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Cash Handling Tips and Traps 

By Anthony Francisco

The process of cash handling is the actual receipt of funds by a government. The government may receive funds in the form of currency, coins, checks, credit cards, debit cards, and on-line payments. It is important to note that, while the chief financial officer usually has the custodial responsibility for all of the government's cash, they usually do not physically handle the cash. Usually, most of the cash is actually handled by first-line cashiers, utility customer service representatives, landfill operators, recreation center leaders, swimming pool lifeguards, permit counter representatives, or court clerks. Thus, it is absolutely essential that the finance director/treasurer make certain that all of the individuals in their organization who actually handle the cash have been adequately trained on cash handling procedures, including the timely deposit of cash with the treasury or a bank approved by the treasury. 

  

	Eleven Common Errors Leading to 
Out-of-Balance Situations 

	1. Writing illegibly (cash handlers and/or customers). 

2. Taking currency out of strap without breaking the strap. 

3. Writing Ending Cash down incorrectly. 

4. Handling individual transactions improperly. 

5. Clipping and wrapping currency incorrectly. 

6. Dropping part of a transaction on the floor or in the trash. 

7. Currency or checks getting stuck behind the cash drawer. 

8. Not double-verifying check totals on register tapes. 

9. Not clearing calculators before using them. 

10. Transposing numbers. 

11. Mixing transactions between multiple cash drawers. 


  

Cash Handling Tips. It is absolutely essential that local legislation (ordinance, charter, code, adopted administrative or personnel policy) empower the finance director/treasurer to mandate the following: 

1. Employees who handle cash in areas outside the finance department must receive adequate training on that part of their jobs that involve the handling of cash. 

2. Disciplinary action should be taken for violations of cash handling policies. 

3. The finance director/treasurer should review and approve written internal control procedures that are established for every location where cash is accepted in the organization. 

4. The finance director/treasurer should monitor compliance with internal control policies and procedures. 

5. The finance director/treasurer must regularly visit locations where cash is being taken and implement training programs for cash handlers. This is necessary to avoid cash handling errors or fraud that result in losses to the government or prevent cash from being invested in a timely fashion. 
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