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NOTE:  Current Revisions are Highlighted:

Minor revisions to this Procedural Guide have been made at the request of the Bureau of Finance and Administration, s a result of recommendations from the Auditor Controllers Office.
Cancels:  None




DEPARTMENTAL PRIORITIES

This policy supports the Department’s responsibility to ensure children have adequate clothing when placed in out-of-home care and for to meet the needs of clients that have special transportation needs.

WHAT CASES ARE AFFECTED

This Procedural Guide is applicable to all new and existing referrals and cases where children are residing in small family homes, foster family homes, foster family agencies, relative’s and non-relative extended family member’s homes.

OPERATIONAL IMPACT

Responsibilities of the Clerical Administrator or designee (independent of the emergency aid requisition process) Pertaining to the Issuance of eCAPS Field Warrant Requests (FWR). 
1. Maintain an up-to-date list of authorized check signers approved by Management if office issues manual checks.

2. Maintain the blank warrant stock in a secured location to ensure maximum security; inventory the check stock on a monthly basis and document the inventory.

3. Reconcile the check stock and check issuance logs to emergency aid requisitions (EAR) issued on a daily basis or whenever an EAR is issued, and prepare a reconciliation report.
4. Ensure an ARA reviews and approves the reconciliation of the check stock and check issuance logs to eCAPS FWRs.
Responsibilities of the Check/Warrant Issuance Clerk Pertaining to the Issuance of eCAPS FWRs

1. Obtain a specified number of blank warrants in sequential order from the Clerical Administrator or designee on a daily basis.

2. The Check/Warrant Issuance Clerk shall not have any other cash handling responsibilities (i.e., Cash Aid Fund, Bus Tokens, etc.).

Minimum/Maximum Policy

Offices may issue individual warrants from a minimum of $3.00 to a maximum of $299.00 dollars, and only for the purpose of emergency clothing or transportation.

Expenditure Code (EC)
Expenditure Codes (EC) identify the types of expenditures for which offices may issue a check.  These codes enable management to claim reimbursement, and to monitor expenditures.  In order for the Department to account for the expenditures properly, the appropriate two-digit code must be entered on both the Emergency Aid Requisition (EAR) and the warrant.  

Aid issued under various ECs must be authorized on separate EARs and issued on separate corresponding warrants.

See Attachment I at the end of this Procedural Guide for Expenditure Codes.

EAR Authorization

The signature of an SCSW and an ARA is required on every EAR.  An ARA must review the check issuance log on a quarterly basis to ensure EARs are not issued on an ongoing/non-emergent basis to clients. 
Check Signature

It is no longer necessary to sign checks (A signature will be automatically printed on the check).  The person who approves the issuance of the checks on eCAPS shall not be the same person who approved the EAR, prepares the check, requisitions the check stock, or keeps the check stock inventory.

Reimbursement Policy for Children’s Social Workers (CSW)

Reimbursement expenses incurred by a CSW for goods purchased for a child in his/her caseload, will be made from the Cash Aid Fund.  A warrant is not to be used for this purpose.  An office-issued warrant via an EAR may only be authorized for emergency placement/replacement clothing allowances and for Service-Funded Activity (SFA) transportation when the client has special transportation needs.  EARs are the exception, not the rule for meeting a client's needs.

Procedures

A.
WHEN:

A DCFS 66-1, EMERGENCY AID REQUISTION (EAR) IS RECEIVED

Check/Warrant Issuance Clerk Responsibilities  
1. Access CWS/CMS' Placement Notebook, and verify a transportation/clothing allowance has not been issued to prevent duplicate payments. 
a)
If a transportation/clothing allowance has been issued, contact the ARA for resolution.
2. Review the DCFS 66-1, Emergency Aid Requisition (EAR) for completeness and proper authorization.

a)
If the EAR is incomplete or does not have the proper authorizing signatures, 
return to the CSW for corrective action.

b)
If the EAR is complete, proceed to step 2.

