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MANUAL OF ADMINISTRATIVE POLICIES AND PROCEDURES

v

SECTION: Finance and Accounting Number 05.01.01

AREA:

Check and Cash Management

SUBJECT: Cash Handling ' -

II.

PURPOSE AND SCOPE

All cash transactions involving the university, its colleges, or any department are subject
to all applicable state laws and regulations and university policies and procedures,
including University of Houston System Administrative Memoranda 03.A.07, Petty Cash
Procedures. 03.F.01, Gift Acceptance, and 03.F.04, Cash Handling. All university
employees have a fiduciary responsibility to the university to handle cash properly. ¢as

This document provides-prneipios-s idelinesestablishes policies and procedures for
the-handling ofall cash act1v1t1es at the Umvers1ty of Houston, including cash
aceeptancc cash funds m&m&amee!«mmggggg_gg . and-cash-aecepted-and the deposit of

cash.

The-procedures-in-this-document-define-the-processes-for-oblaining-petty-cash
¢ . - o 4 Ny e T2 an e v N st g VTN e . M

asency-fands—Poliey-snd-procedures-related-to-obtainine Operational- Cash-Advaness

POLICY STATEMENT

Cash is not to be accepted or disbursed by asy-university employees-for-any-purpese
unless that employee has been authorized by the college/division business administrator
to handle cash for the-a specified purposespeeified- All employees authorized to handle
cash sha%]—mus’f be certified anumll‘s This certifi czm(m 18 don{, through o cecmh«

At nhne tralnmg :

NN ustons-cashy 3, When a umvers1ty employee or
itm{—departmem receives cash 11: is to be dep051ted promptly into the appmpﬁa%e—
autherizedappropriate authorized university cost center,-##
doewment: Retention of cash recelved from outside sources for use as petty cash or for
making changeehang poses is prohibited. Use of university cash funds or
cash receipts for cashmg checks is prohlblted
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III.

Departmental petty cash funds will be authorized only in extraordinary cases where need
and accountability can be demonstrated. Individual reimbursements within specified
limits should be processed via a voucher through Accounts Payable. Under special
circumstances, such as time or personal funding constraints, reimbursement may be
processed in accordance with this deeumesnt-policy through Student Financial Services

(SES).

Should a department successfully demonstrate a need for a change fund, the fund is to be
managed for theat sy 5 purpose &uthorlnd in accordance Wlth pr opm casi
handling procedures. the-provisions-o

asing-o-chonge-fund-asa- @@%};—m&h—iﬁﬁé—wﬁmc%}%—m}lﬂbi{@é All departmental MCash
and change funds require the approval of the college/~Bean-and-/division business
administrator and the University Treasurer and are subject to annual review and
reauthorization. Commingling of types of funds or using a change fund as a petty cash
fund is strictly prohibited.

The limits and restrictions defined in this document are the maximum allowable at the
departmental level; individual colleges or other sits-departments may choose to set more
restrictive internal controls or limits for their areas.

DEFINITIONS

A. Auxiliary enterprise: A university operation that furnishes goods or services
primarily to students, faculty or staff; charges a fee for the goods or services; and
is managed as a self-supporting entity.

B. Cash: For the purposes of this document: U. S. currency (dollars and coins);
personal, business, bank, and cashier’s checks; money orders; travelers’ checks;
or foreign drafts (but not foreign currency). (Note: The acceptance of foreign
drafts may involve different procedures.)

C. Cash recipient account: A University of Houston account authorized by the
College/Division Business Administrator to receive cash for a specific nu{pmc
and established in accordance with Budget Office requirements. st '

Treasurer-to-receive-cash-for-an-approved-purpese:

D. Cash handling custodian: A person assigned the responsibility for the receipt,
approval/certification, or deposit of cash and/or credit card sales within the area
for any purpose. Depending upon the structure of the area receiving the cash
and/or credit card sales, this designation may be given to the certifying signatory
of the General Ledger Journal (GLIJ) or to others with responsibilities for handling
the cash; at the very least, one cash custodian must be assigned for each area
receiving cash. Cash handling custodians must adhere to the same standards of
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accountability as fund custodians. The same person may be both a-eashcash and a
fund custodian.

Cash-custodians-must-adhere-to-the-same-standards-of accountability-as-fund
eustodians—The-same-person-may-be-both-a-cash-and-a-fund-custodian:

| EE. Cashhandling areas: Those areas or departments where cash is handled — through
a petty cash or change fund and/or cash receipts.

| &:F. Cash receipts: Any cash received by a university department in checks and/or
currency, for any purpose (revenues for goods or services, fees, gifts, etc.).

H.G. Certifying signature: Signature of authorized person certifying that the funds
being deposited are properly classified, recorded inte-to the proper cost center in
accordance with university policies and procedures, and if restricted, are
deposited into a restricted cost center in accordance with any applicable funding

source restrictions.

I LH. Change fund: A fund established for the purpose of supporting a sales or service
operation. The change fund is used to make change for direct sales of goods or
services or to support indirect services (such as copy card machines and bill

changers).

l #I.  Cost Center: A valid General Ledger chart-field combination that represents an
activity authorized to record transactions, usually a program within a department
’ or a department. A cost center consists of the department number, fund, program,

- and project.

| ¥.J. Credit card sales: Acceptance of a credit card for payment for merchandise or
services; includes entering the pertinent credit card information into the credit
card processing equipment, obtaining an approval or declination code from the
credit card processor, and, if appropriate, having the customer sign a sales receipt
acknowledging the transaction.

| LK. Currency: For the purposes of this document, U.S. money:‘ dollars and coins.

| M:L. Departmental cash fund: The term used to refer to any type of cash fund
maintained at a decentralized level: petty cash or change.

N:M. Fund custodian: The departmental employee specifically authorized to manage
monies in a petty cash or change fund. The fund custodian is responsible for the
fund’s safekeeping and ensuring that monies are expended and accounted for in
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accordance with this document. The same person may be both a fund and a cash
| handling custodian.

| O:N. Incidental cash handling department: Those departments that do not collect
revenue as part of their primary mission and do not have personnel with primary
responsibility for the oversight of cash handling operations and accounting.
Departments are considered incidental cash handling departments if they collect
cash and have not been classified as a “major cash handling department.”

