Oregon Money Management Program
Session #4 – Monitoring & Record Keeping- revised 6/22/16

Welcome to the Oregon Money Management Program Volunteer Training Session #4.
In this session we will discuss:
· Monitoring
· Red Flags
· Disbursement Receipts
· Tracking Client Expenses
· Record Keeping
· Destroying Old Records
· Sample Client Filing System
Monitoring
Each OMMP client has a checking account that must be monitored. Monitoring is a process managed by OMMP Regional Sponsors that accomplishes the following:
· Provides evidence that all of a client’s money was used by or for the client
· Provides protection to direct service volunteers from their actions being called into question
· Determines if clients are financially stable and if their basic needs are being met

There are two approved methods of monitoring. 
· Bank Statement Monitoring
· Separation of Duties
Regional Sponsors may choose to implement one or both monitoring methods. Your regional Coordinator will share with you how monitoring is conducted in your area and your role in the process. 

Bank Statement Monitoring
Statement monitoring is always used for Bill-Pay clients but may also be used for Payee and ICT clients. Statement monitoring involves third-party examination of all transactions listed on the client’s monthly bank statement and viewing all of the canceled checks to identify to whom the checks were made payable. A third-party is someone other than the client or the person that signed the checks. Monitors are program staff or volunteers who have achieved certification as an OMMP monitor.  

Payee and ICT bank statements are delivered to the program office from the bank or may be printed from the bank’s website. Images of all checks must also be available for monitoring. A copy of the bank statement is provided to volunteers who are responsible for a monthly reconcilement. Typically, Payee bank statements are not provided to clients. 

Bill-Pay bank statements are mailed to the client from their bank. After their volunteer helps reconcile the statement, it is delivered to the program office along with images of any checks written. Original documents are needed for both statements and check images. When original documents are received by the program office, copies are made and returned to the volunteer or their Bill-Pay client. In some cases, the client may arrange for duplicate statements to be mailed to the program office. However, most banks charge a fee for duplicate statements. 

Bank Statement Monitoring Process
· Monitors make sure that a statement for each client is received each month, and if checks were written, images/pictures are provided
· Monitors examine each transaction to confirm that the funds were used by or for the client
· Monitors compare transactions on the monthly bank statement to those listed on the client’s spending plan to verify that expected deposits and expenses appear on the statement
· Monitors check that an authorized signature appears on each written check 
· Monitors make note of missing, unexpected or unusual transactions which are called “Red Flags” 
· Each “Red Flag” requires a documented resolution 

Separation of Duties
Separation of duties may be used for Payee and ICT clients and ensures that at least two people are involved in how client money is spent. One person writes the checks. A second person signs the checks. 
· Monitors make sure that a bank statement is received for each client
· Checks may be written by a volunteer or staff member
· An authorized signer on payee bank accounts reviews, approves, and signs the checks 
· There may be a third person involved in this process who reviews the checks written prior to their being signed 
Red Flags
Examples of Red Flags might include: checks payable to “cash,” overdraft fees, checks payable to the volunteer, or checks written for significantly more than the amount listed on the monthly spending plan. These are just a few examples of red flags that require an explanation and/or additional documentation.

Other Red Flag examples include electronic transactions, such as debit card or online bill pay transactions that do not clearly identify who received the funds. Checks that appear to be altered or that have irregular signatures also require explanation. 

Because responding to, resolving, and documenting these Red Flags take staff and/or volunteer time, volunteers and clients should try to avoid creating them, if possible.
Resolving Red Flags
Checks payable to “Cash” is a common red flag to avoid. Many people make checks out to “Cash” when they want to cash a check for pocket money. However, these checks can be cashed by anyone and do not identify who received benefit from the funds, therefore they require additional documentation. Making checks payable to “Cash” is not allowed on OMMP client accounts.

