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COUNTY OF RIVERSIDE

TREASURER/TAX COLLECTOR

TCR CONTINGENCY PLAN
1. During OASIS down time, Departments are still required to make daily deposits to the County Treasurer unless an approved exemption is on file.
2. The “Contingency Treasury Cash Receipt” is created (see attached).  The Treasurer/Tax Collector’s Office could email you the excel spreadsheet upon request.  The department will complete the “DEPARTMENT NAME” and “DATE” fields of the form.  
3. The department will complete the accounting portion of the form using the OASIS FUND #, AMOUNT and LINE DESCRIPTION.  Please note:  Enter one total per fund.  Total of all lines in the “AMOUNT” column(s) will default to the “DEPOSIT TOTAL” field.  Page 2 is provided if needed.  
4. Complete “DEPARTMENT’S PRINTED NAME, PHONE, TODAY’S DATE AND SIGNATURE.   

5. The Department will deliver the completed form to the Auditor/Controller’s Office.  The Auditor will issue a sequential number, sign and date the TCR.  The Auditor will retain a copy of the TCR.

6. After the TCR is numbered and approved by the Auditor/Controller, the department will bring the approved TCR with the cash/check deposit to the Treasurer’s office.
7. The Treasurer will then verify and approve the deposit, giving an approved copy of the Cash Receipt to the Department.  

8. Cash Receipts will be entered daily into the Treasurer’s Financial System using the fund/s that the depositor has provided to allow daily reconciliation with the Bank.
9. A TCR report will be provided to the Auditor-Controller daily.

10. When PeopleSoft is up and running the Department is required to make Journal entries for the approved TCRs.  The Auditor/Controller’s office (Susan Porte) will provide instruction/training on how to work the back-end of the TCRs.   This will ensure transactions that have been entered into Sungard to the designated fund instead of the clearing funds do not duplicate the transaction.
