
Banking and Cash Handling Procedures 
 
Introduction: 
 
The Banking and cash handling procedures (the procedures) augment the Financial Regulations 
on Banking Arrangements, Income, Petty Cash and Cash Floats and Security and therefore have 
the same standing as the Financial Regulations. 

Chief Officers (that is, in the first instance, Directors and Service Directors in relation to their areas 
of responsibility) must ensure that all managers within their departments have read and 
understood the procedures and that they are complied with at all times. Furthermore, all staff 
involved in cash handling and banking should be made aware of the requirements of and have 
access to the procedures. Management and staff should be advised that disciplinary procedures 
may be taken against them if they fail to comply with the Procedures. 

The procedures represent the minimum standard that must operate throughout the council. 
Managers may incorporate additional procedures if they enhance the requirements of the 
procedures. Under no circumstances should the requirements of the procedures be reduced or 
omitted. 

The procedures are intended to offer guidance to managers and staff on the minimum required 
procedures for the collection, control and banking of the council income. For the purpose of these 
procedures income includes that received direct by cash, cheques, credit cards and debit cards 
and cash floats held on council premises. 

The objectives of the procedures are to ensure that: 
• All income received and held by the Council is completely and accurately accounted 

for and banked promptly. 
 

• All income is held securely. 
 
Why this is important 

 
Income is a vulnerable and attractive asset. It can easily be misappropriated if not 
effectively controlled. Effective controls over cash collection, retention and banking systems 
are necessary to ensure that all income due to or held by the Council is identified, collected, 
receipted and banked properly and promptly. 

 
What are the key controls? 

 
• All income due to or held by the Council is identified and charged correctly, in 

accordance with an approved charging policy. 

• All income is collected from the correct person, at the right time, using the correct 

procedures and the appropriate record-keeping. 

• All income received by an employee on behalf of the Council is paid without delay 
to the Council’s bank account, and properly recorded. 

 
 

• All income collected and deposited is regularly reconciled to bank and accounts. 
 

• All income kept on Council premises is held securely. 



 
What are the responsibilities of the Director, Finance, Revenues and Benefits? 

 
• To specify the information required from Cost Centre Managers and Service 

Directors in accordance with the Scheme of Devolved Financial Management. 
 

• To agree arrangements for the collection and retention of all income due to the 
Council and to approve the procedures, systems and documentation for its 
collection. 

 
What are the responsibilities of Chief Officers? 

 

• To ensure all charges made are in line with the approved scale of charges for the 
supply of goods or services, and to review and make proposals for updates 
annually, in line with corporate policies. 

 
• To issue official receipts or maintain other documentation for the collection of 

income. 
 

• To ensure that at least two members of staff are present at the cashing up and 
completion of bank paying in records. 

 
• To ensure that receipts, tickets and other records of income are held securely. 

 
• To safeguard all income against loss or theft. 

 
• To ensure income received is paid fully and promptly into the appropriate bank 

account in the form in which it is received. 
 

• To ensure details are recorded on to paying-in slips to provide an audit trail. 
 

• To ensure that income is not used to cash personal cheques or other payments. 
 

• To ensure that all managers within their department have read and understood the 
Council's "Banking and Cash Handling Procedures" and that these are complied 
with at all times. 

2 Receipt of Income 
Each Chief Officer is responsible for ensuring that all income due to their department is received 
and is completely and accurately accounted for. 

 
All income received must be receipted immediately upon being received and must be recorded by 
the issue of an Official Council receipt or cash register receipt. Council receipt books are obtained 
from the Corporate Procurement Division. It should be noted that income received through the 
post may not be receipted immediately and should be recorded in a remittance register at the 



time of post opening pending transfer to staff for receipting. 
 
Official receipts must only be used for acknowledging receipt of official Council income. Under 
NO circumstances should they be used to acknowledge unofficial/non Council income unless 
specifically authorised by the Chief Officer, e.g. Social Services Amenity Funds. 

 
Issuing manual official receipts 
 
Manual receipts must only be issued where a cash register is NOT operated or where it is 
temporarily out of action, e.g. awaiting repair. 

 
• Official receipts must be issued at the time the income is collected/received. Under NO 

circumstances should receipts be written retrospectively. 
 

