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INTRODUCTION

Office of Management & Budget / Business Services — Cash Operatmns provides the followmg
services:

1. Fiscal Management -- It is the goal of the Cash Operations Office to ensure the integrity
of all financial banking transactions of Metro Government and to facilitate the financial
banking workflow of Metro Agencies while providing accurate and timely information to
Metro employees, management and the Office of Management#@Budget. This includes
the following functions:

a. Bank Deposits
b. Deposit-Reconciliation Audits
c. Banking Reports

2.  Safekeeping of Assets — An extension of Fiscal M
safeguarding of the monetary assets of Metro &}
accomplished by on-going reviews of operg

All Financial policies are driven by the &
change accordingly.

Policy
ices — Cash Operations must safeguard
heft and misappropriation through a

funds or ass 6 : nager, Administrator, Business
Adminigg# NG ior. Once placed on notice of possible weaknesses,

missiy lepyts and/or possible misuse of Metro funds or assets,
an ifig thent (Business Services — Cash Operations and/or
Personnel Qiiriate)Tor the correction of the situation. To ensure
compliance , agencies, individuals, programs and/or incidents are

Operations does reviéw paperwork for programs with revenue streams. Paperwork is
checked for proper fiscal management and changes are recommended when problems are
noted. All forms must reconcile to their individual purpese, in addition to reconciling to
other program documentation and related OMB forms. When conducting audits of the
program, the Cash Operations Office may check any or all forms to verify that they tie
back to each other. This verification of forms ensures the audit trail of financial activity is
sufficient to ensure accountability and adherence to policies and procedures.
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HANDLING MONIES

Policy

Monies include currency, checks, money orders, bank drafts, and credit card payment.
All monies collected for any purpose at any agency is considered Metro Funds and is to be
treated accordingly. If a customer has an outstanding fee (due to an insufficient fund
check, an assessed charge for damage of facility, etc), no service may be provided until
outstanding fee is paid in full, along with the returned check fee if applicable.

Securing Revenue Payments

Pohcy v
All agencies which routinely handle revenue have been prgvidegd wi and or Iocking bank
bag, which is to be used for each and every financial ;
each and every receipt of revenue. The revenue shoy
drawer. Agencies without a cash register should sgf
kept in secured location / safe. Always deposit fev

Under no circnmstance can monies be used for expendififes, to supplement petty cash or
to cash personal checks.

ce or goods being paid
Credit card payments, where

Checks should not be made payable for an
for, and change is not to be disbursed for pa;
applicable, should not be n

. checks or money orders in a desk or other
locations in your offic musm employee retain a small cash fund on

site for incidental purcha;

been provided for all revenue collection sites. Keys are
bag entry; the keys will be issued by the Cash Operations
v the agency manager and drop safe keys also by agency

safe and
Bre 10 be h

It is the responsibility of the agency manager to make sure that all funds are secured upon receipt
and procedures are followed. Managers are the first line of defense in the monitoring of
Revenue Procedures. Any questionable behavior or missing cash, checks or receipts should be
reported to the Office of Management & Budget / Business Services-Cash Operations
immediately.
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Accepting payments

Payment for services or goods can be made in the form of currency, checks, money orders, bank
drafts and credit card. After issuing the customer a receipt all revenue is then to be immediately
put into cash register, locking bank bag and ot safe. Do Not leave currency, checks, money

-orders or any negotiable instrument in a desk or other location in your office.

mily members. The
tgder no circumstance
d for their family and or

Employees are not allowed to collect payment for goods or services for,
payments must be accepted by and a receipt given by another employ
should an employee collect or write themselves a receipt for fund,
children. ~

Always deposit revenues in their entirety. Under no circy
expenditures, to supplement petty cash or to cash persgffa
payable for an amount greater than the service or g
disbursed for payments made by check. Credit caf
made payable for an amount greater than the service or<
to be disbursed for payments made by credit cards. Third®
Debit card transactions are not approved
retain a small cash fund on site for incid

When accepting payments; currency, chec

the document for correct information:

1. Verify check dat

be accepted.

