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DISCLAIMER
The intent of this presentation is not to teach stakeholders how to 
code every individual transaction, which we can all agree is 
impossible.  

This presentation focuses on:

(1) connecting stakeholders, while providing a safe space to 
discuss local challenges and best practices, 

(2) introducing internal controls central to financial reporting,  

(3) demonstrating a typical process of how auditors utilize 
available tools to identify transaction coding errors, and 

(4) promoting how localities can use the same tools to improve 
accuracy.
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Boots On: Internal Controls Overview 



Boots: 
Internal 
Controls 
Overview
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An effective system of internal control: 

Provides accountability for monitoring 
program objectives;

Promotes operational efficiency;

Improves the reliability of financial 
statements;

Strengthens compliance with laws and 
regulations;

Reduces the risk of financial or other 
asset losses due to fraud, waste, or 
abuse.



Boots On: 
Internal Controls 
Overview

Let’s start with a quick 3-minute overview of internal controls.
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Boots On: Internal Controls Overview

CSA AUDIT 
OBSERVATIONS 

 FINANCIAL 
REPORTING

SERVICE 
NAMES

• Overuse of 
“Other”

• Case Support vs. 
Private Foster 
Care Support, 
Supervision, and 
Administration

• Treatment 
Foster Care Case 
Mgmt. vs. 
Private Foster 
Care Support, 
Supervision, and 
administration

EXPENDITURE 
CATEGORY

• Congregate Care – 
Parental 
Agreements (1C) 
vs. Community-
Based Services 
(2F)

• Wrap-Around 
Services for 
Students with 
Disabilities ( 2H) 
vs. Community-
Based Services 
(2F)

• Community-Based 
Services (2F) v. 
Non-Mandated 
Services/ 
Community-Based 
(3) 

MANDATE 
TYPE

• Foster Care CHINS 
– CSA Parental 

Agreement (5) vs. 
Non-mandated 

(11)

REFUNDS

• Vendor Refunds 
and Reclaimed IV-

E adjustments 
classified as Other
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FINANCIAL REPORTING INTERNAL CONTROLS



FINANCIAL REPORTING INTERNAL CONTROLS

Control 
Activities 
Explained

9



FINANCIAL REPORTING 
INTERNAL CONTROLS

Communication and Training

Control Activity:  Establishing 
Responsibility 
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Review and Authorization of Fiscal Documents
Control Activity:  Segregation of Duties
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FINANCIAL REPORTING 
INTERNAL CONTROLS
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FINANCIAL REPORTING 
INTERNAL CONTROLS

Reconciling Financial Reporting System Entries
Control Activities:  Documentation



Reconciling Financial Reporting System Entries
Control Activities:  Independent Verification
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FINANCIAL REPORTING 
INTERNAL CONTROLS



Quality Assurance Procedures
Control Activities:  Independent Verification
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FINANCIAL REPORTING INTERNAL CONTROLS



Quality Assurance Procedures (Monitoring)
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FINANCIAL REPORTING INTERNAL CONTROLS
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BOOT CAMPERS: STRUT AND STROLL

https://youtube.com/clip/UgkxWI44uT4tofUE9J16wevZz07mgmjHmObQ?si=2NBMxU9WYr8TCHCS

https://youtube.com/clip/UgkxWI44uT4tofUE9J16wevZz07mgmjHmObQ?si=2NBMxU9WYr8TCHCS
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Boot Campers: 
Challenges and 
Best Practices



BOOT CAMPERS:  
PANEL DISCUSSION

CHALLENGES AND 
BEST PRACTICES

Meet the Panel
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BOOT CAMPERS:  
PANEL DISCUSSION

CHALLENGES AND 
BEST PRACTICES
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Describe your challenges 
as a new CSA 
Coordinator with CSA 
financial reporting 
responsibilities.



BOOT CAMPERS:  
PANEL DISCUSSION

CHALLENGES AND 
BEST PRACTICES
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How did you overcome 
those challenges?



