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1.
APPLICABILITY:  This policy applies to all Oregon Military Department (OMD) employees and individuals that handle process or account for cash, checks and money orders.

2.
AUTHORITY/REFERENCE:  Oregon Accounting Manual (OAM) 10.20.00.PR










ORS 293.265










ORS 293.270










ORS 297.120
3.
ATTACHMENT: 
 None

4.
PURPOSE:  To establish procedures for accountability of moneys paid to Oregon Military Department.
5.
POLICY:
a.
OAM 10.20.00.PR paragraph .101 requires each agency having the power to collect State moneys to design and document internal controls for handling cash.  Within this policy, cash is defined as paper and coin currency, checks and money orders.  The written procedures in this policy shall describe the duties of employees who handle cash, deposit cash, the physical security of cash and the recording of cash transactions into the accounting records.
b.
Cashiering (deposits), bank reconciliations, the recording of accounts receivable and recording revenues are segregated to the extent possible so that accuracy and completeness can be independently verified.
c.
No single employee may have complete control in the processing of cash.  Specifically, the receipting and depositing function is kept separate from the billing and reconciling function.  Cash received may be recorded in a cash receipts journal or similar, depending on the nature of the revenues.  Checks or money orders are never made out to the person accepting the payment, nor are they left blank to be filled in later.  Restrictive endorsements should be made on all checks as soon as received.
d.
When accepting a check or money order as payment for goods or services, the following information is to be verified:
(1)  The date on the check is current;

(2)  The check or money order is made out to Oregon Military Department.
(3)  The numerical amount is exactly the same as the written amount, and both for the correct figure;

(4)  The check or money order is signed on the proper line;
(5)  If applicable, a pre-numbered receipt is issued to the customer at the time funds are accepted.
e.
Cash must be kept secure at all times.  Secure is defined as stored in a locking container unless the cash is being processed for mailing or deposit.  If received after normal business hours, cash will be deposited or mailed to Salem the next business day.  Armory rental invoice generation and fee collections are processed as defined in ORARNG Pam 405-2.
f.
Any cash shortage or overage should be accounted for, by employee, and investigated if over $10.  Any cash shortages from or suspected to be from employee dishonesty shall be promptly reported in writing to the Oregon Military Department Director of Financial Administration.  If there is sufficient evidence of wrong doing, the Director of Financial Administration may report the incident to the Secretary of State, State Police or DAS Risk Management Division as appropriate.
6. PROCEDURES:

	Step
	Position
	Division
	Function
	Description

	1
	Various
	AGI, AGP 
AGC
YCP
	Receipting
	Receives cash for payment of OMD services.  Safeguards cash in accordance with this policy. Forwards cash to the appropriate OMD division

	1
	Accounting Tech 1 C0210
	AGC
	Billing
	Records Accounts Receivable when appropriate

	2
	Accounting Tech 1 C0210
	AGC
	Receipting
	Verifies cash received and supporting documentation for accuracy & completeness

	3
	Accounting Tech 1 C0210
	AGC
	Receipting
	Prepares cash receipts journal as appropriate
Restrictively endorses checks & money orders

	4
	Accountant 1
C1215
	AGC
	Depositing
	Prepares cash for deposit in bank, makes deposit

	5
	Accounting Tech 1 C0210
	AGC
	Receipting
	Records deposit into agency accounting records

	6
	Accountant 1
C1215
	AGC
	Reconciling
	Reconciles Treasury and agency accounting records monthly

	7
	Controller  C1218
	AGC
	Reconciling
	Reviews reconciliations prepared by Accountant 1
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KARL D. JORGENSON

Director of Financial Administration
Oregon Military Department
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