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A8.816 Petty Cash Overages or Shortage

1. Pur pose

To provide a procedure for reporting cash overages and
shortages in the petty cash fund. The "Petty Cash
COver age/ Shortage Report"”, Form PC-3 (Attachnment 1) is used to
report all occurrences.

2. Responsi bilities

a. Each Canpus/Departnent Ofice is responsible for the
security of petty cash funds and nust report petty cash
overages and shortages on the Petty Cash Overage/ Shortage
Report. The Report nust be certified by the custodian, the
Fiscal Oficer, and the Canpus/Departnent Head (Dean/
Di rector/ Provost/ Chancel | or/ Vi ce- Presi dent).

b. The Director of Financial Operations reviews each overage
and shortage occurrences and will direct the D sbursing
O fice to conduct an investigation of the situation if
appropri ate.

c. The Internal Auditor's Ofice is responsible for assisting
in the review and correction process.

o

del i nes

a. As stated in State of Hawai ‘i Accounting Manual (Vol. 11
section 825), petty cash overages are the property of the
State. This rule nust be followed even if the source of
t he cash advance was a non-CGeneral fund operating account
because the actual source  of the overage was
i ndet er m nabl e.

b. The individual (custodian, alternate, fiscal officer) who
has performed the cash count that uncovered or confirnmed
the overage or shortage is responsible for initiating
action to prepare and submt the Petty Cash Overage/
Shortage Report to the Di sbursing Ofice.
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Over age Procedures

a. Canpus/Departnent O fice:

1)

2)

The <cash count is the specific procedure that
determ nes the extent of the petty cash overage. The
exi stence of an overage is either uncovered through the
performance of a cash count or a cash count 1is
initiated because an overage is suspected (Refer to
A8.819 - Cash Counts of the Petty Cash Fund).

| f an overage is fully researched and still cannot be
clarified and corrected, then the funds becone the
property of the State. Al units should deposit the
cash with the Cashier's Ofice under the object synbol
0712, "Unclainmed Mnies and Cash Overages" (Refer to
A8. 701 - Receipting and Depositing of Funds Recei ved by
the University). The cash will be deposited into a
suspense account before being submtted to the State.
The Disbursing Ofice will coordinate the deposit of
funds with the State.

The Petty Cash Overage/ Shortage Report nust be prepared
and submtted to the Disbursing Ofice wwth a copy of
t he Cash Count Sheet, Form PC-4 (Refer to A8.819 - Cash
Counts of the Petty Cash Fund) and a copy of the UH
Treasury Deposit slip.

b. Disbursing Ofice, Internal Auditor's Ofice:

1)

2)

The Director of Financial Operations will review the
Petty Cash Overage/ Shortage Report. | f t he
ci rcunstances dictate, the D sbursing Ofice and the
Internal Auditor's Ofice will be directed to conduct
an investigation.

Upon approval by the Director of Financial Qperations,
the Disbursing Ofice will coordinate the deposit of
funds with the State and submt a copy of the overage
report to DAGS (Audit Division). The D sbursing Ofice
and the Internal Auditor's Ofice will maintain a copy
of the Petty Cash Overage/ Shortage Report for their
files.

Short age Pr ocedures

a. Canpus/Departnent O fice:



1)

2)

3)

4)
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The <cash count is the specific procedure that
determ nes the extent of the petty cash shortage.

The exi stence of a shortage is either uncovered through
the performance of a cash count or a cash count is
initiated because a shortage is suspected (Refer to
A8.819 - Cash Counts of the Petty Cash Fund). Any
shortage indicated by a cash count nust be fully
researched in an attenpt to uncover the source.
Transactions and repl eni shnment cl ai ns processed since
the | ast bal anced cash count should be reviewed. In
many situations the source of the discrepancy wll be
the incorrect disbursenent of cash, the incorrect
preparation of replenishment clains, outstanding cash
advances, or an incorrect cash count. In inexplicable
cash shortage situations, consideration nust always be
given to the possibility of theft or enbezzl enent.

In any inexplicable cash shortage situation, Canpus
Security shoul d be directed to conduct an
i nvestigation. The investigation would confirm any
indication of forced entry to the building, safe, cash
box or any security deficiencies. As determ ned by the
situation, the Police Departnent should be notified if
appropriate. Investigative reports by Canpus Security
and the Police Departnent are to be maintained to
docunent the situation.

Based on the investigations of the situation, all
appropriate safeguards should be instituted (e.g.
installation of new |ocks, safety glass, restricted
entry, etc.).

Prepare docunents to report the shortage:

a) Petty Cash Overage/ Shortage Report (Attachnment 1)
Prepare the report, explaining the circunstances
and indicating the corrective actions initiated or
pl anned (Refer to section 6 of this procedure for
details).

b) Loss or Danmage Report of State Property
Prepare the Loss or Damage Report of State
Property (Attachment 2) that is required by the
State Ri sk Managenent program

c) Authorization for Paynent form (FM S-2)
Prepare an AFP to reinburse the petty cash fund




Not e:

5)

6)
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1)

2)
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for the shortage (Refer to A8.861 - Authorization
for Paynent).

