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Riverside County Regional Park
and Open Space District Cash Handling Procedures

PURPOSE

Each County department head has the responsibility to establish and maintain a good internal
control system to safeguard assets, check the accuracy and reliability of accounting data, promote
operational efficiency, and encourage adherence to prescribed managerial policies (Auditor
Controller, Inter-Department Letter, June 10, 1987, Appendix #1).

Cash is the most liquid of assets and as such can easily be converted, temporarily or permanently,
to an individual’s personal use (misuse). The highly liquid nature of cash requires that strict
controls be established over all phases of cash handling operations throughout the Regional Park
and Open Space District (Auditor Controller Internal Control Handbook, Chapter 2, p.2, Appendix
#1).
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SCOPE

The Riverside County Regional Park and Open Space District accepts cash at many collection
sites. A collection site is defined as a District facility that handles cash on a regular basis and/or
maintains funds in the County Treasury.

Cash is considered to be payment for goods or services in the form of: coin, currency, check,
money order, and credit card. District employees and volunteers who are entrusted with the
receipt, deposit, and reconciliation of cash for District activities, or the supervision of such, are
responsible for understanding the procedures outlined in this manual.

All areas within the scope are required to follow the process defined below of receiving payments,
depositing monies, and applying payments, in accordance with the Auditor-Controller’s Standard
Practice Manual Section 7, Sub-Section 705 (Appendix #2).



Riverside County Regional Park
and Open Space District Cash Handling Procedures

GENERAL INFORMATION

All employees and volunteers who handle cash as part of their duties are required to understand
and adhere to all policies, procedures, and provisions included in this manual and any related

regulations. Failure to do so may result in disciplinary action up to and including termination.

Any employee or volunteer who observes or is aware of any deviation(s) from the procedures

contained in this manual must immediately notify their supervisor or the District’s Fiscal Manager.

Wherever possible, “employees functioning as cashiers must have sole access to the funds for
which they are responsible, except to the extent that supervisors/managers have a need for
access.” In addition, “An adequate separation of duties must exist within the cash functions to
ensure that no one individual controls all key aspects of a cash transaction” (Auditor Controller’s

Internal Controls Handbook, Chapter 2, p.2-3, Appendix #1).

Checks must be made payable to the “Regional Park District” or the “County of Riverside.” They
must not have any cross-outs, corrections, or write over's. Checks must not be cashed by

collection sites, and must agree with photo identification, name, address, and phone number.

Over/short amounts must be separately recorded, investigated, and resolved to the extent

possible as set out in the over/short portion of this policy.

All funds collected must be reconciled daily by method of payment by comparing total cash

collected to cash register and hand written receipt totals.

At the end of each shift all cash must be prepared for deposit by the Site Supervisor (Auditor
Controller, Internal Control Handbook, Chapter 2, p.3, Appendix #1). Deposits will not have any

corrections, write-over, erasures, cross-outs, or white-outs.

All cash must be deposited at least every three business days, and any time cash collections
exceed $250. Approval for any different deposit schedule can be requested by submitting a “Daily
Cash Deposits Exemption Request” SPM form AR — 6, (Policy # 705, Appendix #7).
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All transfers of cash from one employee to another must be evidenced by a written receipt
relieving one employee of a specific amount of cash and establishing responsibility with the
receiving employee for the same amount. The receipt must be signed, at least by the receiving
employee (Auditor Controller, Internal Control Handbook, Chapter 2, p.3, Appendix #1).

“All departments collecting monies in outlying areas (outside Riverside city limits) must deposit to
the Treasury using the consolidated zero balance banking service. If a department needs to be
exempt from this policy, a justification must be filed with and approved by the Auditor-Controller’s
Office” (Office of The Auditor-Controller Standard Practice Manual, No: llI-E-1-3.2, Appendix #3).

The District's Finance Department will reconcile and conduct periodic reviews of cash handling
procedures, as well as surprise cash counts and audits. For reconciliations of cash, see the

District’s Finance Department Policy and Procedure Manual.
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PROCEDURES
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GENERAL GUIDELINES

ACCEPTABLE FORMS OF PAYMENTS
v' Cash (no foreign currency accepted)

v" Checks (no foreign checks accepted)
v" Money orders and Cashier’s check

v' Credit Cards (VISA, Mastercard, and Discover)

CHECKS
v" We do not accept foreign checks

v' Must be restrictively endorsed/stamped on receipt (Appendix #1).

v' Cashier is to write customer’s driver license number and Official County Receipt
(OCR) or invoice # on check (Appendix #9).

SECURITY
v' Cash and/or checks held overnight must be kept in a safe until deposited. If the
site does not have a safe, then it must be kept in a secure, locked location.

v/ Safe combination is given only to authorized personnel and records maintained
as to who has access to the combination.

v' A safe’s combination must be changed whenever a person who knows the
combination leaves the employ of a cash handling unit.

DEPOSITS
v' Deposits must be made at least twice per week or as soon as accumulated
collections exceeds $250, whichever occurs first.

Deposit/cash counts must be verified by a second person.

Transportation/delivery of cash or checks must be in sealed tamper-evident
money bag with the tear off slip retained by the originating office.

v Deposit paperwork must be delivered to the Finance Team within 24 hours of
submitting a deposit to the bank.

