C300-204

CASH AID

DATE POSTED:

07/24/01   Updated 04/26/10  This Procedural Guide is being updated based on Procedural Guide 0900-515.10, Meal Reimbursement/Food Certificates/Gift Cards, dated 07/23/08
APPLICABLE TO:

Cash Aid Processors, Their Supervisors and Regional Administrators or Their Designees

DOCUMENTS:

None

FORMS:



DCFS 19, Memorandum to District Cashier





DCFS 50, Missing Meal Receipts






DCFS 51, Cash Aid Fund Disbursements






DCFS 52, Daily Cash Fund Balance






DCFS 53, Revolving Fund Transmittal






DCFS 55, Cash Bag Control





DCFS 56, Returned Notice of Cash Aid Request






DCFS 57, Revolving Fund Custody Authorization






DCFS 292-1, Cash Aid Check Transmittal





DCFS 309, Cash Aid Fund Receipt






76M290-290, Mail Receipt

SUPERSEDES

AND CANCELS:

None

Cash aid is for the purpose of providing emergent funds or reimbursement for the purchase of food for dependent children or for those in the custody of a Children's Social Worker (CSW).  The maximum amount allowed per child is $8.00 for breakfast, $10.00 for lunch and $12.00 for dinner.  Cash aid funds are not combined with other assigned funds (e.g., petty cash).

The Regional Administrator (RA) or designee is responsible for the safekeeping of the cash aid fund assigned to the office.  Unannounced audits of the fund shall be performed and documented at least once a year by the RA or his or her designee.

Only authorized employees may have access to the cash aid fund.  The DCFS 57 specifies the amount of the fund and the assigned individual responsible for the fund.  The DCFS 57 must be updated whenever there is a change in the amount of the fund, the individual responsible for the fund or the Office Head.  A copy of the form is maintained in the region and the Finance Division holds the original.

The person responsible for cash aid CANNOT be responsible for petty cash or any other monetary fund, such as bus tokens, etc.

At no time shall the cash aid balance be less than 50% of its assigned maximum amount.  If the fund appears to be nearing this amount, the Cash Aid Processor must request additional funds from Finance Division.

Canvas cash bags must be used to transport documents and cash pertaining to cash aid.  Locked cash bags must be inspected immediately upon receipt.  This applies to regional offices and the Finance Division.  If a regional office notices that a bag has been tampered with, Finance Division must be informed immediately by telephone, followed with a written report.  If Finance Division notices that a bag has been tampered with, they must immediately inform the Auditor-Controller by telephone and follow-up with a written report.  There must be two people present when locked bags are opened.

A.
WHEN:

A CSW SUBMITS A DCFS 19 WITH ATTACHED (ORIGINAL) 





RECEIPT OR A DCFS 50

	WHO
	      HOW

	
	

	CASH AID PROCESSOR
	1. Review the DCFS 19 or DCFS 50 for completeness.  Ensure that 
the SCSW has signed it.


If the DCFS 19 or DCFS 50 is incomplete, return it to the CSW for 
corrective action.


	
	2.
Ensure that the CSW has written the child's name on the receipt.  
Staple the receipt to the DCFS 19.  File in a designated location.

3.
Retrieve specified funds from the cash box and reimburse the CSW.

4.
Ensure that the CSW signs the DCFS 51 to acknowledge receipt of 
cash.

5.
At the end of the business day, complete a DCFS 52 and forward it 
to the RA or designee for signature.

6. Upon return of the DCFS 52 with the RA's or designee's signature, 
 photocopy and file it in the designated office file.

7. File the originals in a secure location until the end of each week.  See step B. below for processing.


B. WHEN:

COMPLETING THE WEEKLY CASH AID RECONCILIATION 




REPORT AND REQUESTING REIMBURSEMENT OF FUNDS

	WHO
	      HOW

	
	

	CASH AID PROCESSOR
	1. Complete a DCFS 309 and attach all DCFS 19s with their receipts and/or DCFS 50s.  The DCFS 309 must be error free.  If an error is made, void and complete another.  Retain the voided DCFS 309 and forward it with the correct one to Finance.




	WHO
	      HOW

	
	

	CASH AID PROCESSOR
	DCFS 309  - Blue copy is retained in book




Pink copy is retained for records





Yellow and white copies are submitted to Finance 



for reimbursement

2.
Complete a DCFS 52.

3.
Forward the documents and forms in Step B. numbers 1. and 
2., above , to the RA or designee for signature.

4.
Complete a DCFS 53.  Forward to supervisor for review 
and signature.

5. Upon return of the signed DCFS 52 and DCFS 53, photocopy both and file in the designated office file.

6. Insert the DCFS 309, the original DCFS 52 and DCFS 53  forms in a canvas cash bag and lock the bag.



	
	7.
Complete a Mail Receipt. File the pink copy in designated 
office file.  Address form to:

DCFS Finance 

425 Shatto Place, Room 204

Los Angeles, CA 90020


Attention: Cash Aid

8.
Attach the Mail Receipt to the outside of the locked 
cash 
bag 
and place in DCFS outgoing mail.

The DCFS Messenger will sign the Mail Receipt and detach the white copy.  File the copy in the designated office file.

9.
Complete the DCFS 55.  When it becomes full, file in 
designated office files and start a new one.

	
	

	
	NOTE: When Finance Division receives the locked cash bag they will open and review the contents.  If there are irregularities in the paperwork, they will return the original documentation with a DCFS 56 indicating what is missing or incorrect.

When all paperwork is correct, they will forward the DCFS 309 to the Auditor-Controller’s office for reimbursement.  Finance will receive a check in approximately two weeks.  They will cash the check with the Treasurer and forward the cash to the designated office.


Prepared by: Ree Osbrink

Clerical Handbook #C300-204  (Rev,.April 2010)
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