CASH MANAGEMENT DO’s and DON’TS
DO’s 

· Two signatures should be required on a check
· Make sure that the bank account requires the two signatures
· 3 people should handle the funds- 2 signatures on account, 1-2 reconciler (1 cannot be signature) and 1 to receive bank statements.
· A check request should be signed by all three people handling funds especially the two that are signing the signature card
· Financial/Budget Update should be made every club/Adult leaders meeting
· Financial Audit must be completed yearly
· An external auditor is a must when completing a financial audit
· A budget must be followed as closely as possible
· More than one person should be on all bank accounts/CD’s (Must not be in same family)
· Copies of the checks and money as well as the check deposit slip should stapled and filed away in order to have a complete file of all transactions.
· Make a copy of all checks written. Reason above.
DON’TS

· ALL COUNTY EXTENSION AGENTS CANNOT HANDLE FUNDS!!!!!
· Never write a check for cash
· Never sign a check that is blank
· Checks should not be written without a check request
· Club manager should not be on the signature card
· Youth advised to not be a signature on the checks if possible or if done the youth must have parental involvement (suggestion- they can be the 3rd person handling funds)
· Do not reimburse yourself (if Treasurer)- Hence the two signatures needed
· No Youth or Club Manager should be in possession of the check book.