RECEIPTS
v All monies received (cash, check, money order, or credit/debit) must be receipted
either through a cash register, District-approved Point of Sale software system,
or manually using an Official County Receipt (OCR). A hard copy of the receipt
will be provided to the customer for every transaction.
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v" OCR’s must be used sequentially. Unused OCR stock shall be kept secured, and
used OCR books shall be promptly returned to Parks Finance. No new OCR
books will be issued until the used books are returned.

CASHIERS
v' Each cashier using an electronic cash register or Point of Sale software system
must be assigned a unique cashier ID (and login/password, if applicable) which
shall not accessible by or shared with other individuals.

v' Cashiers must lock all cash and cash equivalents in their cash drawer or safe
whenever leaving the immediate area.

v' Documentation of cash differences (overages and shortages) must be
maintained for each cashier for subsequent review by a supervisor.

v' Cash refunds must be supported by all copies of the document involved,
explained, and approved in writing by the cashier's supervisor at the time of
occurrence where practical, but no later than the end of the day

v" Refunds for transactions paid by check, money order, or a now-expired credit
card must be initiated via the District Refund request form with the following
information and submitted to Finance for processing:

a. Customer Name, address, phone number, and signature.
b. Refund type and amount

c. Explanation of refund request. If applicable, include original confirmation
number and/or copy of paid receipt.

d. Form to be signed and dated by Cashier and site Supervisor

TRANSFERRING CASH

v All transfers of cash between employees must be relieved from responsibility of
cash using the Monthly Cash Transfer Log (Appendix #10), establishing the
responsibility for the receiving employee of the same amount of cash.

v Receiving employee must count all cash and verify the totals on the Monthly Cash
Transfer Log by initialing next to:
e Amount of cash
¢ Amount of checks & money orders

v" Receiver must verify cash and sign the Monthly Cash Transfer Log before the
transferring employee may leave.
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DAILY PROCEDURES
ELECTRONIC/MANUAL CASH REGISTER users

START OF DAY/SHIFT, CASHIER PROCEDURES:

1)

2)

3)

4)

5)

6)

Remove cashier bag, which contains imprest cash (change fund) and keys for
the register and Iron Ranger (if applicable), from the safe.

v' Each cashier bag must have the established start up cash amount ($50,
$100, $150, or $200), and a counterfeit detector pen.

Start a Daily Cash Reconciliation Form (Appendix #4) for each bag to be used
that day. Fill in the light blue cells only:

cashier/drawer number

current date

site location

name of the cashier responsible for this drawer on this day

DA NI NN

Count the beginning cash and enter that amount on the Daily Cash
Reconciliation Form (Appendix #4). The beginning amount must always be the
amount of your change fund (standard is $200). Any discrepancies at the
beginning of the day/shift must be reported and reconciled immediately.

Open cash register and put start-up money into the cash drawer according to
denomination.

Check date on cash register and credit card stamp. Change if necessary to
agree with current work date.

Retrieve cash from Iron Ranger. Record in cash register as transaction for
“‘day-use” fees.

DAILY CASHIER ACTIVITY:

Walk-Ins:

All cash received must be recorded through a cash register and a receipt given to
the customer at all times.

Vehicles:

All cash received must be recorded through a cash register when one is available,
and a copy of the receipt (invoice) must be securely taped to the customer’'s
vehicle windshield, above the dashboard on the driver’s side. The receipt must be
displayed on the vehicle at all times during the customer’s visit.

10
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Voids

v All voids are prohibited for all payment types.

Refunds and Credits

v" Refunds and Credits will be considered under the following conditions
stated on District Policy J-9.

v" Refunds can only be given in the same payment method as the original
transaction (cash or credit cards)

v' Cash refunds must be supported by all copies of the document
involved, explained, and approved in writing by the cashier's supervisor
at the time of occurrence where practical, but no later than the end of
the day

v' Refunds for transactions paid by check, money order, or a now-expired
credit card must be initiated via the District Refund request form with
the following information and submitted to Finance for processing:

a.

b.

END OF DAY/SHIFT:

Customer Name, address, phone number, and signature.

Refund type and amount

Explanation of refund request. If applicable, include original
confirmation number and/or copy of paid receipt.

Form to be signed and dated by Cashier and site Supervisor

All funds collected must be reconciled daily by payment method by comparing total cash
collected to cash register sales reports and hand-written receipt totals.

1)

2)

3)
4)

5)

At the end of the day/shift, the cashier must count all the cash in the register,
entering the quantity of bills and coins in the blue cells on the Daily Cash
Reconciliation form (Appendix #4) that was started at the beginning of the
day/shift. Totals will calculate automatically.

Site Supervisor must verify the ending cash count, either by observing the
cashier during the entire count or by performing a separate count afterwards.

Cashier must add the total of all checks and enter in the DCR Form.

Cashier must add the total of all money orders and enter in the DCR Form.

Cashier must run a Z-report from the register that shows the total sales for the

day.

11
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6)

7

8)

Ensure total sales per the report matches the calculated total sales per the
DCR Form.

Cashier must print the DCR Form and initial next to their name at the top.
Attach sales report.

Give cash, DCR Form, and Sales Report to Supervisor.

CASH OVER/SHORT:

v

All cash overages and shortages must be documented by individual cash
drawers on a daily basis and documented with that day’s activities. The Daily
Cash Reconciliation Form will automatically calculate any cash over or short.

If an overage or shortage occurs, a Cash Overage/Shortage Daily Report, SPM
Form AR- 3, (Policy #710, Appendix #6) must be completed and included with
the DCR for that day:

Collection Site name

Cash overage/shortage amount and reason
Signature of Cashier

Signature of approval person and date
Printed name and title of approval person

coooTp

If the overage/shortage amount exceeds FIVE DOLLARS ($5.00), a Cash
Control Incident Report (Appendix 11) must be completed and included with
the DCR for that day.

