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SCOPE:
County Mental Health/Mental Retardation Adm!nlsfra*ors
Base Servlce Unlt Dlrectors ) o
CommunT ty Res[denf[al Mental Retardaflon. FacIIITykDIrec+ors
PURPOSE ;

The purpose of +thls Bulletin Is +to estabilsh pollcles and
procedures for the administration and management of cllient funds In order to
ensure the protection of persons wlith mental refardaffon who resfde In
community residential fagliities.

BACKGROUND::

Persons wlth mental retardation should have the opportunity to -

‘manage personal funds, recelve tralning in the managemenf of personal funds
and be guaranteed protection of those funds. .

Reviews and audlits conducfed by the Department of Public Welfare
have Indicated a need tor pollicles and procedures on the administration and .
inanagement of cllent funds.

POLICY: ' .

{a) The County Mental HealTh/MenTal Retardation Admintstrater Iis

responsibie for compllance wlth the policles and procedures requlred in this
bulletin. .

{b)" The County Mental Health/Mentai Retardatlon Adminlstrator

. should ensure that .community residentlal faciiltles with -which they contract

‘establlsh policies and procedures on the adminlstration and management of

cllent funds conslstent with this bultfetin. Adminlstrators should review

and approve the pollcles and procedures on c¢llent funds and monltor +the
implementation of these pollcles and procedures.

COMMENTS AND QUESTIONS REGARDING THIS BULLETIN SHOULD BE DIRECTED TO:
APPROPRIATE REGIONAL MENTAL RETARDATION PROGRAM MANAGER
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{c) Pollcles - end procedures should Include provision for a
flnanclal ptan to be Integrated Into each client's Individval Program Plan
to lInsure the satisfactlon of all current and future needs. The flnancial
plan should Include at a minlmum:

. (1) Documentation that a c¢llent has recelved asslistance In
applylng for all funds and beneflts which he/she Is
ent!tled by establishing resldentlal Intake procedures
that Identify cllent ellglbllity for beneflts from all
resources and annually revlewing each  c¢llent's
ellgtblilty for-programs (e.g., rent rebate, food stamps,
etc.). A declislon not to access benefits must be

approved by the County Mental Health/Mental Retardation
_ /hdmlnls+rafor.

(2) A forecas+ of cash flow, a budget plan and a8 review of
proposed cash needs. ‘ L

(3) A review and analysls of the cllent's Investments,
: Insurance pollcles, burlal accounts, . and any conserved
resources ldentifled by fam!ly (burlal plots, etc.).

(4) Development of a room and board contract where appllicabie
In accordance with 55 Pa. Code CH. 6200, tl!tled, “Room
and Board Charges". '

(5) An assessment of the cllent's need for suparvlslon and/or
: training In money management.

(6} 'Documeﬁ+a+fon of -the cllenf's ‘deslre to " recelve
overslight/training In the management of personal funds.

t7) An assessment of +he Indlvidual cllent's need for a-

representative payee based on the cllent's ablilty +to
manage hls/her own monles.

(d) Pollcles and procedures should Include provision for tralning
cllents In the management of personal funds. Tralning should Include at a
minlmum:

(1} Assessing the client's sklils In the management of funds
and the need for speclflc skill trainling.

(2) Speclfylng goals related to tralning. In the management ot
"personal funds. Goals should be Fncluded: Tn The cilenf'
IndTvidual Program Plan, If appropr!afe.

{3) Monltoring of the Tralning program ‘v!a the cllent's
. Indlvidual Program Plan.
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(e} Pollcles and proeedures should Include provislon for the .

Include-

creatlion of lrrevocable burfal accounts.. The pollcles and procedures should

(1) Review . of Individual client balances and spending
patterns to determine If the cllent has adequate funds to

- meet presenT and prOJecfed tlnanctal needs.

(2) Consul+a?ion, - 't appropr |ate, ~ wlth
the cllent/the cllient's famlity/Interdiscip!inary team
about other avallable resources and whether a burfal fund
or other approprlate arrangements are In the client's

best Interests. :

(3) Revlew of the client's Insurance records to assure that
the burtai reserve plus cash surrender value of any

“ Insurance pollcles would be adequate o meet anticlpated

clilent burfal -costs.

(4) Dlscussion of the nature . of Irrevocable burlal funds
. o (money can be wTThdrawn only tor burlal purposes).

