OFFICE OF SUPERINTENDENT OF PUBLIC INSTRUCTION (OSPI) 

CERTIFICATION FEES CASH HANDLING ASSESSMENT – Revised November 2008

Handling Cash/ Deposits/ Transmittals Assessment Questionnaire          
Washington State Pre-Certification Fees 
Purpose:
The following list of questions are designed by the OSPI Certification Office, with the help of OSPI’s Internal Auditor, as a tool to identify and learn your specific certification fees cash handling/deposit / transmittal system.  
In turn, this will help recognize certification fees cash receipts/deposit/ transmittal control weaknesses, but also strengths, to help OSPI assess the current status of your particular certification fee collection process.

Conclusion:
This will lead to overall improvements that need to be made to the present certification fees cash handling/depositing /transmittal procedures and practices for all institutions collecting certification fees for the State of Washington.  
Because the system varies depending if state or private institution; depending upon the size of not only the institution but also the size of the department collecting the certification fees; and depending upon the amount of transactions or type of certifications fees collected and functions of the area, some of the items in the questionnaire may not apply to every cash-handling area. 

NOTE:

Your cooperation and the quality of information you provide is critical to ensure the accuracy of the review and ultimately the quality of the results.
Please provide the following information:

	Institution/ Campus
	THE EVERGREEN STATE COLLEGE

	Department(s) collecting Certification Fees (please list all):
	Master in Teaching Program


	Main Function of the Department(s):
	Residency certification, Professional certification, added endorsements

	Estimated Certification Fees Collected for the Past Three Years (by Year):
	05-06
$2440
	06-07
$2225
	07-08
2140

	Estimated # of Certifications Transacted for the Past Three Years (by Year):
	05-06
120
	06-07
97
	07-08
98

	Name of Certification and/or Business Officer(s) Completing Assessment/Title
	Maggie Foran
Associate Director Master in Teaching Program Certification and Advising

	Email/Telephone Number of those listed above:
	foranm@evergreen.edu
360.867.6559


PLEASE COMPLETE CASH* HANDLING SELF-ASSESSMENT: 
*For the purpose of this document, “cash”, “cash equivalents”, “collections” or “receipts” are used interchangeably to represent funds consisting of currency and coins, checks, money orders, etc.  These guidelines do not cover debit/credit card handling, although many of the concepts are the same.
Provide a brief statement in the comments section (or attach a sheet for more detail) for all items you have marked “NO”.  For the items you have marked “YES” or “N/A” provide your institution’s written policies and procedures or information describing the cash receipting controls  or compensating controls you use.


	To be filled out for collections of certification fees using a manual receipting process
Typically a campus operating unit that collects cash and then deposits to either Main Cashiering or Sub-cashiering Station or transmits the funds collected directly to the ESD 


	
	YES
	NO
	N/A
	Comments


	MANUAL RECEIPTS (no cash register)

	
	
	X
	Electronic receipts generated when entry made to Banner computer system

	1. Are checks stamped with a restrictive endorsement immediately upon receipt by the cashier before securing the check?
	
	
	X
	

	2. Are manual receipts documented by the issuance of sequentially pre-numbered official (pre-printed w/Institutions name) receipts?  
Do we use what is called “Rediform” receipt books?
	
	
	X
	

	3. Is the original receipt given for all transactions that are conducted in person to the student?
	
	
	X
	

	4. Are duplicate copies of receipts retained in the receipt book?
	
	
	X
	

	5. Are receipt books regularly reviewed for missing receipt numbers by someone other than a cashier?
	
	
	X
	

	6. Are all copies of voided pre-numbered manual receipts kept in the bound receipt book?
	
	
	X
	


	To be filled out for collections of certification fees using cash registers
       Usually a campus operating unit that typically collects cash and deposits to either Main Cashiering or Sub-cashiering Station



	
	YES
	NO
	N/A
	Comments

	CASH REGISTERS 

	
	