SITE SUPERVISOR:

1)

2)

3)

4)

5)

Site Supervisor must verify the ending cash count, either by observing the
cashier during the entire count or by performing a separate count afterwards.

Site Supervisor will also review and approve all refunds that occurred that day
to ensure these transactions are legitimate and appropriate.

Site Supervisor must prepare the deposit, excluding the imprest cash (change
fund) at the beginning of the day/shift.

Site Supervisor must sign and date the DCR Form.

Take deposit to bank.

DEPOSITS:

v

Deposits must be made at least twice a week; DAILY deposit is preferred. Any
time daily collections exceed $250, a deposit must be made.

12
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v' Exemptions: Approval for any other deposit schedule can be requested by
submitting a “Daily Cash Deposits Exemption Request” SPM form AR — 6,
(Policy # 705, Appendix #7).

v' Transportation/delivery of cash or checks must be in sealed tamper-evident
money bag with the tear off slip retained by the originating office.

REMIT TO FINANCE DEPARTMENT:

The following documents must be submitted to Finance Department at District
Headquarters within 24-48 hours of submitting a deposit to the bank:

v' Daily Cash Reconciliation Form (DCR)

Cash Register’s X-report and Z-report

Official County Receipts (OCR), if applicable

Signed Credit Card Receipts

All refund receipts (reviewed and signed by supervisor)
AMS3 Cash Overage/Shortage Forms (if applicable)
Cash Control Incident Reports (if applicable)

Bank Deposit Slip (pink copy)

Bank Deposit Receipt

LS VR N N N N N NN

Tear-off slip from Bank-issued sealed tamper-evident money bag (for NIGHT
DROPS only)

13



Riverside County Regional Park
and Open Space District Cash Handling Procedures

NEPTUNE (POS) users

START OF DAY/SHIFT:

1) Remove cashier bag, which contains imprest cash (change fund) from the safe.

v

Each cashier bag must have the established start up cash amount ($50,
$100, $150, or $200), and a counterfeit detector pen.

2) Log-in to NEPTUNE (POS) and click YES to enter a new batch.

3) Count the beginning cash (change fund) and enter that amount in the Opening
Amounts field. You can also use the CASH CALCULATOR to enter cash by
denomination.

4) Open cash register and put change fund into the cash drawer according to
denomination.

DAILY CASHIER ACTIVITY:

Walk-Ins:

v

Vehicles:

v

All monies must be recorded in the POS and a receipt should be given
to the customer at all times.

All monies must be recorded in the POS and a receipt should be given
to the customer at all times.

POS receipt must be securely taped to the customer’s vehicle
windshield, above the dashboard on the driver’s side. The receipt must
be displayed on the vehicle at all times during the customer’s visit.

Phone-Ins:

1)
2)
3)

Cashier takes customer information in the POS
Cashier processes credit card in the POS for payment

Cashier emails or mails (hard copy) the POS generated receipt to the
customer

14
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Voids

v All voids are prohibited for all payment types.

Refunds and Credits

v" Refunds and Credits will be considered under the following conditions
stated on District Policy J-9.

v" Refunds can only be given in the same payment method as the original
transaction (cash or credit cards)

v' Cash refunds must be supported by all copies of the document
involved, explained, and approved in writing by the cashier's supervisor
at the time of occurrence where practical, but no later than the end of
the day

v' Refunds for transactions paid by check, money order, or a now-expired
credit card must be initiated via the District Refund request form with
the following information and submitted to Finance for processing:

a.

b.

END OF SHIFT:

Customer Name, address, phone number, and signature.

Refund type and amount

Explanation of refund request. If applicable, include original
confirmation number and/or copy of paid receipt.

Form to be signed and dated by Cashier and site Supervisor

At the end of shift, all monies collected in your POS batch must be reconciled and closed
daily by performing the POS Blind Closeout process:

1) At the end of the shift, the cashier must click the BATCH button in the POS
screen to begin the blind closeout process.

2) Click the BLIND CLOSEOQOUT button, and then count all monies in the POS
register. Use the CASH CALCULATOR to assist you in the quantity of bills
and coins by denomination. Totals will calculate automatically.

3) Once you click OK, an X-report will show up on the POS screen. Print this
report as part of your documentation that will be sent to Finance.

4) Site Supervisor must verify the ending cash count, either by observing the
cashier during the entire count or by performing a separate count afterwards.

15
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5)

6)

Site Supervisor will also review and approve all refunds that occurred on the
cashier’s batch to ensure these transactions are legitimate and appropriate.

Place all monies, X-report, receipts (signed credit cards, refunds) in a sealed
bank bag and drop in the safe.

CASH OVER/SHORT:

v

All cash overages and shortages must be documented by individual cash
drawers on a daily basis and documented with that day’s activities. The Daily
Cash Reconciliation Form will automatically calculate any cash over or short.

If an overage or shortage occurs, a Cash Overage/Shortage Daily Report, SPM
Form AR- 3, (Policy #710, Appendix #6) must be completed and included with
the DCR for that day:

Collection Site name

Cash overage/shortage amount and reason
Signature of Cashier

Signature of approval person and date
Printed name and title of approval person

cooow

If the overage/shortage amount exceeds FIVE DOLLARS ($5.00), a Cash
Control Incident Report (Appendix 11) must be completed and included with
the DCR for that day.

