
SAN BERNARDINO COUNTY 
PROBATION DEPARTMENT PROCEDURE 

PREPAIDIDEBITIGIFT CARDS PROCEDURE 

Authority: 
Michelle Scray, Chief Probation Officer 

Purpose: 
To establish a procedure for the Probation Department's purchasing, handling, accounting and 
distributing of prepaid debit or gift cards, bringing departmental procedures into compliance with 
County standards established by the San Bernardino County Internal Controls and Cash Manual. 

This procedure will include aspects for the purchasing, handling and distributing of debit cards 
including: 

Maintaining a chain of custody with adequate security and documentation 
Maintaining a continuous written log, documenting card receipts, distributions, 
intradepartmental movement (for prepaid cards in a single program that are distributed to 
multiple locations) and related documentation 
Monthly inventory of cards on hand 
Monthly reconciliation of cards on hand 
Annual inventory report to the County Auditor/Controller-Recorder (ACR) 

Additionally, because debit cards are considered a cash equivalent, distribution and accounting of 
debit cards will be conducted pursuant to all applicable procedures in the "Safeguarding Cashn section 
of Chapter 3 of the County's Internal Controls and Cash Manual. 

Definitions: 
Administrative Supervisor IIDivision Director I: The Probation Department designates Administrative 
Supervisor IIDivision Director I or higher to approve and sign any debit card requests presented. The 
person authorizing the distribution must be of a higher-ranking position than the requestor, and it must 
be an individual other than the Card Custodian. 

Card Custodian: The Probation Department designates the position of Purchasing Su~ervisor as the 
Card Custodian or custodian in charge of debit or prepaid cards. This designation will be given to any 
position at a(n) Supervising Fiscal Specialist or above, and is selected by the Administrative Manager 
or above. 

Fiscal Assistant: The Probation Department designates the position of Fiscal Assistant or above to 
make all purchases related to departmental debit card programs. 

Responsibilities and Segregation of Duties: 
No one individual shall have access to the entire debit card process. The following functions shall be 
segregated among different employees: 

9 Purchasing debit cards (designated to Fiscal Assistant) 
P Receipting (designated to Fiscal Assistant) 
e Distributing (designated to Card Custodian) 

Inventorying (designated to Fiscal Assistant) 
Reconciling (designated to Card Custodian) 
Reporting (designated to Card Custodian) 
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Responsibilities: 
I. Card Custodian 

A. Shall be able to account for all prepaid cards, including: cards on-hand, distributed cards, and 
cards on order from any vendor. 

B. Shall account for the physical location of all cards, including the location of cards in the 
possession of a sub-grantee or contractor, who might ultimately distribute the cards to an end- 
recipient. 

2. Upon demand by ACR or the Board of Supervisors, shall provide an accounting of all debit 
cards. 

D. Shall prepare the necessary memo based on the documentation provided, and present it to 
the Administrative /Division Director or above for approval. 

E. The payment document, using object code 3206 (see guidelines "Purchasing Pre- Paid 
Cards", must be prepared by the Card Custodian and approved and signed by the Department 
Head or authorized designee. 

F. The Card Custodian will prepare a completed FAS payment document. Card Custodian will 
attach the vendor's invoice and a copy of ACR's Authorization for Departmental Distribution of 
Prepaid Cards. 

G. Forward completed payment documents to ACR's IAS department. For each partial order, 
each payment document must be submitted to ACR's IAS department. Note: Payment 
requests above that exceed the amount initially authorized will be denied and returned. 

H. When prepaidldebit cards are received from the vendor, the Card Custodian will verify that the 
cards ordered match in quantity and valueldenomination as the actual cards received. 

I. The Card Custodian will distribute the appropriate card&) and update the written log. 
J. In addition, the Department will follow any documentation requirements that any particular 

prepaid debit or gift card program requires that are specific to that program or function. 
K. After verifying the distribution or return of requested cards and reconciling the transferred 

cards to the RP, the Card Custodian will return any unused cards back into inventory and 
adjust the written log accordingly. 

