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Cash Management Policy

1. Collecting Cash Receipts

circulation desk cash receipts

unique cash register code for each employee
counting monies

access to safe

transfer of monies between employees
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2. Remitting Cash Receipts Received at the Circulation Desk
a. documentation of bank deposits
b. reconciliation of deposits

Collecting Cash Receipts

The cash register will be programmed with staff keys for use with each transaction to track
entries. Permissions in Horizon automation system will be reassigned according to job
classification, with full access restricted to the Principal Library Clerk and the Director. Every
transaction will generate a receipt that will be given to the patron. No waiving of fines or fees will
be done without Directot’s approval. Patrons owing more than $10 in fines or fees, or who have

an outstanding lost item will not be allowed to check out library materials until their account is
settled.

The key to the cash register electronic controls will be placed in the daily cash bag in the
circulation desk drawer to ensure that the register is not Z’ed out or reprogrammed in error. The
Administrative Assistant (or Director in her/his absence) will remove the key from the register
each motning and the Librarian (or Director in her/his absence) counting the cash will replace it
at the end of the day in order to run the Z report. Z report numbers will be verified to be in
sequential order when reconciling the cash each day.

Access to the safe is limited to the Director, Administrative Assistant, and three Librarians who
count the nightly cash and secure it in the safe. An acknowledgement form will be signed by each
individual receiving the combination to the safe. The combination will be changed any time one
of these individuals leaves the library or the combination has been compromised in any way.

The key to the register will be retrieved from the cash bag at closing in order to run the Z report
from the cash register and will be left in the cash register overnight. Two employees will count
the cash from the cash drawer at closing, and both will sign off on a receipt for the amount
placed in the safe at closing.

The Administrative Assistant (ot Director in het/his absence) will set up the daily cash drawer
each morning with the previous day’s money. The cash drawer will contain $80 using a

combination of bills and change. A cash bag containing $70 will be kept in the safe to make
change during the day.
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Remitting Cash Receipts Received at the Circulation Desk

The actual cash from the register will be tallied and compared to the cash register tape noting any
discrepancies. The Administrative Assistant will compate the amounts collected as recorded in
the Horizon automation system and on the cash register tapes with the amounts remitted for
deposit and investigate and resolve any discrepancies prior to these amounts being included in
the weekly deposit. The Administrative Assistant will issue a duplicate cash receipt to the
Librarian who counted the money, and both employees will retain a copy to document the
amount transferred.

On Monday mornings, the cash from both Friday and Saturday will be counted by the
Administrative Assistant, and receipts issued to the previous holders of the cash.

Each Wednesday the Administrative Assistant or Director will count all cash and prepare the
weekly deposit to be delivered to the City Finance Office. This reconciliation and cash count will
be verified by the Director. Copies of daily register receipts and daily cash counts, with
signatures, will be attached to the weekly deposit. The Director will verify the deposit and sign
off on it before it is delivered to the City Finance Office where it will be recounted and a receipt
will be issued for the deposit along and copy of the signature page. In the absence of the
Administrative Assistant, a second employee will assist the Director with the cash count and
deposit verification. The deposit is delivered by the Administrative Assistant or Director.

Any money collected on behalf of the Friends of the Library will be deposited in the cash register
and documented separately. The Friends will have a separate cash depository into which the
weekly funds will be deposited for their Treasurer to pick up. A receipt will be included for the
Friend’s Treasurer to sign acknowledging the amount of cash received which will be returned to
the Administrative Assistant to be included with the weekly deposit packet.
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