Board of Commissioners Finance Meeting Agenda
October 26, 2021 ~ 10:00am ~ Room 214

1.

Call To Order & Those Present

2.

Approve Minutes From Last Meeting

3.

Adoption Of Cash Policy Manual

Documents:
CASH POLICY MANUAL.PDF
4.

House Bill 5006 - Grants To Counties For The Reimbursement Of Lost
Tax Revenue Related To The 2020 Wildfires.

Documents:
HB 5006 GUIDANCE.PDF
HB 5006.PDF
5.

Funding Request
l

CERT - $8,000.00

6.

Other County Business

7.

Adjournment

Audio recordings of all proceedings are available at the County Commissioners’ office. The
meeting facility is handicap accessible. Persons needing materials in alternate format or
communication access, should telephone this office at 541-883-5100
(voice/TDD) or the ADA
Coordinator at 541-883-4296

at least 48 hours in advance of the scheduled meeting.

Audio recordings of all proceedings are available at the County Commissioners’ office. The
meeting facility is handicap accessible. Persons needing materials in alternate format or
communication access, should telephone this office at 541-883-5100
(voice/TDD) or the ADA
Coordinator at 541-883-4296

at least 48 hours in advance of the scheduled meeting.

Klamath County Commissioners' Weekly Calendar is subject to change without notice.
305 Main Street 2nd Floor, Klamath Falls, OR 97601
E-mail: bocc@klamathcounty.org
Website: www.klamathcounty.org

BOARD OF COMMISSIONERS
Agenda Item Summary

Agenda Category:

OTHER

Date:

October 26, 2021

Originating Department:

TREASURER

Item No:

Issue: Approve Cash Policy Manual for Klamath County.
Background: The prior Cash Policy Manual was not finalized and therefore, not presented to the Board for
adoption. This Cash Policy Manual is ready for adoption and to be used throughout the County as a reference
to any employee who handles cash. Cash policies are important to help create internal controls within
departments and prevent mishandling that can lead to fraud. This policy was reviewed by the Administrative
Advisory Committee on October 14, 2021 and approved for presentation to the Board.

Fiscal Impact: None
Recommended Motion:

Motion to approve the Cash Policy Manual for Klamath County employees. There is no

fiscal impact.

Department Head:________________________________________________

DONE AND DATED this ________ day of ___________________, 20___.

_______________________
Chair
Approved 
Denied


_______________________
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Approved 
Denied


_____________________
Commissioner
Approved 
Denied
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Policies for Cash Handling
PURPOSE
The purpose of this manual is to establish a better understanding of internal controls and pre‐
sent a set of policies, procedures, and preferred practices designed to safeguard the receipt and
disbursement of cash. It is the responsibility of each County officer and department head to
provide for the proper control of cash within the guidelines set forth in this manual.

SCOPE
For the purposes of this manual, cash is defined as coin, paper currency and all forms of nego‐
tiable instruments. Examples include personal checks, cashier’s checks, bank drafts, traveler’s
checks, money orders and all other instruments that may be transferred by endorsement and
delivery within the ordinary course of business activity.

INTERNAL CONTROLS ‐ GENERAL PRINCIPLES
In a small organization, the manager commonly controls the entire operation through personal
supervision and direct participation in its affairs and activities. For example, the manager per‐
sonally hires and supervises all employees, buys the assets, goods and services bought by the
organization, negotiates all agreements and signs all checks. As a result, the manager knows
from personal contact and observation that the assets, goods and services for which the checks
are issued were indeed received. However, as the organization grows it becomes increasingly
difficult to maintain this personal contact and at some point it becomes necessary for a manag‐
er to delegate responsibilities and rely upon “internal control procedures” rather than personal
contact.
The methods and procedures adopted by an organization to control its operations are collec‐
tively known as a system of internal control. In a properly designed system, the procedures en‐
courage adherence to prescribe managerial policies, promote operational efficiencies, protect
the organization’s assets from waste, fraud and theft, ensure accurate and reliable accounting
data and help prevent the appearance of impropriety.
Internal control methods and procedures vary from organization to organization, depending on
such factors as the nature of the activities and its size. Some common, broad principles of in‐
ternal control are as follows:
(1) Responsibilities should be clearly established in a given situation or for a given task.
One person should be made responsible. When responsibility is shared and something goes
wrong, it can be difficult to determine an exact cause.
(2) Responsibility for related transactions should be divided.
Responsibility for a divisible transaction or a series of related transactions should be divided
between individuals so that the work of one acts as a check on that of another. For example,
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responsibility for placing orders, receiving merchandise and paying vendors should not be given
to one individual. Doing so invites laxity and carelessness in checking the quality and quantity of
goods received and in verifying the validity and accuracy of invoices. It also allows opportunities
for purchasing items for personal use and fraudulent payments to fictitious invoices.
(3) Adequate records should be maintained.
Good records enhance control by making specific employees responsible for the care and pro‐
tection of assets. When an organization has poor accounting control over its assets, dishonest
employees soon become aware of this and are quick to take advantage.
(4) Record keeping and custody should be separated.
The person who has access to or is responsible for an asset should not maintain the accounting
record for that asset. When this principle is observed, the custodian of an asset, knowing that
another person keeps a record of the asset is not apt to either misappropriate the asset or
waste it. The record keeper who does not have access to the asset has no reason to falsify the
record. Furthermore, if the asset is to be misappropriated and the theft concealed in the rec‐
ords, collusion is necessary.
(5) Personnel should be rotated.
Whenever possible, employees should be rotated in their job assignments. This has a number
of advantages. An employee is less apt to be careless or to intentionally commit a wrong when
he knows his action will likely be brought to light when job assignments are changed. Also, an
employee who has handled a number of assignments in his department is usually more capable
at any one job because he understands how that job fits into the work of a department. Finally,
a department’s work does not cease when a key employee is ill or absent; other employees can
perform these functions.
(6) Employees
An internal control system will not function properly unless the employees cooperate and per‐
form their tasks competently and in the prescribed manner. When employees do not under‐
stand the need for certain procedures or feel the procedures cause them unnecessary work,
they will often avoid the procedures and, thus, destroy the effectiveness of the entire system.
Consequently, an internal control system should be designed to cause the employees the least
amount of work and inconvenience, and the reasons for its prescribed procedures should be
fully explained.
(7) Management should constantly review the control system.
An internal control system, no matter how well designed, cannot be expected to function
properly without periodic examination and review. An examination or audit may disclose that
prescribed procedures are not being followed or that better control or better work at less cost
will be gained with a change in the procedures.
A good system of internal control for cash should provide adequate procedures for protecting
both cash receipts and cash disbursements. In addition to the broad controls listed above, there
are two basic principles that should always be observed:
 All cash receipts should be deposited daily, intact; and
 All disbursements, except those made from a petty cash fund, should be made by check
or ACH.
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Requiring the prompt deposit of receipts intact prevents a person from making use of the mon‐
ey for a few days before depositing it.
Requiring all disbursements to be made by check provides a separate and external record of all
cash transactions.