• All receipts must be written in ball point pen. 
 

• Carbon paper must be used to obtain the duplicate copy. Care must be taken to ensure 
that the quality of the carbon paper is such that duplicate copies are satisfactory, i.e. 
readable. 

 
• No amendments are to be made to receipts. If an error is made the receipt must be 

cancelled. In the event of a receipt needing to be cancelled, both the top and all copies 
must be retained in the receipt book as proof of cancellation. 

 
• Receipts must be dated, the payer's name recorded and all required information 

completed. Only then should the receipt be signed by the member of staff collecting the 
income and the top copy issued to the payer. 

 
Receipt of cheques 
 
Where cheques are tendered by individuals at the time of the payment, i.e. not by post, the cheque 
should be supported by a cheque guarantee card unless otherwise directed by the Chief Officer. 
 
Where a cheque guarantee card is produced the following checks to the card must be applied 
before the payment is accepted and a receipt issued: 

 
• The card relates to the person tendering the cheque. 

 
• The card is current, i.e. has not expired 

 
• The payment received is not in excess of the card limit. If this is the case then the 

cheque should not be accepted unless specific council has been given by the Chief 
Officer or designated person. 

 
• The signature on the cheque is the same as that on the card. 

 
• The cheque card number, expiry date and value are written on the back of the 

cheque. 
 
It should be noted that where a cheque guarantee card is required it is not permitted by law to draw 
several cheques with individual values not exceeding that of the card to satisfy a payment that 
exceeds the value of the car
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All cheques should be payable to Luton Borough Council and “crossed a/c payee only” and the 
location where received identified on the back. 

 
Receipt of credit/debit card payments 

 
The receipt of credit and debit card transactions will be recorded in accordance with the instructions 
laid down by the respective credit/debit card issuer when setting up the facility to receive such 
payments. 

 
Income from credit and debit cards will be controlled in much the same way as income received by 
cheque, i.e. card validation, but will need to be identified separately on banking records in order 
that the income can be traced by Central Cashiers when received through the banking system. 
This is because there is normally a delay in receiving income from these transactions. 

 
Where income is received by the use of credit or debit cards it must be determined that the card is 
current before the payment is accepted and a receipt is issued. Note it may be necessary to contact 
the card issuer to determine that the level of credit available covers the payment to be received. 
This will be stated in the instructions of the card issuer. 

 

Cash Controls and Security 
Financial Regulations requires that each Chief Officer is responsible for ensuring that all income 
received is accurately accounted for and banked. 

 
In order to satisfy the requirements of these Regulations it will be necessary to establish and 
operate basic controls over cash, including cheques, and safes as follows. 

 
Control of cash collected 

 
Chief Officers are responsible for ensuring that all cash is held securely, that is, in a locked 
receptacle, e.g. cupboard, draw or cash box, or in a safe.  They are also responsible for ensuring 
that all staff who may handle cash are aware of the maximum insurable amount that can be held in 
a locked receptacle, or safe, and that they ensure the amounts held are below those maximums. 
Managers and the Internal Audit Service can place more restrictive limits to encourage safer cash 
handling.  Therefore, all those involved in cash handling should take great care to avoid the 
amounts held at any time being in excess of insured limits or those limits advised by managers or 
the Internal Audit Service. 
 
Where cash and cheques are received the following controls must be applied: 
 

• All cash and cheques must be held securely when on Council premises ideally in a 
safe, or lockable cupboard/drawers or lockable cash boxes where a safe is not 
provided. Insured limits must be adhered too. 

 
• Only officers with the Service Director’s written authorisation are to have access to 

either floats or takings. 
 

• Any floats must be held in a safe, or lockable cupboard/drawer or cash boxes for 
smaller amounts when not in immediate use. 

 
• Cash and cheques held overnight before banking must be held in a safe or lockable 

cupboard/drawer or cash boxes pending the banking. 
 

• Where lockable cash boxes are used these must be held in a lockable 
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cupboard/drawer when not in immediate use. 
 

• Access to safes will be in accordance to the section on security and access to 
safes. 

 
• Access to lockable cupboards, drawers and cash boxes must be controlled with 

designated key holders. 
 

• Keys must be held on the person of the authorised key holder at all times and must 
not be left unattended on the premises overnight as this will invalidate insurance 
cover. 

