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INTRODUCTION 


This document outlines the procedures regarding the establishment, use of cash change and petty cash funds by a University department or a Sonoma State Auxiliary organization. Other security measures regarding safes, etc. are also provided. Special considerations for auxiliaries are described at the end of this document. Relevant forms regarding cash change and petty cash funds provide additional guidance; the forms are maintained by Financial Services and the Director of Internal Operations. 

A general reminder for cash funds and checks:

· Checks should be immediately endorsed/stamped on receipt and secured in a locking drawer or safe.

· Cash or checks need to be deposited within two working days of receipt along with a completed transmittal sheet

· Cash or checks held overnight should be kept in a secured approved locked drawer or safe

· Transportation/delivery of cash or checks should be in sealed tamper evident money bag with the tear off slip retained by the originating office
Cash Change Funds

Change funds may be established on application to the University Controller by those offices, which routinely handle cash.  Change funds may be established to provide cash in denominations and amounts necessary to permit the making of change in the day-to-day cash collecting operations of a department. A Change Fund is not to be used as a petty cash fund, for cashing personal checks, or for any other non-business purpose.

A change fund should be counted at the beginning of each day’s activity verifying that the amount received or maintained is correct. The cash should also be counted at the end of each day’s activity by another individual not performing cashiering functions, and be reconciled with daily receipts. 

Departments can be authorized to have change funds exceeding $100 only if they have safes, vaults, or money chests that are adequate to safeguard cash. 

A cash change fund [for University departments] in excess of $500 can be established only after formal approval of the Fiscal Systems and Consulting Unit, Department of Finance. A formal request to increase a change fund is made by the Director of Internal Operations on recommendation of the University Controller.

	ACCOUNTABILITY 


	


A fund custodian assigned by a department head is personally responsible for the amount advanced from the revolving fund.  Transfers of custody to a new or alternate or temporary custodian will be accomplished only after: (a) an audit of the fund has been made by the employees directly concerned; or (b) a receipt has been given by the newly assigned custodian to the custodian being relieved; or (c) a new custodian assignment sheet has been signed by the new custodian.

If an absence of the fund custodian is scheduled the Change of Fund Custodian form is to be used to document the transfer the fund accountability to an alternate/temporary custodian to indemnify the current custodian’s liability. In case of an unexpected absence of the custodian due to illness, etc., an alternate/temporary custodian is to be assigned who will have the responsibility of a fund custodian; the department head or supervisor completes and signs the form after the new or alternate/temporary custodian counts and verifies the existing fund amount.

An employee other than the custodian, or, the custodian under the supervision and with verification of the Director of Internal Operations, counts a cash change or a petty cash fund in accordance with the following audit schedule. The cash counts are to be done on a monthly, 3-month or 12-month intervals from the last count, dependent on the size of the fund. If a fund is out of balance beyond the allowable variance, further action is to be taken as directed by the department head.

Schedule of Independent, Unannounced Counts

	Size of Fund
	Frequency of Count

	$200.00 or less
	Annually

 (= every 12-month period]

	$200.01 to $500
	Quarterly 

(= every 3-month period)

	$500.01 to $2500.00
	Monthly

	Over $2500.00
	Monthly, if not prescribed more frequently by Fiscal Systems and Consulting Unit, Department of Finance


Petty Cash Funds

Petty Cash Funds may be used to make purchases, which are small in amount, urgent or unanticipated in nature. Such purchases are not to exceed $50 (exclusive of sales tax) per purchase. Funds must be used strictly in accordance with the purposes for which the fund was authorized. Auxiliaries generally have a purchase limit of $100.

Petty Cash Reimbursement 

Reimbursement for Petty Cash fund services are administered by departmental petty cash custodians and centrally by SSU Customer Services for the petty cash custodians.

Individuals seeking cash reimbursement should complete the Employee Business Expense Reimbursement (xls) form and contact Customer Services (664-2308). Such expenditures are for occasional purchases of low value goods such as office supplies, books, art supplies, hardware, etc. Such purchases are not to exceed $50 (exclusive of sales tax) per purchase. Below is a list of procedures and allowable expenses for petty cash reimbursement. 

· Disbursement of petty cash advances is allowed (with the form and signatures). 

· Invoices received for cash reimbursement must be listed on a disbursement voucher, Form STD 439; a separate form must be provided for each vendor. A copy of the disbursement voucher may be obtained from Customer or Financial Services. Each submitted disbursement voucher for petty cash requires: 

· two signatures: the person requesting the funds, and the person authorized to sign for the funds 

· an appropriate chart field string. 

