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Collin County, Texas 

CASH HANDLING 

 PURPOSE 
Strong internal controls for cash collection are necessary to prevent mishandling of county 
funds and are designed to safeguard and protect employees from inappropriate charges of 
mishandling funds by defining their responsibilities in the cash handling process.  The 
material contained in this document supersedes any previous policies and procedures 
regarding the handling of cash, followed within the county departments, offices, or agencies.  
The County Auditor retains the duty to make interpretations and exceptions to the 
policies contained in this document. 
Changes in county cash handling policies and procedures may be made from time to time, 
and will be communicated to all departments, offices, or agencies in writing once the amended 
policy has been approved by the Commissioners Court.  Amendments will be available 
electronically on the County Auditor’s Intranet website. 

Note: The exhibits to this policy are for information only and are not integral to the Cash 
Handling Policy or its approval by the Commissioners Court.  

 DEFINITIONS 
For purposes of this policy: 
"Cash" is defined to include: 

1) Currency issued from the United States Treasury, Federal Reserve, or Mint  
(paper or coin), (31 U.S. Code §5115) 

2) Checks, drawn on banks within the United States (12 CFR 229.2 (i) – (k)) 
3) Money Orders, in US Dollars (from the United States Post Office, Western Union, MoneyGram, etc.) 
4) Debit and Credit Card transactions (Visa®, Master Card®, and in some locations American Express®) 
5) Wire (FedWire) transfer or similar electronic funds transfer (ACH, FedNow).  

(12 CFR Part 210 – Regulation J) 
“System of Record” is defined as the accounting system recognized by the County Auditor for a 

given office or agency.  It includes the system’s ledger of accounts, point of sale or payments 
functionality, as well as disbursement processing, and bank reconciliation capabilities. 

“County Financial Accounting System” is the accounting system in use by the County Auditor 
for maintaining financial records and generating the annual financial reports of the County 
(Local Government Code §112.002). 

“Segregation of Duties” is the separation of employee permissions, authority, and responsibilities 
to ensure a single individual is not functionally responsible for a financial or other business 
transaction from start to finish (See Internal Control Policy). 

“Receipt” means a document or secure electronic file that minimally displays the following:  
(Local Government Code §113.063, See example in Exhibit A) 

1) A heading that includes the term “Receipt”  
(e.g., may include descriptive text such as, “Payment Receipt,” “Internet Receipt”, etc.) 

2) The name of the County office or agency generating the receipt in text format;  and  
an official logo for the County, Office, or Agency 

3) The physical address and telephone number for the office or agency 
4) A unique serial number for the receipt 
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5) The date and time the transaction was actually completed  
(antedating & postdating are prohibited) 

6) The name and account number, if applicable, of the party with a payment due 
7) If the amount due can be categorized, a brief summary description of the cause for the 

payment (e.g., Court Costs & Fines, Deposit for Permit, Travel Expense Report, etc.) 
8) The name of the party making the payment, especially if it is different from the party with 

a payment due 
9) The payment method used (may include more than one method as needed but should identify amounts 

paid by each method) 
10) If the payment is made by check, the check number for the check received (if more than one 

is received for a given receipt, each check number should be associated with the amount of the payment 
applied from that check) 

11) If the payment is made with currency, the total amount tendered by the payer and amount 
of change returned (if any) 

12) An itemized listing of each fee description, amount due and the sum of these (total due) 
13) A method for identifying the employee receiving the payment 
14) If the receipt is provided in an electronic form, the file should be secured to prevent 

modifications and the receipt should be available for reissuance at the request of the 
transacting party or County Auditor (Electronic receipts are subject to confirmation with the system of record 
from which they were created) 

“Cash Collection Point” is a department, office, or agency that handles cash on a regular basis. Some 
situations with casual cash collections are not recognized as Cash Collection Points, they must 
follow the same cash handling policies and procedures that apply to approved Cash Collection 
Points.  The Cash Handling Policy requires areas receiving cash be approved by the County 
Auditor as a Cash Collection Point unless they are established by statute. 