CASH CONTROL ‐ GENERAL POLICIES AND PREFERRED PRACTICES
(1) An employee other than the employee performing the functions of cashier and
bookkeeper or the person who issues receipts should make deposits to the County
Treasury.
(2) Bank accounts should be reconciled not less than monthly by someone other than the
employee performing the functions of cashier and bookkeeper or the person who
makes the bank deposits.
(3) The daily cash receipts should be posted from the duplicate receipts or from the cash
register tape by the employee performing the function of cashier or bookkeeper. The
duties of those employees performing the functions of cashier and bookkeeper should
be independent, with neither person having access to the other’s records.
(4) No adjustments should be made to ledger accounts without the express approval of the
department head or a supervisor designated by the department head.
(5) Employees shall not commingle private monies with County funds. Therefore, County
funds shall not be used to cash payroll checks or other personal checks. Employees shall
not borrow money or issue personal IOU’s in exchange for County funds of any kind.
Furthermore, employee personal funds shall not be used to reimburse shortages in cash
funds nor shall overages be retained to "make up" future shortages or for non‐County
purposes.
(6) Accepting personal checks for payments is discretionary. Departments may accept pay‐
ments for County services in the form of personal checks, bank checks and drafts, mon‐
ey orders, and cashier’s checks for the exact amount of purchase. In some cases the
County may be subject to financial loss if a bank refuses to honor payment of a custom‐
er’s check. Usually, this only occurs where the customer receives full benefit of the
County service at the time the check is delivered to the County. The department head is
responsible for being aware of the types of services provided where this type of loss can
result.
(7) When accepting checks the following safeguards should be followed:
a. Accept checks only for the exact amount of the payment.
b. Ask for more than one kind of identification.
c. Compare the person with the description on the identification as to age, height,
etc., and take notice of a photograph, if one is provided.
d. Have personal checks made out in your presence and made payable to the Coun‐
ty department that will receive the revenue.
e. Note the address, phone number, and other pertinent data about the maker on
the front of the check, as well as the serial number and expiration date of the
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identification. Also, note the receipt number on the face of the check for later
reference.
f. Do not honor a check that is stale‐dated or post‐dated.
g. Do not accept third party checks. (Exception – Jury Duty checks made out to em‐
ployees)
(8) A restricted endorsement stamp must be used on all checks and money orders at the
time they are received. For control purposes, only one endorsement stamp should be
available.
(9) When payment is received in more than one form (check, money order, and currency),
only one receipt should be issued for the total amount of the payment. A notation
should be made on the receipt indicating the different forms of payment and the corre‐
sponding amount of each.
(10)
When a check or other instrument is received which covers payment for the ac‐
counts of more than one person or entity, a separate receipt should be issued for each
person or entity. Exceptions to this policy may be indicated as a result of variations in
departmental operations and needs. Where appropriate, this policy may be waived by
approval of the Treasurer upon request of the department head.
(11)
All cash should be deposited in a locked, secure depository (a safe, drawer, or
cabinet) and access should be restricted to as few employees as possible. When a writ‐
ten safe combination is maintained, it must be kept in a secure location. The combina‐
tion to the safe should be changed annually or whenever an employee who has
knowledge of the combination terminates County employment or is transferred to an‐
other department.
(12)
Offices and desks should be locked during non‐working hours and keys should be
restricted to the minimum possible number of employees. A written record of office
keys should be maintained, and it should be the responsibility of a management em‐
ployee to ensure that office keys are returned by terminated or transferred employees.
(13)
During working hours, cash must be kept in a cash drawer, cash box, or cash reg‐
ister that is not accessible to unauthorized persons. Cash drawers or cash boxes must be
closed and locked when not in use. In order to segregate responsibility for cash overages
and shortages, each employee should be assigned a separate cash drawer or cash regis‐
ter till, as recommended in the section on cash register procedures.
(14)
When making change, count out the coins to the nearest dollar, then count the
bills. Count the cash twice before paying out; once when removing it from the cash
drawer and again as it is given to the customer.
(15)
Never count currency directly into the cash drawer. Always place it on the coun‐
ter away from the customer’s reach, make the necessary change, and complete the
transaction. Then, place the customer’s payment in the proper compartments of the
cash drawer. Keeping the money in sight until the transaction is completed will avoid
controversies that might arise as to the amount given by the customer.
(16)
All cash receipts shall be deposited intact into the County Treasury or a commer‐
cial bank account at least weekly and preferably daily, if the revenue volume warrants.
Do not allow large amounts of cash to accumulate. Depositing intact means that the de‐
posit must consist of the same checks and/or money orders and the same amount of
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currency and coins as indicated in the receipts for the deposit. This is an integral feature
of the internal cash control system.
(17)
Where it is practical or mandated to do so, a list of departmental services and
costs should be conspicuously posted at each cash collection point. The cost of infre‐
quently provided services need not be posted but should be available upon customer
inquiry.

COUNTERFEIT CHECKS, CURRENCY AND MONEY ORDERS
How to Detect Counterfeit Checks
Below are several signs which may indicate a bad check. While one sign on its own does not
guarantee a check to be counterfeit, the greater the number of signs, the greater the possibility
that the check is bad.
1. The check lacks perforations.
2. The check number is either missing or does not change.
3. The check number is low (like 101 up to 400) on personal checks or (1001 up to 1500) on
business checks. (90% of bad checks are written on accounts less than one year old.)
4. The type of font used to print the customer's name looks visibly different from the font
used to print the address.
5. Additions to the check (i.e. phone numbers) have been written by hand.
6. The customer's address is missing.
7. The address of the bank is missing.
8. There are stains or discolorations on the check possibly caused by erasures or altera‐
tions.
9. The numbers printed along the bottoms of the check (called Magnetic Ink Character
Recognition, or MICR, coding) is shiny. Real magnetic ink is dull and non‐glossy in ap‐
pearance.
10. The MICR encoding at the bottom of the check does not match the check number.
11. The MICR numbers are missing.
12. The MICR coding does not match the bank district and the routing symbol in the upper
right‐hand corner of the check.
13. The name of the payee appears to have been printed by a typewriter. Most payroll, ex‐
penses, and dividend checks are printed via computer.
14. The word VOID appears across the check.
15. Notations appear in the memo section listing "load," "payroll," or "dividends." Most le‐
gitimate companies have separate accounts for these functions, eliminating a need for
such notations.
16. The check lacks an authorized signature.

