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1. Pur pose

To provide procedures related to a change in the Petty Cash
custodian or the alternate. The "Change in Petty Cash
Custodian/A ternate” form FormPC 2 (Attachnment 1) is used to
initiate the required action.

2. Responsibilities

a. Each Campus/Departnent O fice that requires appoi ntnent of
a new Petty Cash custodian or an alternate is responsible
for submtting the original Change in Petty Cash
Custodi an/Alternate formto the Disbursing Ofice.

b. The Disbursing Ofice is responsible for coordinating the
change requests internally W th t he University
or gani zati on.

c. The Internal Auditor's Ofice will update records for
proper execution of responsibilities.
3 GQui del i nes
a. The petty cash custodian and the petty cash alternate
should be regular, full-tinme University enployees. In nmany
situations, the custodians and alternates are clerks,
account clerks, etc., who can provide a safeguard

(separation of duties) for petty cash operations.

b. The duties of the custodian/alternate and the approving

authority must be strictly segregated. Addi tionally,
neither the Fiscal Oficer nor the Canpus/Departnent Head
may be the custodian or the alternate. Where staff

[imtations nmake this separation of duties inpossible,
arrangenments should be nmade wth another University
organi zation to provide for it. Designating a Fisca
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Oficer as a custodian will be considered as a |ast resort
measure, and allowed only if the Fiscal Oficer does not
aut hori ze purchases and paynents. Internal control against
inproprieties are strengthened by the separation of duties.

c. Al requests for appointnent of a new petty cash custodi an
or an alternate nust be approved by the Canpus/ Depart nment
Head (Dean/ D rector/Provost/ Chancellor/Vice-President) and
the Fiscal Oficer. The Fi scal O ficer assunes
responsibility for the proper execution of adm nistrative
duties while the Canpus/Departnent Head is ultimtely
responsible for proper admnistration of the Petty Cash
Fund and will be held accountabl e.

Pr ocedur es

a. Canpus/Departnent Ofice:

1) Canpus/Department O fices requesting changes in
custodians or alternates nust submt the original
Change in Petty Cash Custodian/Alternate formto the
Di sbursing Ofice. It is especially inportant that
changes to petty cash custodians be recorded in the
system on a tinely basis because all replenishnent
checks are issued in the custodian's nane and therefore

nmust be endorsed by that individual. |f replenishnent
checks are issued to a custodian that is no |onger
avail able, the checks wll have to be voided and

repl acenent checks issued. Journal vouchers mnust be
prepared by the canpus/departnment unit to reverse the
entries for the voiding of the checks (Refer to A8.641
- Journal Vouchers).

2) The appointed "New' custodian and/or the appointed
"New' alternate are to be identified on the form and
must provi de signature specinens. These changes in
appoi ntments nust be consistent with the guidelines for
sel ection and separation of duties as specified in
section 3 of this procedure.

3) For any change in custodian or alternate, a final cash
count should be conducted by the (outgoing) custodian,
and verified by the (outgoing) alternate, and the
Fiscal Oficer. If the newy confirned custodian
and/ or alternate is also present and ready to assune
the petty cash operation, he/she should also verify the
cash count. |If the newly confirmed custodi an and/ or
alternate is not present, then, another cash count
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shoul d al so be perfornmed upon assunption of the petty
cash operation by the (new) custodian and verified by
the (new) alternate and the Fiscal Oficer to docunent
the transfer of responsibility and accountability
(Refer to A8.819 - Cash Counts of the Petty Cash Fund).
The Cash Count Sheet, Form PC-4 (Attachnment 2) to
transfer responsibility and accountability nust be
submtted to the D sbursing Ofice upon approval of the
request ed change in custodi an/alternate.

b. Disbursing Ofice:

1) Upon approval by the Director of Financial Operations,
a copy of the approved Change in Petty Cash
Custodi an/Alternate form will be transmtted to the
Canpus/ Depart nent Head.

2) A copy of the approved Change in Petty Cash
Custodi an/Alternate form wth the new signature
specinen will also be sent to the First Hawaiian Bank
- University branch to update the authorization file if
a change in custodian is involved. Manoa Canpus
cust odi ans shoul d cash their advance and repl eni shnent
checks at this institution while other canpus
cust odi ans shoul d deal with First Hawaiian branches and
have them contact the University branch for signature
verification if required.

c. Internal Auditor's Ofice:

The Internal Auditor's Ofice will wupdate records for
proper execution of responsibilities.

