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Discussion/Interpretation:  
Establishes department-wide policy on -  
• Receipting, recording and depositing monies, negotiable instruments, and monetary 

transactions, 
• Cashing Personal Checks 
• Credit Card Transactions 
• Documentation requirements to support depositing and receipting functions 
• Responsibility and liability for cash overages and shortages. 
 
Supersedes all prior policies. 
 
Related terms have been defined and added to the Financial Service Common Terms 
glossary. 
 
Implementation/Transition Instructions: Personnel responsible for receipting 
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functions are required to implement the policy not later than 10/01/2008. 
 
Training/Communication Plan: DHS Communication and website will be used to 
notify personnel of the policy.  Financial Services will provide training on an as needed 
basis. 
 
Local/Branch Action Required: Administrators and managers will ensure staff 
adhere to policy. 
 
Central Office Action Required: Respond to question or concerns, annually review 
the applicable rules and regulations to update the DHS policy. 
 
Field/Stakeholder review: Yes  No 

If yes, reviewed by:  Wayne Breach, Linda Wells, Shawn Jacobsen, Jim 
Scherzinger, John Swanson, Edie Kessel, Leona Gildersleeve, Trisha Baxter, 
Bill Conner, Steve LiaBraaten, Wendy Baca, Michael Alberts, Dale Brydges, 
Donna Weaver, Debby Williams, Pat Young. 

 
Filing Instructions: No paper copies are distributed for filing.  DHS policies are 
located on the DHS web site at http://www.dhs.state.or.us/policy/ 
 
 
If you have any questions about this policy, contact: 
Contact(s): Wayne Breach, Receipting Manager 
     Phone: 503-947-5007 Fax: 503-947-5029 
     E-mail: Wayne.breach@state.or.us  

 
 




