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Lakemary Procedures for Personal Finances 

Of Persons Served 

 

 

Lakemary provides support for many persons served by assisting with or handling their 

financial transactions.  Lakemary‟s staff is responsible for protecting the funds they 

handle and assuring that all transactions are properly documented. 

 

Staff may be working with checking accounts and/or petty cash accounts for persons 

served.  The following procedures document the controls we use to meet our 

responsibilities for these funds. 

 
DEPOSITS 

 

 Deposit all checks and cash received by the person served as soon as possible. 

 Never request cash back on a deposit.  Deposit the entire amount. 

 Enter the current date on the deposit ticket and list check numbers and amounts. 

 Calculate the total deposit and record it in the check register. 

 
CHECKS 

 

 Before assisting persons served or writing checks for them, verify that all 

automatic deposits and transfers have been written in the check register.  Be sure 

that there is enough in the account to cover the check.  Overdrafts are not allowed. 

 A check request must be prepared for all checks. 

 Two signatures are required on all check requests.  At supported living sites, 

signors may be any two of the following: the consumer, site manager, assistant 

residential coordinator, residential coordinator or director being the second signor.  

For other environments, signors may be any two of the following: house manager, 

assistant residential coordinator, residential coordinator or director.  All check 

requests over $300 require the approval of the residential coordinator or director. 

 Staff initials may not be used in place of signatures. 

 Checks may never be made out to “Cash”, “Petty Cash” or to a Lakemary staff 

member. 

 Receipts should be obtained for all purchases.  Receipts are encouraged but not 

required for: 

o Rent 

o Service fees 

o Checks used to replenish the consumer‟s petty cash 

o Checks given to consumers for them to use for personal items purchased at 

general retail stores (such as Walmart or Price Chopper).  However, 

consumers must sign these check requests. 

 When bills (such as utilities) are split among consumers, a copy of the bill should 

be placed in each consumer‟s file. 
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PETTY CASH 

 

 Consumers‟ petty cash is to be handled in the same manner as checks. 

 The consumer‟s ELP will specify the consumer‟s responsibility and Lakemary‟s 

responsibility based on the consumer‟s choice and ability to manage his/her petty 

cash. 

 Receipts are encouraged but may not be available for all purchases.  Staff will 

document on the petty cash sheet when receipts are not available.  Substitute 

receipts do not need to be prepared. 

 
RECONCILIATIONS AND REVIEW 

 

 Bank accounts will be reconciled monthly by staff who are not involved in 

approving, handling or recording transactions in the check registers. 

 Clear and complete descriptions of transactions must be entered in check registers 

and recordkeeping systems.  Accuracy is vital when classifying and describing 

transactions.  Use of generic terms, such as „other support‟, must be avoided. 

 On a test basis, an independent staff member will review the reconciliations and 

supporting documentation to determine whether it complies with these guidelines.  

This staff member will report his/her findings monthly to site/house managers and 

residential coordinators.  Residential coordinators will be responsible for follow-

up and changes in site procedures when needed. 

 The reviewing staff member will also notify residential or assistant coordinators 

when consumer accounts are approaching Medicaid limits. 

 Checks which have not cleared the bank within 12 months should be written off 

and restored to cash. 

 
 


