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The purpose of this policy is to establish departmental procedures for the handling of cash receipts.

The goal of this policy is to ensure the Department’s compliance with state regulations and procedures for the handling of cash receipts as directed in the Massachusetts Management Accounting and Reporting System (MMARS).

Policy

All cash receipts and checks received at any location, accept cash held on behalf of a client in a residential facility, shall be deposit into the department’s sweep account via a Cash Transfer form (CT).

All cash or checks received as refunds to earlier expenditures shall be reported to the Treasurer of the Commonwealth via an Expenditure Refund form (ER) as a deposit into the department’s sweep account. 

All cash or checks shall be deposited within 24 hours of receipt.

Procedures
A.     Receipt of Cash
1. All locations shall forward cash or checks received to the nearest business office within 24 hours of receipt.

2. Business offices shall deposit funds into the “sweep” account maintained at

                 the bank.

         3.     Business offices shall forward Cash Transfer Forms (CT) to the Central Office 
 
     Fiscal Unit for recording cash receipt of miscellaneous revenue including rent 
 
     and meal ticket sales.

B.     Refunds
1. All locations shall forward cash or checks received, accept cash held on behalf of a client in a secure residential facility, to the nearest business office within 24 hours of receipt.

2. Business offices shall deposit funds into the “sweep” account maintained at the bank.

3. Business offices shall forward Expenditure Refund Forms (ER) to the Central Office Fiscal Unit for recording cash receipt of miscellaneous revenue including rent and meal ticket sales.

C.     Reconciliations
         1.     Account supervisors shall review MMARS 469A reports on a monthly basis to 
     ensure that variances are identified and resolved.


OUTCOME MEASURES/PERFORMANCE INDICATORS

· Cash/checks are deposited within 24 hours of receipt.

· All deposits are made to the same sweep account.

· All deposit information is available on line in the MMARS database.

· Account supervisors review MMARS 469A reports on a monthly basis to identify and

      resolve variances.

