SAMPLE POLICY FROM PROVIDER

1/18/2006

INDIVIDUAL FUNDS ADMINISTRATION POLICY

Policy:  It is the policy of _________________________ to protect and care for the rights of individuals as those rights pertain to their individual funds.  _____________________________will provide a consistent system that allows individuals to become as independent a possible with their money management and to ensure that accurate records are kept, the money is used for the benefit of the individual, and individuals are given an opportunity to make choices and participate in decision making regarding their funds.

Procedures:

1. All individuals should maintain a separate personal bank account. In addition, all money or cash-on-hand in an individual’s home should be locked in a safe/locked box at all times.

2. Documentation of all withdrawals and deposits from bank accounts or cash-on-hand accounts will be kept at the individual’s home. A check register or individual ledger will be maintained for each individual indicating the balance of his or her bank account, and/or cash-on-hand account. Bank statements will be kept on file in the individual’s home.

3. A receipt should be written and kept on file when an individual is given cash for personal use. This receipt must have the signature of the staff assisting with the withdrawal and the individual receiving the money. The House Supervisor should review receipts on a monthly basis. This includes money an individual keeps in his/her room or money kept in a wallet or purse.

4. Whenever money might be sent for an individual when he or she is spending time out of their home, a receipt must be obtained from house receipt book and kept on file. This must have the signatures of the staff assisting with the withdrawal from an account or from cash on hand and the individual who was given the money. Receipts should be obtained for any expenditure.

5. All employees will count the money in the home at the beginning and end of each shift. This should be documented on the appropriate form.

6. At no time should individuals borrow from or lend money to another individual unless receipts are signed by both parties and the Supervisor. It is the responsibility to assist individuals in making decisions regarding the lending of money. AT NO TIME MAY AN INDIVIDUAL LEND ANY AMOUNT OF MONEY TO A STAFF PERSON. The Supervisor should also contact their Area Coordinator to make them aware if an individual lends money to another individual.
7. On a monthly basis the House Supervisor will submit an Individual Report to the Area Coordinator. This report is due the fifth day of each month. The balance of each individual’s bank account(s) and the amount of cash on hand in the home for each individual must be indicated, as well as the amount of cash on hand for groceries and supplies.

8. The Area Coordinator and/or the Director of Community Services will conduct periodic audits of accounts, ledgers and receipts.

9. At no time shall staff borrow from an individual. This will be cause for termination.

10. At no time should a staff sell commercial products to an individual for financial benefit, (i.e. Avon products, Tupperware, Pampered Chef, etc.) or any other reason.

CHECKING ACCOUNT/CHECKBOOK PROCEDURE

1. Always record the amount of a deposit and what was deposited into an individual’s bank account (i.e. paycheck, SSI, cash from family, etc.)

2. Document what a check has been written out for in the checkbook ledger. Also, document this on the memo line of the check.

3. Document the check number in the checkbook ledger.

4. Document the date the check was written. This includes the Month/Day/Year.

5. All voided checks should be torn in half and stapled to the bank statement.
6. Do not tear out any pages of the checkbook ledger, or any other money ledger in the individual’s home.
7. Do not scribble out any documentation, or use white out to cover any documentation in the checkbook ledger, or any other money ledger in the individual’s home. Please error out any mistake with a single line through the mistake along with your initials and the date.
8. A check should never be written to any employee out of an individual’s personal account. In addition, cash should never be obtained by an employee from an individual personally or from any account in an individual’s name.
RECEIPT PROCEDURE:


1. All withdrawals or deposits from an individual’s bank account or cash-on-hand account needs to be accompanied by a receipt. This should be a vendor receipt or an individual/house receipt.

a. Vendor Receipt – an actual sales receipt from a store, movie theatre, bowling alley, etc.

b. Individual/House Receipt – This is a receipt completed by an employee when cash is given directly to an individual. This should be used when depositing money into a cash-on-hand account.

2. All receipts should be numbered with the employee’s initials and the date.

3. All receipts should be documented in the receipt ledger next to the corresponding number.
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