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I PURPOSE

To establish policy and procedure for the safeguarding of U.S. currency.

Il. POLICY

It is the policy of the Department to safeguard all U.S. currency received during the
performance of normal operations.

. PROCEDURES

1.  Members of the Department shall be responsible for safeguarding and
accounting for all cash funds that have been received by or turned over to
them in the performance of their duties. Whenever such funds are turned over
from one person to another, an actual physical count shall be taken by the
person receiving the funds in the presence of the person turning over the
funds. A receipt shall be prepared in the facility logbook in all cases where
funds are transmitted from one person to another. Said receipt shall indicate
the following information:

oow

®a

Date and time;
Total amount of funds;

Type of funds involved (inmate cash funds or monies collected in payment

of cash in lieu of bails, fines, bonds or

other transactions);

Signature, title and shield or |.D. number of person receiving the funds; and
Signature, title and shield or I. D. number of person transmitting the

funds.
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. PROCEDURES (cont.)

2. Under no circumstances shall a member of the Department entrusted with the
care of cash funds be permitted to leave the facility at the end of their tour of
duty without turning over funds to another designated member in accordance

with the procedure prescribed herein.

Iv. REFERENCE
A. Directive #1502, BAIL PROCEDURES, dated 05/06/91(as amended).

B. Directive #1500R, STANDARD OPERATING PROCEDURE FOR RECEIPT,
DISBURSEMENT AND ACCOUNTING OF INMATE CASH FUNDS, dated

05/01/89 (as amended).
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