PO. Major cash handling department: Departments that have as a principal element of
their mission the responsibility for the collection of revenue in support of their
own or other university operations. These departments will have personnel with
primary responsibility for the oversight of cash handling operations and
accounting.

I Q-P. Master Check List: The list of persons who have remitted to the University of
Houston two checks that have been returned unpaid by the financial institution.

I R.Q. Petty cash fund: A fund established at the decentralized departmental level for the
purpose of expediting small dollar purchases where unforeseen circumstances

preclude following regular payment or reimbursement processes.

3 g
I B, £

| V. 1P——CASH HANDLING - GENERAL

cash funds and cash receipts-received in their areas are managed. mogerlx iR
s o 2l

: ent-and that eelle sien-procedures are in place
to ensure adequate control of funds. Copies of college and division procedures
shall be provided to the Vice President for Administration and Finance or

| designee on an annual basis or any time the-procedures are revised.

‘ A, A-~——College/division business administrators are responsible for ensuring that

| B. B-—College/division business administrators are delegated by the Vice
President for Administration and Finance the authority and responsibility to

’ assign and authorize the fund-eustedians and cash handling custodians. To assure
a system of checks and balances, the fund or cash handling custodian may not be
the employee with approval or reconciliation responsibilities for the department’s
cost centers. If the separation of duties cannot be performed within a department
due to insufficient staffing, additional supervisory review should be performed to

’ validate and approve the cash receipt and monthly reconciliation processes.
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C. University positions with cash or fund custodial responsibilities must be
designated security sensitive, and incumbents must pass a criminal history record

investigation.

—Unives sﬁiﬂc—;a)emtzei}*rw%hcmh-emﬁé m%eéml—m&pe mi%a ihm%m}‘s{be
; onts ecord

~G&sh—£aﬁ&s:—c~a5§1—r@ee%—¢mi—f und-and-cash-eustodians-Employees
handime %h are t,ubleu, 10 aIE pmvmom omé ined herein. handlne-cash—are

3—-College/division
busmess adrmmstrators shall ensure casia hand icrg. cash or fund custodians are
certified annually by completing the that-fupd-and-cash-custodians-are-fariliar

Aeeimm-mgmh»mnkwe@%caﬂfh h&n&ilwm&eéimﬁ-}ﬁﬁwm@éﬁﬁ«the—a%@-z@t«ﬁxé
: : he-online
ee&%iﬁ»em("ash E}enoﬁt aaé Security Procedures* and/or Petty Cash and Change

Fund training mad%&mﬁ submitting Addendum A to Treasurer.
% ooarieas LINSDRT OTDRTIRIAAT (‘R\T T EINTIZNY Tl

WY URSZ T QY PR E AR WAL RN PO RSN Y

ankeaanioladoarme y\{»}

L3558
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{e-g—visitors)- These-departiments-will-be-responsible-forcollecting-against-the
returped-check—SES-will-attempt-to-collect-on-all-otherreturned-choeks—Ita

o

Iy TIEAYT

measures-to-collect-the-meones

<, P——Use authorized bank bags to deposit cash. The only exceptions are those

areas that have received the approval effrom the Treasurer.

E———All cash funds and other cash operations are subject to unannounced
review by representatives of Campus Accounting Services and audit by Internal

Auditing.

e University employees have an obligation to report any suspected
irregularity in the handling of cash in accordance with UH System Administrative
Memorandum 01.C.04 - Reporting/Investigating Fraudulent Acts.

G-———A suspicious currency transaction shall be reported to the Treasurer’s
Office using a Currency Transaction Report (CTR), which is obtainable from that
office, in accordance with UH System Administrative Memorandum 03.F.04 -
Cash Handling. A suspicious currency transaction involves any transaction in
currency greater than $10,000 or multiple currency transactions by or on behalf of
the same person totaling more than $10,000 in one business day.

The revenue from fees or services must be deposited into and managed in an

authorized cash recipient account. The request for a cash recipient account must
be made in accordance with Budget Office requirements and require the approval
of the college/division business administrator and the Budget Office. :

Checlks. money orders, credit cards (in sales areas where authorized) or debit

cards {(where authorized) are the acceptable payment method and should be
encouraged unless a change fund has been authorized for the department. In cases
where currency is the only means of pavment, the currency must be receipted.
secured, and appropriately deposited in accordance with cash security and deposit

Any monies received totaling $100 or more must be deposited with SFS in

accordance with cash deposit procedures within one working day of receipt. SFS
shall, in turn. deposit funds with the university bank within one working dav of
receipt. Amounts less than $100 mav be held no longer than five working days
prior to deposit.
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L. The college/division business administrator is responsible for ensuring the
safeguarding of all monies in a safe or a locked drawer or file.

M. Under no circumstances shall a pavment be accepted and deposited to a
departmental cost center when the purpose and recipient of the pavment cannot be
identified. Pavments received that cannot be identified should be referred to the
Treasurer’s Office for research and referral to the appropriate recipient
department. The Treasurer’s Office will deposit the check into a holding/clearing
account until the appropriate department is identified. Unidentified gift checks
will be forwarded to the Treasurer’s Office and deposited in a holding account
uniil the appropriate department is identified.

N. Non-endowed gifts (check. cash) received by a department should be forwarded
through college or division procedures to the Donor and Alumini Records Office
with a Gift Transmittal Form (GTF) and documentation including one check copy
within one working day of receipt. The GTF must include a certifving signature
indicating that the funds are being deposited into an account in accordance with

pplicable funding source restrictions.

0. Endowed Gifts, see Cash Responsibilities — Student Financial Services and
Treasurer’s Otfice

P Found monies should be surrendered immediately 1o the UHPD.
Q. Under certain circumstances. a college or department may collect fees or may

enter into an agreement to provide services of a special nature for which it will be
compensated. These departments are subject to the following guidelines:

1. Tt is preferable that significant recurring fees and paymenis (such as
departmental application fees and course fees) be made directly by the
paver 10 the university at SES, not the department.

2. Fees and charges for services require the prior authorization and
approval of the department head. the college/division administrator, the
appropriate Vice President. and the Board of Regents. Requests for fees
and charges shall be submitted annually through the Budget Office for
Board of Regents approval. Each college or divisions should have
guidelines in place for requesting and approval of such charges.