BOOT CAMPERS:  
PANEL DISCUSSION

CHALLENGES AND 
BEST PRACTICES

21

What are some best 
practices you learned 
along the way?
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BOOTSTRAPS:  TOOLS AND PROCESS FLOW



BOOTSTRAPS:  
TOOLS
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Financial Reporting Terminology and 
Descriptions

Mandate Types

  How are they eligible?

Service Placement Types

  Where are the services provided?

Service Name Descriptions

What did you buy?

Expenditure Categories

Which bucket of expenditures does 
it belong?



Financial Reporting 
Terminology and 

Descriptions

Mandate Types

 How are they 
eligible?

 Tool - Mandate Type 
Definitions

25

BOOTSTRAPS:  TOOLS

https://www.csa.virginia.gov/content/doc/Mandate_Type_Definitions.pdf
https://www.csa.virginia.gov/content/doc/Mandate_Type_Definitions.pdf


Financial Reporting 
Terminology and Descriptions

Service Placement Types

 Where are the 
services provided?

 Tool - CSA Service 
Placement Types
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BOOTSTRAPS:  TOOLS

https://www.csa.virginia.gov/content/doc/CSA_Service_Placement_Types.pdf
https://www.csa.virginia.gov/content/doc/CSA_Service_Placement_Types.pdf


Financial Reporting 
Terminology and 

Descriptions

Service Name 
Descriptions

What did you 
buy?

Tools - CSA Service 
Names

27

BOOTSTRAPS:  TOOLS

https://www.csa.virginia.gov/content/doc/CSA_Service_Names.pdf
https://www.csa.virginia.gov/content/doc/CSA_Service_Names.pdf


Financial Reporting
Terminology and Descriptions

Expenditure Categories

Where does it 
belong?

 Tool - Pool Fund 
Expenditure Categories 
and Definitions

HINT: FOLLOWS THE 
CLIENT’S PLACEMENT WHEN 
THE SERVICE IS DELIVERED.
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BOOTSTRAPS:  TOOLS

https://www.csa.virginia.gov/content/doc/Pool_Fund_Expenditure_Categories_and_Definitions.pdf
https://www.csa.virginia.gov/content/doc/Pool_Fund_Expenditure_Categories_and_Definitions.pdf
https://www.csa.virginia.gov/content/doc/Pool_Fund_Expenditure_Categories_and_Definitions.pdf


BOOTSTRAPS:  
TOOLS

29

Local Expenditure Data and Reporting 
System (LEDRS) Guidance

Pool Fund Expenditure 
Categories mapping with 
Thomas Brothers System

File Layout Details and 
Crosswalks

Coding Cheat Sheet

LEDRS Upload Details



LEDRS Guidance
Pool Fund 
Expenditure 
Categories mapping 
with Thomas 
Brothers System
Tool: Pool Fund 
Expenditure 
Categories mapping 
with Thomas 
Brothers System
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BOOTSTRAPS:  TOOLS

https://www.csa.virginia.gov/content/doc/Pool_Fund_Expenditure_Categories_mapping_with_Thomas_Brothers_System.pdf
https://www.csa.virginia.gov/content/doc/Pool_Fund_Expenditure_Categories_mapping_with_Thomas_Brothers_System.pdf
https://www.csa.virginia.gov/content/doc/Pool_Fund_Expenditure_Categories_mapping_with_Thomas_Brothers_System.pdf
https://www.csa.virginia.gov/content/doc/Pool_Fund_Expenditure_Categories_mapping_with_Thomas_Brothers_System.pdf
https://www.csa.virginia.gov/content/doc/Pool_Fund_Expenditure_Categories_mapping_with_Thomas_Brothers_System.pdf


