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I.  
BACKGROUND
Cash and checks taken in at Accident Records need to be accounted for daily.  The Accident Records Clerks are authorized to accept cash, money orders and business checks by customers coming to the window.  The Clerks are trained to cash out at the end of every evening and make sure that all amounts balance out.  The Technical Services Section Secretary will ensure all the transactions balance out the following business day.  Following the daily bank deposit, she will receive the pink deposit slip from the bank, ensuring the transaction has been deposited.

II. POLICY

A. A Cashier Balance Report will be done at the end of every workday.  This will put the cash register’s daily balance back to zero for the start of the next day.  All totals must balance out.  The monies are collected by the Technical Services Section Sergeant and deposited in the City’s bank account.  The deposit receipt is then returned for a check and balance by the TSS Secretary, who verifies the amount of deposit with the end of the workday reading.

B. The Technical Services Section Petit Cash Fund, which consists of $50.00 (fifty dollars) is kept for the cash register as an opening balance, at all times.  This will be kept separate from the deposit cash at the end of the day.  The Headquarters Sergeant is responsible for this money and will do random cash register inspections ensuring that the money is always accounted for, according to City Petit Cash Policy.  City Treasury will send the Sergeant of the Technical Services Section a “Petit Cash Reconciliation” form every six months.  The Sergeant of TSS will complete the form and return it to City Hall, Room 111A, by the date specified.

III. PROCEDURES

A. Daily Cash out procedures

· Using the cash register printer, print out a receipt of the days Cashier Balance Report. Tear off the receipt.  The receipt will be used to balance the account and should be stapled together with the other paperwork when finished.

· Three forms are to be filled out when balancing the account

1. Daily Report

2. Quadrant Systems Cash Recap Report
3. M&T Bank Deposit Ticket

Daily Report

DENOMINATIONS:

a. Count separately the amount of each denomination of currency, write down the number of bills for each denomination and the dollar amount for each denomination.  Then write down the total of all currency together.

b. Count the coins separately and write down the total number of each coin, then the total dollar/change amount of each coin.  Then write the total amount of all coins.

c. “CASH Amount” – write the total dollar amount of currency and coins counted.

d. “CHECK Count” – write down the total number of checks taken in that day.

· On a separate sheet (to be attached to the paperwork), make a list of the check number, payer, and the amount of the check, for each check cashed

e. “CHECK” Amount” – this would be the total amount of all the checks added together

f. “Total Cash” – is the total amount of the currency, coins and checks together

g. “Less Bank Change” – leave blank

h. “Total Receipts/Deposit: - this is the total amount of the currency, coins and checks together

i. “Register Tape Total” – is the dollar amount found on the cash register receipt corresponding with “DLYSLS” which stands for “Daily Sales Descriptor”

j. “Difference” - subtract the “register tape total” from the “total receipts deposit” total.  If the result is zero, then your cash register has balanced for the day.  If the amount comes up in a positive amount, the register is over by that dollar amount.  If the total is a negative amount, your cash register is short that much money for the day.  (This amount should match the “Difference +/-“ amount under the “Z read” section of this sheet).

“Z” Read (information on right hand side of the “Daily Cash Report”)

a. “Grand Total” is the amount on the cash register receipt corresponding with “NEW GT” (new grand total)

b. “Less” Previous Grand Total” – the amount corresponding with “OLD GT” (old grand total).  You will subtract this total from the “Grand Total” amount to get the “Daily Total per Register Tape”

c. “Void Count” is the total number of voids and refunds on the register tape

d. “Less Voids” – add up the total dollar amount of the “Voids” and “Refunds” found on the cash register tape.  Subtract this amount from the “Daily Total” per Register Tape” total.  This will give you your “Balance” (which is the next entry on the form)

e. “Total Receipts, per Cash Count” is the amount found under the “Total receipts/Deposits” found on the other side of the Daily Cash Report

f. Subtract the “Total Receipts, per Cash Count” from the “Balance”.  This amount should come up to be $00.  If it does not, then your cash register did not balance correctly.  

· A negative amount means that your register is short money.  

