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Cash Counts
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Why Are Cash Counts Important?
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Cash Count Planning
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Cash Count Planning
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2nd Qix FY2017 Cash Count Schedule Example xlex

DEPT Toffice LOCATION Change  Safe |AIC/Assist jArea Hotes | Last Quarter Issuesand Change Fund
Fund Amt Performanc e Date of Last Modify/E stablish
Audit

Javenile  Juverils Probation, (301 ExstMitchell, $5,00000  yes 37 Southside b O &Edof O Getcopisof | DLA: 11-4-16 ety Cach - Special Program.

Fardly Ervichnert Geno Brabham Fecepts See Cash e Pocessin |
Cush Coung foider on Drive G-

[ Favenile Tuverils Probatiom, 301 East Mibchall, $2,90000  yes g Southside B G E B of O Getcoplesof IDLA: 11-14-16 Hevr as of $317013 $5000; Ravendle

Domestice Minor | Geno Brabham piceipy. S2e Cah Cant Povarles |

s Cwnefoiter an Dvive G

D3t reqaests oy $2,500 o the time -
Cuh

Sex Trafficking
3 Ao, Customer  vista veade, Lit flooe $27500  yes il Downtown  Befor s tartng, getupdated bex Lot/ DLA: 102716
Service, Cashiers Srom Jeanetis T. (51234); No Audit |
on Wed,
TAX Ao, Cisbomar | vista vasde, Lot oo, yos st etwean 2 3FH, Complele by
Service, Superviscr N 330 and no Audit on Wednesday |
TAx Besr&Ligur  ivista vesde, in the No i IDowntown | This & 4 marmsal process; Make a |DLA+ 10-37-16
Back 15t Floor copy of the certificates. The
: mrherof cash M vary.
Public Works Evvimroerdal  Vista Verde Blg, $000 51 Downtown eview formail, vo ndividuals  DLA: 10-27-16
Fermits ste 420 4th floor collecting fands et copyaf’
H - i reconcilasion shw ecfbr Pubiic Warks
[Sheritt otk Relewe 1200 N Camal own $10000 e A TalAR seview mail-inlog DL A 11729716
[Progam enby at sonth end of
CSCD(AP) |Adul Fiobation | 207 Comal yes 1 AR DLA: 22772016 i
MainOfice 0010 3500
[Fire Masshall [Fire Masshall 62 Doloosa $0.00 yos 35 Downtown | Memday motings bast time, Two | DLA: 10731116
people collact payments foz paasuits
and inspections
Puking  Pading Garage,  Parking Gamge  $47300  iyes 25 Downtown  bestuid AM on Fridays, A tendant DLA: 11723116 i
Srift1-AM Booth, 211§ Flows busywicasts early AM Wadeiehednd ot
BiblicTech oinbill accepior /3505 Pleasarion Bd §19000  yes T Southede

Opers @noory See Chsh Covet Process IDLA: 11-4-16

iin Chsh Coume Follvon e G

CBA abeady smed, pull report "Library |
" belance.

Frecinct2 (1 F. Pel 3, Fl. 1& 37723 Guibeay, yes 08 orthw est Count is Mon & Tues-verybusy | DLA: 11-9-16
o
Shenifl Business Office k) Review backup this fand i only | DLA: 11729716
Travel Funds tobe wsed or sxtraditions (food
and lodging s i3 charged)
‘Total $17,74000 1=J. Alluve 2= TonyRomo 3= Becky Hammon 4= KawIn Leonard
5= TD &= Jenmie Finch. 7= Michael Phelps

[ Motes:
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i

Cash Count Planning
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» Cash Count Department Permanent File

o 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

O

Background:

Work Rel cts maney from inmates for 12 program., They collect money 24
hours. If money is collected after business hours, the officer’s will put itinthe drop slot into the safe.
Missy is the only one who processes payments. So when she comeasin, she will check the safeforany
moniescollected, The keytothe safeiskeptin Sergeant Rosco’s office. Only she andthe Sergeant know
wherethe key is keptlockedinhis office.

Supervisor: Sergeant Rosco
Receipt System: iNavah
Change fund: $100,00

safe: Yes
Mail-inlog: Yes

Stepl: Request printed copyiNovah ‘Batch TenderTotals’report.

