SECTION 5:

FINANCES

POLICY #1:

GENERAL SYSTEMS FOR PERSONAL MONIES

Effective Date:
7/27/90
Revisions:

10/96, 8/97, 2/02

POLICY:

It is the policy of NERS, Inc. to provide a system for each person which ensures the accountability and safekeeping of all finances.  Money will be made available as often as necessary and the needs and desires of each individual will be considered.  Where necessary to meet a persons needs, financial procedures may be individualized.  All changes of this kind will be discussed with the Interdisciplinary Team and documented in the Overall Plan of Service.

PROCEDURE:

1.
All personal cash and checks kept at the residence will be kept in individual "Cash on Hand" 

envelopes.  These will be kept in a financial binder which will be stored in a locked 

cabinet.  Other forms of double‑locking cash and checks may be utilized per individual  

house and with approval of the executive director.  Deposits to and expenditures (with 

receipts) from the "Cash On Hand" account will be recorded on a "Cash On Hand" ledger 

sheet.  Actual cash will not be kept at the residence in excess of $60.00 for each person 

unless there is a specific need.  The residential director or designee will have direct access to 

each individuals "COH".  When funds are disbursed to a staff  person to use on behalf of an 

individual, a receipt for those funds must be signed by that staff person.


Whenever funds are distributed to an employee to be used at a later date, the money must


be placed in the appropriate pre-printed envelope.  The supervisor dispensing the money 

will complete the first four lines on the envelope with the following:




House #




Given to




Given by




Date


The employee receiving the money will initial the envelope on the same line as his/her name.


The supervisor will copy the envelope and attach it to the ledger.  A specified date of return


will be added by the director.  The next portion of the envelope will be completed by the 

employee as purchases are made.  All receipts will be placed in the envelope.  When the 

envelope is returned, the contents must be verified and the account balanced regarding money dispensed and receipts and money returned.  The accounting can then be transferred to the ledger and the envelope can be destroyed.

2.
Personal monies must be used for any personal items.  Items such as clothing/shoes/make-up,

etc. are not funded by DMR or DSS so must be purchased with the individual=s money.

Individuals cannot use the NERS Tax Exempt form for any of these personal purchases.

3.
At those times when it is not possible to allocate money for an individual from his/her per-

sonal funds, staff may use NERS, Inc. petty cash.  At no time can money be loaned between 

the people living in the houses.  Receipts obtained for purchases should be marked in the 

same manner as when spending personal funds.  The director will then reimburse NERS, Inc. 

petty cash out of the personal funds for purchases made by staff on behalf of the individual.
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4.  
A checking account will be established for each person if appropriate and will contain

approximately $400.00.  All disbursements to and from this account will be recorded

on the checkbook register or a printed ledger sheet.  Checks from this account should

be signed by the individual.  The checks may be signed by an agent of NERS if the 

individual=s signature is not accepted by the bank.  Checking accounts will be

balanced monthly.

 
5.
A savings account will be established for each person for monies in excess of the

amounts listed in #1 and #3.  All disbursements to and from this account will be

recorded in the savings account passbook.  Withdrawal slips will be signed by the 

individual if the signature is acceptable to the bank.

 
6.
If it is unnecessary or unsuitable for an individual to have a checking account, all

transactions will be done to and from the individual's savings account through bank

checks or money orders.

7.
The sum total of all monies in savings, checking and cash on hand cannot exceed

$1600.  If the amount is exceeded at the end of ANY month, benefits from the Dept.

of Social Services will cease. 

The only exception to this are monies held in trust by family insurance policies with a value of $1500 or less, and an irrevocable funeral fund set up through a funeral home.  The fund must be an IRREVOCABLE account, which cannot be canceled.

8.
A "Financial Binder" will be established for each person as part of their permanent

record.  The binder will be stored in the locked cabinet with the cash box.  The binder

will be divided into sections for ledger sheets (COH, Checking and Savings as

appropriate) and a section for the most current DSS and Social Security statements). 

The binder will also contain envelopes for 1) current month receipts, deposit slips,

check stubs, etc.,  2) checking account statements and 3) previous months= ledger

sheets.  Personal needs checks as well as paychecks must be deposited into a

single account and then transferred to other accounts as needed.  Check stubs should

be noted with the date of the deposit and staff initials.  If there is no check stub a

copy of the check is needed for our records.  Deposit checks must be attached to

check stubs and filed in the appropriate place.

 
9.  
A financial folder will be established for each person to contain all other financial

information (ie, outdated DSS, Social Security papers, insurance papers, etc.).

10.  
All records will be purged from the financial binder and folder at the end of the fiscal

year and stored in a manner that is safe, accessible, and easily identifiable.

