Spalding Community Service District

POLICY HANDBOOK

POLICY TITLE:
Deposits
POLICY NUMBER:
3165
3165.1 All deposits to Lassen County will be made utilizing the County provided deposit form and made to the proper fund.  Two employees shall sign each deposit request verifying the amount to be deposited.
3165.2 Whenever cash deposits are involved, two employees shall count the cash together and sign on the deposit form that the cash to be deposited is agreed upon.
3165.3 Deposits will then be taken to the County Treasurer’s office for processing.  Once the Treasurer’s Office processes the deposit, a receipt will be produced and brought back to the CSD office.  The receipt will be placed in the file with the District’s Financial’ s File.
3165.4 All deposits will be made in their entirety and not journaled against expenses.
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