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A8. 815 Repl eni shnent of the Petty Cash Fund

1

Pur pose

To provi de procedures for the replenishment of the petty cash
fund. The Petty Cash Repl enishnment form (FM S-8) is used to
process the petty cash replenishnent clains (Attachnent 1).

Responsibilities

a. The custodian or (in his/her absence) the alternate, is

Q&

responsi bl e for properly claimng petty cash repl eni shnents
on a tinely basis. This responsibility extends to the
pr oper mai nt enance  of records, including required
supporting docunents.

The Fiscal Oficers and Program WMnagers (Approving
Authority) are responsible for ensuring that the petty cash
fund is being properly adm nistered. This includes
ensuring that the duties of the custodian/ alternate are
bei ng properly executed. The Fiscal Oficers and Program
Manager s are responsible for ensuring that t he
di sbursenents being cl aimed for repleni shnrent were issued
in accordance with applicable Federal and State | aws,
rul es, regul ations, and University policies and procedures;
and that sufficient funds are available to cover the
di sbur senent s.

del i nes

Timely processing of the replenishnment claimis critical in
mai nt ai ni ng an adequate supply of available cash and in
properly recording expenditures in the period when
i ncurred.

Any refund or return of cash nust be carefully adm nistered
to ensure that the inprest systemremains in balance. The
return of cash may result from a refund for a returned
item erroneous charge for an item etc. Generally, the
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rule to followis that the returned cash shoul d be
deposited to the petty cash fund if the repl eni shnent claim
has not been processed because the claim can still be
adjusted. |If the replenishnment claimhas been processed,
then the cash should be credited to the account code that
was originally charged through the processing of a UH
Treasury deposit slip as a reinbursenent of expenditure
(REX) . (Refer to A8.701 - Receipting and Depositing of
Funds Received by the University.) |Inproper adm nistration
of these transactions would result 1in cash count
di scr epanci es.

Corrective actions requiring additional cash do not pose
any difficulties as these would just be processed as
addi ti onal disbursenments wth supporting docunentation
provi ded.

Canpus/ Depart nent Docunent ati on Requi renents

Canmpus/ department units are responsible for maintaining
pr oper docunent ati on to support petty cash
repl eni shnment s/ di sbursenents i ncl udi ng:

1) Petty Cash Cainms/Summary of Replenishnment forns
(FM S-8) (Attachnent 1)

2) Authorization forns for petty cash di sbursenents
3) Item zed receipts

4) Certification of satisfactory receipt of goods and
services

Any other relevant supporting docunentation (I ogs,
menor anda, worksheets, etc.) should also be nmaintained.
These docunents are to be maintained in office files and
made avail able for review upon request. Copies are to be
mai nt ai ned when originals are required to be submtted to
other offices (e.g. FM S8, FM S-8A, item zed receipts,
etc.). Refer to A8.811 - Petty Cash Funds-Overview, section
5.a.6 for a conplete listing of docunents to be retained.

Di shursing Ofice Repl eni shnent Docunent Requirenents

The following docunents are to be submtted to the
Di sbursing O fice for repleni shnent purposes:

1) Oiginal Petty Cash Replenishnment form (FM S-8) and
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Petty Cash Di sbursenments (FM S-8A) (Attachnent 2).

Oiginal item zed receipts.

The original FMS-8 FMS-8A and one set of original
item zed recei pt docunents are to be submtted.

Pr ocedur es

a. Canpus/Departnent O fice:

1)

2)

3)

At the time of each di sbursenent, the appropriate entry
is to be made on the Petty Cash D sbursenent form
(FM S-8A) (Attachnent 2). D sbursements from all
sources of funding nmay be reflected on the sane form
The individual actually receiving the petty cash from
the custodian is required to sign the "Cash Paid To"
colum on the form To process for replenishnent, the
ampunts for all disbursenents nust be added and the
total indicated on the bottom of the sheet.

