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MONITORING - Money Tracker Form
You have to provide an account of how you have used your Direct Payments.  The Money Tracker Form is a simple way to record this information.
The Money Tracker form supports information in your Direct Payments bank statement by showing all your Direct Payments money transactions, both in and out.  
Money in is also sometimes referred to as income or credits and money out as payments or debits.

To complete the Money Tracker you will need:
· Your most recent bank statements 

· Your cheque book(s)

· Your paying in book, if applicable

· Any relevant invoices or receipts

· Debit card receipts

· A record of any standing orders and direct debits that are set up

· A copy of your direct payment support plan and or child in need plan.  They should contain information on what the assessed needs are and what outcomes are expected to be achieved through the care purchased with the direct payments

· Your timesheets will also be helpful

If you make cash payments from the account you will also need:

· Cash point withdrawal receipts.

You should really only use cash transactions in exceptional circumstances when you can’t pay by cheque or credit card.  A clear record must be kept for all cash payments.

You will need to keep all of these records for at least 6 years plus the current year to comply with H M Revenue and Custom requirements.  
Your Direct Payment Budget runs on an annual allocation basis.  This means that any unused funds remaining in the account at the end of the budget year over and above the carry forward limit of 8 x weekly direct payment (4 weeks in advance plus the current 4 week period) must be repaid to the local authority.  A fresh budget year then commences and unused funds are re-allocated/redistributed.  Money Tracker Forms will be issued annually and may also on occasion be issued in between times. However our Finance and Audit staff may contact you at any time and ask to see your records.
How to record your use of Direct Payments

1. Make sure you get invoices or receipts for all Direct Payment services.  Keep all receipts and store them in monthly order.  This will make it easier if you are asked to produce them for an audit.  Old shoe boxes, envelopes or plastic wallets might be hand for this!
2. Keep enough blank Money Tracker forms for future use.  Forms are available on request from your Direct Payments Support Officer.
3. Record the amount of each payment in the money out column.  (Please note that North East Lincolnshire Council will not cover bank charges incurred as a result of going overdrawn, unless the council is at fault.)  
4. Record who the money was paid to in the column headed ‘Supplier of Service’
5. Record what you paid for in the column headed ‘Description of Purchase’

6. Put what agreed outcome(s) from your direct payment support plan or child in need plan have been met in the final column of the Money Tracker.  Remember you Direct Payment spending should always match outcomes in your child in need plan and direct payment support plan.
7. Record all income into your Direct Payments account in the money in column.
8. Use the numbered columns on the left of the Money Tracker Form to match the money paid in and out to the entries on your bank statement.
9. Money Tracker forms and supporting bank statements must be sent in to North East Lincolnshire Council when requested, or your payments may be suspended or stopped.  This is part of your Direct Payments Agreement.  
You can post tracker forms and copies of your bank statements to:

Direct Payments Money Trackers, Children's Disability Services, North East Lincolnshire Council, The Western Site, Cambridge Road, Grimsby.  DN34 5TD.

For assistance you can telephone: 01472-325607 and ask for the Direct Payments Officer.
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Example Bank Statement

ABC Bank
Monthly Statement



Statement 1 of 12
Account Of:




Period: DD/MM/YY to DD/MM/YY

Ms A. Nonymous



Account No: 11223344

1 Sunny Street



Sort Code:    00-00-00

Sunnyville

SU1 1NY

	Date
	Transaction Detail
	Debit (DR)
(paid out)
	 Credit (CR)

 (paid in)
	Balance

	01/01/01
	Opening Balance
	
	
	500.00 CR

	02/01/01
	Cheque 000020
	1   25.00
	
	475.00 CR

	06/01/01
	Cheque 000021
	2    15.00
	
	460.00 CR

	07/01/01
	Transfer from NELC
	
	1 200.00
	660.00 CR

	07/01/01
	Cheque 000022
	3  140.00 
	
	520.00 CR

	10/01/01
	Cheque 000023       
	4  250.00
	
	270.00 CR

	10/01/01
	Cheque 000024
	5     36.00
	
	234.00 CR

	16/01/01
	Cheque 000025
	6     84.00
	
	150.00 CR

	31/01/01
	Closing Balance
	
	
	150.00 CR


In the above example 1 2 3 etc in bold italics represent consecutive item/transaction numbers that you would write in the debit and credit columns on your bank statement.  You would then relate these to the item numbers that you record on the Money Tracker form. (See page 4 showing an example of a completed Money Tracker Form for this bank statement)
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Example Completed Money Tracker Form
A. Record of money paid out from this account

	Item number
(correspond to bank statement)
	Money out

£ 

(Debit)
	Supplier of service
	Description of purchase
	How does this expenditure correspond to the assessed outcomes in the Support  Plan?

	1
	25.00
	Mr Ace Carer 
	Carers expenses
	Carers entrance fee to amusement park paid

	2
	15.00
	HM Revenue and Customs
	NationaI Insurance 
	Employee/Carer’s National Insurance paid

	3
	140.00
	Mr Ace Carer
	Childcare
	Child care and social events attended- youth group, scouts, bowling

	4
	250.00
	Mr Ace Carer
	Childcare
	Childcare inc overnight stays.  Parents able to have unbroken sleep and one to one time for themselves. 

	5
	36.00
	HM Revenue and Customs
	National Insurance
	Employee/Carer’s National Insurance paid

	6
	84.00
	Mr Ace Carer
	Childcare, play club
	Holiday activity, caring break for mum

	7
	
	
	
	

	8
	
	
	
	

	9
	
	
	
	

	10
	
	
	
	


B. Record of money paid in to this account




	Item number
(correspond to bank statement)
	Money in

£

(Credit)
	Any other money in e.g. interest/other
	Description

	1
	200.00
	
	Direct payment from NELC

	2
	
	
	

	3
	
	
	

	4
	
	
	


The above gives an example of a complete Money Tracker Form.  It shows all money transactions made in the relevant period.  Each item number listed is matched to the bank statements by writing the item number against the corresponding transaction on the statement. (See Page 3 Money Tracker Guide 2 – Example bank statement).  
Each purchase made has a description of how the money spent has contributed to the assessed outcomes for your child.
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