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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and central office 

Safeguarding Cash, Handling Incoming Funds

General
Incoming Funds should be deposited and not be used to provide reimbursement for any expenditure.  Funds should not be used for making loans of any type and should not be used for the cashing of personal checks.

Particular attention should be directed toward safeguarding cash and handling incoming funds in order to minimize theft or misappropriation of such funds.  To insure appropriate internal control and separation of duties, TCSG Central Office and each Technical College will provide assurance that all transactions are properly authorized and accounted for, that access to cash is permitted to only authorized parties for authorized purposes, and records are periodically examined for accuracy and completeness.  Violation of the procedure could lead to disciplinary procedures up to and including termination and criminal prosecution.
Procedure
General Procedure

Only Administrative Services Staff, or those identified by the VPA or Assistant Commissioner, will be allowed to collect incoming funds.  If other TCSG Central Office or other Technical College staff should happen to obtain funds (via mail, etc) the funds should be immediately routed to a central collection point, typically the identified staff in the Administrative Services Office for processing.  

Appropriate staff from the Technical College or TCSG Central Office should log all incoming funds in a log or receipt book.  In those instances where Banner is not used, pre-numbered receipts are preferred, as it facilitates verification that duplications, skips, or deletions of receipt numbers are avoided and that receipts are properly recorded.  Any funds coming by mail should be secured in a safe/vault until such time they can be appropriately logged and processed.  TCSG Central Office and each Technical College should have written guidelines to identify the person responsible for securing those receipts in order to insure correct separation of duties.  All incoming checks should be made out to the appropriate Technical College or TCSG Central Office and should be stamped with a restrictive endorsement.  All funds, once logged, should be placed in a secure cash drawer, box, or vault.  In a timely manner (at least daily), the cashier(s) should empty cash drawer and balance funds to control totals.  A “Cashier Change Fund Balancing Form” is provided in the TCSG Accounting Procedures Manual as a suggested format.  All written receipts should be accounted for and balanced to collected funds.  The funds, along with completed balancing form, are placed in a vault or safe for security until bank deposit is made and funds are taken to bank.  Access to this safe or vault should be restricted to appropriate staff.  A pre-numbered deposit slip should be prepared, in duplicate, and verified back to the balancing form(s).   

Any restricted funds should be identified and deposited into the separate bank account for that purpose.

If funds are collected at a de-centralized location (satellite campus, bookstore, etc), the TCSG Central Office and each Technical College should ensure that all receipts are correctly accounted for, deposited to the proper bank accounts in a timely manner, and transferred to the Administrative Services Office for inclusion in the general ledger.  Any required forms or reports that must accompany the receipts when transferred from the collection points to the Administrative Services Office must be included.

Any post-dated checks, disputed items, unidentified receipts, NSF checks, checks charged back by banks, and similar items should be subject to above receipts control as well.  In addition, these items should be investigated by a person who is independent of the activities of preparation of deposits and the posting of accounts receivable detail.

No checks should be cashed out of receipts.  TCSG Central Office and each Technical College are responsible for ensuring that this does not occur.

Once a deposit is prepared and all balancing is completed for those funds, the information is passed to the person responsible for posting payments against receivables or income accounts.  In many instances, the cashier posts regular income receipts (those charges generated in Banner) and provides the printed Banner receipt along with deposit slip.  Miscellaneous income and Banner income is then posted into the appropriate general ledger accounts via People Soft by an individual who is independent of the mail opening and receipts listing function.  This should be verified and balanced to the general ledger activity reports of the next day, after overnight processing and initialed as being accurate and complete. Processes must be put in place at TCSG Central Office and each Technical College to ensure that separation of duties is achieved.
Security of Funds

All funds must be maintained in a locked cash box or drawer and when not in use shall be kept in a secure place, preferably a fireproof safe housed on the premises, to prevent loss.  Funds are not to be taken home or stored at a private residence or in a motor vehicle.  Any further questions regarding security should be directed to the VPA.

Audit Procedures

All incoming funds and deposits are subject to audit by the Director of Accounting and the external auditors – audits may be scheduled or unscheduled.

Loss of Funds

Overages or shortages of the incoming funds shall be reported to the VPA of the Technical College or his or her designee or for TCSG Central office the Director of Accounting so that an investigation can be made of the circumstances involved.

If one or more of the following conditions are identified during Internal Auditing of the cash loss, the custodian of such funds may be held personally responsible for the total loss:
1. The school funds have been commingled with personal funds,

2. An on-going record of activity has not been maintained.

3. The money in the fund has not been properly secured in a locked cash box or drawer or safe.

4. Payments have been made for purposes for which the change fund is not authorized (including, but not limited to:  personal check cashing, travel advances, lunches, personal use, or petty cash transactions.)

Documentation
The Administrative Services Office shall maintain proper documentation of all funds received.  Documentation should include the pre-numbered receipt or log identifying the receipt (date received, payee, amount, and purpose).  

The deposit slip should be accompanied by the balancing form, which identifies the receipt/log numbers of all funds deposited.  Any electronically generated receipts may also be attached.  In many instances, a deposit summary is utilized for entry into general ledger and may also be included.  

A permanent record detailing the activity of any overages or shortages must be maintained.  The record shall contain the date, any overage or shortage condition and the signature of the custodian.  This record should be initialed by the VPA at the Technical College or for TCSG Central Office the Director of Accounting and maintained in a location separate from the change fund.