LEDRS Guidance

File Layout Details and Crosswalks

Tool - LEDRS File Layout Details and Crosswalks
31

BOOTSTRAPS:  TOOLS

https://www.csa.virginia.gov/content/doc/LEDRS.xlsx


LEDRS Guidance

Coding Cheat Sheet

Tool: LEDRS Coding 
Cheat Sheet

32

BOOTSTRAPS:  TOOLS

https://www.csa.virginia.gov/content/doc/LEDRS_Coding_Cheat_Sheet.pdf
https://www.csa.virginia.gov/content/doc/LEDRS_Coding_Cheat_Sheet.pdf
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BOOTSTRAPS:  TOOLS

LEDRS Validation

Tool: LEDRS Upload Details

Source:  CSA Website/Local Government 
Reporting Application

https://www.csa.virginia.gov/OCSOKTA/Home/About?appId=2

https://www.csa.virginia.gov/OCSOKTA/Home/About?appId=2
https://www.csa.virginia.gov/OCSOKTA/Home/About?appId=2


LEDRS Validation
Tool: LEDRS Upload Details
Source:  CSA Website/Local Government Reporting 
https://www.csa.virginia.gov/OCSOKTA/Home/About?appId=2
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BOOTSTRAPS:  
TOOLS

https://www.csa.virginia.gov/OCSOKTA/Home/About?appId=2


Administrative Memos and Other Guidance

Memo #25-04 CSA Reimbursement for Private Day Special 
Education – FY2026

Memo #25-01 Expenditure Category Clarification for Case Support

Memo #23-03 Suspension of the QRTP Designation by the 
Department of Social Services

Memo #21-15 Reporting of CSA State Pool Refunds

Memo #21-09 Special Education – Transitional Services in the 
Public School Setting

LEDRS Coding for IL Arrangements
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BOOTSTRAPS:  TOOLS

https://www.csa.virginia.gov/content/doc/Administrative_Memo_25_04.pdf
https://www.csa.virginia.gov/content/doc/Administrative_Memo_25_04.pdf
https://www.csa.virginia.gov/content/doc/Administrative_Memo_25_04.pdf
https://www.csa.virginia.gov/content/doc/Administrative_Memo_25_04.pdf
https://www.csa.virginia.gov/content/doc/Administrative_Memo_25_01.pdf
https://www.csa.virginia.gov/content/doc/Administrative_Memo_25_01.pdf
https://www.csa.virginia.gov/content/doc/Administrative_Memo_23-03.pdf
https://www.csa.virginia.gov/content/doc/Administrative_Memo_23-03.pdf
https://www.csa.virginia.gov/content/doc/Administrative_Memo_21-15.pdf
https://www.csa.virginia.gov/content/doc/Administrative_Memo_21-09.pdf
https://www.csa.virginia.gov/content/doc/Administrative_Memo_21-09.pdf
https://www.csa.virginia.gov/content/doc/Administrative_Memo_21-09.pdf
https://www.csa.virginia.gov/content/doc/Administrative_Memo_21-09.pdf
https://www.csa.virginia.gov/content/doc/LEDRS_Coding_for_IL_Arrangements.pdf


Phase 1:  Purchase Order/Funding Request
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Bootstraps:  Theoretical Process Flow

Process Flow Steps - Transaction Level Reporting Auditor Test of Controls
1. CSA designee prepares Purchase Order and/or Funding 

Request 
Communication & Training
Establishing Responsibility

Segregation of Duties
Documentation

2. Supervisor/CSA Office reviews Purchase Order and/or 
Funding Request and

a. Verifies eligible client’s Mandate Type; Tool:  
Mandate Type Definitions

b. Confirms the service Placement Type; Tool:  
CSA Service Placement Types

c. Substantiates the Service Name; Tool: CSA 
Service Names

d. Substantiates CSA as the appropriate funding 
source; Tool: Funding Sources for Child Specific 
Services

e. Confirms the dates of services, # of units 
purchased, and billable rates; Tool: Service 
Plan, CPMT Authorizations/Minutes, Service 
Directory/vendor rate sheets, etc.

