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POLICY FOR HANDLING CASH AND CASH EQUIVALENTS
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I. REFERENCES

A. Business and Finance Bulletins (BFB)

BUS-28, Property Self-Insurance Program
G-29, Procedures for Investigating Misuse of University Resources

B. Accounting Manual

Chapter C-173-14, Cash: Campus Cash Collection Deposits

II. INTRODUCTION

This Bulletin establishes the minimum requirements related to handling and processing
cash and cash equivalents.  Its purpose is to ensure that these important University assets
are protected, accurately processed, and properly reported. 

A. Key Objectives of this Bulletin:

1. Accountability

• Ensure that documentation exists so that employees involved in the
process of handling cash and cash equivalents can be held responsible
in fulfilling their duties.

• Accountability is present when the following three areas are
addressed:

a) Knowing who has had access to, and why they have access to, cash
and cash equivalents;

b) Knowing where an asset is at all times; and

c) Knowing what has occurred from the beginning of a cash handling
process to the end of the process.

• Ensure deposits are made and reported in a complete, accurate and
timely manner.

2. Separation of Duties

• Ensure that more than one qualified person is involved in the key
activities related to the collection, handling, depositing, and
accounting processes.

3. Physical Security

• Ensure that employees involved in the handling of cash and cash
equivalents are protected from physical harm.

http://www.ucop.edu/ucophome/policies/bfb/bus28.html
http://www.ucop.edu/ucophome/policies/bfb/g29.html
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• Ensure that cash and cash equivalents are protected from loss.

4. Reconciliation of Accounts

• Provide assurance that the amounts reported as being deposited were
deposited into University bank accounts.

• Provide assurance that general ledger balances are accurate.

III. SCOPE

The policy and procedures contained in this Bulletin shall apply to all University
handling and processing of cash and cash equivalents, including such handling and
processing at the three Department of Energy Laboratories.

IV. DEFINITIONS

A. For purposes of this Bulletin, the term “campus” refers to a University campus,
Laboratory, or other official University location.

B. For purposes of this Bulletin, cash, including cash equivalents, consists of the
following:

1. Currency and coins.

2. Checks, credit card recordings, travelers’ checks, cashier’s checks, and
money orders.

3. Securities - All negotiable and non-negotiable instruments or contracts
representing either money or other property that can be easily converted to
currency (for example, stamps, tokens, parking and event tickets, etc.).

4. E-Commerce (Online/Electronic payments) – Automated Clearing House
(ACH), other debit and credit transactions.

C. Cash handling units are defined generally as follows (see Section VI.C.3.a. for
assignment of responsibility):

1. Main Cashiering Station (M)
Campus operating unit from which collections are deposited directly to the
bank.

2. Sub-cashiering Station (S)
Campus operating unit from which collections are deposited to a Main
Cashiering Station. These units typically perform cashier activities as a
primary function and operate cash handling equipment.
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3. Cash Handling Department (D)
Campus operating unit that typically collects cash or cash equivalents and
deposits to either a Main Cashiering Station or a Sub-cashiering Station
(e.g. gifts, donations, telephone, and photocopy charges).

4. Accounting Office (A)
Central campus office with responsibility for maintaining the integrity of
the general ledger, bank reconciliation, and follow-up on disposition of
reconciling items.

V. POLICY AND PROCEDURES
Responsibility

R = Required
N = Not Applicable

Section I:  Managing University Bank Accounts M S D A

Policy 1:  According to Regents Bylaws, only the Treasurer’s Office
has the authority to open or make changes to official University
of California bank accounts.

Procedure A:  Requests for opening, making changes to, or closing bank
accounts must be made through the Treasurer’s Office by the
Chancellor or the Chancellor’s authorized designee.

R R R R

Procedure B:  Any accounts not established by the Treasurer must be
immediately brought to the attention of the Chancellor’s
authorized designee and the Treasurer’s Office for resolution.

R R R R

Section II:  Conditions for Employment in a Cash
Handling Environment

Policy 1:  The handling of cash represents an area of high risk to the
University.  Management must ascertain that employees,
including temporary, casual, and students, have the background
to accept responsibility for handling University cash and cash
equivalents.

Procedure A:  Each department Business Officer is responsible for
arranging the appropriate verifications when critical positions
exist, or when employee turnover takes place in an existing
critical position.

• Employment history must be verified for all prospective
employees.

• Fingerprint/background checks for criminal convictions
must be performed.

• Other procedures are conducted as necessary given the
circumstances (e.g. credit checks).

R R R R
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Responsibility
R = Required

N = Not Applicable

M S D A
Procedure B:  Records for the above are maintained. R R R R

Policy 2:  Continuing insurability is a condition for retaining cash
handling responsibilities.

Procedure A:  Once hired, subsequent convictions of any individual
handling cash must be reported to campus risk management.

R R R R

Procedure B:  If insurability cannot be maintained, cash processing
responsibilities must be removed from the employee’s duties.

R R R R

Section III:  Receiving Cash
Policy 1:  Negotiable instruments containing a payee designation must

be indicated as payable to The Regents of the University of
California.