Receipt of a Bad Check
1. I HAVE RECEIVED A BAD CHECK, WHAT CAN I DO?
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a. There are a number of reasons a check may be returned unpaid from the bank.
The most common of these is due to insufficient funds on deposit by the maker
of the check. For the purposes of this Manual all unpaid checks shall be referred
to as NSF items.
b. When an NSF item is received from the bank, the customer may have already re‐
ceived the benefit of the services or goods purchased from the County. Examples
might include room rental fees, map sales, and duplicating services. In other cas‐
es, the benefit to the customer is either delayed beyond the time the check
would normally clear the bank (e.g., plan check fees) or where the benefit can be
reversed (e.g., property taxes).
c. The County Treasurer or other bank account custodian in receipt of an NSF item
shall make a determination whether or not the maker of the check has received
the benefit of the services/goods provided and shall follow the procedure set
forth below. The County Treasurer should be consulted in all cases where this
determination is not clear.
d. The processing of NSF items will vary depending on whether:
 The check was written by a customer or a Department with a depository ac‐
count.
 The customer has received the benefit of the service or goods purchased.
 The NSF item affects a deposit permit.
 The NSF item is returned to the Treasurer or a bank account custodian.
e. It is important to resolve every NSF item promptly and aggressively.
i. The handling of NSF items is largely a matter of judgment. If the Treasur‐
er or other bank account custodian believes that the payment is collecti‐
ble, the item should be resubmitted to the bank for processing.
ii. However, if it is probable that the NSF item is not collectible, the depart‐
ment head should cancel the payment by voiding the receipts, clearly an‐
notating all records, returning the check to the maker with notice of ac‐
tion taken.
iii. If a collection does not appear possible within 10 days and a benefit has
been received by the maker, then alternative collection procedures
should be considered, e.g. collection agency.
f. The issuance of a check on an account which is closed or has insufficient funds
may constitute a crime for which the maker of the check may be prosecuted. The
issuance of a check which is not honored may also give rise to a civil claim for
damages. Which way you proceed in your case will depend on the circumstances
in your case.
2. CAN I PURSUE CRIMINAL PROSECUTION OF A BAD CHECK?
Whether the issuance of a bad check is a crime will depend on several factors. You should
contact law enforcement if you feel that the issuance of a particular check is a criminal mat‐
ter.
3. WHAT ARE THE ELEMENTS OF THE OFFENSE OF DEPOSIT ACCOUNT FRAUD?
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Dishonor Check ‐ the check must be dishonored by the drawee for one of the reasons set
forth in the statute. Knowledge by the maker of the check that it would not be honored.
Present Consideration ‐ the check must have been given for present consideration.
4. WHERE SHOULD THE OFFENSE OF DEPOSIT ACCOUNT FRAUD BE PROSECUTED?
The proper venue for the prosecution of the offense of Deposit Account Fraud is the County
in which the check was presented. This is true regardless of where your home office may be
located or where the person who tendered the check resides.
5. WHAT REASONS FOR DISHONOR OF THE CHECK WILL SUPPORT A CRIMINAL PROSECUTION?
The check must be dishonored by the drawee for one of two reasons:
 No account / Account closed ‐ this is based on the status of the account at the time
the check was made, drawn, uttered, or delivered, not at the time it was presented
to the bank for payment.
 Lack of funds ‐ the check must have been deposited or presented for payment with‐
in thirty (30) days of the date delivered, and the accused has failed to make pay‐
ment of the check and a service charge within ten (10) days after receiving written
notice that the check has been dishonored. A copy of the notice that will satisfy this
requirement may be found in these materials.
There are many other reasons why a check may not be paid upon presentation. However,
only the reasons set forth in the statute will support a criminal prosecution. If the check has
been dishonored for another reason you should review the availability of civil remedies for
bad checks contained in this file.
6. WHAT IS MEANT BY PRESENT CONSIDERATION?
The check must have been tendered for either wages or present consideration. The offense
of Deposit Account Fraud is analogous to a theft of the item or services received through the
fraudulent presentation of worthless paper when immediate payment is expected. Anything
that temporarily separates the exchange will negate the concept of present consideration.
Present consideration includes:
 Goods or services tendered for check.
 Rent which is past due or presently due.
 Child support, pursuant to court order or written agreement.
 State taxes, whether or not past due.
 Simultaneous agreement for the extension of additional credit where additional
credit is being denied.
 A written waiver of mechanic's or material lien rights.
Present consideration does not include:
 Post‐dated check.
 Payment on an installment account or on an open account for goods/services previ‐
ously received.
 Request by Defendant to Victim to hold check, expects to deposit soon to cover bal‐
ance.
7. WHAT STEPS SHOULD BE TAKEN TO INSURE A BAD CHECK CAN BE COLLECTED?
 Be sure clerks have followed all items on this checklist.
 Keep permanent record of home address of clerk who actually received check. This
person will be an absolutely critical witness who must identify the person who made
the check if the case goes to trial.
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8.

9.

10.

11.

Deposit all checks within thirty (30) day of receipt. (County policy is much sooner)
Within ninety (90) days of receipt of check, mail certified demand letter to address
given by maker of check. Give maker of check at least ten (10) days and three (3) for
mailing before prosecuting criminally (This varies from state to state). You need not
wait for actual receipt of notice. Try to telephone accused and keep record of your
efforts.
 Is this check actually one for present consideration?
 Are there any defenses, including, but not limited to: post‐dating, stop payment,
payment antecedent debt, prior dealings, agreement to hold check, forgery, refer to
maker?
 Has management received part payment? If so, proceed civil remedy only. The ac‐
ceptance of a partial payment will prevent you from seeking criminal prosecution.
 Make photocopies of check (front and back), ten (10) day demand letter, certified
mail notice, and/or envelope mailed to maker if return unclaimed.
 Proceed criminally for all checks that meet checklist in the county where the check
was passed.
 Proceed civilly against all other checks. (Magistrate Court, if $5000.00 or less) in the
county where the Defendant lives. Should the defendant live in another State, you
must file in that state and county where defendants live. This could be costly to pro‐
ceed.
 Refer all persons who want to payoff bad check after criminal prosecution begun to
the court or criminal prosecutor. DOT NOT ACCEPT FUNDS WITHOUT AUTHORIZA‐
TION FROM COURT.
WHAT INFORMATION SHOULD I BRING TO COURT TO START PROSECUTION?
You should bring with you the original check, a copy of the check (front and back), the certi‐
fied mail receipt or returned letter if unclaimed, and any notes you have kept related to
your efforts to collect the check.
WHAT IS A BAD CHECK ARREST WARRANT?
An arrest warrant is an order of the court directing any duly authorized law enforcement of‐
ficial to arrest the person named in the warrant for the offense charged (in this case the of‐
fense of Deposit Account Fraud). The accused will be arrested and, in most instances, al‐
lowed to post bond to secure the accused's appearance at trial.
WHAT CASES ARE PROSECUTED BY WARRANT?
In most states, all misdemeanors and felony cases are prosecuted by warrant. The offense
of Deposit Account Fraud is a felony where the check is for an amount in excess of five hun‐
dred dollars ($500.00) or where the check is drawn on an out of state bank, regardless of
the amount of the check.
WHAT IS THE FORM OF THE NOTICE THAT MUST BE SENT?
The form of the notice should be as set forth as follows:
Date: ______________________________________
To: ________________________________________
Address: ___________________________________
City: _______________________________ State: _____ Zip: ________
You are hereby notified that the following instrument(s):
Number Date Amount Name of Bank ______ ______ ________ ________ ________ ______
__________________________ ______ ______ ________ __________________________
______ ______ ________ __________________________ ______ ______ ________
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12.

