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Cash Handling

Your members and your management recognize the MSR as a currency expert.  You are required to count, verify and protect the cash assets of the credit union. These responsibilities demand that you are alert, accurate, and systematic in cash handling.  This unit will explore areas in which we can fine tune our skills and develop into a true currency expert.

Concentrate

· Do not allow interruptions while counting, if you are interrupted, start your count over

· Complete one transaction before starting another

Consistent
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Start low bills to high/high to low bills

· Coin first or coin last

Organized


· No excess loose cash

· Keep strapped

· Keep face up and facing one direction

· Keep mutilated cash to a minimum

Count three times

· Out of your drawer

· Document on transaction receipt

· To the member

Compare cash total to transaction receipt

· Recount if unsure

· Always count strapped money and rolled coin before using

· Put away cash before starting a new transaction

· Never exchange cash for cash with another MSR

Cash control
It is every associates responsibility to ensure proper cash control at all times and to protect the assets of the credit union.

Each associate has sole accountability for the cash assigned to him or her.  The associate is responsible for maintaining proper controls and handling of cash in their possession.  This includes balancing the assigned cash drawer when used or locking it in the vault on days it is not being utilized to assist members.  The associate is also responsible for full control of their cash, teller stamp and assigned keys.

While operating a cash drawer the associate is to take the following precautions:

Protect currency, cash paid items, teller stamp and keys when assisting members

· Never leave cash unsecured or unattended

· If it is necessary to leave the area, the cash is to be locked and out of the reach and sight of members

· Keep passwords and access codes confidential

· Keep combinations to vaults or doors confidential

· Do not accept custody of a cash drawer without verifying its contents in dual control

· Do not allow access to your cash drawer by anyone except to transfer responsibility

· Always count and list incoming and outgoing cash on the teller voucher

· Keep strapped currency in your teller vault, not in your first or second drawer

· Keep currency in your drawer clean, counted and orderly at all times

· Cash is your responsibility

Cash limits

Teller drawer limits will vary from branch to branch, please verify with your manager what the limit is for your branch.  Generally the top drawer is not to exceed $2500.00.  Total cash control limit is specific to the branch and the experience of the associate.

· Working cash should never exceed established limit

· All excess cash should be kept in the second drawer

· Stay within drawer limits 

· Keep mute money to a minimum, sell to the vault as soon as possible

Methods of Counting Currency

Two methods of counting currency are examined here.  Use the method that is most comfortable for you, but use it always.  In addition, remember that currency is always counted a minimum of three times.
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Hand to counter

1. Remove a handful of the desired denomination (large bills first) from the cash drawer

2. Count desired quantity to counter

3. Replace excess in the cash drawer

4. Place next desired denomination quantity on top of the pile

5. When all desired bills are stacked on the pile, turn over and count to the counter.

Hand to hand
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Remove desired denomination quantity, one bill at a time, from cash drawer with right hand and place in left hand

2. Repeat process for all desired denominations, placing each new bill on the bottom of the stack in your left hand

3. When all the desired bills are in your left hand, count from your left hand to your right

4. Left-handed MSR’s reverse hand sequence

Keeping track by denomination

1. Count each bill by its face value

2. Add each new bill to the previous amount

By units


1. Leave off zeros from all denominations having zeros

2. Count by first digit only

3. Add zeros at the end of the count to arrive at the total

By quantity

1. Count desired denomination quantity only 

2. Multiply the total number of bills by the denomination

3. Record the total on paper or the adding machine

4. Repeat for all the denominations and all the totals

Cash disbursing procedure

1. Get the members id – make sure it is the member

2. Complete the transaction

3. Have the member sign the receipt

4. Give the member their receipt

5. Wait until you have the members full attention

6. Count out the members money to them

Counting Coin

All Coins

1. Separate the coin by denomination

2. Spread the coin flat on the counter

3. Count two at a time – counter to hand

4. Count by quantity

5. Repeat for all denominations

Keep your cash drawer organized. There is a correct way to arrange a teller drawer.  The correct way will expedite accurate transactions.  The wrong way will ensure foul-ups.
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· Arrange paper currency in stacks

