POLICIES AND PROCEDURES FOR DEPARTMENTAL CASH MANAGEMENT

INTRODUCTION

During the rapid increase in both enrollment and the number of programs offered by the University, cash controls and procedures have evolved in a predominantly decentralized fashion.  While the Business Office plays a key roll in the ultimate bank deposit process, many departments and locations have established their own procedures for accepting and recording receipts, and preparing and timing their deposit of these receipts with the Business Office.  

Daily reporting and depositing of cash collections is a basic operating discipline.  The University expects all faculty and staff will endorse and support this discipline.  In cases where cash collections are not handled directly by the Business Office, the following policies and procedures are to be complied with.

Throughout this document the word cash includes cash, checks, money orders, and credit cards.

CASH COLLECTIONS

RECEIPT OF CASH

1. When currency is collected, a proper receipt must be given.  These receipts should be pre-numbered, and preferably part of a carbon book of receipts.  If needed, receipts can be purchased from Corporate Express.  
2. All checks will be stamped with a restrictive endorsement “For deposit only to the University of St. Thomas” at the time and place the check is received.  Departments that are receiving/processing checks, and do not already have an endorsement stamp, should contact the Business Office cashier at (96)2-6611 to have one ordered (departments that accept very few checks do not necessarily require their own endorsement stamp).  Endorsement stamps can also be sent in for updates to the date stamp.  Please provide the departmental index and account number for all endorsement stamp requests.  
3. An employee whose duties do not include any other processing or other cash handling responsibilities should be designated to list all remittances on a Deposit Receipt Form.  A total for these collections must be calculated and this becomes the basis for insuring complete deposits. Supporting documentation must be prepared and/or available prior to processing of the Deposit Receipt Form.  The amount of the remittance must be clearly written on the form, and on the supporting documentation.  This documentation must be kept on file and made available for auditing purposes.

DEPOSITING CASH

1. A Deposit Receipt Form must be submitted with each deposit made at the Business Office.  The Deposit Receipt Form must be filled out completely. A separate Deposit Receipt Form should be used for credit card transactions. If a copy of the form is submitted to the business office with the original, it will be stamped and returned after the deposit is processed.  The Deposit Receipt Form must indicate the issuer of the check that is being deposited and/or the event name.  Incomplete forms will be held pending clarification and/or receipt of appropriate information.

2. All departments and locations authorized to collect cash must make daily deposits to the Business Office *. The use of inter-campus mail for routing deposits to the Business Office is strictly prohibited.  Security escorts are available to employees of all departments.  Please inform Security in advance, if you require their assistance.  

* Be advised, departmental accounts will be assessed a $30 charge for each check returned by the bank unpaid if it is determined that a deposit contained stale dated checks.

NEW EVENTS OR ONE TIME EVENTS (SHORT-TERM CASH NEEDS)

Should cash be required on a short-term basis to support a new or one time event the following procedures must be followed.  To insure the appropriate procedures for the circumstances, approval from Accounts Payable must be obtained at the earliest stage.

1. Complete a Check Request form, indicating the expense account to be charged.  A department head’s signature is required, authorizing the request for these funds.  This form needs to be submitted to Accounts Payable by Monday, noon, preceding the event.

2. Send an email to the cashier in the Business Office with the denominations requested no later than the Monday preceding the event.  Please copy the Business Office manager on the memo.

3. On the Friday before the event, Accounts Payable will issue a check made payable to the person submitting the request.  The check can then be cashed at the Business Office cashier’s window (Aquinas 116)

4. After the event, cash must be returned to the Business Office with a Deposit Receipt Form.  The original advance amount will be deposited back in to the expense account.  Proceeds from the event will be credited to a revenue account.  Complete a separate Deposit Receipt Form for any money received that is above the amount that was originally disbursed.

COLLECTING FUNDS FOR EXTERNAL EVENTS
Should there be a time when a group or department is collecting funds on behalf of UST, and/or for a particular purpose external to UST and these checks are made payable to the University of St Thomas, the individual responsible for these funds must complete a Deposit Receipt Form and deposit the checks using a department expense account number.  Access to these funds is then provided in the following ways;

1. A Check Request Form may be completed for the amount deposited.  The                     check must be made payable to the intended recipient of the funds (i.e. the organization or individual). 
2. An employee may make the necessary purchase(s) and then complete an Employee Expense Report with receipts attached for personal reimbursement.  
This policy must be strictly adhered to as it provides an internal audit trail, showing receipt and disbursement of these funds.
REQUEST FOR CASH EXCHANGE
Departments having a need to exchange money for different denominations for events on campus must provide the cashier with at least 24 hours notice of their intent to exchange funds.  This advance notification is necessary to ensure that the Business Office can accommodate each request.      
PROCEDURES FOR BOOK BUYBACK

1. Send an email to the cashier at the business office with the denominations requested at least one week before you need the cash.  Please copy the business office director (Pam Peterson) and associate director (Stephanie Carlson) on the email.