13.

14.

15.

16.

17.

18.

__________________________ ______ ______ ________ __________________________
drawn upon __________ and payable to __________, (has) (have) been dishonored.
Pursuant to Oregon State law (ORS Title 3, Chapter 30, Section 30.701), you have ten (10)
days from receipt of this notice to tender payment of the total amount of the check plus a
service charge of $_________ (not to exceed $25.00 per check), the total amount due being
$________ . Unless this amount is paid in within the time specified above, we may turn
over the dishonored check and all other available information relative to this incident to the
District Attorney’s Office for potential criminal prosecution. You may also be liable for dam‐
ages in amount equal to $100.00, or triple the amount of the check, whichever is greater,
such damages not to exceed the amount of the check by more than $500.00.
__________________________________________________
Name of Sender: __________________________________
Address: _________________________________________
City: ____________________________ State: _____ Zip: ______
Telephone: _______________________________________
WHAT IF A CRIMINAL PROSECUTION CANNOT BE MADE ON A BAD CHECK I HAVE RECEIVED?
You may still be able to collect the check, which is a contractual promise by the maker of the
instrument that it may be presented for cash at the maker's bank for cash on demand.
WHEN CAN I PROCEED TO COLLECT DAMAGES IN A CIVIL CASE?
If you have received any check for which payment was refused for either lack of funds or no
account, you may sue the maker of the check for the amount of the check and, in some in‐
stances, additional damages. Civil damages for writing bad checks are provided for and fully
set forth in Oregon statue.
HOW CAN I RECOVER ADDITIONAL DAMAGES?
First, you must attempt to negotiate the check. After you have received notice that the
check will not be paid, you must then make a written demand upon the maker of the check
for payment in cash of the amount of the check plus a service charge. The service charge
varies from state to state, for an example, for the state of Georgia it is based on either 5% of
the face value of the check or $20.00, whichever is greater. In South Carolina, the service
charge is $25.00. The notice must be mailed to the maker of the check by certified mail.
If the maker of the check does not tender to you the amount of the check plus the service
charge within ten days of receipt of the letter, you may make a claim for the additional stat‐
utory damages set forth above.
WHAT IF I DON'T GET THE MONEY AFTER SENDING THE LETTER?
The maker of the check has thirty days from receipt of the letter to tender payment, in cash,
of the amount of the check plus service charges. Failure of the maker of the check to pay the
above sum will entitle you to proceed with an action for statutory damages.
WHO DO I SUE?
You should sue the maker of the check. This is generally the same person who gave you the
check. However, in the case of a third‐party check, it will be the person who actually wrote
the check.
WHERE DO I SUE?
You must file your lawsuit in the county in which the Defendant resides, regardless of where
the check was given to you.
WHAT DAMAGES CAN I RECOVER?
You may be able to collect the amount of the check, plus damages of up to three times the
amount of the check, but in no case more than $500.00, plus court costs. This varies from
state to state.
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19. WHAT DEFENSES MAY BE RAISED TO A CLAIM FOR STATUTORY DAMAGES?
The maker of the check may raise several possible defenses to an action for statutory dam‐
ages. These include: (1) full satisfaction of the check plus service charge was made prior to
the commencement of the action; (2) the bank erred in dishonoring the check; and (3) the
acceptor of the check knew at the time of acceptance that there were insufficient funds on
deposit for the check to be honored.
20. WILL STATUTORY DAMAGES ALWAYS BE AWARDED?
No, there are several factors that may be considered by the court in ruling on a claim for
statutory damages. The court may waive all or part of the statutory double damages if it
finds that the defendant's failure to satisfy the dishonored check was caused either by the
defendant having received a dishonored check or economic hardship.
The defendant may also avoid statutory double damages after suit has been filed by paying
to the plaintiff the amount of the check, service charges on the check, plus all court costs.
21. WHAT IF MY CASE DOES NOT FIT EITHER THE CRIMINAL OR CIVIL BAD CHECK DAMAGES CRITE‐
RIA?
You may still seek to collect the amount of the check, or the debt represented by the check,
by suing the maker of the check for the amount of money owed to you. The fact that the el‐
ements of the criminal or civil statutes does not apply to your case does not negate the fact
that the person who made the check owes you money.

How to Detect Counterfeit Currency
Look at the money you receive. Compare a suspect note with a genuine note of the same de‐
nomination and series, paying attention to the quality of printing and paper characteristics.
Look for differences, not similarities.
Portrait
The genuine portrait appears lifelike and stands out distinctly
from the background. The counterfeit portrait is usually lifeless
and flat. Details merge into the background which is often too
dark or mottled.
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 counterfeit
seals may have uneven, blunt, or broken saw‐tooth points.
Border
The fine lines in the border of a genuine bill are clear and un‐
broken. On the counterfeit, the lines in the outer margin and
scrollwork may be blurred and indistinct.
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Serial Numbers
Genuine serial numbers have a distinctive style and are evenly
spaced. The serial numbers are printed in the same ink color as
the Treasury Seal. On a counterfeit, the serial numbers may dif‐
fer in color or shade of ink from the Treasury seal. The numbers
may not be uniformly spaced or aligned.
Paper
Genuine currency paper has tiny red and blue fibers embedded
throughout. Often counterfeiters try to simulate these fibers by
printing tiny red and blue lines on their paper. Close inspection
reveals, however, that on the counterfeit note the lines are
printed on the surface, not embedded in the paper. It is illegal
to reproduce the distinctive paper used in the manufacturing of
United States currency.

Receipt of Counterfeit Currency






Do not return it to the passer.
Delay the passer if possible.
Observe the passer's description, as well as that of any companions, and the license
plate numbers of any vehicles used.
Contact the County Treasurer so a case can be opened with the appropriate authorities.
Limit the handling of the note. Carefully place it in a protective covering, such as an en‐
velope.