2V. % ACCEPTANCE OF CHECKS AS PAYMENT

A, Checks provided to the university must be made eutpavable to “University of
Houston” and-bes restrictively endorsed immediately upon receipt with “For
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deposit only™ and the department name and o cost center number

apon-receipt
B. A valid driver license or other identification is required when submittingreceiving
a persenal-check. in-person—(If the individual writing the check does not have a

driver’s license, a valid governmental picture 1.D., such as an I.D. issued by a
state department of public safety. or a passport, may be accepted ag

identification.)

C. Before pavment is accepted by check. emplovees should the-emplovesvatl
authoritsto-accent-checks-is-reguired-to-review the university’s Master Check List
against the name on the check in the following cases: :

1. When the check is submitted in person

When the check is submitted (in person or otherwise) in exchange for
merchandise to be provided upon receint of the check (for books. teaching
materials, tee shirts, etc.)

1N

TFhisThe -emplovee is responsible for verifying that the check writer’s name is not
on the Master Check List. that the required verification procedures indicated
above are followed, and for initialing the check to indicate approval.-Fa-no-case
will-a Checks are not-cheel-be accented from an individual whose name is on the
Master Check List. Access to the Master Check List mav be obtained through
SFES.

Those persons whose names appear on the Master Check List must provide
pavment o the university by currency. moneyv order, cashier’s check, or credit
card.

No earlier than one vear after the date of a second returned check. a check writer
may petition SFS for removal of his/her name after the first check has been
redeemed. providine the second check has also been redeemed. An individual
who submits four returned checks will not be removed from the Master Check
List.

D. ‘When a check has been accepted, deposited, and is returned unpaid by the bank,
SFS will charge its cost center if the retumed item is posted to a student account.
Otherwise, the returned check will be charged to department cost center the check
was deposited and SFS will be responsible for notifving the department of unpaid
checks from their area if SFS has charged the unpaid check to the department’s
cost center.
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Departments that accept a check from a person without a student account (e.£.
visitors) will be responsible for collecting funds for the returned check. SFS will
attempt to collect on all other returned checks. If a department’s collection efforts
fail and the pavment is determined to be uncollectible, the department should
contact SFS for assistance in pursuing other measures to collect the monev.

PETTY- CASH REIMBURSEMENTS (from-SES-orfrom departmental petty-cash-fands)

™.

sot-be-feasible-due-t

G 3

W WA 1h 0

Aceourts-Ravable-on-a-voncher—Shouldthiss

3

Do

sash-transactions—The-following-fields-on-the-voucher-are-completec

ﬁ@ed&é@—b@—e&m@&@;ﬁ—%—%@t&ﬁeé—é@—tﬁe—eﬂg&ﬁa@mg—ée@afmm—fe%

eorrecton

.

weash-fund

October 27, 1992; Revised-October-8,-2002Draft March 1, 2008 Page 9 of 50




UCC 0063 08S

Cash Handling

Page 10 of 50

e%ew%he—pe&{yea%&eaﬁteéfaﬁ—%ek%h%dep&rmaemw%e%e}lewmgﬁelé&en—ﬁ&e -
woucher-are-completed-asfollows:
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e-Payments-for-honorariums-or-personal-services-ineluding-consulting-and

d—S&}eﬁawmbmemem—&emﬁpmwé—me}@%ﬁ Hﬁék‘(%&l@%&’%ﬁiﬁhe
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istration-and-Finance-or-designee-may-approve-a-request

- -

Awie

343 T 213 4]

fund-will be-basedupon-thefacts-and-chrewmstances-of cachrequest—The-fund-shall-be

o

al petby-cash-funds-In-cases-where-an-extraordinary need-existsra

V¥
v O TOTORTY

- I~ - &3
CXTT £ o

e

£ IV
&

J—The-maximum-alowable-amount-for-a-pethy-cash Hbe-$500-1n

—2:.—-—-—-T—he—ﬁemé—r@qms{;ﬂﬁ%&%e—apwed—M&ewﬁege%é%&%—bwim
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Y
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rdea =) Y63
T £

A——Checks-provided-to-the-university- must-be-made-outto-University-of Houston™

Horisrequired-when-submittinga

J 3

B——A-valid-deiver-license-or-otheridentifica

VaX IR o Vo Vo

0
P CT\D %7 X LY VAL X bW

b-When-the-cheel-is-submitted-(n-person-or-otherwise) in-exchange for

¥3
X v

TFhis-employee-isresponsible-for-verifying that-the-cheek-wiiter’s-name-is-not-on

3VIAVHE CASH RECIPIENT ACCOUNTS
TFRAMESMIFEALS

Gash Handiing UCC 0063 08S
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A, Establishment of a departmental cash recipient account:
A—oA Cost Center Request/Modification form requesting a cash recipient account is

submitted to the Budget Office, along with complete information required by the
Budget Office for the establishment of a new cash recipient account.

B. The~ Budget Office shall review the information and. if the need is properly
documented and the account is considered justified, will authorize and establish

the cash recipient account.

€. The college/division business administrator shall assign a cash handling custodian
to be responsible for the cash received and deposited into this account. The
business administrator shall ensure that the custodian assigned complies with the
policies and procedures outlined -in-this-document

2

Treasurer's-Donor-and-Adumni-Records- Office-with-a-Gift- Pronsmittal Form
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V'if,‘;%; !reéicie,ﬂt—~ and-the-Board- é‘f Res;emé{?&qaests "for fee %~anc§~ehaz«w~,
hai%«iw&&bmﬁixd ﬁmm&% %&{-eﬁgk—%lﬁ-gﬁé%{ Qi»ﬁec %er—{%em é««}i
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CASH DEPOSIT PROCEDURES FOR DEPARTMENTS

A. General=All University departments must have internal policies and procedures for

ﬂ&e—hand}mg cash. 'Q&c& }cﬁsﬁr—e}ws—%}c—cm& i}émt Finaneh &1—3&.1“-’%‘-&(31:-%—%1}&3 o*f—erz:s%

These procedures shall be submitted annually through the Associate Vice President
for Finance to the Vice President for Administration and Finance: the procedures

- should include the basic tenets listed in this docum{,m All processes are subiex:-t o
review f{}f swm%a;és (}f acwaﬂwbﬂm T : sash-and-cheels; :

sho uié ou’l}me an cmdn Sdﬁ that enable-w 111 show ihed%gﬁﬁd@{if}}}%}nb@wi{di@é-f&"@m
the receipt of funds-fundste-, the deposit of those funds in the university bank. and the
recordmg of the mee&%; ournai in the umvers1ty ﬁnanc1a1 system

L. All checks must be made out to “University of Houston” and restrictively
endorsed with “For deposit only” and the department name and/ez cost
center immediately upon receipt.

