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2401.1 Overview of Restricted Funds
A. Reference: Foster Care Services Manual, Fiscal Section 1016.47
B. Both agencies (DFCS and Division of Aging) are to use due diligence in the handling of protective payee funds.  It is the responsibility of the departments to be able to substantiate the amount of funds available in a restricted fund at any given time; therefore individual subsidiary ledgers are required.

C. Per policy, if the individual agency has over 10 restricted funds accounts, the agency is required to have an interest bearing checking account in lieu of individual savings accounts.  

D. Per policy, all restricted funds with balances over $150.00 at the end of a given month are required to have an interest bearing checking account.  

E. Personal funds (income) received by the County DFCS office on behalf of any adult, child or for special purpose donations are to be deposited into the county’s local interest bearing check account, General Ledger Account #117.XXX Cash in Bank-County Name (the XXX denotes the county number). These funds are referred to by the Agency as Restricted Funds, as they are funds belonging to a particular individual, the county or for a special purpose.

F. Income may be derived from sources as child support, Supplemental Security Income (SSI), Veterans Administration (VA) benefits, Social Security, Social Security Disability (RSDI), as well as from Outside County funded sources, claims payments, and donations.
G. The balances in the adult’s and children’s restricted funds are closely monitored by the Case Manager or APS Case Manager to ensure that a child does not unnecessarily lose eligibility for benefits that have resource limits.  (Foster Care Fiscal Policy #1016.47).  
H. The regional accounting offices provide a Current Balance Report month to each county department.  The current balance report should be given to the appropriate case manager, APS case manager, or county director to be used in monitoring the restricted fund balances.

I. Dedicated individual savings accounts are required when a child receives a SSI lump sum payment (see APPM #2404).
J. Dedicated individual savings accounts are required for burial accounts for an adult or child.
2401.2 Authorizations of Restricted Funds - Form 750 
A. The Authorization of Use of Restricted Funds (Form 750) (Attachment RF1) must be used instead of the purchase order form (Form 745) when purchasing services with restricted funds. 
NOTE:  Exception is state expenditures for a child in foster care.
B. Form 750 functions the same as a regular purchase order in that the purpose of the purchase/check must be stated on the form and signed by the worker and approving authority.

C. The individual and/or vendor’s name and address are entered in the “Payable to” section.

D. One check or multiple checks may be authorized using a single Form 750 provided it is for the same client and same vendor.

E. Documentation should include original invoices that clearly show the protective payee as the debtor.  If payments are being made on another individual’s account, clear written documentation should be in the accounting file to explain the situation.  Copies of rental agreements/leases should also be provided to accounting and retained in the accounting file.  

F. Supporting documentation should be attached to the Form 750 when submitting to the regional accounting office for processing.

G. For allowance and grocery checks, no invoice or supporting documentation is required to approve the payments.  If possible, it is preferred that the recipient of the check sign the attached copy of the Form 750 indicating they received the check and return it to the caseworker.  The caseworker will then forward the signed Form 750 to the accounting offices to attach to the check as additional documentation.

H. Examples of when a Form 750 should be used:

1. Payment of adult restricted funds.
2. Payment of children’s restricted funds for expenditures not on a Foster Care invoice.
3. Reclassification of restricted funds (child support funds) to state funds which will require moving funds from Bank 2 to Bank 1.

4. Purchasing unusual items for children in foster care who have their own funds.  Payments are to vendors only.

5. Returning funds to Social Security Administration or legal custodian of the child.

6. Request for use of donated funds.
7. The checks written at month-end to move funds from the Restricted Fund – County account for county/outside funded expenditures that were initially paid using the state’s GIA funds.

8. The checks written at month-end to move the funds received into the local bank account’s clearing account, but actually belong to the state’s GIA account.
I. There is no requirement to log Form 750s.
2401.3 Maintenance of Accounting Records

A. A separate file for each client’s account for which the local DFCS office is the representative payee should be maintained by fiscal year.

B. Restricted fund files should be kept for 10 years after a child’s 21st birthday 
C. Restricted fund files should be kept for 6 years after the death of a protective payee
D. The following is a list of accounting related documents that should be placed in each client’s case worker’s file or accounting file (527/529 or Restricted Funds). 
1. Receipts (case worker’s file or accounting Restricted Fund file)
a. A copy of the written receipt (one of the 3-part receipts)

b. A copy of the check, money order or a copy of the direct deposit information received from the bank
2. Disbursements (should be in case worker’s file, but must be in accounting Restricted Fund file)
a. A copy of Form 750 with paid receipts or invoices attached 

b. A copy of the foster care invoices when reimbursements are split between state and restricted funds with paid receipts or invoices attached
NOTE:  Either the yellow or pink copy of the check should be attached to items A and B above
3. Other Items (must be in case worker’s file, and must be in accounting’s 527/529 files or Restricted Funds file)

a. Waiver written on behalf of payee

b. Correspondence from SSA and to SSA (annual reports)

c. Specialized Foster Care approval letter

d. Independent Living Program  waiver letter

4. Current Balance Report or Subsidiary Ledger (accounting Restricted Fund file)
a. At the end of each month, a copy of the child’s current balance report or subsidiary ledger or

b. At the end of each fiscal year, a history subsidiary ledger should be printed 
c. To print this report you do the following:

Go to Child Welfare Page

Choose Child Welfare Reports

Choose print the Child Welfare History
Enter the beginning and ending dates of the fiscal year 
Enter the beginning and ending child number

2401.5

Child Welfare Current Balance Report
A. The SMILE Child Welfare Current Balance Report is the most important form of communication between the accounting department and the Social Services Unit and Department of Aging in regards to restricted funds.
B. The report should be printed and given to the social services staff or emailed to the social services staff at the end of each month.  The report should be used by the social services staff, the APS Staff, and the accounting staff in order to determine if sufficient funds are available when authorizing and/or processing expenditures on the Foster Care Invoice (Form 526) or the Authorization of Restricted Funds (Form 750).

C. The Current Balance Report shows the following:

1. Beginning restricted fund balance for each payee

2. Current monthly transactions (receipts, disbursements, adjustments)

3. The ending restricted fund balances 
D. A copy of the Current Balance Report should be printed and placed in the permanent administrative restricted funds files.
NOTE:  Be sure to run the Current Balance Report for the current month, prior to printing the final subsidiary ledger.  The system will allow you to run the Child Welfare Current Balance Report even though the Final Subsidiary Ledger has been printed, but the Beginning Balances on your Current Balance Report will be the next month’s figures and you will have no monthly transaction detail.
2104.5

Social Security Administration (SSA) – Representative Payee Report

A. When a child or an adult receives Supplemental Security Income (SSI), as the representative payee, DFCS agencies are required to complete a Representative Payee Report (Form SSA-6234-F6) (Attachment RF2).

B. The report period is for a 12-month period and must be completed in order for the client to continue to receive their SSI benefits.

C. The report is used by SSA to determine if benefits received by the payee have been properly used for the care of the client and to determine if the payee continues to be eligible for SSI assistance.

D. The Representative Payee Report is mailed to the local county department listing the representative payee’s name.  The services worker completes sections 1, 2A and 2B, and then forwards the report to accounting.  
E. Accounting is responsible for completing the sections that apply to the use of the funds using a Child Welfare History Report.
F. After the accounting department has completed their section of the report, they should make a copy for their records and it should be returned to the County Director or designee to sign the report and return to SSA by the due date on the report.  