2. Verify payal!

; arks, Louisville Fire, Health Department,
s, goods or programs should never be

6

gAS omer must initial the change. A check with both

ey orders, certified checks must be signed
the account number and account holder name pre-printed on the




Identification required ‘
when paying by check:

« A Driver’s License Number
or o |
. A Personal Identification Card Number
or
+ A Social Security Card Number
and |
. The Customer’s Date Of Birth,
+ The Customer’s Telephone Number,
and |
~« The Customer’s Name and Address
~ mustbe printed on the check

A $50 FEE WILL BE CHARGED FOR EACH RETURNED CHECK.

ADDITIONAL ADMINISTRATIVE SERVICE FEES
'MAY BE CHARGED BY THE COUNTY ATTORNEY
. RELATING TO CHECK COLLECTION.




Receipts — Cash Register and Three-part, pre-numbered receipts

When a customer enters your agency and pays for a service or goods of any type, he/she must be
issued a completed receipt. This receipt will list how the customer has paid for the services or
goods, and what services or goods were purchased. Receipts are to be issued in numerical order.
The cash register receipt is given to the customer. When Three-part receipts are used the original
is given to the customer and a copy of the receipt is immediately secured to be sent with the
revenue to the Cash Operations Office and a copy of the receipt should be kept for record at the
agency. The revenue is to be immediately secured in the cash register, king bank bag and or
safe. If a receipt is voided, the receipt is marked void. The voided 1gf€iptiwith all copies,
MUST be turned into the Cash Operations Office. Write hard w [ling out these forms, as
the original and both copies must be legible. Never let any emyf receipts ahead and
leave the blank receipts in the book. Receipt books other th: weekly usage
should be stored under the manager’s control. Managersggkt
for receipts taken out of order or from the back of the/ :
employee misdirecting funds.

A sign must be posted in each location stating that cusid
notify the Cash Operations Office at 574-3713 if they do 1

f payment (cash, check or charge) this section needs to be completed




Revenue Reconciliation Reports, Financial Journals and Deposits

Policy :
Agencies must submit deposrcs in accordance with the scheduled courier pickups to the Cash

Operations Office.
Deposits must be made whenever funds total $1,000.00, but not less than once per week

A Revenue Reconciliation Report (Cash Register Report), Financial (Fee) Journal and supporting

documentation must to be submitted to the Cash Operation Office wheggsubmitting revenue for

deposit. Agencies that deposit revenue directly should submit doc attan within 24 hours of
“the deposit to the Cash Operations Office. Deposit slips, endorsefiiat stamps (for agencies

Business Services - Cash Operations Office.

Financial Journal
Once the receipt is completed and the revenue is dg
bag and or safe. Agencies without cash register £y
financial journal. The customer’s name, descnptzon o i Sunt paid for the activity, -
receipt number and Employee collecting payment is requiré tems should be added to this
form throughout the day as customer’s ¢ i i nd of the day. The receipts
must be listed in numerical order on the i :
~ completely filled in or when the deposit is
and your copy of the receipts. The original
copies of the receipts, and al 01ded receipts.
will need to also submit
orders. These items 1p
deposit. A copy of¢
_yellow copies of the rec

% revenue directly at the bank
' efand copies of checks and money
h, Operations Office within 24 hours of the
are retained at the site, along with the




CASH BOX CLOSING REPORT FOR
ON 1/24/2012 AT ALL LOCATIONS

NAME

‘ogram Files\Chameleon Software\Chameleon\Crystaiicashbox.rpt

NAME
]
CASH +CHECK _ =TOTAL +BALANCE DUE
RECEIPT NO +CREDIT . SIENDERED _GHANGE '
R12-001521 0.00 100.00 0.00 100.00 . 0.00 100.00 0.00  100.00 .
R12-001523 50.00 83.50 . 0.00 133.50 0.00 133.50 0.00 - 13350
R12-001526 0.00 30.00 0.00 30.00 0.00 30.00 0.00 .30.00
TOTALS FOR  50.00 213.50 0.00 263.50 - 0.00 263.50 0.00  263.50
NAME
GRAND TOTAL: 50.00 213.50 0.00 263.50 0.00 263.50 0.00  263.50
“Receipt Count: 3
Cash: $
Check: $
Credit Card: $
Credit Online: $
1 $
Over/Short: $ Justification:
Cashier Signature: Date:
“Verified By: Date:




