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Cash Handling

1. Purpose:

The purpose of this Cash Handling SOP is to establish consistent procedures for handling, recording, and reconciling cash transactions to ensure accountability, security, and accuracy. This policy helps reduce theft, prevent errors, and maintain financial transparency.

2. Scope:

This SOP applies to all staff members involved in cash transactions, including servers, bartenders, cashiers, supervisors, and managers.

3. Responsibilities:

· Cashiers/Servers/Bartenders: Responsible for properly handling cash transactions and ensuring cash accuracy during their shifts.

· Supervisors/Managers: Responsible for overseeing cash handling activities, authorizing discounts/voids, and ensuring cash registers are balanced at the end of shifts.

· Accounting/Finance Team: Responsible for reconciling daily cash reports with bank deposits and POS system records.

4. Cash Register Procedures:

4.1. Opening the Cash Register (Start of Shift):

1. Float Preparation:

· Managers will assign a starting float (opening balance) to each cash register.

· The float should be checked by the cashier and manager together, counting the total and documenting it on the “Opening Cash Register Log.”

· The opening balance must be verified and signed by both parties before starting the shift.

2. POS Log-in:

· Cashiers and servers must log in to the POS system using their unique credentials.

· Under no circumstances should staff share log-in credentials.

3. Initial Register Setup:

· Ensure that the cash drawer is organized (small bills and coins are separated).

· Verify that necessary supplies (receipt paper, pens) are available.

4.2. Cash Transaction Protocol:

1. Receiving Cash from Customers:

· Upon receiving cash, count the amount in front of the customer.

· Enter the transaction into the POS system and announce the amount tendered.

· Place the cash on top of the register drawer until the transaction is complete and change is given.

2. Giving Change:

· Count the change aloud to the customer before handing it over.

· Always hand change and the receipt to the customer together.

· Once the transaction is closed, place the received cash into the drawer and close it immediately.

3. Recording Tips:

· Servers and bartenders must enter any cash tips into the POS system for tracking.

· All tips should be pooled or assigned as per restaurant policy and recorded accurately.

4. Handling Cash Payments for Large Bills:

· For bills over a specific threshold (e.g., AED 500), a manager must be notified to verify the authenticity of the bill before accepting it.

4.3. Voids, and Discounts:

1. Voids:

· Only managers or authorized personnel can void a transaction.

· All voids must be recorded in the POS system with an explanation.

· The void must be signed off by both the staff member and the manager.

3. Discounts:

· Discounts must be authorized by a manager and entered into the POS system.

· No manual discounts (not recorded in POS) are allowed under any circumstances.

5. Cash Register Reconciliation:

5.1. Shift Change Procedures:

1. Counting the Drawer:

· At the end of each shift, the cashier/server will count the cash in their drawer in the presence of a manager.

· All cash, including the starting float, should be counted and reconciled with the POS system’s end-of-shift report.

2. End-of-Shift Report:

· The cashier will print the end-of-shift report from the POS, detailing cash sales, voids, refunds, and discounts.

· Compare the total cash in the register with the amount on the POS report.

3. Cash Variance:

· If there’s a discrepancy between the cash count and the POS report (variance), it must be immediately reported to a manager for investigation.

· Cashiers may be held accountable for discrepancies due to negligence.

4. Cash Drop:

· Cash beyond the starting float must be “dropped” (removed) and stored in the restaurant’s safe.

· The manager and cashier will both sign off on the drop amount using the “Cash Drop Log” before securing the cash.

6. End-of-Day Procedures (Closing):

6.1. Final Cash Count:

1. Final Register Reconciliation:

· After the last shift, the closing manager will recount the cash drawer, ensuring it matches the end-of-day sales report.

· The float is left in the drawer for the next day.

2. Safe Deposit:

· All cash from sales, including cash drops from previous shifts, will be deposited into the safe by the closing manager.

· Record the amount in the “Safe Deposit Log” and ensure it’s signed by the closing manager and another witness.

3. Bank Deposit Preparation:

· Prepare a bank deposit slip if a bank drop is needed at the end of the night.

· The cash should be placed in a sealed deposit bag for the bank.

7. Security Measures:

7.1. Handling Cash Safely:

1. Cash Drawer Security:

· Cash drawers should remain closed when not in use and never left unattended.

· Large bills should be dropped into the safe during the shift to minimize the amount of cash in the drawer.

2. Limiting Cash Handling:

· Only authorized personnel are allowed to handle cash or access the safe.

· No staff member should ever take cash home.

3. Bank Deposits:

· Two people (manager and another employee) must accompany cash deposits to the bank for safety.

· Bank deposits should be done discreetly, at varied times, and never be public knowledge.

8. Incident Reporting:

8.1. Reporting Theft or Loss:

1. Immediate Reporting:

· Any suspected theft, fraud, or cash loss must be reported to the manager or owner immediately.

2. Investigation:

· A thorough investigation will be conducted by management, and any employee found involved in theft or mishandling of cash will face disciplinary action, including termination and potential legal action.

8.2. Reporting Variances:

1. Documenting Variances:

· Any cash register variance must be recorded in the POS system with a reason if known.

· Repeated or large variances may result in additional training or disciplinary measures.

9. Training and Accountability:

1. Staff Training:

· All staff members will receive training on this SOP during onboarding and through periodic refresher courses.

2. Manager Accountability:

· Managers are responsible for ensuring that the SOP is followed at all times and that staff members are adequately trained.
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