Oregon Money Management Program

Payee Important Information
Conducting business on behalf of your new client

Keeping clear and accurate records of the funds that you spend on behalf of your client is very important. Good records protect you, your client and the integrity of our program.  Our goal is to have on file documentation that proves that your client’s funds were used by or for our client. 

You may pay bills and make purchases for your client by check or through the banks on-line Bill Pay system. 
Never make a check payable to “Cash”. The checks should always be payable to a person, store, or other business.  If you give a check to your client for their personal spending, it should be made payable to the client. This leaves no question about who received the cash. 

A sheet of disbursement receipts have been provided in this packet for you to use in a number of different ways. Completed disbursement receipts are submitted to your program office. 

· If you make a purchase on behalf of your client, ask your client to sign a disbursement receipt when you give the items to them. Attach the store receipt to the disbursement receipt.   

· If you make a check payable to an individual other than the client that is not listed on the monthly spending plan, you need a disbursement receipt to support that transaction. For example: If the client’s family member buys socks and gives the socks to the client. The client should sign the store receipt as proof that the socks were given to them. The family member gives the signed receipt to you and you write a check to reimburse the family member. You then complete a disbursement receipt and attach the store receipt.
· If your client needs cash but can not get to a bank to cash a check, you may make a check payable to yourself, cash the check, give the cash to your client, complete a disbursement receipt and have the client sign that they received the cash.

· Some client’s live in facilities that manage client Personal Incidental Funds (PIF).  PIF accounts are handled in different ways. When you write a check to fund a client’s PIF account at a care facility, request an accounting that shows how the previous funds were used.  Complete a disbursement receipt and attach it to the accounting report. You should not allow a PIF account to carry a balance in excess of $300. 
· You do not need disbursement receipts for normal and expected expenses listed on the client’s monthly spending plan.   

If you have questions about how to use disbursement receipts or manage a purchase you made for the client, please contact your Team Leader or your program office.  

Postage Stamps Purchase

Using one of the client’s checks, you may purchase a book of postage stamps for your use in paying your clients bills. It is normal and expected to see a periodic check used to purchase postage stamps. Complete a disbursement receipt and attach the receipt to it.
Annual Payee Report

Once a year federal benefit payers will ask for a report that summarizes how your client’s federal funds were spent.  The report is requested each year on the anniversary date that your Regional Program became the client’s Payee. This report is very easy to complete if you keep track of how your client’s funds were used throughout the year. Included in this packet is a Payee Register for you to use, in place of a checkbook register. You may use a spreadsheet or other accounting software instead of the register as long as you can generate a report that provides the information requested on the Payee Register.  The Payee Register makes it easy to total your client’s expenses by type at the end of the annual reporting period. These totals are used in addition to an Annual Payee Report Calculation Worksheet to complete the Annual Payee Report. You will find details about how to complete the Annual Payee Report in your Volunteer Handbook. 
Bank Statements

Payee bank statements are mailed directly to the program office or acquired through on-line access. Program staff examines each transaction on each bank statement as part of the required monitoring process. If there are questions about an item on the statement, you will be asked for an explanation and/or documentation to support the transaction. Please respond to any questions about transactions promptly. 
You will be provided with a copy of the bank statement or on-line access to so that you can complete a monthly reconciliation. 
Client Changes to Report

If you become aware of any of the following changes to your client, please contact the program office immediately.

· Client moves

· Client dies

· Client starts or stops working

· Client is hospitalized for 30 days or more

· Client goes to jail

· Client gets married or divorced

· Client begins or stops sharing household expenses with others

· Client is violent or abusive with you or others

· Client becomes involved in illegal activity

· Client gets a new Service Partner or Case Manager

· Client wishes to discontinue MMP service

Death of a Client

When you become aware of the death of your client contact your program office who will provide direction on next steps. You may not pay any bills or final expenses unless program staff gives you permission to do so. You may not disburse, donate or give any of your deceased client’s possessions. Refer family members seeking access to your client’s funds to program staff. 
Questions and Concerns
If you have questions or concerns contact your program office at:
