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AGENDA
1. Call to Order
2.

Public Comment

3. New Business
a. Manistee County Grants Policy

—

Appendix A

b. Background Check Policy and Procedure
c. Cash Management Policy

—

Appendix C

4. Old Business
5. Other items from Committee members
6. Adjournment

—

Appendix B

Manistee County Grants Policy
Manistee County does not have a centralized grants department; therefore, it is the
responsibility of each department obtaining a grant to care for and be familiar with all
grant documents and requirements. If a grant is Federal, the department should
immediately notify the Finance Officer for inclusion in the County’s Single Audit.
Grant Development, Application, and Approval
Legislative Approval The point at which legislative approval is required is
determined by the requirements of the grant program. If the grant must be
submitted by “an individual authorized by the legislative body”, then Board
approval is required prior to submitting the application. Otherwise, the County
Administrator (or his/her designee) is authorized to submit grant applications. If
an award is given, a copy of the agreement will also be furnished to the
Administrator’s office.
Matching Funds Grants that require cash local matches must be coordinated
through the Administrators office. At a minimum, funds must be identified within
the existing budget to provide the match, or a budget adjustment will be required.
Depending on the nature of the grant, there may also be some policy implications
that will need discussion (for example, will the grant establish a level of service
that cannot be sustained once the grant funds are depleted?).
Grant Budgets Most grants require the submission of an expenditure budget.
The approved grant budget should be provided to the County Administrator’s
Office for input into the financial account system.
—

•

•

—

—

Grant Program Implementation
•

•

•

•

Notification and Acceptance of an Award Official notification of a grant award is
usually sent by a funding agency to the Elected Official or Department Head
designated in the original grant proposal. However, the authorization to spend
grant funds is derived from the Board through the approval of a grant budget,
unless the resolution authorizing the grant application authorizes the County
Administrator to amend the budget upon notification of the grant award.
The award is accepted The Elected Official or Department Head must notify the
Finance Officer and supply for all Federal awards, the Catalog of Federal
Domestic Assistance (CDFA) title and number, grant identification number and
year, name of the Federal agency, and the name of the pass-through entity, if
any. For all State and Local awards, the title and name of the grant award, the
award number, year, and the pass-through entity, if any must be submitted.
Establishment of Accounts The department that obtained the grant will provide
the Finance Officer with information needed to establish revenue and expense
accounts for the project. This information will include a copy of a summary of the
project and a copy of the full project budget.
Purchasing Guidelines All other County purchasing guidelines apply to the
expenditure of grant funds. The use of grant funds does not exempt any
purchase from normal purchasing requirements. All typical paperwork and
bidding requirements apply. All normal staff approvals apply.
—

-

—

—

Grant Cash and Financial Management
The County’s financial system and records will be sufficient for preparing required
reports and for tracing expenditures to a level that establishes funds have been used
according to Federal statutes, regulations, and the terms and conditions of the Federal
award. This is in addition to maintaining a system of funds and accounts in accordance
with state law.
The County’s financial management system will:
•
•
•
•
•

Identify all Federal awards received and expended, including specific information
pertaining to the award: Federal program name; CFDA title and number and
year; and name of Federal and any pass-through agency.
Provide for accurate, current, and complete disclosure of the results of Federal
award in accordance with reporting requirements.
Include records and supporting documentation that identify the source and
application of funds for Federally funded activities, including authorizations,
obligations, unobligated balances, expenditures, assets, income, and interest.
Enable the County to maintain effective internal controls to ensure accountability
and proper safeguarding and use of all funds, property, and other assets (for
example, adequate segregation of duties).
Provide a comparison of expenditures with budget amounts for each Federal
award.

Occasionally, the fiscal year for the granting agency will not coincide with the County’s
fiscal year. This may require adjustments to the internal budget accounts and interim
financial reports as well as special handling during fiscal year-end close. It is the
responsibility of the Elected Official or Department Head to bring such discrepancies to
the attention of the Finance Officer at the time the grant accounts are established.
Allowable Costs for Federal Programs

Expenditures under federal programs are governed by the Federal cost principles
contained in 2 CFR Part 200 Subpart E Cost Principles. The County is committed to
ensuring that costs claimed under Federal awards follow these cost principles as well as
any special terms and conditions contained in the award.
—

When applying these cost principles, the County agrees to:
•
•
•

Maintain responsibility for the efficient and effective administration of the Federal
award through the application of sound management practice.
Assume responsibility for administering Federal funds in a manner consistent
with underlying agreements, program objectives and the terms and conditions of
the Federal award.
Applying accounting practices that are consistent with the cost principles, support
the accumulation of costs as required by the principles, and provide for adequate
documentation to support costs charged to the federal award.

The County will maintain a system of internal controls over Federal expenditures to
provide reasonable assurance that Federal awards are expended only for allowable
activities and that the cost of goods and services charged to Federal awards are
allowable and in accordance with the above referenced cost principles. These controls
will be meet with the following general criteria:
•
•
•
•

•
•
•

Be necessary and reasonable for the performance of the Federal award and be
allocable thereto under these principles.
Conform to any limitations or exclusions set forth in these principles or in the
Federal award as to types or amount of cost items.
Be consistent with policies and procedures that apply uniformly to both federally
financed and other activities of the County.
Be given consistent treatment. A cost may not be assigned to a Federal award as
a direct cost if any other cost incurred for the same purpose in like circumstances
has been allocated to the Federal award as an indirect cost.
Be determined in accordance with generally accepted account principles.
Not be included as cost or used to meet cost sharing or matching requirements
of any other federally financed program in either the current or prior period.
Be adequately documented.

All County employees paid with Federal funds will document the time they expend in
work performed in support of each Federal program, in accordance with the law. County
employees will be reimbursed for travel costs incurred while performing services related
to official business as a Federal grant recipient. The County will establish and maintain
employee policies on hiring, benefits, and leave as approved by the Board.

Internal Controls and Accountability
The County has established several internal control procedures to ensure that:
•
•
•
•

•
•
•

The grant awards are managed to comply with statutes, regulations, and the
terms and conditions of the award.
The County evaluates and monitors the grant awards to ensure compliance with
statutes, regulations, and the terms and conditions of the award.
The County shall take prompt action to correct identified instances of
noncompliance including noncompliance identified in audit findings.
The County must take reasonable measures to safeguard sensitive information
and assets purchased with grant awards, consistent with privacy obligations and
applicable Federal and State laws.
Ensure adequate internal controls are in place in the handling of cash receipts
from the time of receipt to deposit in the appropriate depository account.
Established adequate internal controls and written procedures to ensure
payments are made only for approved purposes.
Maintain adequate accounting records for cash receipts and payments.

Annual Audits
If the County is required to have a single audit completed in accordance with 2 CFR
Part 200 Subpart F Audit Requirements, the County Finance Officer, will accumulate
the information necessary to prepare a schedule of expenditure of Federal awards
(SEFA or the “schedule’) in accordance with Federal and State requirements.
—

MLf
•

•
•
•

•

•
•

The schedule will include all Federal financial assistance. Amounts will be
reported whether received directly from the Federal government or through a
pass-through agency (given that the County is determined to be a subrecipient
and not a vendor).
Non-cash assistance will be identified as such in the schedule.
The schedule will be prepared on the same basis of accounting as the related
financial statements.
Federal awards will be grouped based on Federal awarding agency. Each
Federal award with current expenditures will be listed along with the CFDA
number, pass-through grantor name (if applicable) and award/pass through
grantor number (if applicable).
If the CFDA number of a Federal award cannot be reasonably determined, it
shall be reported in the schedule using the two-digit prefix for the related Federal
agency, followed by “UNKNOWN”.
To the extent that amounts are passed through to subrecipients, such amounts
will be identified on the face of the Schedule by award number.
To the extent that a separate line item is included in the financial statement for
Federal revenue, this amount shall agree to expenditures in the schedule. Any
reconciling items will be disclosed in the footnotes to the schedule.

