Cash

Purpose:
The intent of the following policy is to describe the process by which funds are managed and reconciled.
Policy:
The CEO and COO are the primary designated signatories for checks. CDS Board of Directors elects Officers annually who serve as the Executive Committee and are authorized to sign checks on behalf of the organization on all bank accounts and do so in the absence of the CEO and/or COO. All checks require two separate signatories and the signing of blank checks is prohibited. 


When there are any changes in the individuals authorized to sign checks the banks will be notified immediately, through the provision of new signature cards.


Any employee who handles cash on behalf of CDS shall be bonded.


The Comptroller shall approve any adjustments to cash accounts.
Matching or cost sharing contributions (including cash and third party in-kind) shall be:

· Verifiable from the receipt’s records.
· Not be included as contributions for any other federally-assisted project or program.
· Necessary and reasonable for proper and efficient accomplishment of the project or program objectives.
· Not paid by the federal government under another award (except where authorized by federal statute to be used for cost sharing or matching); and

· Allowable and proved for in the approved budget (See 45 C.F.R., pts. 74 and 92, ss. 23 and 24).

Cash management that involves Substance Abuse and mental Health funds from the Managing Entity, must:

· Be limited to the minimum amounts needed to cover allowable expenditures.
· Be timed in accordance with the actual cash requirements of carrying out the contract; and shall not be made to cover future expenditures (See 45 C.F.R., pts 74 and 92, ss. 21 and 22).

Procedure and/or Process:

Cash Receipts:

· Access to computerized cash receipts records is limited to those with a logical need to know.

· Incoming mail is opened by the Chief Operations Officer who has no access to computerized cash receipts or accounts receivable records and who photocopies and maintains a file of receipts prior to passing them on to the Fiscal Department.

· Chief Operations Officer will restrictively endorse each check “for deposit only”

· The Comptroller subsequently compares mail receipts to cash receipts records and validated copies of deposit slips are reviewed and recorded in the Cash Book.

· Prior to deposit cash receipts are stored in a locked file cabinet in the Comptroller office which is also locked after hours.

· Deposit Slips are prepared by the Accounting Clerk.
· The Fiscal Clerk when available, reviews and deposits the checks and cash at the bank typically on a daily basis.
· Pre-numbered cash receipts are prepared with contributions, gifts, or other remittance data and other support attached.

· Cash receipts entered in books of original entry are managed by Fiscal Department staff who are independent of the mail opening function.       

Direct Mail Campaigns:

· Two employees are responsible for controlling incoming mail and preparing a listing of amounts received.  This is typically managed by the Chief Operations Officer and the Outreach/Safe Place Specialist and the cash/checks and summation are transferred to the Fiscal Department. 
· In cases where funds are collected through Special Events, all tickets sold and unsold should be accounted for and cash receipts reconciled to the tickets sold.

· Any post-dated checks, disputed items, unidentified receipts, NSF checks, checks charged back by banks, and similar items received and investigated by Comptroller. 
· When required by funding sources, restricted funds are recorded in separate departments prior to deposit. 

· Receipts of currency are controlled by an accounts receivable system at the program level.
· Currency receipts are properly reconciled to daily balance slips from the applicable program.
· Cashing of checks out of currency receipts is prohibited.
Cash Disbursements:

· Employees with cash disbursement responsibilities are expected to take vacations and in their absence other employees are trained and required to perform those functions.

· Access to computerized cash disbursements records is limited to those with a logical need to know.
· All disbursements (including payroll), except petty cash disbursements are made by check.

· Check stocks are pre-numbered and used in sequence and are locked in the Comptroller’s office.

· All check numbers are accounted for and voided/spoiled checks are properly mutilated (signature portion removed) and retained.

· Prior to the preparation of checks purchase orders, receiving reports and vendor invoices are compared.
· Checks should be prepared from an original vendor invoice and not from a vendor statement.

· All checks are made payable to specified payees and never to cash or bearer.

· All checks are recorded in the disbursement journal as prepared.
· Preparation related to any electronic funds should be consistent with invoicing procedures. 

· Once checks are prepared and reviewed by the Comptroller all checks and supporting documentation are presented for signature.
· All supporting documents are secured to the check stub prior to filing as a mechanism to prevent duplicate payment.
· Authorized check signers are independent of voucher preparation check preparation, cash receiving, and petty cash.

· In cases where disbursements require special approval of funding sources or the Board of Directors the said disbursement is properly documented by the Comptroller.

Reconciliation:

· Employees with bank reconciliation responsibilities are expected to take vacations and in their absence other employees are trained and required to perform those functions.

· The Comptroller provides oversight to ensure that proper reconciliations of bank statements within three weeks of receipt of the statement after the end of each month.

· The Comptroller receives the bank statements (with canceled checks, debit and credit advices, etc.) unopened from the banks.
· Reconciliation procedures for all bank accounts include the following with respect to deposits:
· Comparison of dates and amounts of daily deposits as shown on the bank statements with the cash receipts journal.

· Investigation of bank transfers to determine that both sides of the transactions have been properly recorded on the books.

· Investigation of items rejected by the bank. 

· The Comptroller is responsible for the oversight of reconciliation procedures for all bank accounts include the following with respect to disbursements:

· Comparison of canceled checks with the bank reconciliation printout as to number, date, payee, and amount.
· Account for the sequence of check numbers.

· Examination of canceled checks for authorized signatures.

· Examination of canceled checks for irregular endorsements.

· Examination of canceled checks for alterations.

· Review of voided checks.
· Checks outstanding for over 90 days are periodically investigated.

· The review is documented by initialing and dating the reconciliation.
·  The Data Systems Manager who is outside the payment process reviews and approves the reconciliation document by initialing and dating the reconciliation.
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