END OF DAY

SITE SUPERVISOR:

1)

2)

3)

4)

5)

A deposit must be prepared for all closed POS batches that occurred for the
day. (Please refer to the US E-Direct Neptune User Guide for detailed
instructions)

Pull out all the bank bag/s that contain the closed batch or batches in your
safe.

Log-in to POS and under FINANCE tab, click on Deposits > Manage
Batches.

Click on each batch number on the POS screen corresponding to the batch
you have in the safe.

Verify the X-report

a. Confirm the total amount shown on the X-report with the monies in the
bank bag

16
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b. Review any overage/shortages showing on the X-report and make
sure the appropriate forms are completed.

c. Review and approved all refunded transactions

d. Once you completed your review and all the information is correct,
click GENERATE Z-REPORT button and PRINT this report. The
batch will now disappear in the MANAGE BATCHES which means
that the batch is ready for the DEPOSIT process in the POS

e. If you have multiple batches for the day, repeat steps 5a through 5d.

6) To initiate a deposit in the POS, navigate to FINANCE > DEPOSIT >
MANAGE DEPOSIT SLIPS

7) On the POS screen, enter the Deposit Number and Confirm Deposit # field
(refer to page 15 of the US E-Direct Neptune User Guide)

8) Select the closed batches you want to deposit to move them to the “Batches
in this deposit” window. The expected total will automatically reflect the
deposit amount of the combined total of your batches.

9) Check that you certify the deposit and type your name on the Signature Line.
10) Click “Save and Print” on the POS screen to print the Deposit Slip Report

11) Prepare your bank-issued deposit slip and deposit all monies to the bank.

DEPOSITS:

v' Deposits must be made at least twice a week; DAILY deposit is preferred. Any
time daily collections exceed $250, a deposit must be made.

v' Exemptions: Approval for any other deposit schedule can be requested by
submitting a “Daily Cash Deposits Exemption Request” SPM form AR — 6,
(Policy # 705, Appendix #7).

v' Transportation/delivery of cash or checks must be in sealed tamper-evident
money bank bag with the tear off slip retained by the originating office.

v Night-drops are allowed as long as the tear-off slip from the bank-issued
sealed tamper-evident money bank bag is retained and submitted to Finance
with the other documentation as referenced in the next section.

17
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REMIT TO FINANCE DEPARTMENT:

The following documents must be submitted to Finance Department at District
Headquarters within 24-48 hours of submitting a deposit to the bank:

v" POS Deposit Report

v" POS X-report and Z-report by BATCH

v" POS Receipts

= Signed Credit Card Receipts

= All refunds receipts

AMS3 Cash Overage/Shortage Forms (if applicable)
Cash Control Incident Reports (if applicable)

Bank Deposit Slip (pink copy)

Bank Deposit Receipt

A N NN

Tear-off slip from Bank-issued sealed tamper-evident money bag (for NIGHT
DROPS only)

FINANCE DEPARMENT RECONCILIATION:

The Finance Department will be reviewing all finance documents received from all
District sites and perform the daily reconciliation process from the following
sources:

v/ Tableau Bl Reporting (Neptune POS Reporting)

v Treasury Account (Union Bank)

v' Zero Balance Accounts (BBVA, Bank of America)
v Credit Card Merchant Accounts (FirstData, Elavon)
v Revolving Fund (Bank of America)

(Please refer to the District Accounting Procedures Manual for detailed version
of the process)

18
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APPENDIX 1

Auditor Controller’s Internal Control Handbook

INTER"DEPARTMENTAL LETTER

EBU\TYJ* ;. f
CRIVERSTOE SaWey

COUNTY OF RIVERSIDE
?

OFFICE OF THE AUDITOR-CONTROLLER.

June 10, 1987

TO: Board of Supervisors
Department Heads

FROM: Anthony J. aenanca% &%Ma-/

Auditor-Controller
RE: County of Riverside Internal Controls Enhancement Program

Each County deph;tment head has the responsibility to establish and maintain a
goed internal control system to safeguard assets, check the accuracy and
teliability of accounting data, promote operational efficiency and encourage
adherence to prescribed managerial policies. S

To assist you in tulfillxng your respongibilities, we are initiating an
Internal Contrels Enhancement Program. One of its purposes is to disseminate
information on internal control concepts and procedures. We will issue
information in the form of a County Internal Control Handbook, and we plan to
conduct workshops on ioternal control, as appropriate.

The first installment of the Handbook is attached. It consists of the Preface
and Contents sections, and portions of Chapter 14, Section C dealing with
mini-microcomputers. As you know, the use of these computer systems is rapidly
growing throughout the County. Because of this rapid growth, sufficient time
should be taken when developing computer systems to ensure that adequate
internal controls are also included.

The remaining portions of the Handbook will be issued periodically, in segﬁente.
‘We welcome your ideas on what subjects you recommend we add to the Handbook and .
how to make the County's Internal Controls Enhancement Program more effective. i

Please share your comments/questions with Jack Anelli, Chief, Internal Audits
Division at 787-2807.

AJB:JWA:dmm

iadproc 177 ﬁ@
S
)
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COUNTY OF RIVERSIDE
INTERNAL CONTROL HANDBOOK
PREPACE

Each County Department Head has the responsibility to establish and maintain a
good internal control system. An adequate internal control system helps to
ensure that assets and sensitive information are protected, accurate data is’
produced, and operations are run efficiently and effectively, and in the
manner approved by management.