 “Virtual Currency,” cryptocurrency, or similar blockchain based digital representation of value 
used as a medium of exchange, or store of value that is not recognized in statute as legal 
tender, or fixed to a value in U.S. Currency.  Statute does not allow the County to accept 
any virtual currency as payment for any debt or service (Business and Commerce Code §12.001; 
Government Code §2256.009 – §2256.016). 

“Gift Cards” are issued by retail businesses for use in their own store or operations and are not 
acceptable for payment of debts owed to, or services provided by Collin County. 
Gift cards, when purchased by the county, are to be secured and accounted for in the same 
manner as cash.  Gift cards purchased with public funds may not be given to employees as 
incentives, awards, or benefits without the approval of the Human Resources Director and 
the County Auditor.  All gift cards should be accounted for by the department that purchased 
the cards in a manner that shows: the number and dollar amounts purchased, the purpose of 
the distribution, and to whom the cards were distributed. 

“Auditor’s Cash Count” is the unannounced procedure of observing internal controls and 
counting each cash drawer or change fund to confirm the cash in an office or agency match 
with the financial records for the day and time of the test and the amounts align with the 
approved funds set aside by the Commissioners Court.  All cash must be made available to 
the County Auditor’s assistants for the cash count.  At no time should the County Auditor 
have unsupervised custody of an office or agency’s cash, and there should be at least two 
individuals from the office or agency present during the count.  The County Auditor will 
need to visually inspect the interior of any safe or other approved secure storage locations 
where cash is kept when not issued to cashiers or awaiting pickup for deposit in the county 
depository (Local Government Code §115.035). 
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 APPLICABILITY OF CASH HANDLING POLICY 
This policy applies to any elected/appointed official or administrator with responsibilities for managing 
county cash receipts and those employees who are entrusted with the receipt, deposit, recording, and 
reconciliation of cash for county related activities.  This policy should be included as part of each office 
or agency’s policies and procedures.  Each office or agency within the county must provide adequate 
training and supervision of staff.  This policy shall be enforced by the elected or appointed officials for 
each functional area.  Compliance is confirmed by the Office of County Auditor’s Internal Audit team, 
and reported to the Commissioners Court and the Board of District Judges.  If there are discrepancies or 
deviations from this policy not supported by Texas Statute, or approved written exceptions from the 
County Auditor, they may be included in the final audit report submitted to the Commissioners Court.  
In addition, depending on the specific conditions and facts related to a violation of this policy, when 
observed, the County Auditor may also notify the District Attorney, and at the District Attorney’s request 
or recommendation, an appropriate law enforcement agency. 

 WRITTEN PROCEDURES REQUIRED 
The required procedures for cash collection points must be available in a written form for use by staff.  
These should align with this cash handling policy and include the following subject areas: 
1) Accounting for cash as it is received  

(Local Government Code §112.002; Local Government Code §113.063) 
2) Segregation of duties, which address custody, authorization, recording, and reconciliation/ 

review (See Internal Control Policy) 
3) Requirement for use of system generated or proper pre-numbered receipts for all cash received 
4) Procedure for approval of any canceled or voided cash receipts by area supervisor 
5) Deposit of cash with the County Treasury Office or into an authorized county account with 

the county depository on the next regular business day or, without exception, on or before the 
fifth business day after the day on which the money is received. (Local Government Code §113.022) 

6) Reconciliation of validated deposit forms to supporting documentation and to the account 
statement. (Local Government Code §113.008) 

7) Approval by the County Auditor of any changes in cash handling procedures  
(Local Government Code §112.006) 

