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CITY OF HELENA
CASH & CREDIT/DEBIT CARD POLICY

This Policy pertains to all persons accepting and working with cash and/or credit cards on behalf of the City of Helena.
CASH

· For all locations handling cash and/or maintaining a petty cash account on behalf of the city:

· A daily remittance to the Accounting Division must be made if the ending cash balance (including checks) exceeds $500.  Otherwise, a weekly deposit should be made regardless of amount.

CREDIT/DEBIT CARDS
· Credit cards from customers and employees may only be used for purchases of City goods and services.  City policy does not allow cash advances from credit cards.  Also, giving cash advances violates our contracts with our credit card processor and Visa/MasterCard.

· Debit cards from customers and employees may only be used for purchase of City goods and services unless prior approval for providing cash advances is obtained from the City Controller.  Cash advances on debit cards are restricted by the policy below.

CHECK CASHING/DEBIT CARD CASH ADVANCES

Cashing employees checks and providing cash advances is allowed as a convenience for our employees and customers.  This policy may be terminated or changed if the amount of cash on hand necessary for City business is required to increase, or the volume of transactions becomes too large.

· Employee’s personal checks may be cashed for amounts up to $25 per employee, per day at locations approved by the City Controller.  The only location currently approved is the Accounting Division.  

· Cashing of personal checks for non-employees is prohibited.  

· Cashing of 3rd party checks is prohibited for anyone.

· Cash advances on debit cards are not allowed without prior permission of the City Controller.  Approval for a cash location to give advances will be decided on whether City services will be enhanced and if reasonable cash controls can be established.

· Locations approved to give cash advances may not give advances to employees in amounts greater than $25 per day, per employee.  City employees may receive a maximum of $25 per day by either cashing a check or receiving a cash advance on a debit card, not both.

· City customers may receive cash advances from specific locations as approved by the City Controller.  The department head should submit a request that includes a maximum dollar amount to be advanced for customers each location.

· The City Controller may approve exceptions to this policy.  If exceptions are needed, the department head should submit in writing the exception requested to the City Controller including the dollar amounts involved, if applicable.

I acknowledge that, as part of the duties of my current position, I am required to collect payment from City customers in the form of cash, checks or credit cards.  

I agree to abide by the above cash and credit/debit card handling policy and understand that failure to do so could result in disciplinary action.

 EMPLOYEE’S NAME (PRINT)
 EMPLOYEE’S SIGNATURE

 DATE
As the above employee’s supervisor, I acknowledge that it is my responsibility to ensure adherence with the above cash and credit/debit card handling policy.  Failure to do so could result in disciplinary action.

 SUPERVISOR’S SIGNATURE

 DATE
