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H12-030 – Policy/Procedure
 May 2, 2012
	TO: 
	Home and Community Services (HCS) Division Regional Administrators

	FROM:
	Bill Moss, Director, Home and Community Services Division

Chanh Ly, Interim Director, Management Services Division

	SUBJECT: 
	FY2012 Enterprise Risk Assessment and Self-Evaluation (ERASE)

	Purpose:
	To instruct staff on the procedures for completing and submitting the FY2012 ERASE

	Background:
	The purpose of ERASE 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 FY2012 ERASE form has minor changes and virtually no changes have been made to the process from 2011.  The process is addressed in the ERASE Kickoff Memo document.

	ACTION:
	1. Instructions for Completing the FY2012 ERASE
2. Submit only an electronic copy of the completed and signed Certificate of Completion (DSHS Form 03-361) to Linda Brandsma no later than June 25, 2012.  Please do not return the rest of the forms.

3. If two or more HCS or RCS offices are co-located, only one ERASE Certificate of Completion must be submitted for each division.  If an HCS and an RCS office are co-located, both divisions are required to complete an ERASE Certificate of Completion.

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



	Related 
REFERENCES:
	Administrative Policy No. 16.05; RCW 43.88.160; OFM State Administrative and Accounting Manual (SAAM) Chapter 20, Internal Control and Auditing

	ATTACHMENT(S):        


	DSHS Form 03-359 - FY 2012 ERASE: When you open this link, insert 03-359 in the “Search by Form No.” box to access the necessary forms.
DSHS Form 03-361 – Certificate of Completion

	CONTACT(S):
	Linda Brandsma, Coordinator

(360) 725-2340

brandld@dshs.wa.gov 

Questions about ERASE process to:

Kevin Doty, Enterprise Risk Assessment Manager
(360) 902-8051
dotykw@dshs.wa.gov 
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