3.
Create the Field Warrant Request (FWR) by following the eCAPS system instructions for entering a payment request.

4.
Finalize and submit the FWR for approval via the eCAPS system.

5.
Create the Manual Disbursement Field Warrant Request (MDFWR) by copying forward the FWR and following the eCAPS system instructions for disbursing On-Demand payments.

6.
Route the MDFWR along with the supporting documentation to the Supervising Clerk for approval.

	NOTE:
Source documents are to be retained for 5 years in at designated 
location in compliance with the Field Warrant requests Internal 
Control Plan


Supervising Clerks Responsibilities

1. Review the EAR for completeness and proper authorization.

2. Assess the eCAPS system and ensure the MDFWR is accurate by comparing it to 
the EAR. 

3. Approve or reject the electronic disbursement document (MDFWR).

4. Return the EAR to the Check Issuance Clerk.

Check Issuance Clerk Responsibilities

1. Receive notification via eCAPS, that the MDFWR document has obtained the required approval.

2. Ensure the warrant printer contains Magnetic Ink Character Recognition (MICR) ink and is properly loaded with the warrant stock.

3. Finalize the MDFWR, print the warrant and properly secure the remaining warrant stock.

4. Completely fill in all the fields in the DCFS 66-2, EAR Log. 

5.
Remove the Control Clerk/Claiming copy (goldenrod) from the EAR.  Attach a copy of the check and file them in the Daily EAR Logbook.

6. Contact the CSW and inform him/her that his/her check is ready.  Ensure that the CSW signs the Daily EAR Log when (s)he picks up the check.  The CSW takes the check and the Cashier/Auditor copy (blue) and the Cash copy (white). 

7. Access CWS/CMS' Placement Notebook, and complete the fields on the Incidental Page. 

8. Ensure that the CSW returns the blue copy of the EAR and signed copy of the check (if applicable) 1 3 business days.  Confirm that the payee’s signature, the warrant number and the warrant control number are documented on the EAR. If the CSW does not return these documents within 1 3 business days, immediately contact his/her SCSW, if the SCSW does not respond within 1 business day, contact the ARA for resolution. 

Miscellaneous Additional Control Requirements
Field Office Welfare Manual Disbursement (MDFWR):  Two approvals are required to approve the Cancellation Action.  The Department will enter the transaction and apply a Level 1 approval.  The document will then be forwarded to the Auditor-Controller's Disbursements Division for the second approval.  However, the Auditor-Controller is authorized to initiate cancellations on behalf of County departments.  In this case, the document will be sent from the Auditor-Controller to the corresponding department for final approval.

B.
WHEN:

THE COPIES OF THE ORIGINAL EAR AND CHECK ARE LOST

Check Issuance Clerk Responsibilities

1. Obtain a blank EAR from the SCSW of the CSW who lost the copies of the original EAR and check. 

2. Write 'Dummy' on the top center portion of the EAR.  Cross out the imprinted EAR number and write the lost EAR number above the imprinted EAR number.

3. Complete all fields of the 'dummy' EAR using the exact information from the one lost.  This includes the original check number.

4. Obtain the SCSW's and CSW's signatures.  Obtain either the Clerical Administrator or Supervising Clerk’s signature in the 'Deputy/District Director Signature' field.

5. Type a memo/lettergram explaining the loss.  (See example below).

6.
Proceed with number 2., in Section A. (Check/Warrant Issuance Clerk) above.
	TO


	AUDITOR CONTROLLER
	FROM


	(NAME) 

Check Issuance  Clerk

	SUBJECT

CHECK #: 1234567





DATE

01/01/01



The blue EAR Check Carbon for and copy of the Check # 1234567, Issued on (date) could not be found.  Attached is a 'Dummy' EAR for your records.

An attempt was unsuccessfully made by the SCSW to locate these documents.

C:
(name) - Clerical Administrator

    (name) - ISTC

    
(name) - STC




C.
WHEN:

RECONCILING DAILY CHECK ISSUANCES 

Clerical Administrator or Designee Responsibilities
1. Using a calculator with a paper tape, calculate twice and print twice the total dollar amount issued in checks (batch) and the total EC (hash) using data from the returned EARS/Checks.

