	Instructions For Completion of Form 750

NOTES:

	
	1.
	This form does not need to be used if restricted funds come in on Form 526 – Foster Care invoice.

	
	2.
	This form may be used to authorize more than one check if it is for the same client going to the same vendor.

	
	3.
	This form may be used if you are purchasing for multiple clients from the same vendor. In this case, the form is to be duplicated and filed in each client’s case record.

	· When restricted funds are to be used, the caseworker will obtain a Form 750. Counties may choose to assign a number to each Form but this is optional as noted.

· The caseworker enters the client’s name and the type of funds to be used. Types of funds include: representative payee funds for adults and children, donations, volunteer, special accounts, Christmas, anonymous, emergency, etc.

· The caseworker enters the amount(s) of the check(s) being requested.

· The caseworker indicates with a check mark whether the check is to be mailed or to be picked up at the agency.

· The caseworker completes the section labeled “payable to” and the section labeled “Purpose of check or items to be purchased.”

· The caseworker signs and dates the form and enters his/her phone number.

·  The approving authority or designee signs the form. After it is approved, it is either sent to Accounting to issue a check or returned to the caseworker as authorization to purchase needed items.

· If agency staff or a client is given a check, the individual receiving the check signs and dates the receipt verification section as having received the check.

· If items are to be purchased and received by agency staff on behalf of clients, the client who receives the items signs and dates the receipt verification section as having received the items described. After the receipt section is signed, a copy must be returned to Accounting as a source document.

· Authorization forms are to be cancelled at time of payment showing dates paid and check numbers or by attaching voucher check copies.
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