How to Detect Counterfeit Money Orders
U.S. Postal Service Money Orders have security features that distinguish them from other fi‐
nancial instruments. Learning to recognize them will protect you from being victimized. Postal
Money Orders have special inks, watermarks, and security threads. The two most prominent
security features can be viewed by holding the money order in front of a light source. Look for
these features:
 A watermark of Benjamin Franklin, the oldest and one of the most famous signers of the
Declaration of Independence and the U.S. Constitution, is visible on both the front and re‐
verse side of the money order when held to the light. (See 1.)
 A dark security thread running (top to bottom) to the right of the Franklin watermark, with
the tiny letters "USPS" facing backward and forward. (See 2.)
 If the denomination is discolored, it may have been erased (indicating fraud). (See 3.)
 The dollar amount should be imprinted twice. (See 4.)
 Maximum value for domestic and Canadian money orders is $1,000. They are distin‐
guished by their green, yellow, and blue colors.
 Maximum value for international money orders is $700 ($500 for El Salvador and Guyana).
They are printed in pink, yellow, and gold colors.
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Receipt of Counterfeit Money Orders
Money orders may be verified by calling the Money Order Verification System at 866‐459‐7822. If you
suspect that you have received a counterfeit money order report it to the U.S. Postal Inspection Service
at 877‐876‐2455.

WHEN CURRENCY IS DAMAGED OR CONTAMINATED
Even though United States currency is strong and durable, it does wear out with constant han‐
dling.

All currency in circulation is routinely deposited to Federal Reserve Banks by commercial banks.
Worn notes are systematically destroyed by Federal Reserve Banks during ordinary currency
processing. The destroyed notes are replaced by new currency provided by the Bureau of En‐
graving and Printing. The note most frequently replaced is the $1 denomination. There are over
four billion $1 bills in circulation, and the life expectancy of each is approximately 18 months.
Since larger denominations are handled less, they last longer.
When a note is partially destroyed, the Treasury Department will replace it if clearly more than
half of the original remains. Fragments of mutilated currency which are not clearly more than
one half of the original whole note may be exchanged only if the Director of the Bureau of En‐
graving and Printing is satisfied by the evidence presented that the missing portions have been
totally destroyed.
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Our depository bank’s policy is to not accept mutilated or contaminated currency (burned, bur‐
ied, exposed to chemicals, or otherwise in such condition that value is questionable), because it
cannot be shipped to the Federal Reserve and may cause potential health and safety concerns.
Departments have the discretion to not accept damaged or contaminated currency.

ALTERED GOVERNMENT CHECKS
Sometimes criminals attempt to alter the name of the payee on a government check to corre‐
spond to their identification. Or they may alter the amount of a check to raise its value. If legit‐
imate payees alter the amount on a government check, they forfeit the entire original amount
of the check and are subject to criminal prosecution.
Government checks are never issued with corrections. If these are present, the check has been
altered. Things to watch for include:
 Erasures, strikeovers or pen‐and‐ink corrections
 Bleaching or other color changes around letters or numbers
 Uneven spacing or misalignment of type
 Compare the amount of the check with the reason for which it was drawn. For instance,
a normal Social Security annuity check would not be issued for thousands of dollars.

CHANGE AND IMPREST CASH FUNDS
General
(1) The Board of County Commissioners is Authorized to establish a cash fund for use by
any County officer for the following purposes:
a. A change fund for use in making change to perform official County duties.
b. An imprest cash fund for purchasing services or materials that are a legal charge
against the County.
(2) Such funds may be established by Board adopted resolution which sets forth:
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a. The necessity or justification for the fund.
b. Identification of the County officer for which the fund is available.
c. The fund amount.
(3) The officer may be authorized to use the fund for making change, when necessary in
carrying on his official work.
(4) The County officer for whom the fund was established is personally liable for any losses
that may occur unless relieved from accountability by the Board of County Commission‐
ers.

Authorizing Procedures
The following procedures shall be followed to establish cash funds:
(1) The requesting County officer shall furnish a letter to the Finance Director which sets
forth:
a. The purpose for which the cash fund is to be used.
b. The fund amount to be established.
c. The justification for the establishment of the fund.
(2) The Finance Director shall review the request and any supporting documentation and
determine if establishment of such a fund is justified.
(3) If not justified, the Finance Director shall return the letter to the requesting officer with
an explanation of the reason(s) for disapproval.
(4) If justified, the Finance Director shall draft an implementing resolution and submit it to
the Board of County Commissioners.
(5) Upon adoption of the implementing resolution, the County Treasurer shall issue a Coun‐
ty check in the approved amount to the County officer named in the resolution.

Administration of Cash Funds
(1) All cash funds shall be subject to the requirements set forth in this manual.
(2) The responsible County officer may request a replenishment of expended imprest cash
funds by submitting an official County claim to Finance. This claim shall be accompanied
by:
a. An expenditure distribution listing.
b. Copies of all vendor invoices and vouchers that have been signed by the vendor
or cash recipient. In the case of expenditures from confidential funds, the de‐
partment head may substitute a signed statement indicating that the expendi‐
tures were appropriate for the purpose of the fund. Upon approval of the claim,
the Treasurer shall issue a check to the responsible county officer.
(3) It shall be the responsibility of the officer having custody of the cash fund to:
a. Assure that all vendor invoices, vouchers or other evidence of a transaction are
signed by the vendor or other person receiving payment acknowledging the re‐
ceipt of funds.
b. Furnish an accounting of the fund upon demand to the Treasurer or Finance Di‐
rector. The accounting shall be of a form and content as designated from time to
time by the Finance Director.
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c. Assure that the total of cash and vendor receipts at all times equals the ap‐
proved amount of the fund.
(4) The Finance Director shall maintain a list of all active cash change and imprest funds.

BANK ACCOUNTS
General
In certain circumstances County departments may be authorized to use commercial bank ac‐
counts for their activities. Typically, such accounts are “transfer accounts” used by outlying de‐
partments to facilitate the depositing of funds into the County Treasury.

Authorization Procedures
Departments may be authorized to use commercial bank accounts rather than the County
Treasury if circumstances warrant. The following procedures shall be followed to establish a
bank account:
(1) The requesting department shall submit a letter to the Treasurer and Finance Director
stating the reason for such an account.
(2) The Treasurer and Finance Director shall review the request and determine if a com‐
mercial bank account is justified.
(3) If the request is not justified, the Treasurer shall return the letter to the requesting of‐
ficer with an explanation of the reason(s) for disapproval.
(4) If justified, the Treasurer shall draft an implementing resolution and submit it to the
Board of County Commissioners.
(5) The resolution authorizing such an account shall include the following facts:
a. The specific purpose and justification for the bank depository account.
b. The identification of the responsible County officer as custodian of the account.
c. The department location where depository records will be maintained and to
which all statements and correspondence are to be sent.
d. The name and location of the bank depository.
e. The period of time the account is authorized.

Control Policies and Procedures
(1) All depository accounts shall be established to conform with the following policies and
with such other policies as may from time to time be directed by the Treasurer.
a. All depository accounts shall be maintained in the name of the Klamath County
Treasurer with the responsible Department Head as Trustee. Under no circum‐
stances shall accounts be maintained in an individual’s name or departmental
name.
b. Depository accounts shall be used only for official County business.
c. If the account is a transfer account, all checks should be pre‐printed with “Kla‐
math County Treasurer” as payee.
d. The depository account custodian shall maintain a record of all deposits and dis‐
bursements so as to provide the following information:
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e.
f.
g.

h.

i.

