Mail Receipts Checklist

The following checklist is a guide to assist local governments in determining good practices for developing procedures for mail receipts. A "no" response should prompt you to examine and improve your office procedures.

General

1. Is mail picked up and opened at least daily?

2. Is your daily mail picked up by a designated mail clerk?

3. If your daily mail is not picked up by a designated mail clerk, is it at least delivered unopened to the person responsible for working the mail?

4. Does your mail clerk open ALL mail addressed to the office/department?

5. Are there policies and accompanying procedures in place for identifying and handling priority mail?

6. Are all checks and currency removed immediately prior to further distribution of the mail?

7. Does your mail clerk restrictively endorse all checks immediately upon receipt?

8. Do you ensure that the person opening the mail is not handling other cash receipts?  This includes over-the-counter receipts.)

9. Does your mail clerk prepare the Daily Mail Collection Report?

10. Does your mail clerk list all currency and cash received on the report?

11. Does the Daily Mail Collection Report include sufficient detail?

a. Does it identify the person who sent the money?

b. Does it include the amount received?

c. Does it include the purpose of the payment?

d. Does it include the appropriate accounting information?

12. After all the mail has been worked, does your mail clerk total all currency and checks, and compare this with the total amount listed on the Daily Mail Collection Report to identify possible errors?

13. Does your mail clerk initial or sign the Daily Mail Collection Report and any corrections made?

14. Does your mail clerk forward the mail collections and the Daily Mail Collection Report to the cashier?

15. Does your mail clerk keep a copy of the Daily Mail Collection Report?

16. Does your mail clerk give the mail collection and documentation directly to the cashier?

17. Does the cashier immediately verify in the presence of the mail clerk that the amount received equals the amount shown on the Daily Mail Collection Report?

18. Does the cashier investigate discrepancies?

19. Does the cashier prepare and mail receipts to the senders who request them? If so, does the cashier enter the receipt numbers on the collections report?

20. Does the cashier prepare the bank deposit or the remittance to the city or the county treasurer?

21. Does someone other than the cashier verify the accuracy of the deposit information prior to the deposit?

22. Does someone other than the cashier make the deposit or the remittance?

23. Are deposits or remittances made on a daily basis?

24. Does the cashier forward a copy of the collections report and deposit slip or remittance receipt to the accounting department for bookkeeping entries?

25. Does the accounting department verify that the amount shown on the collections report equals the deposit slip or remittance receipt?

26. Does the accounting department make the appropriate corresponding bookkeeping entries?

Accounting and Financial Data

1. Do you use preprinted, consecutively numbered receipts?

2. Do your receipts include all of the necessary information:

a. name of your city or county office?

b. place for payee's name?

c. place to indicate the date?

d. place to indicate the amount paid?

e. place to indicate a balance, if any?

f. place to indicate purpose of the payment?

g. place to indicate if penalties or additional fees were added?

h. place to indicate who prepared the receipt?

3. Is your accounting system automated?

4. If performing *electronic accounting, does your accounting software post receipts issued to the journal of accounts?

5. Does your accounting and journal of entries include a way to flag missing receipt numbers?

6. Does your accounting system have the capability to limit access to those who have a need to know?

7. Can the auditor or the treasurer view your accounting system and journal of entries information as necessary?

8. Do you or the auditor require third-party verifications of receipts issued to customers?

9. Do you run void and exception reports?

10. Do you have original voided receipts on-site corresponding to all voids indicated by these reports?

11. Does the auditor or the supervisor check for all corresponding receipts indicated by void and exception reports?

12. If you must return monies to a sender, do you issue receipts (e.g. overpayments or return of monies)?

Storage of receipts

1. Do you inspect and count all individual receipts in new receipt books as soon as they are received?

a. Do you ensure that all receipt numbers are accounted for?

b. Do you verify that the receipts you received were printed according to what you requested?

2. Do you have secured storage of all unused receipts?

3. Do you limit access to the unused receipts in storage?

4. When employees need new receipt books,

a. do they sign for them, indicating the beginning and ending numbers of the receipt books?

b. If so, do the employees, upon receipt, inspect the book to make sure that all of the receipt numbers are accounted for?

5. Once each quarter, 

a. do you inventory all unused receipts and account for all of the receipt numbers?

b. If so, do you assign this duty to different persons each quarter?

Audits

1. Are all offices audited for mail receipts?

2. Is there a review of the way incoming mail is handled?

3. Does the review include checking the accuracy, timeliness and documentation of the work?

4. Do employee evaluations include performance related to handling the mail?

5. Do the audits include the following:

a. safety of payments in the mail?

b. how timely mail is worked?

c. how accurately mail is worked?

d. how efficiently mail is worked?

e. appropriate and sufficient bonding for the official and employees handling money?

f. the security of unused receipts in storage?