Each disbursenent nust be supported by an origina
item zed receipt. Invoices/receipts, delivery slips,
or cash regi ster tapes are acceptable for this purpose.
Cash regi ster tapes nust be annotated to indicate itens
purchased. All under-sized (less than 8-1/2" x 11")
docunents are to be affixed to a letter size sheet of
paper. All  requests for reinbursenent nust be
supported by proof of paynent.

I n speci al instances where recei pts cannot be obtained
(e.g. coin-operated photocopy machines and parking
nmeters) the expenses can be listed on an addi ng nmachi ne
tape with a description of the itens and certified
(signed by the claimant) that the expenditures were
incurred in the conduct of official business for which
no receipts were issued.

These original item zed receipts nust be submtted with
the FMS-8 and FMS-8A to the D sbursing Ofice.
Copies of these docunents should be nmamintained in
office files.

The Petty Cash Replenishnment form (FMS-8) nust be
conpl eted by summari zi ng the di sbursenents (listed on
the Petty Cash Disbursenments form FM S-8A) by each
uni que account code/ sub-code conbi nati on. Ensure that
the summary entries are cal culated correctly and that
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the total equals the total of disbursenments listed on
the FM S-8A Dbecause errors wll result in cash
di screpancies. Only expenditure entries are allowed
for petty cash funds. The entries nust be double
spaced.

The original item zed recei pt docunents (under-sized
docunents affixed on letter size sheets) are to be
nunbered and arranged in the same sequence as refl ected
on the FM S- 8A

Upon certification by the petty cash custodi an and the
Fiscal Oficer, the original of the FMS-8 is to be
submtted to the D sbursing Ofice. Only one set of
original receipt docunents is to be attached to the
original FM S-8 and FM S- 8A.

Q her supporting docunents such as the authorization
forns and the certification statenents for satisfactory
recei pt of goods and services are not required to be
submtted with the FMS-8 and FM S-8A but should be
maintained in office files and nade available for

review upon request. |f a canpus/ departnment unit
elects to submt these docunents with the FM S-8 and
FM S- 8A, copies of these docunents will still have to

be maintained in office files.

b. Disbursing Ofice:

1)

2)

1)

The Disbursing Ofice audits the docunents and
initiates replenishment processing if appropriate. | f
t he repl eni shnent claim includes an I npr oper
di sbursenment or a disbursenment wth insufficient
supporting docunents, the whol e repl eni shnent clai mmay
be returned to the canpus/departnent office.

The replenishment checks, nade payable to the petty
cash custodian, are distributed to the canpus/
departnent office through the Accounts Payabl e/ Check
Di stribution section of the D sbursing Ofice.

Canmpus/ Departnent O fice - Custodi an:

Upon receipt of the replenishment checks from the
Di sbursing Ofice, the custodian should imediately
cash the checks to maintain an adequate supply of
avai |l abl e petty cash. It is suggested that M-noa
Canmpus custodi ans cash replenishment checks at the
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First Hawaiian Bank - University branch, where an
aut horization file 1is established. Q her campus

custodians should deal wth First Hawaiian Bank
branches and have them contact the University branch
for signature verification if required.

2) If the custodian is not personally cashing the checks,
the custodian should restrictively endorse each check
before giving it to the individual who w1l cash them
(e.g. student help, other staff). To restrictively
endorse a replenishment check, the custodian should
sign his/her name on the back of the check and al so
type "Pay to the order of: (student or staff nane)".
The i ndividual should present a personal identification
card and an identification card of the custodian (wth
a signature specinen) at the time of cashing.

3) If replenishnent checks cannot be cashed i medi ately,
t hey should be stored with the petty cash in the | ocked
met al box. The repl eni shnment checks shoul d never be
endorsed until they are ready to be cashed.

4) It is especially inportant that changes to petty cash
custodi ans be recorded in the systemon a tinely basis
because all replenishnent checks are issued in the
custodian's nanme and therefore nust be personally

endorsed by that individual. [|f replenishment checks
are issued to a custodian that is no | onger avail able,
the checks will have to be voided and replacenent

checks issued. Journal Vouchers nust be prepared by
t he canpus/departnent unit to reverse the entries for
the voiding of the check (Refer to A8.641 - Journa
Vouchers) .

