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PURPOSE:

It is the purpose of this procedure to provide instructions for conducting the Cash Drawer Dual Reconciliation Audit.
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).
EVENT DRIVER:

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

1. Dual Reconciliation Cash Drawer Audit form:

A. The form F-FC-1002: Dual Reconciliation Cash Drawer Audit form is available on the Controlled Document Index in the Forms section.
B. A new form is used for 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. Opening/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, a member of management or their designee will verify their cash drawer amount in the presence of the cashier.  A designee should be an employee who is not assigned a cash drawer and can remain objective to the cash reconciliation process.
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. When retrieving the deposit the remaining cash in the drawer will be counted to verify it equals the initial cash assigned to that drawer.
E. Once the funds have been verified, the form will be stored in the secured location designated by each facility.
3. Closing/PM Verification:

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

B. After their deposit is bundled in a secured and video monitored location, the cash drawer amount will be verified by a member of management or their designee in the presence of the cashier.

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 form will be stored 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 the cashier is absent and has a deposit from the prior business day, a manager, supervisor, or lead may have access to verify their cash drawer and make the deposit on behalf of the cashier.  
i. Verification of the absent cashier’s cash drawer and deposit should be handled in accordance to standard operation procedure under dual control.
ii. Both verifying parties will sign the Daily Cash Drawer Audit form in lieu of the cashier then mark the boxes indicating Clerk Absent and Secured deposit.
5. Change Fund Verification:

A. The Change Fund form reflects the current week, location, change fund total, and individual cash denomination totals.  A new form is used on a weekly basis.
B. At the beginning of each business day and any time change is disbursed, two members of management or their designees verify the change fund allotted for that department and fill out the Change Fund form for that date. When all funds are accounted for, form is to be signed by both verifying parties.
C. The form is then stored in a secured location designated by each facility.
D. At the beginning of each week, the previous week’s completed form is to be given to the designated member of management for record keeping.  
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:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· S:\Doc_Management\Dual Reconciliation Cash Drawer Audit
REPORTS / FORMS:
· F-FC-1002: Dual Reconciliation Cash Drawer Audit form
· F-FC-1002-1: Change Fund form

· F-FC-1002-2: Change Fund Request form
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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