2. Whenever possible, significant regular fees and payments (such as
application fees and course fees) should be made directly by the payer to
SFS, not through the department.

3. A uniquely and consecutively numbered receipt must be completed, dated,
and issued each time cash is received in person, with a duplicate copy
maintained as a cash receipts log. Valid aVehd-alternate proceduress for
cash received through the mail include a dated cash log, pre-numbered
tickets, or cash register tapes. (An ebvieus-exception to this requirement
would be small amounts of coins accepted for copy charges.)

4. Checks and cash must be physically safeguarded in a safe, locked drawer,
or locked file cabinet until transmitted al-to the Treasurer’s Office or SFS
for deposit. As part of the reconciliation process, the two authorized
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persons reconciling the funds must independently verify placement of the
funds into the deposit bag and complete the Cash Deposit Summary

Form.

5. Departments are encouraged to accept payments only in U.S. funds. If
foreign drafts (checks) are to be accepted for payment, the Treasurer’s
Office should be contacted prior to acceptance. Foreign drafts are tobe |
deposited as separate transactions from domestic checks and cash, using
separate deposit tickets, cash receipts, and bank bags. Service and banking
charges incurred for the processing of foreign drafts will be charged back
to the department accepting the foreign draft.

6. Deposits shall be made using authorized bank bags obtained from SFS,
unless prior approval is received from the Treasurer. SFS will provide
written procedures for making deposits and directions for obtaining
deposit bags and slips, as well as departmental training as needed. Urits
Departments outside the E. Cullen Building should make arrangements
with the UHPD to transmit funds.

from the-central campus may arrange for transportation and deposit of
cash receipts directly to the university’s depository institution. Any such
arrangements for cash receipts taken directly to the university’s depository
require advance approval by the responsible division or college business
manager, the Treasurer, and the Director of General Accounting or their

designees.

8. A university department with an academic operation in a foreign country
may seek approval for the establishment of a bank account in that country
in accordance with UH System Administrative Memorandum 03.F.07.
Transfer of funds to the foreign bank account will be accomplished
through an electronic transfer initiated by the Treasurer’s Office upon
request of the department and with the approval of the Director of General
Accounting or designee. Requests for transfer are to be the minimum
amount necessary to meet anticipated cash demands. All disbursements
from the account are to be recorded #-GEFby General Accounting upon
presentation of approved vouchers and supporting receipts from the
department. Adjustments for currency fluctuations are to be recorded as
necessary, but no less frequently than once per year.

0. Revenues shall be deposited and managed in a cash recipient account
authorized for that specific purpose by the Budget Office, based on
information supplied in accordance with Budget Office requirements.
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10.  Departmental cost centers GhJreports-sshall be reconetled-reconeiled
monthlyagainst-departmental-records-and-eash-receipts-on-a-monthly-basis.
All discrepancies ﬁ%—é&c«—éep%%—&moam -must be cleared-as-seen-as
identifiedwhen identified ear-and departmental

financial records corrected in accordance Wlth UH System Administrative
Memorandum 03.F.04 - Cash Handling.

m@e@éaml—wcﬁéeii ;&e&—eswmg—ereéié—eafé—&&kz& M&W&—}%M
beltows

11, Cash received for deposit into a cash recipient account must balance with
the pre-numbered receipts, currency log. pre-numbered tickets. or other
documentation.

12.  Overages and shortages on cash receipts are recorded on journals using
account 50015, Campus Accounting Services will monitor jeusnelsthis
andaccount and will contact the college/division business administrator for
documentation.

13. The fund or cash handling custodian must maintain a log of all
overages/shortages. indicating the date and the amount (Addendum FE).
When annual cumulative overages/shortages exceed $40 absolute total. the
Treasurer must be contacted immediately.

14, All university emplovees have an gbligation to report any suspected
irregularity in the handling of cash (including the receipt or suspected
receipt of counterfeit currency) in accordance with System Administrative

Memorandum 01.C.04 - Reporting/Investigating Fraudulent Acts.

General Accounting will investigate reported discrepancies and notify
Internal Auditing <s-anw-ecasewhen shortages exceed $100, and in any
other cases they determme should be reported. A log of all reported
discrepancies will be kept in General Accounting.

sweithDepartments with large cash handling operations may be
allowed larcer shortase/overage allowances with specific permission of
the Treasurer. In such cases. the names of units granted exceptions will be
provided to Internal Auditing.

B. Major cash handling departments: The departments listed in Addendum C have
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as a principal element of their mission the responsibility for the collection of
revenue in support of their own or other university operations. These departments
will have personnel with primary responsibility for the oversight of cash handling

operations and accounting.

2 nreach bhandling denartmantes. The domartmmante Tratad 100 A ddamn dryes
AR~y R YK SN Ty Y AN (07 HReRES—H-RE-aCpartmentS-ASte a1~ YEOSHROUHR-
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1. Receipt and recording of revenue: Copies of reconciled cash register
activitv logs. checks. and individual invoices or receipts must be
maintained with departmental records and readily available for andit.

EC. Incidental cash handling departments: These departments are those that do not
collect revenue as part of their primary mission and do not have personnel with
primary responsibility for the oversight of cash handling operations and
accounting. All University of Houston departrnents not specifically ineludedlisted
in Addendum C with the exception of SFS and Treasury-in-sections-B--Crand-D
above are considered incidental cash handling departments.

1. Receint and recording of revenue: It is the responsibility of the business
personnel in incidental cash handling departments to secure approval from
the responsible college/division business administrator for the collection
of hmds prior to collcamn

Harnhod +a theae ananiynttno wanando
RAEAT B A uu TS CTACCOUI T ETOTOITNST

®
SJ

EED. Journal Entries: Cash deposits shall be prepared and processed in accordance with
this MAPP and must be reconciled by two authorized emplovees (of which one
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must be an emplovee of the department making the deposit). Each employee must
sign the Cash Deposit Summary Form.