Procedure A:  All documents requesting payments to the University must
inform the payers that their payments must be made payable to
The Regents of the University of California, or to U.C. Regents.

R R R N

Procedure B:  Checks must be restrictively endorsed for "U.C. Regents"
upon receipt.

R R R N

Policy 2:  Separation of duties must be maintained when cash is
received.  No single person should have complete control.

Procedure A:  Mail remittances received should be opened, processed,
and verified by separate individuals.

R R R N

Procedure B:  Only authorized individuals may be allowed in the
cashier’s work area.

R R N N

Procedure C:  Cashiering Stations must be opened for business and
closed at the end of working hours only in the presence of a
second person.

R R N N

Policy 3:  Individual accountability for cash must be maintained
throughout all cash handling operations.

Procedure A:  Individual accountability for all transfers of cash must be
maintained and documented.

R R R N

Procedure B:  For each transfer of cash, documentation of accountability
must be maintained by type of cash (i.e. currency, checks and
other forms of payments).

R R R N
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Responsibility
R = Required

N = Not Applicable

M S D A
Policy 4:  Collection of cash must be protected against loss and

recorded immediately upon receipt.

For all types of remittances, the following procedures apply:

Procedure A:  All remittances must be recorded upon receipt.  R R R N
Procedure B:  Reductions of recorded cash, e.g., voids and refunds, must

be supported by documentation and approved in writing by the
supervisor preferably with the cashier present.

R R R N

Procedure C:  When a remittance that is received cannot be identified as
to the proper account to which it should be credited, the
remittance shall not be routed to other offices to obtain recording
information.  It shall be sent to a Main Cashiering Station that
will record the remittance to a Cash Received Undistributed
Account.  A copy of the remittance (in lieu of the remittance
itself) shall be distributed to the appropriate offices for reference
to determine account distribution.

R R R N

If manual receiving and recording equipment is used, the following
procedures apply:

Procedure D:  A receipt shall identify the campus. At a minimum, it
should be a two-part form and control should be via prenumbered
ticket.

R R R N

Procedure E:  Receipts should be prenumbered by the printer and used
sequentially.

R R R N

Procedure F:  The form must include a statement that the form is
recognized as a receipt only after validation by cashier’s or cash
handling employee’s initials or signature, or by validation stamp
to identify the cashier or cash handling employee recording the
transaction.

R R R N

Procedure G:  Cashier/ Cash Handling Employee must sign or initial the
receipt.

R R R N

Procedure H:  All voided receipts must be retained. R R R N

If Point-of-Sale equipment is used, the following procedures apply:

Procedure I:  A cash receipt shall be produced by the Point-of-Sale
equipment for each customer.

R R N N

Procedure J:  The equipment shall have a feature for the machine-
validation of cash-related documents.

R R N N
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Responsibility
R = Required

N = Not Applicable

M S D A
Procedure K:  The Point-of-Sale operation shall be controlled by unique

consecutive numbers generated automatically and recorded with
each transaction, as well as imprinted on the customer receipt.

R R N N

Procedure L:  The numbering mechanism that provides consecutive
transaction number control shall be accessible only to the
manufacturer’s service representative, or appropriate personnel
who are independent of that cashiering station.

R R N N

Procedure M:  A unique identifier that is not accessible to other people
shall be assigned to each cashier. A cash register drawer, cash
drawer insert and an endorsement stamp or its mechanical
equivalent shall also be provided. Cashiers shall lock all cash in
their cash drawer whenever they leave the immediate area.

R R N N

Procedure N:  Excess cash shall be removed from cash register drawers
during the business day and be transferred to a secure cash
handling area/vault.

R R N N

Procedure O:  Cash registers shall not be left with totals showing in the
cash register window.

R R N N

Procedure P:  Voids and refunds shall be controlled by a supervisor. R R N N

If a remittance processor is used, the following procedures apply:

Procedure Q:  The remittance system must provide a statement of
activity, report, or electronic notification to individual or
departmental customers.

R R N N

Procedure R:  The remittance processor shall have a feature for the
machine-validation of cash-related documents.

R R N N

Procedure S:  The remittance processor operation shall automatically
generate unique consecutive numbers to be recorded with each
transaction.

R R N N

Procedure T:  The numbering mechanism that provides consecutive
transaction number control shall be accessible only to the
manufacturer’s service representative, or appropriate personnel
independent of that cashiering station.

R R N N

Procedure U:  A unique identifier that is not accessible to others shall be
assigned to each cashier.

R R N N

Procedure V:  At the end of each day, all applications shall be closed and
all equipment must be shut down.

R R N N

Procedure W:  Voids and refunds shall be controlled by a supervisor. R R N N
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Responsibility
R = Required

N = Not Applicable

For e-commerce transactions, the following procedures apply: M S D A
Procedure X:  Department’s Internet response page must display a

confirmation number for customers when transactions are
completed.

R R R N

Procedure Y:  System shall assign station/location and consecutive
transaction numbers.

R R R N

Procedure Z:  The numbering mechanism that provides consecutive
transaction number control shall not be accessible to cash
handling employees or to employees responsible for maintaining
the web site.

