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	DEPARTMENT OF CHILDREN AND FAMILY SERVICES

CASH COLLECTIONS

Effective immediately every office/program will identify a coordinator that will serve as the regional office/program contact for all cash/in-kind collections.  The coordinator will be responsible for:

· Requesting departmental receipt books;

· Ensuring that all reports are submitted to Finance; and 

· Ensuring all deposits are also submitted timely.

All employees handling cash donations must complete/sign the Employee Acknowledgement of Negotiable Usage Form (original and two copies). The original must be sent to Accounting Services Section – Deposit Unit (they will maintain a copy and forward the original to Personnel Processing for filing), one copy will be filed in the office personnel folder and one copy will be given to the employee.  

A LOCKED BAG MUST BE USED TO TRANSPORT CASH COLLECTIONS AT ALL TIMES.
When DCFS staff receive checks/money orders:

· Ensure all checks/money orders are made payable to Los Angeles County Department of Children and Family Services or DCFS;
· All checks/money orders should be immediately endorsed upon receipt.  Endorsement stamps are available via the Accounting Services Section – Deposit Unit with accompany departmental receipt books. 

· A departmental receipt should always be prepared in ink.  The second and succeeding departmental receipt copies are carbon copies and are not to be written on separately.

All checks/money orders and corresponding receipts should be sent to the Accounting Services Section – Deposit Unit for deposit.  All collections should be deposited daily; except those collections totaling less than $500 may be accumulated until they exceed $500 or the end of the work week it was received, which ever comes first.
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If you have any questions regarding this release please 


e-mail your question to:

Policy@dcfs.lacounty.gov  |


Clerical Handbook: http://lacdcfs.org/Policy/Hndbook%20Clerical/Default.htm
Child Welfare Services Handbook: http://lacdcfs.org/Policy/Hndbook%20CWS/default.htm

FYI’s: http://lacdcfs.org/Policy/FYI/TOCFYI.htm
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