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PURPOSE:

It is the purpose of this procedure to provide instructions for conducting the Cash Drawer Dual Reconciliation Audit of all operating cash drawers on a given business day at the Customer Service Center (CSC).
OBJECTIVE:
· To provide a clear and concise, step by step instruction of verifying all operating cash drawers on a given business day, complying with Minimum Accounting Standards (MAS).
GENERAL INFORMATION:
This procedure has been developed to comply with Minimum Accounting Standards (MAS), Arizona Code for Judicial Administration Section 1-401.  These standards have been developed to standardize accounting practices and procedures, and to assist judges, clerks, and all court personnel in bringing the financial operations of their court into compliance with statute and Generally Accepted Accounting Principles (GAAP). These standards are intended to ensure the safety of public monies and define the role and responsibilities of court personnel in complying with the requirements of MAS as established by the Administrative Office of the Courts (AOC).
EVENT DRIVER:

· The Cash Drawers are to be reconciled twice a day: before the start of the shift (AM Verification) and at the end of the shift (PM Verification).
PROCEDURES: 
Use the following conducting the daily Cash Drawer Dual Reconciliation Audits.

1. Dual Reconciliation Cash Drawer Audit form:

A. The link for the F-CSC-1002: Dual Reconciliation Cash Drawer Audit form is available on the Controlled Document Index in the Forms section or in the Reports/Forms section of this procedure.
B. A new form is distributed to each cashier on a weekly basis.  The form reflects the current week, cashier’s name, location, drawer number and starting balance.

C. At the beginning of the week, the previous week’s completed forms are given to the designated member of management.  The completed form will then be scanned and saved to the appropriate facilities folder in the following pathway: S:\Doc_Management\Dual Reconciliation Cash Drawer Audit \[Facility]\[Functional Area]\[WeekYear].
2. AM Verification:
A. At the beginning of each business day, the cashier will retrieve their cash drawer from the secured location designated for cash drawers and deposits.
B. In a secured and video monitored location, the cashier will verify their cash drawer amount in the presence of a member of management or designee.  A designee will be another employee in the either the CSC Public Records, CSC ML&PP or CSC Support Services sections.
C. Both the cashier and the member of management or designee will sign the form, verifying the assigned cash amount for that cashier’s drawer.
D. Once the funds have been verified, the funds and the form will be placed in the secured location designated by each facility.
3. PM Verification:

A. At the close of each business day, the cashier will conduct their end of day balance.

B. After their deposit is set, in a secured and video monitored location, the cash drawer amount will be verified in the presence of a member of management or designee as indicated in step 2.B. above.

C. Both the cashier and the member of management or designee will sign the form, verifying the assigned cash amount for that cashier’s drawer.

D. Once the funds have been verified, the funds and the form will be placed in the secured location designated by each facility for cash drawers and deposits.  

4. Cashier Variables:

A. If a cashier does not obtain their cash drawer, no audit is necessary, as the drawer remains secured and unopened from its previous verification.

B. If a cashier is absent and has a deposit in their cash drawer, the deposit should be processed in accordance to standard operation procedure under dual control, verifying the absent employees cash drawer amount, signing in lieu of the employee and providing a note or marking the box in the designated area on the form.

C. The form will then be placed in the secured location designated by each facility for cash drawers and deposits.  
5. Audit Forms: Completed F-CSC-1002: Dual Reconciliation Cash Drawer Audit forms will be turned into the section supervisor early each Monday morning of the following week and a new form will be provided to the cashier prior to verifications being performed. These completed reconciliation forms will be scanned into the appropriate folder located on the S-drive (see step 1.C. above).
6. Change Fund Verification:

A. At the beginning of each business day, two members of management or designees as indicated in step 2.B. above verify the change fund allotted for that department and initial the F-CSC-1001: Change Fund form.
B. An F-CSC-1001: Change Fund form is filled out completely and signed by both verifying parties.

C. The form is then scanned into the appropriate folder located on the S-drive (see Step 1.C. above), and the original is disposed of.
POLICIES / RELATED DOCUMENTS:
· ACJA 1-401: Arizona Code of Judicial Administration: Minimum Accounting Standards (MAS)

OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· N/A
FREQUENCY:
· Twice Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· S:\Doc_Management\Dual Reconciliation Cash Drawer Audit
REPORTS / FORMS:
· F-CSC-1001: Change Fund form

· F-CSC-1002: Dual Reconciliation Cash Drawer Audit form
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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