f. Validates the Expenditure Category; Tool: Pool 
Fund Expenditure Categories and Definitions

g. Check for policy exceptions that may apply; 
Tool: Administrative Memos 

Establishing Responsibility
Segregation of Duties

Independent Verification
Authorization

Documentation
Compliance

3. CSA Office double-checks the alignment of transaction 
coding; Tool:  LEDRS File Layout Details and Crosswalks

Establishing Responsibility
Independent Verification

Compliance

https://www.csa.virginia.gov/content/doc/Mandate_Type_Definitions.pdf
https://www.csa.virginia.gov/content/doc/CSA_Service_Placement_Types.pdf
https://www.csa.virginia.gov/content/doc/CSA_Service_Names.pdf
https://www.csa.virginia.gov/content/doc/CSA_Service_Names.pdf
https://www.csa.virginia.gov/content/doc/Funding_Sources_for_Child_Specific_Services.pdf
https://www.csa.virginia.gov/content/doc/Funding_Sources_for_Child_Specific_Services.pdf
https://www.csa.virginia.gov/content/doc/Pool_Fund_Expenditure_Categories_and_Definitions.pdf
https://www.csa.virginia.gov/content/doc/Pool_Fund_Expenditure_Categories_and_Definitions.pdf
https://www.csa.virginia.gov/resources/administrativememos/
https://www.csa.virginia.gov/content/doc/LEDRS.xlsx


Phase 2:  Payment Processing
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Bootstraps:  Theoretical Process Flow

Process Flow Steps – Transaction Level Reporting Auditor Test of Controls
1. The CSA designee/fiscal officer compares the service plan, 

purchase order/funding request, and vendor invoice to ensure 
the Mandate Type Definitions, CSA Service Placement Types, CSA 
Service Names, Pool Fund Expenditure Categories and 
Definitions, service dates, unit of measure, and fee/rates agree.

Establishing Responsibility
Documentation
Reconciliation

2. The CSA designee/fiscal officer transmits the payment package to 
the local government’s accounts payable/finance office.

Establishing Responsibility
Authorization

Documentation
3. Accounts Payable/Finance staff record expenditures in the local 

government’s financial reporting system and send a report to the 
CSA designee/fiscal officer itemizing the posted transactions 
(e.g., general ledger reports, check registers, etc.)

Establishing Responsibility
Segregation of Duties

Documentation

4. The CSA designee/fiscal officer matches the local expenditure 
transaction reports (e.g., general ledger expenditures/revenues, 
check registers, etc.) with source documents included in the 
payment package, while verifying transaction data (MT, SPT, SN, 
and EC) and detecting duplicates. Disclaimer: Municipal general 
ledger reports may not contain all CSA coding information.

Reconciliation
Documentation

5. Using the municipal general ledger reports, the CSA 
designee/fiscal officer enters the verified payments into the 
applicable system to facilitate CSA pool fund reimbursements 
(e.g., CBDRS, Harmony, Kinship, Thomas Brothers, and other 
proprietary systems). 

Documentation

https://www.csa.virginia.gov/content/doc/Mandate_Type_Definitions.pdf
https://www.csa.virginia.gov/content/doc/CSA_Service_Placement_Types.pdf
https://www.csa.virginia.gov/content/doc/CSA_Service_Names.pdf
https://www.csa.virginia.gov/content/doc/CSA_Service_Names.pdf
https://www.csa.virginia.gov/content/doc/Pool_Fund_Expenditure_Categories_and_Definitions.pdf
https://www.csa.virginia.gov/content/doc/Pool_Fund_Expenditure_Categories_and_Definitions.pdf


Phase 3:  Pool Fund Reimbursement
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Bootstraps:  Theoretical Process Flow

Process Flow Steps – Transaction Level Reporting Auditor Test of Controls
1. The CSA Report Preparer prints a transaction summary (i.e., payment 

report, check register, etc.) of CSA financial system entries (CBDRS, 
Harmony, Kinship, Thomas Brothers, etc.).