R R R N

Procedure AA:  System must identify departmental server from which
transactions are generated.

R R R N

Procedure BB:  Refunds should be controlled by a supervisor. R R R N

For the sale of admission or event tickets, the following procedure applies:

Procedure CC:  When admission tickets or individual items are sold at
the gates of athletic or other events, cashiering equipment may
not always be present, nor may receipts be issued. The cognizant
campus department must develop adequate controls to safeguard
tickets and cash collections and to ensure that the number of
tickets or items sold corresponds to the expected revenue from the
sale of the tickets or items. These controls must be reviewed by
the Cash Handling Coordinator and maintained for audit
purposes.

R R R N

For checks drawn on foreign banks, the following procedures apply:

Procedure DD:  Checks drawn on foreign banks that are not acceptable at
face value by the depository bank should not be recorded, but
should instead be sent to a depository bank for collection.

R R R N

Procedure EE:  The Campus Cash Handling Coordinator may approve
the use of alternative procedures for handling checks drawn on
foreign banks as long as such procedures are documented and
ensure the collection and recording of receipts.

R R R N

Section IV:  Physical Security
Policy 1:  All cash shall be physically protected from loss at all times.
Procedure A:  Excess cash must be removed from the cash register

drawer during the business day and transferred to a secure cash
handling area/vault. Such transfer must be documented in
accordance with Section III, Policy 3.

R R N N
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Responsibility
R = Required

N = Not Applicable

M S D A
Procedure B:  At the close of business, all cash must be secured in

accordance with Section IV, Policy 2.
R R R N

Procedure C:  Deposits must be adequately protected from loss while in
transit.  When necessary, armored car service or police protection
should be used.

R R R N

Policy 2:  Cash and cash equivalents must be locked in a secure
receptacle or safe at all times except when signed out by a
cashier for working cash.

Procedure A:  Lockable receptacles or burglarproof / fire resistant safes
to store cash must be used based on the following cash limits:

a. Up to $1,000 in a lockable receptacle.
b. From $1,001 to $2,500 in a safe.
c. From $2,501 to $25,000 in a steel door safe, with a door thickness

of not less than 1 inch and wall thickness of not less than 1/2 inch.
d. From $25,001 to $250,000 in a class TL-15 composite safe.
e. Over $250,000 in a class TL-30 Steel or better safe.

Deviation from these procedures may risk the loss of liability coverage
with University insurance carriers.

R R R N

Procedure B:  If more than $2,500 in cash and securities is regularly on
hand, a manual robbery alarm system must be installed for use
during business hours to alert campus police (or the local police
department for off site locations) if an irregularity occurs.

R R R N

Procedure C:  If more than $25,000 in cash and securities is stored, an
alarm system is required to alert campus police (or the local
police department for off site locations) if the storage area is
entered after business hours.

R R R N

Procedure D:  The combination of a safe must be given only to
supervisory and authorized personnel who must then commit the
combination to memory.  A record of the combination, sealed to
prevent undetected access, must be maintained away from the
safe area.

R R R N

Procedure E:  A safe must be opened in such a way that other persons do
not see the combination.

R R R N

Procedure F:  To the maximum extent practical, a safe must be locked
between deposits during business hours.

R R R N
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Responsibility
R = Required

N = Not Applicable

M S D A
Procedure G:  A safe’s combination must be changed whenever a person

who knows the combination leaves the employ of a cash handling
unit. In addition, the combination must be changed at least once a
year.  Documentation must be maintained showing the date and
reason for combination changes.

R R R N

Procedure H:  Each cashier must be provided with a separate lockable
compartment in the safe to which only that cashier has access.
Duplicate keys must be maintained under dual custody.

R R N N

Procedure I:  Funds or property not related to the operation of the
University must not be stored in the safe/vault.

R R R N

Procedure J:  The Campus Cash Handling Coordinator, together with the
Campus Risk Management and Police departments, must review
the physical setup of all cashiering stations to ensure that
appropriate physical security is provided. As a general guideline,
if a station collects more than $7,500 on a daily basis, the work
area should be protected by doors and windows that meet the
standards of the Campus Security Committee, and are in
accordance with California Administrative Code, Title 24,
Section 2-3303 ( c), Uniform Building Code and the Americans
with Disabilities Act.

R R R N

Procedure K:  Cash handling staff should receive training on what to do
in the event of a campus emergency.

R R R N

Procedure L:  Cashier operations should be included in campus disaster
recovery planning.

R R R R

Section V:  Preparing Transfers and Depositing to the Bank
Policy 1:  Accountability for and documentation of the custody of cash

must be maintained when transferring and depositing cash.
Procedure A:  Deposits must be prepared with more than one person

present or in an area that is equipped with an electronic
surveillance system.

R R N N

Procedure B:  The procedure of counting cash must not be visible from
outside the office.

R R R N

Procedure C:  A report of cash collections signed by the preparer must
accompany each deposit to a Main Cashiering Station from a
Cash Handling Department or Sub-cashiering Station.

