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PURPOSE:
The purpose of thIs BulletIn Is to establIsh polIcIes and

procedures for the admInIstratIon and managament of client funds In order to
ensure the protect Ion of persons wIth menta Iretardat Ion who res Ide, In
communIty rasidentlal facIlItIes.

:-,

BACKGROUND:
Persons wIth mental

manage personal funds, receIve
and be guaranteed protectIon of

retardatIon should hava the opportunIty to'
trainIng In the management of personal funds
those funds.

RevIews and audIts conducted by the Department'of Pub/lc Welfare
have Indicated a need for policIes and procedures on the admInIstration and
management of clIent funds. '

POLICY:
(a) The County Mental Health/Mental RetardatIon AdmInIstrator Is

responsIble for complIance wIth the polIcIes and procedures requIred In thIs
bulletIn.

(b)' The County Mental Health/Mental RetardatIon AdminIstrator
should ensure that.communlty residentIal facIlItIes wlth'whlch they.contract
establIsh polIcIes and procedures on the admInistratIon and management of
client funds consIstent wIth thIs bulletIn. AdmInistrators should revIew
and approve the polIcIes and procedures on clIent funds and monItor the
Implementation of these policIes and procedures.

COMMENTS AND QUeSTIONS REGARDING THIS BULLETIN SHOULD BE DIRECTED TO:

APPROPRIATE REGIONAL MENTAL RETARDATION PROGRAM MANAGER



, ,'.- .,

-2-

(c) PolIcIes. end procedures should Include provIsIon for a
fInancIal plan to be Integrated Into each clIent's IndIvIdual Program Plan
to Insure the'satlsfactlon'of all current and future needs. The fInancIal
plan should Include at a mInImum:

(1) DocumentatIon that a clIent has receIved assIstance In
applyIng for all funds and benefIts' whIch he/she Is
entItled by estabflshlng resIdentIal Intake procedures
that IdentIfy clIent elIgIbIlIty for benefIts from all
resources and annually revIewIng each cHent's
elIgibIlIty for'p'rogr'ams'(e.g., rent.rebate, food stamps,
etc.), A decIsIon not to access benefIts must be
approved by the County Mental Health/Mental Retardatlon

/Adm In1strator •
(2) A forecast of cash flow, a budget plan and a revIew of

proposed cash needs.
(3) A revIew'

Insur.ance
resour.ces

and analysIs of \he clIent's Investments,
pol !'eles, burIal accounts, .and any conserved
IdentIfIed by famIly (burIal plots, etc.).

(4) Development of a room and board contract where applIcable
In accordance wIth 55: Pa. Code CH. 620D, tItled, "Room
and Board Charges".

(5) An assessment of the clIent's need for supervIsIon and/or
tralnlng In money management,

(6) 'Documentatlon of .the clIent's 'deslre to' receIve
oversIght/traInIng In the management of.personal funds.

(7) An assessment
'representatIve
manage hIs/her

of the IndIvIdual
payee based'on the
own monTes.

clIent's
clIent's

need for a .
abIlIty to

(d) PolIcIes and procedures should Include provIsIon for traInIng
clIents ln the management of personal funds. TraInIng should Include at amInImum: .

(1) AssessIng the clIent's skIlls In the management of funds
and the need for specifIc skIll traInIng.

(2) SpecIfyIng goals related to traInIng. In the management of
.personal funds. Goals should be l'ncluded..Inthe cllent's

IndIvIdual Program Plan, If approprIate.
(3) MonItoring of the traInIng program vIa the clIent's

IndIvIdual Program Plan,

- .
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(e) PolicIes and procedures should Include provIsIon for the
,creatIon of Irrevocable burIal accounts., The polIcIes and procedures shou'ld
Incl~de: -

spendIng
funds to

( 1 ) Review of IndIvidual clIent balances and
patterns to determIne If the client has adequate
meet present and projected fInancIal needs.

(2) ConsultatIon, ,If", appropriate, wIth
the clIent/the clIent's famIly/InterdIsciplinary team
about other avaIlable resources and whether a burial fund
or other appropr Iate arrangements are In the c 1,1ent's
best Interests. '

(3) Review of 'the client's lnsurance records to assure that
the bur l'aI reserve p Ius cash surrender va Iue of any
Insurance polIcIes would be adequate to meet anticipated
ellent bur Ia I,costs.

(4) DIscussIon of the nature of Irrevocable burIal funds
(money can be wIthdrawn only for burial purposes).