6. Do the audits include recommendations?

7. Are the recommendations implemented in a timely manner}?

Office Policies and Procedures

1. Do you have a procedures manual that provides step-by-step procedures for performing mail receipt tasks?

2. Is your policy and procedures manual consistent with current state law?

3. Do you update your policy and procedures manual to include updated or revised policies?

4. Do you revise your policy and procedures manual to include new systems?

5. If you update your procedures manual, do you update at least once a year and when there are significant changes or additions to procedures or laws?

6. Do you notify your employees in writing when changes occur?

7. Does your staff delegate responsibility to others according to the policies set out in the policies and procedures manual?

8. Does your policy and procedures manual indicate responsibilities about: 

a. receipt of money through incoming mail?

b. responsibility for accounting entries?

c. responsibility for making bank deposits?

d. responsibility for reconciling bank accounts with the journal entries?

e. restriction of access to receipts, bank accounts and journal entries?

9. Are the duties and responsibilities periodically rotated?

10. Is everyone required to take vacations? If so, is the work of persons on vacation performed by someone else in their absence?

11. Is the official or department head sufficiently bonded?

12. Are other employees handling money sufficiently bonded?

13. Does the bonding cover increased amounts during peak times for receipt of money (e.g., property tax payments or utility payments have peak periods)?

14. Is the adequacy of these bonds reviewed periodically?

15. Are employees adequately trained? Are training needs periodically reviewed?

16. Is the workload current?

17. Does your procedures manual include the following entries:

a. organizational chart?

b. Iist of employee positions?

c. description and flow diagram of each job function?

d. description and flow diagram of the department's documents and reports?

e. description of the flow of money received through the office?

f. bookkeeping system system and its operation?

g. description of the documents and reports to be completed, who is to complete them and by when, how to complete them and where to send them?

h. a listing of the internal controls within the office?

i. any other information useful in carrying out the duties and the responsibilities efficiently and effectively?

18. Are internal controls in place to ensure all functions comply with state law and sound accounting practices?

19. Does the official or department head designate someone to monitor the department to ensure internal controls are in place and working?

Interest-bearing accounts

1. Is there a list of all offices that receive money through the mail?

2. For each office, does the list include the following:

a. the types and amounts of money received?

b. the frequency of the bank deposits (if deposits not made daily)?

c. what bank accounts to deposit money into?

d. whether or not these accounts are interest-bearing accounts?

e. the rate of interest being earned on these accounts?

f. the frequency that interest is compounded on these interest-bearing accounts?

g. the actual yield being earned on these accounts?

3. Have you considered lockboxes to determine if these would yield additional interest or increase the safety of the money?

4. Is mail worked promptly so money can be deposited as soon as possible?

5. Where applicable, are billings or payment notices prepared and mailed as soon as possible?

6. Have you calculated the lost interest for non-interest-bearing accounts?

7. Have you calculated the additional net interest earnings from more frequent deposits for each office and department?

8. In determining the additional net interest earnings calculations, did you consider the following:

a. additional bank charges?

b. personnel costs (time to prepare deposits or remittances, time for deliveries, time for bank statement reconciliations, etc.)?

c. other related expenses (photocopying, forms, etc.)?

Working with the Post Office

1. Has your city or county consulted with the Post Office to determine the most efficient and effective way to have mail addressed?

2. Has your city or county made a conscious effort to help ensure that those who send information to you through the mail are aware of the best way to address mail to you?

3. Are citizens advised never to send currency through the mail?

4. Are citizens instructed to ensure all checks are properly and completely filled out prior to mailing?

5. If your mail is delivered to you by the Post Office, is there a specific time when the mail is supposed to be delivered?

6. If the mail is not delivered to you by the Post Office, is there a person designated to pick it up from the Post Of fice?

7. Do you have a designated backup person to pick up the mail?

8. Has it been determined if it is beneficial to pick up mail more than once per day?

9. Have specific times been designated for mail pickup?

10. Are there procedures in place explaining how to receive overnight or express mail?

11. Is the mail stamped upon receipt to indicate the date it was received?

12. On a sample basis, is the U.S. postmark compared with the delivery date?

13. Is there a procedure in place explaining whom to contact in the Post Office when deliveries aren't being made timely or when mail is being improperly delivered?

14. Does someone monitor the performance of the persons designated to pick up the mail to ensure pickup times are met, and to ensure overnight and express mail are received according to policy?