N R R N

Procedure D:  A night depository which meets the security standards in
Section IV must be provided if cash transfers after business hours
are necessary.

R R N N
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Responsibility
R = Required

N = Not Applicable

M S D A
Procedure E:  The Main Cashiering Station must record each deposit

from a Cash Handling Department or Sub-cashiering Station. All
cash deposits must be counted under dual custody.  A receipt or
its electronic equivalent for online department deposit systems
must be forwarded to the Cash Handling Department or Sub-
cashiering Station no later than the next business day.

R N N N

Procedure F:  A report of cash recorded, cash deposited, and cash
collections that are over or short, accompanied by supporting
documentation, must be sent daily to the Accounting Office.

R R R N

Procedure G:  If electronic-mechanical or electronic cash registers are not
in use, a report of account distribution of cash collections must
also be sent daily to the Accounting Office.

R R R N

Policy 2:  Bank deposits must be made on a timely basis and supported
with appropriate documentation.

Procedure A:  Current day collections of Main Cashiering Stations must
be deposited the same day, or at a minimum on the following
business day.

R N N N

Procedure B:  Collections at sub-cashiering stations and departments
shall be deposited at the designated Main Cashiering Station at
least weekly or whenever collections exceed $500.

N R R N

Procedure C:  All bank deposits must be accompanied by appropriate
documentation, such as a numbered deposit slip.

R N N N

Section VI:  Recording to the General Ledger
Policy 1:  Deposits to the Bank must be reviewed, approved and

recorded to the general ledger in a timely manner.
Procedure A:  All bank deposits must be recorded to the general ledger

during the appropriate month.
N N N R

Procedure B:  Individuals with cash handling responsibilities may not
prepare journal entries.

R R R N

Procedure C:  All journal entries must be reviewed and approved by
designated employees in the Accounting Office. The preparer and
reviewer/approver must be two separate individuals.

N N N R
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Responsibility
R = Required

N = Not Applicable

Section VII:  Returned Checks M S D A

Policy 1:  Checks returned to the campus must be controlled during the
process of attempting to collect on the returned amount.  The
Accounting Office provides oversight over the returned check
process.

Procedure A:  Checks that are deemed uncollectible are to be returned by
the bank to the designated Accounting Office.

N N N R

Procedure B:  Cashiers must not be involved in the returned check
process.

N N N R

Procedure C:  The person who approves the requests for write-off of
uncollectible returned checks must not maintain the inventory of
returned checks.

N N N R

Procedure D:  A returned check must be redeemed either by a new
payment or if appropriate, by redepositing the returned check.

N N N R

Procedure E:  The person maintaining the inventory of returned checks
must not handle the cash received to redeem returned checks.

N N N R

Procedure F:  No one person from the same office may perform more
than one of the above functions.

N N N R

Procedure G:  Physical security and accountability for returned checks
must be maintained from the time of receipt until final
disposition.

Section VIII:  Reconciliation of Bank Statement to General
Ledger
Policy 1:  Every bank account must be reconciled to the general ledger

by the Accounting Office on a monthly basis.  Reconciling items
associated with deposits must be resolved in a timely manner.

Procedure A:  Any break in numerical sequence of bank deposit slip
numbers must be investigated.

N N N R

Procedure B:  Collections reported must be verified to bank deposit slips. N N N R
Procedure C:  Collections reported must be verified to cash register tapes

or other numerically controlled receipts.
N N N R

Procedure D:  Void and refund transactions must be reviewed for
acceptability, completeness of supporting documentation, and
proper approval by the supervisor.

N N N R

Procedure E:  Significant or recurring cash overages and shortages must
be verified promptly. If misuse is suspected, follow procedures in
Business and Finance Bulletin G-29 and notify Cash Handling
Coordinator.

N N N R

http://www.ucop.edu/ucophome/policies/bfb/g29.html
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Responsibility
R = Required

N = Not Applicable

M S D A
Procedure F:  Notices from the depository bank of deposit

overages/shortages must be mailed to and promptly investigated
by the Central Accounting Office or other staff with no cash
handling responsibilities.

N N N R

Procedure G:  Reconciling items associated with a deposit must be
resolved within 30 days.

Procedure H:  Documentation of the reconciliation must be maintained
and must include evidence of appropriate review and approval by
a supervisor.

N N N R

Section IX:  Petty Cash, Change Funds
Policy 1:  Petty cash and change funds are provided as a service to

operating units that require such operating funds.  Procedures
must be established to appropriately protect these funds from
loss.

Procedure A:  Petty cash funds must be separately maintained from
cashier change funds.

R R R N

Procedure B:  Cash handlers must not exchange checks for currency to
make change for each other. Any such change-making must be
handled only by the custodian of the reserve change fund.

R R R N

Procedure C:  A cash count and verification of change and petty cash
funds for which cashiers and cash handling employees are
accountable shall be performed on a periodic basis, at least
quarterly, by someone other than the fund custodian. Verification
of cash balances must be performed in the presence of the petty
cash/change funds custodian and must be documented. The
procedures will be approved by the Cash Handling Coordinator.
The results of the cash count are to be reported to the Central
Accounting Office. 