Departments shall make timely deposits in compliance with this document by
completing a journal and submitting the journal through workflow via path 2,
Department=>-SFS-=>General Accounting.- A copy of the journal coversheet is
transmitted along with the cash deposit bag— normally, by the UHPD to SFS;
cash deposits should never be sent through the mail.

When deposits are received at SFS. the desionated intermediate approver

approves the journal in worktlow,

Refer io GLJ entry trainine handouts for specific instructions for completing «
journal entry in PSGL.

CREDIT CARD SALES

A, Where credit card transactions have been authorized by the Vice President for

Administration and Finance or desienee and the Treasurer’s Office in accordance

RARSTE S VLT W N £ TSR AL LT AL AL IR IR S i Lo e ATt RN el e TR o M A A B AR

maintenance. and discontinuance of credit cards — they shall be treated as cash
receipts in accordance with this policy,

B. All credit card transactions shall be handled by a cash custodian or an emplovee
authorized bv the cash custodian who understands cash handling procedures and
merchant euidelines, All emplovees authorized to handle credit card transactions
shall complete online certification fraining acknowledging the University of
Houston’s cash handline and credit card accounting policies and procedures.

C. Copies of each transaction must be retained by the selling department as part of
their records. Also, to assist in tracing a chargeback, a listing of charge card
names and card numbers should be kept in a secure location away from sales area
{0 expedite tracing,

D. Credit card receipts must be accumulated and posted daily via journal entry.

E. Journals will be approved. processed, documented. and reconciled in accordance
with college/division procedures and this MAPP.

E. Departments authorized to accept credit card transactions shall work with the
Director of General Accounting, or desienees, 1o ensure that credit card deposits
and records are handled properly,
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IX.  GashResponsibilities-of Student-Finaneial-Services-and-Treasury
CASH RESPONSIBILITES OF STUDENT FINANCIAL SERVICES AND
TREASURY

As custodians for cash and billings for the University of Houston., SFS. and the
Treasurer’s Office are generally subject to these guidelines. Where responsibilities and
restrictions may differ, the differences will be documented in SFS’ and the Treasurer’s
Office’s internal policies and procedures.

Student Financial Services: This office is the primary University of
Houston department responsible for revenue collection from approved tuition,
fees, and other centrally billed charges through the student billing system.

1. This office will comply with all general requireihents of this MAPP.
Check number and payee identification will be recorded in lieu of the
photocopying of checks, and this information will be retained in the

department.

2. SFS will prepare cash receipt entries in summary form, including, at a \
minimum, the information necessary to reconcile receipts to accounts
receivable, bank transactlons Vault operatlons and umversﬂ:y ﬁnanc1al
records. & vofcheel ceeipts-w
raguiteds

3. SES will accept all cash deposits prepared by university departments and
will transmit them to the bank in lgecked bank bags. This office will
provide bank bags and related instructions and information, as required.
SFS will be the Intermediate Approver for cash deposits submitted to GL
Journal Fworkflow,

€B.  The Treasuret’s Ofﬁce ThlS office is respons1ble for %l%e—aeeep&&nee
acceptingf : ~of Endowment gift revenues, any
negotiable stocks and bonds and any funds from unidentified sources, and the-the
depositing of those funds with the university’s depository institution.

1.  Endowed Ggift revenue will be receipted and safeguarded in accordance
with the procedures described in this document. University departments
will prepare a GTF for each Endowment gift and transport the gift,and the
GTF, one copy of the check and related documentation- to the Treasurer’s
Office using established cash transportation procedures. The Treasurer’s
Office will deposit the gift and forward the GTF and documentation to
Donor and Alumni Records—Institutional-Advancement-Serviees:

Denerand-Adumpi-Recerds,
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J

2. A department receiving funds for which the purpose or cost center is
unknown should receipt and safeguard those funds.-isn-accordanece-with-the
procedures-deseribed-in-this-doeument: The funds are to be transmitted to
the Treasurer’s Office along with a memo from the responsible college or
division business manager and any documentation related to the receipt of
the funds. The Treasurer’s Office will deposit the funds with the
university’s depository institution and record the deposit to the
university’s ubnidentified fReceipts account. The Treasurer’s Office and
the submitting effice-department will thenresearch the source of the funds
to determine the appropriate university cost center for receipt of the credit.

éw%@ﬁ-?»h@w}@&ma}«w&r}www}i?iﬁe!aée. a%%ﬁ}ﬁem}?zﬁei}—%ewﬁa}&—%e
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The Vice President for Administration and Finance or designee may approve a request

for a departmental cash fund when a need can be clearly demonstrated and the request is
submitted in accordance with MAPP. Approval of the request and the amount of the fund
will be based upon the facts and circumstances of each request. The fund shall be
monitored by Campus Accounting Services to ensure compliance with university
guidelines. The fund must be re-approved annually.

Commingling of a petty cash and a change fund is strictly prohibited. These are two
separate cash funds used for expressly separate purposes and should be accounted for and

reconciled separately.

a—A p—-petty cash fund is for reimbursing purchases less than $100.00 where

circumstances _
preclude following the regular payment or reimbursement process. Expenses have

the-samethe -same restrictions as the budget cost center, to which the reimbursement is

charged.
Certain items. such as travel. consulting fees. meals, alcoholic beverages. event tickets

and credit card receipts. are expressly prohibited from being reimbursed through a petty

cash fund.

1.~ The maximum allowable amount for a petty cash fund will be $500. In
extraordinary circumstances, exceptions may be considered and approved
by the Treasurer.

2. The fund request must be approved by the college/division business
administrator, who is ultimately accountable for proper use, safeguarding
and documentation of the fund.

3. Cash advances should be minimized and should be made to university
emplovees and students onlv in situations where there are no ready
expenditure options and where needed to avoid disruptions in service. A
petty cash advance form (Addendum B) that provides documentation and
accounting must be used for all petty cash advances.

4. Departmental petty cash funds are subject to the restrictions and
prohibitions outlined in this document,

b—Chanee-funds:-Change funds are established for the purpose of conducting sales or
service transactions.

