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CASH HANDLING GUIDELINES

BACKGROUND

This procedure documents general policies and guidelines, which should be followed by all Polk
County departments. These guidelines apply to and should be considered as the minimal
requirements for establishing adequate internal controls for processing cash and cash equivalent
transactions and safeguarding County funds. Generally, throughout this procedure reference to

cash includes cash equivalents.

Written procedures should be established within each department for all operations handling cash
and cash equivalent transactions and safeguarding County funds.

In accordance with Texas Local Government Code (LGC) §113.022, a county officer who
receives funds shall deposit the funds with the county treasurer on or before the next regular
business day after the date on which the funds are received. If this deadline is not met, the officer
must deposit the funds, without exception, on or before the seventh business day after the day on

which the funds are received. :

Note that although not statutorily required, for internal control purposes deposits should be made
on a daily basis if average weekly deposits total $5,000 or more.

PURPOSE

To prescribe general policies and guidelines regarding the handling of cash and cash equivalent
transactions.

GUIDELINES

A. GENERAL

1. All personnel handling cash should be bonded or insured pursuant to LGC
§154.010 or applicable statute.

2. Commissioners Court must authorize all bank accounts.

3. All receipts must be County Auditor approved and should be pre-numbered or
numbered by a computer systém with adequate safeguards regarding the

numbering process.

CashHandlingGuidelines
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10.

11.

A sign should be posted advising the payee to obtain a receipt for payment. A
sample receipt should also be posted to indicate to the individual what he/she

should expect to receive.

If a computer-generated feceipting system exists, a manual back up receipting
system should be available.

Adequate physical security should be provided for people handling cash such as
closed cages, locked doors, etc.

The employees who accept payments should not be the same employees who
balance receipts or deposit collections(if the department has sufficient personnel).

Petty cash funds, change funds, blank receipts, and collections left in the office
overnight should be secured in a safe or other locked storage place when the
office is closed. Access to safe combination and/or keys should be limited to as

few staff members as possible.

Security alarms should be considered with particular attention to an alarm in the
room where receipts, blank checks, and cash are kept.

Deposits must be made on or before the next regular business day after the date
on which the funds are received. If this deadline is not met, the officer must
deposit the funds, without exception, on or before the seventh busmess day after
the day on which the funds are received.

Note: Although not statutorily required, for internal control purposes deposits
should be made on a daily basis if average weekly deposits total $5,000 or more.

Employees should be cross-trained in each other’s duties and rotated occasionally.
This provides an additional method of checking for improprieties and also is
beneficial for vacation relief.

CASH RECEIPTS

1.

Acceptable forms of payment are cash, cashiers checks, money orders, and if the
officer desires, personal checks, debit cards (processed as credit cards), and credit

cards.

CashHandlingGuidelines
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2. All checks and money orders should be stamped “For Deposit Only” with the -
appropriate organization name, organization number and location number

immediately upon receipt.

PLEASE NOTE THE FOLLOWING:

The acceptance of a counterfeit bill and the issuance of a receipt do not
extinguish the debt.

The acceptance of a check and the issuance of a receipt do not extinguish
the debt until the check clears the bank.

The acceptance of a money order and the issuance of a receipt do not
extinguish the debt until the money order clears the bank. Since certain
money orders decrease in value over time, it is recommended that money
orders only be accepted within 90 days of the date of issue. It is further
recommended that money orders presented for payment more than 90
days past the date of issue (as well as those already expired) should neither
be receipted nor deposited but should instead be returned to the payer.

The acceptance of a cashier’s check for certain types of transactions such
as cash bonds is at the official’s discretion. However, it is recommended
that a cashier’s check only be accepted in lieu of currency during normal
business hours from known financial institutions upon verification of the
check’s authenticity by phone with the issuing bank.

The acceptance of a credit card and the issuance of a receipt do not
extinguish the debt until the credit card provider settles the debt by
depositing funds into the County depository.

3. All large bills should be examined carefully for the detection of counterfeit bills.
Individuals handling cash should follow established procedure if a suspected
counterfeit bill is tendered and be trained for the detection of counterfeit bills.

4, Individual locking cash drawers and individual ID codes for appropriate computer
accounting/receipting systems should be provided for each individual handling

cash. Individual computer ID codes should be changed periodically.

CashHandlingGuidelines




N

O

ACCOUNTING PROCEDURES MANUAL

Procedure: A-1
Page: 4 of 4
PoLk COUNTY’ TEXAS Date Authorized: 07-14-09

All payments received by mail should be logged and immediately stamped
“For Deposit Only” with the appropriate organization name before being
distributed for processing to other clerks. Additionally, unless the departmental
staff is deemed too small, the person responsible for processing payments
received by mail should be someone other than the cashier.

Generally, at least three copies of the receipt should be generated - one for the
payer, one for the clerk, and one for the Auditor.

Manually receipted transactions by departments with an internal electronic
receipting system are to be entered into the applicable electronic system within
two business days following the day the manual receipt is issued.