R R R N

Section X  Check Cashing
Policy 1:  Providing a check-cashing service is subject to local

determination to meet the distinctive needs of the campus. Any
campus providing this service shall establish local directives
covering such situations as cashiering stations authorized for
check cashing, reasonable limits on the size of the checks to be
cashed, the personnel eligible to cash checks, the types of
identification required to cash a check and the controls that will
be observed with regard to the handling of returned checks.
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Responsibility
R = Required

N = Not Applicable

M S D A
Procedure A:  Personal checks accepted as exchange for cash must be

made payable to The Regents of the University of California or to
U.C. Regents.

R R R N

Procedure B:  Employees of a cashiering station may not cash checks for
themselves or for other members of the cashiering station staff.

R R R N

VI. RESPONSIBILITY

A. Office of the President

1. The Vice President--Financial Management shall develop and publish
university-wide cash handling policy and provide general coordination and
assistance to campuses.  

2. The Director of Risk Management shall furnish appropriate information
regarding University cashiering practices and procedures to insurance
carriers.

B. Treasurer’s Office

The University Treasurer is responsible for managing relationships with
organizations that provide banking services to the University, opening bank
accounts when requested by designated campus employees, and maintaining an
inventory of authorized University bank accounts.

C. Campus Administration

1. The Chancellor is responsible for all campus cash handling activities,
including Associated Students activities, in accordance with the policy
established in this Bulletin. The Chancellor may delegate the
responsibility for coordinating all cash handling operations on the campus
to a Cash Handling Coordinator.

2. The Campus Controller is responsible for implementing this policy on a
campus level and managing the process for granting all variances from
these procedures when verifiable mitigating controls exist.  

3. The Cash Handling Coordinator may be delegated the authority to:
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a. Categorize cash handling units and individuals performing
functions related to cash handling according to Part IV.C.1, 2 and
3.

b. Arrange for the preparation and implementation of operating
procedures in accordance with this Bulletin.

c. Approve variances from this Bulletin when warranted by local
circumstances.

d. Maintain liaison with the Campus Controller concerning cash
handling matters.

e. Review and approve all proposed new or modified cash handling
related applications, cash recording equipment, or methods of
transporting cash.

f. Perform an annual review of compliance with this Bulletin and
inform the Controller of risks associated with each campus cash
handling unit.

4. Campus Police or their appointed campus designate must assist in all
related security issues.
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	Campus operating unit from which collections are deposited directly to the bank.
	2.Sub-cashiering Station (S)
	Campus operating unit from which collections are deposited to a Main Cashiering Station. These units typically perform cashier activities as a primary function and operate cash handling equipment.
	3.Cash Handling Department (D)
	Campus operating unit that typically collects cash or cash equivalents and deposits to either a Main Cashiering Station or a Sub-cashiering Station (e.g. gifts, donations, telephone, and photocopy charges).
	4.Accounting Office (A)
	Central campus office with responsibility for maintaining the integrity of the general ledger, bank reconciliation, and follow-up on disposition of reconciling items.
	V.POLICY AND PROCEDURES
	Policy 1:  According to Regents Bylaws, only the 
	Procedure A:  Requests for opening, making change
	R
	R
	R
	R
	Procedure B:  Any accounts not established by the
	R
	R
	R
	R
	Policy 1:  The handling of cash represents an area of high risk to the University.  Management must ascertain that employees, including temporary, casual, and students, have the background to accept responsibility for handling University cash and cash eq
	Procedure A:  Each department Business Officer is responsible for arranging the appropriate verifications when critical positions exist, or when employee turnover takes place in an existing critical position.
	Employment history must be verified for all prospective employees.
	Fingerprint/background checks for criminal convictions must be performed.
	Procedure A:  Each department Business Officer is responsible for arranging the appropriate verifications when critical positions exist, or when employee turnover takes place in an existing critical position.Employment history must be verified for all pr
	R
	R
	R
	R
	Procedure B:  Records for the above are maintained.
	R
	R
	R
	R
	Policy 2:  Continuing insurability is a condition for retaining cash handling responsibilities.
	Procedure A:  Once hired, subsequent convictions of any individual handling cash must be reported to campus risk management.
	R
	R
	R
	R
	Procedure B:  If insurability cannot be maintaine
	R
	R
	R
	R
	Policy 1:  Negotiable instruments containing a payee designation must be indicated as payable to The Regents of the University of California.
	Procedure A:  All documents requesting payments to the University must inform the payers that their payments must be made payable to The Regents of the University of California, or to U.C. Regents.
	R
	R
	R
	N
	Procedure B:  Checks must be restrictively endorsed for "U.C. Regents" upon receipt.
	R
	R
	R
	N
	Policy 2:  Separation of duties must be maintained when cash is received.  No single person should have complete control.
	Procedure A:  Mail remittances received should be opened, processed, and verified by separate individuals.
	R
	R
	R
	N
	Procedure B:  Only authorized individuals may be 
	R
	R
	N
	N
	Procedure C:  Cashiering Stations must be opened for business and closed at the end of working hours only in the presence of a second person.
	R
	R
	N
	N
	Policy 3:  Individual accountability for cash must be maintained throughout all cash handling operations.
	Procedure A:  Individual accountability for all transfers of cash must be maintained and documented.

