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HOUSING AUTHORITY OF THE CITY OF SEATTLE

MANUAL OF OPERATIONS

SUBJECT: Laundry Tokens

POLICY:  The Housing Authority shall provide laundry tokens to residents for use at laundry facilities located on SHA property at a cost determined by the Authority.

SCOPE:  All residents who reside in Yesler Terrace, Rainier Vista, Holly Park, all Seattle Senior Housing communities and Market House.

PROCEDURE:

1.
Laundry tokens will be sold at the management office and charged to the resident's account as a sundry charge (code 996) by completing an Adjustment Memo, SHA-330 (Exhibit 1).

2.
The minimum amount of laundry tokens purchased is $3.00 and the maximum amount purchased is $10.00.

3.
The white copy of the SHA-330 is submitted to the Finance Department.  The yellow copy shall be kept in a separate file in each Management office. The pink copy shall be given to the resident as a receipt.  

4.
All transactions will be logged on a  Laundry Token Log, SHA-1096 (Exhibit No. 2).  Monthly or at the time of reorder, the Log shall be reconciled with the yellow copies of the SHA-330s it represents.  These shall be stapled together and kept in the Management office for auditing purposes for a period of 3 years.

5.
To order laundry tokens for Yesler Terrace, Rainier Vista and Holly Park, the Manager shall submit the Laundry Token Log, and a Material or Purchase Requisition, SHA-348 (Exhibit 3) to the Finance Department.  The total on the laundry token log must equal the total of new tokens being requested.

6.   For those communities where SHA owns the machines, tokens will be collected from the machines monthly by two designated Management personnel.  Tokens will be counted and returned to the Management Office for resale.  The totals of tokens taken from the machines and the tokens on hand shall be recorded on the back of the log and signed by both personnel.  

      When it is determined the current supply is insufficient, a memo requesting additional tokens will be sent to the appropriate Maintenance Area Administrator or designee. 