 
• Personal cheques (staff and public) must not be exchanged for cash. 

 
Cashing up (non cash register) 

 
The following procedures are to be applied where income is collected but not processed through 
a cash register: 

 
• Official receipts will be issued for all income received that is not processed through 

a cash register. 
 

• Income collected will be counted by two members of staff. 
 

• Income collected will be agreed by the two members of staff to receipts issued. 
 

• The last receipt issued prior to banking must be endorsed with the total amount to 
be banked. This is to assist staff at future cashing ups to identify the first receipt to 
be included. 

 
• Details of income collected will be entered on the paying in slip and signed by the 

two members of staff involved in the cashing up process. 
 

• Income collected must be retained in a secure place pending banking in accordance 
with these procedures, e.g. safe, lockable cupboard, drawer or cash box. 

 
Security of and Access to Safes 

 
Where safes are operated the following procedures must be applied: 

 
• For each safe there must be at least two, but not more than four, members of staff 

with authorised access, e.g. authorised key holder. 
 

• Whenever access to the safe will be required, a member of staff with authorised 
access will be on site. 

 
• Safe keys must be retained on the person of the authorised key holder at all times 

when on duty. 
 

• Safe keys must not be left on the premises overnight. 
 

• Records of combination numbers must not be left on the premises at any time. 
 

• Where safe keys and/or combination numbers are given temporarily to a member of 
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staff not normally authorised to hold them e.g. holiday cover, written permission 
must be given by the Chief Officer or person designated by the Chief Officer. 

 
• The transfer of the safe key or combination number must be formally recorded by 

the member of staff concerned who should sign, date and retain the record 
 

• A safe may be open only when in immediate use and when a member of staff with 
authorised access is in the immediate vicinity 

 
• Whenever an authorised key holder leaves the council, changes employment or 

temporary cover ends, the Chief Officer or designated person must ensure that the 
safe key is received. 

 
• Where an authorised combination holder leaves the Council, changes employment 

or temporary cover ends, the Chief Officer or designated person must ensure that 
the combination of the safe is changed immediately 

 
• Any loss of a safe key must be reported immediately to the Chief Officer. 

 
• Insured limits must be considered in the retention of income pending banking, i.e. 

the maximum amount of cash insured, dependent on whether that cash is  held in a 
safe or a locked receptacle, e.g. drawer, cupboard. 

 

Security and access to lockable cupboards, drawers or cash boxes. 

Where safes are not operated the following must be applied: 

• All income must be stored in a lockable cupboard or drawer pending banking. 
 

• Where a cash box is used this must be stored in a lockable cupboard/drawer when 
not in use. 

 
• Access to the cupboard/drawer/cash box must be restricted, e.g. to no more than 

four members of staff. 
 

• Whenever access to the cupboard/drawer/cash box will be required a member of 
staff with authorised access must be on site. 

 
• Keys must be retained on the person of the authorised keyholder at all times when 

on duty. 
 

• Keys must not be left on the premises overnight. 
 

• Where a member of staff is given temporary access to the lockable 
cupboard/drawer/cash box written permission must be obtained from the Chief 
Officer or designated person. 

 
• The transfer of keys must be formally recorded by the members of staff concerned, 

who must sign, date and retain the record. 
 

• The lockable cupboard/drawer/cash box must be open only when in immediate 
use; 
and when a member of staff with authorised access is in the immediate vicinity. 

 
• Whenever an authorised key holder leaves or changes employment or temporary 
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cover ends the Chief Officer or designated person must ensure that the key is 
received. 

 
• Any loss of keys must be immediately reported to the Chief Officer. 

 
Cash Registers 

 
Cash Registers must be suitable for the purpose intended and management must take care when 
considering what type of cash register to purchase. To that end advice should be sought from 
Corporate Procurement when purchasing cash registers to ensure suitability. 
Staff must not tamper with the cash register for example altering pre-set keys. 

 
Access to cash registers 

 
• Access to cash registers must only be given to members of staff who have the 

written authorisation of the Cost Centre Manager to use that cash register. 
 

• Members of staff authorised to use the cash register must be given appropriate 
training in the use of that register. 