-Change funds are usually set up to support services such as copy machines and

bBRill -changers. Change funds may be established only in areas where a need for such a

fund can be clearly demonstrated.
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e—Under certain circumstances. a change fund for a short-term operation may be
required.

-A short-term change fund may be approved by the Treasurer’s Office and furnished

By -Student Financial Services under the following terms:

1. +—The request involves an amount of $1.000 or Jess in
denominations that can be accommodated by the vault for a period
of less than three working davs.

2. 2——A fund custodian is assigned.

disapproved—The Treasurer’s Office will review the justification

and approve or disapprove the request based upon the individual
circumstances. A copy of the justification will be returned to the
requester. Treasury will copy Student Financial Services.

4. If approved. the department will submit a voucher to Accounts
Pavable with the following information

a. Pavable to UH Cashier’s Office
(Vendor ID 0000007916, address 141)

b. Invoice field equal to fund custodian’s name and type of
fund (FExample: John Doe Cash Fund)

C. Invoice Date equal to today’s date

d. Voucher Comments indicate purpose of voucher

(Example: Short term change fund for Physics Dept
Seminar with John Doe as fund custodian)

e Amount equal to approved change fund amount

f, Account 10103 (Change Fund)

g. Department’s local fund cost center

h. Select “Special Handling” on the Payments page

i Pavment Comments: Ask Treasury to call fund custodian
to nick up check

1. Backup dc:cumcnt'mon justification memo approved by
Treasury

with-the-followineinformation:
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E 1] N - . g . 4
a—Pavable-to-the-UH-Cashier-s-Office-rendor-ID-080000791 6 ~address-+4h)
b-Ipveice-ficld-equal-to-fund-custodian’s-name-and-tvpe-of-fund

; e a:-Jol " G-E%th. ﬁi‘i‘ }éi'; T

----- 4—The chec_k mav be cashed at SFS provided 24 hours advanced

notice is given
5. nto SFS for any check greater than $2.000.

—-5_The funds are returned to SES-Treasury with the GLJ within the
agreed no later

6. than three working days-is - i .

2XI1. Departmental-Cash-Fund-and Cash-Account Procedures—General
. DEPARTMENTAL PETTY GASH-/CASH / CHANGE FUNDS PROCEDURES — GENERAL

These guidelines apply to all decentralized cash funds-ard-eash-reeipient-accounts.

A, Establishment of departmental cash fund: New fund custodians must take online
Petty Cash and Chang Fund training prior to requesting a petty cash or change
fund.

1. A Request for Establishment or Modification of Cash
Fund/Acknowledeement of Receipt of Funds and/or Cash Polices and
Procedure form (Addendum A) is
completed in its entirety.

2. A justification memo is prepared and approved by college/division
business administrator to include the following information:
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a, Detailed explanation of need for cash fund
b. Justification for the infeasibility of alternative methods of
procurement
C. Estimated activity level
d. Name of proposed fund custodian and description of methods
3. The Request for Establishment/Acknowledgment of Respounsibility form

(Addendum A). justification memo and proof that the new fund custodian
has completed online and Petty Cash and Change fund training (if
applicable) are submitted to the Treasurer’s Office for approval,

4, The Treasurer’s Office will review the justification and approve or
disapprove the request based upon the individual facts and circumstances.
A copy to the Request for Establishment form will be returned to the
requesting individual indicating approval or disapproval. A copy will also
be sent to Campus Accounting Services.

5, If approved. the department will submit a voucher to Accounts Payable
with the following information:

a. Pavable to UH Cashier’s Office
(Vendor ID 0000007916, address 141}

b. Invoice field equal to fund custodian’s name and type of fund
(Example; John Doe Cash Fund)

C. Invoice Date equal to today’s date

Voucher Comments indicate purpose of voucher

(Example: Short term change fund for Physics Dept Seminar with
John Doe as fund custodian)

e, Amount equal to approved petty cash or change fund amount

f. Account 10102 (Petty Cash) or 10103 (Change Fund)

Select *Special Handling” on the Pavments page

g.

h. Pavment Comments: Ask Treasury o call fund custodian to pick
up check

i, Backup documentation; Addendum A approved by Treasury

i Notify Treasury with voucher number

New-fund-custodionsnust-—takecomplete-onbinonline

e

~
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G—+When the check is issued and returned to the Treasurer, the custodian will be

notified toe
—pick up the check. With appropriate ID Fthe check may be cashed at the ~Stadent

Fmaﬁelal-Servmes -window, Rm 6

Aceonrting:
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ies-RESPONSIBILITIES ofthe JF THE PETTY

CASH OR CHANGE FUND CUSTODIAN:

A. A—Petty Cash or Change fund es-eash-custodian who does not comply with the
following _responsibilities is subject to disciplinary action up to and including
termination andand criminal charges.

1. Aa— —Providing safe and secure storage of the cash;
2. b B- Keeping each fund andfer-eashrecipient-account-separate

from other funds or accounts;
3. Ce——Maintaining proper documentation;

4. Dd—Notifying the Treasurer (through the college/division
administrator) of ___changes in custodian, location of fund-es-eash
reeipient-aceount, account number, or change(s) in the physical security of
the fund;

3. Ee——Fnsuring that cash handled by other employees involved in the
segregation of cash handling duties, and/or any temporary employees
involved in cash handling, follow #his-university cash handling
policiesdeeurnent. All employees authorized to handle cash shall take
online certification training and sign Addendum A acknowledging the
University of Houston’s cash handling policies and procedures;

6. E£———Making prior arrangements for a temporary custodian during any
absences;

7. Gg—Reporting theft of funds or overages/shortages in accordance with

this MAPP;

8 Hh——FEnsuring that each transaction is for the purpose for which the fund

was authorized;

9. Li——Replenishing the petty-cash fund on or before the last day of each

month if disbursements made since the last time the fund was replenished
exceed $50. Also, the fund must be replenished on or before the last day
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of the fiscal year no matter the amount of disbursements made during the
fiscal year;

Ji—Balancing a cash fund each time a disbursement is made or a
minimum of _once a month if no disbursements have been made, as well
as monthly and annual reporting of any overages or shortages in the fund;
documentation of balancing is to be maintained with the cash records;

| 11.  Kl—Obtaining reauthorization of the cash fund each year through the
treasurer; and

12. _ Ll—Returning the fund to SFS when the need for the fund or the
account _&__expires. _

PAXTIT- Overages-and-ShortagesOVERAGES AND SHORTAGES

At all times it is the responsibility of the fund custod1an to ensure that the sum of cash

and receipts on hand is equal to the amount issued. Sisaile
into-aeash- ref_—}g&em%—acee&mm%—balaﬁ%wh&ae—pmwnﬁmbewé%%1 p%wma%y%v—

YRly

| A. As——QOverages or shortages of less than $20 shall be charged against or credited
to a departmental cost center using the cash over/short account (50015).

