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Seniors and People with Disabilities 

Procedure Title: INCOME AND EXPENDITURES 
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  11/23/2011 
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Procedure                     
Step Responsible Party Action 
1. Site Manager or 

designee 
When checks are received at the house and will be there 
past banking hours for that day, they will be documented in 
“checks on hand” column on the 4568 Income and 
Expense Account Record (IEAR). Cash will be 
documented on the 4568 IEAR at the time received. 
Review checks for pre/post date, sign, back “FOR DEPOSIT 
ONLY” and place in the individual’s locked cash box until 
cashed or deposited into a bank account. All client checks 
received require a copy of the check before cashing, in 
addition to the deposit slip. Checks will be cashed or 
deposited within 5 working days of receipt. 
 

2. Site Manager or 
designee 

Auto deposits – ledger balance: client benefits funds that 
are auto deposited into checking accounts are to be added 
to the 4568 IEAR within 3 working days of the deposit and 
prior to bills being paid or cash withdrawn.  
NOTE: Monthly benefit checks are received on or before the 
1st and 3rd of each month. At times, Social Security reviews 
benefits and issues an additional mid-month check. It may 
be necessary to make frequent checks for additional 
deposits.  
 

3. Site Manager or 
designee 

Maintain maximum $60.00 cash in an individual’s cash box 
unless expenditures requiring more cash are expected within 
7 days.  Ongoing or frequent requirements for more than 
$60.00 cash on hand will be outlined in the individual’s 
Financial Plan. Approval for large purchases will be logged 
on the 4607 Approved Large Expenditure Log behind 
the 4568 IEAR.  
 

4. SOCP Central 
Administration staff 

Random reviews of client finances will be completed by a third 
party at least annually. A completed report will be given to the 
Site Manager, Program Manager and the SOCP Director for 
follow-up as needed. During this process client financial records 
may be taken out of the house to Central Administration office. 
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5. All staff and Site 

Manager 
Site Manager or money designee will set client finances up 
according to their weekly needs, i.e. weekly spending, 
outings or personal purchases. Recipient will sign for money 
at the time received on 4662 Acknowledgement of Money 
Disbursed form, attached to the money envelope. Leave 
signed slip, purchases, (varies by house). This form is kept 
until all monies and receipts are accounted for. 
This money is logged on the 4598 Shift Spending Log if 
placed in the client’s money book/pouch. 
Recipient of monies is responsible for all monies, receipts, 
and item(s) purchased. 
For weekly spending 4558 Disbursement of Weekly 
Money form will be placed with the weekly spending. Two 
(2) people will need to sign the form as the money is given 
out, either client and staff or 2 staff. This money is logged 
on the 4598 Shift Spending Log.  
• At least one time each shift, two staff will count the 

money available for spending and document/log 
purchases during that shift, using the 4598 Shift 
Spending Log. 

Site Manager will review/verify 4598 Shift Spending Log 
for accuracy and completeness a minimum of one time 
weekly on a separate line. Logs will be kept in the client 
financial book for 3 months and then destroyed.  
 

6. Site Manager or 
designee 

The 4568 IEAR will clearly distinguish between income and 
expenditures and the balance will be the running difference 
between income and expenses. 4568 IEAR should reflect 
automatic deposits and their deposit date. 
 

7. Site Manager or 
designee 

The first entry on subsequent 4568 IEAR pages will 
document the date, balance forward, and all the balance 
amounts from the previous page. 
 

8. Site Manager or 
designee 

Cash activity records will be maintained separately from 
bank activity records. 
 

9. Site Manager or 
designee 

Room and board, service contributions, and other monies 
paid to the program will be paid by check with individual 
amounts identified on the transaction slip. A copy of the 
check will be attached to the transaction slip. 
 

 

Policy that applies: 
3.006, Handling and Managing Individuals’ Money 
DHS-040-013 Receipting of Checks and Other Negotiable Instruments (10/08) 
DHS -040-010-02 Inappropriate Actions (07/08) 
OAM 10.20.00.PO Internal Control - Cash 
OAR 411-325-0380 Rights: Handling and Managing Individuals’ Money 
OAR 411-340-170 (i) (A&B) 
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Procedure(s) that apply: 
3_006_01, Representative Payee 
3_006_02, Bank Accounts 
3_006_03, Transaction Slips 
3_006_04, Income and Expenditures  
3_006_05, Receipts 
3_006_06, Bank Account Reconciliation 
3_006_07, Moves with-in Program/or Exiting Program - Procedures for Client Funds 
 
 

Form(s) that apply: 
Attachment A: DHS 4634 Client Personal Property Record – 10/18/12  
Attachment B: DHS 4568 Income and Expense Account Record – 11/01/12 
Attachment C: DHS 4578 Transaction Slip – 10/01/12  

DHS 4669 Representative Payee Reporting form - 01/01/12 
DHS 4558 Disbursement of Weekly Money form – 10/18/12   
DHS 4598 Shift Spending Log - 12/01/12   
DHS 4662 Acknowledgement of Money Received form – 03/01/12    
DHS 4607 Approved Large Expenditure form – 08/01/12   
DHS 4683 Request to Claim Medical Expense Deduction Worksheet - 01/18/12  
DHS 4684 Monthly Reimbursement Form – 08/01/12 
DHS 4685 Missing or no receipt itemization form - 08/12 

 
 

Procedure History:  
Version 1.0:  Version 2.0:  Version 3.0: Version 4.0: 
06/01/2002  - 07/01/2004  06/01/2007 05/02/2011 12/06/12 
 06/21/2010 11/23/2011  
 

Contact(s): 
SPD/SOCP Business Manager 
Phone: 503-378-5952 ext. 239    FAX: 503-378-5917 
Email: Subject line - SOCP Policy elaine.m.stauffer@state.or.us  
 

Keywords: 
IEAR, Income and expenditures, Dispersed monies, Deposited monies, Payroll entries, Cash 
activity records, Bank activity records, Transaction 
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 Check the “Forms Server” for the most current version as forms are updated regularly. 
3.006 Rights: Handling & Managing Individuals’ Money (forms) 
     

Attach DHS # Name: Date Mandatory/Tool 
     

A 4634C Client Personal Property Record   10/18/12 Mandatory 

B 4568 Income and Expense Record (IEAR – excel) 11/01/12 Mandatory 

C 4578 Transaction Slip  10/01/12 Mandatory 

DHS 4669 Representative Payee Record  01/01/12 Mandatory 

DHS 4598 Shift Spending Log  12/01/12 Mandatory 

DHS 0844 Receipting of Checks & Other Negotiable 
Instruments 

01/09  

DHS 4558 Disbursement of Weekly Money 10/18/12 TOOL 

SDS 4683 Request to Claim Medical Expense Deductions 
Worksheet 

01/18/12  

SDS 4683i Rent & Service Contributions (Instructions) 2012  

SDS 4684 Monthly Reimbursement Form 08/01/12  

DHS 4662 Acknowledgement of Money Received 03/01/12 Also 2.011 

SDS 4607 Approved Large Expenditure form NEW 08/01/12  

DHS 4602 Client Exit_Transfer of Funds NEW 2012  

SDS 4685 Missing or No Receipt Itemization form NEW 08/12  

 MEMO 07/20/09 DWSS Clients Rights Policy 100-002 3.003 3.005 

 FORM Out-of-State travel form DHS 1293 2001 Client outing 4628 
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