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	Internal Control Guide – Cash Handling

	Process
	Potential Risks
	Control Objectives
	Control Activities
	Process Owner
	Policy Reference

	Communication, Training and Segregation of Duties
	· Appropriate personnel do not have access to and knowledge of applicable policies and procedures

· Appropriate personnel are not aware of external compliance requirements
	· Ensure personnel with cash handling responsibilities have knowledge of applicable policies and procedures, and receive appropriate training.

· Ensure segregation of duties among department personnel – between those that are receiving monies and those that reconcile cash or revenue accounts. 

· Ensure segregation of duties between departments accepting monies and Business Affairs doing the bank deposit.
	· Review position responsibilities and training needs/opportunities during annual evaluation process.
· Business Affairs to conduct periodic cash handing training.
· Departments have access to Segregation of Duties Matrix
	· Business Affairs provides training opportunities for departments
· Departments responsible for appropriate staff taking part in training opportunities
	FIS Manual
See link at end of IC Guide

	Receiving Cash
	· Monies left unattended, unauthorized individuals allowed in areas where cash handled, cash handled/counted within sight of public
· Improper commingling of cash receipts and petty cash

· Incoming monies not acknowledged with a receipt, or not immediately recorded.

	· Ensure appropriate stewardship of public funds

· Protect employee from risk by following policies and procedures

· Provide for the safekeeping and timely and accurate deposit of funds
	· Doors are locked at all times where cash is handled.
· If an employee leaves a workstation for any reason, monies will be secured in a locked place
· Monies received will be receipted immediately on sequentially numbered cash receipts or through a cash register
· Currency will be counted in the presence of the person presenting the monies for payment.
	· Business Affairs provides oversight
· Departments responsible for security within their departments
	FIS Manual, FIS 102, 1401-01
Oregon Accounting Manual
Oregon State Treasury Cash Management Manual

Links at end of IC Guide


	Process
	Potential Risks
	Control Objectives
	Control Activities
	Process Owner
	Policy

Reference

	Deposits of currency, checks, foreign currency or checks, credit card batches, monies as gifts/donations
	· Checks not restrictively endorsed “FOR DEPOSIT ONLY” immediately upon receipt
· Checks/money orders not reviewed for completeness
· Foreign currency or checks accepted
· Credit card transactions are not settled daily in order to receive payment.
	· Ensure checks endorsed appropriately and timely
· Ensure accuracy of checks and money orders
· Ensure daily settlement of credit card transactions
	· Departments deposit cash within one business day after collection or receipt of monies
· Monies held overnight are secured in some form of locking device, such as a safe or locking file cabinet
· All checks are properly endorsed upon receipt
· Departments depositing gifts follow outlined procedures and do not commingle the monies with general fund or self-support monies

	· Business Affairs provides oversight
· Departments responsible for safekeeping, appropriate use of funds
	FIS Manual FIS 102, 1401-01
Oregon Accounting Manual


	Process
	Potential Risks
	Control Objectives
	Control Activities
	Process Owner
	Policy Reference

	Custody of Funds
	· Custody of funds not adequately controlled.

· Fund transfers between receiver, recorder, verifier, and depositor not documented.

· Safe access is available to more than 3 employees and locks or combinations are not changed when staff with access leave.

· More than one cashier utilizes the same cash drawer or the fund is not balanced between shifts.

· When using a cash register, cash not counted and verified when cashier receives cash drawer.

· Cash register summary tapes are not reconciled to cash accounts at end of shift.

· Monies not kept in a safe, secure place

· Cash not periodically counted to verify completeness.

· A supervisor with no custodial responsibility does not perform unannounced cash counts.

· Large sums of cash are not transported via armored car service.


	· Ensure secure custody of funds
· Ensure control of safe access is limited
· Ensure transactions documented
· Ensure regular reconciliation of cash amounts


	· Unauthorized persons are not allowed in areas where cash is being handled.
· Large sums of cash are counted out of sight of the general public.

· Working cash funds will be kept to a minimum at all times.  Excess cash will be deposited at the OSU Cashier’s office.

· Only one cashier has access to a cash drawer at a time and the drawer is balanced between shifts, and verified each time a cashier receives a drawer.

· Cash drawers are reconciled at end of each shift.

· Unannounced cash counts are performed periodically by a supervisor.

· Large sums of cash are transported via an armored car service.
	· Business Affairs provides oversight
· Departments responsible for secure and accurate custody of funds
	Oregon Accounting Manual

Oregon State Treasury Cash Management Manual


	Process
	Potential Risks
	Control Objectives
	Control Activities
	Process Owner
	Policy Reference

	Deposit of monies as Income
	· Deposits are made to an operating or general ledger fund incorrectly.

· Deposits are not made in a timely manner.

· A second employee does not verify funds deposited.
	· Ensure that deposits are made correctly to either an operating fund or a general ledger fund.
· Ensure that deposits are made in a timely manner.
· Funds to be deposited are verified by a second employee.
	· Deposits to an operating fund will be by index and account code selected from the 0xxxxx series.
· Deposits to a general ledger account code from either the Axxxx (Asset) or Bxxxx (Liability) series.
· Deposits will be made within 1 business day.
· Deposits are verified and documented as complete by a second person.
	· Business Affairs provides oversight
· Departments responsible for accuracy and security of funds
	FIS Manual, FIS 102-03, 102-04, 102-05, 102-07

	Deposit of monies as a Reduction of Expense
	· Deposit made as a reduction of expense incorrectly.
· Credit does not go to the fund and account code to which the original purchase was charged

· Refunds of workshop/conference registrations recorded using incorrect account code
	· Ensure that deposits that are a reduction of expense are done correctly and not recorded as income.

	· Deposits as refunds will include a copy of the original payment documentation.
· Documentation will be provided that adequately describes the reason and the invoice number of the original payment.
· All credits will be made to fund and account code to which the original purchase was charged.

	· Business Affairs provides oversight
· Departments responsible for documenting and accuracy
	FIS Manual FIS 1100, FIS 1401-01
Grant Contract and Gift Accounting Manual 202-02

	Reconciliation, documentation, corrections
	· There is no segregation of duties between corrections, reconciliation, and person handling deposits.

· Integrity of financial transactions and statements.
	· Voids and corrections are reviewed and approved by a supervisor.
· Cash receipt records are reconciled by a different person than the person doing the deposit.
	· Supervisor signs and initials all voids, corrections
· Reconciliation of cash receipts and corrections are performed by someone different than the person handling deposits.
	· Business Affairs provides oversight
· Departments responsible for reconciling
	


http://oregonstate.edu/dept/budgets/FISManual/FISTOC.htm
http://www.ost.state.or.us/divisions/finance/cashmanagement/.

http://egov.oregon.gov/DAS/SCD/SARS/oam_toc.shtml
http://oregonstate.edu/dept/budgets/GCGManual/GCGTOC.htm
http://oregonstate.edu/fa/businessaffairs/analysisreporting/internalcontroldocs/Cash_receipts_Self_Assessment.doc
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