INTERNAL CONTROL PLAN
______________ COUNTY

FISCAL YEAR ________

A.
502 – Separation of Duties

1. The General Journal Entries, along with all supporting documentation, are reviewed and approved.  The following Region Accounting employee(s) and/or positions are responsible for signing and dating each GJE Form to signify approval.

	Employee Name or Positions Title

	

	

	

	


B.
503 - Control of Funds Received

1. DFCS County and Regional Accounting Personnel who opens incoming mail must prepare cash receipts on a daily basis.  DFCS Personnel responsible for cash receiving duties do not prepare checks, print/sign checks or reconcile bank statements.  The following employee(s) and/or positions prepare receipts for cash received in the daily mail.

	Employee Name or Positions Title

	

	

	

	


2. DFCS County and Regional Accounting Personnel are responsible for preparing cash receipts for funds hand delivered to their offices by clients and others.  Personnel responsible for over-the-counter cash receiving duties do not prepare checks, print/sign checks or reconcile bank statements.  The following employee(s) and/or positions prepare receipts for cash received over the counter.

	Employee Name or Positions Title

	

	

	

	


3. Personnel responsible for preparing and taking the deposit to the bank do not print/sign checks, reconcile bank statements or have cash receiving duties.  The following employee(s) and/or positions prepare and take the bank deposits:

	Employee Name or Positions Title

	

	

	

	


C. 504 – Client Overpayments:
1. Any Food Stamp/TANF Claims payments, if received in the DFCS County office, are to be receipted in a separate cash receipts book.  The receipt along with the payments are to be sent to the DHS-OIG for processing and email a copy of the Daily Claims Logs. The follow DFCS County employee(s) and/or positions are responsible for logging and submitting payments to the DHS-OIG unit.
	Employee Name or Positions Title

	

	

	

	


2. Child Care Claims data is reported on the OFI Data Forms which is e-mailed  monthly to OFIdataforms@dhr.state.ga.us.  The following DFCS County employee(s) are responsible for completing and emailing this report monthly.

	Employee Name or Positions Title

	

	

	

	


D. 505 - Control of Cash Disbursement:

1. Disbursements are approved by authorized DFCS employee(s) prior to checks being drawn.  Approval is indicated on all supporting documents (invoice, packing slip, receiving reports, SSID screen prints, ADPORs, Purchase Orders, and Service Authorizations).  See the County’s Monthly Organization Chart for all leadership staff who may be responsible for the approval of payments.  The Regional Accounting Fiscal Operations Manager, if approved by the county director, can approve basic operating invoices such as Leases, Utilities, Janitorial , Copier/Postage Machine Rental and Enterprise Rental Car.
	Employee Name or Positions Title

	SEE COUNTY’S ORGANIZATION CHART

	

	

	


2. Personnel responsible for preparing checks do not print/sign checks, reconcile bank statements or have cash receiving duties.  The following Region Accounting employee(s) and/or positions process checks:

	Employee Name or Positions Title

	

	

	

	


3. Personnel responsible for signing checks are covered by the Department of Human Services’ blanket bond and do not process checks, reconcile bank statements, or have cash receiving duties.  The following DFCS County employee(s) and/or positions are authorized to sign checks:

	Employee Name or Positions Title

	Cliff O’Connor, DFCS Chief Financial Officer

	

	

	


4. Each check is matched with its appropriate source documents.  Checks are examined for accuracy by the employee responsible for printing, reviewing, separating, and mailing the prepared checks.  Regional Accounting employee(s) responsible for mailing checks do not process checks.  The following employee(s) and/or positions have responsibility for mailing checks:
	Employee Name or Positions Title

	

	

	

	


5. The following DFCS County or Regional Accounting employee(s) and/or positions have the responsibility for interoffice check distribution:

	Employee Name or Positions Title

	

	

	

	


E. 506 - Purchasing and Procurement:

1. The following DFCS County or Regional Accounting employee(s) and/or positions are appointed as the County Purchasing Officer:

	Employee Name or Positions Title

	

