
Revenues  
The agency collects the following types of revenue: [B1]. ___________________,

___________________, ___________________ [e.g., license fees, permits, service fees, etc.]
The duties of 1) receiving/logging revenue, 2) preparing the deposit, and 3) reconciling receipts, deposits, check log, and the Budget Status Report (BSR) are segregated among individuals.  (For smaller agencies where segregation of duties is not possible, compensating controls should be noted.)  [B3]
When identifying the positions performing a task, both the primary and backup positions should be included.  Use the official job title and include the position control number (PCN) if more than one position shares the same job title [B2].
List the Position titles/PCNs for above duties:

Position Title

                      PCN                      Duty # (1,2 or 3)     
When checks are received, they are restrictively endorsed immediately [B4a] and recorded in the check log by the __________________ [B4b]. 

All payments received from a single payee that total $10,000 or more are received via electronic transfer [B5].
A pre-numbered, multi-part [or “computer-generated”, if appropriate] receipt is prepared for all cash received by _______________ [B6]. 
When a receipt is voided, the preparer will write “void” across all copies of the receipt [B7a], document the reason for the void [B7b], and obtain verification of the void from someone independent of the transaction (by initialing) [B7c].  The __________will verify all receipt numbers are accounted for prior to permanently filing receipts, and all (including voided) copies will remain intact, in sequence, in the receipt book [B8].

Cash receipt books, issued and unissued, are safeguarded and adequate controls employed in their distribution and use by __________________, a position independent of the receipting/logging functions [B9].  
Access to checks, cash, money orders, etc. is limited to individuals involved in the receipting/logging and depositing functions [B10].  Funds not immediately deposited are secured in a ________________ (specify where, i.e., a locked file cabinet or safe) with limited access [B11].
The deposit is prepared by ______________ who is independent of the receiving/logging revenue process [B12a].  
Cash, checks, and money orders are deposited, at a minimum, by Thursday of each week [B12b] and no later than the next working day when accumulated deposits exceed $10,000.00 [B12c].
The deposit information will be entered into Advantage within two working days of depositing the funds [B14]. Under no circumstances will the Advantage entry be made prior to depositing the funds [B13].
When an EFT deposit is expected, a CR document is posted in Advantage and placed on “Hold” status by ___________________ [B15a] and an “Agency Incoming Funds Notification” or “Draw Request Form” is forwarded to the Treasurer’s Office [B15b].

Cash receipts and check logs, are reconciled to the bank deposit records and the Budget Status Report at least monthly by __________ [B16]. The reconciliation is reviewed and approved by ____________, who is independent of the receiving and deposit functions [B19].
Cash receipts are reconciled to items sold (permits issued, licenses issued, etc) [B17].

Items sold are adequately controlled and accounted for (describe how the items are controlled/accounted for  -  i.e., pre-numbered licenses) [B18].

Internal controls for any third party involvement in the revenue receiving process (e.g., locked box) are adequately documented [B20].
Revenue procedures are documented and reviewed annually for any needed changes [B21].
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