8) Proper physical safeguarding of cash 
9) Emergency procedures for cashiers and county offices 
10) Recognizing negotiable instruments and counterfeit currency (See Exhibit B) 
The use of any unauthorized checking, savings, investment, or other banking services, by county 
personnel for depositing public, registry, or escrow cash funds is prohibited 
(Local Government Code §116.025 & §117.025, Penal Code §31.03).  All cash must be deposited in an 
approved depository or subdepository bank that has been selected by the Commissioners Court 
and recognized by Treasury and the County Auditor (Local Government Code §116.025 & §117.025).  
The County Auditor will conduct periodic reviews of cash handling procedures 
(Local Government Code §112.006, §115.003, §115.0035).  The final audit report of results from these 
reviews will be provided to the Commissioners Court and Board of District Judges in their 
regular meetings and are subject to Public Information Act requests (Government Code §552.022 a.1). 
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 ESTABLISHING CASH HANDLING POINTS 
The County Auditor must authorize all cash collection points, unless established by Texas Statute.  
Before collection begins, departments needing status as, or establishing a cash collection point 
must submit a request to the County Auditor that includes: 
1) A description of proposed or current reason(s) why a cash collection point is needed 
2) A list of proposed and current positions with duties related to the cash collection point and 

describing how the segregation of duties will be maintained 
3) Declaration of whether there is a need for a change drawer or if an existing change drawer 

amount should be modified (increased/decreased) 
4) A description of the proposed or current reconciliation process, including the frequency of the 

reconciliation 
5) A description of the process and equipment used for safeguarding cash in the office until it is 

deposited 
6) A schedule of how often cash deposits will be made (Local Government Code §113.022) 
7) The request will be reviewed by the County Auditor for approval and then submitted to the 

Commissioners Court for their consideration or approval (Local Government Code §130.902) 

 GENERAL CASH HANDLING REQUIREMENTS 
The following is required for the operation of cash collection points: 
1) All cash received must be recorded through the department, office, or agency’s system of 

record with a computer generated official county receipt or official county temporary cash 
receipt issued to the customer (Local Government Code §113.063). 

2) When the system of record is temporarily unable to generate a receipt, the customer must be 
presented an official temporary county receipt form with a duplicate record being retained by 
the receiving department.  All numbered receipts must be accounted for, including the original 
of voided receipts.  Approved pre-numbered temporary receipt books are available from the 
Office of County Auditor.  No other types of temporary receipts are acceptable. 

3) When a cash collection point with a system of record uses temporary cash receipts, those temporary 
receipts must be converted to computerized receipts with the system of record as soon as possible.  
If the conversion cannot be accomplished, the cash should be deposited into the department’s 
primary operating account and tracked in detail until it is recorded on the system of record.  

4) The cash collection point must maintain a clear segregation of duties.  An individual should not 
have responsibility for more than one of the cash handling components: custody, authorization, 
recording, and reconciliation (See Internal Controls Policy). 

5) The funds received must be reconciled to the system of record’s cash report or to the total of the 
temporary receipts at the end of each day or shift.  Currency must be reconciled separately from 
checks, credit cards, and money orders by comparing actual cash received to the cash total from the 
cash report or to the sum of the cash sales from the manual receipts (Local Government Code §113.008). 

6) All cash must be protected immediately by using a locking cash drawer, safe or other secure 
place until it is deposited.  A secure area for processing and safeguarding funds received is to 
be provided and physical access restricted to authorized personnel.  If large sums of currency 
are frequently received, additional measures should be taken to ensure the safety of employees 
and security of funds (e.g., intraday deposits to office safe, use of a secure drop box at the cashier station, 
time delay drop safe, etc.). 
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7) Checks must be made payable to Collin County and/or Collin County and the Public Officials 
title (e.g., Collin County Tax Assessor-Collector or Collin County Animal Services).  Each check received 
must be endorsed immediately upon receiving with a restrictive endorsement stamp declaring 
the instrument is “For Deposit Only” and payable to an approved Collin County depository 
account.  The endorsement stamps must be ordered through the purchasing department. 
Electronic checks (eChecks) for over-the-counter payments shall be verified before they are 
accepted. 

8) Check or credit card transactions will not be accepted for more than the amount of purchase.  
The county cannot cash checks or convert a credit card charge to cash (Local Government Code 
§130.902(c)).  When accepting a check or credit card for payment, the cashier shall require 
adequate identification of the maker or card holder and record the type of identification and 
number or other information necessary to assist in locating the maker or card holder in the 
event the check or credit card transaction is not honored (Local Government Code §130.004). 

