Procedural Guide

C300-202
BUS PASSES/TOKENS/COUPONS
ORDERING, DISBURSEMENT AND REPORTING
	DATE OF ISSUE:
03/11/09  Revision: 10/03/2013
APPLICABLE TO:
Transportation Clerks

Transportation Clerk Supervisors


Cashiers


Cashier Supervisors


Clerical Administrators


Assistant Regional Administrators


Regional Administrators


Division Chiefs
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RELATED POLICY RELEASES:
Procedural Guide 0900-520.10, Bus Passes/Tokens/Coupons Ordering
LA Kids:
DCFS 6-1, Miscellaneous Transmittal


DCFS 62C, Bus Coupon Control Log

DCFS 62P, Bus Pass Control Log

DCFS 62T, Bus Token Control Log

DCFS 63, Service-Funded Activity Transportation Request & Receipt


DCFS 64C, Bus Coupon Reconciliation Report –Revised 

DCFS 64P, Bus Pass Reconciliation Report - Revised

DCFS 64T, Bus Token Reconciliation Report - Revised

DCFS 65, Request Letter for Bus Passes/Tokens/Coupons


DCFS 194-A, Employee Acknowledgement of Negotiable Usage

DCFS 6015 Malfunctioning Tap Card Report (New Form)
CWS/CMS FORM(S):
None

SUPERSEDES AND CANCELS:
Procedural Guide C300-202, Bus Passes/Tokens/Coupons dated  3/11/09.




DEPARTMENTAL VALUES

The Department continues to focus on three priority outcomes.  The three identified outcomes are improved safety for children, improved timelines to permanency, and reducing reliance on placement to achieve safety.  Timely permanence is achieved, with the first choice permanency option being reunification, followed by adoption, relative legal guardianship, and legal guardianship with an unrelated caregiver.

Regions are provided with bus passes, tokens, and/or coupons which are provided to clients who are in need of transportation services to attend counseling, visit their children, etc.  Each region is responsible to record all transactions on the appropriate forms and to submit reconciliation reports by the 10th of each month to DCFS Accounts Payable.  Regions will also submit the reconciliation reports to Procurement when requesting bus passes, tokens, and/or coupons.

WHAT CASES ARE AFFECTED

This Procedural Guide is applicable to all new and existing referrals and cases.

OPERATIONAL IMPACT

Bus passes, tokens and/or coupons are only issued to DCFS clients who are specifically identified in a case plan or if ordered by the court.  They are not to be used by DCFS employees for their own personnel use.

Bus passes, tokens and coupons are negotiable items and shall be secured at all times in a locked safe, file cabinet or cash drawer.

Effective immediately, all employees handling, distributing and issuing bus tokens/passes/coupons must complete/sign the DCFS 194-A, Employee Acknowledgement of Negotiable Usage, (original and two copies).  The original will be filed in the employee’s Official Personnel Folder, one copy will be filed in the employee’s Office Personnel Folder, and one copy will be given to the employee.  It is the responsibility of the Regional Administrator to make sure each employee reviews/signs this form.

Any lost, stolen or irreconcilability of bus passes, tokens and/or coupons shall immediately upon discovery, be reported to the Regional Administrator or his/her designee. The Regional Administrator or his/her designee will investigate, complete a written report and file it within five days from the date of investigation with the DCFS Finance Officer, 425 Shatto Place, Room 204, Los Angeles, CA  90020.  In addition, immediately notify the Procurement Section at (213) 351-7777 and Internal Controls at (213) 351-5578.

Incidents of burglary, robbery or theft of $100 or more must be reported to the Sheriff or local police department.  In County facilities for which the County provides security, a report of an incident should first be made to the agency that provides security for the facility.  For all losses, a letter stating the circumstance and amount of loss must be submitted to:  




Auditor –Controller




Office of County Investigations




500 W. Temple St. Room 515




Los Angeles, CA  90012

Transportation Clerks will work with their supervisors/administrators to ensure that adequate passes/tokens/coupons are ordered in a timely manner, and to increase or decrease the amount of passes requested in order to best meet the needs of the region.

Each office/region will designate support staff (who have no transportation-related responsibilities) to be available to verify that the quantity of stock ordered, is the amount received.

A. WHEN:
ORDERING BUS PASSES, TOKENS AND COUPONS

Transportation Clerk Responsibilities

1. Complete Metro Mail Order Form and DCFS 65, include how many transit items are required by court order.  Complete the DCFS 6-1.  Attach DCFS 64 (C, P, T ) reports and DCFS 62 (C, P, T) logs.  All offices should use the latest version of the bus token control log provided on LAKids.  Procurement Services Section will be responsible for updating rates and available transit options on the DCFS 65 Order form for MTA and other transit companies.  Forward documents to Clerical Supervisor or Clerical Administrator for review and approval.
Clerical Supervisor (CS)/Clerical Administrator (CA) Responsibilities
1. Review Metro Mail Order Form and DCFS 65, DCFS 64 (C, T,P) reports and DCFS 62 (C, P, T) logs.  Forward forms to the Regional Administrator for review and approval of the DCFS 65, and DCFS 64 (C, P, T) reports.

