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The clerical support staff assists the mailroom in preparing the foster care vouchers for payment by the Processing Unit.
A.
WHEN:

PROCESSING FOSTER CARE VOUCHERS

WHO
       HOW




Clerical Support Staff

Clerical Support Staff
1.
Upon receipt of the vouchers, remove them from their envelopes.

2.
Separate and count the automatic vouchers.

a)
Check the ‘full month’ automatic vouchers for correct signatures and any errors.

i.
Count and place the automatic vouchers 
with correct signatures and no errors in 
stacks of two hundred.


ii.
Add the ‘batch ticket’ and place a rubber 
band around each stack of two hundred.



NOTE:
The Processing Unit creates the 


‘batch ticket’ number.


iii.
Place the ‘batched’ automatic vouchers in 
a box and deliver them to the mailroom to 
be sent to the Treasure Tax Collector.



NOTE:
The mailroom stores the vouchers 


when they are returned from the 


Treasure Tax Collector.

b) Count the initialed, damaged and stop vouchers and send them to the Foster Care/Adoption Assistance Program (FC/AAP) for review and processing.
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