 
• Access to the day to day operation of the cash register must be restricted to those 

members of staff authorised and trained in the ‘cashiering’ function. This will include 
access to ‘daily’ total control keys for the totalling cash collected during the daily/shift 
period, e.g. “X” totals. 

 
• Access to control keys used in the reconciliation process and clearing of the 

register, 
e.g. cumulative totals or “Z” totals, and void keys must be restricted to a member of 
staff who is not involved in or have access to the day to day operation of the cash 
register, e.g. Duty Managers or equivalent. 

 
Programming of cash registers 

 
Where a cash register is programmable, that is register keys are designated to specific items 
avoiding the need to key in individual prices, the following procedures must be applied: 

 
• The  programming process must  be  carried out by a  member of  staff  who  is 

independent of and does not have access to the day to day cash collection  process, 
e.g. Duty Managers or equivalent. 

 
• If access to the programming function is by key then the key must be kept at all 

times by the member of staff authorised to programme the cash register. 
 

• Where the programming of the register requires altering, e.g. updating prices, this 
must be done with the written permission of the Cost Centre Manager. 

 
Operation of cash registers 

 
The following are the minimum controls that must be applied when operating a cash register: 

 
• All income received must be processed immediately through the cash register. 

 
• Cheques received and credit/debit card transactions must be supported by a valid 
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card. (See section on receipt of cheques and Credit/Debit card transactions). 
 

• The customer display on the cash register must not be obscured from allowing the 
customer to see what is entered on the register. 

 
 

• All cash register receipts must be handed to the customer at the time the income is 
received except where it is necessary to void/cancel an entry, In these circumstance 
the till receipts must be retained in the till drawer for cashing up purposes. (see 
section on voiding/cancelling transactions) 

 
• All income received and processed through the cash register must be placed in the 

cash register drawer immediately on collection. 
 

• The cash register drawer must be closed before reach transaction is processed and 
under NO circumstances should cash register drawer be left open to process more 
than one transaction 

 
• Cashier keys i.e. keys allocated to individual cashiers to gain access to the cash 

register where used must not be left in the cash register when not attended by the 
cashier. 

 

• Refunds must not be made from income held in the cash registers except where 
refundable deposits have been received. In these circumstances deposits must be 
controlled through a dedicated "deposit" key on the cash register where available. In 
the absence of a dedicated "deposit" key, refundable deposits must be kept 
separately from takings, e.g. held in the safe or locked cupboard etc. but must be 
controlled, e.g. temporary receipts issued. 

 
• Access to the daily/period reading, e.g. “X” totals, must be restricted to members of 

staff involved in the day to day operation of the cash register. 
 

• Keys allowing access to daily/period reading are to be held on the person of the 
authorised key holder, and under no circumstances should be left in the cash 
register. 

 
• Members of staff involved in the day to day operation of the cash registers, e.g. 

cashiers, must not have access to the cumulative total, i.e. must not zero the till. 
 

• Access to the clearance of cumulative reading, e.g. "Z" totals, must be restricted to 
an authorised member of staff who is independent of and does not have access to 
the day to day operation of the cash register, e.g. Duty Managers. 

 
• Keys allowing access to the cumulative reading must only be used by the authorised 

key holder and must not be left unattended, i.e. must not be left in the cash register 
when not attended by the authorised key holder. 

 
• Keys allowing access to the cumulative reading must be kept on the person of the 

authorised key holder when not in use and overnight. 
 

• In the event of a cash register breakdown, manual official Council receipts must be 
used in respect of all income received. (see section of issuing of manual receipts). 

• If the cash register does not provide an electronic record for posting, used cash 
register rolls must be held securely pending routine checks. 
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Some cash registers have the facility to gain access to the cash drawer should the register 
breakdown. This may be by the use of a special key. The Cost Centre Manager must ensure 
that access to this key is controlled. 

 
Voiding or cancelling transactions 

 
It is recognised that on occasions staff will make errors when using a cash register, e.g. press 
wrong key. This may involve an over or under ringing that will result in the need to cancel/void 
that transaction. Where these occur the following must be applied: 

 
• Over or under ringing must be brought to the attention of another member of staff 

who must initial the cash register roll. 
 

• Where a transaction is to be voided (cancelled) then the member of staff with access 
to the void key must be contacted to void/cancel the incorrect transaction. 