II. Requesting Partv (RP) 
A. To distribute any prepaidldebit cards, a Requesting Party (RP) (Probation Department 

employee, volunteer, temporary employee, or affiliated individual working under the scope of 
the Probation Department) must complete a "Staff Green Request" form in permanent ink, 
stating the date, card merchant, purpose, intended recipient, and the amount to be distributed. 
This form is located in Probation Tools in the Forms Templates Section. 

B. The request must specify the quantity of each denomination, and the employee must sign and 
date the request. 

C. Upon approval, the requesting employee presents the Debit Card Request to the Card 
Custodian. 

D. The RP shall sign the written log to document and acknowledge his or her physical possession 
of the prepaidldebit card@). The written log will be held and maintained at the Card 
Custodian's work station. 

E. The RP distributes the cards to the appropriate recipients. The RP will obtain the recipient's 
name, signature and date on the Prepaid Card Request to document and acknowledge that 
the recipient has received the prepaid card@). 

The RP shall return the Request Form, signed by the card recipient, and any undistributed cards 
to the Card Custodian in person, not via inter-office mail. 

Ill. Division Director or desianee 
A. Shall provide specific documentation of the need for purchase or distribution of prepaid cards 

for specific programs, as outlined below. 
B. Designation Form: When authorization to distribute debit cards is established or the Card 

Custodian changes, the Probation Department will submit a new "SignatureIFund Custodian 
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C. Purchases can be made up to the authorized amount as notified by ACR or the Board as stated in 
the notification Memo. 

D. Follow Purchasing Department's procedures and using the prepaid cards "object code" of 3206. 
E. The Department need not purchase entire amount of cards at one time provided that any partial 

purchase does not violate any Purchasing Department procedures. 
F. To avoid loss in cash refunds, prepaid cards should be purchased in denominations of $10 

minimum or more. 
G. Purchases should be made as close to the distribution date as possible to minimize risk of loss. 
H. When choosing a debit card vendor, the Department shall choose a large, well-known vendor that 

has no known likelihood of ceasing operations, and with the following requirements: 
1. Accepts unused returned cards at no fee or with a small or nominal fee 
2. No expiration dates 
3. Statistic reporting ability to review card activation, usage, status, balance, values 
4. Provide prepaid cards with no cash remuneration capability for the entire or partial card value 

I. The Department must submit each payment document for the purchase of prepaid cards to ACR's 
IAS, regardless of the number of purchases made 

Commingling of Funds: 
Debit cards shall not be commingled with other County funds or employee personal funds. Also, debit 
cards shall not be commingled between cards associated with one program or function with those 
cards associated with other programs or functions. 

Limitations: 
Prepaid cards represent a significant risk exposure to the County due to their widespread distribution 
and convertibility. They are subject to the following limitations: 

County Procurement: Prepaid cards are not to be used for County procurement purposes under 
any circumstances. The intent for using prepaid cards is to provide public assistance to clients 
that meet the requirements of a given program or function. 
Employee Reimbursement: Do not distribute prepaid cards for employee expense reimbursement. 
Never commingle prepaid cards with other County cash funds or employee personal funds. Do 
not commingle prepaid cards associated with one program or function within a department with 
those associated with other programs or functions within the same department. 
Petty Cash: Do not use petty cash to purchase prepaid cards. 

Inventory 
There must be a 
prior to June 30" 

monthly inventory and one annual inventory on June 30", or the last business day 
if that date falls on a weekend. If prepaid cards for a single program or function are 

maintained in multiple locations, the inventory information for each location must be consolidated into 
a single report. The specific steps for conducting an inventory of prepaid debit or gift cards are as 
follows: 

A. Employees other than the Card Custodian must complete the inventory, and an employee of a 
higher-ranking job code reviews and signs the inventory report. 

B. The inventory report shall be on the "Prepaid DebitIGift Card lnventory Sheet" (see Attachment D). 
C. Two employees other than the Card Custodian will conduct the inventory: one to record and one 

to verify cards on hand. The inventory will be observed by the Card Custodian. 
D. The lnventory report shall include: 

1. Merchant 
2. Card account number or ID (gift card number) 
3. Card denomination 
4. Quantity 
5. Total per merchant and card denomination 
6. Grand total of number of cards and cash value on hand 
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E. If there are any differences between the physical inventory and the Department's recorded 
inventory on the written log, the Card Custodian will research and resolve any disparity and refer 
to the "Shortagesn section of this policy for procedures to handle any inventory discrepancies. 