2. Complete the DCFS 292-1.

3. Separate the check copies from the EARs.

4. Attach one set of 'batch' and 'hash' tapes to the front of the check copies and the other to the front of the EARs.

5. 
Complete the DCFS 6.

6. Attach the goldenrod EARs to the DCFS 6.

7. Forward the DCFS 292-1, check copies, EARs and the DCFS 6 to the supervisor.

Clerical Supervisor’s Responsibilities

1.
Review the documents. If accurate, sign the DCFS 292-1, initial the DCFS 6 and return the documents.  If inaccurate, return the documents unsigned for correction.

Check Issuance Clerk’s Responsibilities

1. When the documents are returned, make three photocopies of the DCFS 292-1 and two photocopies of the DCFS 6.

2. Attach the original and one copy of the DCFS 292-1 to the Blue EARs and check copies.  Insert into canvas cash bag.  Lock the bag.

3. Complete a Mail Receipt.  Retain the pink copy in the designated office file.  Address form to:

Auditor-Controller

9150 E. Imperial Hwy., Room L-22

Downey, CA 90242

4.
Attach the Mail Receipt to the outside of the locked cash bag and place in out-going mail.

The County Messenger will sign the Mail Receipt and detach the white copy.  Upon receipt of the white copy, discard the pink copy and retain for records.

5.
Attach third copy of the DCFS 292-1 and the original and one copy of the DCFS 6 to the goldenrod EARs.  Mail to the Finance Division.

6.
File remaining copies of the DCFS 6 and DCFS 292-1 in designated 
office file.  Retain for five years, then shred.


Clerical Supervisor’s Responsibilities

1. On a daily basis complete and sign the DCFS 292.

2.
File in designated office file.  Retain for five years, then shred.

D.
WHEN:

A DESIGNEE REQUESTS AN EAR BOOK

The Clerical Administrator or designee is responsible for the control and issuance of EAR books.  Only one EAR book is issued to a designee at a time.  A new EAR book will be issued only when a completed EAR book is returned.  All EAR books must be kept in a locked compartment.  When designee receives an EAR book, (s)he will issue and control the EARs within his or her own unit.

Clerical Administrator or Designee Responsibilities

1.
Receive from the SCSW or designee a completed EAR book.  Ensure that all EARs have been used or voided.

2.
Shred the empty EAR books and voided EARs.

3.
Issue the designee a new EAR book and log the following information on the EAR Book Control Log:

a) Beginning Requisition Number

b) Ending Requisition Number

c) SCSW's Signature

d) Date EAR book is Issued

e) Date EAR book is Returned

f) CA's or Designee's initials

E.
WHEN:

A CHECK IS RETURNED UNCASHED

Check Issuance Clerk’s Responsibilities

1. Receive the uncashed check from the CSW.

2. Write “VOID” across the check.

3.
Photocopy the check.

4.
Type a memo/lettergram to the attention of the Auditor Controller.  Include the following information:

a)
Check number

b)
EAR number

c)
Expenditure code

d)
Payee's name

e)
Amount of check

5.
Photocopy the memo/lettergram.

6.
Complete a DCFS 292-1.

7.
Forward the memo/lettergram, check and DCFS 292-1 to the Clerical Supervisor.

Clerical Supervisor’s Responsibilities

1.
Review the documents. If accurate, sign the DCFS 292-1 and return the documents.  If inaccurate, return the documents unsigned for correction.

Check Issuance Clerk’s Responsibilities

1.
When approved (-signed) documents are returned, make three copies of the DCFS 
292-1.

3. Attach the original and one copy of the DCFS 292-1 to the check.  Insert into canvas cash bag.  Lock the bag.

3.
Complete a Mail Receipt.  Retain the pink copy in the designated office file.  Address form to:

Auditor-Controller

9150 E. Imperial Hwy., Room L-22

Downey, CA 90242

4.
Attach the Mail Receipt to the outside of the locked cash bag and place in out-going mail.  The mail carrier will annotate the white copy when (s)he picks up the case bag and leave the white copy of the Mail Receipt, discard the pink copy and replace with the white copy.  Retain for records.