· name of department/division/location 

· transaction date 

· description of item purchased 

· description of item purchased 

· applicable receipt(s) - All expenditures from the petty cash fund must be documented by a receipt showing the date, name of vendor, item(s) purchased, unit price, total cost, positive evidence that payment was made (i.e., cash register receipt or manual receipt marked "paid"), and the signature of the purchaser indicating receipt of goods. T he disbursement voucher is to be prepared in duplicate; the original is to be provided to Customer Services, and a copy is to be retained by the department. 
Allowable expenditures include: 
· office supplies not available through Campus purchasing agreement 

· emergency repairs 

· books or operating manuals 

· art supplies 

· hardware 

· bridge tolls/parking 

Expenses NOT allowed are: 
· Purchases of food, beverages, party and kitchen supplies, gifts, office decorations, hospitality and promotional items (*); however, ingredients purchased for scientific experiments are not subject to the SSU Hospitality Policy. 

· Hazardous Materials (**) 

· Modeling/consulting or outside service fees 

· Personal expenditures and obligations (such as traffic, parking citations, LDW) 

· Travel expenditures (with the exception of bridge tolls or parking fees) 

· Refunds 

(*) Purchases of food, beverages, etc. [please see the SSU Hospitality Policy ]
(**) Hazardous materials, e.g. antifreeze, motor oil, oil filters, gasoline; firearms, explosive and controlled substances; waxes and polishes, auto batteries, engine cleaners, brake fluid; paints, paint thinner, wood preservatives and finishes; glues and adhesives, solvents, gases, photo chemicals; weed killers, pesticides, medications and syringes.

Employees requesting petty cash advances should complete the appropriate documentation. 
Size of Petty Cash Fund

Petty Cash purchase funds are not to exceed $200 for each fund, except that petty cash purchase funds of as much as $750 are authorized where: (a) a fund of lesser size would normally require replenishment more often than once a month; and (b) a safe, vault, or money chest adequate to safeguard cash is used. 

A petty cash change fund [for General Fund departments] in excess of $750 can be established only after formal approval of the Fiscal Systems and Consulting Unit, Department of Finance. A formal request to create such a petty cash fund is made by the Director of Internal Operations on approval of the University Controller.

	ACCOUNTABILITY 


	


ESTABLISHING A PETTY CASH FUND 


To establish a petty cash fund, the department head must complete a Request for Petty Cash Fund form. The department chair must sign and date the form. The authorized signer cannot be a fund custodian.  For the auxiliaries, the respective director or senior director signs the form. The request to establish a cash fund is to be accompanied by the completed form Assignment of Petty/Cash Change Fund Custodian and Alternate Custodian. The Petty Cash Fund Custodian must read and accept responsibility for the cash fund. The form is to be completed, reviewed by the Director of Internal Operations, and forwarded to the University Controller or Designee or for approval. 


If the funding is approved, a check is issued payable to the named custodian.


The Petty Cash Custodian is responsible for safeguarding the monies, accurately accounting for disbursements and reimbursements, and reconciling the funds. Each transaction should be noted in a Petty Cash journal or equivalent, and should be reconciled on a regular monthly basis with general accounting records.

 The funds must, at all times, be kept on campus and in a locked desk, cabinet, safe, or other secure area dependent on the size of the fund. It is the custodian's responsibility to ensure the legitimacy and appropriateness of each disbursement within the purpose of the project. The custodian is responsible for the funds; alternate custodians may be listed/used though the custodian is still responsible for the funds. Only a transfer to another custodian [such as an alternate] relieves the existing custodian of responsibility.  The fund should be reimbursed at least monthly to ensure appropriate expenditures to accounting. The supporting documents shall be kept with the funds.

It is recommended that the fund manager review with the Senior Director or Department Chair the frequency of in house safe counts as part of their duties. Such safe counts could be made daily, weekly, etc as determined by the size of the fund and/or the number of persons who may have access to the safe. 

REPLENISHING PETTY CASH FUNDS 


When the Petty Cash Fund approaches depletion, the fund should be reconciled and reimbursed. The custodian is to request replenishment of the fund with original receipts or other support documents attached. Copies of the Petty Cash disbursement information and all supporting documents should be retained by the fund custodian with the Petty Cash Fund until reimbursement has been received. After reimbursement, these documents may be filed elsewhere. 


CHANGING THE AMOUNT OF CASH FUNDS 


To change the amount of funds, the department head completes a Request for an Increase/Decrease of a Cash Fund.  After approval of a fund increase a check will be issued to the fund custodian. A decrease in the amount of fund will be certified by the University Cashier on return of the appropriate funds.

CHANGING CASH CUSTODIANS AND/OR TERMINATING A CASH FUND 
To change the cash custodian a Change of Fund Custodian form is to be completed, appropriate cash count and receipts records attached as necessary, and forwarded to the Account Administrator, Financial Services, and Director of Internal Operations/Director of Internal Operations.
A new Assignment of Petty Cash or Cash Change Fund Custodian form may also be used when properly endorsed to show the transfer of the funds to a new custodian. In this case the sentence “I hereby request that Financial Services…” needs to be crossed out since funds already exist.
To close a cash fund, the form Termination of a Fund is to be completed and the funds are to be returned to the University Cashier. Further instructions are provided on the form.
The University Controller may put a cash fund on hold or terminate the fund if there is a prolonged period of inactivity. 