Uniform Guidance Compliance Supplement

—

General Information:

Board Policies. The following financial policies have been separately reviewed and
approved by the Board of Commissioners. These policies may be incorporated into this
document by reference. All the policies below are applicable to Federal grants where
appropriate:
•
•
•
•
•
•

Fund Balance Policy
Credit Card Policy
Electric Funds Transfer Policy
Investment Policy
Travel Policy
Procurement Policy

A-S
2 CFR Part ZOO Subpart E: Cost Principles
Noteworthy Additions or Changes for Select Items of Cost
This table is for reference purposes only and is not exhaustive of all changes or requirements; therefore,
grantees are encouraged to consult the full text of the regulations in 2 CFR 200.

Reference

Title

200.425

Audit services.

200.428

200430

200.432

200433

H 200.435

200,436

200.437

f4oteworthy Additions, Changes, or Clarifications

Costs associated with audits not conducted in accordance with
Single Audit requirements and audits that fall below the Single
Audit threshold are unallowable. Under the cost principles, those
costs were allowable if included in the indirect cost rate or
approved by awarding agency as a direct cost. Financial statement
audit and agreed upon procedure 5Collections of
New The costs incurred by a non-Federal entity to recover
improper payments. improper payments are allowable as either direct or indirect costs,
jppropriate.
Compensation
I Charges for employee compensation must be based on records
personal services,
accurately reflecting work performed; however, no specific types of
documentation (e.g., personnel activity reports) are required.
Documentation standards that grantees must meet are listed.
Substitute systems, if approved by cognizant Federal agency, are
allowed State, local, and tribal government.
ConferencesRequires conference hosts/sponsors to ensure that conference
i costs are appropriate, necessary and managed in
a manner that
minimizes costs to the Federal award. The costs of identifying, but
not providing, locally available dependent-care resources are
allowable.
Contingency
{7iiblei’Thmitedcircumsices, with appropriate methodology
provisions.
used to create estimates, and must be consistent with the cost
principles and other requirements in this Part (see also Standards
for Financiat and Program Management of Subpart D and section
200.403 Factors Affecting Allowability of Costs); be necessary and
reasonable for proper and efficient accomplishment of project or
program objectives, and be verifiable from the non-federal entity’s
records.
Defense and
Language streamlined for consistency and now specifically
prosecution of
references Whistleblower Protection Act.
criminal and civil
proceedings, claims,
appeals and patent
infringements.
Depreciation.
Change to GAAP standards. Donated assets valued at time of
donation and may be depreciated or claimed as matching but not
both. Eliminates the use allowance method of recovering costs
jassociated with recovering_building costs.
Employee health
Employee morale costs are unallowable. Costs incurred in
and welfare costs.
accordance with the non-Federal entity’s documented policies forj
—

—

1

Reference

Title

Noteworthy Additions, Changes, or Clarifications
the improvement of working conditions, employer-employee
relations, employee health, and employee performance are
allowable, but must be equitably distributed to all activities of the
non-Federal entity
Unallowable unless costs have a programmatic purpose and are
authorized in the approved budget for the Federal award or costs
have prior written approval from the Federal awarding_agency.
Added Tribal law violations. Now states that “alleged violations”
and not just “violations” are unallowable except when they result
directly from complying with the terms of a Federal award or are
approved in advance by the Federal awarding agency.

‘

200.438

Entertainment
costs.

200441

Fines, penalties,
damages, and other
settlements.

200.449

Interest.

—

L

200.453

L
‘

200.455
200.456

200.460

200.461

0.463

J
t

Establishes the date of January 1, 2016, as the date that non
Federal entities whose fiscal year starts on or thereafter may be
reimbursed for financing costs associated with patents and
computer software.
Changes/additions to definitions

Materials and
supplies costs,
including costs of
computing devices.
Organization costs.

—

--.
..____
.

Unallowable to all organizations unless specific approval by the
jawarding Federal agency.
Participant support
Defined and allowable with prior approval. The treatment of
costs.
participant support costs is in the definition of modified total direct
costs and in the appendices on indirect costs rates, Appendix IV to
Part 200.
Proposal costs.
Changed the language that allowed for other than indirect
treatment of these costs, though rule remains that these costs
should normally be treated as indirect. Proposal costs of past
accounting_periods_will be allocable to the current period
Publication and
Resolves a long-standing issue with charges necessary to publish
printing costs.
research results, which typically occur after expiration, but are
otherwise allowable costs of an award.
Recruiting costs.
Clarifies that special emoluments, fringe benefits, and salary
allowances that do not meet the test of reasonableness or do not
• conform to the established practices of the entity are unallowable.
Specifically addresses allowability of short-term travel visa costs.
Relocation costs of
Repayment of funds is required if employee resigns for reasons
employees.
Jwithin the employee’s control within 12 months after hire date.
Rental costs of real
Includes “sale and lease back” and “less-than-arm’s-length”
property and
restrictions and home office space.
equipment
Student activity
Costs incurred for intramural activities, student publications,
costs.
student clubs, and other student activities are unallowable unless
specifically provided for in the Federal award.
Travel costs.
Provides that temporary dependent care costs that result directly
from travel to conferences and meet specified standards are
allowable.
.

2

n—n

Regulations

>

Title 2

>

El View all text of Subgrp 41

§

200.453

-

Chapter II

(

200.420

>

-

§

Part 200

>

Subpart F

>

Subjgrp 41

>

§ 200453

200.476]

Materials and supplies costs, including costs of computing devices.

(a) Costs incurred for materials, supplies, and fabricated parts necessary to carry out a Federal award are allowable.
(b) Purchased materials and supphes must be charged at their actual prices, net of applicable credits. Withdrawals
from general stores or stockrooms must be charged at their actual net cost under any recognized method of pricing
inventory withdrawals, consistently applied. Incoming transportation charges are a proper part of materials and
supplies costs.
(c) Materials and supplies used for the performance of a Federal award may be charged as direct costs. In the
specific case of computing devices, charging as direct costs is allowable for devices that are essential and
allocable, but not solely dedicated, to the performance of a Federal award.
(d) Where federally-donated or furnished materials are used in performing the Federal award, such materials will be
used without charge.
[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75887, Dec. 19, 20141
AUTHORITY: 31 U.S.C. 503
SOURCE 78 FR 78608, Dec. 26, 2013, unless otherwise noted.
CITE AS: 2 CER 200.453

000
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Regulations

>

Title 2

>

52 View all text of Subjgrp 41

Chapter II

>

Part 200

[ 200.420 § 200
-

§ 200.475

-

>

Subpart E

>

Subjgrp 41

>

§ 200.475

4761

Travel costs.

(a) General, Travel costs are the expenses for transportation, lodging, subsistence, and related items incurred by
employees who are in travel status on official business of the non-Federal entity. Such costs may be charged on an
actual cost basis, on a per diem or mileage basis in lieu of actual costs incurred; or on a combination of the two,
provided the method used is applied to an entire trip and not to selected days of the trip, and results in charges
consistent with those normally allowed in like circumstances in the non-Federal entity’s non-federally-funded
activities and in accordance with non-Federal entity’s written travel reimbursement policies. Notwithstanding the
provisions of § 200444, travel costs of officials covered by that section are allowable with the prior written approval
of the Federal awarding agency or pass-through entity when they are specifically related to the Federal award.
(b) Lodging and subsistence. Costs incurred by employees and officers for travel, including costs of lodging, other
subsistence, and incidental expenses, must be considered reasonable and otherwise allowable only to the extent
such costs do not exceed charges normally allowed by the non-Federal entity in its regular operations as the result
of the non-Federal entity s written travel policy. In addition, if these costs are charged directly to the Federal award
documentation must justify that:
(1) Participation of the individual is necessary to the Federal award; and
(2) The costs are reasonable and consistent with non-Federal entity’s established travel policy.
(c)(1) Temporary dependent care costs (as dependent is defined in 26 U.S.C. 152) above and beyond regular
dependent care that directly results from travel to conferences is allowable provided that:
(i) The costs are a direct result of the individual’s travel for the Federal award,
(ii) The costs are consistent with the non-Federal entity’s documented travel policy for all entity travel; and
(Ui) Are only temporary during the travel period.
(2) Travel costs for dependents are unallowable, except for travel of duration of six months or more with prior
approval of the Federal awarding agency. See also § 200.432.
(d) In the absence of an acceptable, written non-Federal entity policy regarding travel costs, the rates and amounts
established under 5 U.s C 5701-11, (“Travel and Subsistence Expenses; Mileage Allowances”), or by the
Administrator of General Services, or by the President (or his or her designee) pursuant to any provisions of such

subchapter must apply to travel under Federal awards (48 CAR 31.205-46(a)).