 Date of deposit or disbursement
 Amount of deposit or disbursement
 Payee and purpose of each disbursement
 Source of each deposit amount
 Account balance
The depository custodian shall reconcile the account at least monthly.
The depository custodian shall be responsible for all filings related to unclaimed
property on the account.
The depository custodian shall furnish an accounting upon demand of the Treas‐
urer or the Finance Director. Said accounting shall be of a form and content as
designated from time to time by the Finance Director. Duplicate deposit slips,
bank statements and cancelled checks shall be maintained until audited.
The Treasurer and Finance Director shall maintain a list of all current depository
accounts and a list of all accounts that were open at any time during the preced‐
ing two fiscal years.
In addition to the policies set forth in this section, the handling of funds shall be
subject to the cash control procedures outlined in this manual.

GENERAL RECEIPT PROCEDURES
Types of Receipt Systems
(1) An official County receipt shall be issued for the exact amount of all money received by
any officer or employee of a department. The receipt system which will be most effec‐
tive and economical for the needs of the department should be selected, but may not
be implemented, nor subsequently revised or changed without the prior approval of the
Finance Director.
(2) Receipt books may be used, or printed receipts from the County Financial system. The
standard official County receipt policy is pre‐numbered and contains an original copy
and 2nd copy. The original copy is given to the customer and the 2nd copy is retained by
the issuing department for three years.
(3) Some departments require special purpose variations of receipts, which are designed to
meet specific needs. These forms shall be preprinted with sequential receipt numbers,
for control purposes, and serve the same purposes as other types of official County re‐
ceipts. The use of any such manual or automated receipt system must be approved in
advance by the Finance Director.
(4) “Write‐it‐once” receipt systems consist of a metal, wood or plastic pegboard and a set
of journal pages, with a bank of receipts attached at the left‐hand side of the journal
page. A journal page is placed over the pegs on the pegboard, and the receipts are
placed over this, with the top line of each receipt directly aligned with an applicable line
on the journal page. As each receipt is written, the information is transferred to the
journal page by the carbon on the back of the receipt. These systems are antiquated and
should be replaced by a duplicated receipt book or the cash receipt module in the Fi‐
nancial system.
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(5) Cash register systems may be used in departments with a large volume of transactions.
Internal control policies and procedures for these systems are included in the Section
entitled “Cash Register Procedures”.

Receipt Control
(1) The Department Head is responsible for providing a secure, restricted‐access location
for the storage of receipt books. Receipt books should not be accessible to customers or
unauthorized employees.
(2) The Department Head shall maintain accountability over receipts issued for use by the
department. Only one person in each department should be assigned the responsibility
for the issuance and control of blank receipts. A written receipt control record shall be
maintained indicating the beginning and ending number of the receipts, the numbers of
receipts used or issued out, and the number of the receipts which are unused and still
on hand.
(3) All receipts shall be issued in numerical sequence.
(4) The use of special‐purpose receipts by a department must have the prior written ap‐
proval of the Finance Director. The design of the receipt and the quantity to be held in
inventory must be approved by the Finance Director. The handling of special‐purpose
receipts shall otherwise conform to the receipt control provisions of this manual and
shall at all times be subject to review and audit by the Finance Director.
(5) Receipts should be written in ink and all parts should be completed. The form and com‐
position of payment should be clearly noted. Both parties should initial all “cross‐outs”
and “strike‐overs”.

Voided Receipts
(1) If it becomes necessary to void a receipt being written in an official County Receipt
Book, the word “VOID” shall be printed in large letters on the receipt. Both copies of the
voided receipt shall be retained.
(2) If it becomes necessary to void a receipt when a “write‐it once” receipt system is used,
the word “VOID” shall be printed in large letters on the receipt. The corresponding line
on the journal page shall likewise be annotated with the word “VOID’. The voided re‐
ceipt shall be attached to the journal page and retained by the department for inspec‐
tion during audits.
(3) If it becomes necessary to void a receipt when a cash register is being used, the detail
audit tape shall be annotated with the word “VOID” and the receipt shall be attached to
the cashier reconciliation of the day’s business.
(4) Whenever it becomes necessary to void a receipt (official receipt book, “write‐it‐once”
or cash register), the immediate supervisor of the receipt preparer should be notified of
the void and should initial the voided receipt.
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CASH RECEIVED THROUGH THE MAIL
Receiving Mail
Receiving, opening and distributing incoming mail are jobs that should be handled by, or be un‐
der the supervision of, a responsible employee other than the employee performing the func‐
tions of cashier or bookkeeper. If possible, mail should be opened in the presence of another
person. The person in charge should make a list of cash received, indicating the name of the
remitter, the amount received and other pertinent data. Preferably, the list should be made in
duplicate on numbered forms, with both copies signed by the person opening the mail and by
the employee performing the functions of the cashier or bookkeeper to whom the cash is
turned over, acknowledging receipt of the total amount on the form. One copy of this list
should go to the person who opened the mail and the other to the employee performing the
functions of the cashier or bookkeeper.

Alternate Mail Receiving Procedure
If the foregoing procedure is not feasible, the person opening the mail should total the curren‐
cy, checks, and money orders received by using an adding machine. The amount on the tape
should further be identified by inserting such information as the payer’s initials, case number or
other identification data next to each dollar amount. The amounts can subsequently be recon‐
ciled after all receipts are written by the employees performing the functions of cashier or
bookkeeper.

Transfer to Cashier for Deposit
The collections should be turned over to the employee performing the functions of cashier or
bookkeeper or other person responsible for preparing deposit permit documentation. The col‐
lection tape should be compared to the total shown on the deposit permit documents to insure
that all funds have been accounted for.

Retain Original Copy of Receipt
The original copy of the receipt should be retained in the receipt book unless a receipt is re‐
quested or the County Accountant directs that a receipt should be mailed.

CASH REGISTER PROCEDURES
Cash registers are used for the receipt and control of monies received by departments with a
large volume of cash receipt transactions. The department head, in coordination with the Fi‐
nance Director, is responsible for developing and adopting the necessary operating procedures
for the use and operation of the cash register to provide adequate controls in the cash receipt‐
ing function of the department. Such procedures shall be based on the following standards:
 Each employee performing the functions of cashier and bookkeeper should be assigned
a separate cash drawer with a key. The employees performing the functions of cashier
shall keep the cash drawer locked when not in use and shall be responsible for the mon‐
ey in the cash drawer.
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At the start of each business day, the employees performing the functions of the cashier
will count and sign for any assigned change funds.
Cash registers should have the capability of printing transaction numbers in numerical
sequence.
Duplicate imprints of transactions made should be recorded on a tape locked in the cash
register (the detail audit tape).
If an error is made by keying an incorrect amount of distribution, the employee(s) per‐
forming the functions of the cashier must note the error, make a brief explanation in ink
on the detail audit tape, key in the proper amount, and, at the end of the day, subtract
the erroneous amounts from the register total. All corrections made on cash register
tapes must be reviewed by and verified by the supervisor in charge.
At the end of each business day, the supervisor in charge shall clear out the register to‐
tals for the day’s business. In this connection, the cash register shall have the capability
of summarizing transactions by coded distribution key. The employee(s) performing the
functions of the cashier shall at no time have the capability of clearing out cash register
totals.
During breaks or lunch periods, provision should be made to fix accountability for mon‐
ies received by any individual providing cashiering relief.
At the end of each business day, the supervisor in charge should reconcile the cash reg‐
ister tape total with the monies turned in by the employee(s) performing the functions
of the cashier. When reconciled, the employee(s) performing the functions of the cash‐
ier and bookkeeper should be furnished a receipt for the monies turned in to the super‐
visor in charge. The audit tape and reconciliation should be used for the daily posting to
the journal (or preparation of a deposit permit) and should be retained by the depart‐
ment.
If the cash register has a visible display of the amount being entered, the register should
be positioned so that the customer can observe the display.