 
• Ideally this should be immediately before the correct entry is processed. Where it is 

not possible to void/cancel the incorrect transaction immediately the entry on the 
cash register roll must be initialed by the cashier and the customer receipt held in 
the drawer to facilitate the voiding of the entry at a later time by the authorised 
member of staff. 

 
No sales transactions 

 
It is recognised that on occasions requests may be made for change and that this will 
necessitate staff having access to the cash register. Under these circumstances only staff with 
authorised access to the day to day operation of the cash register must carry out the transaction, 
i.e. the cashiers. 

 
Routine checks 

 
The Cost Centre Manager must ensure that the following checks are performed, on at least a weekly 
basis, by a member of staff independent of the day to day operation of the cash register who must 
initial the records examined to confirm that the checks have been carried out. 

 
• Verify that the transaction numbers on the cash register rolls run sequentially, e.g. 

cumulative totals. This is essential to ensure that the cash register has not been 
unofficially operated between formal cashing ups. Any breaks discovered in the 
sequential numbering or cumulative totals must be reported to the Cost Centre 
Manager for investigation and the incident and action taken formally recorded. 

 
• Review the cash register rolls to monitor the use of the "Void" or "No Sale" keys and 

ensure that this is reasonable, or whether there has been an excessive level of 
under 
- ringing. Where irregularities are detected, the cost centre manager must be 
informed and the matter investigated immediately to determine whether there is any 
likely misappropriation of Council income. 

 
• Income banked to be agreed to the cash register rolls. This is to ensure that all 

income received through the cash register has been banked. This is off particular 
relevance where Daily Cash Income Analysis Sheets (DCIAS) compiled from the 
cash register rolls are used to support banking. 
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Where a fraud or theft is suspected by the member of staff carrying out the check this must be 
reported immediately to the Chief Officer and the Audit Manager. 
 
The Cost Centre Manager must ensure that all used cash register rolls are held securely for the 
prescribed period or an audit review has been completed whichever is the later. Advice can be 
sought from the Internal Audit Service. 

 
Cashing up of cash registers 

 
It is recognised that the following procedures may not be wholly appropriate in all instances and as 
a consequence the Cost Centre Managers may need to determine whether they are appropriate 
given the individual cash registers and staff availability at the sites concerned. Nevertheless the 
principles behind the following procedures must remain wherever a cash register is operated. 

 
Action by outgoing cashier(s) when cashing up: 

 
• The ‘cashing up’ process should be carried out by two people. 

 
• Remove the cash float(s) from the register prior to cashing up and reconciling 

income received. The float should be kept separately from income, e.g. in a Float 
Bag, and retained in the safe or other secure cabinet. Under no circumstances 
should the float be kept in the register’s cash drawer overnight or when the 
establishment is closed. 

 
• Count all income left after removal of the float and record details on the form for 

analysing cash collected e.g. “Cash Collection Form”. 
 

• Take the daily/period reading ("X" totals) from the cash register and record this 
on the form for analysing cash collected. 

 
• Compare the total of income counted to the daily/period reading and calculate 

any overs or unders and record these on the form for analysing cash collected. 
 

• The cashier and a witness should sign the form for analysing cash collected. 
 
Action by Duty Manager: 

 
• At the end of the day (or business period) the Duty Manager must take the 

cumulative reading from the cash register and record this on the Cash Collection 
Form or equivalent. Note the void key must not be used to alter the daily/period 
or the cumulative readings. 

 
• The Duty Manager must compare the unique identification numbers of the 

previous and current cumulative readings to ensure that they run sequentially. 
Where these numbers do not exist then it will be necessary for the Duty Manager 
to carry out a reconciliation of the current and previous cumulative readings with 
the daily/period reading (“X” total). This is to identify any unauthorised use of the 
cash register between cashing up periods. Any discrepancies must be reported 
to the Cost Centre Manager immediately. 

 
• The Duty Manager must question any significant over or unders between 

expected income (daily/period reading) and actual takings (cash, cheques 
counted and credit/debit card transactions, where received) and record the 
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response on the Cash Collection Form or equivalent. 
 

• The Duty Manager must report all significant discrepancies to the Cost Centre 
Manager as soon as possible. 

