PETTY CASH AND CHANGE FUND CUSTODIAN RESPONSIBILITIES

(MAPP 05.01.01 – Cash Handling)


I. Petty Cash and Change Fund Custodian Responsibilities - Petty Cash and Change Fund Custodians are responsible for complying with the following requirements, and are subject to disciplinary action up to and including termination and criminal charges for non-compliance.

A. Providing safe and secure storage of the cash fund.

B. Keeping each fund separate from other funds or accounts.

C. Maintaining proper documentation.

D. Notifying the Treasurer’s Office (through the College/Division Administrator) of changes in custodian, increases to fund, location of fund, cost center used, or changes in the physical security of the fund.

E. Ensuring that cash handled by other employees (for segregation of duties or temporary employees involved in cash handling) follows university cash handling policies. All employees authorized to handle cash shall take online certification training.

F. Make prior arrangements for a temporary custodian during any absences.

G. Reporting theft of funds or overages/shortages in accordance with MAPP.

H. Ensuring that each transaction is allowable and for the purpose for which the fund was authorized.

I. Replenishing the petty cash fund on or before the last day of each month if disbursements made since the last replenishment exceed $50, and on or before the last day of the fiscal year regardless of the amount of disbursements made.

J. Balancing the fund each time a disbursement is made, or a minimum of once per month if no disbursements are made. 

1. The sum of cash on hand, receipts, and advance forms (petty cash only) should equal the amount issued at all times. 

a. Petty Cash advances should be minimized and should be made to university employees and students only in situations where there are no ready expenditure options and are necessary to avoid disruptions in service. 

b. A Petty Cash Advance Form that provides documentation and accountability must be used for all petty cash advances.
(Addendum B of MAPP 05.01.01, linked at http://www.uh.edu/finance/pages/References.htm). 
2. Documentation of balancing is to be maintained with the cash records. 

K. Obtaining reauthorization for the fund each year.
L. Returning the fund to SFS when the need for the fund expires.
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