2. Receive Metro Mail Order Form, DCFS 62 (C, P, T) logs, approved DCFS 65, and DCFS 64 (C, P, T) reports from Regional Administrator.  Make two photocopies of each form.  File first copy of each form and retain for five years in designated office file.  Provide the second copy of each form to the Transportation Clerk.

NOTE:
Contact Procurement at (213) 351-7777, if there are any    questions regarding, bus coupons, passes and tokens.

3. Fax Metro Mail Order Form, and DCFS 65 to Procurement Section (213-738-6514) by 5th of the month. 

4. Mail Metro Order Form, DCFS 65, copy of DCFS 64 (C,P,T), copy of DCFS 62 (C,P,T) and DCFS 6-1 by 5th of the month (original and one copy) to:

DCFS Procurement Section

Attn:  Control Clerk

501 Shatto Place, Room 301

Los Angeles, CA  90020

5. File the copy of DCFS 6-1 until the signed DCFS 6-1 is received from the Procurement Section.  Discard the file copy and file the signed copy .  Retain for five years in designated office file.

Regional Administrator (RA)/Division Chief (DC)/Designee Responsibilities

1. Receive and review Metro Mail Order Form, DCFS 65, DCFS 64 (C, P,T) reports and DCFS 62 (C, P, T) logs.


2. Sign DCFS 65 and DCFS 64 (C, P, T) reports or give DCFS 65 to Division Chief to review/sign.  Return all forms to Clerical Supervisor/Clerical Administrator.

B. WHEN:

UPON RECEIPT OF BUS TOKENS, PASSES, COUPONS FROM MTA

CA/Designee Responsibilities

1. Receive bus tokens, passes, coupons in box with Metropolitan Transportation Authority (Metro Mail Order-Shipping Document) and Metro Mail Order form.  (From MTA – Delivered by a County contracted company.)

2. Sign and date for the delivery.

3. Count bus tokens, passes, and coupons in the presence of one other individual.

4. Verify receipt of stock with shipping document.  Lock up tokens, passes and coupons in safe and/or cabinet with bar lock.  File shipping document and Metro Mail Order form.  Retain for five years.

Procurement Services Responsibilities:

1.   Receive Metro Mail Order form from Regional Offices.

2.   Process the orders through the Auditor-Controller’s Office

3.  Provide a monthly report showing the total transit items ordered by each Regional Office to the Accounts Payable Section to assist with their reconciliations.
C. WHEN:
PROCESSING REQUESTS FROM CSWs 

Transportation Clerk/Cashier Responsibilities

1. Upon receipt of the DCFS 63, (original and one copy) with an attached copy of the court order (minute order) directing DCFS to provide a bus pass/token/coupon to the client. If there is no court order, attach a copy of the portions of the current case plan that deals with service objectives, client responsibilities and agency responsibilities.  Check for appropriate signatures and required documentation (i.e., the DCFS 63 indicates whether the request for the transportation fares, is a court ordered/case plan activity or a non- court ordered/case plan activity.).  Return DCFS 63 to CSW if DCFS 63 is incomplete, does not have appropriate signatures, or does not have the court order or case plan documentation attached. 
	NOTE:
The following information must be annotated on the DCFS 63 by the CSW:  objective; how many visits per week equals number of tokens/passes/coupons; if court ordered; if adult or youth is participating.



2. Remove tokens, passes and coupons from safe.

	NOTE:
No double issuances, e.g., bus pass and tokens for the same client – can be issued within same family to two different family members.



3. Annotate serial number, the type, and amount of tokens/passes/coupons on to DCFS 63.

4. Complete the required information on the applicable DCFS 62 (C, P, T) logs.

5. Place tokens/passes/coupons in envelope for each family/client.

6. Count out tokens/passes/coupons with CSW.  The CSW will sign the DCFS 62.  
Sign and date DCFS 63.

7. Give envelope containing tokens/passes/coupons to CSW with original 
DCFS 63.

8. Receive original DCFS 63 with client’s signature and date after the CSW has issued the tokens/passes/coupons to the client.  Annotate the date the DCFS 63 was returned on DCFS 62.   File the DCFS 62 with original DCFS 63 and retained for five years in designated office file.

NOTE:
CSW will make copy of DCFS 63 to file in their case.


The signed DCFS 63 must be received within three workdays from the date the CSW receives the tokens/passes/coupons.  The DCFS 63 and tokens/passes/coupons should be returned if not issued to the client within three workdays

9. E-mail appropriate Assistant Regional Administrator (ARA), if signed DCFS 63 original is not returned by 10th of the month from the CSW.  Repeat this step on the 30th of the month, if applicable.
10. Receive any unused tokens/passes/coupons from CSW.  Annotate return on DCFS 62 and DCFS 63.  Lock up unused tokens, passes, coupons in safe.

