Accountability Section 3:

Cash Collection Procedures

Petty Cash
Each manager is given a designated amount of cash to use during breakfast and lunch to make change for customers.  The amount in each cash drawer must be accounted for after each meal service by the cashier(s).  At the end of the year, the petty cash must be deposited into the bank.  The deposit ticket must have “petty cash” written on it. A copy of the deposit ticket must be attached to the Local Cash Receipts Register and submitted to the CN office.

Daily Cash Collection Procedures
1. All cashiers are to verify the beginning cash in his/her money drawer prior to meal service.  During meal service the cashier(s) is to collect money for the exact items purchased, apply money to student accounts, note meal charges to student accounts and make appropriate change as needed.  At no time, is the cashier/manager to “cash” checks for personal use, “cash” checks for other school personnel or “cash” checks made out to the school.  

For security measures, cashier(s) are not allowed to keep extra change in cash drawers or in pockets. The cash drawer is to be kept in a secure location and never left unattended. Money should not be stacked on top of the cash drawer and all money received should be verified for accuracy before the customer leaves.

In addition, CN personnel are not allowed to run transactions for themselves or relatives through his/her computer.  The manager/designee must handle these transactions. 
2. At the end of meal service, the cashier is to count all of the money in the drawer.  The amount of petty cash must be subtracted out to determine the actual amount collected.  The cashier must put the amount collected in writing, initial and turn the money over to the manager or designee to be verified.  

3. Once the money has been verified by the manager/designee, the breakfast/lunch summary report will be run and signed by the manager/designee and the cashier.  The cashier is not allowed to run his/her own reports.  If the manager/designee feels that an error has been made by the cashier, the manager can run necessary reports to determine any error(s).  Once the errors have been identified, the manager will counsel the cashier, make necessary corrections, re-run summary reports and obtain verifying signatures on the new report. 
4. Any employee caught in violation of these procedures will be reprimanded and/or terminated.
Daily Deposit
Cash must be deposited on a daily basis. Each cafeteria will be issued numbered security deposit bags. In the event that the money cannot be deposited, the CN office must be notified and the deposit taken immediately to the school’s vault and receipted by the financial bookkeeper or principal.
The manager/designee will combine all monies collected from breakfast, snack, and lunch. All coins must either be rolled or put into individual envelopes by type and a total amount recorded on the outside. Cash must be bundled in 25’s, 50’s 100’s, or 500’s if possible.  All checks must be endorsed with “deposit only” on the back.  A calculator tape should be attached to the checks showing the addition and a total. The daily deposit amount should equal the total of all breakfast and lunch summary reports. 
In the event money is brought to the cafeteria after the deposit has been sealed, that money must be taken to the school’s bookkeeper to be receipted and placed in the school vault until the next operating day.  At no time, is money to be left in the cafeteria manager’s office.

Special Deposits 

In the event that money is received for special sales (PTA/PTO reimbursements, catering.), a separate deposit ticket will need to be used.  In addition to the deposit ticket, the Local Cash Receipts form must be completed and attached to the CN office copy of the deposit ticket.
Money received from special sales cannot be included in your regular school deposit.
The manager/designee must complete the following information on the Local Cash Receipts:  
· Date deposit

· Received from
· Amount of deposit (note if it is cash or check) 
· A description of what it was for  
· Total needs to be recorded again and the manager/designee needs to initial. 
· The remaining information will be completed by the CN bookkeeper.  

