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Downtime Procedures for Cash Receipts,

Wire Transfers and Zero Balance Account TCRs


Purpose:  To provide an emergency contingency plan for processing Treasurer Cash Receipts, Wire Transfers and Zero Balance Account TCRs during PeopleSoft system downtime.

Scope:  Applies to County departments, agencies, special districts, and authorities that are governed by Riverside County Board of Supervisors, and/or which maintain funds in the County Treasury.

Policy:  Emergency cash receipts, wire transfers and zero balance account transactions for the Auditor-Controller’s Office (ACO) will follow the steps outlined below.

Procedures: 

I. Treasurer Cash Receipts

Departments

1. All cash and negotiable instruments received by departments must be receipted either by issuing a manual official county receipt (OCR) or an ACO approved department receipting system. A copy of the receipt must be provided to the customer.  

2. At the close of business, all cash and negotiable instruments collected will need to be recorded using the approved County of Riverside Contingency Treasury Cash Receipt located on the Auditor-Controller Website. 

a. The TCR # will be assigned by the ACO. 

b. All other fields will need to be filled out appropriately. 

c. Summarize all dollar amounts by fund only.  

3. The department will take the Contingency Treasury Cash Receipt and deposit to the Auditor-Controller’s Office. 

The ACO will:

a. Issue a sequential number, sign and date the TCR.  

b. Retain a copy for their records. 

c. Not collect any deposits (see step 4).

4. After the TCR is numbered and approved, the department will take the approved TCR with the deposit to the Treasurer’s Office.

5. The Treasurer will verify and approve the deposit then give an approved copy back to the department.  

6. When PeopleSoft is back on-line, the departments will enter a journal into the General Ledger Module for each cash receipt that was approved during the downtime period. 

a. The journal entry number will start with “CR” followed by the sequential number assigned by the ACO.  For example:  CR000001

b. The accounting date will be the date the TCR was approved by the Treasurer’s Office.

c. The source code will be “AAJ”.

d. In the long description, notate the cash receipt number and then the description of the deposit.

e. Complete the journal according to the County’s business practice.

f. Once the journal is department approved, submit the journal to the ACO – Cash Reconciliation Desk for final approval.

Note: The journal will be cash out of balance

Treasurer’s Office
1. Once the TCR is approved by the ACO and the Treasurer’s Office, the cash receipt will be entered daily into the Treasurer’s Financial System using the fund(s) that the department has provided on the Contingency Treasury Cash Receipt.

2. An approved TCR report will be provided to the Auditor-Controller’s Office at the end of each business day.

Auditor-Controller’s Office
1. The ACO will review all PeopleSoft journal entries for final approval.

2. Once the journal entries are posted, the ACO will perform reconciliation between the Treasurer’s approved TCR report and the PeopleSoft journal entries to ensure both financial systems are recording the cash in the correct fund.

3. If there is a discrepancy between the two financial systems, the ACO will determine where the correction is needed based on the Contingency TCR.  If the error is from the department’s journal entry, the ACO will contact the department and have the correction made accordingly.  If the error is in the Treasurer’s financial system, the ACO will provide the Treasurer’s Office with a correcting journal entry.

4. The ACO will only determine if the fund number and dollar amount is inconsistent between the two financial systems. It will not be the ACO responsibility to correct any misposting made to other chartfields.  

II. Wire Transfers – Outgoing

Departments

1. Complete the wire transfer notification form as directed by the Treasurer’s Office.  

2. For each wire transfer, complete the approved County of Riverside Contingency Treasury Cash Receipt located on the Auditor-Controller’s Website. 

a. The TCR # will be assigned by the ACO. 

b. All other fields will need to be filled out appropriately.

c. Summarize all dollar amounts by fund only.  

3. Deliver the wire transfer notification and the Contingency Treasury Cash Receipt to the Auditor-Controller’s Office. 

4. When PeopleSoft is back on-line, the departments will enter a journal into the General Ledger Module for each wire transfer that was approved during the downtime period. 

a. The journal entry number will start with “CR” followed by the sequential number assigned by the ACO.  For example:  CR000001

b. The accounting date will be the date the wire transfer was sent out by the Treasurer’s Office.

c. The source code will be “AAJ”.

d. In the long description, notate the cash receipt number and then the description of the deposit.

e. Complete the journal according to the County’s business practice.

f. Once the journal is department approved, submit the journal to the ACO – Cash Reconciliation Desk for final approval.