9) Unless a written exception has been approved in accordance with Section X, collections must be 
deposited to the treasury or county depository within 24 hours.  Extensions of 24 hours for banking 
or Collin County holidays and office closures, and/or 48 hours for weekends will be made 
(Local Government Code §113.022). 

10) All cash must be deposited intact as it was received, and not intermingled or substituted with 
other cash. 

11) Refunds or expenditures must be paid through the appropriate county bank account on a dual 
signature county generated check.  For most accounts, this will require the County Auditor, 
or their assistant’s signature (Local Government Code §113.043).  No refunds may be made through 
a credit card processor except as described below in Section VII. 

12) Each department will use only depository issued deposit slips for reconciliation of the 
supporting documentation to the deposit and to the monthly statements of account. 

13) Fees charged must comply with Texas Statute and the Commissioners Court annually 
approved Fee Schedule.  Penalties, attorney fees, interest, or cost of court as provided by law 
arising from acting in “bad faith” are not eligible for indemnification by the Commissioners 
Court (Local Government Code §118.801). 

14) All amounts receivable and payments received must be denominated in United States Dollars.  
No foreign currency or virtual currency is acceptable.  

Receipts – In Person 
The following is required for payments received in person: 
1) A receipt that meets or surpasses the minimum requirements, as described in Section II, 

‘Definitions’ of this policy, must be issued by the system of record for each payment received.  
The receipt date must be the current date, (i.e., receipts may not be antedated nor postdated).  If 
temporary receipts are provided to a customer due to a problem with the system of record, the 
transaction must be entered into that system as soon as possible and a copy of the system-
generated receipt must be referenced or attached to the duplicate (pink copy) temporary receipt 
page in the manual receipt book.  Issued manual receipts should not be altered. 

2) Temporary pre-numbered receipts must be obtained from the Office of County Auditor.  At a 
minimum, these receipts shall be manually completed to include the transaction date, method of 
payment (currency, check, or credit card), the identification of the person making the payment 
(customer), the name of the department, a description of what is being paid, and the 
initials/signature of the employee issuing the receipt.  If a credit card is used, the confirmation 
number must be recorded on the receipt with the last four digits of the credit card used and the 
ID (driver’s license, state ID, passport, etc.) number of the card holder (Local Government Code §130.004). 
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3) All checks must be endorsed immediately upon receiving with a restrictive endorsement 
stamp declaring the instrument is “For Deposit Only” and payable to an approved Collin 
County depository account (disclosing the account number) (See Exhibit B). 

4) All voided transactions must be approved and initialed by the area supervisor.  The 
electronic transaction record must have a documented reason why it was voided followed 
by the initials of the cashier and supervisor (e.g., for cashier Scott Brown and Supervisor Diane 
Johnson: ‘C SB – S DJ’).  Any reissued transactions should be documented on the voided 
receipt or transaction record. 

5) Canceled transactions (where the cashier has not issued a receipt), must be documented and 
reviewed by the area supervisor at the end of the shift/watch. 

6) One assigned individual is allowed access to their specific cash drawer/till until it is 
surrendered to a supervisor at the end of the day’s business, shift, or watch to ensure 
individual accountability and reconciliation. 

7) At the end of business each day/shift, all cash must be stored in a safe or another similarly 
secure device if a safe is not available, until it is deposited. Alternatives to a safe must 
have prior approval of the County Auditor. 

Receipts – Mail Transactions 
The following is required for payments received through the mail: 
1) The mail must be opened with two people attending and all checks must be endorsed 

immediately upon processing with a restrictive endorsement stamp declaring the 
instrument is “For Deposit Only” and payable to an approved Collin County depository 
account. All cash must be listed on a “Daily Mail Collection Report”. 

2) If credit card information is presented on the payment remittance, one person will read 
the number to another who enters the card number and information into the credit card 
processing system and/or system of record.  No other copying or recording of the card 
information is permitted.  The remittance forms with credit card information should be 
retained for not less than three years after the end of the current fiscal year in a secure 
location. (Texas State Library and Archives Commission Records Retention Schedule - 
https://www.tsl.texas.gov/slrm/rrs). 

