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1.0
PURPOSE
To define the methods and practices of placing revenue into the Districts authorized accounts.
2.0
REVISION HISTORY
07/22/09-Implemented
06/06/2011- Revised 7.3

3.0
ATTACHMENTS

4.0
PERSONS AFFECTED
Finance Team
5.0
POLICY
Revenue for the District shall be collected and processed in a manner that assures accurate accounting, meets all legal requirements, adheres to good accounting practices, and that a separation exists in the handling of revenue to ensure that complete transparency and accountability are maintained.
6.0 DEFINITIONS
N/A
7.0 PROCEDURE
7.1
Revenue internal processing.

All revenue collected for the District shall be initially deposited in account 90912 except emergency medical capital donations which shall be placed in the 90914 account and grant or other revenue requiring a unique process.
7.1.1 Revenue shall be received at the Districts business office during normal business hours and shall be processed in a consistent and accurate manner and deposited into account 90912 by the Financial Assistant (FA).
7.1.1.1 A consecutively numbered receipt book shall be 



used for all funds received by the District business 


office. All non direct deposited revenue shall be 


identified on separate receipts identifying who or 


from where the revenue was provided, the amount 


received, the purpose of the payment, the date, the 


person who received the revenue and processed 


the receipt, and the mode of payment (cash or 


check).
7.1.1.1.1 Revenue received through the District business office shall be initially processed by an office staff member other than the FA.

7.1.1.1.2 Revenue received as a donation to the District shall be processed in the same manner as all other revenue except it shall be deposited in a manner consistent with the donation request which shall be noted on the receipt.

7.1.1.2.1 Donations received with the intent that it be placed in the Community Action Fund of Local 2819, will be processed separately and directly delivered to the Vice President of the Uniformed Contract Bargaining Unit.
7.1.1.1.3 District revenue will be receipted and placed into the revenue bag maintained in the FA’s office.
7.1.1.1.4 This revenue bag shall be maintained by 


the FA in a locked cabinet with 2 locks with 

separate keys. One Key set shall be assigned 
two individuals and the second key set 
assigned two other individuals requiring all 
actions conducted with the revenue bag to 
involve two personnel.

7.1.1.1.5 All checks must be restrictively endorsed "For Deposit Only" immediately upon receipt. This means at the time the transaction occurred.

7.1.1.2 Revenue received through the mail shall be opened and receipted by someone other than the FA and processed the same as other revenue received by the District’s business office.
7.1.1.3 Deposits are required when $1000.00 in revenue has been received, or at least once a week, whichever comes first. The FA shall deposit all revenue generated through these sources into account 90912.

7.1.1.4 The FA shall separate the revenue into cash and checks and reconcile the revenue to the receipt book. 
7.1.1.5 Deposits must be intact, and the composition of checks and cash must match the bank deposit slip and related receipts. Cashing personal checks or payroll checks is not authorized.
7.1.1.5.1 Using the receipt book, the FA shall create a Cash Receipt Summary Report (CRSR) itemizing all revenue received.
7.1.1.5.2 The CRSR shall be filed by the FA for future reference and Auditor review.
7.1.1.5.3 Kitsap County form TC-25 shall be completed by the FA along with the bank deposit receipt and faxed to the Kitsap County Treasurer for proper accounting of revenue. The original TC-25 shall be filed with the deposit slip and cash receipt summary reports for reconciliation at the end of the month. 

7.1.2
Ambulance billing revenue shall be direct deposited by the billing agent into account 90912 with a TC-25 report faxed to the Kitsap County Treasurers office and the Districts business office. The TC-25 report and a receipt of deposit shall be filed by the FA for account reconciliation at the end of the month.
7.2
Deposits

7.2.1 All revenue deposited shall have a Kitsap County TC-25 form (Cash Transmittal and Receipt Form) filled out and faxed or mailed to the Kitsap County Treasurer with a copy of the receipt of deposit slip.
7.2.2  The FA shall copy and file all TC-25 forms and receipts of deposit for future reference and Auditor review.
7.2.3 All revenue, except property taxes, that are direct deposited shall have the TC 25 form filled out and faxed or mailed by the approved party (ambulance billing) or the FA when notified of deposit and a copy of the receipt of deposit slip attached. 
7.2.4 Grant revenue shall be deposited into 90912 unless a unique method is required to process the grant.

7.3
Account Reconciliation.

7.3.1
Monthly, all revenue deposits shall be reconciled from the 

Kitsap County Treasurer’s cash receipt report to the bank 

deposit slips and TC-25 forms by the FA with random reviews by the Administrative Services Manager (ASM).

7.3.2
Every 6 months, the FA shall audit the processing and payment of 6 randomly selected ambulance billings.
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