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Receiving Cash
Subsections:
Cash Receipts, Cash Deposits
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	Purpose:
	To safeguard the handling of cash received as a donation or payment for goods

	Mandated by:
	Funding Sources, Internal Controls

	Applies to:
	(ORGANIZATION NAME) corporate financial functions

	Definitions:
	· 

	For more information:
	n/a


Text of Policy:

Cash Receipts XE "Cash:Receipt of"  XE "TDHS Compliance:403 Contributions" 
When cash is received (as a donation or as payment for goods, such as at a conference exhibit), a receipt must be written in order to document: the name of the person providing the cash, the amount of cash, the date, and the purpose (donation or payment).  One copy of the receipt must be given to the person donating or paying the cash, and the other must be returned to the financial office.   If an anonymous donation of cash is made, the receipt should be written to “Anonymous”.

Cash is reconciled with receipts returned prior to deposit.

Cash Deposits

All cash received is stored in the safe until deposited in the bank.  Deposits are prepared by the Associate, Administrative staff and entered into the accounting system by the financial associate.  The deposit is either taken or mailed to the bank within one working day.
