South San Antonio
Food & Child Nutrition Services
Standard Operating Procedures

Cash Deposit Handling Procedures
Instructions:
1. Cashiers must count their beginning and end of day money and initial. Manager needs to verify and also initial. If Manager is the only cashier another employee must verify money is correct and initial.

2. The deposit slip taken to the bank must have 2 initials to verify the amount is correct.

 
3. All Deposits must be taken to the bank at the end of the day.  Start up money is the only cash that is to be kept in the cafeteria safe over night.

4. Managers, Assistant Managers, Training Managers, and Supervisors are the only employees authorized to take money to the bank.


5. All incorrect (returned) deposits must be corrected and documented with Manager and Supervisor’s Signature.

6. All overages or shortages plus or minus $10.00 must be reported by e-mail from the Manager to the Child Nutrition Director / Operations Director. A South San Antonio ISD Police report will be filed, if necessary.


7. Deposit receipts must be picked up from the bank weekly. Each day’s deposit receipt must be stapled to the front of the end of day paperwork.

8. Cash verification and Inventory audits will be performed by Area Supervisors at a minimum of two per year, or as required.


9. Money must be secure at all times. 
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