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 2.  CASH HANDLING PROCEDURES POLICY 
 

 
 

POLICY 
 

It is the policy of Scott County to properly account for all funds received or 
collected by county offices and departments for fees, taxes, fines, costs, etc.  

It is recognized that there is an administrative cost to processing refunds and 
correcting accounting entries when over payments have been received. It is 

the policy of Scott County to allow County Departments to retain nominal 
excess payments of less than $5.00, unless the payor has requested a refund 

of the overpayment to avoid further administrative costs. 
 

 

SCOPE 
 

This policy is applicable to all county offices and departments. 
 

 
TECHNICAL ACCOUNTING ASSISTANCE 

 
Request for assistance in establishing or enhancing departments' internal 

accounting systems should be made to the Finance Review Committee. 
 

 
ADMINISTRATIVE PROCEDURES 

 
1. All County Departments are required to have written procedures for 

the receipt and deposit of cash and checks coming into their control 

and custody. Procedures must be designed to adequately safeguard 
the assets of the Department through the use of internal controls 

(i.e., segregation of duties, physical security procedures, etc.). The 
County Financial Review Committee will provide guideline 

procedures to all departments of the County. Financial Review 
Committee will review and sign-off on departmental policies.  

 
2. Cash must not be left unattended and must be properly 

safeguarded at all times. The handling of revenue and preparing of 
revenue collections must take place in secure locations away from 

unauthorized access by others. During operating hours, all cash 
must be secured in a locked safe, cash box, cash register, or at a 

minimum, in a locked desk or cabinet. During non-operating hours, 
such funds must be kept in a locked safe, desk or cabinet.   
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 3. All monies received or collected should be accounted for and 

balanced daily. 
  

 4. Daily deposits to the County Treasurer or appropriate financial 
institution as allowed by law and/or Board policy, should be made 

whenever cash on hand exceeds $250. This amount may be 
extended to $1,000 if a safe is used. In all cases deposits should 

be made at least once a week. 
 

 5. Bank reconciliation's should be performed by someone other than 
the person collecting or receiving said funds. 

 
 6. The use of I.O.U.'s is strictly prohibited. 

 

 7. All checks, money orders, and traveler’s checks must be stamped 
on the back in the endorsement section with a Restrictive 

Endorsement Stamp. 
 

 8. The County Auditor may make unannounced cash counts of funds 
on hand throughout the fiscal year. 

   
 9. All nominal excess payments of less than $5.00 retained by County 

Departments shall be accounted for in a separate departmental 
General Ledger revenue account so designated "Nominal Excess 

Payments". 
 