2. At the business office, complete an Employee Expense Report form charging the receivable/clearing account 12-12418 for the amount you are to receive each time you pick up money. Each petty cash form should also have an authorized signature.  A security escort is recommended for large cash transactions.  

3. The cashier will keep a separate reconciliation of cash requested and disbursed to you on the daily cash reconciliation sheet.  A separate reconciliation or accountability of book buy back activity should also be maintained by the bookstore (i.e. beginning cash, date and amount of cash disbursed by the business office, ending cash).  

4. After the buy back is done, return any excess cash to the business office.  Complete a Deposit Receipt Form indicating “Excess book buy back cash” in the description.  Use the receivable/clearing account 12-12418.

5. Prepare a journal entry to record used books that will remain at UST (not sold to a third party book company like Missouri Book Sales) for the expense of used book purchases.

Ex.
DB 12-50650-58218-40
$XXXXX



CR 12-12418


$XXXXX

(description example) 

“Record purchase of used books from the May book buy back”

6. The remaining balance in the receivable/clearing account 12-12418 should be the amount you receive from the books to a third party book      company plus revenue.  When payment is received by the vendor(s), the Deposit Receipt Form should be allocated to the clearing account and revenue account accordingly.  Please attach your supporting calculations to the Deposit Receipt Form.

PETTY CASH FUNDS

A limited number of departments may find it necessary to establish a petty cash fund to pay for incidental departmental expenses.  The petty cash fund is used for small disbursements, rather than requesting checks from Accounts Payable.  A petty cash fund can also be established for use as a cash drawer (to make change, etc.).  

Check requests to establish a petty cash fund should be submitted by the department head to the Controllers Office.  In the request, include a description of the types of expenses that will be paid from the account, the estimated number of payments per month, the maximum amount needed, and the name of the person who will be responsible for the fund.  Petty cash funds should be located in a secure area during business hours, and locked in a safe or drawer overnight.  

The fund is initially established by writing a check to the employee responsible for the fund, who in turn cashes the check, creating the petty cash fund.  As the department expends the funds, a record of the disbursements, along with documentation, is retained.  When the cash on hand is depleted, the account may be replenished by submitting a check request, which lists the account numbers to charge and includes the expense documentation, to Accounts Payable.  The payment will equal the total amount expended from the fund and the balance in the petty cash fund will again equal the original balance.  Petty cash funds must be replenished at least once a month.  There is no need to replenish a cash drawer, as the amount will remain constant.

The following general guidelines should be followed:

1. Revenue may not be receipted into the fund.  For example, student fees or other income may not be receipted into the petty cash account.  The only source of funding for the petty cash account must be reimbursement requests submitted to Accounts Payable.

2. A list of expenses and documentation must be maintained.  All receipts must be signed by the individual making the purchase, and the nature of the item purchased must be indicated somewhere on the receipt.  Money should not be disbursed without a proper receipt.

3. At all times, cash on hand, plus receipts, must equal the original amount of the petty cash advance.  Petty cash funds cannot run a deficit balance.  Periodic internal audits will be made of petty cash funds to verify cash and disbursement amounts.  These audits could be done without prior notice. 

4. Travel and entertainment expenses may not be paid from petty cash funds.  Petty cash cannot be used to purchase gifts, or as payment to employees, students, independent contractors, or for personal check cashing.  These funds cannot be used for the purchase of capitalized equipment.  A purchase requisition must be submitted to Accounts Payable for the purpose of proper IRS reporting. 

5. If the petty cash fund is used as a cash drawer this drawer must be balanced daily to a predetermined amount to verify accuracy.  Excess funds due to sales must be deposited daily into a revenue account (see DEPOSITING CASH under CASH COLLECTIONS).

For example:  If the department was issued a petty cash fund in the amount of $100.00, after balancing each day the amount in the cash drawer should again equal $100.00. 
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