Download the 0’;Rogs app!

4-9
(i) Require circuitous routing;
(ii) Require travel during unreasonable hours;
(ih) Excess!vely prolong travel,
(iv) Result in additional costs that would offset the transportation savings, or
(v) Offer accommodations not reasonably adequate for the traveler’s medical needs The non-Federal entity
must justify and document these conditions on a case-by-case basis in order for the use of first-class or
business-class airfare to be allowable in such cases.
(2) Unless a pattern of avoidance is detected, the Federal Government will generally not question a non-Federal
entity’s determinations that customary standard airfare or other discount airfare is unavailable for specific trips if
the non-Federal entity can demonstrate that such airfare was not available in the specific case.
(flAir travel by other than commercial carrier Costs of travel by non-Federal entity-owned, -leased, or -chartered

aircraft include the cost of lease, charter, operation (including personnel costs), maintenance, depreciation,
insurance, and other related costs. The portion of such costs that exceeds the cost of airfare as provided for in
paragraph (d) of this section, is unallowable.
[78 FR 78608, Dec. 26,2013, as amended at 79 FR 75887, Dcc- 19,2014; 85 FR 49570, Aug. 13,20201
AUTHORITh 31 U.S.C. 503
SOURCE: 73 FR 73608, Dec. 26,2013, unless otherwise noted,
CITE AS. 2 CFR 200.475
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sq—ic
terms and conditions of the Federal award, should be
treated as a direct cost.
§200.474 Travel costs.
(a) General Travel costs are the expenses for
transportation, lodging. subsistence. and related
items incurred by employees who are in travel status
on official business of the non-Federal entity. Such
costs may be charged on an actual cost basis, on a
per diem or mileage basis in lieu of actual costs
incurred, or on a combination of the two, provided the
method used is applied to an entire trip and not to
selected days of the trip, and results in charges
consistent with those normally allowed in like
circumstances in the non-Federal entity’s nonfederally-funded activities and in accordance with
non-Federal entity’s written travel reimbursement
policies. Notwithstanding the provisions of §200.444
General costs of government, travel costs of officials
covered by that section are allowable with the prior
written approval of the Federal awarding agency or
pass-through entity when they are specifically related
to the Federal award.
(b) Lodging and subsistence. Costs incurred by
employees and officers for travel, including costs of
lodging, other subsistence, and incidental expenses,
must be considered reasonable and otherwise
allowable only to the extent such costs do not exceed
charges normally allowed by the non-Federal entity in
its regular operations as the result of the non-Federal
entity’s written travel policy. In addition. if these costs
are charged directly to the Federal award
documentation must justify that:
(1) Participation of the individual is necessary to
the Federal award; and
(2) The costs are reasonable and consistent
v4th non-Federal entity’s established travel policy.
(c)(1) Temporary cependent care costs (as
dependent is defined in 26 U.S.C. 152) above and
beyond regular dependent care that directly results
from travel to conferences is allowable provided that:
(i) The costs are a direct result of the
individual’s travel for the Federal award;
(U) The costs are consistenl with the nonFederal entity’s documented travel policy for all entity
travel; and
(iW) Are only temporary during the travel period.
(2) Travel costs for dependents are unallowable,
except for travel of duration of six months or more
with prior approval of the Federal awarding agency.
See also §200.432 Conferences.
(d) In the absence of an acceptable, written
non-Federal entity policy regarding travel costs, the
rates and amounts established under 5 U.S.C. 570111, (‘Travel and Subsistence Expenses; Mileage
Allowances”), or by the Administrator of General
Services, or by the President (or his or her designee)
pursuant to any provisions of such subchapter must

MAX I MU S

apply to travel under Federal awards (48 CFR
31.205-46(a)).
(e) Commercial air travel. (1) Airfare costs in
excess of the basic least expensive unrestricted
accommodations class offered by commercial airlines
are unallowable except when such accommodations
would:
(i) Require circuitous routing;
(ii) Require travel during unreasonable hours;
(Hi) Excessively prolong travel;
(iv) Result in additional costs that would offset
the transportation savings: or
(v) Offer accommodations not reasonably
adequate for the travelers medical needs. The nonFederal entity must justify and document these
conditions on a case-by-case basis in order for the
use of first-class or business-class airfare to be
allowable in such cases.
(2) Unless a pattern of avoidance is detected,
the Federal Government will generally not question a
non-Federal entity’s determinations that customary
standard airfare or other discount airfare is
unavailable for specific trips if the non-Federal entity
can demonstrate that such airfare was not available
in the specific case.
(f) Air travel by other than commercial
carrier Costs of travel by non-Federal entity-owned,
leased, or -chartered aircraft include the cost of
lease, charter, operation (including personnel costs).
maintenance, depreciation, insurance, and other
related costs. The portion of such costs that exceeds
the cost of airfare as provided for in paragraph (d) of
this section. is unallowable.
78 FR 78608, Dec. 26, 2013, as amended at 79 FR
75887, Dec. 19, 2014]

-

§200.475

Trustees.

Travel and subsistence costs of trustees (or
directors) at IHEs and nonprofit organizations are
allowable. See also §200.474 Travel costs.

Subpart F—Audit Requiqmentsfl
GENERAL

§200.500 Purpose
This part sets forth standards for obtaining
consistency and uniformity among Federal agencies
for the audit of non-Federal entities expending
Federal awards.
AUDITS

§200.501

Audit requirements.

(a) Audit required. A non-Federal entity that
expends $750,000 or more during the non-Federal
entity’s fiscal year in Federal awards must have a
single or program-specific audit conducted for that
year in accordance with the provisions of this part.
79

(b) Single audit. A non-Federal entity that
expends $750,000 or more during the non-Federal
entity’s fiscal year in Federal awards must have a
single audit conducted in accordance with §200.514
Scope of audit except when it elects to have a
program-specific audit conducted in accordance with
paragraph (c) of this section.
(c) Program-specific audit election. When an
auditee expends Federal awards under only one
Federal program (excluding R&D) and the Federal
program’s statutes, regulations, or the terms and
conditions of the Federal award do not require a
financial statement audit of the auditee. the auditee
may elect to have a program-specific audit conducted
in accordance with §200.507 Program-specific audits.
A program-specific audit may not be elected for R&D
unless all of the Federal awards expended were
received from the same Federal agency. or the same
Federal agency and the same pass-through entity.
and that Federal agency. or passthrough entity in the
case of a subrecipient, approves in advance a
program-specific audit.
(d) Exemption when Federal awards expended
are less than $750,000. A non-Federal entity that
expends less than $750,000 during the non-Federal
entity’s fiscal year in Federal awards is exempt from
Federal audit requirements for that year, except as
noted in §200.503 Relation to other audit
requirements, but records must be available for
review or audit by appropriate officials of the Federal
agency, pass-through entity, and Government
Accountability Office (GAO).
(e) Federally Funded Research and
Development Centers (FFRDC). Management of an
auditee that owns or operates a FFRDC may elect to
treat the FFRDC as a separate entity for purposes of
this part.
(f) Subrecipients and Contractors. An auditee
may simultaneously be a recipient. a subrecipient.
and a contractor. Federal awards expended as a
recipient or a subrecipient are subject to audit under
this part. The payments received for goods or
services provided as a contractor are not Federal
awards. Section §200.330 Subrecipient and
contractor determnations sets forth the
considerations in determining whether payments
constitute a Federal award or a payment for goods or
services provided as a contractor.
(g) Compliance responsibility for conlractors. In
most cases, the auditee’s compliance responsibility
for contractors is only to ensure that the procurement.
receipt, and payment for goods and services comply
with Federal statutes, regulations, and the terms and
conditions of Federal awards. Federal award
compliance requirements normally do not pass
through to contractors. However, the auditee is
responsible for ensuring compliance for procurement
transactions which are structured such that the
contractor is responsible for program compliance or
the contractor’s records must be reviewed to