(5 ) Establishment of, a ~eparate Irrevocable burIal
Interest-bearing account In the client's name
the "foIlowrng:

reserve,
ensur I.ng,"

(A) BurIal, reserve funds are deposIted either on a one-
tIme basIs or through perIodIc deposIts.

(B) Bank statements are receIved no less than annually.
(C) The, bank Is notifIed of alL'cllent address changes.
(D) All pertinent Information on the exIstence of,the

bur Ia I reserve account Is fIled wIth. the Case
Management UnIt and provIder offices.

(E) The clIent's famIly Is notIfIed about the existence'
of the'burlal reserve account, If approprIate.

(F) For SSI beneficIarIes:
('I) ,The Social SecurIty fIeld representative 'Is

notified of plans to establish an Irrevocable
burial account.

(II) A brief memorandum Is sent to the SocIal Security
AdmInistratIon fIeld representatIve statlng~he
cHent's name, , referencing the InItIal discussIon
and attachIng a copy of the Irrevocable burIal

"agreement.
( till A standard agreement,

requIrements of the
used. '

which meets the
benefit-Issuing

language
agency Is
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.(f) PolIcIes and procedures should Include provIsIon
safeguardIng clIent funds. The polIcIes and procedures should Include:

for

(1) A monItorIng system to assure contInuIng el'glbtllty of
ellent benef Its.

(2) Reporting changes I.ncl lent Income or lIvIng sttuatlons
to the approprlate benef It-Issu Ing agency •.

(3) Prompt deposit of cllent":funds In 'bank accounts. CI lent
funds In excess of. tmmedlate fInancIal obi Igatlons should
be deposIted In Int'erest-bearlng accounts where Interest
Is a IIocat.ed to Ind 1v Idua I c IIent accounts on at Ieast a
quarterly basIs •.

(4) A monItorIng system of the clIent's checkIng account,
savIngs account and cash on hand.

(5) SettIng policIes for cllent'expendltures such as personal
needs, movIe tIckets, vacatIons, newspaper, toll calls,
cable TV, and shared costs for fIxed assets. A wrItten
rattonale shouid be 'd~veloped for any clIent-shared
'costs.

(6; Esta'bllshln'g"procedures, .Including 'malntenance of .an.•.
Inventory, to safeguard client personal 'property.

(7) MaintaInIng clIent funds In a secure manner .•
(8) MeetIng cllent'flnanclal oblIgatIons and assurIng that

clIent. charges are made accurately and faIrly.
(9) D.ocumentlng

c) Ient fund
(by

use.
receIpt, InvoIce, or expense record)

beshouldreconcl IIatlon

(10) Malnt'alnlng", on an ongoIng basIs, clIent flnanclal
records. IncludIng, at a mInImum, all account balances,
receIpts, expendItures, and reconcIlIatIons of clIent
account balances.

~

.~ (A) A . cl lent Hnanclal
. . comp Ieted month Iy. .

.' (B) A perIodIc' revIew of clIent funds should ',.be
. conducted. at least once a year.

(Ill EstablIshIng crIterIa to determIne and recommend
payeeshlp responslblllty and revIew IndivIdual assIgnment
annually or as needed .

( 12) .EstablIshIng representatIve
regardIng documentatIon of
behalf.

payee responsibIlIty
money spent on clIent's
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(13) ProhIbItIng the commInglIng of clIent funds wIth agency
oper,atlonal funds, the borrowIng of funds between clIents
and staff and the use of client's money for rewards In
behav lor'management programs. '

(14 ) EstablIshIng procedures to be followed' In
mIsapproprIatIon or theft.of clIents funds
deflned'ln Mental RetardatIon BulletIn
Issued August 1, '19~8, tItled '~reventlng,
ReportIng Unusual IncIdents and Deaths".

the event of
or property as

1/6000-88-04,
ManagIng, and

should: (g) Each County Menta I Hea Ith/Menta I .RetardatIon Adm In Istrator

(1 )

,(2)

(3)

(4 )

Insure that Mental RetardatIon BulletIn 1/99-87-18, Issued
November 23, 1987, tItled "Case Management Services" Is
beIng followed ,In the area of safeguardIng The use 'of
cl lent funds.

Insure all polIcIes and procedures specifIed In
subsectIons (b) throqgh (f) are In place and In'clude
reportIng and audIting requIrements.
MonItor by :~ndom sa~pllng no less than 10% of clIent ~
InventorIes agaInsT actual existence of such Items.
Ensure that as part of the.annual audIt requirement for
each prov Ider the system of InTerna I contro I ,over ellenT

'funds Is evaluaTed and that a representatIve sample of
,IndIvIdual clIent accounts are tested as part of the
process ..

.0,_
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