Individual overages or shortages of $20 or more must be reported
immediately to Campus Accounting Services. Initial notification must be
followed up with a written incident report

I iC.  (Addendum E). These overages or shortages are also recorded to the departmental
cost center using the cash over/short account (50015).

| D. Campus Accounting Services will investigate reported discrepancies and
notify Internal Auditing in any case shortages exceed $100, and in any other cases
they determine should be reported. A log of all reported discrepancies will be kept
in Campus Accounting Services.

| E. Units with large cash handling operations may be allowed larger

shortage/overage allowances with specific permission of the Treasurer. In such
cases, the names of units granted exceptions will be provided to Internal Auditing.
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V5XTV. Review-and-audit-of departmental-cash-fandsREVIEW AND AUDIT OF PETTY
CASH / CHANGE FUNDS es-departmental-cash-receipts:

Each departmental cash fund is subject to unannounced reviews and/or audits by the
responsible college or division business administrator, by representatives of Campus
Accounting Services and by the University of Houston System Internal Auditing staff.

A. Aa——When a review or audit occurs, fund exeash-custodians mayssust verify
the identity of the reviewer.

1. ——All authorized staff will carry and present staff ID cards.

B. 2— The fund er-eash-custodian sheuld-may contact the office conducting the
audit and verify that they are authorized petty cash fund reviewers.

C. Bb—Fund er-eash-custodians must comply with all legitimate requests for
review. Inconvenience will not be considered sufficient grounds for delay of

review.
D. Ce—7Upon completion of a review, a report will be issued and a copy made
available to the fund or cash custodian.
36XV, Annual-review-and-reauthorization-of departmental-cash-fands:
ANNUAL REVIEW AND REAUTHORIZATION OF DEPARTMENTAL PETTY CASH /
CHANGE FUNDS

A-a—No later than July of each year, Campus Accountmg Serv1ces w111 send
aésﬁ%k&e—an—mmwal -rc,mmdm to An : 2

o ,all departmental cash fund custodlans of

record.
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Bb——FEach fund custodian shall evaluate the ongoing need for the cash fund and either
complete recertification training QNSERT—G—EKPIFI—&A—'H@N—% and submit

the-form-Addendum A to the Treasurer requestingee:
ieduﬂloruatlon mod Lflca‘uon 01 close of the fund for the new ﬁscal year z’:s—}%

A. fund;-or-request-that the-fund-be-eloseds, A request for eontinnation
reauthorization must be —accompanied by copies of the monthly overage/shortage
reports or indicate there were none and a copy of the most recent review/audit

report.

4

orization will be subject to review of these documents
and evaluation of the previous management of the cash fund.

VIEZXVI.  Replenishment-of a-departmental-cash-fund REPLENISHMENT OF A
DEPARTMENTAL CASH FUND:

Change funds are not replenished.
Ghaﬁge—ﬁmds—&refeple—msheé—ﬂ%eﬂsh—SF—S—Departmental petty cash funds must be

replenished through Accounts Payable by the fund custodian on or before the last day of
each month if disbursements made since the last time the fund was replenished exceed

$50.

~————niversity replenishment checks made payable to an-the University Cashier

referencing the authorized fund custodian and-indieating-“Fund-Custedian™may be

cashed at Student Financial Services with appropriate ID.

SXV II.PETTY CASH REIMBURSEMENTS (from Student-Einancial-Services-or-from
departmental petty cash funds

An emplovee who has expended personal funds where -circumstances -preclude
1ollowm0

-ona »oughnz Sheu]
ema%eveea&w—be—rambu&-seé%hreuﬁh—%ﬂ an atmroved dei}m 1men£al mttv
cash fund exists. the employee may be
reimbursed by the custodian of the departmental petty cash fund.
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b—Peity Cash Reimbursement through Accounts Pavable (AP), if a department has
a -ppetty -cash fund.

Department prepares a PeopleSoft voucher payable to the University Cashier of
Housten-clo-referencing the petty cash custodian for that department. The
following fields on the voucher are completed as follows:

1. The fund custodian and certifving signatorv (could be same person) sign
the voucher coversheet and attach original receipts. Receipts should be
peativ-tape SR-S-ar e-halfby-11-ineh-pi fpaperscanned and
attached to the voucehr

2. AP reviews the voucher for approval. accuracy and documentation. If

satisfactory. AP approves the voucher to reimburse the department’s petty
cash fund. If the voucher needs to be corrected. it is returned to the
originating departinent for correction.
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Note: The petty cash fund must be replenished by the custodian on or
before the last day of each month if disbursements made since the last
time the fund was replenished exceed $50. Also. the fund must be
replenished on or before the last dav of the fiscal vear regardless of the
amount of disbursements made during the fiscal vear.

e, 3. Requirements for Petty Cash Transactions

1 Permitted Transactions:

The transaction must meet all of the following to be reimbursed through

petty cash:

a. Purchase is under $100. including sales tax

b. Purchase is less than 30 days old at the time of reimbursement
c. Purchase was made with a personal check or cash

d. Not a prohibited transaction (see below)

e, Supported by a proper receipt (see below)

24, Prohibited Transactions

2. Travel expenses (exception: university police officers required to
transport prisoners on short notice)

b. Reimbursements for meals. alcoholic beverages, or tickets to
social. cultural, or athletics events

c. Pavments for honorariums or personal services, including
consulting and professional services

d. Sales tax reimbursement from sponsored proiect funds (sales tax
mayv be reimbursed through petty cash when other funds are used)

e, Splitting a transaction between two or more receipts to stay under
the $100 limit
£ Splitting the method of reimbursement for a single receipt between

petty cash and a voucher
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35. Proper Receipts

Receipts must provide, at a minimuim. the following information:

1. Company name and address
il Date of purchase

1il. Itemized listing or description of the item(s) purchased

v, Price of items purchased

Listed below are the types of receipts acceptable for petty cash
reimbursement:

0.

a. Original. numbered receipts with imprinted company name

b. Generic forms or computer-generated receipts

“Paid” and

C.0.D. charge lists if they are stamped or written
siened by the individual delivering the item(s)

d. Register tape from cash registers that have the company's name
and date of purchase printed and additional required information is
provided by the emplovee seeking reimbursement

In cases where an original receipt mayv not be available. a copy certified by the
individual submitting the request as a valid receipt. which has not been previously
reimbursed. may be submitted for reimbursement via purchase voucher through
Accounts Pavable.