The clerk should balance the cash drawer at least daily against receipts issued
reporting any overages or shortages to their supervisor in accordance with internal

procedures.

Generally, overages should be recorded as appropriate and deposited with other
collections and shortages should be made up.

CashHandlingGuidelines
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CHANGE FUNDS

BACKGROUND

In accordance with Local Government Code §130.902, the commissioners court of a county may
set aside from the general fund an amount approved by the county auditor for use as a change
fund by any county or district official who collects public funds. Additionally, on the auditor’s
recommendation, commissioners court may increase or decrease the change fund at any time,

The change fund may only be used to make change in connection with collections that are due
and payable to the county, the state, or another political subdivision of the state that are
processed by the official. The change fund may not be used to make loans or advances or to cash

checks or warrants of any kind.

The official who receives a change fund is responsible for the correct accounting and disposition
of the fund.

See Accounting Procedure Petty Cash Accounts, should funds be required on site to handle
miscellaneous disbursements.

PURPOSE

To prescribe the accounting aspects for establishing, maintaining, and modifying a change fund.

PROCEDURE

Requesting Opening or Increasing a Change Fund

A. COUNTY DEPARTMENT
1.~ Makes a request in writing to the County Auditor to establish a change fund.
Note: To expedite the process of depositing and utilizing the change funds, the
check for the new account or increase will be made payable to the custodian of

the account. Therefore, the name of the custodian must be listed on the request.

2. Receives notification from the County Auditor that Commissioners Court has
approved or denied the establishment of the change fund.

ChangeFunds
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B. Custodian

Receives a check from the County Treasurer in the amount of the opening balance
or amount of increase made payable to the custodian of the change fund.

Cashes the check (e.g., at the County Treasurer, a County depository location, or
payee’s own financial institution) and secures the cash.

C. COUNTY AUDITOR

1.

2.

ChangeFunds

Receives written request from department for establishment of a change fund.

Reviews the request to determine if the amount requested is reasonable based
upon Auditor established parameters and the proposed use of the account is

appropriate.

a)  If the requested amount falls within the established parameters and the
proposed use is appropriate, documents the Auditor’s review, indicates his

approval in writing,

b)  If the requested amount exceeds the established parameters or the
proposed use is not appropriate, denies the request in writing to the
requesting department with an explanation for the denial.

Indicates in writing that he has approved the request and forwards such approval .
to Commissioners Court for authorization. )

If the request was approved by Commissioners Court:

a) Initiates a pay voucher request for payment, for the initial amount or
amount of increase (indicating the custodian name that the check is to be
made payable to and forwards it to the Accounts Payable department
along with a copy of the supporting documentation.

b) Notifies the requesting department that the request was approved and that
the check to establish/increase the change fund will be processed and

forthcoming from the Treasurer.
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Note: If denied by Commissioners Court, returns County Auditor's
approval to the department with indication of Court denial.

D. Accounts Payable
1. Receives pay voucher, and supporting documentation from County Auditor.

2. Processes pay voucher, in accordance with internal procedures including
generating a check for the approved amount.

Note: Checks to open or increase a change fund should only be made payable to
the authorized change fund custodian.

3. Forwards the check to the Treasurer.

E. COMMISSIONERS COURT

1. Receives County Auditor's written approval for establishment of a change fund.

2. Approves or denies the request.

F. COUNTY TREASURER
1. Receives the check and check register from Accounts Payable.

2. Processes and disburses the check in accordance with internal procedures.

Maintaining a Change Fund

A. COUNTY DEPARTMENT

1. Maintains the following controls over the change fund:
a) Segregates the change fund from all other miscellaneous office funds.
b) Assigns the change fund custodian duty to a full-time staff member.
c) Keeps change fund in a locked place with restricted access that is near the

custodian (sole custody).

ChangeFunds
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d) Submits change order requests as necessary.
e) Periodically performs independent count of change fund to ensure the fund
is in balance.
f Ensures compliance with Accounting Procedure Cash Handling
Guidelines, as applicable.
) Deposits overages with the Treasurer or County depository, as applicable,
in accordance with this procedure.
2. For change fund overages:
a) Prepares deposit for the amount of change fund overage being remitted.
b) Deposits the change fund overage being remitted on a separate deposit
slip.
Q c) Forwards to the Treasurer.
B. COUNTY AUDITOR
Compliance Audit
L. Performs change fund cash counts in accordance with internal procedures and an .

approved audit program.,

2. Reports cash count findings, if applicable.

Changing Custodians

A. COUNTY DEPARTMENT

, Custodian

1. Counts the change fund in the presence of the employee that will be assigned as the

Q new custodian.