5.
Attach third copy of the DCFS 292-1 to the copy of the check.  Mail to the Finance Division.

6.
File remaining copy of the DCFS 292-1 in designated office file.  
Retain for five years then shred.

F.
WHEN:

UNSPENT FUNDS ARE RETURNED 

Check Issuance Clerk’s Responsibilities

1. Receive the unspent funds from the CSW.

2. Prepare the Cash Deposit Form.

3.
Photocopy form and retain for your records.

4.
Complete a Mail Receipt.  Retain the pink copy in the designated office file.  Address form and send to:

Accounting Services Section/Deposit Unit

425 Shatto Pl., #204

Los Angeles, CA 90020
G.
WHEN:

AN ALLEGATION OF A LOST, STOLEN OR DESTROYED CHECK IS 



REPORTED

If a lost, stolen or destroyed check has been endorsed, a second check cannot be issued.

If a lost, stolen or destroyed check has not been endorsed a second check may be issued, however, if the first check is later discovered to have been cashed the second check is considered an overpayment and the Auditor-Controller will proceed with recovering the overpayment.

If the recipient has given the check to a third party and the third party calls to report the check lost, stolen, destroyed or expired, a new check cannot be issued.  Inform the third party to contact the Auditor-Controller by calling (562) 940-2348.

Incidences of burglary, robbery, or theft must be reported to the local police department that has jurisdiction.  A copy of the police report should be requested.  In addition, the Auditor-Controller's office and the DCFS Internal Controls Section should be notified of the incident.

Clerical Administrator or Designee Responsibilities

1. Upon notification of a lost, stolen or destroyed check, immediately report the loss to the Auditor-Controller  

In case of lost, stolen, destroyed check(s), etc., provide the Auditor Controller’s Warrant Investigation Unit written notification of this on DCFS letterhead. 

2. Ensure that the recipient completes a DCFS 1130.

3. Complete a DCFS 1135.

4. Forward the DCFS 1130 and DCFS 1135 to the appropriate ARA for signature.

ARA’s Responsibilities

1.
Receive the DCFS 1130 and DCFS 1135, review the documents and sign and date, or return for corrective action.

Clerical Administrator or Designee Responsibilities

1.
After the ARA signs the documents, make one photocopy of the DCFS 1130 and two copies of the DCFS 1135.

NOTE: 
If the ARA has approved the issuance of a new check, issue a new check 
per instructions in step A. above.  




If they have not, inform the recipient of the ARA's reason why they did not 


approve a new check to be issued.  If necessary, refer the recipient to the 


ARA.

2
Mail the original DCFS 1130 and DCFS 1135 to: 

Auditor-Controller

9150 E. Imperial Hwy., Room L-22

Downey, CA 90242

3.
Forward a copy of the DCFS 1130 and DCFS 1135 to the CSW.

4.
File the third copy of the DCFS 1135 in designated office file.

H.
WHEN:

COMPLETING THE 'CHECK WRITING REQUISITONER 






AUTHORIZATION' FORM

Each designated employee who approve the issuance of the check on eCAPS signs two copies of the 'Check Writing Requisitioner Authorization' form.  The Office Head will ensure that the forms are completed appropriately and signs each form under the 'verified by' section.  This responsibility may not be delegated.

The Office Head mails the original form to the Auditor-Controller at 9150 E. Imperial Hwy, Room L-22, Downey, CA 90242, and retains the copy in designated office file.

Employees who are authorized to approve the issuance of checks on eCAPS shall not have any of the following responsibilities:

· Sign EARs (prepare, authorize or approve)

· Requisition checks

· Prepare Checks

· Keep check stock

· Keep EAR books

APPROVAL LEVELS

	Section
	Level
	Approval

	A.
	SCSW, ARA
	EAR Authorization

	B
	None
	

	C,
	Clerical Supervisor
	292-1

	D
	Clerical Administrator
	Requests for a new EAR Book

	E
	Clerical Supervisor
	Uncashed Check Is Returned



	F
	Clerical Administrator
	Report of a Lost, Stolen Destroyed Check 





OVERVIEW OF STATUTES/REGULATIONS

Welfare and Institutions Code section 11260.(a) and (f)(1)states in part that foster care providers are paid a per child per month rate in return for the care and supervision of the AFDC-FC child placed with them.  A  “clothing allowance” means the amount paid with state participation in addition to the basic rate for the provision of additional clothing for an AFDC-FC child, including, but not limited to, an initial supply of clothing and school or other uniforms.