3) Cash must be stored in a safe or other secure place approved by the County Auditor until 
it is deposited. 

4) Unidentified funds received must immediately be manually receipted and  deposited to a 
county depository account.  All reasonable attempts should be made to identify the payer, 
the intended receivable account, and the funds applied. 

Balancing of Cash Receipts 
1) All funds collected must be balanced daily, by method of payment, comparing the total 

of the currency, checks and credit cards to the system of record’s reports, to pre-numbered 
receipt totals, and to the totals of the money received. 

2) Over/short amounts must be separately recorded for each cash drawer/till, researched and 
resolved to the extent possible as set out in Section XII Cash Over/Short. 

Preparation of Deposits 
1) Checks must be made payable to Collin County, or alternatively, to Collin County and 

the Elected or Public Official’s title (e.g., Collin County Tax Assessor/Collector or 
Collin County District Attorney etc.).  A double adding machine tape or report of the checks 
must be included with the checks bundled together.  Check numbers and amounts 
should be entered on the deposit slip where applicable. 

2) Currency must be recorded on the deposit slip in the appropriate space. 
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3) Only depository issued deposit slips including the appropriate account number(s) are to 
be used. 

4) Someone not directly involved with collecting the cash, opening the mail or reconciling 
the deposit must prepare the deposit. 

5) The deposit must be delivered to the treasury department, or county depository by way of 
the approved county armored car service. 

6) Locking deposit bags, if needed, should be requested from the County Auditor’s office. 

Reconciliation of Cash and Credit Cards Collected 
1) Balance all cash receipts daily to the System of Record and supporting documentation 

(daily deposit slip, system receipts, and system reports) and resolve all discrepancies. 
2) Each day, confirm the total credit card receipts match the credit card processors totals and 

verify the amount deposited to the county depository agrees with both.  Research any 
discrepancies and document the results. 

3) Balance the total monthly receipts to the monthly bank account statements and accounting 
system monthly reports and resolve all discrepancies. 

 REFUNDS AND DISBURSEMENTS 
While a majority of transactions processed will not require a refund, there are circumstances 
where a customer is due a refund.  In these cases, the customer is termed to have a ‘claim’ against 
the county that will be redressed by issuing a check payable to the individual who made the 
payment.  It should be verified that the person requesting a refund is the same as the individual 
who paid the refundable amount.  In some circumstances, most notably with the Tax Assessor’s 
office, there are statutes defining the order of priority for claimants.  All refunds must comply 
with State Statute for their issuance. 
1) All checks or orders for payment must be countersigned by the county auditor 

(Local Government Code §113.043).  Except as presented below, refunds using any other method 
of payment, or which do not include the review and countersignature of the county auditor 
are prohibited by statute and this policy (Local Government Code §113.064). 

2) If a credit card is inadvertently charged more than once for a single payment, the erroneous 
charge(s) may be voided with the credit card processor on the day the mistake occurred by a 
manager who was not receiving the payment.  Documentation of this activity must be retained to 
evidence the error was corrected and management was aware of the problem and its resolution. 

3) If the duplicate charge error is not recognized until a subsequent day or period, an elected 
official or department head may issue, or authorize a refund through the credit card processor.  
Documentation of this activity must be retained to evidence the error was corrected and the 
elected official or department head authorized the resolution. 

4) Refunds of credit card transactions that do not involve a processing error or mistake by the 
County must be documented and authorized by the elected official or department head and 
included in the monthly financial report package submitted to the Office of County Auditor.  
The documentation must include why the refund was needed, the transaction date, when the 
money was deposited into the county depository, and confirmation that the credit card 
processor has not ‘charged back’ the funds. 

