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1     INTRODUCTION

The purpose of this procedure is to inform you as to the correct procedure for the acceptance, receipting and storing of cash prior to transfer to either the PCT cashiers or the finance department.  This procedure is meant to be an easy reference guide for any Trust officer who handles cash.  A list of other financial procedures, where the handling of cash is discussed in more detail, are listed at the end of this procedure.  If you have any doubts regarding cash handling please refer to the detailed procedures listed below, or your immediate superior or the Financial Controller.  

2     CASH HANDLING 

When accepting cash from a third party, be it a company or an individual, you should take the following steps:-

· During Monday to Friday 9.30am-4-00pm always, without exception, direct the “cash” giver to the PCT cashier’s department, which can accept and receipt the cash on the PCT’s behalf.  Those in the cashier’s department are the experts in cash handling and, whenever possible, you should refer the individual or companies to this department.

Where it is not feasible to instruct individuals/companies to deposit cash directly with the cashier’s department, you may accept the cash on the PCT’s behalf.  If you do this follow these simple rules:

· Always count the cash in the presence of the individual/company depositing the money.

· Wherever possible, ensure that you have a work colleague present when you count the cash.

· When the cash has been counted record, preferably on PCT note paper, the amount received, the date, your signature and your name in block capitals.  

· Ensure that your colleague witnesses your signature (if he or she is available) and writes his/her name in block capitals.  

· Ensure that the person/company making the cash deposit also signs this sheet of paper.  Your piece of paper should have words to the effect “Received £...... from........ on ...........date.”  You should then transfer the cash received to the PCT cashier as soon as practically possible. 

· Make a copy and give it to the cash giver.

· If it is not possible to transfer the cash to the cashier’s department immediately, then place the cash, with your hand written receipt, in a sealed envelope. Write across the seal your name, department, amount contained and place the envelope in a secure location i.e. a locked drawer in an office; and inform your line manager of what you have done.

· Always ensure that you count any cash deposited with you immediately on receipt.  Do not wait until a few hours later, the following day or the Monday after the weekend.  Cash deposited must be totalled up immediately, preferably in the presence of two PCT staff.  

If you are ever in doubt as to what to do please speak either to the cashier’s department direct or the finance directorate who will be able to give you further advice on cash handling.  The key thing to remember is, wherever possible, ask the individual/company to go direct to the cashier’s department to make the deposit or, alternatively, collect the cash yourself in the way described above.

The following is a list of other Trust financial procedures where the handling of cash is discussed in more detail, and additional cash handling requirements may apply

· Patient’s Monies/Properties

· Cashiering
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