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The purpose of this policy is to establish departmental procedures for the handling of the different tasks involved in the dispersal of the resources of the Commonwealth.

The goal of this policy is to ensure that one person should not be allowed the opportunity to perform all of these tasks and inappropriately disperse the resources of the commonwealth.

Policy
Approval for transactions that generate expenditures shall not be delegated to the immediate supervisor of data entry or to the data entry personnel.

No one person shall be allowed the ability or opportunity to perform all of the tasks necessary to disperse funds and resources.





The Director of Administrative Services shall split these tasks among several different employees so that collusion would be required to misuse any funds.

Procedures
1.     Duties that are incompatible are:

        a.
The actual receipt of funds and the accounting for the funds

b. The entry of data and the approval for that data

        c.
The generation of data and the approval of data, 

        d.
Control over disbursement of payments, control over input of data and control over assets and the accounting for those assets.

2.
The tasks necessary for the operation and use of MMARS shall be allocated and adequately controlled by the Director of Administrative Services.

OUTCOME MEASURES/PERFORMANCE INDICATORS

· All MMARS documents have at least two different signatures.

· No one person is given the ability or opportunity to perform all of the tasks necessary to disperse funds and resources.

· MMARS tasks are split among several different employees.

