MONEY MANAGEMENT
This section is to provide examples of an individual’s funds policy and forms that can be used to document the activity of individual funds:

Include in this section are the following items:

1. Individual’s Funds Administration Policy

2. Cash on Hand Ledger

3. Checkbook Ledger and Receipt Log

4. Food Stamps Ledger

5. Gift Card ledger

6. House Account Ledger

7. Daily Cash Account – Beginning

8. Daily Cash Account – Ending

The house account ledger could be used if individuals living together put money together to purchase items such as groceries. If individuals pay for all items individually, the house ledger would not be used. The daily cash count forms would be used for both individual cash on hand and house accounts.
It is important that the money management is discussed by the team and included in the ISP. The provider should then follow what is in the ISP. This could include the amount of money the individual is authorized to carry on them, the maximum amount the individual can have in the house before it needs to be deposited into the checking account, etc. Bank reconciliations should be done monthly.

All receipts should be kept with the monthly documentation. It is important that receipts are included on the ledgers with the correct receipt date, in chronological order and for the correct amount. Whenever possible, store or bank receipts should be used for the documentation. If there is not a store or bank receipt, a hand written receipt by the staff should be used. The most important thing is for someone that is not familiar with the individuals to be able to look at the documentation and be able to understand what is going on.
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