5) After all statutorily required attempts have been exhausted, unidentified funds under $100 
should be turned over to the County Auditor, and all funds in excess of $100 should follow 
the escheatment process for unclaimed property guidelines as established by the County 
Auditor’s Office. 
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 DISHONORED CHECKS OR CREDIT CARD PAYMENTS 
Individuals who make a payment using a credit card, personal or business check where the card 
charge or check is not honored and paid by their financial institution, for any reason, may be 
subject to prosecution.  Additionally, the returned check/chargeback fee (Local Government Code 
§118.141 & §118.142), in the amount set by the Commissioners Court, must be applied to the 
customer’s account receivable and the associated payment must be reversed in the system of 
record. 

 TEMPORARY PRE-NUMBERED RECEIPTS 
Official County temporary pre-numbered receipt books are issued for the use of a single office of 
agency by the Office of County Auditor.  The county auditor maintains a log that includes the 
receipt book’s receipt number series, the date each book is issued, name of the person receiving 
the receipt book, and date returned.  Issued manual receipts should not be altered.  The issuing 
unit should include all copies of voided receipts when returning each receipt book to the county 
auditor’s office upon the use of all receipts and completion of the cash reconciliation for all 
receipts within that book. 

 EXCEPTIONS 
Requests for exceptions to the Cash Handling Policy must be submitted to the county auditor in 
writing.  The County Auditor must approve any exception to this policy before it is implemented.  
The County Auditor will collaborate with the requesting department to ensure the process 
designed will meet the County’s control requirements. 

 RECORD RETENTION 
All cash receipts and related documents must be maintained until audited and in accordance with record 
retention schedules.  Accounting reports, deposit slips, credit card receipts, copies of manual cash 
receipts, etc. must be kept for six years (current year plus five years after the close of the current year). 
(Texas State Library and Archives Commission Records Retention Schedule - https://www.tsl.texas.gov/slrm/rrs) 

 CASH OVER/SHORT 
For this policy, a cash shortage is defined as an unidentifiable deficit of money or an identifiable 
deficit caused by employee error in a cash drawer when the cash drawer is balanced.  A cash 
overage is an unidentifiable surplus of money or an identifiable surplus caused by employee error 
in a cash drawer when the cash drawer is balanced.  No office or agency in the County may 
maintain an ad-hoc balancing fund or unauthorized petty cash fund used to add or subtract to/from 
a cash drawer so the drawer will balance. 

Balancing cash drawers 
All cash drawers must be balanced at the end of each business day or shift. All daily overages 
and shortages must be documented for each cash drawer separately on a form approved by 
the County Auditor.  Elected officials and department heads should hold employees 
responsible for overages and shortages through disciplinary action and employee evaluations. 
Any single shortage or overage amount exceeding $100, or for an office, any combined daily 
overage and shortage amount that exceeds $250, must be immediately reported in writing to 
the County Auditor. 
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Deposits with Shortages/Overages Paid to the Treasury 
All funds must be submitted to the county depository on the due date as determined by the County 
Auditor.  If the due date will not be met, the department must immediately notify the treasury 
department and the county auditor in writing.  Any shortage of funds to the treasury should be 
reported to the County Auditor and Commissioners Court.  The indemnification of shortages is 
determined by Commissioners Court with a recommendation from the County Auditor. 
All overages must be submitted to the county treasury on the due date as determined by the 
County Auditor.  The County Auditor will evaluate the nature or source of the surplus and 
determine the proper disposition of the funds. 

Theft of funds 
Shortages that are a result of suspected or documented theft must be reported by elected 
officials, department heads, and/or supervisors immediately and in writing to the County 
Auditor and District Attorney’s Office regardless of amount.  Failure to provide immediate 
notice may be regarded as negligence or management’s complicity in the loss. 

