DEB Petty Cash Procedures for Custodians

Opening Fund

1) Go to http://acctg.ucsf.edu/cash_controls/policy/index.htm
2) Complete the Request for Sensitive Employee Fingerprinting (list Gwenn Craig as Personnel Manager; Peter Armour signs Request); get fingerprinted at Police dept; clearance will be sent directly to Gwenn.
3) Take online training class “Policies for Petty Cash Handlers” - print confirmation;

4) Determine amount of fund (enough for up to 2 months);

5) Complete Cash Fund Action Form (custodian, PI & Peter sign): a) use Epid & Biostat dept code 278700; b) per Petty Cash, no white-out or cross-outs allowed.
6) Complete Check Request for amount of fund (PI & Peter sign; Shirley prepares if for KL2 scholar).  No accounting numbers needed for set-up (dept PO, fund/DPA, etc.); reference NCA 110207.
7) Include CHR approval if reimbursing subjects from fund;

8) Send all paperwork to Binh Dam (petty cash dept auditor) at Box 0560;

9) Binh will obtain Peter’s signatures (dept approval), keep copy, and forward to Petty Cash Desk.

Security

1) Use a locked box or pouch if fund total is $500 or less;

2) Use a safe if fund total is more than $500.

3) Give Binh extra key or combination to locked pouch/safe (for emergency) – will be kept in Peter’s safe.

4) In the event of an unexplained loss, notify the following people immediately: UCSF police 476-1414, Binh Dam 514-8145, Peter Armour 514-8101, and the Petty Cash Coordinator (Michael Dow 476-8316 or Toni Sims 502-8432.
Requesting Fund Reimbursement

1) Submit Check Request with original receipts (PI and Peter sign) to Petty Cash Desk, Box 0812.  Custodians for KL2 scholars should send receipts to Shirley Yuen, Box 0560 – she’ll create check request and submit to Petty Cash.  Use NCA 434390 if fund is for subject reimbursements.
2) Avoid running out of money by requesting reimbursements well in advance (allow time for dept signatures and possible Controller’s office delays).

Internal Audits

The petty cash auditor will perform quarterly audits of all petty cash funds.  Policy states that they should be surprise audits, but since custodians are at various locations, the auditor will schedule with the custodian ahead of time.  The auditor will verify that cash, receipts, reimbursement checks, and pending reimbursement requests total the approved amount.

Closing Fund

1) Deposit any remaining cash at BofA (Binh has deposit slips);

2) Complete Cash Settlement & Fund Termination Form (PI &Peter sign);

3) Send Termination form, deposit slip receipt and any (original) receipts to Binh;

4) Binh will process an online journal for the deposit;

5) Binh will obtain Peter’s signature, keep dept copy, and forward packet to Petty Cash Desk.

Miscellaneous - * Borrowing from the petty cash fund is not permitted.
         * If you need to pay research subjects more than $150, do not use petty cash fund.
            Pay them via check requests.
I, ______________________, have read these procedures and agree to abide by them in my role as a petty cash custodian.

Signature: _____________________________
Date: _______________