MAXIMUS

determine program compliance. Also, when these
procurement transactions relate to a major program,
the scope of the audit must include determining
whether these transactions are in compliance with
Federal statutes. regulations. and the terms and
conditions of Federal awards.
(h) For-profit subrecipient. Since this part does
not apply to for-profit subrecipients, the pass-through
entity is responsible for establishing requirements, as
necessary, to ensure compliance by for-profit
subrecipierits The agreement with the for-profit
subrecipient must describe applicable compliance
requirements and the for-profit subrecipient’s
compliance responsibility. Methods to ensure
compliance for Federal awards made to for-profit
subrecipients may include pre-award audits,
monitoring during the agreement, and post-award
audits. See also §200.331 Requirements for passthrough entities.
[78 FR 78608, Dec. 26, 2013. as amended at 79 FR
75887, Dec. 19, 20141
§200.502 Basis for determining Federal awards
expended.
(a) Determining Federal awards expended. The
determination of when a Federal award is expended
must be based on when the activity related to the
Federal award occurs. Generally, the activity pertains
to events that require the non-Federal entity to
comply with Federal statutes, regulations, and the
terms and conditions of Federal awards, such as:
expenditure/expense transactions associated with
awards including grants. cost-reimbursement
contracts under the FAR, compacts with Indian
Tribes, cooperative agreements, and direct
appropriations; the disbursement of funds to
subrecipients; the use of loan proceeds under loan
and loan guarantee programs; the receipt of property;
the receipt of surplus property: the receipt or use of
program income; the distribution or use of food
commodities; the disbursement of amounts entitling
the non-Federal entity to an interest subsidy; and the
period when insurance is in force.
(b) Loan and loan guarantees (loans). Since the
Federal Government is at risk for loans until the debt
is repaid, the following guidelines must be used to
calculate the value of Federal awards expended
under loan programs, except as noted in paragraphs
(c) and (d) of this section:
(1) Value of new loans made or received during
the audit period; plus
(2) Beginning of the audit period balance of
loans from previous years (or which the Federal
Government imposes continuing compliance
requirements; plus
(3) Any interest subsidy, cash, or administrative
cost allowance received,
(c) Loan and loan guarantees (loans) at
IHEs. When loans are made to students of an HE but
the IHE does not make the loans, then only the value
80
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Background Check Policy and Procedure

All offers of employment and/or appointments to Manistee County Commissions/Boards are
contingent upon clear results of a thorough background check. Background checks will be
conducted on all candidates and employees who are promoted, as deemed necessary.
Background checks will include:
•

Social Security Verification: validates the applicant’s Social Security number, date of
birth and former addresses.

•

Prior Employment Verification: confirms applicants employment with the listed
companies, including dates of employment, position held and additional information
available pertaining to performance rating, reason for departure and eligibility for rehire.

•

Personal and Professional References: calls will be placed to individuals listed as
references by the applicant.

•

Educational Verification: confirms the applicant’s claimed educational institution,
including the years attended and the degree/diploma received.

•

Criminal History: includes review of criminal convictions and probation. The following
factors will be considered for applicants with a criminal history:
o

The nature of the crime and its relationship to the position.

o

The time since the conviction.

o

The number (if more than one) of convictions.

The following additional background searches will be required if applicable to the position:
•

Motor Vehicle Records: provides a report on an individual’s driving history in the state
requested. This search will be run when driving is an essential requirement of the
position.

Procedure
Final candidates and/or Committee or Board appointees must complete an AUTHORIZATION
TO RELEASE INFORMATION form.
The Human Resource Generalist will order the background check upon receipt of the signed
release form and will notify the hiring Department Head or the Manistee County Clerk regarding
the results of the check. In instances where negative or incomplete information is obtained, the
appropriate management will assess the potential risks and liabilities related to the
job/appointment requirements and determine whether the individual should be hired or
appointed.
Background check information will be maintained in a file separate from employees’ personnel
files for a minimum of five years.
Manistee County reserves the right to modify this policy at any time without notice.
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Background Check Policy and Procedure

All offers of employment and/or appointments to Manistee County Commissions/Boards are
contingent upon clear results of a thorough background check. Background checks will be
conducted on all candidates and employees who are promoted, as deemed necessary.

Background checks will include:
•

Social Security Verification: validates the applicant’s Social Security number, date of
birth and former addresses.

•

Prior Employment Verification: confirms applicant’s employment with the listed
companies, including dates of employment, position held and additional information
available pertaining to performance rating, reason for departure and eligibility for rehire.

•

Personal and Professional References: calls will be placed to individuals listed as
references by the applicant.

•

Educational Verification: confirms the applicant’s claimed educational institution,
including the years attended and the degree/diploma received.

•

Criminal History: includes review of criminal convictions and probation. The following
factors will be considered for applicants with a criminal history:
o

The nature of the crime and its relationship to the position.

o

The time since the conviction.

o

The number (if more than one) of convictions.

The following additional background searches will be required if applicable to the position:
•

Motor Vehicle Records: provides a report on an individual’s driving history in the state
requested. This search will be run when driving is an essential requirement of the
position.

Procedure
Final candidates anWor Committee or Board appointees must complete an AUTHORIZATION
TO RELEASE INFORMATION form.
The Human Resource Generalist will order the background check upon receipt of the signed
release form and will notify the hiring Department Head or the Manistee County Clerk regarding
the results of the check. In instances where negative or incomplete information is obtained, the
appropriate management will assess the potential risks and liabilities related to the
job/appointment requirements and determine whether the individual should be hired or
appointed.
Background check information will be maintained in a file separate from employees’ personnel
files for a minimum of five years.
Manistee County reserves the right to modify this policy at any time without notice.

MANISTEE COUNTY
CASH MANAGEMENT POLICY
PURPOSE AND SCOPE
This policy governs the handling of County Cash, as directed by MCL 48.40 empowering the County
Treasurer to be responsible for County funds and MCL 46.11 empowering the County Board of
Commissioners to establish rules and regulations in reference to the management of the interest and
business of the county. The term “County Cash” applies to currency, coins, checks, credit card payments,
electronic payment media and other negotiable instruments payable in money to the County. All moneys
which come into the hands of any County Officer or employee pursuant to this policy are public moneys
and steps shall be taken to ensure its safekeeping.

AUTHORITY IN COUNTY TREASURER
The County Treasurer is authorized to promulgate rules, subject to approval by the Board of
Commissioners, for establishing the following procedures:

$

Receipt, handling and deposit by Elected Officials and employees of County Cash into the County
Treasurer;

$
$
$

Method of documentation on all such transactions;

$
$

Regular reporting to the County Treasurer;
Certifying and rescinding qualification by the County Treasurer of all County employees who are
authorized to receive or handle County moneys in the regular course of their employment or
departmental activities;
Inspection of departmental cash records, including averages or shortages; and
Inspection of departmental practices and procedures in handling County Cash.

The County Treasurer may enforce these rules through on-site inspections; by rescinding qualification of
any employee who fails to comply with the Rules as adopted and, in the event of noncompliance by a
department or employee, requiring that payments be authorized by the County Treasurer, or deposited
at his/her office.

DUTIES OF COUNTY PERSONNEL
Any County officer or employee who receives County Cash in the normal scope and course of his/her
duties, shall:
A.

County cash shall be:
1. Balanced daily.
2. A deposit prepared daily is preferred, but at a minimum, deposits must be prepared
weekly.
3, Deposit delivered daily/weekly to County Treasurer.
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B.

County cash shall be kept separate and apart from the individual’s own money and shall not be
commingled with the individual’s own money, nor with the money of any other person, firm or
corporation, pursuant to MCL 750.490.

C.

Comply with rules promulgated by the County Board of Commissioners for handling and
processing of County Cash and for documentation and dissemination of records and with
departmental internal procedures.

D.

Understand the skills and knowledge areas required to be a competent County cash handler,
representing the County in a professional and courteous manner.

E.

Minimize manual paper transactions and recording/reporting. Increase electronic payment
mechanisms such as wire transfers, credit and debit card payments and recording/reporting.

F.

Notify the employee’s supervisor, County Financial Officer, and County Treasurer of any loss or
theft of County money immediately upon discovery. Written notice shall be given to them no later
than twenty-four (24) hours after discovery.

G.

Be subject to disciplinary action (determined by appropriate Elected Off cial or Department Head)
up to and including termination for failure to comply with departmental policies, adopted Board
rules, collective bargaining agreements and/or duties described in this policy. Misappropriation
of funds may result in criminal prosecution.

