Example Agency


3.1 CASH MANAGEMENT

Policy

Example Agency has responsibility to safeguard public monies and private monies held under trust arrangements.  

Officers must make all reasonable efforts to recover amounts lost through fraud, theft, or overpayment of either public money or trust money.  In cases of fraud and theft, reporting and follow-up action should be in accordance with the department’s Fraud Investigation Guidelines.

Rationale for Policy

This guideline is intended to assist the departmental officers to appropriately discharge their responsibilities.    

Responsibilities and Accountabilities

The primary responsibilities and accountabilities in relation to cash management rest with the:

· Financial Controller;

· Manager Finance;

· Banking Officer;

· Accounts Officer; and

· Senior Systems Accountant.

Financial Controller

The Financial Controller has responsibility for:

· producing a cash flow forecast for each bank account;

· managing the department’s cash levels, to achieve the best possible net return on the department’s cash resources;

· managing the department’s cash levels to ensure working capital requirements are met; 

· managing the department’s cash levels to ensure long-term liabilities are able to be met or ensuring that the Chief Executive is aware of any long term cash issues; 

· authorisation for investing; and

· approving the establishment and operation of official bank accounts and trust bank accounts for the department.

Manager Finance

The Manager Finance has responsibility for:

· authorisation for investing;

· ensuring controls are in place and procedures issued for the receipt, custody and banking of moneys; 

· approving the establishment of EFT arrangements and is responsible for ensuring that adequate procedures are issued to control the links between the bank’s system and the department’s accounting system and records;

· reviewing and signing off bank reconciliations at least monthly;

· reviewing continuing need for existing bank accounts at least annually; 

· ensuring that adequate controls exist within the manual cheque preparation, signing and recording procedures; and

· the security of the computer ‘Form Trap’ device used in automatic cheque production.  The device is to be locked in a safe at the end of each day.

Banking Officer 

The Banking Officer has responsibility for:

· administering bank accounts;

· performing the reconciliation of all bank accounts at least monthly; and

· the security of the bank software diskette and related access passwords used for EFT transactions.  The diskette is to be locked in a safe at the end of each day.

Accounts Officer

Accounts Officer must ensure adequate security of all public money in their care and custody.

Senior Systems Accountant

The Senior Systems Accountant is responsible for all Diammond system administration functions.

Non Compliance

Failure to comply with these procedures may result in fraud against the department.

Managers and staff are therefore accountable to the Chief Executive for the fulfilment of their responsibilities under these procedures.  Non compliance will be taken as a serious matter and may result in disciplinary action or be reflected in management performance reviews.

Target users

These procedural rules are for all officers responsible for the management of cash.

Procedures

The following procedures are addressed by these guidelines:

· Cheques;

· Electronic Funds Transfer (EFT - direct credit);

· Receipts and Deposits;

· Cash Advances; and

· Investing.

Cheques

Cheque books are pre-numbered accountable forms and should be treated in accordance with the instructions for Accountable Forms (refer 5.1 Accountable Forms).

For official accounts, cheques will be generated by an automated accounting system with appropriate internal controls.  Manual cheques should only be used in exceptional case.  (for more information refer to procedures for payment by cheque in 2.3 Payment of Accounts).

Cancelled cheques and returned cheques must be recorded in the department’s accounting systems and records as soon as possible.  Action should be taken to resolve the matter as quickly as possible, to maintain compliance with supplier payment arrangements and minimise the impact on projected cash flows.

If a cheque is unpresented after 15 months from the date of issue, the cheque should be cancelled and written back into the accounting system.

Electronic Funds Transfer (EFT)

Electronic funds transfers (EFT) should be subject to controls in the same way that manual transactions are subject to controls.  For more information on EFT payment controls refer to procedures for payment by EFT in 2.3 Payment of Accounts)

Officers responsible for administering bank accounts must ensure that transactions are accurately processed as soon as possible. 

As part of the bank reconciliation process, responsible officers should monitor errors and timing differences arising from EFT arrangements, and take appropriate actions to ensure sufficient controls are maintained.

Transfers between the department’s bank accounts should be authorised and carried out as if each transaction was between the department and an external party.

The Banking Officer is responsible for the security of the bank software diskette and related access passwords used for EFT transactions.  The diskette is to be locked in a safe at the end of each day.

Receipts and Deposits

Generally, all moneys received by the department should be banked on a daily basis.  The only exception to this requirement is where the amounts of money collected are so small as to make it inefficient to bank daily, and the moneys are secured in a safe. These moneys should be banked at least weekly.

Where moneys are banked on less than a daily basis, a reconciliation between cash and cheques held and receipts issued must be conducted each day.

Unidentified receipts should be credited to a ledger account established for the purpose and held until they can be identified.  Staff must take reasonable steps, as soon as possible, to determine the correct account to which moneys should be credited.

A reconciliation of moneys held in the ledger account for unidentified moneys should be performed on at least a monthly basis.

Cash Advances

Cash advances may be established for the purposes of petty cash, or as change drawers for cash collection areas.  Advances are given at a certain level, and accounting records must be maintained in order to acquit the advance to that level every time the cash is counted.

An advance holder is personally responsible for the advance, and must ensure adequate security over the advance.

Advance holders should reconcile cash on hand to advance levels at least monthly and immediately prior to seeking reimbursements.

The manager of the area receiving the advance should nominate the advance holder.

The Financial Controller may authorise the establishment of a cash advance in accordance with their delegation.

The Manager Finance is responsible for providing clear instructions to advance holders regarding procedures for management of the advance and records required to be kept.  

At least once every two months, managers should ensure a surprise check is carried out of each cash advance in their area.  Managers must maintain evidence of these surprise checks. Cash counts may also be conducted by Internal or External Audit. For more information on Cash Advances refer to Procedure 2.3 Payment of Accounts.

Investing

Section 55 of the Financial Management Act 1996 authorises Territory authorities to open bank accounts for their operations.  The department maintains an Operating Account, monitored daily by Corporate Finance, which keeps the Account in sufficient funds to meet the department’s payment obligations as they fall due.  Any funds not immediately required are invested through the Central Financing Unit.
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