	R
	R
	R
	N
	Procedure B:  For each transfer of cash, documentation of accountability must be maintained by type of cash (i.e. currency, checks and other forms of payments).

	R
	R
	R
	N
	Policy 4:  Collection of cash must be protected against loss and recorded immediately upon receipt.
	Procedure A:  All remittances must be recorded upon receipt.
	R
	R
	R
	N
	Procedure B:  Reductions of recorded cash, e.g., voids and refunds, must be supported by documentation and approved in writing by the supervisor preferably with the cashier present.
	R
	R
	R
	N
	Procedure C:  When a remittance that is received cannot be identified as to the proper account to which it should be credited, the remittance shall not be routed to other offices to obtain recording information.  It shall be sent to a Main Cashiering Sta
	R
	R
	R
	N
	Procedure D:  A receipt shall identify the campus. At a minimum, it should be a two-part form and control should be via prenumbered ticket.
	R
	R
	R
	N
	Procedure E:  Receipts should be prenumbered by the printer and used sequentially.
	R
	R
	R
	N
	Procedure F:  The form must include a statement t
	R
	R
	R
	N
	Procedure G:  Cashier/ Cash Handling Employee must sign or initial the receipt.
	R
	R
	R
	N
	Procedure H:  All voided receipts must be retained.
	R
	R
	R
	N
	Procedure I:  A cash receipt shall be produced by the Point-of-Sale equipment for each customer.
	R
	R
	N
	N
	Procedure J:  The equipment shall have a feature for the machine-validation of cash-related documents.
	R
	R
	N
	N
	Procedure K:  The Point-of-Sale operation shall be controlled by unique consecutive numbers generated automatically and recorded with each transaction, as well as imprinted on the customer receipt.
	R
	R
	N
	N
	Procedure L:  The numbering mechanism that provid
	R
	R
	N
	N
	Procedure M:  A unique identifier that is not accessible to other people shall be assigned to each cashier. A cash register drawer, cash drawer insert and an endorsement stamp or its mechanical equivalent shall also be provided. Cashiers shall lock all c
	R
	R
	N
	N
	Procedure N:  Excess cash shall be removed from cash register drawers during the business day and be transferred to a secure cash handling area/vault.
	R
	R
	N
	N
	Procedure O:  Cash registers shall not be left with totals showing in the cash register window.
	R
	R
	N
	N
	Procedure P:  Voids and refunds shall be controlled by a supervisor.
	R
	R
	N
	N
	Procedure Q:  The remittance system must provide a statement of activity, report, or electronic notification to individual or departmental customers.
	R
	R
	N
	N
	Procedure R:  The remittance processor shall have a feature for the machine-validation of cash-related documents.
	R
	R
	N
	N
	Procedure S:  The remittance processor operation shall automatically generate unique consecutive numbers to be recorded with each transaction.
	R
	R
	N
	N
	Procedure T:  The numbering mechanism that provid
	R
	R
	N
	N
	Procedure U:  A unique identifier that is not accessible to others shall be assigned to each cashier.
	R
	R
	N
	N
	Procedure V:  At the end of each day, all applications shall be closed and all equipment must be shut down.
	R
	R
	N
	N
	Procedure W:  Voids and refunds shall be controlled by a supervisor.
	R
	R
	N
	N
	Procedure X:  Department’s Internet response page
	R
	R
	R
	N
	Procedure Y:  System shall assign station/location and consecutive transaction numbers.
	R
	R
	R
	N
	Procedure Z:  The numbering mechanism that provides consecutive transaction number control shall not be accessible to cash handling employees or to employees responsible for maintaining the web site.
	R
	R
	R
	N
	Procedure AA:  System must identify departmental server from which transactions are generated.
	R
	R
	R
	N
	Procedure BB:  Refunds should be controlled by a supervisor.
	R
	R
	R
	N
	Procedure CC:  When admission tickets or individual items are sold at the gates of athletic or other events, cashiering equipment may not always be present, nor may receipts be issued. The cognizant campus department must develop adequate controls to saf
	R
	R
	R
	N
	Procedure DD:  Checks drawn on foreign banks that are not acceptable at face value by the depository bank should not be recorded, but should instead be sent to a depository bank for collection.
	R
	R
	R
	N
	Procedure EE:  The Campus Cash Handling Coordinator may approve the use of alternative procedures for handling checks drawn on foreign banks as long as such procedures are documented and ensure the collection and recording of receipts.
	R
	R
	R
	N
	Policy 1:  All cash shall be physically protected from loss at all times.
