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Retail Cash Office Audit

1. CASH MANAGEMENT

                                                                   STATUS






 

 1.1.  SAFE REVIEW




                                     



                                                        

Conduct a safe count immediately upon the first day of the audit. 

      Multiply unscheduled reviews of the safe count and its content will be conducted during the audit.

· Compare your count to previous count done by the store.  Are cash picks bagged and time locked?

· Is money picked at the end of the day, verified and dropped, before going home?

· Any personal checks located in safe.  Review who has safe combinations.

· Does safe fund amount exceed approved maximum fund? (test 30 days)

· Review inactive register funds. (tape & worksheet should be with each till)

· Any other irregularities. Register operators using change slips.

1.2. SAFE/CASH OFFICE LOCKED, SECURED & LIMITED ACCESS




Are all 3 MIS keys in the safe?  Is office locked with “Best Lock”?  Is safe closed/locked when office

        is unattended?  Are all funds, tills, deposits, change, etc., secured when unattended?  Evaluate cash

        office camera system/peephole.  Are associates using system to screen access?

1.3. DAILY SAFE COUNT PROCEDURES








Beginning with the 1st day of the audit, review 30 days of safe counts.  The safe must be counted 2x’s

       Daily, one of which must be performed by Management.  Note any patterns of overs/shorts.

1.4. PETTY CASH VOUCHER COMPLIANCE








Starting with vouchers contained in your safe count, review the previous 30 days for compliance.

        Note: Test vouchers $20 and over. 

· Are receipts attached where applicable? (compare dates, valid, correct account)

· Is reason stated and in compliance with policy.  Is Management signing petty cash envelope?

· Is Associate signing different from the Management signing/approving voucher?

1.5. GIFT CERTIFICATES CONTROLLED & SECURED






Obtain the gift certificates logs (Master Log & Usage Log) and all gift certificate books.

· Insure all gift certificate books used and un-used are recorded in logs.

· Are gift certificates secured in the safe?  Proper info is filled out on the stub.

· Store certificate is located in book.  Pop-up receipt is attached to book.  Correct SKU is used.

1.6. BANK DEPOSITS/COIN ORDER DEPOSITS ARE IN COMPLIANCE
 



Review one week of bank deposits for the following:

· Deposits going out daily. (deposit date against p/u date)

· Are deposit slips, deposit log (each entry) and Daily Cash Report signed by Management.

· Does deposit slip contain 2 signatures, one of which is Management.

        Obtain from Sales Audit the last month of reconciled coin orders and ensure deposits are paid within 24 hrs.

1.7.  CASH PICKS/PULLS PERFORMED AT SUFFICIENT LEVELS.




Review one week of pulls and document any pulls exceeding $1,000. 












      STATUS     

1.8.  (PART 1)  CREDIT CARDS PROPERLY VALIDATED






· Review at least 3 days of credit cards and ensure slips are franked.


· Review “Weekly Charge Card Redundancy Report” for keyed vs. swiped cards.

· Review “Unauthorized Accepted Credit Transaction Report” for declined cards accepted.

· Ensure cashiers are comparing the “swiped credit card acct. # to the actual acct. # to the card.

1.8.   (Part 2)  CORPORATE CREDIT CARDS  








  Ensure all temporary credit card slips contain customer ID information.

1.9.  CHECKS PROPERLY VALIDATED









        Review checks found during the safe count and randomly review check deposits prior to CDC p/u.

· Starter checks (under #100 series) and checks not containing customers address and name are not accepted.  (Handwritten customer info is accepted)

· Checks (under #300 series) can only be accepted if they do not exceed $250.  Checks over $250 must be certified, valid ID #, telephone verification and contain employee’s ID #.

· Cashier may approve a check under $100 with (1) valid ID.

· Front End Supervisors may approve a check from $100 to $250 with (1) ID.  Note:  If Cashier performing the check transaction is a front-end supervisor, a second different signature is needed.

· All checks over $250 must have telephone verification.

· Store Manager may approve a check up to $500 with valid ID.

· Checks over $500 must be certified. (Excluding manufacture direct delivery, see policy)

· Review “Referred Check Detail Report” for unauthorized charges. (Velocity Code is an automatic reject) and for Associates entering the incorrect acct. # (ABA# used)

· Review “Monthly Return Check Report” and test why check was accepted.

· Ensure that personal checks are not accepted for cash (only for purchases) This applies to both Associates and customers.

· Ensure checks are validated for the same amount written on the check and signed by the customer.

· Ensure Associate pay checks are validated via POS, Associate is present at the register when check is cashed and checks are properly secured and distributed.

· Ensure all registers contain “check sleeves”

1.10   OVER/SHORT TRACKING/DISCIPLINE COMPLIANCE







Review the last 2-3 months and verify that all overs /shorts with a $10 variance (cash and media) contain an associate warning slip.

1.11. DAILY REGISTER REPORT BALANCED TO MEDIA.






Ensure Office Associate is verifying the green computer report to the daily media.

1.12. IS STORE RETAINING & SENDING TO CORPORATE THE PROPER

PAPERWORK













