SOP Template: Cash Handling and Payment Processing
Guidelines

This SOP establishes comprehensive cash handling and payment processing guidelines designed to ensure
accuracy, security, and accountability in all financial transactions. It includes procedures for receiving, counting, and
recording cash payments, verifying payment methods, safeguarding cash assets, reconciling cash drawers, and
processing electronic payments. The guidelines aim to minimize errors and fraud, maintain compliance with financial
regulations, and enhance overall efficiency in payment operations.

1. Purpose

To define standards and procedures for cash handling and payment processing to prevent theft, fraud, and errors, and
to ensure compliance with financial regulations.

2. Scope

This SOP applies to all employees involved in receiving, handling, recording, and reconciling cash or electronic
payments.

3. Responsibilities

¢ Cashiers/Frontline Staff: Accurate receipt and secure handling of cash and payments.
e Supervisors: Oversight of cash handling, verifications, reconciliations, and reporting discrepancies.
¢ Finance Department: Periodic audits and compliance monitoring.

4. Procedures

1. Receiving Cash Payments

o Count cash received in front of the payer and verify the amount.

o [ssue a receipt to the payer immediately, referencing the transaction details.
2. Counting and Recording Cash

o Count cash at the beginning and end of each shift with a witness present.

o Record all transactions in the designated payment log or system.
3. Verifying Payment Methods

o Accept only approved payment methods (cash, credit/debit cards, etc.).

o Verify authenticity of bills and cards; decline suspicious payments according to policy.
4. Safeguarding Cash Assets

o Store cashin a locked register or safe at all times when not in use.

o Limit access to cash registers and safes to authorized personnel only.
5. Reconciling Cash Drawers

o Reconcile cash drawer balances at shift changes and end-of-day.

o Report and document discrepancies immediately to a supervisor or finance.
6. Processing Electronic Payments



o Follow payment terminal instructions exactly and verify payment approval.
o Record the transaction in the system; issue digital or printed receipts.

5. Controls & Security Measures

¢ Use surveillance cameras and alarm systems in cash handling areas where applicable.
e Restrict cash counts to secure locations out of public view.
¢ Enforce regular training on cash handling, fraud prevention, and payment security.

6. Compliance

¢ Adhere to all relevant financial regulations and organizational policies.
¢ Cooperate with audits and investigations as necessary.

7. Documentation and Record-Keeping

¢ Retain transaction receipts, logs, and reconciliation records for the period required by policy and regulation.
¢ Maintain up-to-date records for all payment methods handled.

8. Review & Updates

e This SOP should be reviewed annually or whenever a significant change occurs in payment processing or
cash handling procedures.
e Updates must be clearly communicated to all staff involved.
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