- The fundi ng source should be a rel ated account
code.

- The object synbol "7200" is to be used.

- The payee is to be the petty cash custodi an.

- The "Reason for Paynent" section should be
conpleted wth:

Petty Cash Fund Short age.

Approved by:

Director of Financial Operations

In any shortage situation, reinbursement of the
petty cash fund nust be carefully considered if
the source of the shortage has not been
det er m ned. In situations where the problemis
identified, it is advised that the fund not be
rei nbursed until corrective action is initiated.

The original Petty Cash Overage/ Shortage Report nust be
submtted to the Disbursing Ofice wth a copy of the
Cash Count Sheet (Form PC-4), Canpus Security report,
t he Pol i ce report, and any ot her rel evant
docunentation. Also attach the original Loss or Danage
Report and the original AFP for reinbursenent.

Enbezzl enment situations involve the stealing of funds
entrusted to one's care. The required separation of
duties in the admnistration of the petty cash fund
serves to reduce enbezzlenent possibilities. If any
enbezzl enent situation is suspected, the Canpus/
Departnment Head is to be inforned. The Di sbursing
Ofice and the Internal Auditor's Ofice should be
imediately inforned of the situation (by nmenorandum
and a joint investigation should be initiated.

ursing O fice, Internal Auditor's Ofice:
The Director of Financial Operations will review the
Petty Cash Overage/ Shortage Report. | f t he

ci rcunstances dictate, the D sbursing Ofice and the
Internal Auditor's Ofice will be directed to conduct
an investigation.

Upon approval by the Director of Financial Qperations,
the D sbursing Ofice wll process the AFP for
rei mbursenent of the petty cash fund and submt a copy
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of the shortage report to DAGS (Audit Division). The
Procurenment, Property and R sk Managenment O fice wll
coordi nate the processing of the State claimand w |
contact the Canpus/Department O fice for the proper
handling of the award. The Di sbursing Ofice and the
Internal Auditor's Ofice will maintain a copy of the
Petty Cash Overage/ Shortage Report for their files.

Det ai | ed | nstructi ons f or Preparing the "Petty Cash
Over age/ Short age Report" (Form PG 3)

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

b. Date: Enter the nonth, day, and year on which the formis
being submtted (e.g. 03/31/88).

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

Section |I. Overage

d. Anpunt: Enter the anobunt of the overage in dollars and
cents.

e. Explanation of circunstances: Provide details of the
si tuation.

Note: Attach copies of the Cash Count Sheet (Form PC-4) and
the UH Treasury Deposit slip to this form

Section I1. Shortage

f. Amount: Enter the anmount of the shortage in dollars and
cents.

g. Discovered mssing on--(Date), (Tine), By (Nane), (Title):
Enter the required information. The individual wll
normal ly be the custodian, alternate, or Fiscal Oficer
t hrough performance of the cash count.

h. Canpus Security notified on --(Date), (Tine): Enter the
date and tinme that a request was initiated for Canpus
Security to conduct an investigation.

i. Police notified on --(Date), (Tinme): Enter the date and
time that a request was initiated for the Police to conduct
an investigation.

] . Explanation of circunstances: Provide details of the
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situation. Specifically indicate if theft or enbezzl enent
IS suspect ed.

k. Corrective Action: Provide details for any corrective
action/security measures instituted to prevent recurrence
of the shortage. I ndicate any planned corrective

action/security nmeasures and the anticipated inception of
such acti on.

| . Reinbursenment to be charged to--Account Code: Indicate the
account code that is being charged for the rei nbursenent of
the petty cash fund.

Note: Attach copies of the Cash Count Sheet (Form PG 4), Canpus
Security Report, Police Report, and any other relevant
docunentation to this form Also attach the original
Loss or Damage Report and the original AFP for
rei mbur senent .

m Custodi an, Fiscal Oficer, Canpus/Departnment Head Signature
and date: The Custodian, the Fiscal Oficer, and the
Canmpus/ Depart nent Head (Dean/ Director/Provost/ Chancel | or/
Vice-President) are to sign and date the formto certify
the accuracy of the information provided and to certify the
request for reinbursenent.

Avail ability of Forns

The Petty Cash Overage/ Shortage Report (Form PC-3) should be
reproduced as required. The Loss or Danage Report of State
Property is available wupon request from the Ofice of
Procurenent, Property and R sk Managenent.
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Ferm PC-3 [DISB)
Form PC-3 (01 UNIVERSITY OF HAWAI Attachment 1
APM A8.816 Petty Cash Overage/Shortage Report
UH Campus/Dept. : Date ; / !
Vendor Code : X
1.  QOVERAGE
Amaount :
Explanation of Circumstances @
Note : Attach {a) Cash Count Sheet, (b) a copy of the processed UH Treasury Deposit slip.
H. SHORTAGE
Amount :
Discovered missing on -- Date : { ! Time :
By Name : Title :
Campus Security notified on -- Date : { / Time :
Police notified on -- Date : / ! Time :

Explanation of Circumstances {indicate if theft, emblezziement suspected) :

Corrective Action :

Reimbursement to be charged to -- Account Code :

Note : Attached (a) Cash Count Sheet, {b] Campus Security report, {c} Police report (d} Loss or Damage
Report {original}, (e} AFP for reimbursement (originall, (1) Other relevant documentation.

| certify to the best of my knowledge and belief, that the information provided above is true,
correct, and complete.