Documentation

2. The CSA Report Preparer compares the CSA financial system entries to the 
municipal general ledger report, verifying client, vendor, expenditure 
amount/totals, check number, duplicate entries, etc.

Reconciliation

3. The CSA Report Preparer completes the file upload to LEDRS, generating the 
Pool Fund Reimbursement Report.

Establishing Responsibility
Segregation of Duties

Documentation
4. The CSA Report Preparer validates  transaction-level data uploaded to 

LEDRS including Mandate Type Definitions, CSA Service Placement Types, 
CSA Service Names, Pool Fund Expenditure Categories and Definitions by 
comparing to the LEDRS Coding Cheat Sheet and the LEDRS Upload Detail 
Report.

Reconciliation
Documentation

5. The CSA Report Preparer forwards the source documents to the Fiscal Agent 
for supervisory review.

Establishing Responsibility
Segregation of Duties

Documentation
Independent Verification

6. The CSA Fiscal Agent compares the source documents to the totals reflected 
on the pended Pool Fund Reimbursement Report in LEDRS (may be printed), 
and where feasible, confirms the accuracy of individual transactions, 
including:  Mandate Type Definitions, CSA Service Placement Types, CSA 
Service Names, Pool Fund Expenditure Categories and Definitions, and 
reporting period/fiscal year by comparing to the LEDRS Coding Cheat Sheet 
and the LEDRS Upload Detail Report.

Establishing Responsibility
Segregation of Duties

Independent Verification

7. The CSA Fiscal Agent approves the pended Pool Fund Reimbursement 
Report.

Authorization

https://www.csa.virginia.gov/content/doc/Mandate_Type_Definitions.pdf
https://www.csa.virginia.gov/content/doc/CSA_Service_Placement_Types.pdf
https://www.csa.virginia.gov/content/doc/CSA_Service_Names.pdf
https://www.csa.virginia.gov/content/doc/Pool_Fund_Expenditure_Categories_and_Definitions.pdf
https://www.csa.virginia.gov/content/doc/LEDRS_Coding_Cheat_Sheet.pdf
https://www.csa.virginia.gov/content/doc/Mandate_Type_Definitions.pdf
https://www.csa.virginia.gov/content/doc/CSA_Service_Placement_Types.pdf
https://www.csa.virginia.gov/content/doc/CSA_Service_Names.pdf
https://www.csa.virginia.gov/content/doc/CSA_Service_Names.pdf
https://www.csa.virginia.gov/content/doc/Pool_Fund_Expenditure_Categories_and_Definitions.pdf
https://www.csa.virginia.gov/content/doc/LEDRS_Coding_Cheat_Sheet.pdf


Phase 4:  Quality Assurance/Monitoring

39

Bootstraps:  Theoretical Process Flow

Process Flow Steps – Transaction Level Reporting Auditor Test of Controls
1. CSA Designee and/or local Fiscal officer reviews monthly fiscal reports for 

exceptions or anomalies.
a. Local general ledger reports (trial balance, check registers, etc.)
b. Local CSA expenditure/transaction report(pay detail, check registers, etc.)
c. OCS Financial Reports 

(https://www.csa.virginia.gov/OCSOKTA/Home/About?appId=2)
i. LEDRS Upload Detail Reports: Reconcile/validate transaction data
ii. Filing Status Reports: Confirm pool reimbursement filings
iii. Pool Reimbursement Report: Match total expenditures and refunds 

to local general ledger reports and local CSA transaction summaries
iv. Refund Report: Match total refunds to local general ledger reports 

and transaction summaries.   Investigate suspected unreported 
refunds (i.e., Reclaimed IV-E, DCSE Collections, Social Security 
Benefits, and parental copays).

v. Medicaid Report: Verify the Medicaid match is correctly assigned to 
the CSA locality where children are “receiving” the designated 
services.  Report errors to be corrected. Medicaid Review and 
Adjustment Instructions

vi. Local Medicaid Billings by Month: Confirm prior period adjustments 
were completed.