QUALIFICATION OF RECEIVERS AND CASHIERS
Only persons who are qualified shall receive and handle County Cash on a regular basis in the scope
and course of their employment. Department Heads shall, in the first instance, designate and train
employees in their department as to proper cash handling practices consistent with this policy. As a
condition to qualification, the County Treasurer may require that the employee complete a course of
instruction or training and/or pass an examination on the secure processing of money, consistent with
the County Board adopted rules, procedures and applicable departmental rules.
All Cash Handlers shall be certified by the County Treasurer. To become certified, Cash Handlers must
read the “Manistee County Cash Management Policy” and the ‘Manistee County Cash Management
Policies & Procedures Manual” (APPENDIX A) and sign the “Manistee County Cash Handler Agreement”
(APPENDIX B).

DEPARTMENT HEADS SHALL COMPLY WITH THE FOLLOWING PROCEDURES:
A.
B.

Assign the receiving of County Cash only to those persons who are qualified to perform those
functions.
Maintain a system of procedures, documentation and reporting on receipt handling and deposit
of County funds consistent with the County Board of Commissioners’ policy.

C.

Notify the County Financial Officer and County Treasurer of any continuing pattern of loss in
excess of twenty dollars ($20.00), or theft of County Cash immediately upon discovery. In the
event of potential theft or other recurring type of irregularity, the County Prosecutor’s Office shall
be notified. Written notice shall be given no later than twenty-four hours after discovery.

D.

Allow the Treasurer or his/her designee to make on-site inspections and observe the processing
of County Cash, and to make inspections of departmental collection records.
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STARTUP CASH! PETTY CASH:
Departments who take payments from the public are in need of startup cash for their cash
drawers. Start up cash is “cash approved by the Board of Commissioners on a case by case
basis for use as start-up funds in cash drawers for making change for customers. No expenses
should come out of this cash and the amount approved should always be the amount in the
drawer after balancing each day.” To obtain or increase start up cash, the County Treasurer
must be notified, and the department must prepare a resolution and cover letter stating the need
and reasons for the request. The disbursement issuing the cash is set up as an asset in the
County’s books and tracked. It is the responsibility of the County Treasurer to annually confirm
the start up cash with the departments. The County Treasurer has the authority to do onsite
audits of the startup cash at any time.
Departments may need Petty Cash to make incidental purchases. While this practice is
discouraged the County realizes there are extenuating circumstances that warrant this process.
Petty Cash is “cash approved the Board of Commissioners on a case by case basis for use to
make incidental purchases where there is an immediate need and the purchase cannot be
charged at the point of service. The total of the receipts in the drawer, plus the cash in the drawer,
must always equal the total authorized Petty Cash Fund.” To obtain or increase Petty Cash, the
department must notify the County Treasurer, and prepare a resolution and cover letter stating
the need and reasons for the request. The expenditures cannot exceed the amount approved
for the Petty Cash Fund. All expenditures from petty cash funds are to be substantiated with
receipts. The expenditures cannot cause the budgeted line items to be exceeded. It is the
responsibility of the County Treasurer to annually confirm the Petty Cash with the departments.
The County Treasurer has the authority to do onsite audits of the Petty Cash at any time.
BANK ACCOUNTS:
All bank accounts must be in the name of Manistee County and established using Manistee
County’s EIN. The opening of new bank accounts and appointment of signors must be initiated
by the County Treasurer. Should a new bank account be required, the requesting department
must contact the County Treasurer. Requests to close bank accounts must also be initiated by
the County Treasurer.
BANK RECONCILIATIONS:
All bank accounts shall be reconciled monthly. The reconciliations are to be completed by the
last day of each following month and reviewed and approved by the end of each following month.
Any unusual differences should be researched and corrected as soon as possible.

MANISTEE COUNTY
CASH HANDLER AGREEMENT
I have received a copy of and read the “Manistee County Cash Management Policy”.
I have received a copy of and read the “Manistee County Cash Management Policies &
Procedures Manual.
I understand that I must adhere to these two documents. If I have questions or concerns at any
time, it is my responsibility to contact the Manistee County Treasurer.

Signature

Date

Signature of County Treasurer

Date

MANISTEE COUNTY
CASH MANAGEMENT POLICIES & PROCEDURES MANUAL
The Manistee County Treasurer’s Office is responsible for the receiving, safekeeping and
paying out of moneys belonging to the entity, in any capacity. Many County employees who
handle cash do not work in the Treasurer’s Office or are not supervised directly by the
Treasurer. Therefore, standardization of procedures and policies are necessary to assure
conformity, continuity and control over moneys.
In recognition of the importance of increased accountability and internal controls within the
various cash-receiving operations, the Treasurer’s Office has developed this manual in
keeping with recommended practices of the Association of Public Treasurers of the United
States and Canada. Continuing toward the goal of increased customer service and
performance standardization, this manual will educate cash handlers on the policies and
procedures related to handling cash.
After reviewing this manual, cash handlers should be able to:
• Understand and discuss the skills and knowledge areas required to be a competent
County cash handler, representing the County in a professional and courteous manner.
• Complete check and cash transactions according to banking industry specifications.
• Perform the specific duties of a cash handler in compliance with the standards set by
the Treasurer’s Office.
• Demonstrate a knowledge of security and loss prevention procedures.
YOUR JOB AS A CASH HANDLER:

The position of a cash handler is crucial. What you do falls into the following distinct yet
interdependent areas of responsibility:
• To establish and maintain good customer relations.
• To receive and to pay out money to customers.
• To perform operations according to established procedures and to balance and deposit
cash.
• To protect the assets of the County through sound loss prevention practices.
• To assist in other cash handling activities as directed by your supervisor.
The four essential expectations of your work are (1) to be accurate allowing no errors: (2) to
be efficient performing quickly and cost effectively; (3) to comply with the Treasurer’s Office
and your department’s stated policies; and (4) to show initiative arising from a desire to excel
and to contribute to your departmental goals. These expectations translate into the following
performance standards:
1. Receiving and Paying. You are expected to perform accurately and efficiently when
processing customer transactions, accepting a payment or making change.
2. Security and Loss Prevention. You are expected to safeguard funds against loss. You
should be familiar with what to do in time of an emergency such as being confronted
with a robbery, fire, or natural disaster. In these emergency circumstances, protecting
human life should be your first concern.
3. Establishing and Maintaining Good Customer Relations. You are expected to establish
and maintain good customer relations. This includes acting professional at your job as
well as being friendly and polite.
—

—
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CURRENCY AND CHECK RECOGNITION:

Only the Federal Reserve Bank of the United States has the responsibility for issuing currency
for the United States. U.S. currency takes the form of notes engraved on special stock and
comes in seven common denominations, each bearing a portrait of a different famous
American.
Denomination
Portrait
George Washington
$1
Thomas Jefferson
$2
Abraham Lincoln
$5
Alexander Hamilton
$10
Andrew Jackson
$20
Ulysses S. Grant
$50
Benjamin Franklin
$100
at a bill of currency and take special notice of the following parts as you handle it:
The value amount of each bill in numerically posted in all four corners on both sides.
The value is written out across the bottom of the face side.
The Federal Reserve seal appears to the left of the portrait. The Treasury seal appears
to the right of the portrait, embossed over the written dollar amount.
• The unique serial number of the bill appears on the face side of the bill.
• The number of the Federal Reserve district that issued the bills appears on the face
side of the bill.
• The currency stock has a unique and familiar feel.

