Person Served Money Training

Person Served Cash Sheet:

Start new month person served cash sheet

1. On the first of each month, you will transfer the ending balance from the previous month to the current month
Cash sheet. Example Below:
PERSON SERVED CASH SHEET
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2. Previous month sheet: Program Coordinator signs the bottom of the Person Served Cash Sheet including your
title and the date you are completing the form.
a. Make a copy of this Person Served Cash Sheet and label it #1.
b. Put the original prior month sheet back into the corresponding month’s Petty Cash Envelope.
3. Enter the end balance from the prior month in the deposit and the balance column of the current month.
a. The copy of the prior month is receipt number 1. Enter staff initials.
b. Count the cash to ensure the math and cash balance.
c. Place receipt #1 in the current month Cash Receipts envelope.

Deposit to Cash Sheet:

From checking account:

1. Cash from person served checking account. Record the withdrawal in their check register.

a. Record the withdrawal in the register. If you used a debit card the “Huntington Debit Card — CASH”” is
the next number for the Debit Card for the month. If you used a check enter the check number. Enter
the date when the money was withdrawn, the “(bank name) — Cash” and staff initials. Enter the amount
in the Withdrawal column and enter the new Balance.

b. On the original receipt from the bank write: the person served first name, staff initials and the Debit
Card or check number. Circle the bank name, date and amount withdrawn from the bank. The receipt
goes in the Checking Envelope.
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2. Then record the cash deposit to the cash sheet.
a. Use the copy of the bank receipt or
b. Complete a Handwritten Deposit form.
1)Receipt # is the next number from the Cash Sheet numbering, enter the site, person served
name, date of cash deposit and the amount.
2)Under Person/Place Coming From: is “TCF Debit Card #1”or check number from the check
register.
3)Circle Cash or Check and sign your name. The person served also signs the form.
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c. Onthe Person Served Cash Sheet;
1) enter the date 2) the amount deposited 3) calculate the new balance. 4) In the “Where money came
from / Where the money was spent” record “TCF Debit Card #1” or check number from the check
register. 5) Record the receipt # (Please do not put the # sign, just the number) 6) enter staff initials 7)

person served signs the sheet.
PERSON SERVED CASH SHEET
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Cash Deposit from Legal Representative/Guardian:
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1. You will at times have a Guardian that will bring cash to the site for their individual. Have the Guardian sign the

cash sheet or a handwritten receipt.

a. Enter the date, amount deposited, new balance, “Where money came from / Where the money was spent”
is “from Dad, Aunt, etc.”

b. Receipt # (is the next number from the Cash Sheet numbering), staff initials, Legal Representative or
Guardian signature.

c. A second staff signature is needed if the guardian leaves without signing the cash sheet or Handwritten
Deposit form. The person served can also sign if able. See an example above:

PERSON SERVED CASH SHEET
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Cash withdrawal for person served

1. If the individual wants to take cash out from their Cash account, record the entry on their Person Served Cash
Sheet. 1) Enter date 2) write the amount they are wanting to take out under “Withdrawal.” 3) enter the new
balance 4) “Where money came from / Where the money was spent” enter “Pocket money, allowance” 5) enter
the receipt number, without the # sign 6) enter staff initials 7) person served signs

2. Person served must sign the sheet before receiving the cash. See example below:
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Balance all Person Served Cash Sheets at least 3 times per week
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1. Person Served Cash Sheets are balanced a minimum of 3 times per week by 2 different staff members. Typically,
it is the PC or LSS that will balance these, but they may delegate this task to a part-time staff.
a. Ensuring the math and cash balance
b. Check that all receipts have been entered and the number on the receipt matches the cash sheet

PERSON SERVED CASH SHEET
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Documentation needed on all receipts

1. If more than 1 person served is on the receipt, make a copy for each person served. Person served name on
their copy only — maintain data privacy.
2. Every purchase needs a receipt or handwritten receipt and documented on their Person Served Cash Sheet.
3. The following items need to be entered at the top of the receipt:
1) Person served first name, 2) staff initials, and 3) receipt number
The following items need to be circled:
4) Store Name, 5) Total paid, and 6) Date of purchase
See example below
4. If paying a Tip, (for haircut/restaurant, etc.), circle the Total amount paid including the tip.
See example below
5. Handwritten receipts are used only when an original is not available. (Pop machines, etc.)
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6. Each person served petty cash account that is supervised and managed by OMI staff cannot have more than $50
balance; for more than 5 days. Persons served who receive a weekly allowance can have additional cash as
stated on their Financial Authorization form.

a. Additional cash that a person served has needs to be deposited into the persons checking/savings account.

Person Served Checking Account:

1. All checking transactions need to be documented in the checking register. Receipts go in the checking envelope.
2. Each transaction will be assigned a check or debit card number, at the beginning of each month the debit card
number will start over at “1” and continue to count from there. See below for an examples:

Anytime a debit card is used to pay or W|thdraw cash |nd|cate on the reglster that is was a debit card transaction.
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Deposit: Cash or a check without a check stub

1. When an individual gets a check to deposit or cash, staff will first get a copy of the check (ask the bank, they
will do this for the individuals). Staff will enter the transaction in the checking register.

a. Enter the Check or Debit Card number, (Please do not put the # sign, just the number)

b. Enter the date, and where/who the check came from under transaction description. Add staff initials

c. Enter the amount under deposit and enter the new balance.

On the check copy:

d. Enter the date deposited. Circle: the company name that issued the check, amount of the check, and person
served name. Add staff initials

On the check stub:

e. Circle the check date, company name, amount of the check, and person served name. Add staff initials

Staple the bank slip to the check stub or copy of check.