® ® & & & o o @

. Name of Agency

How to Complete the Form

Financial Journal

Date financial journal was completed
Customer’s name

Payer-person actually paying for good or servic;
Invoice Number if applicable
Description of activity/event
Payment method ( Payment may be in,
credit card)

used to pay for service
Amount Paid for service
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- Agencies Utilizing A Drop Safe — The envelope ; afe i : ervisor

Deposit

Revenue for deposit should be submitted to Business Services — Cash Operations Office

each scheduled courier pick-up secured in the locking bank bags provided by the Cash
Operations Office. Upon receipt of the revenue and supporting revenue reconciliation
documents Cash Operations will audit the financial documents for accuracy and deposit
the revenue into the agency’s bank account. Cash is deposited into the bank and checks
are scanned directly into the bank by Cash Operations staff. Cash w#l] normally post to
the bank account within two business days and checks will post tgithc Ba

day they are received for deposit. Once the deposit has positedith the bank account all

and the site manager to open. If one of the auth
Business Administrator should be contacted #

in the safe dre to be counted.
ferably in an office, away

from possible interruptions. Funds in

the same envelope. The check or mon K a completed deposit

slip and a completed financial journal. ary at this point is to
total the financial journal if not already to g5it slip, verify that the totals
match, and initial th ip. : 2 and manager should initial the
deposit slip. Depg immediately taken to the bank. If the site
does not have a# : igns Office. At no time during this

ty of making the deposit. The time of day that the manager

ted on the receipt. The pink copy of the receipt will be
written on th journal and sent to the Cash Operations Office with that
weeks’ deposit. % low copy of the receipt will stay with the site records and the
white copy will go 7the supervisor for his/her personal records.

Under no circumstances, should funds be kept at the site in a desk drawer or file cabinet
awaiting deposit. If the manager leaves and the supervisor find that he/she is unable to
leave for the bank, the prepared bank deposit should be returned to the envelope drop safe
and the manager notified. The manager can then make arrangements to return
immediately or the next day for retrieval of the deposit.




Deposit Ship
The deposit ticket should be completed throughout the day as you enter revenue onto the
financial journal. Any currency and coin collected should be counted and entered on the
currency section of the deposit slip when deposit is made. When counting coin and cash, -
make sure the amount equals the total entered on the financial journal. The last name of
each check/money order writer should be typed, or hand written on the deposit ticket. If
the total number of checks is greater than 23 (23 is the maximum number of names that
can be listed on the deposit ticket), prepare 2 separate deposit slips. Write hard when
filling out these forms, as the original and all copies must be legibles, When adding
checks for the deposit total, make sure the amount equals or bal S
entered on the financial journal. A copy of each check must bmitted to the Cash
Operations Office with the pink copy of the receipts and :

bank teller’s name and location. This is yous
-made the deposit. Be sure that this stamp is on y
submitted to the Business Office within 24 hours of

Date of Deposit
List total of cash

steps should be followed if additional funds are collected during
the week. It is the St Supervisor’s responsibility to make sure that the deposits are
made on a weekly basis. If funds exceed $1,000 a deposit should be made daily. Each
Manager’s support by making themselves available at regular mtervals is necessary to
ensure proper adherence to procedures.

hours of the de

Managers are responsible for checking financial records, journals and receipt books to
ascertain that they are handled correctly and that journals reconcile to bank deposits. Itis
recommended that Managers perform documented reviews and observations of site

activity.
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Credit Card Transactions

