
   
   

 
  

    
 

                                                                                            
             

 

          
 

 

 

 

 

 
 

    
      

                
            

               
 

           
              

       

         
        

Division of Developmental Disabilities 
Operations Manual 

Chapter 4000 
Business Operations 

Management of Member Funds 

4004-F MEMBER FUNDS SECURITY 

REVISION DATE: 8/30/2013 
EFFECTIVE DATE: January 15, 1996 

Member funds will be kept in a secure safe or locked location until deposited. When the 
Fund Manager leaves the work area, the safe or other location shall be locked. 

Funds shall not be stored in desks, unlocked files, purses, or other places that are not 
secure. 

Computer access to member information shall be restricted by secure passwords. No 
one other than the fund manager and/or designee shall have knowledge of the safe 
key/combination or the password to secure files. 

The District Business Operations Manager or designee shall reconcile member accounts 
monthly. The administrator of business operations must approve any exceptions. 
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