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This Cash Handling Self-Assessment Questionnaire is designed as a self assessment tool for managers and supervisors  of cash handling sites to establish and monitor the cash handling systems and to identify cash receipts control weaknesses.  Some of the items in the questionnaire may not apply to every cash-handling area, since the system varies depending upon the size of the cash transactions and the functions of the area.  Also, management may be unable to implement some of the controls in the checklist due to limited resources; in these cases alternative compensating controls may be needed to monitor the system.





We will review the City’s Cash Handling Area and confirm some of the response to the questionnaire.  Your cooperation and the quality of information you provide is critical to ensure the accuracy of our review.  If you have any questions or need additional information about the survey please contact Susan Cohen at (3-1093) or Solomon Alemayehu at 233-1097.  Please complete the Cash Handling Self-Assessment and return it to Susan at mail stop 01-11-01.





*     *     *     *     *     *     *     *     *     *     *     *     *     *     *





Please provide us the following information:





Department / Division�
�
�
Cash Handling Area:�
�
�
Purpose / Function of Cash Handling Area:�
�
�
Revenue Collected for the Past Three Years (by Year):�



�
�
Estimated # of Citizens the Location Provided Service for the Past Three Years (by Year):�
�
�
Name of Person Completing the Self-Assessment�
�
�
Telephone Number:�
�
�



�






NOTE:  Instructions for Filling out the Cash Handling Self-Assessment Questionnaire:





Please provide a brief statement in the comments section for all the items you have marked “NO”.  For the items you have marked “YES” or “N/A” you may provide us comments or information that will assist us in our review.  If you need additional space for comments, please feel free to attach additional sheets of paper clearly identifying the question number to which your comments refer.








�
�
YES�
NO�
N/A�
COMMENTS�
�
�
Physical Safekeeping of Cash and Checks


�
�
�
�
�
�
�
Are adequate physical facilities provided for safeguarding cash?


�
�
�
�
�
�
�
If secure areas are provided, such as safe or locked boxes, are the safe combinations and keys restricted to a minimum number of employees?


�
�
�
�
�
�
�
Are lists maintained by senior individuals identifying who knows safe combinations and has keys to locked boxes and areas? 





If yes, are the lists maintained in a secured area?


�
�
�
�
�
�
�
Are safes and locked areas locked at all times when unattended?


�
�
�
�
�
�
�
Are safe combinations and keys changed at the transfer or termination of key employees or based on other security reasons. 





If yes, please provide date last changed?


�
�
�
�
�
�
�
Are the keys to cashier areas stamped with ‘Do Not Duplicate’?


�
�
�
�
�
�
�
Are only authorized individuals allowed in the cash handling areas?


�
�
�
�
�
�
�
Does the cashier have access to a security alarm or buzzer that would alert management or security personnel of robberies or other threatening activities? 


�
�
�
�
�
�
�
Has the Seattle Police Department or professional security experts evaluated your premises and your procedures? If YES, please describe changes you have made based on the evaluations.





�
�
�
�
�
�
�
Has fraud, robbery or other type of incidents occurred in the cash handling area?  If Yes, please describe the incident and provide the date and dollar amount of loss.  (include all incidents for the past three years).


�
�
�
�
�
�
�
Have all the cashiers completed the Finance Department’s cash handling training?





�
�
�
�
�
�
�
Segregation of Duties


�
�
�
�
�
�
�
Are all bank statements, deposit slips etc. sent to someone other than the person making the deposit? 


If Yes who receives them?


�
�
�
�
�
�
�
Are the bank statements reconciled on a monthly basis? 


Who reconciles the bank statement?


�
�
�
�
�
�
�
Are the individuals responsible for the cash receipt function prohibited from signing checks or reconciling the bank statement? 


�
�
�
�
�
�
�
Is mail opened by a person who does not prepare bank deposits and does not have access to accounts receivable?


�
�
�
�
�
�
�
Are employees who collect and deposit cash prevented from recording cash receipts and preparing general ledger entries?