SECTION 5:

FINANCES

POLICY #2:

EXPENDITURES FOR RECREATIONAL ACTIVITIES

Effective Date:
2/96

Revisions:

5/97, 10/99, 10/04, 9/08
POLICY:

In order to provide a full array of recreational opportunities to all people supported by NERS, agency funds are made available to those people who would not otherwise be able to participate fully through the use of their personal money.  Agency funds will also be used for agency staff so that they may accompany and support individuals in all recreational activities and events.  The personal money of individuals may not be used to pay for staff recreation or food.

PROCEDURE:

Each individual supported by NERS receives a predetermined amount of money from Social Security and from the Department of Social Services for his/her personal use.  An amount of money from DMR is budgeted to be used for recreational equipment and to pay the cost of the support person to attend activities with the individual.  

All activities which have an admission cost will be planned in advance and approved by the residential manager.  The full admission cost for the support person will be paid by NERS.  NERS will pay some or all of the cost for the individual, depending on the need.  

If food is part or all of the outing, the cost to the individual who is being supported is the same as above, depending on need.  The employee will be reimbursed for food according to the following guidelines.


Guidelines for Expenditures on Recreational Outings

Breakfast               Lunch               Dinner     

   $6.00
       $12.00
        $15.00


If a meal exceeds the above amounts, the exceeded amount will be paid by the employee unless a more expensive meal receives prior approval from the residential manager.  All expenditures must be supported by receipts.

“Snack” type food will be an allowed expense during meal time.  However, if an individual we support goes out for an after dinner coffee and donut, for example, accompanying staff will pay for their own snack as this is not an allowable expense.

SECTION 5:

FINANCES

POLICY #3:

TRANSFER OF RESIDENT

Effective Date:

Revisions:

POLICY:

All personal money is the property of the resident and is transferred with the resident to any new place of residence within ten (10) days.

PROCEDURE:

1.
When a resident is transferred to another facility, the resident shall receive all money held in

the facility plus any bankbooks and/or checkbooks within ten (10) days of the transfer date.

2.
When a resident leaves the facility for community living, the resident shall take all money         
held in the facility plus any bank or check books or a check for the bank amount within             
ten (10) days of the transfer date.

3.
A staff person who has been involved in budgeting and other financial concerns with the 

resident will counsel the resident concerning any large sums of money.

4.
The DMR Case Manager will be provided with a statement of finances for the resident

within ten (10) days of the transfer date.

SECTION 5:       FINANCES

POLICY #4:       AUDIT OF RESIDENT FINANCES

Effective Date:    11/08

Revisions:

Responsibilities of the Residential Manager

· The Residential Manager will review finances weekly and record all transactions on a weekly basis in respective ledgers.  

· They will ensure that all expenditures have a receipt to match the cash on hand slip for each purchase completed by staff.  Managers will ensure that all receipts are initialed by staff that made the purchase.  Petty cash slips should be signed by the person who received cash and approved by manager.  Each receipt must be labeled with the individual’s name, date of purchase, description of purchase and total amount circled.

· Checking accounts will be balanced monthly.

·  Savings accounts will have interest accrued monthly.

· There should be no bank fees for any accounts.

· A running checking/saving account ledger should be kept either manually or on a computer Excel Ledger sheet.  All deposits or withdrawals will be recorded.

· If $150.00 dollars or more needs to be withdrawn from an individual’s checking or savings account, they must received written approval from their director. 

· At least three times a week, the manager should check petty cash and individual’s cash on hand ledgers for money left out for staff and individuals during the week. 

· A separate ledger sheet will be maintained for all gift cards.  All transactions must be recorded on the ledger and receipts attached to the ledger.  This form will be signed off monthly by the manager.

Responsibilities of the Residential Director

· The Residential Director will conduct monthly audits for their respective programs financial status and ensure that all statements are balanced and appropriate receipts are present during their monthly audit.  They will ensure that all transactions are properly recorded.  For example, if money is withdrawn from the savings account or checking accounts, it must be noted on the individual’s cash on hand ledger as a deposit.  
· As part of the monthly audit, the director will count all cash in the house to ensure it ties out with all ledgers.

· The Residential Director will audit and sign off on the following documents:

1. Cash on hand ledgers for each individual.

2. Monthly checking statements – Review all checks, amounts and purpose.
Audit of Resident Finances








Page 2

3. Saving statements  

4. Daily financial ledger sheets

5. Gift card ledger

· Once the director completes their monthly audits at the home, a copy of all cash on hand ledgers will be e-mailed or brought to the office to be reviewed by the business manager.  

· Any withdrawals over $150.00 must be approved by the director in writing.

Responsibilities of the Business Manager 

· The business manager will review all checking and savings accounts on line monthly.   If there are any questions about any statements, the Business Manager will contact the Residential Director.

· All Resident’s monthly cash on hand statements will be reviewed by the business manager and compared to on line banking statements.

· The business manager will conduct unannounced audits at each home at least every six months.   

Individualized Home Supports (Formerly known as the SLA)

· The business manager with audit checking and savings account monthly.
· Program supervisors will submit information to business manager monthly.
10/08

