Tips for Financial Documentation
Here are a few guidelines to remember when handling an individual’s finances: 

· For each type of account established for an individual (checking, savings or cash account), an account transaction record shall be maintained and include the following: 

· The individuals name 

· The amount and date that the funds are received 

· The source of all funds 

· The signature of the person crediting the account – unless electronically deposited 

· The amount withdrawn and the date of the withdrawal 

· The signature of the person receiving the debited amount 

· For checking and savings accounts, a current account balance reconciled to the most recent bank statement. 

· For cash kept in the home – the current amount of cash reflected in the transaction record shall equal the amount of cash present for use by the individual. 

· For each type of account maintained a verification of the reconciliation of the recorded balance to the actual funds should be completed at least every 60 days. 
· Be sure to ask if the individuals has any credit cards, debit cards, gift cards and if they receive food stamps.
· Recommendations: 
· All transactions should be documented at the time when they take place. 

· All accounts should have their own ledger, which needs to be accessible to anyone who will be handling finances. 

· Put items sequentially on the ledgers.

· Write legibly.

· Double check all calculations.

· Include bank deposit and withdrawal slips in your documentation.

· Number the items on the ledger and put the corresponding number on the receipt.  This makes it easier to find the receipts.
· Complete bank reconciliations monthly.

· Ensure that all receipts are included with the documentation.

· If there are any differences, be sure to document the explanation of the difference.

· Be sure the individual’s funds do not exceed $1,500 throughout the year. 
The most important thing to keep in mind when handling an individual’s finances, is that someone who is unfamiliar with the documentation should be able to come in and be able to understand how the individual’s money has been spent. 

