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The purpose of this policy is to identify and define authority for Area staff involved in fiscal management and control.

The goal of this policy is Area management of financial resources.
Policy

The Department of Youth Services shall have a system of fiscal accountability and control at all locations and levels of operation.

Area Directors shall designate individuals to be responsible for fiscal management and control.

Area Directors shall establish a structure for fiscal management and control for each state operated location within the Area.

Area Directors shall ensure that designated fiscal managers complete MMARS trainings necessary to manage finances within the Commonwealth.

Area Directors shall develop policies and procedures to ensure fiscal accountability

and sound resource management.

 Procedures
A.     Administration

1. The Bureau of Administration and Systems shall develop and promulgate fiscal policies and procedures for Area Offices to follow.

2. The Bureau of Administrative Services shall monitor all Area-based fiscal

                 operations.

3. Area Directors and their designated Area Fiscal Managers shall establish                 procedures for the sound management of resources allocated to the Area.   

     These procedures shall be approved by the Bureau of Administration and

     Systems.

4. Area Fiscal Managers shall ensure that policies and procedures developed by

                 the Area, as approved by the Bureau of Administrative Services, are followed

                 in state operated locations under the Area’s jurisdiction.

B.
Delegation 


1.      Area Directors shall designate Area Fiscal Managers to be the primary 
contacts and oversight authority for all fiscal activity occurring within the 
Area.


2.
Area Directors may delegate responsibility and authority for fiscal 



management and control to location managers within the Area under the 


oversight of the Area Fiscal Manager.

C.
Fiscal Management and Control


1.      In accordance with the department’s Budget Preparation policy, fiscal 
resources shall be allocated and distributed to the Area and each location 
within the Area.

2. Area Directors shall ensure that the reporting requirements prescribed in the Budget Preparation and Budget Review policies are adhered to in accordance with the prescribed timetables and formats.


3.
Area Directors shall ensure that location managers within the Area follow 
established protocols required for the expenditure of fiscal resources.  At a 
minimum, these shall include:

a.     identification and execution of mechanisms required to procure goods or

        services prior to purchase or use of goods or services.

b.     ensuring that adequate documentation of goods and service delivery

        including packing slips for goods and service delivery reports for

        services accompanies all invoices for processing.

c.     ensuring that every invoice received within the Area is properly date

        stamped upon arrival within the Area.

d.     ensuring that payment documents are accurately coded to include vendor

        information, encumbrance information and rate/payment amount

        information.

e.     monitoring MMARS suspense file to see that payments are processed,    
 
  and ensuring that errors are corrected in a timely manner. 


4.
The Area Fiscal Manager shall have the responsibility for managing and 
verifying the utilization of fiscal resources within accounts, subsidiaries, 
object codes and contracts.


5.
The Area Fiscal Manager and location managers within the Area shall 
maintain declining balances against allocated resources.


6.
The Area Fiscal Manager and location managers within the Area shall prepare 
reports for submission to the Area Director and the Bureau of Administrative 
Services’ Fiscal Operations Unit in accordance with the Budget Preparation 
and Budget Review policies.

D.
Training
         1.     Area Directors shall ensure that appropriate Area staff involved with fiscal 
  
affairs receive and participate in training for fiscal operations and procedures.

         2.     Administrative Services Unit Directors shall meet with Area Directors and 
Area Fiscal Managers at least annually to discuss issues relative to document 
processing and procedures for operating in the current and/or upcoming fiscal 
year.

OUTCOME MEASURES/PERFORMANCE INDICATORS
(     The Department and its Areas operate in a fiscally responsible manner by managing

       fiscal resources encumbrances and accounts without cost overruns.

(     Areas consolidate fiscal operations in a manner that enables enhanced coordination

       of resources and fiscal activity.

(     Area/Location Managers gain greater understanding of the resources available to

       them.

(     Areas develop internal control procedures to ensure proper management of

       resources under their jurisdiction.

(     Location personnel are trained in fiscal operations and procedures.

(     Area Fiscal Managers and Location Managers maintain declining balances against

       allocated resources.

(     Area Directors designate Area Fiscal Managers.

(     Timetables and formats for budget preparation are adhered to.







