Cash Receipting Segregation of Duties

LI

Payments in Court Employee
Person #1
Receives
payment from
payer.
A 4
Reviews check provided by Processes credit card
Counts cash payer and endorses immediately transaction by
provided by with court endorsements stamp requesting proper
payer. or endorses checks by hand identification and
with “For Deposit Only.” credit card from payer.

A 4

Employee creates a
receipt for payment.

A 4

Payment received is
placed into a secured
drawer, safe, and/or
vault until end of day.




