
TIPS FOR FINANCIAL DOCUMENTATION 
GUIDELINES TO REMEMBER WHEN HANDLING A PERSON’S FINANCES 

All accounts, which include:   checking, savings, credit and/or debit cards, food stamps and gift cards, 
MUST be accounted for through the use of a “ledger” or “log.” Everything is to be documented on the 
ledger as it takes place.   For example when cash is taken out for a person to go out to dinner, the amount 
taken out should be documented on the ledger when it is taken out.   The return of any change and the 
amount spent should be a second documentation notation. 

Tips/Guidelines for using the ledger: 
1. Keep a separate page for each month   
2. Include type of account (checking. savings, etc.) 
3. Include person’s name   
4. Date each transaction and enter on ledger in order by date 
5. Number all receipts and put corresponding number on receipt 
6. Include all receipts – for purchases of any kind; bank withdrawal/deposits; spending money to 

person signed by the person and staff giving money to the person 
7. Write or print LEGIBLY 
8. No checks written to “CASH”, staff or another person (individual in the program) 
9. EXPLAIN RIGHT ON THE   LEDGER any differences, discrepancies, or questionable transactions 
10. Double check math on all transactions; if there is a discrepancy between the actual cash-on-hand 

and the amount there should be, document.   Ask for help to resolve if necessary.   NEVER ADD 
CASH OR TAKE CASH OUT of cash-on-hand to make it balance.   ASK FOR HELP TO RESOLVE. 

11. Actual account balance of cash-on-hand should ALWAYS match actual amount of cash-on-hand 
12. Count cash-on-hand together at shift change, daily 
13. ALL transactions, incoming and outgoing are to be documented and initialed, legibly by staff 

completing the transaction. 
14. Incoming funds – document the source, date and amount. 
15. Always include a beginning and end balance 

The most important thing to keep in mind when handling a person’s finances is that someone who is 
unfamiliar with the documentation should be able to come in and be able to understand how the 
person’s money has been spent. 

  

5/2024 





Accessibility Report





		Filename: 

		ADA 2017 Tips for Financial Documentation.pdf









		Report created by: 

		Jennifer



		Organization: 

		North Shore Design







 [Personal and organization information from the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 0



		Passed manually: 2



		Failed manually: 0



		Skipped: 0



		Passed: 30



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Passed manually		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Passed manually		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Passed		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top



