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I. INTRODUCTION 

 
We conducted a surprise cash count at the Department of Legal Affairs, Office of the Territorial 

Registrar Division on August 19, 2022. Our work was limited to those specific areas specified in 

the Scope, Objectives and Methodology section of the report. 
  

II. BACKGROUND 

 
The Office of Territorial Registrar (TR) is division of the Legal Affairs Office and is required to 

register all instruments affecting lands, matai titles, court grants, leases, and corporations.  Also, 

the Territory’s custodian of records of all instruments authorized to be registered and recorded.  

 

Our cash collection review consists of receipts from the following: 

 

 
 
SOURCE:  Department of Legal Affairs, Office of the Territorial Registrar, https://www.legalaffairs.as.gov/office-of-the-territorial-registrar  
(See Exhibit A) 

 

The control and handling of cash is governed by the ASG Treasury Cash Receipting Policy and 

Procedures Manual which creates a general performance standard for ALL government 

departments. This contains basic principles and standards that departments are required to adhere 

to. An updated version has not been made available and distributed throughout.  

As required under the ASG Treasury Cash Receipting Policy and Procedures Manual, all cash 

received shall be receipted and that all daily cash collections shall be remitted to the Revenue 

Division with complete transmittal letters (TL) and receipt copies with deposit(s).  

  

 
 

https://www.legalaffairs.as.gov/office-of-the-territorial-registrar
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III. SCOPE, OBJECTIVES, and METHODOLOGY 

 

SCOPE 

 

We performed a surprise cash count on August 19, 2022 at the Office of the Territorial Registrar 

located in Fagatogo. Also, we reviewed cash collection receipts from June 10, 2022 up to 

September 2, 2022 including the cash count date (Aug. 19, 2022) to determine the sequential 

order of cash receipts and timely deposit of cash collections.   

 

OBJECTIVES 

 

This cash count was designed to address the following objectives: 

1. Are cash receipts complete, adequately recorded and deposited timely and intact? 

2. Are cash handling processes in compliance with the ASG Cash Receipting Policy and 

Procedures Manual? 

3. Are funds and receipt documents secured? 

METHODOLOGY 

 

We performed the following procedures to achieve the objectives: 

1. Select a sample of documents before the count and obtain copies for review - transmittal 

letters (TLs) and cash receipts 

2. Perform surprise cash counts and ensure funds are secured and safeguarded.  

3. Reconcile collections to cash receipts and ensure cash receipts are issued numerically and 

chronologically. 

4. Confirm that deposits are remitted to the ASG Treasury Revenue Division timely. 

 

Our review was conducted in accordance with the Office of Inspector General (OIG), Quality 

Standard for Internal Inspection and Evaluation (I&E); by Council of the Inspectors General on 

Integrity and Efficiency (CIGIE).  Accordingly, we performed tests of source documents, 

records, and other auditing procedures to obtain sufficient and appropriate evidence to support 

our findings and conclusions based on our audit objectives. 
 
 

CONCLUSION 
 
The cash count reveals no significant overage or shortage except for a customer change not 

uplifted, which was subsequently receipted. Deficiencies were noted and included therein are 

recommendations for improvement. Implementing recommendations will strengthen internal 

controls, ensure policies and procedures are fully enforced which will help prevent any 

misappropriation of the Department’s funds.     

 

The audit was limited to the review of controls over cash handling and processing of daily cash 

receipts. Accordingly, we expressed no views on the overall controls in other areas of operations 

within the department in which a more detailed review is warranted. 
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IV. OBSERVATIONS, FINDINGS and RECOMMENDATIONS  

Discussion of Cash Count Results 

We counted $1,152.00 consisting of currency and checks. This amount represents total cash 

receipts of $1,140.00 and a surplus of $12.00. The surplus was identified as a customer change 

not uplifted because there was no denomination to make a change. The surplus was receipted and 

included in the transmittal letter of August 26, 2002; TL#298880. 

 

We suggest for the Territorial Registrar Office to request the Department of Treasury for a Petty 

Cash and or Change Fund (for cash transactions) to accommodate office immediate needs. Since 

the office is a smaller one, the dollar amount shall be at a minimum of either $50 or $100.     
 

We found that funds were accounted appropriately. However, we noted weaknesses in 

accounting for collections and internal controls that require improvements which are discussed in 

the Findings and Recommendations section of the report.  
 

Detail Findings  

 
Finding #1: ABSENCE OF WRITTEN CASH HANDLING POLICIES & PROCEDURES 

 

We found out that the office has no written cash handling policies and procedures.   This is an 

essential tool for effective management control. A procedural manual shall be prepared in 

conjunction with the ASG Treasury Cash Receipt Policy and Procedures Manual. Current duties 

and responsibilities practice is based on verbal instructions from previous employee(s). 

 

Recommendation 

 

We recommend for the Territorial Registrar to establish and maintain written procedures 

outlining individual steps in the cash handling process. These procedures should be reviewed at 

least annually to ensure procedures are current. It is important that all personnel shall have a 

clear understanding of management expectations regarding cash handling processes.  Such 

procedures and policies should address, among other things, 

 Specific personnel is allowed to handle cash and alternate if cashier is ill or on 

leave. 

 Specific personnel allowed to physically taking cash deposits to Revenue 

division. 

 Cash receipts must be issued in strict numerical sequence. 

 Funds and receipts are kept in secure locations. 
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Finding #2: CASHIERING AREA, SECURITY AND SAFETY MEASURES 
           

Access to cashiering area must be limited to only those staff directly involved and all funds must 

be kept secure at all times. We noted from observations that the fund custodian workstation is 

located in an open area which is accessible to unauthorized personnel. Funds must never be left 

unattended. If the custodian leaves her/his workstation for any reason, regardless of how brief all 

funds must be appropriately secured in a locked place.   
 

