 (
                                                                    Step-By-Step
Important Facts
  
 
Overview
)Process: Local Internal Control Plan (LICP) – Supervisor
The Local Internal Controls Plan (LICP) prepares local offices for monitoring visits from WorkFirst Administration unit audit reviews.  It serves as a guideline to assist administrators and supervisors in setting up procedures for their offices. 
Important Facts about This Process:
1. Offices must update their procedures annually on October 1st and more often if there is a need to update their Local Internal Controls Manual (ICM).
2. The Administrator certifies that each staff member who handles financial documents for WorkFirst has reviewed and was provided a copy of the LICP for their office.  Internal Controls Manual - Section 7
3. Local Internal Control Plan includes the following sections:
a. Section 1 – Internal Control Procedure
b. Section 2 – Roles and Responsibilities 
c. Section 3 – Support Services
d. Section 4 – Vouchers and Warrants
e. Section 5 – Preparing and Entering Batches
f. Section 6 – On-the-Job Training and Work Experience
g. Section 7 – Tracking Funding and Using Reports
Process Steps:
Step by Step and Sample provided in the Internal Control Manual (Section 1).
Performance Measures:
No performance required
Electronic Access:
eJAS
JAS/JFS


 (
                                                   Other Resources
)Policy/Mandates Informing This Process: 
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Internal Controls Manual - Section 1 
WorkFirst Handbook 
Support Services Directory
WorkFirst Handbook Chapter 4.3 (Employment Services/On the Job Training) 
WorkFirst Program policies
WAC 388-310-0800 (WorkFirst Support Services)
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