 
• The Duty Manager must sign the Cash Collection Form or equivalent. 

 
• The Duty Manager is responsible for the safe custody of the takings pending 

banking, e.g. all income must be kept in a safe or if not available in secure 
lockable cabinet/drawer. (See sections on security and access to safes and 
lockable cupboards/drawers & cash boxes). 

 
• The Duty Manager must ensure that the empty cash register drawer is left open 

at the close of business. 
 
Collection of cash from vending and amusement machines and telephones 

 
This relates to those machines/telephones controlled by the Council, i.e. where all income collected 
is to be paid to the Council’s bank account. Those machines/telephones that are administered by 
a third party, e.g. concessions, are not subject to these Procedures unless Council staff have 
access to the machines under the agreement with the concessionaire. 

 
All keys must be kept securely and only issued to and used by members of staff authorised to do 
so by the Cost Centre Manager. 

 
Cashing up 

 
When it is required that machines/telephones are to be emptied the following procedure must be 
applied: 

 
• Machines must be emptied by two members of staff. 

 
• Those collecting the cash must jointly count, verify and record the income collected. 

 
A record of income collected from the vending machine or telephone must be maintained 
showing: 

 
• Date of collection, 

 
• Cumulative meter readings, if available, 

 
• Income receivable according to the meter readings, 

 
• Actual cash taken, 

 
• Any overs or unders and 

 
• Signatures of the two members of staff undertaking the collection. 

 
Routine checks 

 
The Cost Centre Manager must ensure that the following checks are carried out and evidenced 
on at least a weekly basis by a member of staff not involved in the emptying and cashing up of 
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vending/telephone machine takings: 
 

• Verification that the cumulative meter readings run sequentially. Any break 
discovered in the cumulative meter readings must be reported to the Cost Centre 
Manager for investigation, and the incident and action taken formally recorded. 

 
• Review records to ascertain whether there is an excessive level of unders or overs. 

Where these are detected, the Cost Centre Manager must be informed immediately 
in order that the matter can be investigated to determine whether there is any likely 
misappropriation of Council income. 

 
• Verify that income collected as detailed on the record of income collected has been 

banked. 
Banking 

 
The following basic procedures must be applied in order that assurance can be gained that all 
income received by the Council is banked to the credit of the Council’s bank or Giro account: 

 
• All income received by the Council must be banked intact. Under NO 

circumstances must retentions or deductions be made to the takings to be banked. 
 

• Any shortages in income identified during the cashing up process must not be 
made up from other sources. 

 
• All ‘overs’ identified in the cashing up process must be banked and under NO 

circumstances must they be removed takings to be banked. 
 

• All overs and shortages must be recorded on the record analysing income collected 
and any significant or persistent discrepancies reported immediately to the Cost 
Centre Manager. 

 
• All income received must be banked promptly, ideally not later than the following 

working day. It is recognised that where small amounts of income are collected it 
may not be practical or appropriate to bank the following working day. In such 
circumstances banking may be delayed at the discretion of the Service Director. 

 
• Ideally no income should be retained over the weekend where the premises are not 

open for business. 
 

• No income should be held for longer than one working week before it is banked. 
 

• Insured limits must be considered in the retention of income pending banking, i.e. 
maximum of £5000 if held in a safe or maximum of £500 if held in a locked 
receptacle, e.g. drawer, cupboard. 

 
• All income must be supported by sufficient documentation to ensure that it can be 

adequately identified and accounted for. This will include the recording of seal 
numbers on the paying in slip where sealed security bags are used. 

 
• Care must be taken to ensure that paying in slips are completed clearly in order that 

income can be identified by Central Cashiers and allocated to appropriate cost 
centre codes. 

 
• Where set banking days have been established these must be adhered to, with the 
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exception  of  official  bank  holidays  where  banking  may  be  done  on  the  first 
appropriate working day following the official holiday. 

 
• Income passed to the Council's Central Cashiers Section for banking must be clearly 

marked with the name of the source of the income and appropriately coded. 
 
Controlled Stationery and Financial Records 
The following controls must be applied to all controlled stationery used for the collections, recording 
and banking of income. Examples of controlled stationery are receipt books, tickets: 

 
• All controlled stationery must be held securely. 

