Appendi x 5

Securities Handling Practices U S. Departnent of Housing
Revi ew Checkl i st and Urban Devel opnent

Nane of HUD office and | ocation of site within office.

It is the policy of HUD to fully protect and preserve at all tines the
securities and negotiabl e instrunents (both marketabl e and
non- mar ket abl e) whi ch pass through or are retained in Headquarters

and the Field.

This checklist is to be used during unannounced revi ews of the way
securities are being handled by the HUD work force. Conpletion of the
steps listed should provide the reviewer with know edge of the way the
securities custodial officers, mail handl ers, and other responsible
enpl oyees are performng their securities handling duties.

Each user of this checklist shall beconme famliar w th HUD Handbook
1911. 1, Handling and Protecting Cash, Securities and O her Negotiable
Instrunents, prior to reviewing HUD s securities handling practice.

Shoul d the answer to any of the following inquiries be "NO', the
revi ewer nust ascertain the significance and consider if any
corrective action need be taken. This should be docunented in an
attachnent to the checklist and referenced to the time. A brief
expl anation as to why a step is not applicable in a particul ar
situation should be inserted on the checklist or attachnment thereto.

YES No
A. MAIL DI STRI BUTI ON AND OPENI NG

(1) Is securities mail segregated fromrenittances
mai | and processed?

(2) Are securities received at other then
desi gnat ed recei ving points being handl ed
properly?

B. DESI GNATI OV JOB DESCRI PTI ON REQUI REMENTS
(1) Has a securities custodi an been desi gnated
in witing?

(2) Does the letter of appointnent specify those
cl asses of securities for which custodia
responsibility is assigned?

(3) Has a copy of the letter of appointnment been
sent to the Director, Ofice of Finance and
Account i ng?



C

SECURI TI ES HANDLI NG AND PROCESSI NG

I's accountability being established for every
security within a custodi an's responsi bl e area?
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YES NO
(2) Are securities transfers being acconplished
by one of the approved nethods?
(3) Are securities being exam ned to determ ne
mar ketabi lity?
(4) Are lost, mssing, stolen or counterfeit

securities being properly reported?

D. SAFEKEEPI NG AND PROTECTI VE MEASURES

(1)

(2)

(3)
(4)

Are work areas of securities receiving offices
secure at all tinmes fromentry of unauthorized
per sonnel ?

Are the criteria for all controlled access
areas being foll owed?

Do storage facilities neet the standards?

Have annual inventories of securities held
been taken &ad have results been forwarded to
the Director, Ofice of Finance and Accounti ng,
to verify the accuracy of Securities Received
Regi sters to insure that securities are not

| ost, mssing or stol en?
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