Detailed Instructions for Conpleting the "Change in Petty Cash
Custodi an/ Al ternate" form (Form PC 2).

a. Requesting UH Canpus/Dept: Enter the appropriate canmpus or
departnent (e.g. Agr-Bio Chem Honolulu CC).

b. Date: Enter the nonth, day, and year on which the formis
being submtted (e.g. 03/31/96).

c. New Custodi an Signature Speci nen and Nane, Forner Custodi an
Name: The new custodi an signature specinmen and nane are
required for any requested change in custodian. The fornmer
custodi an nust al so be identified.

d. New Alternate Signature Specinen and Nanme, Former Alternate
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Name: The new alternate signature specinen and nane are
required for any requested change in alternate. The fornmer
alternate nust also be identified.

e. Vendor Code: Enter the 11 digit vendor code (X
_ ) assigned to the custodian.

f. Effective Date of Replacenent: Enter the nonth, day, and
year of the effective date of the replacenent action (e.g.
06/ 30/ 96) .

g. The Dean/ D rector/Provost/ Chancel | or/ Vi ce-Presi dent and the
Fiscal Oficer are to sign and date the conpleted formto
certify approval of the request and to certify provision
for separation  of duties and custodian/alternate
famliarity with petty cash procedures. | ndi cate the
Nanme/ Title of the above signature, the Fiscal Oficer's
code and tel ephone nunber.

Note: Do not fill in the bottomportion of the form Central
O fice approval signatures will be reflected in this
section.

Avail ability of Forns

The Change in Petty Cash Custodi an/ Alternate form (Form PC- 2)
and Cash Count Sheet (Form PC-4) should be reproduced as
required.
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Form I'C-2 (DIS0) UNIVERSITY OF HAWAII Attachment 1
APM AB.813 Change in Petty Cash Custodian/Alternate
Requesting UH
Campus/Dept.: Date: / /
Custodian :
New Custodian Signature
New Custodian Name (Print or Type) Former Custodian name (Print or Type)
Altenate :
New Alternate Signature
New Alternate Name {Print or Typel} _ Former Alternate Name {Print or Type)
Vendor Effective Date of
Code : X Replacement : / {

| certify that provisions have been made for the separation of duties and that the
custodian and the alternate are completely familiar with petty cash procedures,
| certify approval of the requested action.

Signature-Dean/Director/ Date Fiscal Officer Signature Date
Provost/Chancellor/Vice-Pres.

Narme/Title (Print or Type) F. 0. Code

=rtye- b

Pre-Audit
Vendor Cade: X Clerk: Reviewed by:
Director of Disbursing Date
Established Fund
Account No.: Approved by:

Dir. of Financial Operations Date

General Insirugtions: Submit the original document to the Disbursing Office. The Cash Count Sheet {Form PC-4) to transfer
responsibifity and accountability must also be submitted to the Dishursing Office upen approval of the requested change in
rustodianfaltornate,
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Form PC-4 (DISE) p6ofé
Ravised 03/56 UNIVERSITY OF HAWAII Attachment 2
APM AB.819 Cash Count Sheet
Cate of
UH Campus/Dept.: Cash Count: / /
L.ocation of Fund
Vendor Cade: X Bidg./Rcom #:.
) Position
Custodian Name: Title:
Position
Alternate Name: Title:
Fiscal Officer Name: F.0. Code:
l. CASH .
Coins: § 0.01 x = Currency 1§ 1.00 x =
.05 x = 2.00 x =
10 x = 5.00 x =
.25 x = 10.00 % =
B0 x = : 20.00 x )
. (1) TOTAL CASH.. ot e $
1. CHECKS NOT CASHED (use back if necessary)
Check # Date Amount
$
{from back if necessary) $
{2) TOTAL CHECK AMOUNT ... $
il QOUTSTANDING ITEMS
Replenishment Claims in Transit $ - .
Disbursements Not Claimed $ L
tndividual Advances $
{3) TOTAL QUTSTANDING ITEMS. ..o $
1V, TOTAL Total of (1), {2), and (B} i e riias s $
ADD Shortage/DEDUCT Overage.......ooceeeeriiieienricianann. $
DECUCT Temporary InCreasSe. v iiat i naanreraaneeeaannns $
Permanent Authorized Fund Amount..........iiiiii i, $

| certify that the information provided above on the cash count of petty cash funds is true and correct.

Signature - Custodian Date Signature - Former Custodian Date
Signature - Alternate Date Signature - Former Alternate Date
Signature - Fiscal Officer Date

; The fustodian and the aliernate fverification} signatures are raguired for all cash counts, Custodian/Alternale gash
gounts arg reaics ily. Formar custodianfalternate signatures are required only if a change in custodian/
aiternate is initiated and all individuals are present for the transfer of rasponsibility and accountability. Qtherwise separste cash counts are
raquired for the new custodianfaliernate and the lormer custodian/alternata. The Fisgal Otficer’s stanature is required for any_cosh counl
related to 8 changs in custodianialtarnate. The Flsgal Qfficac’s sianatura s alse requited en the unannounced cash count that myst be
canducied by the liscal oflicer af laast once a vear.




