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Proper cash handling procedures are crucial for financial accountability, fraud prevention, transparency, compliance, and overall effective financial management in sporting clubs. These procedures contribute to the long-term sustainability and success of the organization.

Cash Handling Procedures
Designated Cash Handlers:
Assign specific individuals as cash handlers. Limit access to trusted personnel.

Cash Collection Points:
Clearly designate where cash transactions take place, such as ticket booths, merchandise stands, or concession areas.

Secure Cash Storage:
Use lockable cash boxes or safes to store cash securely during events.

Regular Cash Counts:
Conduct regular cash counts during events to reconcile sales and identify discrepancies.

Two-Person Rule:
Implement a two-person rule for cash counting to reduce the risk of errors or misconduct.

Documentation:
Issue receipts for all cash transactions. Maintain detailed records of transactions, including date, time, and amounts.

Bank Deposits:
Deposit cash into the bank promptly after events. Avoid keeping large amounts of cash on-site.

Training:
Train cash handlers on proper procedures, including counting, recording, and securing cash.

EFTPOS Handling Procedures
Designated EFTPOS Operators:
Assign specific individuals to handle EFTPOS transactions. Ensure they are trained on the equipment and security measures.

Equipment Maintenance:
Regularly maintain and test EFTPOS machines to ensure they are functioning correctly.

Transaction Authorization:
Ensure that all EFTPOS transactions are authorized before completing the sale.

Receipts:
Provide customers with printed or electronic receipts for EFTPOS transactions.




Secure PIN Entry:
Train staff to discreetly handle PIN entry and encourage customers to shield their PINs during transactions.

Refund Procedures:
Establish clear procedures for handling refunds through EFTPOS and ensure they comply with payment processor guidelines.

Reconciliation:
Regularly reconcile EFTPOS transactions with bank statements to identify any discrepancies.

Security Measures:
Implement security measures to protect against fraud, such as monitoring for unusual transaction patterns and safeguarding customer information.

General Tips
Recordkeeping:
Maintain detailed records of all transactions, whether cash or electronic, for auditing purposes.

Audit Trails:
Establish audit trails for cash and EFTPOS transactions to trace any irregularities back to their source.

Communication:
Communicate procedures clearly to all staff involved in handling cash and EFTPOS transactions.

Regular Training:
Conduct regular training sessions to update staff on any changes in procedures or technology.

By implementing these procedures, you can help ensure the smooth and secure handling of both cash and EFTPOS transactions for your rugby club. Regular reviews and updates to these procedures may be necessary to adapt to changing circumstances or technologies.
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