Child Support Services (CSS) Cash Receipts & Disbursements 

Segregation of Duties Matrix
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	CASH RECEIPTING
	
	
	
	
	
	
	
	
	

	Mail Receipting:
	
	
	
	
	
	
	
	
	

	1. Opens Mail 
	
	
	
	
	
	
	
	
	

	2. Restrictively endorses mail checks
	
	
	
	
	
	
	
	
	

	3. Lists/logs mail receipts.  


	
	
	
	
	
	
	
	
	

	Recording:
	
	
	
	
	
	
	
	
	

	4. Inputs cash receipts to subsidiary ledger.  
	
	
	
	
	
	
	
	
	

	5. Records cash receipts transactions to subsidiary ledger.  
	
	
	
	
	
	
	
	
	

	Balancing:
	
	
	
	
	
	
	
	
	

	6. Verifies balances and uploads information into main system.  
	
	
	
	
	
	
	
	
	

	Depositing; 
	
	
	
	
	
	
	
	
	

	7. Agrees cash receipts to collection records (register z-tapes, etc.).
	
	
	
	
	
	
	
	
	

	8. Prepares Deposit Order (D.O.)
	
	
	
	
	
	
	
	
	

	9. Prepared bank deposit.
	
	
	
	
	
	
	
	
	

	10. Takes deposit to the bank/treasury. 
	
	
	
	
	
	
	
	
	

	11. Reconciles total deposits to system. 
	
	
	
	
	
	
	
	
	

	Reviewing: 
	
	
	
	
	
	
	
	
	

	12. Reviews D.O. and compares to supporting collection records. 
	
	
	
	
	
	
	
	
	

	13. Reviews bank deposit and compares to D.O.
	
	
	
	
	
	
	
	
	

	Monitoring:
	
	
	
	
	
	
	
	
	

	14. Compares the validated D.O. to the dept’s D.O. copy & to the financial accounting records.  
	
	
	
	
	
	
	
	
	

	CASH DISBURSEMENTS
	
	
	
	
	
	
	
	
	

	15. Applies disbursements to specific cases through automated system.
	
	
	
	
	
	
	
	
	

	16. Reviews and authorizes disbursements to specific cases to automated system.
	
	
	
	
	
	
	
	
	

	17. Process approved disbursement requests (trust fund memos) through automated system.  
	
	
	
	
	
	
	
	
	

	18. Prepares disbursement requests (journal voucher/manual check request). 
	
	
	
	
	
	
	
	
	

	19. Authorizes disbursement requests (journal voucher/manual check request).  
	
	
	
	
	
	
	
	
	

	Reconciling: 
	
	
	
	
	
	
	
	
	

	20. Reconciles subsidiary ledgers to General Ledger.
	
	
	
	
	
	
	
	
	

	21. Reviews and approves reconciliation.  
	
	
	
	
	
	
	
	
	