	Procedure A:  Excess cash must be removed from the cash register drawer during the business day and transferred to a secure cash handling area/vault. Such transfer must be documented in accordance with Section III, Policy 3.
	R
	R
	N
	N
	Procedure B:  At the close of business, all cash must be secured in accordance with Section IV, Policy 2.
	R
	R
	R
	N
	Procedure C:  Deposits must be adequately protected from loss while in transit.  When necessary, armored car service or police protection should be used.
	R
	R
	R
	N
	Policy 2:  Cash and cash equivalents must be locked in a secure receptacle or safe at all times except when signed out by a cashier for working cash.
	Procedure A:  Lockable receptacles or burglarproof / fire resistant safes to store cash must be used based on the following cash limits:
	Up to $1,000 in a lockable receptacle.
	From $1,001 to $2,500 in a safe.
	From $2,501 to $25,000 in a steel door safe, with a door thickness of not less than 1 inch and wall thickness of not less than 1/2 inch.
	From $25,001 to $250,000 in a class TL-15 composite safe.
	Over $250,000 in a class TL-30 Steel or better safe.
	Procedure A:  Lockable receptacles or burglarproof / fire resistant safes to store cash must be used based on the following cash limits:Up to $1,000 in a lockable receptacle.From $1,001 to $2,500 in a safe.From $2,501 to $25,000 in a steel door safe, wit
	R
	R
	R
	N
	Procedure B:  If more than $2,500 in cash and securities is regularly on hand, a manual robbery alarm system must be installed for use during business hours to alert campus police (or the local police department for off site locations) if an irregulari
	R
	R
	R
	N
	Procedure C:  If more than $25,000 in cash and securities is stored, an alarm system is required to alert campus police (or the local police department for off site locations) if the storage area is entered after business hours.
	R
	R
	R
	N
	Procedure D:  The combination of a safe must be given only to supervisory and authorized personnel who must then commit the combination to memory.  A record of the combination, sealed to prevent undetected access, must be maintained away from the safe ar
	R
	R
	R
	N
	Procedure E:  A safe must be opened in such a way that other persons do not see the combination.
	R
	R
	R
	N
	Procedure F:  To the maximum extent practical, a safe must be locked between deposits during business hours.
	R
	R
	R
	N
	Procedure G:  A safe’s combination must be change
	R
	R
	R
	N
	Procedure H:  Each cashier must be provided with a separate lockable compartment in the safe to which only that cashier has access. Duplicate keys must be maintained under dual custody.
	R
	R
	N
	N
	Procedure I:  Funds or property not related to the operation of the University must not be stored in the safe/vault.
	R
	R
	R
	N
	Procedure J:  The Campus Cash Handling Coordinator, together with the Campus Risk Management and Police departments, must review the physical setup of all cashiering stations to ensure that appropriate physical security is provided. As a general guidelin
	R
	R
	R
	N
	Procedure K:  Cash handling staff should receive training on what to do in the event of a campus emergency.
	R
	R
	R
	N
	Procedure L:  Cashier operations should be included in campus disaster recovery planning.
	R
	R
	R
	R
	Policy 1:  Accountability for and documentation of the custody of cash must be maintained when transferring and depositing cash.
	Procedure A:  Deposits must be prepared with more than one person present or in an area that is equipped with an electronic surveillance system.
	R
	R
	N
	N
	Procedure B:  The procedure of counting cash must not be visible from outside the office.
	R
	R
	R
	N
	Procedure C:  A report of cash collections signed by the preparer must accompany each deposit to a Main Cashiering Station from a Cash Handling Department or Sub-cashiering Station.
	N
	R
	R
	N
	Procedure D:  A night depository which meets the security standards in Section IV must be provided if cash transfers after business hours are necessary.
	R
	R
	N
	N
	Procedure E:  The Main Cashiering Station must record each deposit from a Cash Handling Department or Sub-cashiering Station. All cash deposits must be counted under dual custody.  A receipt or its electronic equivalent for online department deposit syst
	R
	N
	N
	N
	Procedure F:  A report of cash recorded, cash deposited, and cash collections that are over or short, accompanied by supporting documentation, must be sent daily to the Accounting Office.
	R
	R
	R
	N
	Procedure G:  If electronic-mechanical or electronic cash registers are not in use, a report of account distribution of cash collections must also be sent daily to the Accounting Office.
	R
	R
	R
	N
	Policy 2:  Bank deposits must be made on a timely basis and supported with appropriate documentation.

