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Key Control Area:  Cashiering #1
	Reference to Master List
	

	Key Control
	A Cash Received log is maintained with all receipts traced to deposit in a University account.  

	Risk
	Checks received will be lost or diverted and not deposited timely.  

	Control Objective
	Ensure all checks received by the BRC are deposited timely. 

	Department or group with primary responsibility
	 BRC

	BRC Roles, Responsibilities and Accountability

	BRC Cashier #1
BRC Cashier #2 or Analyst/Supervisor

Team Lead

	Obtain the deliverer’s signature on the Cash Received log.  
Stamp all unendorsed checks with endorsement stamp immediately upon receipt.  

Deposit checks daily using the RDS system.

Independently verify that checks associated with all logged receipts have been deposited through RDS.    
Train cashiers as to their responsibilities and monitor for compliance with documented cash handling processes.   

	Other Department

Customer Department
	Deliver checks  to the BRC accompanied by an accurate, completed Miscellaneous Receipts form. 

Sign the Cash Received log acknowledging the handoff to the BRC. 

	Automated or Manual

	Automated (bank deposit system) and manual. 

	Documentation of Control
	Cash Received log with initials of BRC Cashier #2 evidencing tracing of cash received to deposit through RDS to a University account.  

	Frequency

	Daily (when checks are received)

	Special Year-end Activity
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Key Control Area:  Cashiering #2
	Reference to Master List
	

	Key Control
	Checks are kept in a safe.  

	Risk
	Checks will be misappropriated, mislaid, or overlooked.  

	Control Objective
	Maintain the physical security of cash from receipt through final disposition of checks.    

	Department or group with primary responsibility
	 BRC

	BRC Roles, Responsibilities and Accountability

	BRC Cashier #1

BRC Cashier #2 or Analyst/Supervisor (who hasn’t processed any deposits)
Team Lead

	Maintain checks in the BRC safe when not being actively worked by a Cashier.  

Independently verify that checks associated with all receipts logged have been deposited through RDS.    

Shred checks after appropriate holding period and initial and date Cash Received log acknowledging destruction.  

Train cashiers as to their responsibilities and monitor for compliance with documented cash handling processes.   

	Other Department
Customer Department
	Deliver checks to BRC promptly upon receipt.  

	Automated or Manual


	Manual.

	Documentation of Control
	Cash Received log with initials for check destruction.

	Frequency


	Daily  

	Special Year-end Activity


	Change combination on BRC safe 
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