
4/30/2025

1

67 TH C O U NTY  A U D ITO R S INSTITU T E  
C O LLE GE  S TATIO N,  TE X A S

P r e p a r e d  B y :  L e o  S .  C a l d e r a ,  C I A ,  C G A P
0 4 / 3 0 / 2 5

County Department 
Cash Counts

Why Are Cash Counts Important?

 Satisfies Statutory Requirements
 LGC 115.003 – At least once each quarter…the auditor shall, 

without advance notice fully examine…and count, the cash 
held by the county treasurer… 

 LGC 115.0035 – At least once each county fiscal year, …the 
auditor shall without advance notice, fully examine…(Funds 
Collected By County Entity)

 Fraud Deterrent 
 Detection and Prevention

 Promotes Customer/Client Relations
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Cash Count Planning

 Create a Cash Count Schedule
 Essentials 

 Department - Location

 Change Fund Amounts

 Dates of Completion

 Customize 

 Safes

 Notes

 Other 

Cash Count Planning

 Staff Assignments
 Number of Staff

 Staff Experience

 Mix it Up

 Planning Dates and Times 
 Conduct Regularly

 Should be a Surprise 

 Be Considerate 
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Cash Count Planning

 Cash Count Department Permanent File
 Know the Office/Department  

 Background

 POC – Management

 Cashiering/Receipt System 

 Fund Type

 Other – Safe, Mail in Log, Notes, Etc.,…
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Cash Count Process

 Cash Count Department Permanent File
 Cash Count Procedures – Cash Verification & Reconciliation

 Number and List Steps 

 Specify Procedures Pertinent to the Office/Department  

 Refer to a Standard Cash Count Form
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Making the Most of the Cash Count

Cash Fund On Hand  
Too Much, Too Little, or Just Right?
Change Fund

Petty Cash Fund

Travel Fund, etc.,
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Change Fund Modifications

Request to Establish/Modify Change Fund Form
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Making the Most of the Cash Count

 Evaluate Internal Controls 
 Cash 

 Deposits – (Endorsement “For Deposit Only”, secure, timely…)

 Check payee line filled out

 Identifying counterfeit money

 Look for any kitties

 Receipts (appropriately secured, numbered and issued)

 Sharing a cash till    

Making the Most of the Cash Count

 Evaluate Internal Controls - continued
 Other

 Segregation of Duties (cashiering, balancing, depositing, posting)

 Dual Controls – (cashier and management for refunds/voids)

 System Passwords – (exist, not shared, periodically updated)

 Credit Cards – (Federal, State, and Rules are being followed)

 Fines and Fees – (amounts collected are correct)

 Sales Taxes – (when applicable - correctly calculated and 
collected)

 Automation – (manual vs. automated process)

 Policies and Procedures (written department policies and 
procedures)
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Making the Most of the Cash Count

 Security Observations 
 Security cameras are visible and working 

 Open access to cashiering areas

 Small safes not bolted to the floor or a secure structure 

 Combinations not changed in years

 Look for Signs of Fraud  
 Un-cashed old checks 

 Checks and/or cash hidden underneath cash till 

 Out of place paperclips or other items used as counters  

Cash Count Completion 

 Cash Count Wrap Up 
 Review cash count form

 Check to make sure the form is complete and accurate
 Auditee/Auditor signed off and dated form 
 Upon request – leave a copy of the cash count form 
 Periodically refer cashiers and management to County online cash handling 

guidelines

 No Findings
 File away

 Findings 
 Give time for the cashier to resolve shortage/overage
 If unresolved, go over findings with cashier and management  
 Give instructions for the shortage/overage
 If significant discrepancy and/or possible fraud – notify Office Official and law 

enforcement if applicable
 Follow up – what corrective actions have been taken to rectify issue 
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Cash Handling Guidelines

 Background/Purpose
 Minimal requirements for establishing adequate cash handling controls

 Written procedures required in each county department

 LGC 157.903 – Commissioners Court indemnification 

 Prescribe general policies and guidelines pertaining to cash transactions

 Guidelines
 Deposits  

 Thefts 

 NSF’s 

 Cash Receipts 

 Overages/Shortages

 Indemnification 

Contact Information

Leo S. Caldera, CIA, CGAP

Bexar County Auditors Office

Phone#: 210-335-2550

Email: lcaldera@bexar.org

Thank You for Your Time – God Bless! 
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