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FSW identifies need 
of child w/trust acct 

& completes a 
CFS334 form for 

supervisor approval

Start Process

Approvable by 
Eligibility Unit?

Place hold on 
funds via the 
Foster Care 

Trust Fund .NET 
application

Hold number is 
assigned (hold is 

good for 60 
days)

Supervisor 
approved?

Supervisor sends 
CFS334 form to 

Financial 
Coordinator to 

review for accuracy

AD emails CFS334 
form back to 

Financial 
Coordinator

AD approved?

End Process

Financial 
Coordinator 

forwards CFS334 
form to Eligibility 
Unit for approval

Send to Executive 
Management for 

approval

Approved by 
Exec. Mngmnt?

End Process

Approved by 
Eligibility Unit

Shopper makes 
purchase(s)

Invoice & CFS334 
goes to Eligibility 

Unit w/w9 if 
applicable

Reviews and deliver 
to accounts payable 

to pay invoice

Send receipts to 
Financial 

Coordinator

Financial 
Coordinator logs 

receipts & sends log 
& receipts to 

Financial Support

No

Yes End ProcessNo

Receives log and 
receipts for P-Card 

purchases

Updates 
banking system

Monthly files 
sent to accounts 

payable via 
Foster Care .Net 

application

Integrates file 
into Great Plains

Great Plains cuts 
check to State 

Treasury for deposit
End Process

Yes

This constitutes 
approval for 
shopper to make 
purchase(s)

If P-Card is used, 
Financial Support is 

also notified.

Yes

Send hold # via 
CFS334 to Financial 

Coordinator and 
Financial Support if 

P-Card purchase 

Yes

Financial 
Coordinator notifies 

shopper to make 
purchase

P-Card used for 
purchase?

No

Yes

No

Yes

Financial 
Coordinator 

forwards form to 
Area Director (AD) 

for approval

No

No
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