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January 28, 2010

To:

WorkFirst Supervisors and Staff
From:

Kelly Lindseth, WorkFirst and OES Director

Subject:  
WorkFirst – New Batch Header Sheets 


In the January update to the Internal Controls Manual, a new Batch Header Sheet was included. 
Effective February 1, 2010, use the new Batch Header Sheet.  Below you will also find a version you can complete electronically. An instruction sheet will help you process your batches and complete your Batch Header Sheets successfully. 

If you have any questions, please contact Shelley Warnock, WorkFirst Internal Controls Coordinator, at (360) 438-4143 or swarnock@esd.wa.gov or Easter Taylor at (360) 438-4799 or etaylor@esd.wa.gov .
BATCH HEADER SHEET = HOW TO FILL IT OUT!  (
Vendor = goods/services provided to parents with a voucher.  The company must be in the vendor files to receive payment. (Example: Clothing).

Warrantable = goods/services parents receive directly from their counselor. (Example: bus passes and tickets.)  Paid for after goods/services are used.

Non-Warrantable = goods/services provided directly to parents that have already been purchased.  (Example: bus tickets, commuter bus vouchers, bus passes).  Paid by A-19 before used.

Before the batch is prepared, complete the checklist for each voucher.  The supervisor must also sign the bottom of each voucher. (These are required steps before batches are prepared.) These steps ensure each voucher is ready for batching.

SECTION ONE:

Org Index Name and Number

· Name – Office location (Example:  WorkSource Thurston County)

· Organizational Index Code (Example:  3610)

Check Payment Method:  Must check one of the following:

· Vendor 

· Warrantable 

· Non-warrantable 

Expected Number of items in Batch:  Put number of how many items that you expect to pay.

Expected Amount:  Dollar amount of all items to pay.
Prepared By:  Put name of who prepared the batch and date. 

SECTION TWO:

Approved By:  Person’s name approving batch (must be Supervisor or can be WSS4 who did not create any vouchers in batch). Signature indicates batch is ready for payment.

SECTION THREE:

Batch Number/Date:  Created from AFRS, put batch number and date on form.

Actual Number of Items in Batch:  Number will come from JFS as batch is completely.

Amount Keyed:  The total dollar amount as shown in JFS after batch is entered.

Entered By:  WWS4 (that did not create a voucher in the batch) or any position with WF clerical security access.

SECTION FOUR:  

Next day-Check Batch Header List in JFS and if details match batch information: Check one of the boxes. (Must match type of batch checked in section one.) (If information doesn’t match, figure out why and correct batch details.)
Supervisor/Date:  Signature/Date needed from the person doing final review of the batch and ensuring correct batch information. (This person must be a supervisor or higher authority).
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WorkFirst Batch Header Sheet
Please attach a Checklist to this Batch Header Sheet.
Section One

Org Index Name and Number:      
Check Payment Method:
     
Vendor                               Warrantable 
              Non-warrantable

Voucher payments        
     Warrant payments
        Payment by A-19 

Expected Number of Items in Batch      
Expected Amount                                    
Prepared By                                                           Date      
Section Two

Approved By                                                          Date      
Section Three


Batch Number
     


        Batch Date       
Actual Number of Items in Batch              
Amount Keyed                                            
Entered By                                                   
Section Four

             Vendor:  I certify each voucher in this batch paid.

              Warrantable:  I certify each item in this batch paid.

             Non-Warrantable: I certify each item in this batch was credited to a               WorkFirst parent.

Supervisor _____________________________   Date _______________
                        Supervisor or higher authority
[image: image3.jpg]Wcm‘Source




WorkFirst Batch Header Sheet
Please attach the Checklist to this Batch Header Sheet.
Section One

Org Index Name and Number:       _________________________________________

Check Payment Method:
        
Vendor                        
     Warrantable 
                   Non-warrantable

Voucher payments        
     Warrant payments
        Payment by A-19 

Expected Number of Items in Batch _______________________________________   
Expected Amount ______________________________________________________

Prepared By ______________________________________  Date _______________

Section Two

Approved By _____________________________________  Date _______________

Section Three


   Batch Number   




   Batch Date

Actual Number of Items in Batch _________________
     Amount ____________

Entered By   __________________________________________________________      

Section Four
            Vendor: I certify each voucher in this batch paid.

           Warrantable:  I certify each item in this batch paid.

Non-Warrantable:  I certify each item in this batch was credited to a WorkFirst parent.
Supervisor ______________________________________   Date ______________


          Supervisor or higher authority
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