Look
•
•
•

COUNTING CURRENCY AND COIN:

RECEIVING MONEY
To insure accuracy, here are three common ways of counting currency. Each method ensures
that no bill is counted twice. Whichever method you use, recount the money as many times as
necessary to come up with the same total twice. This means you will always count a stack of
currency at least two times. Cash handlers should establish a set, comfortable routine for
counting currency. Remember 1-2-3: three ways to count; always county at least two times;
and count until you get the same total.
1. Hand-to-Hand Method
• If the pile contains more than one denomination, count the largest denomination
first.
• Place the pile in one hand.
• Transfer one bill at a time from one hand to your other hand as you count.
• Check each bill as you count to ensure correct denomination and presence of
security features.
• Make the hand-to-hand count your second count.
• If your totals do not agree, repeat the count until they do.
• Stack the pile in order with the largest denomination on bottom and the smallest
denomination on top.
NOTE: The “hand-to-hand” method should be used when receiving currency from
customers, in order to separate bills and carefully examine each of them. When
paying out currency (making change), this method should also be used except that
instead of currency being transferred to your other hand (second count), you will
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place it in the customer’s hand as you count. The transaction is not complete until
the customer agrees that the change was counted back correctly. By using the
hand-to-hand method, the Cash Handler sees the bills twice and is making the allimportant second count (drawer-to-hand, hand-to-hand).
2. Hand-to-Table Method
• This method is the same as the hand-to-hand method except that instead of
placing the currency in the customer’s hand you will place it on the table as you
count it. The transaction is not complete until the customer agrees that the
change was counted back correctly.
3. Walk-Through Method
• The walk-through method is not commonly used for customer transactions, but
more often for balancing and deposit preparation. Use the walk-through method
to count new money (strapped currency received from banks), to count pre
packaged money, and county for banding or packaging.
• Place the stack of bills on a table face up. For unbanded currency, all the bills
should be face up and in the same direction. Each stack should contain only one
denomination.
• Use the thumb and forefinger of one hand to lift back the corner of each bill.
Then use the thumb and forefinger of your other hand to hold back the counted
bill.
• Check each bill as you count to ensure correct denomination.
• County “new money” by breaking the band. Remain vigilant to the possibility that
the corner of a bill of a larger denomination may have been taped onto the corner
of a bill of a smaller denomination (“raised note”) or that counterfeit bills may
have been inserted in a band of bills.
• Count the pile twice.
• If your totals do not agree, repeat the count until they do.
• Stack the pile in order with the largest denomination on bottom and the smallest
denomination on top.
As with counting currency, establishing a set routine for counting coins can maximize your
accuracy as a Cash Handler. Coins are stored in coin wrappers or rolls to ensure accurate
handling. MCL 21.153(3) states that “no receiving officer shall be required to receive in
payment of any debt, taxes or other obligation collectible or receivable by him any tender other
than gold or silver coin of the United States”. Because the statute specifies silver coins, not
nickel or copper coins, the County is not required to accept payment in nickels or pennies.
The County may require that the coins be rolled and wrapped with the name, address and
phone number of the payer on each wrapper. If the Cash Handler does not open the wrapper
before accepting the coins, make sure to run your fingernails across the roll to better ensure
that coins are indeed present in the roll. Cash Handlers counting and inserting coins into
wrappers should initial and date the wrappers. When you open a wrapper of coins, always
empty the whole package into the coin drawer or coin machine or count the coins individually.
Nine kinds of U.S. coins are issued:
Value
Name
Penny
$0.01
$0.05
Nickel
$0.10
Dime

Metal Content
Bronze (copper/zinc)
Nickel and copper
Copper/nickel alloy

$0.25
$0.50
$1.00
$1.00
$1.00
$1.00

Quarter
Half Dollar
Silver Dollar
Susan B. Anthony
Sacagawea
Presidential

Copper/nickel
Copper/nickel
Copper/nickel
Copper/nickel
Copper
Copper

alloy
alloy
alloy
alloy

Coin wrappers have established values printed on the wrappers and most are color-coded with
standard colors which correspond to the type of coins and the number of coins in each:
Value of Coins
Coins Per Wrapper
Value of Wrapper
50
$0.01
$0.50
40
$0.05
$2.00
50
$0.10
$5.00
40
$0.25
$10.00
10
$0.50
$5.00
The following lists the steps necessary for receiving currency and coins:
1. Always keep money received in view of the customer.
2. Never place money received in cash drawer before transaction is complete.
3. Separate the currency from the coins.
4. Count the currency before the coins.
5. Separate and count each currency denomination separately.
6. Separate coins into denominations.
7. Count each coin denomination separately.
8. Count all currency and coin in the presence of the customer.
9. Verify the grand total against the amount listed on the billing or invoice.
10. If any discrepancies exist between your total and the customer’s total, count the money
again. If a discrepancy still exists, ask a co-worker to count the money.
11. Put away currency and coins from the last transaction before starting a new transaction.
12.As currency is an excellent carrier of germs, it is recommended that cash handlers wash
hands frequently.
MAKING CHANGE
To ensure the accuracy of all transactions, it is important that the Cash Handler follow a
routine, accepted practice of making change. There are two ways to give change back to a
customer: the cash register automatically calculates the dollar amount to be returned to the
customer and the change is then counted back using the hand-to-hand or hand-to-table
method or the Cash Handler counts from the amount of the sale to the amount tendered using
the hand-to-hand or hand-to-table method.
Change should be counted at least two times; once when the Cash Handler counts it out of the
cash drawer and a second time when the cash handler counts it back to the customer. It
would be even better if the customer were to count it a third time, with the Cash Handler.
STRAPPING AND BUNDLING CURRENCY
Currency is strapped (paper value straps) or banded (held by rubber bands) to help Cash
Handlers and Treasurer’s Office employees keep accurate counts. Often, $1, $5, $10, and
$20 bills are strapped in full or half packages, or bundles (50 or 100 separate bills). You
should count each bill and stop at the fiftieth bill. Start over again with 50 more bills and
combine and strap the two bundles to make one bundle of 100 individual bills. However, $50
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and $100 bills are treated differently; fifty dollar bills are usually packed 40 bills per strap and
one hundred dollar bills are packed at 20 bills per strap. Packages of 100 individual bills in
denominations of $20 through $1 should be strapped.
Each denomination should be strapped with a color-coded or value-imprinted band. Strapped
currency is packaged as follows:
Denomination
Number of Bills
Value
100or50
$1
$lOOor$50
lOOorSO
$2
$2000r$100
100 or 50
$5
$500 or $250
lOOorSO
$10
$1,0000r$500
lOOorSO
$20
$2,0000r$1,000
20 or 40
$50
$1,000 or $2,000
lOor2O
$100
$1,0000r$2,000
MUTILATED MONEY
Currency is mutilated whenever it is torn, written on, missing a portion, or otherwise damaged.
Coins are mutilated whenever they are bent, worn, broken, or otherwise damaged.
If a bill is more than 3/5 (60%) intact (or 3/4 of the two serial numbers), the bank will honor it at
its face value. If the bill is more than 2/5 (40%) but less than 3/5 intact, chances are that the
bank may pay either half or full value. If the bill is less than 2/5 intact, the bank will not honor
its value.
Since some mutilated currency is honored at face value, Cash Handlers should accept
mutilated currency only after examining it according to the redemption rules above. Do not pay
out mutilated currency to customers: whenever you receive such a bill, place it aside in your
cash drawer to return later to your bank for collection. Your bank will return the mutilated
money to the Federal Reserve Bank for redemption.
CURRENCY COUNTERFEITING:
Cash Handlers should use extreme caution in accepting currency, exercising the knowledge
gained above as well as the following factors:
• Stock genuine U.S. currency is printed on special “stock” (paper) that is part cotton
and part linen. Close inspection reveals randomly-placed, hair-like red and blue
chopped silk fibers impressed in the currency stock. All U.S. currency paper is
produced in a single guarded mill in Dalton, Massachusetts. Experienced Cash
Handlers can distinguish between the feel of real mint stock and other (copy) paper, in
the softness of the feel of mint stock paper (note: mint stock paper can be washed,
without losing its overall quality).
• Portrait the genuine portrait looks lifelike and stands out distinctly from the fine
screen-like background. Counterfeit portraits look more one-dimensional, lifeless and
flat.
• Microprinting to prevent copies of currency from being accepted as genuine, the
Federal Reserve imprints currency stock with “micro” printed letters (use a common
magnifying glass to examine). These letters are too small to be copied on practically all
photocopying equipment. The Cash Handler should become familiar with the location of
microprinting on each bill and year issued, by visiting the website of the U.S. Bureau of
Engraving and Printing, http://www.moneylactory.gov.
—