�
�
�
�
�
�
�
Cash Receipting 


�
�
�
�
�
�
�
Are all receipts controlled by cash register, pre-numbered receipt slip or invoice or other equivalent means? 





Please describe the cash receipting controls you use? 





�
�
�
�
�
�
�
Do all the cash registers work properly and are they capable of generating cash register receipts and ‘ Z ’ reports? 


�
�
�
�
�
�
�
Do cashiers record all transactions in the cash register immediately upon receiving money?


�
�
�
�
�
�
�
Do the cashiers provide cash register receipts to all customers? 


�
�
�
�
�
�
�
Are signs placed at the cashiers area advising the public that a receipt is required?


�
�
�
�
�
�
�
Is only one cashier individually responsible for each cash drawer at any given time?


�
�
�
�
�
�
�
Are employees required to get supervisor’s approval before voiding transactions?


�
�
�
�
�
�
�
Is the cashing of personal checks made payable to the City prohibited? 


�
�
�
�
�
�
�
Are checks restrictively endorsed ‘City of Seattle, For Deposit Only’ immediately upon receipt? 


�
�
�
�
�
�
�
Does the cash register ‘Z’ tape summarize the number of voids, no sales, refunds and other miscellaneous transactions?


�
�
�
�
�
�
�
Are cash receipt reconciled with the cash register “Z” tapes on a daily basis? 


�
�
�
�
�
�
�
Are the cash register “Z” tapes numbered sequentially, dated and time stamped? 


�
�
�
�
�
�
�
Are cash receipts refunds made by check/warrant to the individual making the deposit?


�
�
�
�
�
�
�
Do you accept credit cards at the cash handling site?





If you plan to implement the usage of credit cards in the near future, please provide dates of expected implementation.


�
�
�
�
�
�
�
Cash Depositing: 


�
�
�
�
�
�
�
Are receipts recorded promptly and deposited intact within 48 hours as required by City policy?


�
�
�
�
�
�
�
Do you prepare deposit slips indicating the funds deposited?





If yes, is the person preparing the deposit different from the one who initially received the funds?


�
�
�
�
�
�
�
Do deposit slips show the amount of each check deposited?


�
�
�
�
�
�
�
Is the make-up of the deposit (amounts of coin, cash denomination or check) clearly documented? 


�
�
�
�
�
�
�
Are duplicate deposit slips prepared (one sent to the bank and one retained by the organization)? 


�
�
�
�
�
�
�
Do you use tamper-proof deposit bags for deposit? 


�
�
�
�
�
�
�
Does a person other than the cashier verify the deposit against the cash receipt?





�
�
�
�
�
�
�
Monitoring


�
�
�
�
�
�
�
Are receipts accounted for and balanced to receipt records (register tapes, receipt books etc. ) on a daily basis? 





If yes, is the person different from the one who initially received the funds?


�
�
�
�
�
�
�
Does management verify the cash and check amount on the deposit slips to the Z tapes?


�
�
�
�
�
�
�
Are all overages and shortages reported to management?


�
�
�
�
�
�
�
Are unusual variations in revenue investigated by management?


�
�
�
�
�
�
�
Does management investigate all substantial variations from norms such as cash register voids, no sales, refunds, errors etc.?


�
�
�
�
�
�
�
Are all original voided or canceled receipts retained and accounted for in the records?


�
�
�
�
�
�
�
Are all pre-numbered documents that are voided accounted for?


�
�
�
�
�
�
�
Are cash funds periodically counted on a surprise basis by an independent employee? 





If Yes, who performs the cash count? Please provide the two most recent dates of the cash counts?


�
�
�
�
�
�
�
Does the cash handling area have written Departmental cash handling policies and procedures? 





If yes, please send us a copy.


�
�
�
�
�
�
�
Do you perform criminal checks on new employees?


�
�
�
�
�
�
�
Are criminal checks made periodically after hire?


�
�
�
�
�
�
�
Are all cashiers required to take annual vacations, and the responsibilities handled by someone else during their absence?


�
�
�
�
�
�
�
Please provide any additional information or comments.

















�
�
�
�
�
�
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