Reconciliation of Inventory 
A reconciliation must be conducted once per month and also one annual reconciliation on June 30", 
or the last business day prior to June 30' if that date falls on a weekend. The reconciliation differs 
from the inventory in that it ensures that the amount of cards on hand, per inventory records, is the 
proper amount based on prior purchases and distributions, and reconciles that there are no missing 
cards. 

A higher ranking employee other than the Card Custodian is preferred to perform the reconciliation. 
However, the Card Custodian may complete the reconciliation if it is reviewed and signed by 
Administrative Supervisor IIDivision Director I or above. 

Process for reconciliation of prepaid debit or gift cards is as follows: 

A. The reconciliation shall be recorded on the "Prepaid DebitIGift Card Reconciliation Sheetn (see 
Attachment E). 

B. Determine the total amount of cards on hand from the last two monthly inventories. Use the total 
amount from the older inventory as the beginning amount. Use the total amount from the more 
recent inventory as the ending amount. 

C. Determine from the written log maintained by the Department the total new cards that were 
received during the period between the two inventories in Step B. 

D. Determine from the written log maintained by the Department the total cards that were distributed 
during the period between the two inventories in Step B. These cards are no longer in the 
possession of the Department. They have either been transferred to a sub-grantee or contractor 
for further distribution, or have reached their final intended userlrecipient. 

E. Take the beginning amount from Step B, add the receipts from Step C and subtract the 
distributions from Step D. The resulting amount must equal the ending amount from Step A. 

F. Research and resolve any differences. Refer to the "Shortages" section of this policy for 
procedures on how to handle any reconciliation discrepancies. 

Shortages 
All shortages in the Department's inventory of prepaid debit or gift cards must be reported to the 
ACR's IAS department, using the "Request for Relief from Liabilityn form for the amount of Shortage. 
Refer to the County's Internal Controls and Cash Manual, Chapter 5 in regards to a "Shortage $200 or 
Less" or "Shortage Exceeds $200" for additional reporting procedures. 
A department's cash shortage fund must never be used to reimburse shortages in prepaid card 
inventories. 

ACR will review any shortages report and determine whether an audit should be conducted. If the 
Department conducts an internal investigation or audit of prepaid debivgift card shortages, any copy 
or copies of the internal reports and work papers must be provided to ACR's IAS department. 

Shortages Due to Fraud, Embezzlement or Theft 
Immediately report prepaid card losses due to fraud, embezzlement or theft. Refer to Chapter 5 of the 
County's Internal Controls and Cash Manual for "Cash Shortages and Losses" in the "Shortage due to 
Fraud, Embezzlement or Theft" section for procedures. 
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For Federal and State funded programs: 
For cost claim reporting to federal or state funded programs, purchase of cards must be approved 
as part of the program expenditure. 

Payment Processing 
Department cannot use petty cash for the payment of debitlgift cards 

Inspections: 
Internal 
Monthly inventory and reconciliation by Probation Department personnel. 
Annual inventory and reconciliation by Probation Department personnel. 

External 
AuditorlController oversees and maintains strict control over prepaid debitlgift cards. 

References: 
Auditor/Controller Standards 
San Bernardino County Auditor/Controller's published Internal Controls and Cash Manual, Chapters 3 
and 20 available on Countyline at: http://countyline.co.san- 
bernardino.ca.uslacr/CashManualldefault.asp. 

issued by: 

Date: 

Revised: 

Effective Date: 

Phichelle Scray, Chief Probation Officer t 

May 25,2010 

October 26,201 0 

November 5,201 0 

Attachments: 
A - SignaturelFund Custodian Authorization 
B - Memo Request to Distribute Prepaid Cards 
C - Questionnaire for Prepaid Debit and Gift Cards 
D - Prepaid DebitlGift Card Inventory Sheet 
E - Prepaid DebitlGift Card Reconciliation Sheet 
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