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1.0 	Scope
This Standard Operating Procedure (SOP) describes the Yale Center for Clinical Investigation (YCCI) University Service Provider (USP) billing process and the associated Chart of Accounts (COA) collection and management procedures.

This SOP applies to YCCI service lines that provide billable services to research projects and to the Department Business Offices (DBOs) and Post Award Managers responsible for financial oversight and reconciliation of charges.

This procedure applies to personnel responsible for reviewing, submitting, processing, validating, and reconciling billing transactions related to YCCI services. 
Exempt from the USP Billing portion of this SOP is the Yale Investigational Medicine Program (“IMED”) which will continue to be billed as appropriate through the YCCI Business Office.
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2.0	Purpose 
The purpose of this SOP is to establish a standardized process for the submission, review, approval, and processing of YCCI USP billing charges, and for the collection and management of Chart of Accounts (COAs) associated with research projects.

This procedure is intended to:
· Improve transparency in billing transactions
· Increase billing accuracy through multiple quality control reviews
· Establish clear timelines for submission, review, and approval of charges
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· Ensure that valid COAs are maintained to support billing activities
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3.0	Definitions
[bookmark: _Toc425171621]Chart of Accounts (COA) - The Chart of Accounts (“COA”) is a set of codes used to classify and record financial transactions in meaningful ways. In addition, the COA provides the structure for reporting and monitoring financial activity at Yale. It consists of segments, hierarchies, and configuration attributes that help the University organize financial information for accounting, reporting, financial management, and compliance.

Collateral COA – A collateral Chart of Accounts (“COA”) is a secondary COA to be charged in the event that the primary COA is invalid, expired, or otherwise unable to be debited.

Department Business Office - An administrative office responsible for continuous financial management of all departmental business activities.

Summary Statement – A statement of all billable services generated by YCCI across all service lines for a specific project.

University Service Provider (USP) - A Unit that provides goods and/or services in support of Yale’s academic and research mission.  USPs recover their costs through charging their users (internal and external).

4.0 [bookmark: _Toc427373286][bookmark: _Toc425171622][bookmark: _Toc425171625]	Procedure 
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4.1.1 Service-Level Review
Beginning on the first business day of each month, YCCI Service Leads review billable services performed within their respective service lines during the previous full calendar month to ensure accuracy and completeness of billing data.

4.1.2 Submission of Billing Data
Following the service-level review, Service Leads submit finalized billing information to the YCCI USP Billing team no later than the 7th calendar day of the following month. For information pertaining to fiscal year end close, see section 4.6 below.

Billing data must include:
· Principal Investigator
· Service name
· Task performed
· Date of completion
· Task units
· Applicable billing rates, in accordance with the fiscal year USP billing posted on YCCI’s website
· Associated COA(s)
4.2 Secondary Quality Review and Statement Preparation

4.2.1 Billing Data Validation

Upon receipt of billing data, the YCCI USP Billing team performs a secondary quality review to confirm:
· Accuracy of billing details
· Correct tasks listed as billed
· Correct rate from current years approved USP rates
· Validity of the associated COAs
· Completeness of documentation
4.2.2 Summary Statement Generation

Following validation, the YCCI USP Billing team generates a Summary Statement for each project.

Each statement contains tabs organized by YCCI service group and includes:
· Principal Investigator
· Service names
· Tasks performed
· Dates of completion
· Task units
· Rates charged
· Associated COAs
The Summary Statement is structured to match corresponding Workday journal entries to facilitate reconciliation.

4.3 Distribution of Monthly Billing Statements

4.3.1 Statement Delivery

By the 13th calendar day or the first business day following the 13th, the YCCI USP Billing team distributes billing statements to the appropriate Department Business Office (DBO).

Statements are shared through a SharePoint folder, and DBOs receive an email notification containing a link to access the monthly statements for their projects.

4.4 Department Review and Approval

4.4.1 Statement Review Period

Department Business Offices are responsible for reviewing the Summary Statements within ten (10) calendar days of receipt.

During this review period, DBOs may:
· Request clarification or additional information
· Dispute charges if discrepancies are identified
· Provide confirmation of approval
4.4.2 Automatic Approval

If no response is received within ten (10) calendar days (by the 23rd of the month), the Summary Statement will be considered approved.
4.5 Billing Processing
4.5.1 Workday Journal Entries

After the review period concludes, the YCCI USP Billing team processes approved charges as Workday journal entries prior to the close of the accounting period.
4.5.2 Post-Processing Corrections
Corrections may still be processed after the accounting period closes when appropriate. Departments should contact the YCCI USP Billing team if adjustments are required.
	4.5.3 Reconciliation and Sign-Off
Reconciliation of monthly invoicing will be performed directly after each month’s close, to be completed by USP Billing team before providing additional summaries for subsequent charges. Reconciliations will be reviewed by YCCI Business Office following completion. 
4.6 Fiscal Year End Billing and Processing
In compliance with Yale Accounting Policy and best accounting practices, YCCI will be required to submit June expenses for billing prior to first close of each fiscal year in order for these expenses to register in the correct fiscal year. This will require a change to billing practices and workflows at FY end:
4.6.1 Accelerated Workflow
On the first business day of July, YCCI service line leads will compile, review, and make necessary changes to billable services entered by their staff and submit to USP Billing team no later than COB on July 3rd. USP Billing team will then populate summary statements and issue to DBO for review no later than COB July 5th. USP Billing team and DBO review will occur simultaneously, with changes to be submitted by DBOs no later than COB July 8th. Revisions will be made and journals populated by YCCI USP Billing team prior to first close on July 10th. 
4.7 Chart of Accounts (COA) Collection and Management

4.7.1 COA Collection

Chart of Accounts are collected through the YCCI Service Request Portal during project intake.

COAs must be provided:
· At the time of intake, or
· Upon study activation or before billable services are performed, depending on the intake pathway.
4.7.2 COA Requirements

Projects receiving YCCI services must provide:
· Primary COA – the primary account used for billing
· Collateral COA – a secondary account used if the primary COA becomes unavailable
· Acceptable collateral accounts may include:
· At-Risk accounts
· Departmental suspense accounts
4.7.3 COA Monitoring and Notifications

Projects with missing, expired, or invalid COAs will trigger an automated weekly digest notification sent to the designated DBO.

The notification email includes a link allowing DBOs to update COA information directly.

4.7.4 Invalid COA Escalation

If both the primary and collateral COA become invalid and are not updated before the next billing cycle:

YCCI may debit a departmental suspense account. If a departmental suspense account is debited, it will be the responsibility of the DBO to move the expenditures to the appropriate COA(s). 

Post-award financial managers within the impacted department may subsequently use the Summary Statement to allocate expenses to the appropriate COA(s) once valid accounts are provided.
5.0	Roles & Responsibilities
· Principal Investigator
· YCCI USP Billing Team
· YCCI Service Leads
· Department Business Office
6.0	Contact Information 
[bookmark: _Hlk497987165]Operational questions regarding USP billing may also be directed to:
YCCIUSPBilling@yale.edu.
7.0	Related Information
N/A
8.0	References
· SOP Development and Maintenance Primary/Secondary Assignee Roster
· SOP Template 

9.0	Version History
· 03/16/2026: New document (no prior history)
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