	
	

	7. Are checks stamped with a restrictive endorsement immediately upon receipt - by the cashier before putting the check in the cash drawer?
	X
	
	
	

	8. Is cash counted and verified when cashiers receive their drawers?
	X
	
	
	

	9. Is only one cashier able to access each cash drawer at any given time so that cash will at all times be in the possession and control of only one person? Are cash drawers assigned to one person and not shared across shifts / employees?
	X
	
	
	

	10. Is a receipt given for all transactions?
	X
	
	
	

	11. Are duplicate copies of receipts retained? (ex: register tape)
	X
	
	
	

	12. Are voids, over-rings, etc. reviewed by a manager or a second employee?  Does that person initial the register tape as proof of review?
	X
	
	
	

	13. Is a change fund (this is apart from a petty cash fund) issued by the Accounting/Comptroller’s Office used to make change for transactions?
	X
	
	
	

	14. Are cash register summary reports reconciled to the cash count at the close of a shift?
	X
	
	
	


	To be filled out only if educator certification fees collected are deposited through the institution’s banking system.

	
	YES
	NO
	N/A
	Comments

	MAKING DEPOSITS
	
	
	
	

	15. Are receipts deposited promptly? (within 24 hours if total is greater than $500, or at least once weekly if total is less) 
	X
	
	
	

	16. Are all funds received deposited intact? 
	X
	
	
	

	17. Are deposit slips prepared in at least duplicate form? (one copy retained in the department, the second copy to the Accounting/Cashiering Office)
	X
	
	
	

	18. Do you use a either a locking bank bag or a sealing plastic tamper proof bag for deposit? (interoffice envelopes are not considered tamper proof)
	X
	
	
	

	19. Do two people accompany the departmental deposit from the office to the nearest depository?
	
	X
	
	Maggie takes checks to college cashier same day as collected


To be filled out by all institutions regardless of procedures.
	
	YES
	NO
	N/A
	Comments

	Segregation of Duties
	
	
	
	

	20. Are all bank statements, deposit slips etc. sent to someone other than the person making the deposit? 
If Yes who receives them?
	X
	
	
	Serena Clark
Fiscal Anaylyst 2 – college accountant

	21. Are the bank statements reconciled on a monthly basis?

Who reconciles the bank statement?  
	X
	
	
	Serena Clark

	22. Are individuals responsible for the cash receipting prohibited from signing checks or reconciling the bank statement?
	X
	
	
	

	23. Are employees who collect and deposit cash prevented from recording cash receipts?
	
	
	X
	Only check or money orders accepted

	
	YES
	NO
	N/A
	Comments

	Management Oversight and Reconciliation
	
	
	
	

	24. Are all resulting discrepancies investigated and resolved by management?
	X
	
	
	Clifford Frederickson
Accounting Manager

	25. Does management investigate all substantial variations from norms such as cash register voids, no sales, refunds, errors, fluctuations in revenue levels, etc.?
	X
	
	
	

	26. Does someone independent of the revenue receipt process reconcile receipts records (receipts, mail log, cash register) to the deposit slip?  
	X
	
	
	

	27. Is this reconciliation regularly reviewed by management?
	X
	
	
	

	28. Are visible indicators of management reviews (such as initials and dates) evident on reconciliations and other reports?
	X
	
	
	


To be filled out by all institutions transmitting certification fees regardless of procedures.
	
	YES
	NO
	N/A
	Comments

	Transmittal of Certification Funds to ESDs
	
	
	
	Quarterly check will be sent to ESD #113

	29. Are the individuals responsible for creating the transmittal independent of those that collect and deposit funds?
How often do you transmit these funds to the ESD?
	X
	
	
	quarterly

	30. Is there back-up documentation supporting the amount of the transmittal?
Please give example of transmittal documentation used.
	X
	
	
	spreadsheet

	31. Is confirmation of transmittal received from the ESD and reconciled to institutions books?  
	X
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