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	DIVISION OF ADMINISTRATION AND FINANCE

1801 East Cotati Avenue

Rohnert Park, California 94928-3609




ASSIGNMENT OF CASH CHANGE FUND

CUSTODIAN and ALTERNATE CUSTODIAN(S)

The assigned custodian and alternate custodian(s) must sign the form. Alternate custodians may be assigned, if necessary, at the discretion of the department head.

DEPARTMENT/UNIT _____________________________________________________________________________

NAME/TITLE OF CASH CHANGE FUND_____________________________________________________________

       AMOUNT OF CASH CHANGE  FUND________________________________________________________________

DUTIES of CUSTODIAN

Individuals who are authorized to maintain a cash change fund are personally accountable for that fund and are obligated to follow the procedures detailed below. The Alternate Custodian may function as Custodian in the absence of the Custodian though the designated custodian retains responsibility. The custodian is to use the Change of Fund Custodian form for a temporary change in custodian to document the fund transfer to the alternate/temporary custodian; this form is to be used also to document the re-transfer. The following describes the custodian’s responsibilities: 

(1) The custodian of the fund is responsible for the safekeeping and disbursement of the cash. 

(2) Cash funds are subject to audit at any time. 

(3) The fund must be used only in accordance with the purpose for which the funds were authorized. 

(4) The fund must not be used for purchases, cashing of checks or for any personal use. 

(5) Increases or decreases requests must be approved by a person other than the custodian of the fund. 

(6) Cash change funds must be secured in a locked safe or other suitable locked storage area, the accessibility to which is limited to the custodian(s). 

(7) If during an audit a variance from the established amount is discovered, a formal notice has to be given to the Department Chair if the variance is greater than the allowable variance.  The amount of the allowable variance from the established amount is listed below.

(8) Any thefts or losses must be reported immediately to the University Controller, and Internal Auditor in writing.

(9 When custody of a fund is transferred to a different person,  the department head must advise Financial Services and the Internal Auditor of the change by using the Change of Fund Custodian or Termination of Fund form.  This form is also to be used to clear the existing custodian’s responsibility. A new custodian assignment form can also be completed to fulfill this requirement.
NAME OF CUSTODIAN__________________ALTERNATE CUSTODIAN (S)_______________________________










        _______________________________

DEPARTMENT/UNIT HEAD APPROVAL

I hereby request that Financial Services establish a cash change fund in the name of the custodians listed above.

Signature:____________________________________Phone #_________________ Date:________________________

CERTIFICATION OF CUSTODIAN

I/We agree to accept custodianship of the above named cash change fund and acknowledge the receipt of $___________ 

Acceptable/allowable variance amount: $_________.

Custodian Signature:________________________________Phone #______________ Date:_______________________

Alternate Custodian1  Signature:__________________________ Phone #_________________ Date:________________

Alternate Custodian2  Signature:__________________________ Phone #_________________ Date:________________

Assignment of Custodian & Alternate Cash 30 May 07

