Cash handling procedures for DEB consulting, course and other income
The DEB receives consulting, course and other income during the year.  As of July, 2006,  6 people have been identified as local cash handlers for the DEB and are authorized to deposit checks at Bank of America ATM’s:  Christine Choy, Olivia DeLeon, Patty Tan, and Sally Mead at CBL, 185 Berry Street; and Karoline Galea and Ellyn Woo at 50 Beale Street (Rutherford projects).  All have taken the on-line Cash Handling course.  We have separate procedures for the consulting income and the course/other income that we receive (see below).  Note: Cash handlers should only deposit funds.  A separate staff member must complete the next step, which is the preparation of the PeopleSoft cash receipt journal to actually appropriate the funds. At both CBL and 50 Beale Street, staff provide backup for instances where one or the other is unavailable.  In each instance, separation of duties is maintained, as described below.  
The Controller’s Office has initiated courses for new cash handlers as well as annual, mandatory refresher courses.  Registration for these courses is available through the UCSF Development and Training website.  Should you have any questions or concerns, please contact Toni Sims via email: cashmanagement@ucsf.edu or by phone 415-502-8432.
In the event that a check or cash cannot be deposited on the day of receipt, it will be maintained in a safe.  Checks/cash should be deposited within 24 hours of receipt.  Currently Peter Armour and Sally Mead have safes in their offices that may be used for storage.  

Consulting Income Process (Example):

· Faculty member receives check, forwards to Phillip Babcock, DEB Academic Personnel Analyst, at Box 0560. Check must be made payable to UC Regents.  

· Phillip receives check. 

· Phillip sends email to Faculty member, acknowledging receipt of check and at same time tells Christine Choy which program code to use for the deposit.  

· Phillip forwards check to Christine.

· Christine deposits check on campus at Bank of America ATM.

· Binh Dam prepares People Soft cash receipt journal type 320. 

· Peter Armour, DEB journal approver, approves Cash Receipt Journal. 

· Binh Dam,  who reconciles the DEB’s pro fees,  checks the ledger for check deposit and notifies the faculty member and Phillip Babcock when the check appears on the ledger.  

· Should there be any discrepancy, Binh Dam informs Peter Armour. 

Course and Other Income Process:

· Local Cash Handler receives check.  

· Local Cash Handler deposits check at Bank of America ATM.

· Cash Journal Preparer prepares Cash receipt journal type 320. Peter Armour, DEB journal approver, approves Cash Receipt Journal.

· Finance staff verifies the ledger for check deposit.    

· Should there be any discrepancy, finance staff informs Peter Armour.

Cash Handler :

Location 
Phone

Cash Journal Backup
Sally Mead: 

CBL

514-8098
Patty Tan
Patty Tan

CBL

514-8098
Sally Mead

Olivia DeLeon:

CBL

514-8231
Binh Dam
Christine Choy:

CBL

514-8149
Binh Dam

Karoline Galea:

50 Beale 
597-8207
Ellyn Woo
Ellyn Woo

50 Beale
597-8207
Karoline Galea

I attest that I have read and agree to abide by these procedures:

​​​​​​​​​​​​​​​​Signature/Printed Name/Date