To assist you in gaining assurance that adequate internal control systems are
in place, the Auﬂltor-tonhroller staff bhas prepared this Internal Control
Handbook. The guidellnes presented can be used to help you and your staff
evaluate whether or not various internal control procedures have been
addressed. While the guidelines are not meant to be comprehensive, they do
cover the areas which we believe to be most important.

This handbook is a compilation of concepts, techniques and procedures dealing
with the internal control of County funds and assets., It is intended as a
primary source of reference for all personnel who are charged with the publie
trust of protecting County property of all kinds. It can also serve as a
training aid for new personnel,

The handbook will be added to as internal control concepts evolve, and as
relevant techniques, useful in the County environment, are identified. We
suggest that this Handbook be placed in a three-ring binder, It should be
available in a central location, accessible to all intended users - the
department head, managers, supervisors and operating personnel.

Internal Control Handbook - i . . May, 1987
iadproc 175 ' : : ' .

APPENDIX 1
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CHAPTER 2
CASH
—
PARAGRAPH E CONTENTS
1 General
2 Intérnal Controls
3 : Revolving Fund Controla
+
.
- '.-..
i
E
Internal Control Handbook - 2=l ' . " November, 1988 .

Chapter 2 . o e ) j
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1. General

Cash is the most liquid of assets and as such can eaaily be converted,

temporarily or permanently, to an individual's perscnal use {(wmisuse). The :

highly liquid nature of cash requires that strict controls be established
over all phases of cash handling operations. '
2. Internal Controls

The following general internal controls are important to (1) control cash

receipte and disbursements, (2) minimize potential for cash related

defalcations and, (3) obtain true financial statement balances which are
used for obt?ining financial statistics and monitoring cash flow and
liquidity. Deviations from these controls must be carefully scrutinigzed
by management and compensating alternate checks and balances established
to ensure the continuous integrity of the department's cash operations.

- -

a. An adequate separation of duties must exist within the cash functions
to ensure that no one individual controls all key aspects of a cash
transaction.

b. Vacations of one continuous week {(or more} annually. should be
required (1) for all employess assigned direct control of cash,
investments, inventory, or other ligquid assets exceeding $5,000
annually, and (2) for all supervisory employees directly' involved in
processing accounting documents and in maintaining accounting and
financial systems which proceas cash, investments, inventory, or
other liquid assets.

¢.  Adequate physical gecurity must be maintained at all times over
locations where cash is stored and processed. Access to cashiering
areas must be restricted to as few authorized individuals as
practical.

a. cash, check signing machines, signature dies, and blank, partially
prepared, mutilated and veoided checks must be protected from
unauthorized use.

e, An effective cash management system should be in effect.

£. Funds in temporary accounts (e.g., clearing accounts and commercial
bank accounts) should be under central office control. When funds
are deposited hy branches in temporary receiving accounts, the
control over withdrawal of these funds should not rest with the
person making the deposit. All transfers from- these accounts should
be made only by a department's central cashiering unit or by someone
independent of deposit preparation and verification functions.

g. Checks should be restrictively endorsed upon receipt.

Internal Control Handbook ) 2= March, 1990

CHAPTER 2

CASH

APPENDIX 1
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Procedures and controls must be established to ensure that timely,
accurate and complete records are maintained of all cash
transactions. For example:

(1} Hand receipt control numbers should be routinely verified for
continuity, and related dollar amounts gollected should be
traced to and verified with amounts deposited.

(2) The functions in "(1)," above, should be performed by a person
indspendent of the cash handling process.

(3) Missing receipt numbers and/or collecticns not traceable to
deposits should be inveatigated promptly by management.

(4) Employees functioning as cashiers should have sole access to the
funds for which they are respongible, except to the extent that
supervisor/managers have a need for access.

(5) All transfers of money from one accountable employee to another
should be avidenced by a written receipt relieving the one
employee of a specific amount of money and establishing the
responsibility for the receiving employee of the same amount.
The receipt should be singed, at least by the receiving employee.
S

(6) Funds in banK accounts should be reconciled monthly. :

3. Revolving Fund Controls.

To ensure proper accountability and security over all revolving fund
monies, the following controls should be adhered to,

A

Each fund should be maintained on an imprest basis. The fund must be
kept at the agssigned amount comprised of cash on-hand (or in a bank
checking account), receipts/invoices for which reimbursement has not
yet been requested, and reimbursement requests in process but not
received.

Responsibility for each revolving fund assignment and subassignment
should be vested in only one person. Someone else, however, ghould
have controlled access to the fund in case of absence or emergency.

The custodian of the fund should not have any other cash handling
responsibilities (including the ability to sign checksaor authorize

revelving fund ,désbuesements) .
(/LIW{-W'.AI"\!‘E ‘(ﬂb‘/ﬁgfﬁt“

Surprise cash counts of the revolving fund monies should be conducted
at frequent intervals. These counts should be conducted by someone
other than the fund custodian. A record of the date and the amount
counted should be majntained in the department's business office.

The fund should not be used to cash checks or loan money to ‘employees
{except advances for properly pre-authorized transactions).

Internal Control Handbook ' ) . 2-3 ) . November, 1988
Chapter 2 ' .

APPENDIX 1
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Internal Control Handbook - . o2=4 ) November, 1988

Chapter 2

APPENDIX 1

The revolving fund should be counted and reconciled to the assigned

amount on a daily basis (or each day it is used, if not used daily)
by the fund custodian.