Avail ability of Forns

Supplies of the Petty Cash Repl enishnment form (FM S-8) and
Petty Cash Disbursenents form (FM S-8A) are avail abl e upon
request fromthe Disbursing Ofice.
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CAMPUS. ——
FMIS-8 ) _
DATE: Y SR N
| MM/DDAYY )
UNIVERSITY OF HAWAII T
PETTY CASH REPLENISHMENT H -
{ Shaded iterns represant information to be completed by Disbursing.
See reverse side for instructions )
CUSTODIAN'S NAME ( Last Name, First Name, Middle Initial | VENDOR CODE DEPARTMENT
ACCOUNT CODE SUBCODE P/FIN AMOUNT
0
" Grand Total $
{ cartify that the attached documents suppont disbursaments properly processed in accordance with petty cash fund procedures.
Proper supporting documentation are maintained in office files and are available for review upon request.
Signature - Custodian Date -
tcentify that: a) the attached documents support disbursements which wera issued in accordance with applicable laws, State policies and
procadures, University policies and procedures.
b) the supporting authorization documents were propsrly approved by the necessary authority.
c) the individual responsible for verification of satisfactory receipt of goods and services has certified acceptance.
d) adequate funds are available for the disbursemant,
Supporting documents to verify propar authorization and satisfactory receipt of goods and services are maintained in office files ang
ars available for review upon regquest,
Signature - Flscal Officer Date F.O._Code

Origination Date: 4/4/95 Revision Date; 2/28/96
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FORM INSTRUCTIONS Attachment 1
PETTY CASH REPLENISHMENT (FMIS-8) :

.
PURPOSE: To process petty cash replenishment claims.

DATAITEM ____ COMPLETION INSTRUCTIONS

All fields must be completed unless noted as_optional. Shaded items
represent information to be completed by Disbursing. Refer to APM
AB8.815 for detalled policies and procedures.

Claims for all fund types may be included on the same form.

CAMPUS Enter campus code. Refer to Table A12.099,
DATE Enter date form prepared.
DOCUMENT NUMBER Enter 6-digit document number after "H". First 3 digits, 3-digit Fiscal Officer

code. Last 3 digits are sequential control number assignment.
 Enter voucher number. |
CUSTODIAN'S NAME Enter custodian’s last name, first name, and middle initial.

VENDOR CODE Enter Custodian's assigned vendor code.
DEPARTMENT Enter department name.

Entries must be double spaced on form.
ACCOUNT CODE Enter 6-digit account code.
SUBCODE : Enter 4-digit subcode.

| Predefined.

P/FIN Enler “N" for direct payments. If a miscellaneous encumbrance has been
issued, enter a "P" for partial payment or "F" for final payment (any remaining
encumbrance deleted).

AMOUNT Enter amount per account distribution.
GRAND TOTAL Enter total petty cash replenishment claim.
SIGNATURES Signatures and dates are required by appropriate Custodian and Fiscal Officer.

= T A T
Submit the original Petty Cash Replenishment form, receipts, and supporting documents
to the Disbursing Office after approvals have been obtained.
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Abtachment 2

UNIVERSITY OF HAWAII
FORM INSTRUCTIONS
PETTY CASH DISBURSEMENTS (FMIS-BA)

PURPOSE: To cerify receipt of petty cash funds.

R e —— e
DATA ITEM COMPLETION INSTRUCTIONS

DEPARTMENT Enter departmant name.

CUSTODIAN Enter custodian's last name, first name, and middle initial.
DATE Enter transaction date.

REIMB. MO, Enter numerical sequence number (e.g., 1,2.3. etc.).
VENDOR Enter vandor name.

IMTEM/PURPOSE Enter item purchased with petty cash funds.

ACCOUNT CODE Enter B-digit account code.

SUBCODE Enter 4-digit subcode.

AMOUNT Enter amount of purchase.

CASH PAID TO (SIGNATURE) Signature is required by recaiver of petty cash.

TOTAL Enter total claim amount for this page.

Maintain FMIS-8A in office files to support petty cash disbursements.
FMIS-8A forms are to be avallable for review upon request