D.
WHEN:
RETURNING UNUSED / DEFECTIVE PASSES / COUPONS TO ACCOUNTS PAYABLE UNIT
CA Designee/Clerical Supervisor Responsibilities

1.    Gather and count unused / expired passes/stickers/tap cards/coupons and defective passes /tap cards from safe with Transportation Clerk present.  Make  sure that the passes being returned are bundled separately and labeled  appropriately as unused or defective. 

NOTE :
Only send the unused/expired MTA EZ Passes / Stickers, Santa Clarita TAP Cards, and defective bus passes (MTA and Non-MTA) to Accounts Payable(AP) Unit.  Do not return the unused MTA Regular, Student TAP Cards, and TAP Cards from other transit companies. These cards are valid for 12 months if not tapped or validated by user/client. These can be issued to the clients the following month. 


All cash losses due to negotiable items that cannot be returned to AP should be reported on the DCFS 64(C, P, T) reports under Overage/Shortage.

2.
Make three photocopies of all passes (Front and Back) being returned to AP.  File the first copy and retained for five years in designated office file. Forward the second copy to Clerical Administrator.  Send the third copy with the original cards being returned to DCFS AP Unit. (see Section E. Step 6).
3. 
Fill out the Malfunctioning Tap Cards Report (Form DCFS 6015) for the defective passes / taps / coupons.  Complete all fields in the report to ensure the Department will obtain proper credit.  Make two photocopies; first copy is filed and retained for five years in designated office file. Forward the second copy to Clerical Administrator.  The original completed form is sent to DCFS Accounts Payable Unit. (see Section E. Step 6). 

E.
WHEN:
PREPARING RECONCILIATION REPORT 

CA Designee/Clerical Supervisor Responsibilities

1.
Meet with Transportation Clerk and complete inventory as to the coupons, passes, and tokens that are on hand. 

2.
Complete required information on the applicable DCFS 64C, DCFS 64P, DCFS 64T reports by using the DCFS 62C, DCFS 62P, DCFS 62T logs and the DCFS 65.


NOTE:
If there are any questions in regards to the DCFS 64 (C, P, T) & DCFS 6015 reports, contact Accounts Payable at (213) 351-5717.

3.
Sign and date the DCFS 64(s), and attach the DCFS 62(s).  Give it to the CA’s Assistant to review and sign/date.  Forward to the CA to review, sign/date. The CA will give the forms to the RA/Designee to review, compare and sign off.  Return the signed forms to the CA Designee/ Clerical Supervisor.

4.
Complete the DCFS 6-1, Miscellaneous Transmittal (triplicate).

5.
Make photocopies of DCFS 62(s) and DCFS 64(s) for the RA and each ARA, CA and Transportation Clerk.  File copies.  Retain for five years in designated office file.

6.
Send original DCFS 64(s) with original DCFS 62(s), original DCFS 6015 (Malfunctioning Tap Cards Report), actual unused MTA EZ Passes/Stickers, Santa Clarita TAP Cards, defective MTA and Non-MTA Passes, Tap Cards, Coupons,  along photocopies of the passes to be returned to:
              DCFS - Accounts Payable

              Attn:  Bus Pass Reconciliation Desk

              425 Shatto Place, Room 205

              Los Angeles, CA  90020

NOTE:
Each office must ensure that passes being returned to AP are bundled separately and labeled appropriately as damaged or unused.
7.
Place documents and actual passes to be returned in envelope with return self-addressed envelope, attach original and one copy of DCFS 6-1 to outside of envelope.  File second copy of DCFS 6-1.  The documents are due to Accounts Payable by the 10th of the following month.

8.
Receive signed DCFS 6-1 from Accounts Payable and discard file copy of DCFS 6-1.  File signed DCFS 6-1 and retain for five years in designated office file.

Accounts Payable Staff Responsibilities

1. Review monthly reconciliation report received from various DCFS offices.  If there are discrepancies, contact the offices to resolve the variances.  Make a follow-up action when an office fails to submit their monthly reconciliation reports in a timely manner.
2. Complete DCFS 6015 Malfunctioning TAP Card Report for all received defective Regular and Student passes.  Send the report once a month to the Travel Administrative Unit of the Auditor Controller for the issuance of the replacement card.
NOTE:
The Travel Administrative Unit will work with MTA for the issuance of the replacement card.
3. Notify Procurement Services Section when the replacement  cards are received.
4. Complete DCFS 6015 Malfunctioning TAP Card Report for all received defective MTA EZ Passes and Santa Clarita TAP Cards. Mail the report with the actual passes/tap cards by certified mail and return receipt to:

       Xerox Services

707 Wilshire Blvd, Suite 1550

Los Angeles, CA 90017

    Attn:  Irvin Sims - (213) 438-6163
5. Receive return receipt and file. Retain for five years in file.

6. Send a copy of the completed DCFS 6015 and receipt by email to Stephen Godina 

of the Auditor-Controller’s Transportation Administration Unit.   

NOTE:
The Travel Administrative Unit will work with Xerox to issue equivalent credit for the returned defective cards.  The credits will be reflected on the monthly billing to DCFS. 

7.  Reconcile Auditor-Controller’s charges with DCFS documentation to ensure billings and credits to the Department are accurate.  Any variances are resolve immediately. 
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