
Overview 

Antelope Valley Community College District 

Cash Handling 

Process and Procedures 

Many areas receive cash on behalf of the College for the sale of goods and services ( cash 

sales). Payment by currency, check, bank drafts, money orders, and credit and debit card 

are all possible forms of acceptable payment. Strong internal controls must be in place to 

ensure cash proceeds are adequately safeguarded and deposited. It is imperative that 

areas opting to conduct cash transactions fully understand and accept the related cash 

handling responsibilities. 

Purpose 

To state the responsibilities and required procedures related to the safeguarding of cash, 

segregation of duties involving cash handling, the processing of cash proceeds, and 

ensuring the completeness of cash transactions. All individuals receiving cash are 

required to read this Cash Handling Procedures and will be required to sign that they've 

read and understand them. The Division Dean or Director will keep the signed copies on 

file in case of an audit. 

Safeguarding cash 

All cash received in an area is the responsibility of that area until it is deposited with 

Business Services' Cashier or directly with the bank. 

All cash must be kept in a secure location. Particular attention needs to be paid to the 

security of cash overnight and during the day. Cash must not be left unattended during 
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