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PURPOSE:

It is the purpose of this procedure to provide instructions for reporting non-reconcilable cash drawer overages or shortages regardless of the dollar amount.  
OBJECTIVE:
· To report all cash drawer overages or shortages.
EVENT DRIVER:

·  A cash drawer has an overage or shortage of any amount.
PROCEDURES: 
I. After a cashier has recapped the contents of the cash drawer, following the PRO-ODIR-1013: Receipting Procedure 5.O. Issues with Balance Drawer situations and finds their drawer total does not equal the cash system total they must:
1. Fill out an F-ODIR-1010 Cashier Over/Short Notification Report regardless of the dollar amount.  The report must be completed and given to their supervisor prior to giving their deposit to the vault clerk.
2. If the difference is $10.00 or more, the supervisor must recap the contents of the cash drawer and verify the cash system totals prior to the cashier TTL’ing and giving their deposit to the vault clerk.

3. If the amount is $50.00 or more, the cashier is to close their window, stop receipting payments and immediately notify their supervisor.  The supervisor together with the cashier will recap the contents of the cash drawer and audit the cash system transactions.  Non-reconcilable differences of $50.00 or more must be immediately reported to the Auditor and the Administrator.
4. The filing counter manager/supervisor must retain the completed Cashier Over/Short Notification Report and forward a copy of the report to the Accounting Manager daily.
II. A monthly Over Short Report will be sent from Accounting to all filing counter manager and supervisors.  The report details cashier performance for manager and supervisors to evaluate and address problem areas or re-training needs of cashiers.

	 Discrepancies:                                                      Rating:

	No differences in a calendar month
	4 = Superior

	$     .01 to $ 5.00, or less on 2 differences
	2 = Good

	$  5.01 to $15.00, or less on 3 differences
	1 = Average

	$15.01 and up, or more than 4 differences
	0 = Warning


The grading system is determined by adding the total amount of overages and shortages incurred during the month for a specific drawer as positive figures.  The purpose is to identify the dollar amount of the funds a drawer is out of balance for the month.
	Rating:
	Disciplinary Recommendation:

	Two consecutive ratings of “0”
	Additional training

	Ratings of 0 after additional training have been provided.
	Additional disciplinary action.

	Single shortage of $50.00 or more
	An internal investigation is completed on a case-by-case basis; which may include additional disciplinary action.


POLICIES / RELATED DOCUMENTS:
· PRO-ODIR-1013: Receipting Procedure
OTHER PARTIES INVOLVED:
· Accounting Unit
· Filing Counters

TIME / VOLUME:
· Varied
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· MS Outlook Public e-mail inbox 
· The Cash Receipting System
· MS Excel
REPORTS / FORMS:
· F-ODIR-1010: Cashier Over/Short Notification Report
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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