Bank Slip/receipt:

f. Circle the date, bank name, and amount deposited Add person served name and staff initials

See example below:
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2. When making a deposit and getting cash from their checking account these NEEDs to be 2 separate

transactions.
a. Do Not withdraw cash when making a deposit.
b. Give the bank teller one transaction at the time or they will combine the transactions.

3. Make sure to get a receipt for every transaction at the bank.
4. Do not record a deposit in the register until it has happened.

Bank Slip example
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Recording purchases made by check or Debit Card

1. Make sure you are using the next check in number order it makes tracking each check number easier.
2. For Check/Debit transactions, staff need to get a receipt
b. The following items need to be entered at the top of the receipt:
1)Person served first name, 2) staff initials, and 3) the Debit Card or check number
c. The following items need to be circled:
4) Store Name, 5) Total paid, and 6) Date of purchase
See below for an example
3. Enter the transaction into the check register.
a. Enter the Check or Debit Card number, (Please do not put the # sign, just the number)
b. Enter the date. Under Transaction description, enter where the check was written to: (TCF — Cash; Target,
etc.). And staff initials.
c. Enter the amount spent in the withdrawal column and enter the new balance.
See example below:
4. Bank withdrawals for cash require a bank or ATM withdrawal receipt.
5. Cash back when making a purchase: On the Person Served Cash Sheet; enter the date, the amount deposited
and calculate the new balance. In the “Where money came from / Where the money was spent” write “Cash
back from (store name). Make a copy of receipt for the cash sheet, use the next receipt number, and enter staff

initials.
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6. Village Pharmacy bills.
a. Paythe Current Charges unless the Total Amount Due is less.
b. If the Total Amount Due is greater than the Current Charges, go to the person served register or cash sheet
and verify that the prior balance was not already paid. (The Pharmacy may be behind in entering payments.)
c. If paying for more than one month keep all statements and staple the bills together.
d. Village bills can be paid by check in the mail, in person with cash or debit card.
7. When the person served is paying OMI
a. The invoice or statement from OMI goes in the person served envelope. On the cash sheet or the check
register write what the person is paying. Ex: “OMI cable Nov; Sept Copay”, “OMI long distance phone calls”,
etc.
8. When paying person served bills
a. Make sure it is a bill that needs to be paid. For example, you may receive a bill from a clinic that has not
been processed through the clients insurance. You can verify if it requires payment by calling the
clinic/business’ billing department. (The number is usually on the statement) If you are paying a bill with
cash, you need to deliver it in person — it cannot be mailed.
9. Voided checks are recorded in the register and placed in the checking envelope.
10. When checks are ordered and arrive at the site, they need to be brought to the Finance Manager. All check
books are kept with the legal representative or rep payee or in a locked room at the office.

Legal Representative/Guardian

1. If alegal representative withdraws money from the checking account, they are required to verify in writing that
“they withdrew S___on ___ date. And sign the sheet.”
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2. Signing out checkbook:
When a legal representative/guardian asks to take the check book, staff would just note on the register the date
and time the guardian/legal representative took out and returned the check book.
a. When the Legal Representative returns the check book the staff must staff would just note on the
register the date and time the guardian/legal representative took out and returned the check book.
b. putthe receipts in the checking envelope.

Bank Statements

1. Bank Statements are to be opened at the site and balanced to the register each month by the site.
2. On the next available line write: The date balanced in the Date column; “Balanced to (End date) statement” and
“staff initials”.
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Gift Cards

1. Gift cards need to be recorded using a separate cash sheet and obtaining a receipt each time the card is
used until it no longer has a balance.

1. Gift card sheet is filed once the card has a zero balance.

Debit/Pre-Paid Cards

1. Some of our individuals will have debit cards and/or Prepaid debit cards. The common Prepaid debit cards are:
Focus Cards, issued by US Bank or Juice Card, issued from Owens & Company.

2. The Pre-Paid debit cards will need to be tracked on their own check register or Person Served Cash Sheet and
labeled Debit Card.

3. Receipts and transactions are recorded the same as you would on the Person Served Cash Sheet or Check
register.

See below for an example:
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Postage stamps
a. OMlI does not pay for person served postage when they are paying personal bills.

b. Postage Stamp Charting form: Document when stamps are purchased and how they are used.

Monthly Money Bag Review

Each site is assigned the same day and time each month to bring the bags to the office. (Persons served and Site)
Finance Manager reviews all person served money bags, so it is important that all sites use the same procedures.
1. Cash must be counted when the bags are dropped off at the office and picked up by the site staff.

Bring the following each month to the Finance Manager

House Petty Cash
1. Current month Site Cash Sheet, a copy of the prior month Site Cash Sheet and current month receipts.

Person Served money bags
1. Current and prior month original cash sheets
Cash and checking receipts envelopes for the current and prior month
Bank statement(s) not signed by the Finance Manager
Receipts need to be in number order and facing the same direction.
Bank statements
a. Site staff need to complete the reconciliation on the statement. Prove that the check register balances
to the bank statement.
b. On the check register, check off all items that cleared the bank.
On the statement, sign your name, title, date when balanced and the word “balanced” if it does.
d. If the register and the statement do not balance and you can’t figure it out after 2 to 3 tries, call the
Finance Manager to set up a time to review.
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6. When checks are ordered and arrive at the site they need to be brought to the Finance Manager. They are kept
with the legal representative, rep payee or in a locked room at the office.
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