days and develop a follow up 
Action Plan

Review uncleared deposits >10 
days

Have Preparer and Reviewer 
Signoff 
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Reconciliation Best Practices
Reconciliation Software

Ensure proper segregation of 
duties & other internal 
controls (I/C)

Look for signs of I/C breaches
(incorrect approvers, odd manual 
checks, lost check stock)

Review any journal entries made 
to cash – This is NOT A GOOD 
PRACTICE

Consider implementing a small 
tolerance threshold, usually <$5

If multiple bank accounts, review 
a “lead sheet” or balance sheet 
banking details for completeness

Develop a system dashboard for 
daily bank balances. Compare this 
amount to the reconciliation.



Questions and 
Additional Support
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• Questions and answers from the session 
will be sent to providers.

• Questions may also be submitted via email 
to CDC-OPHE-Support@maine.gov.

• Next TA Session: 
Friday May 20th at 3:30pm

mailto:CDC-OPHE-Support@maine.gov
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