(5 Es+ablishmen+ of a separafe Irrevocable burlat reserve,

Interest-bearing accoun+ In the cllent!'s name ensurlng
the followfng

{A) Burial -reserve funds asre deposlited elther on a one-
time bas!s or through perlodic deposits.
{(B) - Bank statements are recelved no less than annually.
T (C) The bank !s notifled of all. clTent address changes.
o . " (DY A1l pertinent Information on the existence of- the
burlal reserve account |Is flled with the Case
Management Unlt and provlder offlces.

(E) The cllient's famlly Is notifled about the exisfence'

. ot the burlal reserve account, [f approprlate.
{F) For SS! heneflclaries:

(1) The Soclal Security fleld represeéntative s

notifled of pilans to establlsh an Irrevocable
burlal account. '

{(11) A brlef memorandum ls sent to the Social Securlty
Adminlstration fleid representatlive stating <he
-¢chlent's name, referencing the Inlttial discussion

and attaching a copy of the Irrevocable burlal
.. agreement. - )

(111) A standard agreement- whlch meets the Ianguege

requirements of the beneflit-Issuing agency Is
used. . '
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(#) Pollcles and procedures should Include provision tor

safeguarding cllent funds. The poticles and procedures should Include:

(1) A monltoring system to assure contlnuing eligibllilty of
cllent benefits. .

(2y Reporting changeé= In ¢ltent Income or Tlvling sTtuations
to the approprilate benetif-tssulng agency.

' (3) Prompt deposit of cllent<funds In bank accounts. Cilent
funds In excess of immedlate flnanclal ob!lgations should
be deposlited In Interest-bearlng accounts where Interest

Is allocated to I'ndividual c!lent accounts on at least a

quarterly basls.,
(4) A mothorIng sy§+em of the cllent's {checktng account,
savings account and cash on hand.

(5) Setting policles for cllent expendltures such as personal
.needs, movle tickets, vacations, newspaper, toll calls,
cable TV, and shared costs for fixed assefs. * A written
ratlonale should be developed for any cllent-shared
costs. . - ‘

(6) Establlshing® procedures, - Includlng malntenance ot an
Inventory, to safeguard cilent personal property.

(7} Maintalnlng cllent funds In a secure manner-.

(81 Mee+Ihg'clieﬁ+'flnancIal cblligatlons and assurling that
cllent charges are made accurately and falrly.

(9) Documenffng {by recelpt, Involce, or expense record)
<¢llent tund use.

(10) Malntaining, ., on an ongoing basls, cllent financial
records . Including, &t a minimum, atl account balances,

recelpts, expendltures, and reconcillations of .cllent
account balances. .

(AY A . cllent flnanctal reconclillation should be

comp leted monthiy. : - .

{B) A perlodlc - review of cllent funds should~.be
conducted at least once a year. '

(11) Establlshing criterla to determine eand recommend

payeeshlp responsibility and review Indlvidual assignment
annually or as needed.

(12) "Establishing ~ representative  payee  responsibillty

. regerding .documentatlon of money spent on cllent's
. behalt. : : ‘
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(g}

(13

(14)

Each

(1)
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Prohlblting the commingiing of ctlent funds with agency
operatlonal funds, the borrowling of funds between cllents
and staff and the use of cllent's money for rewards 'n
behavlor ‘management programs. ’

Establishing procedures to be followed In the event of
misappropriation or theft of ¢llents funds or property as
defined " In Mental Retardatlon Builetin  #6000-88-04,
issued August 1, "1988, tltled "Preventing, Managing, and
Reporting Unusual !ncldents and Deaths’.

County Mental Health/Menta! Retardation Adminlstrator

Insure that Mental Retarddtion Bulletin #99-87-18, lssued
November 23, 1987, +itled "Case Management Services" 1s

being followed In the area of safeguardling the use of

cllent funds.

insure at! pollcles and procedures specltled 'n

. subsectlons (b) +through (f) are In place and i{nclude

(3)

(4)

reporting and audlting requirements.

MonTtor by random sampiling no less than 102 of client

Inventorles dgalnst actual exIstence of such Items.

Ensure that as part of the.annual aud!t requlrement for

. each provider the system of Iaternal control over cilent
~funds Is evaluated and that a representative sample of
.Indlvldual cllent accounts are +tested as part of the

process..
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