Office of the Commissioner of Finance
City of Saratoga Springs

INTERNAL CONTROLS FOR CASH RECEIPTING OF DPS REVENU E

Dated: 02/17/09
Adopted: 03/03/09
Revised and Adopted: 07/06/10
Revised and Adopted: 07/19/11
Revised and Adoptétpdated 08/07/12
Revised and\dopted: 06/18/13

All items receipted by DPS, exclusive of parkintkéts, will be processed through the MUNIS
cash register by batch method. Each transactibmeguire the entry of the individual's initials
when entering the transaction and there will betaitéd audit trail in MUNIS. In addition,
MUNIS will be used to bill for various services tlugh General Billing. A centralized billing
location will allow DPS to be aware of all servide=ing billed for and be able to track
delinquencies to various reports, such as agingrtep

Specific Internal Controls:

Collection of fees such as property maintenance, false alarms, towing surcharge, dumpster, right
of way (ROW), NAVY PILOT, Fire Watch Services, Police Services, Restitution, Code Violations,
insurance recoveries, Accident and Incident Reports etc. - MUNIS

* The cash drawer shall be removed from the safe thikevault has been accessed.
Access to the vault shall be limited to only neeegpersonnel and door shall remain
shut at all times. The combination to the vaudlishe limited to the DPS staff
handling funds. When any one of those employegarates from the City, the
combination shall be changed.

* At the start of each day the employee shall condtreote the amount in the drawer
as the starting bank and ensure it matches the ranfroun the previous night. (See
below for an example of verification and documentabf the cash drawer.)

« All items remitted by DPS, exclusive of parkingkets, shall be processed through
the MUNIS register.

* All customers shall be issued a receipt.

* A sign shall be posted in the office notifying causers that they will be issued a
receipt.

* Areview shall be done to ensure the Dumpster &dWRapplications are complete.
After approval has been received, if required,gbiamit shall be printed. Payment
will be processed at the time of acceptance. Ppdiant will be issued the permit
and a receipt. A copy of the application shallét@ined with the batch, to assist in
cashing out of drawer. After cashing out is cortedlecopy must be retained by DPS
for the required time period with batch number dote

* An application will be completed for accident andident reports and remitted to the
ID Officer. The ID Officer will prepare the necesg report, place it in an envelope
and send it up to DPS for collection of paymenie Bpplicant will pick up the report
from DPS upon payment and proof of identity.

* For payments received which were originally invaditerough general billing, a copy
of the invoice shall be retained by DPS with thiecbaaumber noted.
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Any supporting documentation shall be retained whthregister, such as a copy of
the invoice, application, etc., in order to assisterification of the drawer each night.
After verification of the drawer, it must be retathby DPS with batch number noted.
At the end of each day the register shall be clasg#cnd verified. The cash drawer
balance should be the same as the morning andrtberda of remaining funds should
match the cash register tape. (See below for ampbe of verification and
documentation of the cash drawer and also Cashingh@ Cash Register
Procedures.)

Items unable to be processed each day due toicisutfinformation, or for other
reasons, shall be locked in the vault each night.

In the event the system is down, or under otheuainstances, a hand receipt can be
issued from a preprinted receipt book. The recgiptl include, employee name,
date, received from, dollar mount, and method ghpent. The funds shall be held in
the vault until it can be processed in MUNIS.

Example of Verification and Documentation of the cash drawer

07/17/12 Starting drawer

$1.00 # Quarters #

$5.00 # Dimes #

$10.00 # Nickels #
Pennies #

Grand Total:

07/17/12 Ending drawer

$1.00 # Quarters #

$5.00 # Dimes #

$10.00 # Nickels #
Pennies #

Grand Total:

DPS staff shall use a verification process whesiolpout each register at the end
of the business day.

Creating a payment batch in MUNIS — miscellaneouseceipting only
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Add a batch by clicking on the add icon. Entethia date, department number of
4000, and select a receipt option.

Select the miscellaneous receipt button.

Select the add (+) icon.

Enter department number 4000, name of person paicbimment and charge code.
Enter a description if necessary.

Enter the charge amount, amount being paid. Dalmatge the cash account.