CASH OVERAGES
General
Any employee performing the function of cashier experiencing a cash overage must submit a
written report to the department head "at the close of each business day, setting forth the ex‐
act sum of any cash overage in the account for that day.”

Procedures
(1) All cash overages, regardless of amount, should be separately deposited with the Coun‐
ty Treasury daily and intact, at the same time as all other cash receipts collected by the
responsible department or activity. This deposit shall be identified as being a cash over‐
age and recorded to Other Revenues, Account Number 44000.
(2) When the source of a cash overage is known to the fund custodian, and when the
amount of the overage is $1 or more, the fund custodian shall initiate a refund. Such re‐
funds are payable by County check, which must be supported by a properly completed
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claim form. This claim, along with other information shall make reference to the deposit
permit covering the overage.
(3) A cash overage of $25 or more should be reported to the County Treasurer. The report
should set forth the facts and circumstances and be forwarded not later than the close
of the business day on which the overage is discovered.

CASH SHORTAGES
General
In regard to cash shortages, the Board of County Commissioners may, by a resolution incorpo‐
rating such limitations and safeguards as may be deemed in the best interests of the county,
provide that county officers and employees who are responsible for receiving and paying out
money may be relieved of shortages in their accounts, where there is no proof of fraud or gross
negligence in connection with the shortage and where the loss is not covered by insurance.
If the Board of County Commissioners after an investigation and report by the Treasurer ap‐
proves the coverage of such shortage, it shall be entered in its minutes and shall be a charge
against the county.
By resolution, the Board of County Commissioners may provide that an application to have a
shortage in county funds replenished shall be made with the Finance Director of the county in‐
stead of with the Board and may authorize the Finance Director to perform the functions of the
Board to replenish the shortage. In the event the Board authorizes the Finance Director to per‐
form such functions of the Board, the Finance Director shall render a written report and give an
account to the Board of shortage reimbursements at the end of the fiscal year and at such oth‐
er times as the board directs.
The procedures to be followed in the case of cash shortages will be based on the nature of the
shortage as outlined below.

Routine Errors in Cash Handling
(1) Occasionally, errors will occur in making change and other cash transactions that result
in cash shortages. Any employee experiencing an unresolved cash shortage must report
the exact sum of any cash deficit to his department head or supervisor at the close of
each business day.
(2) Whenever warranted by the size of the shortage, the department head or supervisor
should make a thorough attempt to determine the reason for the shortage. The review
might include recounting the cash, reviewing all transactions for the period, and check‐
ing the amounts of all checks and money orders to ensure that the receipts were written
for the correct amounts.
(3) The shortage should be reimbursed by using the change fund so that the total receipts
for the day will be deposited intact. However, if the change fund is not sufficient to cov‐
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er the shortage, the affected fund will have to remain short until relief from accountabil‐
ity is either granted or denied.
(4) At the time reimbursement of the change fund is requested by the department, the Fi‐
nance Director shall review the detail supporting the cash shortage position of the
change fund.
a. The change fund custodian shall maintain adequate records and notations to de‐
scribe the source and nature of all shortages.
b. Relief from accountability may be sought by the change fund custodian upon
written application to the Finance Director. (See Appendix B for a sample format)
c. The request for relief must be complete with details of the occurrence and an
explanation of corrective measures.
(5) If the request is granted a claim will be prepared charging the department for the
amount of the cash shortage. The Treasurer will issue a check to replenish the fund hav‐
ing the shortage.

Shortages when Theft or Negligence Is Suspected
(1) Any person suspecting theft or negligence shall report such irregularities to the depart‐
ment head.
(2) The department head shall contact the County Treasurer and discuss the circumstances
of the suspected theft or negligence. The County Treasurer may request assistance from
the District Attorney’s Office if appropriate.
(3) The County Treasurer shall establish the amount of the loss and the circumstances sur‐
rounding the shortage. The County Treasurer shall issue a report, with recommenda‐
tions, based on the findings in the case. A copy of the report shall be sent to the Board
of County Commissioners and the District Attorney.
(4) The department head may seek relief from accountability as explained in the previous
section (4)b.

INTERPRETATION AND IMPLEMENTATION
Any questions relative to the intent or application of this procedure should be directed to the
County Treasurer, or designee, who is delegated the responsibility to interpret and implement
these procedures.
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APPENDIX A ‐ SUMMARY OF CASH CONTROL PROCEDURES
Internal Control‐‐General Principles
(1)
(2)
(3)
(4)
(5)
(6)
(7)

Establish clear responsibilities for a given situation task.
Divide responsibility for related transactions.
Maintain adequate records.
Separate record keeping and asset custody.
Rotate personnel.
Keep employees informed.
Review systems and procedures periodically.