Step 2: Count moneyindrawerand list dj\edgs/muneyurders, letethe R ionform. (see
separsteinstructionsfortheform) Be sure tohave cashiersignform,

Step 3: Request to get copy of Mail-inlog, (They canemail it to you if needed.) Notate on Reconciliation
form that you reviewed mail-inlog. If any issues, note onform. Otherwise note “good” or “no
issues”.

Step 4: Request toreview contents of safe for any additional money or checks beingheld. Notate on
Reconciliation form that you reviewed safe. If any issues, note onform. Otherwise note
“empty” or list contents of safe.

Step 5: Staple copiesof all reportstothe completed/signed Reconciliation form.

[ wiilnios [y | No | Comemz [ Lmey GOod ke empty J
t

Safe/Vault |G-‘)[ No | Ck Contents |
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Bexar County Auditor's Office preparedby ____ date____
Cash Verificaton and Reconcikation approved by date
[Auditee
[ Dase: |
|Cash Custodian: | Time: |
Total Authortz ount (d) [ Box# |
Coins [ Cash on Hand [ Cash Fund
No_of Rol Amount | [Cash on Hand @)
050 rou | 0.01 [Checks and M.O. @)
200 ron | 005 (Other Cash Items ©
s00ron| 010 Total Money Caunted
000l D25 Less (Cash Change Fund) (@) | ( )
10,00 rol] 0.50 Less Towl Recelpts Issued () | ( )
Currency Humber
Lo 1 [Cash Gver (Shar)
00 |
00 1 T
10.00 1 ;
20.00 1
50.00 |
100.00 | Signature:
Total %0 Printed Name
Checks & Money Orders Other Cash Items
Number Amount Number Amount
i
2|
E
4
5
&
7l
ol
£
10|
Total (b Total (c)
Receipts To Acrount For
Beginning Number | Ending Number] Batch Total | _Manually or camputer Generated
T manual T computer
] manual [ computer
[ manual mputer
Total (o)
Mail In Log

[ ves [ mo | cumens [iaies
SaferVault | ves | mo |k comtents|

Making the Most of the Cash Count

O

*Cash Fund On Hand

o Too Much, Too Little, or Just Right?
= Change Fund
= Petty Cash Fund
= Travel Fund, etc.,
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Change Fund Modifications

O

BACKGROUND

In accordance with Local Government Code §130.902, the commissioners court of a county may set
aside from the general fund an amount approved by the county auditor for use as a change fund by
any county or district official who collects public funds. Additionally, on the auditor’s
recommendation, commissioner’s court may increase or decrease the change fund at any time.

The change fund may only be used to make change in connection with collections that are due and
payable to the county, the state, or another political subdivision of the state that are processed by the
official. The change find may not be used to make loans or advances or to cash checks any kind.

The official who receives a change fund is responsible for the correct accounting and disposition of
the fund.

11

Request to Establish/Modify Change Fund Form

O

REQUEST TO ESTABLISH/MODIFY CHANGE FUND

To Be Completed By the Requesting Department

Orgamzation Noamber Deparimen Name ot Requesied
oty O Check one
O New
“Telephons Nusber Desizuated Custodias's Name [ Icrease. I¢ requesting an increase, indicate
the amount of your current change fund.

Justification for Opening or Modifying Change Fund Balance

Requested By
Couy Offer | oty Hiead Sizuan Dae
To Be Completed By the County Auditor’s Office
Amount appears reasonable based upon established guidelines. [] Yes Ovo 1 no, explain

Reviewed by:

Tethorizad Sigmaturs Date

Seatto C ioners Court o

Date

To Be Completed By Commissioners Court
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» Evaluate Internal Controls

o 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
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» Evaluate Internal Controls - continued

o 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)

x Policies and Procedures (written department policies and
procedures)
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» Security Observations
o Security cameras are visible and working
© Open access to cashiering areas
o Small safes not bolted to the floor or a secure structure
o Combinations not changed in years
 Look for Signs of Fraud
o Un-cashed old checks
o Checks and/or cash hidden underneath cash till
o Out of place paperclips or other items used as counters
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» Cash Count Wrap Up

o Review cash count form

x

x

x

x

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

o No Findings

X

File away

o Findings

x

x

x

x

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

O
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Contact Information

O
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