	Procedure A:  Current day collections of Main Cashiering Stations must be deposited the same day, or at a minimum on the following business day.
	R
	N
	N
	N
	Procedure B:  Collections at sub-cashiering stations and departments shall be deposited at the designated Main Cashiering Station at least weekly or whenever collections exceed $500.
	N
	R
	R
	N
	Procedure C:  All bank deposits must be accompanied by appropriate documentation, such as a numbered deposit slip.
	R
	N
	N
	N
	Policy 1:  Deposits to the Bank must be reviewed, approved and recorded to the general ledger in a timely manner.
	Procedure A:  All bank deposits must be recorded to the general ledger during the appropriate month.
	N
	N
	N
	R
	Procedure B:  Individuals with cash handling responsibilities may not prepare journal entries.
	R
	R
	R
	N
	Procedure C:  All journal entries must be reviewed and approved by designated employees in the Accounting Office. The preparer and reviewer/approver must be two separate individuals.
	N
	N
	N
	R
	Policy 1:  Checks returned to the campus must be controlled during the process of attempting to collect on the returned amount.  The Accounting Office provides oversight over the returned check process.
	Procedure A:  Checks that are deemed uncollectible are to be returned by the bank to the designated Accounting Office.
	N
	N
	N
	R
	Procedure B:  Cashiers must not be involved in the returned check process.
	N
	N
	N
	R
	Procedure C:  The person who approves the requests for write-off of uncollectible returned checks must not maintain the inventory of returned checks.
	N
	N
	N
	R
	Procedure D:  A returned check must be redeemed either by a new payment or if appropriate, by redepositing the returned check.
	N
	N
	N
	R
	Procedure E:  The person maintaining the inventory of returned checks must not handle the cash received to redeem returned checks.
	N
	N
	N
	R
	Procedure F:  No one person from the same office may perform more than one of the above functions.
	N
	N
	N
	R
	Procedure G:  Physical security and accountability for returned checks must be maintained from the time of receipt until final disposition.
	Policy 1:  Every bank account must be reconciled to the general ledger by the Accounting Office on a monthly basis.  Reconciling items associated with deposits must be resolved in a timely manner.
	Procedure A:  Any break in numerical sequence of bank deposit slip numbers must be investigated.
	N
	N
	N
	R
	Procedure B:  Collections reported must be verified to bank deposit slips.
	N
	N
	N
	R
	Procedure C:  Collections reported must be verified to cash register tapes or other numerically controlled receipts.
	N
	N
	N
	R
	Procedure D:  Void and refund transactions must be reviewed for acceptability, completeness of supporting documentation, and proper approval by the supervisor.
	N
	N
	N
	R
	Procedure E:  Significant or recurring cash overages and shortages must be verified promptly. If misuse is suspected, follow procedures in Business and Finance Bulletin G-29 and notify Cash Handling Coordinator.
	N
	N
	N
	R
	Procedure F:  Notices from the depository bank of deposit overages/shortages must be mailed to and promptly investigated by the Central Accounting Office or other staff with no cash handling responsibilities.
	N
	N
	N
	R
	Procedure G:  Reconciling items associated with a deposit must be resolved within 30 days.
	Procedure H:  Documentation of the reconciliation must be maintained and must include evidence of appropriate review and approval by a supervisor.
	N
	N
	N
	R
	Policy 1:  Petty cash and change funds are provided as a service to operating units that require such operating funds.  Procedures must be established to appropriately protect these funds from loss.
	Procedure A:  Petty cash funds must be separately maintained from cashier change funds.
	R
	R
	R
	N
	Procedure B:  Cash handlers must not exchange checks for currency to make change for each other. Any such change-making must be handled only by the custodian of the reserve change fund.
	R
	R
	R
	N
	Procedure C:  A cash count and verification of change and petty cash funds for which cashiers and cash handling employees are accountable shall be performed on a periodic basis, at least quarterly, by someone other than the fund custodian. Verification o
	R
	R
	R
	N
	Policy 1:  Providing a check-cashing service is subject to local determination to meet the distinctive needs of the campus. Any campus providing this service shall establish local directives covering such situations as cashiering stations authorized for
	Procedure A:  Personal checks accepted as exchange for cash must be made payable to The Regents of the University of California or to U.C. Regents.
	R
	R
	R
	N
	Procedure B:  Employees of a cashiering station may not cash checks for themselves or for other members of the cashiering station staff.
	R
	R
	R
	N
	VI.RESPONSIBILITY
	A.Office of the President
	1.The Vice President--Financial Management shall develop and publish university-wide cash handling policy and provide general coordination and assistance to campuses.
	2.The Director of Risk Management shall furnish appropriate information regarding University cashiering practices and procedures to insurance carriers.
	B.Treasurer’s Office
	The University Treasurer is responsible for managing relationships with organizations that provide banking services to the University, opening bank accounts when requested by designated campus employees, and maintaining an inventory of authorized Univers
	C.Campus Administration
	1.The Chancellor is responsible for all campus cash handling activities, including Associated Students activities, in accordance with the policy established in this Bulletin. The Chancellor may delegate the responsibility for coordinating all cash handli
	2.The Campus Controller is responsible for implementing this policy on a campus level and managing the process for granting all variances from these procedures when verifiable mitigating controls exist.
	3.The Cash Handling Coordinator may be delegated the authority to:
	a.Categorize cash handling units and individuals performing functions related to cash handling according to Part IV.C.1, 2 and 3.
	b.Arrange for the preparation and implementation of operating procedures in accordance with this Bulletin.
	c.Approve variances from this Bulletin when warranted by local circumstances.
	d.Maintain liaison with the Campus Controller concerning cash handling matters.
	e.Review and approve all proposed new or modified cash handling related applications, cash recording equipment, or methods of transporting cash.
	f.Perform an annual review of compliance with this Bulletin and inform the Controller of risks associated with each campus cash handling unit.
	4.Campus Police or their appointed campus designate must assist in all related security issues.

