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Checks Received
Policy

Checks received in the mail or hand delivered to CASA office, should be properly accounted for and handled by no fewer than two (2) staff, who will comply with established internal control procedures.

Procedures:

· Two CASA staff members will open and record any checks received through the mail or hand delivered in a log book titled “Cash and Check Log.”  This log shall contain:
· The date the check or cash was received;

· The name of the contributor/grantor;

· The amount of the check or cash;

· The check number;

· The initials of the staff members who opened the mail; and

· The initials of the person receiving the check for deposit.

· After completion of the above process, the documented checks will be:

· Stamped “For Deposit Only;
· Copied for the Monthly Receipts file and the Event or Subject file; with original check, copies, and log book given to the Executive Director (“ED”).
· The ED will file one (1) copy in Monthly Receipts file, and distribute the other copy:

1) Donation check – A check received independent of a specific event or activity
The copy is given to the staff or board member who tracks donations;
2) Registration check – A check received as registration for a specific event or activity
The copy is given to the staff or board member who tracks registrations;
· ED shall initial each check entry in the log book to verify that each received check is properly accounted for and documented; 
· In the event the ED receives and logs the check, the Volunteer Coordinator or other staff will review the original check as being properly endorsed and logged, and shall initial the check entry in the log book;
· The ED will prepare the deposit slip, make a copy of the deposit slip, and attach it to the copy of check; 
· The log book will return to the front desk. 
· The original check shall be deposited by the ED by the end of the week, or within 24-hours if the check is over $500;
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