 INDEMNIFICATION AND/OR PAYMENT OF LOSSES BY THE COUNTY 
Failure to comply with internal controls, established checks and balances, or recommended 
changes from internal audit findings is considered negligence and may be considered misconduct.  
In this circumstance, any shortage in excess of $100 requires the responsible elected/appointed 
official to notify the County Auditor’s Office.  The County Auditor will investigate the shortage 
and document any actions taken by the elected/appointed official.  The elected/appointed official 
shall follow the Indemnification Policy. 
A county public official is strictly liable for loss of any cash collected by their office.  Any offset 
policy adopted by Commissioner Court does not affect the strict liability of the officer beyond the 
specific situations covered by this policy and state statute, and does not apply to any loss of funds 
resulting from the negligence or misconduct of the public officer or their deputies.  If 
Commissioners Court determines after a hearing that any losses are the result of the negligence 
or misconduct of the public officer or their deputies, the officer shall not be eligible for 
indemnification by the county for payments of the loss made by the officer to the county.  If after 
the hearing, Commissioners Court determines any part or the whole of the losses are not the result 
of the negligence and or misconduct by the public officer or deputy, the court may indemnify the 
public officer to the extent the losses are not attributable to the negligence or misconduct.  
The existence of any offset policy is immaterial to the issues of: 
1) Payment of the loss by the public officer,  
2) Indemnification of the officer after payment of the loss indemnified where the loss was not 

the result of the negligence or misconduct of the officer or deputy,  
3) Payment of the loss by the officer’s bond or by county insurance that would result in 

reimbursement to the county for the amount of the loss, or  
4) Payment from the officer’s personal funds, political funds (if an elected official) or salary 

 SUMMARY 
All employees and constitutionally elected officials of Collin County who are responsible for or 
participate in the processing of payments and/or maintaining custody of county assets have a 
fiduciary responsibility to the citizens of Collin County, the State of Texas and the customers we 
serve.  If you act with integrity and ensure transparency in your activities, it is likely these cash 
handling policies will be merely helpful reminders of actions one is already taking. 
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Cash Payment 

Check Payment 

Credit Card Payment 

Numbers correspond with listing in Section II – Definitions, “Receipt” 
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The Uniform Commercial Code Requirements for negotiability: 
Unconditional promise or order to pay on demand and to order 
A fixed amount of money  
At a defined place of payment and  
Signed by the maker 

 Check Notes: 
+ All checks shall be confirmed with adequate identification of the maker and note on the check 

or invoice or otherwise record the type of identification of the maker and information from the 
identification to assist in locating the maker in the event the check or invoice is not honored. 
Electronic checks (eChecks) for over-the-counter payments shall be verified before they are 
accepted. Verification should be done online; however, it is important to check the verification 
website independently of the information shown on the eCheck.  This assures the verification 
website is valid and not fraudulently created on the eCheck. A copy of the verification should 
be kept on file.  e.g., State of Issue & Driver’s License/ID Card Number, Expiration Date, Birthdate, Address if 
different from check. (Local Government Code 130.004). 

+ All checks must be endorsed immediately upon receiving with a restrictive endorsement stamp 
declaring the instrument is “For Deposit Only” and payable to an approved Collin County 
depository account (disclosing the account number). 

+ The date written on the check must be the current date or in the recent past (less than one week).  
No forward dated checks can be accepted since they will be deposited with the bank within 24-
hours of receipt.  The bank may submit the check for payment immediately.  If no date is 
present on the check, its date is the date of its issue or the date it first comes into our possession. 
(Business and Commerce Code 3.113) 

+ The numeric amount must match the written amount, if they don’t – the written number will 
be the amount of the check (Business and Commerce Code 3.114) 

+ Verify the signature matches the name on the check, if they do not match or the maker is not 
listed, it may be necessary to confirm the validity of the check with the bank where it is drawn.  
If the signature is not legible, print the name of the signer above the signature when verifying 
the writer’s identification. 

+ Confirm the bank is a United States bank doing business in Texas.  Foreign (international) bank 
checks should not be accepted. 

PAY TO 
THE ORDER 
OF $ 

DATE 

DOLLARS 

FOR 

| ¦  31 1896172  | ¦  0000275067  | |’    

JANE CITIZEN 
125 HOMESTEAD PL. 
MCKINNEY, TX 75079 

8802 Coleman Blvd. 
Frisco, TX  75034 

1001 

Jane Citizen 

Collin County 
3/25/2023 

125.38 

One Hundred Twenty Five and 38/100 

fees and fine 
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