RELATED POLICIES

Procedural Guide number 0900-527.10, Emergency Aid Requisition (EAR): Office-Issue Check

Procedural Guide number, 0900-521.10, Service-Funded Activities (SFA)

FORM(S) REQUIRED/LOCATION

Hard Copy:

DCFS 6, Miscellaneous Transmittal






DCFS 66, Blank Check





DCFS 66-1, Emergent Aid Requisition (EAR)

DCFS 66-2, Emergency Aid Requisition (EAR) Log





DCFS 292, Cash Aid Check Control Sheet





DCFS 292-1, Cash Aid Check Transmittal





DCFS 1130, Affidavit Alleging Lost or Stolen Check





DCFS 1135, Lost or Stolen Check Investigation Report






DCFS 2282, AFDC-FC/GRI Clothing Allowance Authorization






76M290-290, Mail Receipt

LA Kids:


Cash Deposit Form
CWS/CMS:


Placement Notebook

SDM:



None

ATTACHMEN I

DCFS CHECK WRITING CODES

Fiscal year 2005-2006

	Description
	APPS

Code
	Expenditure

Code
	Fund Accounting
	Detail Accounting

	CLOTHING
	
	
	Dept
	Unit
	Object
	Dept. Obj.
	Function
	Sub Function

	Foster Care-AFDC - Fed
	42, 4C
	43, 44, 46
	CH
	26311
	no obj***
	see below**
	CH34
	5640

	Foster Care-AFDC - Non Fed 
	40, 4K
	43, 44, 46
	CH
	26314
	no obj***
	see below**
	CH34
	5640

	Emergency Assistance (EA)
	5K
	43, 44, 46
	CH
	26316
	no obj***
	see below**
	CH34
	5640

	Foster Care-AFDC-Inelig. -GRI
	45, 94
	43, 44, 46
	CH
	26447
	no obj***
	see below**
	CH34
	5778

	Kin GAP Program - Fed
	4F
	43, 44, 46
	CH
	26448
	no obj***
	see below**
	CH44
	5641

	Kin GAP Program – Non-Fed
	4G
	43, 44, 46
	CH
	26449
	no obj***
	see below**
	CH44
	5641

	

	TRANSPORTATION
	
	
	
	
	
	
	

	
	Any Aid Type
	16
	CH
	Various

Unit*
	5614
	525
	CH32
	1465


*For Transportation the unit code to use should be the unit code of the office incurring the   

expense.
The following Dept. Object Codes can be used.  Dept. objects are based on Vendor Facility Type.

	CODES
	FACILITY TYPES

	E541
	CT (Community Treatment Facility), GF (Group Home/FFA, GH (Group Home), SE (SED Service Provider, TH (Transitional Housing Pilot Project

	E542
	AI (Adoptive Home/FFA), FF (Foster Family Agency), IF (Institutional FFA)

	E544
	AL (Adoptive/Legal Guardian Home), AR(Adoptive/Relative Home), RH(Relative Home).

	E545
	GA ( Kin-GAP Guardian)

	E546
	SF (Small Family Home)

	E543
	Default to FH if entry = AF, AH, AT, CN, CS, DC, FH, FN, HH, OT, TE


AF

Adult Facility





AH

Adoptive Home
AT

Adoptive/Foster Home



CN

Counseling
CS

County Shelter/Receiving


DC

Day Care
FH

Foster Family Home



FN

Funeral Home
HH

Home Help






OT

Other Home
TE

Teaching
*** no obj (Countywide Object will be inferred by eCAPS automatically)[image: image1.png]















C300-201 (Rev. 09/11)












Page  1  of  13