The ASG Treasury Cash Receipts Policy and Procedures Manual; 1.9 paragraph 1 to 3, Cash 

Collections Will Be Adequately Safeguarded, “During the day, all cash collections will be kept 

in locked drawers, cash boxes or cash registers.  If a safe is available, all cash kept overnight 

will be placed in the safe (vault)….The cash handling areas must be secured from entry by 

unauthorized persons.” 

 

Recommendation 

 

Access to cash handling and storage areas (cash receiving and deposit preparation) should be 

physically and visually restricted to authorized personnel only.  
 
 

Finding #3: SEGREGATION OF DUTIES IS NOT IN PLACE 

 
We found out from the cash count review that one person handles all cash collection duties such 

as cashiering, recording, reconciling, preparing and certifying transmittal letter forms and up to 

delivery of deposit to the ASG Treasury Revenue Division.   
 

No one person shall be allowed to collect, handle or submit deposits without some additional 

control to ensure that funds are accounted for. In the event of a few number of staff in the 

department, a review shall be conducted by management to ensure that there is a compensating 

control to ensure procedures are follow. 
 

The ASG Treasury Cash Receipts Policy and Procedures Manual, 1.1, Cash Receipting Duties 

will be adequately segregated, “In general, cash handling duties should be segregated from 

recording and reconciling duties.  The person who collects cash and issues receipts should not 

be responsible for reconciling daily receipts and preparing the deposit.  The site supervisor or 

equivalent should perform the daily cash reconciliation and prepare deposits.  The number of 

persons handling cash should be kept to a minimum to ensure accountability.  Cash drawers 

should not be shared by cashiers.  If these procedures cannot be adequately segregated, the 

department director will ensure monitoring tools are in place.” 

 

Recommendation 

 

Separation of duties is a core internal control and an essential component of an effective risk 

management. It is an administrative control used to reduce the risk of possible errors and fraud.    
 
 
 



Department of Legal Affairs - Office of the Territorial Registrar 

Surprise Cash Count - August 19, 2022 

 

5 | P a g e  
 

Finding #4: CONTROLS OVER PRE-PRINTED CASH RECEIPTS (unused receipt books) 

From observations, unused receipts are kept in an unlock filing cabinet. Unused receipt 

documents shall be securely kept and control.    

Recommendation 

 

We recommend for the following to be implemented in that:  

 Unused receipt books shall be kept in a safe place and that a log or register is maintained 

of all receipt books. 

 Ensure to check all receipt books before issuance to confirm that there are no missing 

numbers and are in numerical sequence. 
 
 

Finding #5: THERE IS NO SECURED CASH DEVICE FOR FUNDS SAFEKEEPING 

 

We observed that there is no secure cash device such as a cash register or vault to store cash 

collections overnight. 

 

Recommendation 

 

In general, all funds must be kept in a fire-resistant storage device (example, safe) that is 

equipped with at least one locking device and that cannot be easily removed from the premises. 

The in-charge has the overall responsibility for ensuring adequate safeguards are maintained. 

 

 

Finding #6: DEPOSITS ARE NOT REMITTED TO THE ASG REVENUE DIVISION ON 

TIME 

 

The results of review from the selected sample of transmittal letters and cash receipts for the 

period from June 10, 2022 to September 2, 2022, reveals that deposits are not prepared and 

submitted on time. One deposit shows that funds were withheld for almost a month, which is 

considered unsatisfactorily.  

 

In the event that small amounts cannot be remitted to the ASG Treasury Revenue Division, a 

request shall be sent to the Treasurer asking for a required threshold amount before a deposit is 

prepared. It is a must that the request is approved and received before acting to withhold any 

funds. 

 

For example: 

 
 

Receipt Dates 

Transmittal 

Letter nos. 

Deposit 

Date 

 

Cash Receipt Nos. 

Amount 

$ 

No. of Days 

Withheld 

6/10/22 to 7/8/22 298877 7/8/22 33422-33483 $ 2,467.00 Up to 28  

7/8/22 to 7/29/22 298878 7/29/22 33484-33500, 53301-53331 $ 2,086.00 Up to 21  

7/29/22 to 8/12/22 298879 8/12/22 53332-53350, 59301-59316 $ 2,114.00 Up to 14  

8/12/22 to 8/26/22 298880 8/26/22 53351-53375, 59317-59350 $ 1,954.00 Up to 7-14  

8/25/22 to 9/2/22 298881 9/2/22 53376-53398 $    908.00 Up to 8  
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The ASG Treasury Cash Receipts Policy and Procedures Manual, 1.8, Cash Receipts Will Be 

Deposited Daily, “All deposits should be made daily and intact - no cash should be retained or 

expended…”. The Office of Territorial Registrar should comply with existing policies and 

procedures to deposit cash collection in a daily basis. This will minimize the risk of potential 

theft and/or misappropriation of funds by employees. 

 

Recommendation 

 

We recommend for the Territorial Registrar that daily cash collections are to be deposited with 

the ASG Treasury, Revenue Division on a daily basis.  
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V. EXHIBITS  

EXHIBIT A 
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EXHIBIT B 
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Illegal and Wasteful Activities should be reported to the American Samoa 

Government, c/o TERRITORIAL AUDIT OFFICE. 

 

Telephone no.699-5191 

 

OR 

 

Sending Written Documents 

 

To the: 

Acting Territorial Auditor 

ASG Territorial Audit Office 

2
nd

 Floor DYWA Building 

Tafuna, AS 96799 

 
 
 