The Org/Object/Project will default in. Revieweasure it is correct and then select
accept.
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Complete the receipt information by selecting paynmethod and enter check
number if applicable. At additional payment refexe, enter your initials. Change
the receipt option if necessary and accept.

Cashing Out the Cash Register

The cash register shall be cashed out on a dasig.ba

A payment proof shall be printed.

The totals for each charge code shall be verifietbtaling up the supporting
documentation for each charge type to ensure acgura

The total checks and cash shall be verified.

The balance in the cash drawer shall be countedemnmhciled as noted above in the
collection of fees procedures.

Once all items are verified, the employee will sagid date, with MM/DD/YY, the
payment proof. Any discrepancies shall be notedraatified.

The batch shall be released.

A copy of the proof and documentation will be re& in the DPS office.
Documentation shall be retained with batch numioéedh

The original proof and funds will be turned ovethe Finance office on a daily
basis. Supporting documentation will be made albgléor inspection and audit by
the Finance office upon request.

The cash drawer shall be locked in the vault eagihtn

Finance will stamp received and initial.

The Finance Office will do a final verification prito depositing the funds with the
bank.

Finance will post the batch and retain the proaf documentation with all others in
the Finance Office for the number of years requirgdecord retention.

Parking Tickets - Complus
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Payment of Parking tickets can be made onlineelgphone, mail or in person at the
DPS office.

Payments made to Complus by telephone or intereat@ated in Complus on a
daily basis. A check for the appropriate amoumémitted to DPS on a weekly basis
with a report detailing the date paid, time, amouidlation, total paid, number of
tickets paid, method of payment and grand totalsel\the report is received it shall
be stamped received and initialed. The report, lghead deposit memo shall be
delivered to Finance for bank deposit and recaaitin to the daily general ledger
files upon receipt. Memo to Finance shall inclndene, date, number and amount of
checks; period the check covers and notation ktieathecks shall not be processed
through the MUNIS register. A copy of the reporalsbe provided to the Director
Finance on a weekly basis.

Payments made by mail are opened daily. Initiath@ate shall be made on the hand
written ticket. The tickets are scanned in Compéusount entered and information
verified to ensure correct ticket payment is bgngcessed. A receipt is printed but
not retained. If a payment is submitted to DP3auit a ticket, it is mailed back with
a request for the ticket or license plate number.
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Payments made in person are accepted immediatedy. §hall be initialed, and
method of payment and amount noted. The ticketse@anned in Complus, amount
entered and information verified to ensure cortieket payment is being processed.
A receipt is printed and given to the customerthdf person does not have the ticket,
they need the license plate number for DPS to gsottee payment.

Each night the batch shall be closed and verifigdlect the totals screen. The cash
and check total shall appear and the Batch TotpbRehall be printed. Add the
cash and check in the drawer and verify they malrify the bank matches as
documented above in Verification and Documentatibtihe cash drawer.

Any discrepancies shall be noted and rectified.

Once all items are verified, the employee will saggrd date, with MM/DD/YY, the
Batch Total Report.

DPS shall retain a copy of the Batch Total Repod i@tain the supporting parking
tickets.

The Batch Total Report and payments shall be deld/& Finance for Deposit on a
nightly basis.

Finance will stamp received and initial.

The Finance Office will do a final verification prito depositing the funds with the
bank

Finance will retain the proof and documentatiorhvall others in the Finance Office
for the number of years required by record retentio

In the event the system is down, or under otheuanstances, a hand receipt can be
issued on a preprinted receipt book. The recéigil snclude, employee name, date,
received from, dollar mount, and method of paymdiite funds shall be held in the
vault until it can be processed in Complus.

On a weekly basis DPS will provide the DirectoiFaiance with the hand held
reports, manual ticket entry reports, and dismissabrts to assist in posting the daily
activity to the general ledger.

On a monthly basis DPS will provide the DirectoiFafance a copy the Aging
Report from Complus.

Letters of good conduct, finger prints and photos
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People living out of the area request the majaritthe letters of good conduct.
Therefore, the fee will be mailed in with the regju® the ID Officer. The ID Officer
will prepare and mail the letter and remit the fdeesctly to Finance for deposit into
Police Services, A054-42260.

