THE BRIDPORT CHAMBER ORCHESTRA: CASH HANDLING POLICY

1. Purpose and Scope
· This policy applies to all volunteers handling physical cash, coins, cheques, or donation boxes.
· Its objective is to prevent fraud, minimize the risk of theft and ensure accurate financial reporting.
2. Dual-Control and Counting Rules
· Two unrelated individuals: At least two unrelated people (not family members, partners, or housemates) must collect, count and record cash, preferably on site immediately after the event.
· Age restrictions: Children and young people under 18 must not be left with the responsibility for handling or counting cash.
· Count environment: Cash must be counted in a quiet, secure, and private room, never in public view.
3. Storage and Transport
· At the event: cash/donations must never be left unattended at events.
· Secure storage: Uncounted and/or unbanked cash must be stored out of sight in a secure place.
· Discreet transport: Cash should be transported in nondescript bags (such as a plain shopper or carrier bag) rather than marked money bags.
· Overnight rules: Large amounts of cash should be kept at volunteers' homes for as little time as possible and then banked as quickly as possible.
4. 4. Reconciliation
· Recording: All cash donations should be recorded on a cash collection form signed by both counters before any expenses are taken; this GROSS total must be identifiable in the BCO accounts.
· Expenses: Expenses must be taken AFTER the gross donations have been recorded. Each expense must be accompanied by a paper document such as a till receipt and recorded in the BCO accounts as separate items.
· Account Reconciliation: General good practice must be followed whereby the overall balances shown on the BCO accounts must match external sources. Thus, the balances reported by the BCO accounts for bank must match the value shown on the bank statement and similarly that shown for cash must match the actual cash held. Any discrepancies must be investigated and corrected immediately.
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