	

	

	


F. 508 - Gift Cards:

1. Personnel responsible for ordering and securing gift cards or bus passes do not work with the clients or process checks.  The following DFCS County employee(s) and/or positions is the Gift Card Custodian:

	Employee Name or Positions Title

	

	

	

	


G. 509 - Equipment/Inventory Control responsibilities are assigned as follows:
1. The following DFCS County or Regional Accounting employee(s) and/or positions are responsible for completing the DHS Detailed Equipment Listing (Form 5111) on equipment purchases of $1000 or more, and attaching decals to the equipment, and so that the equipment is added to their Asset Management List.  This includes equipment purchased by the state office.
	Employee Name or Positions Title

	

	

	

	


2. The following DFCS County or Regional Accounting employee(s) and/or positions are responsible for completing the DHS Detailed Equipment Listing (Form 5086) on equipment for disposal and so that the equipment will be removed from their Asset Management List.    
	Employee Name or Positions Title

	

	

	

	


3. An in-house inventory system is maintained in SMILE on all Agency equipment regardless of cost.   A copy of the in-house inventory list should be maintained in the event of a disaster so that it can be provided to the State Office for insurance purposes.  The in-house inventory system records the following information:  description, date of purchase, acquisition cost, fund source and location.  The following DFCS County or Regional Accounting employee(s) and/or positions are responsible for completing the yearly inventory and maintaining the in-house inventory system.
	Employee Name or Positions Title

	

	

	

	


H. 511 - Petty Cash:

1. Personnel responsible for handling petty cash do not process checks or have cash receiving duties.  The following DFCS County employee(s) and/or positions is the Petty Cash Custodian:

	Employee Name or Positions Title

	

	

	

	


I.  512 - Bank Reconciliations:

1. Personnel responsible for reconciling bank statements do not process checks drawn from the bank accounts being reconciled, print/sign checks or have cash receiving duties.  Bank statement reconciliations are completed by the following Region Accounting employee(s) and/or positions:

	Employee Name or Positions Title

	

	

	

	


2. Upon completion, the reconciler will forward the bank reconciliation and the bank statement (without canceled checks) to the Fiscal Operations Manager.  The Fiscal Operations Manager will review, approve, and sign.  Part of the review is identifying outstanding checks over 90 days old and any other discrepancies that need to be resolved.  The following Region Accounting employee(s) and/or positions may approve bank reconciliations.

	Employee Name or Positions Title

	

	

	

	


J. 513 - EBT Cards and PINs:
1. Control Log(s) for EBT Card(s) are maintained by the following DFCS County employee(s) and/or positions:

	Employee Name or Positions Title

	

	

	

	


2. An EBT Control Log is maintained when EBT cards are received in the name of the Agency.  Different staff members are designated to safeguard each.  The following DFCS County employee(s) and/or positions are responsible for safeguarding EBT cards received in the Agency’s name.

	Employee Name or Positions Title

	

	

	

	


3. The following DFCS County employee(s) and/or positions are responsible for securing PIN(s) for cards issued in the agency’s name.

	Employee Name or Positions Title

	

	

	

	


4. When an EBT Card  in the name of the recipient is mailed to the Agency, the EBT control log is signed by the employee responsible for safeguarding the  card.  When the card is given to the recipient, the recipient signs the control log indicating the card was received.  The following DFCS county employee(s) and/or positions are responsible for safeguarding EBT cards mailed to the Agency:

	Employee Name or Positions Title

	

	

	

	


5. When a lost EBT card is found and returned to the Agency or when a card is voluntarily returned by the recipient, the EBT control log for found and returned cards is signed by the employee responsible for safeguarding the card.  The card is destroyed after 30 days if the recipient does not claim it.  The employee(s) responsible for destroying EBT cards signs the control log beneath the destruction date.  A second party who initials the control log witnesses the card’s destruction.  The following DFCS County employee(s) and/or positions are responsible for safeguarding found/returned EBT cards:

	Employee Name or Positions Title
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