 
• All issues of controlled stationery must be in strict numerical order. 

 
• A record must be maintained to record controlled stationery received into stock 

and issued from stock showing: 
 

• date of receipt or issue and 
 

• numbers of items received/issued. 
 

• Details of officers who have received stationery 
 

• Signatures of issuing/receiving officers. 
 

• A record showing stock levels must be kept up to date. 
 

• The Cost Centre Manager must ensure that an independent and evidenced check 
is carried out of the stock held and recorded in the stock record. 

 
• Correction fluid must not be used to amend errors. Where a correction is necessary 

a line should be drawn through the incorrect entry and the correct figure written 
above or adjacent to it so that the original figure is still be readable. The member of 
staff making the amendment should clearly initial the record. 

 
• All income records such as used official receipt books, used cash register rolls, 

paying in slips etc. must be retained in a secure and identifiable manner for the 
prescribed period or until an audit has been carried out, whichever is the later. 
Advice can be sought from the Internal Audit Service. 

 
Financial records, such as issued receipts, copy paying in slips and DCIAs must be held securely 
pending internal audit examination after which they must be retained in accordance with laid down 
guidelines. Advice can be obtained from the Internal Audit Service. 

 
Petty Cash Floats 

 
The following procedures relate to the control and security of the cash and cheques and not with 
the general procedures for the administration of the Petty Cash Imprest.. 

 
The Petty Cash Imprest Holder is responsible for the security of any cash held in respect of the 
Petty Cash Float and must ensure that the following is applied: 
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• All cash reimbursement cheques and cheque books for Petty Cash 
Bank Accounts must be held in a safe or where none is provided, in 
a locked cabinet/drawer/ cash box. (See section on access and 
security of safes, lockable cupboards/drawers/cash boxes). 

• Where reimbursing cash to staff for expenditure incurred that 
expenditure must be supported by an invoice/receipt. Where an 
invoice/receipt cannot be obtained by the claimant a petty cash 
voucher must be used and held with the petty cash float. 

• The receipt must be signed by a member of staff who made the 
purchase acknowledging that reimbursement from petty cash has 
been given. 

• Under no circumstances should personal or other cheques be cashed 
using imprest funds. 

• Where a cash advance is required pending expenditure the 
following must be applied: 

• A petty cash voucher must be issued and retained with the float as 
evidence of the advance and 

• The receiving officer must sign a petty cash voucher to acknowledge 
receipt of the advance. This will be necessary to reconcile the imprest 
amount. 

• Subsequently the receiving officer must produce invoices/receipts 
in support of expenditure incurred and return any balance unspent 
to the Imprest Holder who should acknowledge the return of the 
balance on the petty cash voucher. 

• Where expenditure in excess of the advance has been incurred 
the balance is reimbursed by the Imprest Holder. 

 
• Where postage is involved, sheets must be maintained by the 

Imprest Holder, recording stamps purchased, stamps used and 
expenditure on other types of postage, e.g. registered, recorded 
delivery. The postage sheet(s) must be totalled, coded etc. and 
entered on the Petty Cash Claim Form. 

 
• The Imprest must be reconciled by the Imprest Holder prior to the 

submission for authorisation and reimbursement. This will require the 
reconciling the cash in hand (including unused stamps, vouchers 
supporting expenditure to the Imprest amount). 

 
• Variances must be shown on the Petty Cash claim form and 

reported to the authorising officer. Significant and/or continuing 
discrepancies must be reported to the Cost Centre Manager, the 
Service Director and the Audit Manager. 

 
• Under no circumstances will imprest reimbursement cheques be 

paid/cashed into unofficial bank accounts or imprest cash 'mixed' 
with other monies official or otherwise. 

 
Reporting of Irregularities 
Any member of staff who thinks that there may have been a theft or other case of 
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misappropriation of the Council's income must inform their line manager 
immediately. Where it is suspected that their line manager may be involved then the 
Internal Audit Service should be informed. 
 
The manager to whom the matter has been reported must inform tthe Chief Officer 
and the Audit Manager. 
 
Any member of staff who has any query with regards to the Banking and Cash Handling 
Procedures must ask their line manager for assistance. If the query is not answered 
then advice can be sought from the Internal Audit Service 
 
No errors should be hidden or obscured 
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