All revolving fund monies should be secured at all times in a locked
safe, locked file cabinet, or locked cash drawer.

Each revolving fund assignment should be maintained separately from
all other assigned funds. Funds should not be commingled. For
example, a change fund should not be used to replenish a petty cash
fund and, likewisge, a petty cash fund should not ba used to make up
any differences in a change fund. : '

A revolving fund should be kept clear of shortages and overages.

{1) Change fund shortages or overages resulting from daily
cashiering operations should he reflected in the daily
collections, not the revolving fund.

(2) Any loss of County monies should be reported to tha
Auditor-Controller's Office in accordance with Procedure
III“E~1-1.1 of the Auditor-Controller's Standard Practice Manual.
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APPENDIX 2

Auditor-Controller’s Standard Practice Manual Section 7, Sub-Section 705

County of Riverside

OFFICE OF THE AUDITOR-CONTROLLER
STANDARD PRACTICE MANUAL

SUBJECT: RECEIVING PAYMENTS, DEPOSITS

OF MONIES, AND APPLYING
PAYMENTS

SECTION: 7 CATEGORY: ACCOUNTS RECEIVABLE

SUB- 705 Replaces III-E-1-3.1
SECTION:
REVISED/ | 3/22/02 . ;
LAST REVIEWED: APPROVED BY: __¢ 1o o é vl

PURPOSE: To provide uniform instructions for receiving payments, deposits of monies, and
applying payments.

SCOPE: Applies to County departments, agencies, special districts, and authorities, that are
governed by Riverside County Board of Supervisors, and/or which maintain funds in the County

Treasury.

POLICY: All areas within the scope are required to follow the process defined below of receiving
payments, deposits of monies, and applying payments.

PROCEDURE:

1. Receiving Payments for Online Receipts

a)

b)

All monies received must be receipted either through OASIS (an OLR), manually
(Official Counter Receipt-OCR), or ACO approved departmental receipting system.
A hard copy of the receipt will be provided to the customer.

2. Deposit of Money

a)

b)

<)

d)

At the close of each business day, monies collected must be reconciled to the receipts
issued and then deposited in the Treasury, or an authorized Zero Balance Account
(ZBA), or secured per an authorized daily deposit exemption.
If the business day ends after the deadline for making Treasury deposits, the cash
collected must be secured in a locked facility and deposited the next business day.
Deposits are made directly to the Treasury.
* The incoming payment processor prepares the online Treasury Cash
Receipt (TCR).
e A copy of the TCR is printed and the money is taken to the Treasury for
deposit.
e The treasurer verifies the deposit amount and performs the online approval
process.
e The treasurer will print a copy of the approved TCR and delivers the copy to
the originating department.
Deposits are made to an authorized ZBA.
* The department’s incoming payment processor creates the Department
Bank Receipt (DBR) online.
e The DBR is printed for the department’s records.

SECTION:
SUB-SECTION: 705

REVISED/ | 3/22/02
LAST REVIEWED:

Page 1 of 2 3/23/02
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APPENDIX 2

County of Riverside

OFFICE OF THE AUDITOR-CONTROLLER
STANDARD PRACTICE MANUAL

SUBJECT: RECEIVING PAYMENTS, DEPOSITS
OF MONIES, AND APPLYING

PAYMENTS
SECTION: T CATEGORY: ACCOUNTS RECEIVABLE
SUB- 705 Replaces III-E-1-3.1
SECTION:
REVISED/ | 3/22/02
LAST REVIEWED: APPROVED BY:

e The department’s incoming payment processor prepares the Bank Deposit
Receipt and deposits monies into the ZBA.
e) Electronic Deposits
e The treasurer’s incoming payment processor prepares the TCR for the net
deposit amount of each ZBA locator deposits and electronic deposits.
e The Treasury Deposit Approver approves the TCR online.

3. Apply Payments
a) Deposits will be applied daily to the appropriate fund, department id, and account.
This will ensure that proper interest earnings are accrued. All deposits not applied
will accrue interest to the County General Fund. All deposits must be completely
applied before Month End can be closed by the Auditor Controller’s Office.
b) Deposits Direct to the Treasury
e Once the Treasury approves the TCR, the TCR should be retrieved online,
and payments should be applied via direct Journal Lines (non-AR) or
Payment Worksheets (AR).
c) Deposits to an Authorized ZBA
e The DBR does not require approval by the Treasury. Therefore, the DBR
should be retrieved online, immediately after the bank deposit is prepared.
e Then, payments should be applied via direct Journal Lines (non-AR) or
Payment Worksheets (AR).
e Each day, the department’s incoming payment processor should retrieve
any pending TCR online.
e If the deposit amount on the TCR varies from the DBR, adjusting journal
lines must be created.
d) Electronic Deposits
e Departments must retrieve the approved TCR’s online on a daily basis.
e Then, payments should be applied via direct Journal Lines (non-AR) or
Payment Worksheets (AR).

SECTION: |I
SUB-SECTION: 705

REVISED/ | 3/22/02
LAST REVIEWED:

Page 2 of 2 3/23/02
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APPENDIX 3
Auditor-Controller Standard Practice Manual No: III-E-1-3.2

OFFICE OF THE AUDITOR-CONTROLLER
STANDARD PRACTICE MANUAL

No.: JLIJ-E-1-3.2 Page 1 of Y paaes
Date: 11715789 By:  (Pulllhn.  (rosgZin:
Effective: 12-01-89 Approved by: =
Division Trecasurer-Tax Colloctor/hudltor—LnntroJLer
SUBJECT Ccash Deposits in Qutlying Areas
1. PURPOSE: 1o maximize the cash management. operation of i
the Caounty.
IX. COPE: All County departments and agencies governed by l

the Board of Supervisors.