Custodian Signature Date Signature-Dean/Director/Provost/ Date
Chancellor/Vice-President

Fiscal Officer Signature Date

General lnstructions: Submit the original Form PC-3 to the Disbursing Office with the required supporting documents.
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Report No.
(RM use)

STATE OF HAWAILI
LOSS OR DAMAGE REPORT OF STATE PROPERTY
(Risk Management)

DEFPARTMENT
UNIT/SCHOOL
{. TYPE OF LOSS (X): Theft _  FirefArson __ Vandalisa _ _~ Stare __ Others
{Specify)
2. DATE INCIDENT DISCOVERED TLHE a.nfp.a.
3. DATE INCIDENT QULURRED TIHE i.a0./p.n,

§. HOV WAS LOSS DISCOVERED

3. WHO DIGCOVERED LOSS T1ILE

b, WNHD 1S RESPONSIBLE FOR PROPEALY TIILE

7. AHOUNT GF LOSS 4

ATTACH A COPY OF THE DETAIL IMVENTODRY OF PROPERTY REPGRT GR DNTHER DOCUMENTS AHD ENDICATE THE I1TEHS TUAT
ARE INVOLVED IM THE LGSS. [N ACDIYIONM,. IHDICATE HEXT 10 EACH TTEX THE BUILDING AND ROOH HUMBER WMERE THIE
PROPERTY WAS LOCATED, [F APPLICABLE. MOIE: THIS {TER RUST BE COMPLIED WITH IN DRDER Il VERIFY EXISTENCE
GF THE PROPERTY,

8. If CAIME SUSPECTED:

a. WIERE ENTRY HADE NARMER
tbuilding and rocn 1) (windowidoor/louvre, elc.]

b. SECURITY TYPE OF SYSTEM
{fire/burqlar/patrel, etc.) fwindow/gate/alars/Tighls, ekc.|

c. [IMCIDENT REPORTED T0 LOEAL POLICE: RANE
BADGE HUHBER
STATIOR
DATE TIHE

9. DTHER PERTINEMT INFORMATION:

I CERTIFY TRAT TRE ABOVE 1S TRUE AHD CORRECT IO THE BEST OF MY KNOWLEDBE AND BELIEF,

Signature Bate

Briginal totr [OABS/Risk Nanagesent Fora RHP-001
Part | of 3
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Report No.

(RM

STATE OF HAWAII
SUPERVISOR'S LOSS OR DAMAGE REPORT OF STATE PROPERTY
(Risk Management)

use)

— i e m mem Tem

Generat Descriplion of Property Lost or Damiged:

L
Buiiding and Room No. Total
] &1 1. What acts, failure %o act and/or conditions contributed most directly to the loss? 1
LN !
P AL 1
L l
Py t
15| !
{ I 12, Rhat are the basic or fundamental reasons for the existence of these acls and/or conditions? (
FEI |
1 |
1 |
I i
i !
I EVALUATION | i
| !
[ Loss Severity Potential: Probable Recurrence Rate: {
! |
L1 Rajor 11 Serious | 1 Mirer [__ 1 Frequent | I Occasional ! | Rare !
! i
| P | ¥hat action has or will be taken to prevent recurrence? List all actions in sequences |
IR {. |
bE |
(' B SN _ t
| £ I !
bR 1, !
T Tl |
[0 S 1
rod !
i N |
1 | Bive date of inwediate action taken, Give date when action rouspleted, |
(| Ismediate Action |. 2, 1 &, 1
I 1 Action Completed 1. 2. 3. 5. |
i |
| Investigated by: ! Revipwed by: i
! | |
l [ I
{ Supervispr Date Phone Ho, Risk NManagesent Coordinaler Date Phone No. |
| |

HOTE: [N ORDER f0 RECEIVE REAHBURSENENT,.PARIS 1, 2 AND 3 KUST BE COMPLETED.

Original te: DAGS/Alisk Management

Fors RAP-O0]
Fart 2 of*3
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Report No.

(RM use)

STATE OF HAWAILI
SUPERVISOR'S LOSS OR DAMAGE REPDRT OF STATE PROPERTY
LIST OF PREVENTIVE ACTIONS NOT IMPLEMENTED
NAND REASONS
(Risk Management)

PROPERTY
Actiaon
Mo,  —~———rmemem e REASON ———————————ommmm e —
Original to: DAGS/Risk Management Form RMP-001

Part 3 of 3