· When opening a stack of bills, toss the paper straps after verification

· Get rid of paper when opening rolls of coins (*may contain members account number)

· Make sure that your coins and paper currency are in the right area of the drawer

· Make sure your extra rolls are arranged in some order

· Make sure your dollar bills are neat, not bunched or bent

· Never leave your teller drawer open when you are going to be away from it

	Cashed checks
	Loose coin
	20’s
	100’s

	
	
	10’s
	50’s

	
	
	5’s
	Mute

	
	
	1’s
	Rolled coin

	100’s
	20’s
	Loose coin
	Cashed checks 

	50’s
	10’s
	
	

	Mute
	5’s
	
	

	Rolled coin
	1’s
	
	


Left hand drawer






Right hand drawer

Notice larger bills are to the back and less visible.  Bait money should be kept under your large bills.

Tips for handling cash

1. Keep large bills (denominations of $50 or $100) separate from your working cash.

2. Keep mutilated money separate from your working cash.

3. Always count the money out of your cash drawer and then count the cash again and then to the member (three times).

4. If you have more cash than you are authorized to have at your station, notify the Lead MSR or your supervisor.

5. Become familiar with the design of all denominations of currency.

6. Always count currency with the face of the bill in full view.  Beware:  currency counters do not read bill denominations and may not detect counterfeits.  Be especially careful and alert about counterfeits and mixed denominations.

7. Separate currency by denominations prior to counting it.  Be consistent about the order you count cash i.e.:  highest to lowest with coin last, or vice-versa.  Never hesitate to recount cash when you find denominations mixed after you have started counting.

8. Always immediately verify a strap before breaking it and before taking any of the bills from the package.  Always count rolled coin before using.

9. Do not keep loose bills of more than one denomination in the same compartment and place currency in the drawer with the portraits up, facing you.

10. Keep $1 bills in the nearest from compartment followed by $5, $10, and $20 in that order, in separate compartments.  

11. Verify all strapped and loose currency deposited by a member in his/her presence before putting it in your drawer.

12. Never start a new transaction until the currency; coins and work form the previous transaction have been put away.

13. Never exchange, buy or sell money from another teller window without a transfer ticket  

14. Always list outgoing currency by denomination before you count it back to the member, be consistent.

15. Do not let the member or fellow associate distract you when you are counting.  If you are interrupted, stop and start over at the beginning.

16. Never leave money unattended on the counter or your cash drawer unlocked for one second.  Always keep your cash drawer locked.

17. Keep all cash, deposits and checks in such a location in your station as to be entirely inaccessible to unauthorized individuals.  

18. Always hand out coins first, then bills.

19. Develop a routine for the order in which you complete a transaction.
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Redeeming Damaged Money

Paper money that has been mutilated or partially destroyed may in some cases be redeemable at full face value.  Any badly soiled, defaced, torn, or worn-out currency that is clearly more than half of the original note can be exchanged.  More seriously damaged notes – those with clearly less than half of the original surface or those requiring special examination to determine their value – must be sent to the Department of the Treasury for redemption.

The redemption value of mutilated coins depends on their type, denomination, and the extent of their mutilation.  Redemption of mutilated coins is handled by the U.S. Mint in Philadelphia.  Coins that are merely bent or worn slick through natural wear are not considered mutilated and are exchangeable at full face value.

Foreign currency
We do not exchange foreign currency.  Refer members to a commercial bank.

Money Facts and Features

Your role as an MSR requires that you become familiar with the US Currency features.  This knowledge will provide the tools needed to detect counterfeit currency.  The United States Secret Service relies on professional cash handlers to detect and retain any suspected counterfeit money presented in a financial institution.