Not all Red Flags actually indicate problems. There are perfectly good reasons why a client’s check might be made out to their volunteer or another person not listed on the client’s spending plan. For example, a volunteer may choose to buy grocery items for a client with limited mobility. In a situation like this, a disbursement receipt is used to provide the documentation needed to prove that the money was used by or for the client. 
Disbursement Receipts
Disbursement receipts explain red flag transactions and are typically signed by the client to indicate that they received cash or goods. If a purchase was made for the client, attach the store receipt to the disbursement receipt and submit it to the program office.  It will be matched to the corresponding transaction on the client’s bank statement. 
Here are a few examples of how disbursement receipts are used. In the first example, a Payee volunteer purchases postage stamps for client, Mark Ness, by writing a check to the Postmaster on the Payee checking account. The volunteer gives the stamps to the client, fills out a disbursement receipt, and asks the client to sign that the client received the postage stamps. The post office receipt is attached to the disbursement receipt and sent to the program office, where it will be matched with the transaction on Mark’s bank statement. 
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In the next example, Meme Sovis is a Payee client who lives in Wood Lane Assisted Living. Meme suffers from Alzheimer’s and is not able to help herself. Woodlawn manages an account for Meme’s personal spending, and asked Meme’s volunteer for $200 to replenish it. Her volunteer writes a check on Meme’s account, payable to Woodlawn Assisted Living, for $200. The volunteer prepares a disbursement receipt that explains the transaction and asks the Woodlawn staff person to sign it. Woodlawn should provide a receipt for the check, which will be attached to the disbursement receipt and sent to the program office. 
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In the next example, Bill-Pay client Mildred Short is unable to get to a bank to get cash. Her Volunteer has agreed to go to Mildred’s bank to get the cash that she needs. Mildred writes a check payable to her volunteer. The volunteer goes to the bank, cashes the check, and delivers the cash to Mildred. Mildred then signs she received the cash. 
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Tracking Client Expenses
Because Payee volunteers are responsible for paying client’s bills, they first must be able to acquire the bills in some way. Since volunteers may not conduct business on behalf of their clients, the client must participate in acquiring the bills. There are a couple of ways to receive payee client bills. 

Payee client’s bills may be delivered by mail or electronically to the client or to the program office. The volunteer can pay bills during a client visit. Bills are receive from the program office electronically or by mail. Your program office will let you know which method they prefer. 

Tracking expenses is an important task. Expense tracking tells us how the client’s money was used and provides documentation that the funds were used by or for the client. Using a transaction register instead of a checkbook register can help in a number of ways. You will find a sample transaction register in this section and a printable copy in Forms.

In most cases there is a receipt, invoice, or billing statement that supports transactions entered on transaction registers. Checks written to pay rent or to the client for personal spending do not require receipts. Each transaction should be recorded in the transaction register and the support documentation retained.  Volunteers may choose to create and use a spreadsheet in place of the paper transaction register. 

Keeping track of expenses can be one of the biggest challenges volunteers encounter when working with Bill-Pay clients. Consider asking clients to use duplicate checks, or ask them to place support documentation in their mail collection box so that you can help them record the transactions during your visit.  

If Bill-Pay clients are comfortable with technology, volunteers may help them set up online banking. With online banking clients can look up forgotten transactions, pay bills online, and produce copies of bank statements and canceled checks. Volunteers may not have access to client’s online services. If volunteers help clients set up on-line access the client must change their access code and not share it with their volunteer. 






Record Keeping & Retention

OMMP Financial Records Include:
· Bank statements
· Transaction Registers
· Payment records: Invoices, billing statements, etc.
· Spending Plan
· Payee or ICT checkbook
· Annual Payee Reports

Bill-Pay record keeping is the client’s responsibility. All of Bill-Payer’s financial records are kept by the client. Volunteers do not keep any client records except for a copy of the Bill-Pay Service Agreement and the Monthly Spending Plan. The program office keeps copies of records needed for monitoring. 

Payee and ICT client records are kept by the program office. Volunteers may keep copies of any records submitted to the program office.  

When a volunteer resigns or ends their service, client records held by the resigning volunteer are turned over to the program office or the new volunteer. All client records kept by volunteers must be protected for confidentiality. 

Record Retention
The program office keeps client and volunteer records for at least three full years. 

Bill-Pay financial records are kept by the client. Volunteers may help clients set up a filing system but they are not allowed to remove client documents from the client’s home with the exception of the bank statement and any documents requested by the program office. Program staff will share with you how bank statements are collected, copied, and returned to the client. 

Bill-Pay volunteers should keep copies of the Bill-Pay agreement and the spending plan. These documents can come in handy to remind clients of what they agreed to. 

Destroying Old Records
It is not the volunteer’s responsibility to destroy their Bill-Pay client’s old records.  However, you may help your client find a safe way to destroy them. Volunteers should encourage clients to develop good record keeping habits using a method that the client is comfortable with.

Sample Client Filing System
A single file box or drawer is usually all that is needed for client financial records. File folders even fit in a re-usable grocery bag if that is all that is available. Client bank statements and expense records should be kept for at least three years. Tax records should be kept for at least seven years.

Here is an example of a simple financial filing system. 43 manila file folders or large envelopes are needed. Make three sets of 12 folders or envelopes and labeling each set with the months of the year. Label the remaining seven folders for annual tax records. Place the monthly bank statement, along with the receipts and copies of bills that appear on that statement, in the file folder for that month. Use additional folders for tax records. After three years, you can destroy monthly file contents and reuse those folders for the current year. Be sure to keep tax records for seven years. 