· A positive amount means the register has more money than it should have.

g. “No Sales Count” – this amount is found on the cash register tape corresponding “NOSALE”

h. The bottom right corner of the sheet is for the performance indicators.  The totals for this area can be found on the cash register receipt tape “z” reading

· Crime Reports, Accident Reports, Record Checks, Fingerprints, Photos and Fax.  The total number performed (count) is found directly under the category on the cash register receipt tape (it is the first number listed that you will be using).  The total $ (dollar) amount is found directly under the percentage.  (The total cost of each item times the number of each category should equal the total dollar amount for each category).

i. “Cashier” – this is to be signed by the cashier running the register for the day.

j. “Supervisor” – write the name of the Supervising Sergeant for that date.

F.I.S. Date Input Form

These forms can be ordered by e-mailing or calling Jim Hafner in the Accounting Department at City Hall, 428-7153

a. Put the Cash Out date on the top left side of the sheet

b. The first block under “Cash Collection or Disbursement” – put the unit name (Acc. Rec./Record Checks)

c. “C” or “D” will always be a “C”

d. “Fiscal Year”–put the last digit of the current year(i.e.; 2004 “4”, 2005 “5”)

e. “Fund” will always be “03”

f. Skip over to the “Account-Major” field.  This number will always be “391”.  The “Account Minor” field will always be “129”

g. “Amount” – enter the total dollar amount taken in for that day that will be deposited into the City’s bank account (put this figure in dollar and cents)

h. Skip over to “T.C. 50 Bank No.” this number will always be “003”

i. Towards the bottom of the sheet where it says “Total”, carrying the dollar amount from above down.

j. “Prepared By” – the person who prepared the FIS Data Input Form and completed the Daily Cash Report will sign their name and department here.

k. Attach all plies of this form to the rest of your paperwork to file.  This form will be used at a later date after receiving the deposit slip back from the bank.

Deposit Ticket

Deposit tickets can be ordered from the bank.  Make sure the 3-ply deposit slips are ordered.  Order by calling Lynn, M&T Bank @325-3250 x 323 or 546-6501.

a. Put the date of the cash-out at the top of the ticket

b. List the total amount of the currency

c. List the total amount of the coins

d. List each check denomination separately, i.e.: 5 @ $.50 total $2.50, 3 @ $1.00 total $3.00

e. Put the total amount of the deposit at the bottom of the deposit slip, as well as down the side of the deposit slip

f. Underneath your dollar amount on the side of the deposit slip, put down the tracking number on the Security Pack Deposit bag that will be used to transport the deposit to the bank

g. Put the money and checks that are to be deposited into an envelope with the white and yellow copies of the deposit slip.  Attach the pink copy of the deposit slip to your paperwork that you will file. Seal the envelope and write the department (Accident Records) and the cash-out date on the front of the envelope.  This will be placed in a Security Pack Deposit bag to be taken to the bank by the Sergeant of TSS.

Security Pack Deposit Bags

These are ordered from M&T Bank, Lynn at 325-3250 x323 or 546-6501.

a. “Depositor” The Rochester Police Department-Accident Records

a. 185 Exchange Blvd., Rochester, NY   14614

b. “Account Number”  7010031022

c. “Financial Institution” M&T Bank

d. “Said to Contain” – fill in the total amount of currency, coin, checks and the final 

       total

e. “Date “ – today’s date

f. Put the deposit envelope in the bag, seal the bag, and give it to the Sergeant of 

      TSS, who will make the bank deposit for that day.

Accident Records Paperwork

Staple together the following:

a. Daily Cash Report

b. Pink Copy of Deposit Slip

c. Cash Register Receipt Tape

d. FIS  Date Input Form – all plies

These are to be put in a monthly file.  Once the yellow copy of the deposit slip for that day comes bank from the bank stamped with the dollar amount of the deposit, pull out the paperwork for the date on the deposit slip.  Make a photocopy of the yellow deposit slip, then attach the yellow deposit slip to the FIS Data Input form with that paperwork.  Staple the photocopy of the deposit slip to the Accident Records paperwork.  Send the FIS Data Input form, along with the yellow deposit slip to Cheryl Morrison in Accounting at City Hall.  Return the Accident Records paperwork back to the monthly file.  At the end of the month, this file will be given to the Technical Services Section Secretary.