vii. Pool Fund Distribution History Report: Reconcile CSA fund balance

Reconciliation
Documentation

Monitoring
Compliance

2. CSA Designee investigates and corrects discrepancies, where applicable Separate Evaluation
Compliance

3. CSA Designee communicates findings/concerns to CPMT with applicable reports. Establishing Responsibility
Information/Communication

Monitoring
Compliance

https://www.csa.virginia.gov/OCSOKTA/Home/About?appId=2
https://www.csa.virginia.gov/content/doc/Medicaid_Review_and_Adjustment_Instructions.pdf
https://www.csa.virginia.gov/content/doc/Medicaid_Review_and_Adjustment_Instructions.pdf
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BOOTSTRAP BREAKOUT CAMP

Group Exercise
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Boots on the Ground - Recap

Understand and Implement Internal Controls



Communicate Challenges and Best Practices
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Boots on the Ground - Recap



Apply Processes and Tools Consistently
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Boots on the Ground - Recap

Transaction Level Process Flow Tools
Phase 1:  Purchase Services Mandate Type Definitions

CSA Service Placement Types
CSA Service Names
Funding Sources for Child Specific 
Services
Pool Fund Expenditure Categories and 
Definitions
Administrative Memos 
LEDRS File Layout Details and 
Crosswalks

Phase 2:  Payment Processing

Phase 3:  Pool Reimbursement LEDRS Coding Cheat Sheet 
LEDRS Upload Detail Report.

Phase 4:  Quality Assurance/Monitoring OCS Financial Reports 
https://www.csa.virginia.gov/OCSOKTA
/Home/About?appId=2)

https://www.csa.virginia.gov/content/doc/Mandate_Type_Definitions.pdf
https://www.csa.virginia.gov/content/doc/CSA_Service_Placement_Types.pdf
https://www.csa.virginia.gov/content/doc/CSA_Service_Names.pdf
https://www.csa.virginia.gov/content/doc/Funding_Sources_for_Child_Specific_Services.pdf
https://www.csa.virginia.gov/content/doc/Funding_Sources_for_Child_Specific_Services.pdf
https://www.csa.virginia.gov/content/doc/Pool_Fund_Expenditure_Categories_and_Definitions.pdf
https://www.csa.virginia.gov/content/doc/Pool_Fund_Expenditure_Categories_and_Definitions.pdf
https://www.csa.virginia.gov/resources/administrativememos/
https://www.csa.virginia.gov/content/doc/LEDRS.xlsx
https://www.csa.virginia.gov/content/doc/LEDRS.xlsx
https://www.csa.virginia.gov/content/doc/LEDRS_Coding_Cheat_Sheet.pdf
https://www.csa.virginia.gov/OCSOKTA/Home/About?appId=2
https://www.csa.virginia.gov/OCSOKTA/Home/About?appId=2
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Boots on the Ground:
Q & A
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A-TEAM CONTACT INFORMATION

Name Title Phone/Email

Stephanie Bacote

Program Audit Manager
(804) 662-7441
Stephanie.Bacote@CSA.Virginia.Gov

Annette Larkin

Program Auditor
(804) 662-9816
Annette.Larkin@CSA.Virginia.Gov

Rendell Briggs

Program Auditor
(804) 662-7402
Rendell.Briggs@CSA.Virginia.Gov

Rachel Friedman

Program Auditor
(804) 662-7451
Rachel.Friedman@CSA.Virginia.Gov

Your Name Here

Audit Advisor – Local Programs
(804) 662-9815
Couldbe.You@CSA@Virginia.Gov

mailto:Stephanie.Bacote@CSA.Virginia.Gov
mailto:Annette.Larkin@CSA.Virginia.Gov
mailto:Rendell.Briggs@CSA.Virginia.Gov
mailto:Rachel.Friedman@CSA.Virginia.Gov
mailto:Couldbe.You@CSA@Virginia.Gov
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