REVENUE HANDLING PROCEDURES
Santa Fe Trails

City of Santa Fe, NM

December 2003
FAREBOX CASH HANDLING PROCEDURES:

1. Customers deposit cash into the farebox located on all revenue vehicles as a fare to ride on SFT bus system.

2. Cash deposited into the farebox is stored in a cash vault box located in the farebox.  Transit Operators do not handle the cash.  All cash is deposited into the farebox by the customer.  The Transit Operator is responsible for assuring that the correct fare is collected.
3. At the end of the day, a Transit Maintenance Service Worker removes the locked vault box from the farebox.  This is accomplished by probing the farebox which opens the electronic lock to the locked vault box. In the event the revenue vehicle is towed in, the vault box is removed at the time the vehicle is brought into the transit yard.
4. Once removed from the farebox, the Transit Maintenance Service Worker takes the vault box to the Vault Room where cash is transferred by a cash box receiver into a money storage vault which separates bills and coins into two chambers. No monies are ever exposed during this procedure.
5. The Transit Maintenance Service Worker the returns the empty vault box to the farebox in the revenue vehicle.
VAULT ROOM CASH HANDLING PROCEDURE
Each weekday morning two transit employees open the Vault Room and count the money as follows:
1. Open receiver vault and empty the coin chamber.  Coins are transferred to coin counting machine and counted twice for accuracy.  Open bill chamber and remove bills which are counted by both employees to verify accuracy.
2. After the count is complete a bank deposit slip is filled out indicating amount, dates of revenue days, locking tag number and initials of the two transit employees completing the count.

3. All money and a completed signed deposit slip are placed in a bank canvas bag and sealed with a locking tag and a bill of lading prepared. Checks received for bus pass sales are deposited on separate deposit slip and placed in same bank canvas bag. 
4. At the appointed time Hot Shot Services Inc. will arrive each weekday for deposit pick up, to sign the bill of lading, and give the shipper copy of the bill of lading to transit employee. 
5. Hot Shot Services Inc will deliver deposit to 1st National Bank the same business day as the deposit is picked up. 
6. Bank employee receives deposit, and sign bill of lading.
7. After deposit is complete, the bank deposit slips will be faxed to transit office by bank employee. Transit employee will fax deposit receipt slip, copy of original deposit ticket, currency tape, and coin tape to Cashier’s Office at City Hall.

8. On days that the bank is closed, the deposit remains at transit in receiver vault and is deposited on the next banking day.

CASH HANDLING PROCEDURE FOR MISCELLANEOUS RECEIVABLES:

1. Santa Fe Ride participants are required to pay $5.00 for duplicate or lost passes.

2. Santa Fe Ride participants pay the $5.00 handling fee in cash, or by check.

3. Occasionally, SFT receives checks from PNM, Santa Fe Works, etc., in payment for services provided.
4. When cash or checks are received, a City Cashier’s deposit form is filled out and the money and deposit slip are placed in an envelope clearly marked with name and date.

5. The envelope is stored in the SFT safe until it is taken to the Cashier’s Office at City Hall at earliest time possible.
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