Policy
Metro Government allows credit card processing with pre-approval for the agency
by the Office of Management & Budget / Business Services — Cash Operations
Office. In approved agencies, employees authorized to handle cash may take credit
card transactions for the sale of goods or services in person. Employees authorized
to handle cash may take credit card transactions for goods or services by telephone.
Credit card transactions over the internet are not approved at this time. Refunds
for credit card activity must follow the current refund policy pdit cards can
never be processed for more than the total purchase or fee a %

Procedure y
Processing Credit Card Payments in Person, All Agencjest
Employees authorized to handle cash may accept cregiiag

akd was issued4o and the
expiration date on the card must be current. If { d is not signed on the back
the card holder must present: %

a. Picture ID for verificat?

d exactlyghe same as the account number
ed on the terminal.
ature block on the back of the card

rental or for the full amount of the purchase or fee.
ed. The credit card transaction must be processed

. Receipts #print the credit card holder name on the receipt; verify this is the
person signing the receipt.
5. Department keeps the original, the customer receives the copy
The card must be swiped through the credit card machine, if the card cannot be read
follow the instructions for the machine to manually enter the account information. If a
card is manually entered the card must be embossed with the manual imprinter to show
the card was present during the transaction.

All credit card information must kept confidential, see Security section.
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Processing Credit Card Payments-Phone Orders

Credit card transactions over the phone are taken for goods or services, such as permits,
rentals, training material, etc. When processing a transaction over the phone the
following information must be obtained:

1. Name on credit card ‘
2. Address including zip code the credit card billing is mailed
Address of customer if different from above '
Telephone number including area code

Type of card (MasterCard, Visa, etc.)

Credit Card Number, repeat number to customer fi
Expiration Date’ ‘
Security code on the back of the credit card

PN W

paperwork necessary.

Follow the instructions for the mach#
On the signature line write “phone or
initial the receipt.

credit card information,
the transaction must

P

h receipt. This should be
given to the customer, ed. This will either be mailed

with any paperwor

10
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Closing Out Credit Card Transactions for the Day
Batching Credit Card transactions

Transactions are not complete until the machine is batched and the transactions are
transmitted to the bank. All credit card machines must be batched and closed at the end
of day by cashier. Agencies can also choose to batch the transaction during the day
between shifts for accountability. See terminal instructions for batching procedures.

At the end of the day, or shift, total all credit card transactions. The credit card receipts
and a copy of the daily batch receipt must be submitted to the Cash Operations Office
with the daily financial reconciliation report or financial journal.

Chargebacks
The bank will notify Metro Government if a chargeback i a agencies
merchant's account from a previous sales transaction. A

3. Disputes from cardholders, for example, a car T could disagree With the
i &ind or rented) on a transaction.

If an agency receives notification of a
Office representative.

11




Security
Credit card transactions must be handled the same as cash or check transactions are

handled for agencies. The credit card information must be kept confidential.
Unauthorized use or unnecessary liability for the customer and Metro Government could
result in failure to secure the information. :

The agency is responsible for maintaining effective controls to protect and secure all
credit card information. Under no clrcumstance is full credit card number to be stored
electronically.

All records pertaining to credit card transactions (in pefson

transactions are:

1. Aware of the importance o
2. Aware of the security featur

these features when processin:
3. Aware th

%4

fii

12
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Budget / Business Services - Executive Administrator

- EACH check is paid.

Returned Checks

Policy

The bank will return any unpaid checks to the Metro Government. Agencles will
assess a per check, returned check fee on all returned checks. See Office of
Management & Budget web site on internet for current return check fee. Agencies
can not waive the fee without prior permission from Office of Management &

¢ allowed to conduct

Customers with outstanding returned check balance will 1
: ed check fee for

business with Metro Government until the checks plus

Procedure:
Upon receipt of an insufficient fund check fron
Cash Operations Office:

1.  Will logall pertinent information into the r

2. Will log the returned check if
Operations Office will alert st
check issue needs to be paid. T
discontinue acceptmg checks for’

collected. The orig ¢
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