
 
 

“Cash flow & Bank balance” 
 

Most of us keep a close eye on our bank account. It is 
critically important to monitor whether all cash, card and 
other payments are received on your bank statement.  
 
However, the bank balance is not always a good indicator of 
the health of your business. You may have a positive bank 
balance, but you may be losing a lot of money in the process 
between receipt and banking.  
 
Here are a few examples of where money can go missing: 

 Safe drops – you must reconcile the safe drops made on 
the till with the safe drops made on the electronic drop 
safe or in the manual drop safe. Also, if your safe drop 
pickup does not coincide with your End of Day you need 
to reconcile the drops with each day’s takings. For 
example – a cashier can simply make a safe drop on the 
till and NOT make it in the drop safe, pocketing the 
money. Manual drop safes have the further risk of safe 
drops going missing after the CIT have picked up the box 
and your money being short-banked at the cash centre. 
 

 Card payments – you should take each day’s long speed 
point banking slips and tick off each actual slip on the list. 
This ensures that you have proof of payment for each 
card transaction. It provides an opportunity to pickup 
reprinted slips and possible fraudulent signatures. For 
example – if you don’t check that you have every card 
transaction slip an attendant could easily use stolen cards 
to process transactions and just throw away the slips 
(evidence). 

 

 Batches – you should keep a batch control register on a 
spreadsheet. Record the batch numbers each day and 
the total payments received on that batch. Batches have 
gone missing in the banking process, especially when 
machines are repaired or replaced. This spreadsheet can 
be printed weekly to use in reconciling card banking 
totals with the bank statement. For example – some 
banks show deposits as a total amount, while others 
show each subcategories deposit e.g. fleet cards, garage 
cards, debit cards, etc 

 

 Daily banking – ensure that you have a proper control for 
daily banking. Daily cash in drawer (last notes/coins) 
should be banked diligently and the deposit slips kept as 
proof. Many sites have lost money when “small” banking 
is not controlled. For example – the last notes/coins are 
often left in a packet in the office or “supposedly” added 
to the petty cash. All money found in the cashier/office 
area should be deemed to be the property of the 
company and banked immediately. Sites that receive a 
lot of small change should be particularly careful to bank 
each cent. 

 

 Delete/Cancel transactions – One of the easiest ways for 
cashiers/managers to skim cash from your tills is to have 
items or transactions deleted or cancelled. Your business 
receives the payment from the customer, but it doesn’t 
even make it into the drop safe, office or the bank. For 
example – a cashier scans items for a customer, the 
customer pays, but the cashier doesn’t finalise the sale. 
The cashier then claims to have made a mistake and the 
manager deletes items or cancels the transaction. 
Cashier activities should be monitored and the 
Operations Managers should query each delete/cancel 
request by the cashier before allowing it. Be wary of 
cashiers that keep slips with numbers on in or around 
their till or in their pockets. It may be a list of amounts 
they have skimmed so far. 

 

 Received on account – If you have fuel accounts and 
accept cash payments through the back office instead of 
the till there is a risk of the transaction being done but 
the cash not being banked. Rather process the payments 
through the till to ensure it enters your banking process. 

 
Controlling your daily banking is critical to maintaining a 
healthy business. 

 

BEST PRACTICES: 
DON’T assume that every cent is being controlled until you have procedures in place to ensure this 
DO balance each day individually to ensure you have a cut-off point for all banking. Then ensure you balance each day. 
 
QUICK WINS: 
Make it clear to your cashiers that safe drop slips, card transaction slips, etc are the same as cash. If they are short on slips it is the 
same as being short on cash. Follow it up on a daily basis to ensure that you have each slip, every day. 
 

FEIS 4 FUEL assists and supports potential, new and existing Fuel Retailers with  
a comprehensive basket of services to become more profit efficient.  
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