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APPLE VALLEY
RESOLUTION R-2025-09

NOW THEREFORE, be it ordained by the Council of the Apple Valley, in the State
of Utah, as follows:

SECTION 1: AMENDMENT “Cash Receipting And Deposit Policy” of the
Apple Valley Policies & Procedures is hereby amended as follows:

A M E N D M E N T

Cash Receipting And Deposit Policy

Purpose

Establish a uniform control design for all departments of Town of Apple Valley (Town) that
receive cash. Over time it is expected this policy will be adjusted for changes in systems and
organizational structure.

Designated Receiving Official

The Town Recorder Treasurer is designated as the Receiving Official.

Receiving Process

The Receiving Official Designee or his/her designee will make a record of goods and services
received by the Town through the Towns accounting software.

Cash Receipts

1. All funds received are entered into the accounting system at the time of the transaction
with enough detail to determine where/who the funds came from, the purpose for
receiving the funds, the method of payment; cash, check, credit card etc., numbered in
a sequential fashion, and designate the appropriate account. At the end of each
business day the Receiving Clerk Designee will print a report showing all cash and
check payments made.

2. At the end of each day the person responsible for receiving cash will place cash, and
checks received in a deposit bag and deliver it to the AccountingTreasurers office
andor place it in a secure (locked) place for deposit on the next deposit day.

3. Void/adjusted transactions. If a transaction needs to be voided or adjusted it should be
done by someone who does not receive cash. If an office doesn’t have enough
employees to have adjustments made by a supervisor that doesn’t receive cash, two
employees will sign off on the adjustment or voided transaction explaining the
circumstances causing the adjustment. The system should be designed to generate a
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report of all adjusted/voided transactions to facilitate monitoring of this process.
4. Every effort should be made to ensure large quantities of cash are not on hand

overnight. When sums over $5,000 are collected in a single transaction the Receiving
designee will alert the Treasurer. The deposit should be made in the same day if time
allows.

5. The Treasurer will receive funds, count the funds, compare the amount received to the
supporting documentation provided. The Treasurer then enters the deposit into the
accounting system and takes funds to the bank.

6. The Town will install and maintain surveillance systems in offices receiving funds.
Surveillance evidence will be maintained for 60 days.

7. Mailwill be opened in the presence of two or more employees and any correspondence
containing payments will be removed and processed in the presence of said
employees. Mail will be opened in the presence of two or more employees or under
active surveillance camera monitoring. Any correspondence containing payments will
be identified, cash will be immediately processed and checks will be stamped with the
towns deposit stamp in the presence of the same two or more employees. If the
Receiving Designee is alone, they shall print a receipt register containing all void
transactions at the beginning of the day and again at the end of the day. They shall
also print a transaction register showing all charges and credit billings for the day.
These registers, along with all daily receivables documentation, shall be submitted to
the Treasurer for review. v

8.

SECTION 2: REPEALER CLAUSE All ordinances or resolutions or parts
thereof, which are in conflict herewith, are hereby repealed.

SECTION 3: SEVERABILITY CLAUSE Should any part or provision of
this Resolution be declared by the courts to be unconstitutional or invalid, such decision shall
not affect the validity of the Resolution as a whole or any part thereof other than the part so
declared to be unconstitutional or invalid.

SECTION 4: EFFECTIVE DATE This Resolution shall be in full force and
effect immediately after approval.
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AYE NAY ABSENT ABSTAIN

Mayor | Michael Farrar

Council Member | Kevin Sair

Council Member | Annie Spendlove

Council Member | Scott Taylor

Council Member | Richard Palmer

PASSED AND ADOPTED BY THE APPLE VALLEY COUNCIL
_______________________________.

    

    

    

    

    

Attest  Presiding O fficer

Jenna Vizcardo, Town Clerk, Apple
Valley

Michael Farrar, Mayor, Apple Valley


