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March 7, 2005
	TO: 
	Home and Community Services Regional Administrators

Daniel Knutson-Bradac

Chanh Ly

Teri Comstock

Stacey Owens
Lynda Mullen



	FROM:
	Penny Black, Director, Home and Community Services Division

Kathy Marshall, Director, Management Services Division


	SUBJECT: 
	FY2005 RISK ASSESSMENT AND SELF-EVALUATION (RASE)

	Purpose:
	To instruct staff on the procedures for completing and submitting the FY2005 RASE.

	Background:
	The purpose of the RASE is to assist management in meeting their responsibilities regarding internal controls, and to help the agency comply with OFM requirements.  OFM requires that:

· Each agency adopts methods to assess risk and review control activities

· Agencies maintain adequate written documentation for activities conducted in connection with risk assessments, internal review of control activities and follow-up actions

Internal Control is important because if internal controls are weak, the department is more susceptible to:

· Waste or misuse of department assets

· Inaccurate or incomplete information

· Embezzlement and theft

· Not achieving the department’s objectives

	What’s new, changed, or

Clarified
	The FY2005 RASE document is very similar to the FY2004 document, although some changes were made.  These are addressed in the RASE Changes document.

	ACTION:
	· Access the FY2005 RASE Process web page to view the Instructions for Completing the FY2005 RASE, as well as the document itself.

· Submit a copy of the completed RASE document, signed Certificate of Completion (DSHS Form 03-361) and any Improvement Action Plans (DSHS Form 03-360), to Richard Simon no later than May 1, 2005. 

· If two or more HCS or RCS offices are co-located, then only one RASE, Certificate of Completion, and any Improvement Action Plans must be submitted for each division. If an HCS and an RCS office are co-located, both divisions are required to complete a RASE, Certificate of Completion and any Improvement Action Plans.

· The original completed RASE should be kept in local files for future reference, historical documentation of local control procedures, and for possible review by DSHS/State Auditors or the Internal Control Officer. A copy of the forwarded Certificate of Completion and any Improvement Action Plans should be filed with the original RASE.

	Related 
REFERENCES:
	Administrative Policy No. 16.05; RCW 43.88.160; OFM State Administrative and Accounting Manual (SAAM) Chapter 20, Internal Control and Auditing
Frequently Asked Questions (FAQs)
Assessing Program Controls
Sample completed RASE (Word) (PDF)

	ATTACHMENT(S):   
	1.  DSHS Form 03-359 - FY 2005 RASE
2.  DSHS Form 03-360 – Improvement Action Plans
3.  DSHS Form 03-361 – Certificate of Completion

	CONTACT(S):
	Richard Simon, Budget Coordinator, at (360) 725-2578 or simonr@dshs.wa.gov


























