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CASH COLLECTION PROCEDURES 
This is a useful procedure document to be used as an example and amended as appropriate for local circumstances.
Due to concerns about staff safety and security risk factors many market operators do not accept cash payments now, using card systems instead.
 INTRODUCTION 
The purpose of this document is to ensure that all members of staff in the Markets Unit are fully conversant with and/or have access to documented procedures for effectively performing their duties.  
These procedures specifically deal with arrangements for the collection, handling, safeguarding and lodgement of all cash or monies at the xxx. The procedures should be read in conjunction with the xxx Accounting Manual. 
Day to day responsibility for implementation of the procedure and compliance will be the responsibility of the Markets Manager and their supervisory staff.   
The procedures will be reviewed annually (or more frequently as circumstances may require) by the Markets Manager and updated where necessary. 
All officers and agency personnel involved in any aspect of the collection of stallage or of the auditing/reconciliation procedure will be issued with a copy of the procedures and will be given appropriate training in their operation.  A record will be kept of those who have been trained.  This will include a declaration by each trainee that they are satisfied with the level of training provided.  
Cash Handling Procedures  
Cash receipt books must remain locked within a lockable desk drawer or cupboard. 
A control register is to be kept logging each book in stock and the issue and return of each receipt book.  
Receipt books must be signed back in as soon as practical following conclusion of the cash collection or other procedure for which they are required. 
Receipt books are numbered sequentially and must be issued in order. 
Only the Markets Manager, the Senior Markets Supervisor, or the Markets Supervisor may issue receipt books and have access to the lockable area 
Used cash receipt books are to be filed by category and chronologically in a locked area. 

Cash Collection 
It is recommended that where appropriate cash must be collected by two people.  No member of staff is to be left alone with cash or while collecting cash. 
All cash received must be checked for authenticity with a counterfeit note detector. 
When cash is being collected: Staff should request the sum due, accept the money and ensure it is correct.   Staff should immediately write a receipt and issue it to the customer.  The information recorded on the receipt is to include the following:  
1. The date the receipt is being written. 
2. The trader’s name. 
3. The type of trade. 
4. The number of pitches occupied by the trader. 
5. The amount being receipted. 
6. The signature of the officer writing the receipt. 
During cash collection on market days, consideration should be given to offloading monies into the safe during collection. 
Under no circumstances are staff to become involved in any other duty (with exception of an emergency). 
Under no circumstances are staff to leave the building with cash or a receipt book in their possession. 
Receipt Audit 
Weekly 
Once per week an Officer is to carry out an audit of stallage/receipts issued. 
The receipt audit is to be conducted by an officer not involved in the cash collection being audited. 
During the weekly stallage/receipt audit, the officer can randomly select some traders and ask them to produce the receipts which they have been issued.  These are to be checked against the copy in the receipt book for:  
        -     Traders name. 
        -     Sequence number. 
        -     Date of receipt. 
  -    Amount collected. 
        -    Officers signature 
        -    Correct amount charged.  
The officer is to complete a weekly audit form from the traders' receipts inspected  
The officer is to subsequently check this information against the receipt book copies. 
The Weekly Audit Form should be forwarded to the Markets Manager for his review. The Markets Manager should sign the Weekly Audit Form as evidence of his review. 
Monthly 
The auditing officer may carry out a reconciliation of the following items: 
-    Number of traders  
-    Number of receipts. 
        -     Number of pitches  
        -     Total amount of monies 
The auditing officer is to complete and sign a monthly audit form to verify that the audit has been conducted and everything was found to be satisfactory.  Variances will be investigated  
Cash Banking 
A cash banking form is to be used for each banking.   
Cash banking is to be carried out as follows: 
        -     The person who collected the cash is to firstly arrange bank notes into bundles by   denomination. 
        -      The person who collected the cash is then to count the cash collected and enter the amount on the lodgement control form by denomination and total and sign it. 
        -      The person who issued receipts is to total the amount of receipts issues and enter the amount on the lodgement form and sign it. 
 An independent second signature should be provided witnessing the total monies banked against the receipts issued. 
The council officer present is to complete a banking slip and make up the banking and place it in the safe (this all must be witnessed by the second person).
The more senior officer present is then to sign the control form to confirm that the banking has been completed and that the collection process and banking has been carried out according to these procedures. 
Security Collection 
The Security collection guard and the market member of staff are to enter the safe room and remove the banking bag from the safe. 
The banking bag must be sealed within a Security company sealed envelope. 
The sealed security envelope containing the banking must be placed directly into the Security Company’s carrying box. 
The officer present must witness the guard locking the envelope in the security carrying box. 
The officer must obtain a collection receipt from the Security collection guard for the banking. 
 Financial Returns 
 Weekly Return 
Each Monday one of the following officers must complete a weekly financial return sheet. 
The financial return placed on the xxx file must have the following securely attached to it: 
         -    Cash banking Control Forms (with attached banking slip stubs and Security collection receipts). 
The form must be signed by the person completing the return and then authorised by a more senior officer. 
The officer who is authorising the return must sign both copies. 
Before authorising a weekly return the authorising officer must complete the following checks: 
         -     The sum of the bank lodgement slip stubs for each Cash banking Control form equals the amount entered on the control form under 'total amount lodged.' 
         -     The sum of the Cash banking Control forms equals the total amount on the weekly return.
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