ChangeFunds
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A

2. Notify the County Auditor in writing as to the new custodian of the change fund.
B. COUNTY AUDITOR

1. Receives written notice of the change in custodian from the county department.

2. Updates internal records accordingly.

A

ChangeFunds
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ACCOUNTING FOR CAPITAL ASSETS

REFERENCES

BACKGROUND

Beginning with Fiscal Year 2003, Polk County implemented Governmental Accounting
Standards Board Statement 34 (GASB 34) to report the financial standing of the County to the
general public. The financial reporting model outlined by GASB 34 made government annual
financial reports look more like corporate financial statements and provided a shift in reporting
focus from near-term inflows and outflows of spendable resources toward the long-term

effectiveness of fiscal management.

For the purposes of this policy statement and the related procedures, the term GASB 34 shall
refer to not only GASB Statement 34, but all related pronouncements as well.

These reporting requirements are intended to improve fiscal accountability for public
investments by enabling the users of state and local government financial reports to:

« Determine whether current-year revenues were sufficient to cover the cost of current-

year services

o Assess the service efforts and costs of programs

o Assess the governments’ financial position and condition and determine whether the
government’s financial position improved or deteriorated as a result of the year’s
operations :

o Assess the service potential of physical resources having useful lives that extend
beyond the current period

Consequently, public finance firms, individual investors, and bond-rating agencies should be
better informed about the government’s ability to repay their debts and support their service
obligations. For capital assets financed by municipal bonds or general obligation bonds, the
investment community should have better data to understand the government’s ability to service
debt and properly care for capital assets once put into service. For capital assets paid for by
various user fees and taxes, the general public and those paying the user fees and taxes should
have greater assurance that what they are paying for will provide lasting service.

The financial reporting model historically used by governments differs substantially from that
used by private-sector companies. The principal differences include:

accounting for capital assets
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e Fund accounting by governments
o Spending focus for governmental activities

e DBudgetary reporting

State and local governments, prior to GASB 34, prepared financial reports that focus on groups
of related funds rather than on the government as a whole. Each fund grouping had its own set
of financial statements. Fund accounting was designed based on a checkbook system where each
fund represented a unique bank account and developed as a mechanism to ensure and
demonstrate legal compliance with internal and external restrictions on the use of resources.

Conversely, companies in the private-sector prepare financial reports for the entity as a whole.
Data from a parent company, for example, is merged together with data from its subsidiaries to
create a single set of consolidated financial statements.

Both private-sector businesses and state and local governments adopt budgets; however, the
reasons for adopting the budgets are entirely different. In the private-sector, the budget is merely
a financial plan, whereas in governments, the budget is a critical document that provides the
legal authorization to spend. As a result, demonstrating compliance with the budget has
traditionally been an integral part of governmental financial reporting. It has taken the form of a

required budget-to-actual comparison statement.

GASB 34 does the following:

% Requires fund financial statement reporting.
% Requires all current and long-term assets and liabilities, such as capital assets and

*

general obligation debt, to be reported within the balance sheet of the government-

wide financial statements.
% Requires new government-wide financial statements utilizing the full accrual basis of

*

accounting that include:

e a Statement of Net Assets that includes not only current assets and liabilities, but
also assets and long-term debt; therefore, it includes the cost of buildings and
infrastructure, such as roads and bridges, and general obligation debt; and

e a Statement of Activities that reports revenues and expenses (including
depreciation) in a format that focuses on the net cost of a government’s individual
functions. The expenses of an individual function are compared to revenues
generated by the function. This format allows users to see the relative financial
burden that each function places on the taxpayers of the government.

% Requires additional note disclosures in the summary of significant accounting policies

*

and disclosures about capital assets and long-term liabilities.
% Requires all capital assets, including infrastructure assets, to be depreciated over their

estimated useful lives.

accounting for capital assets
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Investment of public funds in infrastructure, capital and non-capital assets must be adequately
safeguarded. The guidelines set forth in this policy are designed to assist in this effort.

PURPOSE

To provide policy and guidelines for capital asset recording and reporting.

POLICY AND GUIDELINES

L.

Polk County classifies major capital assets into the following categories:

opo o

Land

Buildings ,
Improvements other than buildings
Machinery and equipment
Infrastructure

All acquisition and disposal of capital assets will be properly authorized.

Proper accounting of capital assets will include classification in the applicable general
ledger account, application of the county’s capitalization thresholds, and reporting capital
assets in the appropriate fund at their historical cost, net of accumulated depreciation in
accordance with Generally Accepted Accounting Principles (GAAP).

Capital assets will be labeled with property identification tags for tracking purposes,
where practicable, and be subject to inventorying. '
Acquisition costs will include:

a.

o opo o

original contract or vendor invoice price
sales and other taxes _
initial installation cost (excluding in-house labor)
modifications
attachments
accessories or any other items or costs necessary to make the capital asset usable
and render it into service
ancillary costs such as:
i, freight and transportation charges
ii. in-transit insurance
iii. handling and storage costs
iv. testing and preparation for use costs
v. reconditioning costs for used items
vi. site preparation costs
vii. professional fees

accounting for capital assets