[bookmark: _GoBack]This concludes session 4. For questions about information covered in this session, please contact your Program Coordinator or Team Leader. 
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Money Management - PAYEE DISBURSEMENT RECEIPT
Client Name: M_IW.SkVﬂ‘ Date: Sg[ 6 Check:#)sé Amount: $_5.l{¥
Payable to: Tom Stove - ommp o {(/AA({’Q

Describe the Disbursement: CAg4 Foe NI/M&/
money order(s), clothing, gift card, personal spending, etc.

I acknoyledge that I have received the above described cash or goods.

Signature: %/S 014—7/ Printed Name: _LI‘/Q@L/S‘#

Relationship to Client: -Sc }j
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Oregon Money Management Program -Transaction Register

Client Name: Client Signature:
Transaction 1st Fed. | 2nd Fed. Food & | Other Payee | Running
Date Deposit Deposit Ck # X | Housing | Expense | Savings | Balance Transaction description
0 0 0 0 0 0 Totals carried forward from prior page
3/3/2013 759 X 759 First SSA ck received
3/3/2013 545 X 1304 Previously saved SSA benefits received
3/4/2013 101 x 450 854 Hacienda Assisted Living, Room & Board
3/4/2013 102 x 100 754 'Walgrens RX
3/4/2013 103| x 100 654 Joe Tango for spending
3/4/2013 104 x 75 579 Comcast Cable
4/3/2013 759 X 1338
4/4/2013 105 x 450 888 Hacienda Assisted Living, Room & Board
4/4/2013 106 x 80 808 Walgrens RX
4/4/2013 107 x 75 733 Comcast Cable
4/4/2013 108 x 100 633 Joe Tango for spending
5/3/2013 759 X 1392
5/4/2013 109 x 450 942 Hacienda Assisted Living, Room & Board
5/5/2013 110 x 60 882 Walgrens RX
5/5/2013 111 x 75 807 Comcast Cable
5/5/2013 112 x 100 707 Joe Tango for spending
6/3/2013 759 X 1466
6/4/2013 113 x 1466 Void
6/4/2013 114 x 450 1016 Hacienda Assisted Living, Room & Board
6/4/2013 115 x 65 951 Walgrens RX
6/5/2013 116 x 75 876 Comcast Cable
6/6/2013 117 x 100 776 Joe Tango for spending
7/3/2013 759 X 1535
7/4/2013 118 x 450 1085 Hacienda Assisted Living, Room & Board
7/4/2013 119 x 67 1018 Walgrens RX
7/4/2013 120 x 75 943 Comcast Cable
7/6/2013 121 x 100 843 Joe Tango for spending
8/3/2013 759 X 1602
8/4/2013 122 x 450 1152 Hacienda Assisted Living, Room & Board
8/5/2013 123 x 70 1082 Walgrens RX
8/5/2013 124 x 75 1007 Comcast Cable
8/5/2013 125 x 100 907 Joe Tango for spending
9/3/2013 759 X 1666
9/4/2013 126 x 450 1216 Hacienda Assisted Living, Room & Board
9/4/2013 127 x 60 1156 Walgrens RX
9/5/2013 128 x 75 1081 Comcast Cable
9/5/2013 129 x 100 981 Joe Tango for spending
10/3/2013 759 X 1740
10/5/2013 130 x 450 1290 Hacienda Assisted Living, Room & Board
11/5/2013 135 x 65 1225 Walgrens RX
Totals | 6617| O_ 3600| 1792 1225| Carry totals forward to next page
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Money Management - PAYEE DISBURSEMENT RECEIPT
14
Client Name: (Y]Aﬂ.k Mess Date: & =€- l‘/ Check: # Al36€ Amount: $ E E_
Payable to: Us. P IS#‘MA(IL(A

Describe the Disbursement: P OSTASE STAMPS

Cash, money order(s), clothing, gift card, personal spending, etc.

I acknowledge that I have received the above described cash or goods.

Signature: Mﬁa/é /pm Printed Name: __ /YARK /V&U

Relationship to Client: Sf/‘)c
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Money Management - PAYEE DISBURSEMENT RECEIPT
Client Name: m{Mt SO(//S bateJl Z[ IS  Check: # " Amount: u@ g
’ - !
Payable to: _MWA/ AS."IS%(Z th//kﬁ

Describe the Disbursement: AML%MDIIM /4 ccey A/%
Cash, money or er(s),—clothﬁ\é, gift card, personal spending, etc.

I acknowledge that I have received the above described cash or goods.

Signature: Printed Name J {1 ~T04/€S

Relationship to Client: M@é &ASM/ LI V/M S‘f%





