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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).  
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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: III-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 
 Cash (no foreign currency accepted) 

 Checks (no foreign checks accepted) 

 Money orders and Cashier’s check 

 Credit Cards (VISA, Mastercard, and Discover)  

 
CHECKS 

 We do not accept foreign checks 

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

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

SECURITY 
 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.   

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

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

DEPOSITS 
 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.  

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

RECEIPTS 
 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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 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 
 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.  

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

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

 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  
 

 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 

 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.  

 Receiving employee must count all cash and verify the totals on the Monthly Cash 
Transfer Log by initialing next to: 

 Amount of cash  

 Amount of checks & money orders 
 

 Receiver must verify cash and sign the Monthly Cash Transfer Log before the 
transferring employee may leave. 

  

  



 Riverside County Regional Park 

and Open Space District                      Cash Handling Procedures 
 

10 

 

DAILY PROCEDURES 

ELECTRONIC/MANUAL CASH REGISTER users 
 

 START OF DAY/SHIFT, CASHIER PROCEDURES: 

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

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

2) 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 

 
3) 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.  

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

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

6) 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. 
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Voids  

 All voids are prohibited for all payment types.  

Refunds and Credits 

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

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

 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  

 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 

END OF DAY/SHIFT:  

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) 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. 

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

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

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

5) Cashier must run a Z-report from the register that shows the total sales for the 
day.  



 Riverside County Regional Park 

and Open Space District                      Cash Handling Procedures 
 

12 

 

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

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

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

 CASH OVER/SHORT:   

 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:  

a. Collection Site name 
b. Cash overage/shortage amount and reason 
c. Signature of Cashier 
d. Signature of approval person and date 
e. Printed name and title of approval person 

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

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

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

4) Site Supervisor must sign and date the DCR Form.  

5) Take deposit to bank.  

 DEPOSITS: 

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

 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: 

 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) 

 AM3 Cash Overage/Shortage Forms (if applicable) 

 Cash Control Incident Reports (if applicable) 

 Bank Deposit Slip (pink copy) 

 Bank Deposit Receipt  

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

 
 START OF DAY/SHIFT: 

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

 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:  

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

Vehicles:  

 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) Cashier takes customer information in the POS 

2) Cashier processes credit card in the POS for payment 

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

 All voids are prohibited for all payment types.  

Refunds and Credits 

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

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

 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  

 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 

 

 END OF SHIFT:  

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

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

 CASH OVER/SHORT:   

 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:  

a. Collection Site name 
b. Cash overage/shortage amount and reason 
c. Signature of Cashier 
d. Signature of approval person and date 
e. Printed name and title of approval person 

 
 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) 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) 

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

safe. 

3) Log-in to POS and under FINANCE tab, click on Deposits > Manage 

Batches.  

4) Click on each batch number on the POS screen corresponding to the batch 

you have in the safe. 

5) Verify the X-report 

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

bank bag 
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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: 

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

 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).  

 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.  

 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.  
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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: 

 POS Deposit Report 

 POS X-report and Z-report by BATCH 

 POS Receipts 

 Signed Credit Card Receipts 

 All refunds receipts 

 AM3 Cash Overage/Shortage Forms (if applicable) 

 Cash Control Incident Reports (if applicable) 

 Bank Deposit Slip (pink copy) 

 Bank Deposit Receipt  

 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:  

 Tableau BI Reporting (Neptune POS Reporting)  
 

 Treasury Account (Union Bank) 
 

 Zero Balance Accounts (BBVA, Bank of America) 
 

 Credit Card Merchant Accounts (FirstData, Elavon) 
 

 Revolving Fund (Bank of America) 

 (Please refer to the District Accounting Procedures Manual for detailed version 
of the process)  
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Auditor Controller’s Internal Control Handbook 
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Auditor-Controller’s Standard Practice Manual Section 7, Sub-Section 705 
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Auditor-Controller Standard Practice Manual No: III-E-1-3.2.  
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Daily Cash Reconciliation Form 
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Daily Sales Report 
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SPM Form AR – 3 
 

 
 

 

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 
 

 
 

 

DAILY CASH DEPOSITS EXEMPTION REQUEST 
OFFICE OF THE AUDITOR-CONTROLLER 
Complete and submit to the Chief of General Accounting 

 

 

SPM Form 

 AR - 6 
(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) Is it cost prohibitive to use a courier pick-up or armored transport? 
 

 Yes    No 
 

(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? 
 

 Yes    No 
 

(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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Refund Request Form 
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Official County Receipt (OCR) 
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