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# Building Organizational Financial Management Capacity ¢

Financial Policies and Procedures

What are cash receipts?

Cash receipts can be coins, currency, money orders, checks, and credit card payments coming in from
outside the tribal entity. They can be presented in person, by mail, and electronically. Cash receipts, like
property, inventory, vehicles, investments, and bank accounts are considered an asset of a tribal entity.

Why have a cash receipts policy?

@ Provides clear separation of duties for maintaining internal controls, which protect the assets of the
tribal entity. A separation of duties is the concept of having more than one person involved in a
process, such as cash receipts. This is intended to prevent fraud and error.

Determines how cash receipts come into the entity and how they are processed.

Defines what type of cash receipts are accepted by the entity. For example, the entity will accept Visa
credit cards but not American Express.

*
*

What are some cash receipts process issues to consider?
€ How are cash receipts kept physically secure until they are deposited into a bank account?
@ Example: Checks and cash are kept in a secure/locked box or cabinet until they are deposited.
Checks are endorsed immediately upon receipt.
€ How often are bank account deposits made?
€ Example: Bank deposits are made weekly or when the deposit amount reaches $500.
€ What is the internal process for handling cash receipts that come through the mail?
€ Example: The person who logs in cash received through the mail is different than the person who is
responsible for depositing cash receipts into the bank.
€ What is the internal process for handling cash receipts at enterprises or fundraising events?
€ Example: Two people are required to count and verify the cash.
® How are receipts for cash handled?
€ Example: They are entered on pre-numbered receipts in a bound cash receipts book. Each receipt
has three copies: one stays with the cash, one goes to the payer, and one remains in the receipt
book.
@ Who enters cash receipts (funds coming both through the mail, in person, and via electronic deposit)
into the accounting system?
€ For separation of duties, the person entering the cash receipts is different than the person
reconciling the bank account.
@ How is the cash receipts book reconciled to the accounting system?
€ Reconciliation compares the amounts entered into the journal with the amounts entered into the
accounting system, and explaining any difference, on a specified date, between the two amounts.
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Sample Cash Receipts Accounting Procedure

Person Responsible Task

Staff A Open mail and endorse checks

Staff B Make bank deposit

Staff A Enter cash receipts into the cash journal

Board Treasurer Reconcile bank statements and verify deposit amounts to the cash journal
Resources

@& OVCTFMC Internal Controls/Separation of Duties Guide Sheet
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The OVC Tribal Financial Management Center (OVC TFMC) provides training, technical assistance, and
resources to support American Indian and Alaska Native communities as they successfully manage the
financial aspects of their federal awards. OVC TFMC also offers support via our Virtual Support Center (VSC)
to Office for Victims of Crime (OVC) grantees and those seeking federal funding from OVC for the first time.
Email questions or requests for grant financial management technical assistance to TFMC@QOVCTFMC.org
or call 703.462.6900. Visit OVCTFMC.org for additional resources and information.
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Feedback Requested

OVC TFMC will continually work to provide resources to
support grantees as they successfully manage their OVC
financial awards. Your feedback assists us in creating these
resources to meet your needs. To help us provide the
most useful resources, we would appreciate your
feedback on this guide sheet. Please send any comments
or suggestions to Evaluation@OVCTFMC.org.

This product was supported by contract number GS-00F-010CA, awarded
by the Office for Victims of Crime, Office of Justice Programs, U.S.
Department of Justice. The opinions, findings, and conclusions or
recommendations expressed in this product are those of the

contributors and do not necessarily represent the official

position or policies of the U.S. Department of Justice.
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This resource has been carefully prepared by the OVC
Tribal Financial Management Center (TFMC) for
general financial management informational purposes
only. This resource does not constitute legal,
accounting, tax, or other professional advice. While
OVC TFMC makes every effort to update content on a
regular basis, we recognize each grantee’s unique
operating environment. OVC TFMC recommends
consultation with independent advisors as well as
review of the most recent versions of the DOJ Grants
Financial Guide and the OMB Uniform Guidance when
making any decisions about your award, requirements,
or individual circumstances.
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