IXY. POLICY: A1) departments collecting monies in outlying
areas (not in the Riverside city limit) must deposit to :
the Treasury using the consolidated zero balance banking

service. If a department has nced to be exempt E£rom this
policy, & Justification must be filed with and approved
by the Auditor—Controller's Qffice.

=

iv.  PROCEDURE:

A. Contact the Treasurer-Tax collector's Office.
pepartments will be assigned a checking account
number.

B. Frines, tees, and other revenue collected must be
deposited daily.

1. The bank deposit slip should be prepared in
gquadruplicate. The Treasurer will supply
departments with deposit slips.

The First copy will be retained by the bank, the
second copy should be forwarded to the Treasurer,
the third copy kept by the department, and the
fourth cop¥ forwarded to the Aunditor—Controller
as shown in the example attached.

NOTE: The money will be credited, via department
checking account number on the deposit slip.
Depasits made on deposit slips without this
aceount number cannot be properly jdentified.
sucn deposits represent anrecorded revenue and
will be recorded as general fund revenue if not
identified teo the Treasurer within 60 days.
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OFFICE OF THE AUDITOR-CONTROLLER

APPENDIX 3

".71'% . STANDARD PRACTICE MANUAL

R e 2 :

Y Syl Mo.:  TII-E-]-3.2 , Page ¢ of i pages
= Date: 11—15"89_7 Effective: yauni-pg

pS)
N

All ehecks deposited at the barnk must be
endorsed. The Treasurer wilt supply departments
with endorsement stamps.

Each endorsement stamp will contain the Following
information:

For Deposit Only
County of Riverside
K. Wayne Watts
Treasurer and Tax Collector
Department Name
Ip #

Each wmorning the Treasurer will be notified by the
bank of deposits made the previous day. The
Treasurer will prepare a deposit permit and a daily
statement of all activity for each account number and
will forward a copy to the Auditor-Contreoller and the
department. &11 money will be credited to the
department's clearing fund and/or revenue account .,

department must review the deposit permit and the
daily statement for accuracy. If they du not agree
with your records, the Treasurer must be notified
immediately.

The Treasurer will reconcile the bank statement of
the consolidation account in order to verify that
depogits, debit memos, and NSF items were posted to
the correct clearing Fund/account.

Returned items such as non-sufficient funds [NSF)
checks and debit memos will be seturned to the -
department by the Treasurer, who will retain a coRy.
The amnunt of the item in question will he debhited to
the department c¢learing fund immediately following
its return from the bapk. The department will be
responsible for collection of Lhe NSF check.

At least monthly, Lhe department, excepl for Courts,
must reconcile the clearing fund and/or revenue
account and forward a transmittal letter with the
fourth copies of the bank deposit slips for the moenth
to the Auditor-Controller requesting transfer of Lhe
money to the appropriate fund and revenues accounts.
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APPENDIX 3

OFFICE OF THE .AUDITOR-CONTROLLER

i ﬁ? STANDARD PRACTICE MANUAL
TR A -
f i Wo.: LII-F-1-3.2 Page 3 of 1, pages

TnspedFrAL )
pate: 11-15-8%9 Effective: 12-01-BY

courts must forward the auditor-Controller "“STD CT
FORM 54" with the fourth coplies of the bank deposit
slips for the month. Attach an adding machine tape
total that agrees with the "amount Remitted” shown on
rthe Form 54.

¢. Reguest for exemptian from this policy should be
submitted to the Chief of General Accounting,
fuditor—-Controller’s Office. The reguesting
department will be notified of the acceptance Or
rejection of the exemption request. pecision of Ehe
Auditor—Controller is final.

167PF

30



APPENDIX 3

OFEICE OF THE AUDITOR-CONTROLLER
_;’@T? STANDARD PRACTICE MANUAL
$15% e

=2 e, ;. LXI-E-1-3.3 Page & of "k

Bate: 11-15-#9 Effective: 12-0L-0y

fages

FXEMPTLION REQUEST - CONSOLIDATED BANKING SERVICE

Department

Requested By

Exemption Juatification:

Approve Deny

e

Form AU-GA-013

1672
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Daily Cash Reconciliation Form

APPENDIX 4

REGIONAL PARK AND OPEN SPACE DISTRICT
Daily Cash Reconciliation

DRAWER # I:’ DATE |

LOCATION | |
CASHER| |
Beginning Drawer Cash Balance
Ending Count:
Currency Coins
Value Qty Total Value Qty Total
$ 100 $ - $ 1.00 $ -
$ 50 $ - $ 0.50 $ -
$ 20 $ - $ 025 $ -
$ 10 $ - $ 0.10 $ -
$ 65 $ - $ 0.05 $ -
$ 2 $ - $ 0.01 $ -
$ 1 $ - Total Coins $ -
Total Currency  $ -
Totals per Sales Report: TOTAL CASH COUNTEDE
CASH Less: Beginning Balance | $ -
CHECKS TOTAL CASH SALES| $ -
MONEY ORDERS CHECKS
CREDIT CARDS MONEY ORDERS
CREDIT CARDS
Cash Over/{(Short) $ - Total Collected $ -
Total Bank Deposit $ -
Ending Count Verified By: Deposit Prepared by:
Name andDate Name and Date

FINANCEDEPARTMENTUSE ONLY

Deposit Made by: DepositDate] |
Name and Date
DepositiD# |

Deposit Reconciled By:

Name andDate
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Daily Sales Report

APPENDIX 5

PREPARED BY:
FOR SALES ON (DATE).

