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DIVISION OF ADMINISTRATION AND FINANCE

1801 East Cotati Avenue

Rohnert Park, California 94928-3609

 


Change of Fund Custodian

[includes also temporary or short term change]

DEPARTMENT/UNIT_________________________________________________________________

NAME/TITLE  OF CASH CHANGE or Petty Cash FUND_______________________________   AMOUNT OF _________________________________________________________________

University policy requires that any change in the custody of an existing fund must be documented in writing and the amount of the fund transfer verified. This form is to be used for a transfer from the custodian to the alternate custodian. If the custodian is not available, the alternate custodian and the department head, must complete/witness the transfer. The relevant Petty Cash or Cash Change Fund Reconciliation Worksheet may be used to verify amounts. Other individualized arrangements may be made to safeguard the funds.

The department head must notify Financial Services, Accountant Administrator, and the Internal Auditor in writing when the custodian of a cash change fund or petty cash fund changes with a copy of this form. If a new custodian is appointed the department head must also complete the Assignment of Cash Change or  Petty Cash Fund Custodian or Alternate Custodian(s).

This form may also be used to document the transfer of the funds from an alternate custodian to the custodian.

	
PRESENT CUSTODIAN _______________________________________________________ [name]

I currently have the following combination of cash and receipts totaling the amount authorized for my cash change or petty cash fund.

Cash on Hand $____________ plus Amount in Receipts $ ___________ equal $ ___________
 ____________________________________     (____)_____________  ___________________
                        Signature                                                              Phone                                             Date


	
NEW [Alternate] CUSTODIAN (circle appropriate designation) _____________________________________[name]
I agree that I received the total cash and receipts in the amount of $________________________ on this date _________________________.  I have read and agree to follow the procedures concerning my responsibilities for safeguarding and disbursing cash from the cash change or petty cash fund.

 ____________________________________    (____)____________  ____________________
                          Signature                                                           Phone                                              Date


	
DEPARTMENT HEAD (in absence of custodian) ___________________________________________________[name]

I certify that the new (alternate) custodian has received the amount of  $______.  I also confirm that the new custodian is aware of the specific responsibilities related to the custody of the cash change or petty cash fund.

 ____________________________________    (____)_____________  ___________________
                         Signature                                                        Phone                                                 Date


Change in custodianship effective from ____________ to __________________ [if applicable].   Additional arrangements to safeguard the funds:_______________________________________________________________________________
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