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POLICY AND PROCEDURE CITY OF MARTENSVILLE
NAME: OFFICE CASH SHORTAGE/OVERAGE NUMBER: 19/91

1. Only bonded City Office staff shall handle cash.

2. The staff completing the daily bank deposit by reconciling cash on hand to receipts shall
complete the Daily Cash Shortage/Overage Report.

3. The Report in the prescribed form, shall show the date, the amount of cash shortage or overage
for that date, the total number of transactions for the day, the total amount of the cash receipts
for that day, the names of all the staff who receipted money along with the amount of money
which they receipted, and the name of the person completing the bank deposit and report.

4. Cash shortage and overages of ten dollars or more shall immediately be reported to Director of
Finance.

5. The Director of Corporate Services shall provide a quarter annual copy of the Daily Cash
Shortage/Overage Report, to the City Manager.

6. Cash shortages shall be made up from the Petty Cash Fund which is t be expensed to Account 1-
4-510-1350 Gen. Govt. — Cash Overage/Shortage.

7. Cash overages shall be receipted and credited to expense Account #1-4-510-1350
Gen. Govt.- Expenses- Cash Overage/Shortage.
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