DESCRIPTION AMOUNT DESCRIPTION | AMOUNT
Annual Pass DAILY CAMPING
Boat Launch Camping - Day Use
Day Use - Adult Camping - Primitive
Day Use - Youth Camping - Developed
Dogs Camping - Electric
Donafions Camping - Full hookup
Dump Storage Camping - Group
Exira Guests WEEKLY CAMPING
Exira Vehicle Camping - Primitive
Firewood Camping - Developed
Fishing - Adulf Camping - Electric
Fishing - Youth Camping - Full hookup
Fishing Book Camping - Group
Horses MONTHLY CAMPING
Interpretive Programs Camping - Primifive
Miscellaneous Camping - Developed
Pool Camping - Electric
Showers Camping - Full hookup
Special Event Camgping - Group
Store-NonTaxable TOTAL
Store-Taxable

TOTAL GRAND TOTAL SALES 0.00
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SPM Form AR - 3

APPENDIX 6

CASH OVERAGE/SHORTAGE DAILY REPORT
FOR DEPARTMENTAL CASHIER

Complete and submit daily to your department head.

SPM FORM
AR~3

(PoLicy #710)

Fund No. Account No.

Report Date

(MM-DD-YY)

Agency/Department Name

Dept ID

‘ ’ Cash Overage- Indicate amount and explain the reason.

Overage Amount

Reason

‘ ’ Cash Shortage- Indicate amount and explain the reason.

Shortage Amount

Reason

I certify the overage/shortage amount shown above is correct for the report date specified.

Signature of Cashier

Cashier’'s Name (Print)

Approved By - Signature Date

Print Name

Title
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SPM form AR - 6

APPENDIX 7

DAILY CASH DEPOSITS EXEMPTION REQUEST | SPM ForM
OFFICE OF THE AUDITOR-CONTROLLER AR-6
Complete and submit to the Chief of General Accounting (POLICY #705)
Dept ID Department Name
Indicate the reason for the request:
Department Location:
Proximity to nearest county-approved bank:
(1) Indicate the average amount of daily cash receipts:
(2) Indicate the approximate amount of daily cash receipts: % of Currency: % of Checks:
(3) 1Is it cost prohibitive to use a courier pick-up or armored transport?
[dves  [In
(4) Specify the time frame you are requesting to make deposits and the reason:
(5) Do you normally vary your traveling route when making deposits?
(6) Where will the cash receipts be stored until deposited?
(7) Will the cash receipts be stored in a locked cash box?
|:| Yes |:| No If no, explain how they will be stored:
(8) Will the cash receipts/cash box be stored in a locked safe or drawer?
|:| Yes |:| No If no, explain how they will be secured:
(9) Name the individuals and their titles who will have access to the cash storage area:
Name Title
Name of Requestor (Print Name) Title
Signature Date Phone
‘ To Be Completed By the Auditor-Controller’s Office
|:| Approved |:| Denied
Chief, General Accounting Division Date
Distribution: Original — Auditor-Controller’s Office Copy - Treasurer
Requesting Department
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APPENDIX 8

Refund Request Form

—
RIVERSIDE COUNTY f
REGIONAL PARK AND OPEN-SPACE DISTRICT C p rS
Credit / Refund Request Form

Awerd-Winning District

HQ USE ONLY
APPROVED -[_|YES [ NoO
DATE-:
STAFF:

It is the policy of the Riverside County Board of Supervisors that credits and/or refunds
to park: nsers be considered under certain circumstances. All requests for credits shall be
submitted in writing to the park from which the credit is requested. In crder to be
considered complete, each request nmst inclode:

ParkTocation Attended

Date(s) Attended

Amoeount of Feguested Credit/Fefund
Reason for the Request

NAME: PLEASE ATTACH RECEIFT HERE
ADDRESS:

CITY:
STATE: ZIP CODE:

PHONE:
PARK ATTENDED:
DATE(S):

SITE %

AMOUNT OF EEQUEST: LESS 58.00 PROCESSING FEE:
REASON FOR. REQUEST:

VISITOR SIGNATURE: DATE:

Pev: 05-19-15
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APPENDIX 9

Official County Receipt (OCR)

COUNTY OF RIVERSIDE A 2261396
.,.’.'.",;:“'g OFFICIAL RECEIPT

Department

Recelved from

Deascription

— Divison

$ CASH PAYOR COPY By

CHRECK
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Monthly Cash Transfer Log

/f \ RIVERSIDE COUNTY PARK AND OPEN SPACE DISTRICT
i ﬁh;
=y
‘M:-’ .

APPENDIX 9

Lcation:

Dy

Transfer sent to:

Ccash

Checks

Monthy Year:
Totd Deposit

Bag Mumiser

Transfered By

Peceived By
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APPENDIX 9

RIVERSIDE COUNTY PARK AND OPEN SPACE DISTRICT
Cash Control Incident Report

;a{.-l'_:,::"}fi ']

Location] Park Time

Date of Incident

Reported By Contact Number
Reported To Contact Number
Incident Amount

Dasc Fiption of Incident

Cause of Incident

By signing below, I certify that the information in this document is true and correct

Supervizor Hame

Supervisor Signature Date

1of2
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