
Oregon State University 

Cash Handling Training 

Cover your assets! 



Why training on Cash Handling? 

·Each year OSU processes over $700 
million to help fulfill its teaching, research, 
and public service mission. 

·OSU continues to grow, leading to an 
increasing level of cashiering activities 
along with increased risk. 

·Business Affairs is committed to provide 
cash handling training to strengthen 
controls and reduce risk. 

 



What should you leave with? 

·An understanding of OSU Cash Handling 

Policies 

·An understanding of the key controls in 

the cash handling process 

·An understanding of what information 

needs to be protected 

 



What is the most important asset? 

·The employee!! 

ƁBy clearly outlining tasks and responsibilities; 

ƁBy providing checks and balances; and, 

ƁFrom being accused of misappropriations, 

errors or irregularities. 

 

 



Now for some definitions. . . 

·What is òcashó? 

·When we talk of òcashó, we are including 

cash equivalents also. 

ƁCurrency 

ƁCoin 

ƁChecks 

ƁTravelerõs checks 

ƁCashierõs checks 



Cash conõt 

·Credit card records 

·Electronic payments:  ACH and wire 

transfers 

·Items of cash value: 

ƁStamps 

ƁGift cards/certificates 

ƁEvent tickets 



Best Practices: 

·For handling currency & coin: 

ƁNot allowing distractions when counting coin & 

currency 

ƁBeing watchful for counterfeit bills 

ƁCounting cash out of public view 

ƁCounting cash in double custody 

ƁAlways giving a receipt 

ƁStoring cash in a secured, locked receptacle 

ƁDepositing in person at Cashiers so in dual custody at 

all times. 



Best Practices: 

·For accepting checks, travelerõs checks, 

cashierõs checks & money orders: 

ƁEndorsing all items promptly upon receipt 

ƁStoring in a secured, locked receptacle 

ƁNot exchanging item for cash 

ƁExamining the legal line 

ƁDepositing daily.  Late deposits increase the 

risk of NSF or stop payment checks. 

 



Best Practices: 

·For storing/protecting credit card 
information: 

ƁHandling credit card info in a secure manner, 
as a breach of credit card information has 
significant consequences 

ƁNot recording or storing credit card 
information in spreadsheets, email 
correspondence, or other electronic 
applications 

ƁSecuring credit card info in paper form and 
disposing of it properly 



What role do you play? 



Cash Handling Roles 

·Individual who accepts 

cash payments; 

endorses checks; 

initiates credit card 

payment; and issues 

receipts. 



Cash Handling Roles 

·Individual who counts 

the cash and prepares 

the cash receipt deposit 

slip or the bank deposit 

slip. 



Cash Handling Roles 

·Individual who 

compares deposits to 

postings in the general 

ledger. 



Good Internal Controls Help to Ensure: 

·Effective and Efficient Operations 

 

·Reliable Financial Reports 

 

·Compliance with Laws and Regulations 



Internal Controls 

·Accountability 

 

·Separation of Duties 

 

·Physical Security 

 

·Reconciliation 



Accountability 

·Know who has access to cash and why 

they have access to cash. 

 

·Know where an asset is at all times. 

 

·Know what has occurred from the 

beginning to the end of the process.  



How do you know you have accountability? 

·Funds are secure 

·Keys are secure 

·Passwords are not 
shared 

·Safe combination is not 
shared 

·Transfers are 
documented 

·All transactions can be 
traced to a person 

 



How do you know you have accountability? 

·A receipt is given to 

each customer 

·Background checks are 

performed 

·Cash drawer for each 

cashier 

·Key for each cash 

drawer 



Separation of Duties 

·There are FOUR 

functions that need to 

be separated: 

ƁRecord keeping 

 

ƁAuthorization 

 

ƁAsset Custody 

 

ƁReconciliation 



Record Keeping Duties 

·Record keeping is performed by individuals 

assigned the roles of:  

ƁThe individual who accepts the payments by writing 

pre-numbered receipts and recording log of checks 

received 

ƁThe individual who prepares the deposit by keeping a 

copy of the cash receipt slip or bank deposit slip.  If 

cash taken to Cashiers Office, department is given 

back pink copy of cash received at Cashiers. 

ƁThe individual who is comparing deposits to Banner 

 

 



Authorization Duties 

·Examples of authorization duties: 

ƁApproving voids, refunds, & over/shorts 

ƁApproving departmental deposits 

ƁApproving movement of cash & cash 

equivalents 

ƁApproving anything unusual 

 

 



Asset Custody Duties 

·Access to cash, checks, or credit card 

information 

 

·Access to cash drawers, safes, or file cabinets 

where assets are stored 

 

·Access to keys 

 

·Access to credit card data and processing 

 

 

 



Physical Security 

·Physical Security is effective when: 

ƁDeposits are made daily 

ƁAssets are properly stored 

ƁOver/Shorts are reported 

ƁKeys are secured 

ƁCash counting is not visible 

ƁCash counting performed in double custody 

ƁAccess to cash handling area restricted 

  



Reconciliation 

·Level 1 

ƁCashier 
¶Reconciles daily cash receipts to the receipts issued and deposit slips 

·Level 2 

ƁManager/Supervisor 
¶Deposits to Banner 

¶If a credit card merchant, can reconcile deposits to monthly merchant bank 
statement. 

¶Over/shorts 

¶Performs surprise cash counts 

·Level 3  

ƁCashiers Office 
¶Banner to Bank 

 

 

 



Evaluate 

·When to Evaluate: 

ƁProcesses are revised or 

 

ƁFunctions reassigned or 

 

ƁEmployee joins or leaves or 

 

ƁDepartment restructured 

 



Evaluate 

·What to Evaluate: 

ƁWritten Control Procedures 

 

ƁStaff training 

¶Cash Handling Handbook 

         required reading 

  

ƁPosition descriptions 

 

 

 



Letõs do our own evaluation. . . 

·Jane Doe handling cash and cash 

equivalents on behalf of the Vanderlay 

Remarkable Student Program. . . 


