
 

 

 

 

Establishing Controls  

for Cash Receipts 
 



Introduction 

Developing a defined procedure for processing Cash Receipts is one of the best ways to eliminate mistakes. Most 

distributors process quite a few Cash Receipts payments on a daily basis and the more activity, the more opportunity 

there is for errors. This FAQ offers some simple processes that will help to reduce the number of Cash Receipts 

related mistakes. 

 

The Process 

Cash Receipts processing should always have two 

people involved for accountability purposes. Having 

two people will help to create checks and balances 

i.e. one person is much more likely to miss an error 

they have created. Start by having one person total 

the check amounts for the day. This total will be used 

later to verify the final balance. The person finding 

the original total should keep a copy of the amount 

and print another copy to be sent with the checks to 

be processed.  Note: Regardless of the volume, having two people involved will always increase accuracy and reduce 

mistakes. 

Next, enter the cash receipts. This should be done by someone other than the person who opened the mail and found 

the original total of the checks. Running checks in batches will make it easier to balance and a batch typically 

represents one day, however, credit cards should be processed in a separate batch. This will make it possible to 

balance the cash receipts posting to the credit card amount that clears the bank. Electronic deposits, such as those 

payments directly deposited into your account by customers, can also be treated as a separate batch for easier 

balancing and auditing. 

Now it’s time to print the cash receipt listing. This 

total should match the amount that was calculated in 

the beginning. If there is a discrepancy, this should 

be reviewed and corrected before proceeding. Note: 

this listing should be saved to a PDF folder. Creating 

a file system on the server will help to keep these 

files organized and searchable. For instance, the 

major directory could be Receivables. Under that 

directory could be a sub-directory named Cash 

Receipts and under Cash Receipts could be a 

directory for each year i.e. Cash Receipts 2015. 

Under the year, there could be a directory for each 

month i.e. 2015-04. In this example, the cash receipts 

listing name would be: 2015-04-01-Cash Receipts 

Listing. While this may seem a little bit like overkill, 
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having this amount of detail will make it extremely easy to return to a specific listing should the need arise. 

Next, print the deposit slip. This will list each individual check and can be given to the bank when the deposit is made.  

Finally, make a deposit slip with the total amount of the deposit. 

After the deposit has been created, update the cash receipts. The Cash Receipts Update will post to the customer’s 

account and also post the amount of the deposit (with detail) to the Bank Reconciliation file. The Bank Reconciliation 

program will list each check on the deposit. 

After the deposit has been made, the final step is to verify that the deposit has cleared the bank by comparing your 

bank deposits (from the statement or by going online) to the Bank Reconciliation program.   

It is much easier to balance (Reconcile) when it is done more 

frequently. We recommend reconciling the bank account 

once a week instead of waiting until the end of the month. 

Depending upon the size of the business, the reconciling 

process, both daily and weekly, should be handled by 

someone other than the person handling the actual posting 

of the cash receipts. This allows for tighter controls and 

catches a lot of mistakes that a one person system would 

miss. 

 

Optional Scanning Process 

If a document imaging system is available, checks could be scanned into the electronic files, which will add one more 

level of accountability. Note: this process is highly dependent upon volume so each distributor will have to determine 

if it is appropriate for them. 

Before processing the checks, make a copy of each check with the stub still attached and print an extra copy of the 

deposit slip generated by DataWeld. After the bank deposit has been made, scan all of the copies of the checks, the 

DataWeld deposit slip and the bank deposit slip into a PDF file with a name like:  YYYYMMDD-Scanned Checks (2015-

04-15-Scanned Checks). A separate folder should be created just for scanned checks. The specifics of how this is done 

will vary depending upon the scanner. An inexpensive, low volume scanner is produced by NEAT.  

This type of system creates a searchable PDF with all of the checks for the day along with the deposit slip. 

Important: It is also highly recommended that an automated off-site backup be used to insure that all of the key data 

is backed up and protected. There are a number of different companies that offer backup services. Some of these 

companies back-up continuously, while others back-up once a day. A good place to start is a company like Carbonite.  

Have questions? Feel free to Send us an Email, we welcome the questions! 

https://www.neat.com/
http://www.carbonite.com/
http://www.dataweld.com/contact-us
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Dataweld Software  

1909 Citizens Bank Drive Bossier City, LA 71111 

Phone: 318-746-6111 or Fax: 318-746-0323  

www.Dataweld.com 

http://www.dataweld.com/