Instructions to Department Heads of Petty Cash Fund Custodians: 


The Department Head who requested the establishment of a Petty Cash Fund is responsible for: 

(a) ensuring that the fund custodian understands the duties of a Fund custodian;  (b) ensuring that disbursements are in compliance with the requirements of the fund, the policies and procedures of the department, and, or the restrictions imposed by the funding source; (c) ensuring the proper security of cash funds and prompt reporting of losses;  (d) ensuring that individual accountability is maintained for the cash fund;  (e) ensuring that the correct amount of cash is promptly deposited with the Cashier when the fund is terminated. 

GUIDELINES FOR THE SECURITY OF CASH FUNDS
Cash funds must be kept secure from theft and other hazards. Cash should be stored in a locked cash box/drawer. This box should be locked when not in use and should be stored in a desk, etc. that can be locked. The cash box must not be left unattended. It is recommended that funds over $200 should be secured in a safe or vault. Access to a safe, or to secure an office, may be restricted by providing a door with a lock combination. A department chair may choose to secure a door combination in a similar manner as the access to a safe combination is restricted.

The purchase and the removal of a safe is to be coordinated with the University Locksmith who issues the combination code to the authorized person.
Each department must maintain a written record of authorized persons who know the combination of a safe, and the date the combination was last changed. The combination will be known to as few persons as possible consistent with operating requirements and the value of the cash or documents.

A record will be kept showing: (a) date the combination last was changed and (b) names of persons knowing the present combination.

The combination must be changed when the code becomes known to an excessive number of employees, or if any employee having knowledge of the combination leaves the employ of the agency, or no longer requires the combination in the performance of his or her duties. 

To safeguard funds and access to secure areas, Safe Combination Coordinator and Door Access Code Coordinators may be appointed and approved by the respective Senior Director or Designee. Such coordinators are given authority to request a change in the combination code from the University Locksmith; these coordinators communicate the code to an authorized code recipient, usually the fund custodian and/or the alternate custodian(s). Furthermore, the safe combination coordinator is encouraged to give the Assistant to the Vice President the new combination code for safe keeping whenever the code is changed. The code information is contained in a carefully sealed envelope for each individual safe with the name of the combination manager and the date of the latest code change noted on the envelope.

Coordinators update the Safe Combination and Door Access Signature file whenever necessary.  A copy of such files must be provided to the Director of Internal Operations. 

Cash boxes also should be locked in a desk or cabinet out of the general view of passersby. Only the petty cash custodian may disburse petty cash funds. If the custodian or alternate custodian is unavailable, petty cash funds may not be disbursed. 

If significant cash funds are to be transferred security personnel from Sonoma State University Police Service are to escort department personnel across campus until such funds are secured in a safe. A single employee will not transport more than $3,000 in coin and currency at one time; two employees are to be assigned to deliver deposits in excess of $3,000. (SAM 8032.4).

In the event of a theft, the department head must take the following steps:

a. Immediately notify the University Controller, Police Services, and Director of Internal Operations. After consultation, it will be determined what additional steps have to be taken regarding the incidence.

b.   Send a written notification to the University Controller, with copy to the Director of Internal Operations, which includes the following information:

type of fund (petty cash or change fund); (2) date and hour of amount of theft; (3) circumstances involved, as well as any other pertinent information.

c. Review of procedures and preventative measures to eliminate occurrence of such an event.

c.   Submit a fund request to the Financial Services indicating the unit account to be charged to make up for the missing amount. Upon verification and approval by the University Controller, Financial Services will enter the payment into the financial information system. All reimbursements of missing funds will be charged to the department initially. The department head may, after consultation, elect to bill the fund custodian for the missing funds.

***********************

Additional Information for Auxiliary Organizations:

Petty Cash expenditures may not exceed the $50 per purchase limit, however, the size of a cash change fund or petty cash fund is not subject to the state fund amount limitation.  The University Controller in consultation with the Auxiliary organization head approves the specific fund size. The purchase limit for SSE auxiliaries has been set at $150. On request, in consultation with the respective Senior Director/Director a different per item cost limit may be authorized for a Petty Cash Fund. 

A department head may re-allocate the amount of a given fund within the provided original fund amounts originally assigned to accommodate temporary special needs. Such changes are documented by custodian assignment sheets.

Other rules and guidelines described above regarding reimbursement, replenishment, accountability, notification, and independent counts, security of funds, etc. apply to all auxiliary organizations.

The Director of Internal Operations maintains a copy of all petty cash/cash change fund requests and related documents.  
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