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	A process to determine the level of financial management/oversight provided by staff to participants based on the individual’s money skills. 
	

	
	
	
	A separate bank account for each participant
	

	
	
	
	Cash on hand in the facility should be limited to 1 months allowance and accessible to the participant.
	

	
	
	
	There is a separate ledger for each participant for bank accounts and personal money/cash on hand in the facility.
	

	
	
	
	Policy on the storage of cash on hand at the facility. The policy should include a locked cash box in a locked cabinet.
	

	
	
	
	All ledgers should be current at all times and include the balance, withdrawals/expenditures (include date of purchase, vendor/store name, description and amount), and deposits (include date of deposit, source of money, description for deposit, and amount).
	

	
	
	
	Providers should maintain supporting documents for all transactions (store/merchant receipts, checks, deposit/withdrawal slips, etc).  
Participant’s cannot write a personal check made payable to cash.
	

	
	
	
	Policy for documenting unavailable receipts.
	

	
	
	
	Policy for documenting expenditures made by more than one participant. The policy should clearly indicate every expenditure by line item made on behalf of each participant.
	

	
	
	
	Policy regarding the audit procedures. The policy should include daily, periodic and unannounced internal reviews.
	

	
	
	
	Policy identifying the level of staff able to access the participant’s cash on hand in the facility and bank accounts (i.e. Who can withdraw, who can replenish, etc.).
	

	
	
	
	Policy identifying allowable expenditures made on behalf of the Participant. The policy should include that expenditures directly benefit the participant, are not included in the room and board or service rate, not reimbursable by any other source, and are of reasonable value and appropriate to the participant’s needs and abilities.
	

	
	
	
	A Policy on the process used when a shortfall is discovered to one of the participant’s accounts. The policy should include who is notified, the investigation procedures and what is the resolution to the accounts by the provider.
	

	
	
	
	A procedure of protecting participant’s accounts when a responsible staff resigns or is terminated from the facility.
	