Specific Cash Control Requirements
(1) All cash receipts shall be deposited intact into the County Treasury or a commercial
bank account at least weekly and preferably daily if the revenue volume warrants. Large
amounts of cash shall not be allowed to accumulate. Depositing intact means that the
deposit must consist of the same checks and/or money orders and the same amount of
currency and coins as indicated in the receipts for the deposit.
(2) Deposits should be made by someone other than the person performing the functions
of cashier or bookkeeper, or the person who issues receipts.
(3) Bank accounts should be reconciled and reviewed at least monthly by someone other
than the employee performing the functions of cashier or bookkeeper, or the person
who makes the bank deposits.
(4) The duties of those employees performing the functions of cashier and bookkeeper
should be independent, with neither person having access to the other’s records.
(5) No adjustments should be made to ledger accounts without the express approval of the
department head or a supervisor designated by the department head.
(6) Employees shall not commingle private monies with County funds. County funds shall
not be used to cash payroll checks or other personal checks. Likewise, employees shall
not borrow money or issue personal I.O.U.’s in exchange for County funds of any kind.
(7) Employee personal funds shall not be used to reimburse shortages in cash funds. Over‐
ages in cash funds shall not be retained to “make up” future shortages or for non‐
County purposes.
(8) All cash overages, regardless of amount, should be separately deposited with the Coun‐
ty Treasury, as a cash overage, at the same time as all other cash receipts are deposited.
(9) Departments may accept payments for County services in the form of personal checks,
bank checks and drafts, money orders, and cashier’s checks for the exact amount of
purchase. Accepting personal checks for payments is discretionary.
(10)
An endorsement stamp, restricted to "Deposit in the County Treasury" must be
used on all checks and money orders at the time they are received.
(11)
During working hours, cash must be kept in a cash drawer, cash box or cash reg‐
ister that is not accessible to unauthorized persons. Cash drawers or cash boxes must be
closed and locked when not in use. Whenever possible, each employee receiving cash
should be assigned a separate cash drawer or cash register till.
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(12)
If cash is not deposited on a daily basis, it should be kept in a locked, secure
place (a safe, drawer, or cabinet) with access restricted to as few employees as possible.
(13)
An official County receipt shall be issued for the exact amount of all money re‐
ceived by any officer or employee of a department. Unless otherwise expressly ap‐
proved, only official County receipt books issued to departments by the County Treasur‐
er may be used. Other systems that may be approved for use include “pegboard” and
cash register systems.
(14)
All receipts shall be issued in numerical sequence.
(15)
Receipts should be written in ink and all parts should be completed. The form
and composition of payment should be clearly noted. Both parties should initial all
“cross‐outs” and “strike‐overs”.
(16)
Departments shall maintain accountability over receipts issued for use by the
department. Receipt books should not be accessible to customers or unauthorized em‐
ployees.
(17)
If it becomes necessary to void a receipt being written in an official County re‐
ceipt book, it shall be done by printing the word “VOID” in large letters on the receipt.
Both copies of the voided receipt shall be retained in the receipt book for inspection
during audits.
(18)
If it becomes necessary to void a receipt when a cash register is being used, the
detail audit tape shall be annotated with the word “VOID” and the receipt shall be at‐
tached to the cashier’s reconciliation of the day’s business.
(19)
Whenever it becomes necessary to void a receipt, the immediate supervisor of
the receipt preparer should be notified of the void and should initial the voided receipt.
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APPENDIX B ‐ "RELIEF FROM SHORTAGES" FORM

KLAMATH COUNTY
Request for Relief of County Officers and Employees from Shortages in Accounts
To: County Treasurer
Date:
On
a cash shortage in the amount of $
disclosed in the reconciliation of the cash receipts.

,

was

This shortage has been thoroughly investigated and the circumstances surrounding the loss are
set forth in detail in the attachment to this letter. Considering that no proof of fraud or gross negligence has been found and that the loss is not covered by insurance, I respectfully request relief
from the shortage.
To replenish the imprest cash or change fund I request authorization to submit a claim to the
County Accountant charging Account No.
Office
Expense in the amount of the aforementioned cash shortage, payable to:
.
Date: _____________ Signature: _____________________________
COUNTY ACCOUNTANT REVIEW
The circumstances concerning this shortage have been reviewed and the request
for relief from the shortage is: approved ☐ disapproved ☐
Date: _____________ By: __________________________________
COUNTY COUNSEL REVIEW
The circumstances concerning this shortage have been reviewed and the request
for relief from the shortage is: approved ☐ disapproved ☐
Date: _____________ By: __________________________________
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APPENDIX C ‐ KNOW YOUR MONEY POSTER
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Klamath County Cash Handling Policy

Department of Revenue
955 Center St NE
Salem, OR 97301-2555
www.oregon.gov/dor

October 11, 2021

Dear county commissioners, executive officers, finance officers, and assessors:
In its 2021 Regular Session, the Oregon State Legislature adopted House Bill 5006,
appropriating $23,200,000 to the Department of Revenue “for grants to counties for the
reimbursement of lost tax revenue related to the 2020 wildfires.” We invite your county to
submit a request for this grant.
Please email your request by December 1, 2021, to the department at
finance.taxation@dor.oregon.gov. Please attach to the email a copy of your county’s resolution
authorizing the request. The resolution must include the following elements.
1. The amount of the request. The amount should be determined by the following method.
Please see the bottom of page 39 of the Budget Report for House Bill 5006. There you will
find an “estimated amount of lost tax revenue” for your county for 2020-21. Please compare
that amount to the total of $4,814,372 for 2020-21 to derive a percentage. Then apply that
percentage to the total $23,200,000 to determine the total request amount for your county.
2. A description of how your county chooses to distribute the grant amount to tax districts
within your county.
3. A commitment to provide a report to the department, upon completion of the distribution of
the funds, of the amounts distributed to each of the entities.
Upon receiving your email and request, the Department of Revenue will disburse the entire
approved grant amount by December 31, 2021. We will contact your financial officer to request
an ACH (Automated Clearing House) number for distributing the funds.
Please contact Phil McClellan at 503-586-8128 or finance.taxation@dor.oregon.gov with any
questions about this process.
Sincerely,

Bram Ekstrand, Administrator
Property Tax Division



The intent of this guidance is to provide a consistent method for timely
distribution of the $23,200,000 appropriated by HB 5006 for grants to counties to
reimburse lost tax revenue due to the 2020 wildfires. This method, developed in
consultation with the affected counties, seeks to maximize local control of the
grants, while preserving accountability to ensure grant money will be requested
and used only for estimated losses due to actual damage or destruction by the
September 2020 wildfires.



For tax year 2020-21, each eligible county’s base-year request can be found in
the HB 5006 budget report, pages 39 and 40. Total requests for tax year 2020-21
will be $4,814,372.



To estimate tax revenue loss for subsequent years, each county will use the
percentage that its request for 2020-21 represents of total requests for 2020-21
and multiply that percentage by the total remaining funds, which is $18,385,628.
Specifically, the percentages will be 4.324% for Lincoln County ($794,994.55),
14.865% for Marion County ($2,733,023.60), 2.427% for Clackamas County
($446,219.19), 12.031% for Lane County ($2,211,974.90), 1.5% for Linn County
($275,784.42), 1.351% for Douglas County ($248,389.83), 58.763% for Jackson
County ($10,803,946.58), and 4.739% for Klamath County ($871,294.91).



Each county should specify in its ordinance requesting the grant the method and
timeline it will use for distributing the money.



Each county’s application to the department will include a copy of the ordinance
requesting the grant and a signed statement from the county treasurer or
presiding officer attesting that the request amount is a good-faith estimate of
property tax revenue loss due to the 2020 wildfires. Each application will request
grants for the 2020-21 property tax year as well as for the 2021-22, 2022-23, and
2023-24 tax years.



Applications for grants are due to the department by December 1, 2021, and the
department will disburse the grants for each county and for each tax year
referenced in the requests by December 31, 2021. Within 30 days following the
end of fiscal year 2021-22, each county will report to the department on how it
distributed the grants.

