Scotland County Schools
Cash Receipts Process – CN Fund
June 30, 2018
The controls narrative below was prepared based on discussions with Anita Starling, Asst. CN Director
· Each meal service, the students come by the cashier with their breakfast / lunch tray and any extra items they wish to purchase 
· They give the cashier their PIN #, or enter it on a keypad, and the computer tells the cashier if they are free, reduced, paid or pre-paid.  The amount they owe is shown on the screen. 
· The system does not allow cashiers to record credits or to make changes to sales transactions once the sale has been keyed.  Any such cashier corrections or voids can be corrected by the Cafeteria Manager.

· At the end of each day the cafeteria managers prepare a daily deposit reconciliation on the computer.  The computer system shows total sales, actual cash collected for deposit and any overage or shortage.  

· Then, two staff (Manager, Asst. Manager or Cashier) take the money from the money drawer and the money is counted by these two people.  The money collected is compared to the amount that should have been collected per the daily deposit reconciliation report and is signed by the Cafeteria Manager
· The Cafeteria manager prepares a deposit slip and the two people who counted the money sign the deposit slip.  

· The Cafeteria Manager deposits the money in the bank.

· The Cafeteria Manager sends the daily deposit reconciliation report and the deposit slip to the CN Department at the central office.
· The bank statement is reconciled by the Asst. CN Director, Anita Starling.  The reconciliation is reviewed by the Finance Officer, Susan Harrison.
WALKTHROUGH – child nutrition fund cash receipts:

See walkthrough documentation form at the 37 series for child nutrition fund cash receipts.