—

—

•

•

Federal Reserve and Treasury Seals on a genuine bill, the saw-tooth points of the
Federal Reserve and Treasury Seals are clear, distinct and sharp. The Treasury Seal is
the same color ink as the serial number. Counterfeit seals may have uneven, blunt or
broken saw-tooth points.
Serial Numbers on genuine currency, the first letter of the serial number corresponds
with the number of the Federal Reserve District in which the bill was distributed (i.e.,
serial numbers beginning with “A” should show “Federal Reserve Bank of Boston,
Massachusetts District 1, etc.) and with the number printed inside the denomination
border (e.g., if the number is “11”, the Federal Reserve District Seal should be for
Dallas, Texas, and the serial number should begin with “K”).
Watermarks a watermark of the portrait (or the numeral “5” on recent five dollar bills)
is visible when examining the bill through light. The watermark portrait should match
the portrait on the bill itself.
Security Thread a polymer thread embedded vertically in the currency stock indicates
the denomination. This thread glows under ultraviolet light, with different colors for
different denominations.
Color-Shifting Ink on denominations greater than $5, the numeral on the lower right
changes colors when viewed from different angles. Color-shifting ink is also used in a
security thread on recent $100 bills.
—

—

—

•

•
•

—
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Cash Handlers should examine every bill of currency received for the presence or absence of
these security features. The feel of the currency stock and the watermark and security threads
in particular should be examined before the bill is accepted. If the Cash Handler has identified
a bill as counterfeit, it should be returned to the customer if the customer is still present. Ask
for another bill or another form of payment. The Cash Handler is responsible for not accepting
counterfeit documents in exchange for the goods and services offered by the County. If the
Cash Handler has identified counterfeit documents in their possession without knowledge of
their origin, they should be turned in to the U.S. Secret Service and the loss of funds should be
documented.
RAISED NOTES
A fairly common method of counterfeiting money is the practice of creating raised notes.
Genuine currency is sometimes altered in an attempt to increase its face value. One common
method is to glue or tape numerals from higher-denomination bills (such as a twenty dollar bill)
to the corners of a note of lower denomination (usually a one dollar bill). Cash Handlers can
protect against accepting raised notes at their higher denomination by always looking at the
portrait on the bills they accept, instead of only looking at the numeral. It should be noted that
raised notes are not counterfeit currency; they are legitimate (usually) one dollar bills, that can
be accepted for their actual face value (and exchanged for a bill that has not been mutilated).
BLEACHED BILLS
Another common method of counterfeiting currency is the practice of bleaching the printing off
of lower-denomination bills (usually five dollar bills) and printing or copying the likeness of a
higher-denomination bill (usually a twenty dollar bill or fifty dollar bill) onto it. Cash Handlers
can protect against accepting bleached bills at their higher denomination by always looking for
the appropriate watermark and security thread (for example, a bleached bill may look like a
$20, but the watermark will be the numeral 5 or the portrait of Lincoln and the security thread
will say “USA FIVE” instead of “USA TWENTY”).
HANDLING A SUSPECTED COUNTERFEITER
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Look for differences, not similarities, when checking for counterfeit bills. If the Cash Handler
suspects that a customer is attempting to pass counterfeit currency or raised notes, she or he
should politely ask the customer for another bill or alternative payment method (check, credit
card, etc.). In almost every case, the very act of the Cash Handler identifying the bill as
counterfeit will stop the fraud from occurring. It is also important to remember that the higher
the denomination, the more care should be taken (i.e., potential loss in accepting a counterfeit
$50 bill is greater than the loss of accepting a counterfeit $10 bill). Note also, that
counterfeiters know that greater care will be taken with large denomination bills; therefore, the
most commonly counterfeited bill in the U.S. is the $20 bill (note: worldwide, the U.S. $100 bill
is the most commonly counterfeited). If a Cash Handler has identified a potential professional
counterfeiter, information (description of individual, time of the attempted fraud, etc.) should be
passed on to the U.S. Secret Service.
CHECKS AND CHECK CASHING:

A check is a payment-on-demand financial instrument, used to transfer funds from one party to
another. The term ‘negotiable instrument” means the check is payable to a person when
presented at its signer’s bank.
The drawer or “maker” of the check is the party issuing and signing the check. The drawer
may be one or more individuals acting on their own behalf, or the drawer may be one or more
individuals authorized to act on behalf of a company, corporation, partnership, or municipality.
The “drawee” is the party on whom the check is drawn, usually a bank or trust company.
The “payee” is the party to whom payment is made. The check can be payable to one or more
individuals; to a business, corporation, partnership, municipality, or government agency.
TYPES OF CHECKS
The different types of checks are listed below:
• Personal Checks the most common type of check. Personal checks belong to people
who maintain demand account balances at banks and are dependent on their own
credit. Further identification may be required prior to acceptance of personal checks for
this reason. A distinct endorsement stamp or standard should be used. The following
rules apply when accepting personal checks:
o No cash back may be given for a personal check transaction.
o No County employee’s personal checks should be cashed.
o No two-party checks (checks made payable to one party and endorsed to the
County) should be accepted.
o No checks drawn on foreign currency should be accepted (if checks drawn on
non-U.S. banks are accepted, “payable in U.S. Dollars” should be clearly printed
on the check.
o A personal account drawn on a money market account may have a minimum
amount.
• Company Checks may appear similar to personal checks, but are dependent on the
credit of the company. Identification of the signer as an authorized maker of checks on
the account may be required. Corporate checks may have a carbon paper strip
attached for the company’s own bookkeeping system. Company checks may also have
stubs or copies attached. Notice if there needs to be multiple signatures on the check,
or if the check says “not valid over” a certain amount.
—

—
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Personal Money Orders a check purchased by a customer from a vendor for currency
or against bank balances. When issued, it shows a drawee bank and an amount. The
purchaser fills in the date, the payor, and the payee’s name and address. Financial
institutions usually restrict the maximum amount for which they issue a money order.
This amount is usually printed on the face of the money order. On the money order
may be printed the words “Not to exceed” a certain amount. Money orders are
accepted almost as readily as currency, but caution should be exercised, as fraudulent
money orders can be produced and the accounts on which the money orders are drawn
can be insufficient.
Traveler’s Checks designed for use by persons on business or vacation trips but are
also used in other situations. They are signed on the face of the check when purchased
and countersigned when negotiated, either on the face or on the back. When using a
traveler’s check, the customer must countersign and write in the payee in the presence
of the Cash Handler. Traveler’s checks should be stamped with the entity’s
endorsement and placed with other checks.
Cashier’s Checks drawn by a financial institution on its own funds. Since only the
failure of the bank would cause the financial institution not to honor such checks, they
are accepted almost as readily as currency. Caution should still be exercised, as
fraudulent cashier’s checks can be produced.
—

—

—

CHECK COMPONENTS AND CHECK NEGOTIABILITY
There are seven elements a check needs to have to be negotiable. Before accepting a check
from a customer, you should verify that the check has all of these elements:
1. Current date. The check must have a current date and neither be “stale” dated nor
“post” dated. A stale dated check is dated 180 or more days in the past and a post
dated check is a check dated for any date beyond the date it is written.
2. Payee. The check must have a payee, which is the company or individual receiving
payment for goods or services.
3. Payor. The check must have a payor, which is the individual or company paying for
goods or services, and who is authorized to make checks on the account.
4. Dollar amount The dollar amount must appear twice. It must be both spelled out and
printed numerically.
5. Bank. The check must be drawn on a bank whose name appears on the check.
6. Signature. The check must be signed by the maker or drawer.
7. MICR numbers. Magnetic Ink Character Recognition (MICR) numbers are pre-printed
at the bottom, left-hand corner of the check for automated clearing purposes. The
MICR line numbers are very important elements to the normal processing of the check,
as they allow bank processing equipment to very accurately and rapidly read required
information to clear the check.
It is important to note that these seven elements make a check negotiable, regardless of the
form of their appearance. If these elements appear in a form other than a standard, pre
printed check, the Cash Handler should exercise extra caution, as the possibility of a
fraudulent check is higher in other than standard form; however, the check may still be
perfectly negotiable as long as these elements appear on the document. Further, please note
that if the Cash Handler has allowed a transaction to be completed with a check lacking one or
more of these elements, and the customer cannot be easily contacted (i.e., has left the
premises or the check was received by mail), the check should be deposited as usual. In no
instance should the Cash Handler alter any of the customer’s check negotiability points in any
way.

