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PURPOSE H I

To establish a policy for proper handling of cash in General Cashiering.
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POLICY F&FF

« A bank deposit must be prepared daily on a bank slip and must consist of all cash including cheques received
by mail, for the day's business.
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« The bank deposit shall be prepared by or under the direct supervision of the General Cashier.
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. The daily collections must be delivered to the depository bank in time to be credited to the Hotel's account
no later than one day following the day's collections.
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« Cashier going to the Bank for cash deposit or withdrawal must be escorted by a security personnel.
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. On weekends and public holidays, the daily collections should be placed in the Drop-Safe. In the event that
the daily collections could not be sent to the Bank, for whatever reasons, it should be kept in the General
Cashier's Safe.
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« The drop-safe must be properly secured with one key lock and one number combination lock. The key must
remain with the General Cashier and the number combination make known to not more than two staff from
the Finance department as authorized by the Director of Finance and Controlling.
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Each day, the person opening the drop safe must:
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0 Witnessed by a staff (supervisory level) from the Finance Department and security escort is
also required.
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0 Verify the number of envelopes against those documented in the Daily Cash Remittance
Summary, and verify that all envelopes are intact
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0 Complete and sign the Daily Cash Remittance Summary.
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Review cheques for completeness.
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Prepares General Cashier Report and, together with the deposit slips with bank validation, must be delivered
directly to the Income Auditor.
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In all instances, evidence must be obtained from the bank to acknowledge receipt of the deposit.
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