Note: The journal will be cash out of balance
Auditor-Controller’s Office
1. The Auditor-Controller’s Office will assign a sequential number to the wire transfer. 

2. Once the wire transfer is approved, the ACO will deliver the wire transfer to the Treasurer’s office.

3. The ACO will review all PeopleSoft journal entries for final approval.

4. Once the journal is posted, the ACO will perform reconciliation between the Treasurer’s approved TCR report and the PeopleSoft journal entries to ensure both financial systems are recording the cash in the correct fund.

5. If there is a discrepancy between the two financial systems, the ACO will determine where the correction is needed based on the Contingency TCR.  If the error is from the department’s journal entry, the ACO will contact the department and have the correction made accordingly. If the error is in the Treasurer’s financial system, the ACO will provide the Treasurer’s Office with a correcting journal entry.

6. The ACO will only determine if the fund number and dollar amount is inconsistent between the two financial systems. It will not be the ACO responsibility to correct any misposting made to other chartfields.  
Treasurer’s Office
1. The Treasurer’s Office will send the wire transfer out.

2. Once the wire transfer is approved, the wire transfer will be entered daily into the Treasurer’s Financial System using the fund provided by the department on the Contingency Treasury Cash Receipt.

3. The wire transfer will be notated on the Daily TCR Report that is given to the Auditor-Controller’s Office at the end of business.

III. Wire Transfers – Incoming & Zero Balance Account TCRs

Departments
1. If an incoming wire transfer is expected, then the department should email the Treasurer’s Office the fund to which the transfer is to be applied.

2. When PeopleSoft is back on-line, the departments will enter a journal into the General Ledger Module for each cash receipt that was approved during the downtime period. 

a. The journal entry number will start with “CR” followed by the sequential number assigned by the ACO.  For example:  CR000001

b. The accounting date will be the date the TCR was approved by the Treasurer’s Office.

c. The source code will be “AAJ”.

d. In the long description, notate the cash receipt number and then the description of the deposit.

e. Complete the journal according to the County’s business practice.

f. Once the journal is department approved, submit the journal to the ACO – Cash Reconciliation Desk for final approval.

Note: The journal will be cash out of balance
3. No ZBA TCR entry will be needed.

Treasurer’s Office
1. The Treasurer’s Office will complete the Contingency Treasurer Cash Receipt based on the information provided by the department.

2. A sequential number will be obtained by the Auditor Controller’s Office.

3. If no information is sent by the department, the Treasurer’s Office will attempt to identify the department that would receive the transfer. If they are unable to determine the department, they will place the deposit into the Auditor’s Undistributed Receipt fund.

4. The Treasurer’s Office will provide a copy of the approved TCR and the backup to the appropriate department.

5. For each incoming wire transfer the Treasurer’s Office will make an entry on the Daily Cash Report.
Auditor-Controller’s Office
1. The Auditor-Controller’s Office will assign a sequential number to all incoming wire transfers and ZBA deposits. 

2. The ACO will review all PeopleSoft journal entries for final approval.

3. Once the journal entries are posted, the ACO will perform reconciliation between the Treasurer’s approved TCR report and the PeopleSoft journal entries to ensure both financial systems are recording the cash in the correct fund.

4. If there is a discrepancy between the two financial systems, the ACO will determine where the correction is needed based on the Contingency Treasury Cash Receipt.  If the error is from the department’s journal entry, the ACO employee will contact the department and have the correction made accordingly. If the error is in the Treasurer’s financial system, the ACO will provide the Treasurer’s Office with a correcting journal entry.

5. The ACO will only determine if the fund number and dollar amount is inconsistent between the two financial systems. It will not be the ACO responsibility to correct any misposting made to other chartfields.  

6. For those transfers placed into the Auditor’s Undistributed Receipt Fund, the ACO will locate the department that should receive the deposit. The ACO will prepare a journal entry to transfer the money from the Auditor’s Fund to the department’s fund. 
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