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MAINTAINANCE OF BUS PASSES, TOKENS, AND COUPONS
REMINDER

The following is a listing of important procedures and actions that must be adhered to when handling bus passes, tokens, and coupons:

· Bus passes, tokens, and/or coupons are made available to regions so that they may be provided to DCFS’ clients who are in need of transportation service and are specifically identified in a case plan or ordered by the court.  Bus passes, tokens, and/or coupons, excluding those utilized by DCFS Headquarters staff to conduct county business, are not to be used by DCFS employees.  (C300-202 and 02-10)
· All bus passes, tokens, and coupons are considered liquid assets.  Thus, they must be kept secured in a locked safe, under the control of limited personnel and strictly monitored at all times (CFM 1.1.4 and C300-202)
· Strict adherence to the procedures and internal controls outlined in CFM 1.1.3-4 and DCFS C300-202 and MD# 02-10 shall be maintained at all times.
· Upon detection, all losses; thefts, and/or shortages, of any bus passes, tokens, and/or coupons must be immediately reported to:
· Immediate Supervisor
· Administrative Staff
· Internal Controls Section
· Auditor Controller Fraud Investigations (occurrences over $100)
· Local Law Enforcement agency (occurrences over $100)

· Each region is responsible for recording all transactions on the appropriate forms, and for submitting reconciliation reports at the end of each month to the DCFS Finance Section.  (C300-202)
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If you have any questions regarding this release please 


e-mail your question to:


Policy@dcfs.co.la.ca.us


· A strict separation of duties must be maintained at all times.  Under no circumstances shall any one person perform more than one of the following duties in regards to bus passes, tokens, and/or coupons: (CFM 1.1.3 and C300-202)
· Ordering 

· Receiving

· Disbursing

· Reconciling

· The Auditor-Controller’s Special Investigations Unit can be reached 24 hours a day, 7 days a week :

Employee Fraud and Health Inspection Fraud Hotline 
320 West Temple Street, Suite 380
Los Angeles, California 90012

(800) 544-6861 or (213) 974-0914

fraud@auditor.co.la.ca.us
· Contact the DCFS Bureau of Finance’s Internal Controls Section with any questions or issues regarding the use and/or maintenance of bus passes, tokens, and coupons:

Internal Controls Section

501 Shatto Place, Suite 304

Los Angeles, CA 90020

(213) 738-2700
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