Fingerprint fees will be paid by taxicab driversldry certain employment applicants
of the City. They will be collected by the ID Gféir upon completion of the
appropriate application and remitted to the FinaDffece to be applied to the
fingerprint revenue line A044-41520.

Fingerprints may also be done for outside pariesh as teachers. The fee will be
collected by the ID Officer and deposited with Fina to the Public Safety, Other
revenue line A044-41588.
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» Photo fees for accident and investigation scenb$wicollected by the ID Officer
upon completion of the appropriate paperwork amditted to Finance for deposit
into Public Safety, Other revenue line A044-41588.

* Avreceipt from a pre printed three-part receiptliosball be given to each customer. It
shall include date, amount, method of payment,isemrovided, applicant name and
employee name. One part will be given to the applicone to Finance and the third
retained by the Police Department.

» All fees collected by the ID Officer shall be reted to Finance on a daibasis via
memorandum as described in the Finance Policy amceBures Manual. Attached
will be one part of the pre-printed receipt to sogpgach item being remitted,
organized by charge code. A copy of the deposit arandum shall be given to DPS.

» Finance will verify the amount of deposit, procds®ugh the register and leave a
MUNIS receipt in the DPS box in the Finance office.

* DPS shall staple the receipt to their copy of thpasit memorandum.

General Billing — MUNIS

Items to be included in general billing are firetebaservices, police services, if any, towing
surcharge, alarm fees, NAVY PILOT, COPS in Schoode violations, and any other fees
which need to be invoiced.

For instructions on creating a general billing iiwe refer to the “How to do General
Billing Document” on the public drive under Finanda addition:

Creation-of-inveices:

* Duplicate invoices can be printed and reports @agdnerated detailing who is
delinquent, how many days past due, and by geteztgér account.

» Delinqguent accounts shall follow the City’s recdileacollection policy unless
collection method is required under local law, ¢tbaretc.

50f 7



Office of the Commissioner of Finance
City of Saratoga Springs

» Copies of the invoices should be retained wherelH$ employee accepting
payment can access. Processing payment in MUNIIS rezeipting is simpler if the
invoice is available.

» Copies of all general billing invoice maintenan@sings will be provided to the
Director of Finance.

Processing payment for a general billing invoice:

» If a payment entry batch is not already created,atatch by clicking on the Add
icon. Enter in the date, department number of 46060 select a receipt option.

» Select Find and enter in the invoice number atrgilinber. Then select accept.

* Review the invoice that is brought up to determing correct. When certain, select
apply payment.

» Complete the receipt information by selecting paytmethod and enter check
number if applicable. At additional payment refere, enter your initials. Change
the receipt option if necessary and accept.

General Controls:

Donation of City Goods or Services
There shall be no donation of City goods or ses/inaless previously approved by the
City Council. For instance, Police or Fire Sergican not be provided to an
organization free of charge with out prior appravgithe City Council. All goods and
services shall be charged according to the feeblestted by the City Council.

Donations Received by City
All donations received by DPS shall be acceptethbyCity Council in accordance with
City’s Gifts and Donation Policy.

Annual Fees
All fees shall be adopted annually by the City GalunAny changes during the year
should be brought to the Council prior to implenagioh.

Budget Amendments
Any funds received by DPS, which require a budgetradment, shall be put in the DPS
register and an amendment request submitted D apaty Commissioner of Finance in
accordance with the Budget Amendment policy.

Addition of New Revenue
Additional revenue DPS wishes to institute shalbbmught forth to the Finance Office
first to establish and adopt procedures, contfets, etc.

Sale of Property
The annual bike sale and periodic vehicle salel sbaonducted through property room
site, as well as any other surplus or unneededsastBPS.

Restitution
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The Commissioner of Public Safety should attemsietoup a process with the City
Court regarding proper notification of restitutioDPS needs to know when it is declared
by the court, amount, and when payment is due. B¥3Sncountered difficulties
accepting restitution since they currently recditte or no documentation.

Contracts

DPS will work with the City Attorney’s office to veew periodically the necessary
contracts for various services.

Please note in cases where reports are to be sabtiraitd/or reviewed by the Commissioner of

Public Safety, the Commissioner can appoint a desidput must still be responsible to ensure
the tasks are completed.
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