Features of US Currency

Type of Note

· Appears at top of the bill

· 99% of total currency value today is Federal Reserve Note
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Denomination

· Appears in the four corners of the bill

· Over the Treasury Seal

· Under the portrait

Federal Reserve Seal and Letter

· Appears on the left side of the bill

· Letter corresponds to its number in the alphabet

· Letter is the same as the initial letter in serial number

Treasury Seal

· Located on the right side of the bill

· Green in color on Federal Reserve Note

· Denomination is printed over

Face Plate Number and Check Letter

Back Plate Number

Serial Number

· Appears in two places on the front

· Has a prefix letter, 8 digits and a suffix letter

· No two bills have the same serial number

· “Star Notes” have no initial letter

Portrait

· Portrait is slightly off center

Series Year

· Indicates the year the design was first approved or used

· Letter under the year indicates minor changes in the design

Federal Reserve Number

· Appears in four places on the face

· Corresponds with the letter in the Federal Reserve Seal

Detecting Counterfeit Currency
Many tellers have assisted the Secret Service by detecting counterfeit currency when it is presented to them.  The actual counterfeiter does not pass many counterfeits; rather they are “sold” to a “passer”, who will attempt to cash them.  Rarely are counterfeits passed in a credit union; more often they are used at service stations, liquor stores or dimly-lit lounges.  These phony bills will then appear in a member’s deposit, who will become the ultimate loser should you detect the bills as the phony bill must be retained.  When detecting counterfeits, compare the suspected bill to a genuine of the same denomination and series year.  Look for differences, not similarities.  

Numerics

· Ends removed from larger denomination bill and attached to smaller denomination bills

· Corners only removed

Ways to avoid

· Count by portraits

· Check amount printed over treasury seal

Coinage

· Washers in the rolls

· Pennies, dimes, nickels in quarter rolls

Way to avoid

· Open all rolls and verify

· The carbon paper test (roll of coin rubbed across carbon paper)
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Paper

Genuine:  One hundred percent rag content paper with red and blue fibers embedded in the paper.  Security thread with denomination printed on it, visible while holding the bill up to a light source.

Counterfeit:  Printed on bond paper.  May feel waxy, smooth, thick or thin.  No fibers in the paper, but may have red and blue lines drawn on the bill.
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Portrait

Genuine: A  life-like, which stands out from the background.  Hairlines and eyes are clear and distinct.  Fine screen-like background forms squares.

Counterfeit:  Often lifeless, blends into the background.  Hairlines are not distinct.  Squares forming background may be filled in and lines broken.
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Border

Genuine:  Design lines forming the border are sharp, clear and distinct.

Counterfeit:  Lines are not clear and sharp.  May also be broken.
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Treasury Seal

Genuine:  Saw tooth points are clear, sharp and evenly spaced.  Denomination word does not block the seal.

Counterfeit:  Saw tooth points are usually uneven, maybe blunted or broken off.  Color may appear dull.  May obscure the seal.

Serial Numbers

Genuine:  Eight digits, a suffix and prefix.  Letters and numbers will be firmly and evenly printed and well spaced.

Counterfeit:  Letters and numbers may be unevenly spaced, may have an incorrect number of digits and may be too light or dark.

Genuine currency looks genuine because it is printed from engraved steel plates by experts, using the highest quality equipment and paper designed for that purpose.  Counterfeit paper currency may look suspicious because it is produced by a photo-offset process with equipment and paper designed for other purposes.

If you receive a counterfeit..

· Do not return it to the passer

· Delay the passer if possible (if a stranger)

· Note the passers description (if a stranger)

· Telephone the police or Secret Service

· Write your initials and date on an unprinted section of the note

· Minimize handling the note; place it in an envelope

· Issue the presenter/member a receipt for the counterfeit bill

Count cash three times





1 – count cash as you take it from your cash drawer





2 – count cash to yourself as you count it out on the counter or hand to hand





3 – count cash aloud as you count it to the member