CHECK ENDORESEMENTS
All checks should be endorsed upon receipt either with a stamp or manually. The
endorsement language can vary between departments, but must include For deposit only,
County of Manistee”. Per Federal law, the endorsement should be stamped in the first 1.5
inches on the back of the check on the trailing edges. The remainder of the back of the check
must be left blank (any identification notifications, such as a Driver’s License number, must be
placed on the front of the check). It is important to endorse checks as soon as possible, to
reduce the possibility of the checks being deposited to the account of another party.
IDENTIFICATION OF CHECK WRITER
If a Cash Handler is accepting a check for an “irretrievable item”, such as copies, maps, etc.,
there is a greater risk in taking a check without identification since there is no way to retrieve
that service or merchandise. For this reason, identification should more likely be required for
irretrievable items, but identification on all checks is recommended. Identifying information on
the Payor can be written on the face of the check anywhere except over any of the negotiability
points on the check.
CHECK FRAUD
Close examination can often alert the Cash Handler to a fraudulent check. Examine each
check for these key items:
1. Pay special attention to checks drawn on non-local banks and request to see
identification. List customer’s local and out-of-town addresses and phone numbers on
the face of the check. If possible, verify funds by phone. The account may be closed or
already in non-sufficient fund (NSF) status. Be aware that most banks charge fees on
all returned checks. The Federal Reserve District number (the first two numbers in the
MICR line) will probably match your local Fed District number (add 20 to this number for
credit unions and state-chartered savings banks).
2. Examine the date for accuracy. Do not accept the check if it is undated, post-dated, or
stale dated.
3. Be sure the check clearly shows the name, branch, city and state where the drawee
bank is located. Look for a reasonable Fed District number.
4. Confirm that the numerical amount agrees with the written amount. Be especially alert
for alterations within the numbers on the written portion of the check (example: $5.00
altered to $55.00).
5. Only the authorized maker of the check can write or alter any of the points of
negotiability of the check.
6. Do not accept checks that are illegible. The check should be written in blue or black ink,
signed, and not have any erasures or altered amounts.
7. Do not accept two-party checks. Do not cash anyone’s check.
8. Checks should not be accepted if they appear to have been altered from their original,
pre-printed form.
9. Have the check made for the exact amount of the sale.
10. Be aware of newer accounts. Generally, a higher number of returned or fraudulent
checks are lower sequence numbers (below 1000) or starter checks (no number,
address or routing information pre-printed).
11. Examine the check for the presence or absence of security features added to the check
stock (i.e., microprinting, watermarks, security fonts, chemically-sensitive paper, etc.).
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By paying close attention to a check’s appearance, you can often detect a possible bad check
before accepting it as payment. Protect yourself against possible losses by verifying the funds
or asking for an alternate form of payment (currency, credit card, etc.). Also note that by
examining the check closely, the customer is delayed, which in many instances results in a
potential fraudulent check perpetrator leaving the scene.
ELECTRONIC PAYMENT PROCESSING:

Common forms of electronic payments are listed below. The Cash Handler should understand
that all of these payment mechanisms, like the “old-fashioned” currency and paper check
payment mechanisms, are cash transactions and are simply alternative means to the end of
transmitting cash from one account to another.
CREDIT/DEBIT CARD PROCESSING
Departments have the discretion to accept credit cards, but the County Treasurer is solely
authorized to negotiate credit/debit card agreements with card providers.
This section assumes the Cash Handler is using an electronic Point of Sale (POS) system to
accept credit cards. The following steps should be followed to ensure a properly authorized
transaction. There are three main ways to accept card payments. The Cash Handler should
follow all steps particular to each method.
1. Walk-in Payments
• Verify card has not been altered in any way.
• Slide the card through the P05 system (terminal). If the magnetic stripe
malfunctions, input the number into the terminal manually.
• Verify the expiration date on the card.
2. Telephone Payments
• Manually enter the information into the POS terminal.
• Write “telephone payment” on the receipt.
3. Mail Payments
• The customer returns a form with credit card number, expiration date, billing
name and address, and signature authorization for the transaction.
• Manually enter the information into the POS terminal.
• Write “mail payment” on the receipt.
4. Debit Card Payments
• Handled the same way as credit card payments.
INTERNAL CONTROLS AND DAILY CASHIER OPERATIONS:

The following principles must be adhered to:
1. Every transaction that happens in the cash drawer must be documented (receipted).
2. Cash drawers must be balanced daily.
3. Someone other than the Cash Handler must verify that the daily reconciliation is
accurate.
CASH DRAWER SETUP
If possible, each Cash Handler should have their own cash drawer. The following procedures
should be followed for setting up cash drawers:
1. Arrange coin and currency in a consistent manner. The cash drawer is divided into
separate compartments for different currency denominations, checks, etc. In most

cJ-Y5instances, the smaller denominations are located closer to where you position yourself.
The larger denominations are further away. This setup helps prevent the accidental
distribution of incorrect denominations. Be sure to examine coin and currency before
arranging it into the cash drawer.
2. When the cash drawer (or individual change or denomination bins) begins to get full
and/or several large bills have been received, paper clip or rubber band excess
currency (see “bundling currency”) and if time allows, transfer that currency from the
cash drawer to a safe or other secure location. Lock the drawer when away from it for
any time period.
3. Lock all currency and coins in a safe, the cash drawer, or in another secure location,
except when in use.
4. Never leave the cash drawer unattended.
CUSTODIAL RESONSIBILITY OF CASH HANDLERS
Custodial responsibility means a Cash Handler who has received money is liable for that
money until the money is transferred to the County Treasurer’s Office or placed in a vault.
A shortage is an unintentional collection error such as a change making error. An overage
occurs when a Cash Handler has collected too much money and cannot immediately return
the excess to a specific customer. A loss is when a Cash Handler has obtained physical
custody of money and then due to reasons like negligence, and act of God or an unlawful
action, loses custody of the money and cannot deposit that money into the entity’s bank
account. An example of negligence is leaving money unattended and not properly
safeguarding that money from loss.
Report all losses to your supervisor and the County Treasurer immediately.
BALANCING CASH DRAWER
Balancing involves:
• Adding of currency, coin, checks, etc. (total money).
• Determining the total cash received from the receipts, subtracting the Beginning Cash
(total transactions).
• Comparing the total money with the total transactions. These two dollar amounts
should be the sarne.
Balancing should occur out of public view. The balancing process should involve the following
steps:
• Remove all cash from the cash drawer.
• Count currency and coin by denomination. Cash should be counted as many times as it
takes to get the same total twice.
• Checks should be added with an adding machine to calculate the total amount of the
checks as well as the number of checks. Verify that all checks have been endorsed.
Every reasonable effort should be made to locate any cash differences. Regardless of the
amount of the overage/shortage, always follow these steps:
• Recount loose coin and/or currency as appropriate to the amount of the difference.
• Recount wrapped coin and/or currency as appropriate to the amount of the difference.
• Check the beginning cash figure.
• Recheck all figures from the receipt record.
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If a shortage exists, search the area and cash vault. Remove the cash drawer and
search the space.

There
•
•
•
•
•
•
•
•
•
•
•
•

are several common errors that can cause out of balance situations:
Writing illegibly
Taking currency out of strap without breaking the strap
Writing ending cash down incorrectly
Improper handling of transactions
Picking up figures incorrectly
Clipping and wrapping currency incorrectly
Dropping part of a transaction in the trash
Currency getting stuck behind the cash drawer
Not verifying check totals twice
Not clearing adding machine before using it
Transposing numbers
Mixing transactions between multiple drawers

There
•
•
•
•
•
•
•
•
•
•

are some errors that are not easily located:
Not keeping currency separated by each denomination in cash drawer
Sacrificing accuracy for speed
Not puffing money away immediately after completing a transaction
Not locking cash drawer when leaving work station
Forgetting to pay out cash
Not counting money twice when paying out
Not completely finishing a transaction before starting the next
Adding up cash/checks in your head instead of using an adding machine
Not looking at cash as you are paying it out
Allowing yourself to be distracted during a transaction

If the out-of-balance status cannot be rectified by the actions above, the out-of-balance status
should be documented to the supervisor and County Treasurer. Cash Handlers who have outof-balance status on a too-frequent basis should be subject to retraining.
DEPOSITS
All deposits submitted to the County Treasurer’s Office must be accompanied by a Transmittal
Advice.