LCLOSING A DEPARTMENTAL CASH

MEEOXVIIL
FUND

_When a department determines that a departmental cash fund is no longer required, the
__following process should be followed to close the fund:

Aa—If necessary, a voucher is initiated in the amount required to bring the cash fund
_to-the-authorized level.

A. Complete the “Request for Establishment or Modification of a Departmental Cash

Fund and AcknowledementAcknowledeement of the Receipt of Funds and or
Cash PoliceisPolicies and Procedures” (Addendum A)
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1. Make a journal entry to record the deposit. Route the deposit to Student
Financial Services.

2. Send a copy of the journal entry to deposit the petty cash or change fund

and copv of the completed Addendum A to the Treasurer’s Office. who
will notify General Accounting that the fund has been closed
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10 REVIEW AND RESPONSIBILITIES

Responsible Parties: Associate Vice President for Finance

Review: Everv three vears. on or before September |

-+ APPROVAL

Vice President for Administration and Finance

President

Date of President’s Approval
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Cash Handling

REFERENCES
12

UH Svstem Administrative Memoranda 01.C.04. 03.A.06. 03.A.07, 03.F.01, and 03.F.04
MAPP 05.01.02 - Operational Cash Advances

Index Terms: Cash
Cash deposits
Cash recipient accounts
Change funds
Personal checks
Petty cash
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ADDENDUM A

UNIVERSITY OF HOUSTON
Departmental Pettv cash, Change Funds
Request for Establishment or Modification
Acknowledsement of Receipt of Funds and/or Cash Policies and Procedures certification

{petty cash / change funds / all sections with approvals te Treasury)

Section I

ACTION REQUESTED: TYPE OF CASH RESPONSIBH ITY:
Establish New Fund Petty Cash At

Close Existing Fund Change Fund Amt

Modify Existing Fund Other (please specify)

Annual Reauthorization of Existine Fund/ on line certification - FY

Physical security of fund (dept/ rm/safe )

Cost centers:

Seetion 1L

Certification and Approvals

Emplovee Name, Please Print Emplovee Signature

Department Name

I hereby certify that I am an emplovee that has been authorized to handle cash or serve as
custodian of a Devartmental Cash Fund and acknowledge receipt of the fund. (Where applicable)
I have completed on line cash handling certification training prescribing the management of
cash. and agree to accept responsibility for the accounting and control of the cash in accordance
with policies and procedures. These policies and procedures include MAPP 05.01.01 — Cash
Handling: UH Svstem Administrative Memorandum 03.F.01 — Gift Acceptance Policies: and UH
Systemn administrative memorandum 01.C.04 — Reporting /Investigating Fraudulent Acts.
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Addendum A (page 2)

Certification and Approval Cont

Signature / Custodian Custodian Name / Please Print
Date
Phone Mail Code

Signature College /Div / Business Admin College / Div / Buginess Admin / Please Print
Date :
Phone Mail Code

Signature Dept Head Dept Head Name / Please Print

Date

Phone Mail Code

CC: College Dean

Received by Treasurer’s Office:

Request approved by: Date:
Voucher# Forwarded to Accounts Payable by: Date:
Certificati 3 oval &
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Cash Handling
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Cash Handling

Addendum €B

Advance amount: Date issued:

Items to be purchased and estimated cost:

Justification: _

Supervisor’s Approval: Date:
Received By: Date:
Issued By: Date:

(Fund Custodian)
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Cash Handling

Addendum-C-B(Page-2)
Advance Close Date: Receipts Returned: 0 Yes & No

Comments:

File completed form and appropriate receipts with reimbursement purchase voucher.

03/30/00
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Addendum BC
Major Cash Handling Departments

Admissions

Arte Publico Press

Athletics

Blaffer Gallery

Child Care Center

Continuing Education

Cougar 1Card Office

Counseling and Testing Services
Human Development Lab School
Engineering Continuing Education
Health Center and Pharmacy

KUHF

KUHT-TV

Law Library Copy Services

Library Copy Services

M. D. Anderson Library
Off-Campus Institutes

Optometry Clinic

Parking and Transportation
Registrar’s Office

Residential Life and Housing and related operations
School of Theater

Small Business Development Center
Speech, Language, Hearing Clinic
Student Financial Services

Student Publications

University Center and Associated Facilities
University Hilton Hotel

University Media Services
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Addendum E£D

DEPARTMENT: . MAIL CODE:
CONTACT PERSON: PHONE NO.:
DATE OF INCIDENT:
TYPE OF INCIDENT AND AMOUNT:
Shortage - Journal NO:
Overage Journal NO: - ‘
Other - List | Journal NO:
EXPLANATION:
Signature Date
Addendum E-DB-(Page2)
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Note: Please attach copy of the Journal and its support.

03/30/00
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Addendum ¥E
University of Houston
*QOverage/Shortage Report
** Cost center No:
Department:
Change Fund Amt.:
| Custodian: Ph. No.: Mailcode: ___
GLJ GLJ EXPLANATION | OVER | SHORT | ABSO | SIGNATURE | DATE

DATE | NUMBER CUMU.

TOTAL

** T ist

Note:

* Report O/S that is recorded in your journal regarding revenue generated from the Change

Fund.
all cost centers that are being used to report revenue.

When annual cumulative overage/shortage exceed $40 absolute total, the Treasurer’s
Office must be contacted immediately.

03/30/00
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