
Cash Handling Procedure 
 

1) POLICY 
 

Customer Services accepts payments from customers for permits issuance, sewer service 
payments, and bonds for occupancy agreement permits, copies and other miscellaneous payment 
types.  All payment types are entered through the Oracle Customer Care and Billing system. 

 
2) PURPOSE 
 

The purpose of this procedure is to provide guidelines to Customer Service staff to post cash 
payments received over-the-counter for all payment types. Cash accountability is the responsibility 
of each employee, which includes proper handling of the cash drawers, responsibility to open and 
close the cash drawer in accordance with the parameters of accounting guidelines. 
 

 
3) PROCEDURES 

a) Security of Cash drawers  
i) Cash drawers will be maintained in a secure location at all times and cannot be left 

unattended or on an employee’s desk. 
ii) Employees will be required to verify their drawers in a secure location and will not be 

permitted to have their cash drawer at their desk in view of the public or other employees 
iii) Keys to cash drawers are the responsibility of the employee 1) maintain them in a 

secure location, 2) notify the supervisor immediately if a key is misplaced or stolen 
iv) In the event of any deposit shortages or theft, the supervisor and manager must be notified 

immediately. 
v) Cash drawer audits will be conducted on a random and routine basis as determined by the 

Financial Services Division 
vi) The use of surveillance cameras may be used to monitor rate payer’s funds. 

 
b) Prohibited Activities 

i) Loans to employees 
ii) Fraud 
iii) Making change out of the cash drawer by the employee for personal use 
iv) Change made for employees must be done at the front counter outside of the cash handling 

area. 
v) Opening the cash box after reconciliation 
vi) Not putting money away immediately after a transaction 
vii) Not locking the cash drawer 
viii)  

 
c) Opening a cash drawer 

i) Each employee has an assigned cash drawer that they are responsible for, including that 
the bank is verified upon opening the drawer. 

ii) All cash will be counted in a secure location as designated by the Customer Service 
Supervisor/Manager. 
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iii) Both parties will count the bank and sign the appropriate documents verifying the correct 
amount of the cash drawer 

 
d) Accepting cash payments 

i) Cash payments and checks received from customers must be secured in the locked drawer 
at all times 

ii) Cash received for utility and other payments must be secured in the cash box immediately 
upon receipt. 
 

e) Closing a cash drawer 
i) Customer Service employees will close their payments received report in CC&B and 

reconcile their cash deposit 
ii) Cash drawer bank will be counted and turned in to the supervisor/designee at the end of 

shift to verify the bank is correct. 
iii) Both parties will sign off on the funds in the cash drawer. 
iv) The cash drawer will immediately be locked in the safe after the verification of funds 

document has been signed by both parties. 
 

Forms: 
Definitions: 
Fraud: an attempt to obtain funds in other than appropriate and legal means. 
Beginning Cash:  The amount of coin and currency deposited in a Cash Handler’s drawer at the 
beginning of their shift. 
Ending Cash  
Cash Drawer:  Drawer or lock box used to store currency, coin, and checks during Cash 
Handler’s shift when completing transactions.  This drawer should be locked when the Cash 
Handler is away for any reason. 
District money:  Coin, currency, checks, money orders, credit and debit card payments, other  

electronic payment media and other  negotiable instruments received and receipted 
by a District employee while performing City duties. City money is also referred to a 
receipted money. 

Custodian: Designated employee responsible for the integrity of a cash fund. 
Dual Control: a situation in which two people work together cooperatively in the verification of 

one another’s work. A method of maintaining security whereby two individuals must be 
present during transactions involving risk.  Dual control is accomplished through the 
proper segregation of key duties, and by combination assignments for transactions 
involving risk. 

Loss:  a cash handler obtains physical custody of money and then, due to negligence, theft, or 
other reason does not have the money to deposit. 

Money: Coin, currency, check, money order, credit and/or debit card payments received as 
payments. 
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Cash Handling Acknowledgement of Responsibiity 
 
I have read and under the Clark Count Water Reclamation District’s Cash Handling and Cash 

Drawer Policy.  A copy of the Cash Handling and Cash Drawer Policy has been provided 
to me and I acknowledge my responsibility and accountablility for the handling of all 
District funds in accordance with this policy.   

 
I also undertand that surveillance equipment and other devices may be used to monitor the 

District funds. 
 
By signing below, I acknowledge that I have read and agree to the terms and conditions of this 

policy and understand that any violation of this policy may result in discipline, up to and 
including termination. 

 
 
Employee Name: 
Employee Signature: 
Date: 
 
 
 


