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A8.816 Petty Cash Overages or Shortage

1. Purpose

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

2. Responsibilities

a. Each Campus/Department Office is responsible for the
security of petty cash funds and must report petty cash
overages and shortages on the Petty Cash Overage/Shortage
Report.  The Report must be certified by the custodian, the
Fiscal Officer, and the Campus/Department Head (Dean/
Director/Provost/Chancellor/Vice-President). 

b. The Director of Financial Operations reviews each overage
and shortage occurrences and will direct the Disbursing
Office to conduct an investigation of the situation if
appropriate.

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

3. Guidelines

a. As stated in State of Hawai‘i Accounting Manual (Vol. II,
section 825), petty cash overages are the property of the
State.  This rule must be followed even if the source of
the cash advance was a non-General fund operating account
because the actual source of the overage was
indeterminable.

b. The individual (custodian, alternate, fiscal officer) who
has performed the cash count that uncovered or confirmed
the overage or shortage is responsible for initiating
action to prepare and submit the Petty Cash Overage/
Shortage Report to the Disbursing Office.
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4. Overage Procedures

a. Campus/Department Office:

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

2) If an overage is fully researched and still cannot be
clarified and corrected, then the funds become the
property of the State.  All units should deposit the
cash with the Cashier's Office under the object symbol
0712, "Unclaimed Monies and Cash Overages" (Refer to
A8.701 - Receipting and Depositing of Funds Received by
the University).  The cash will be deposited into a
suspense account before being submitted to the State.
The Disbursing Office will coordinate the deposit of
funds with the State.

The Petty Cash Overage/Shortage Report must be prepared
and submitted to the Disbursing Office with a copy of
the 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 Office, Internal Auditor's Office:

1) The Director of Financial Operations will review the
Petty Cash Overage/Shortage Report.  If the
circumstances dictate, the Disbursing Office and the
Internal Auditor's Office will be directed to conduct
an investigation.

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

5. Shortage Procedures

a. Campus/Department Office:
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1) The cash count is the specific procedure that
determines the extent of the petty cash shortage. 

 The existence 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 must be fully
researched in an attempt to uncover the source.
Transactions and replenishment claims processed since
the last balanced cash count should be reviewed.  In
many situations the source of the discrepancy will be
the incorrect disbursement of cash, the incorrect
preparation of replenishment claims, outstanding cash
advances, or an incorrect cash count.  In inexplicable
cash shortage situations, consideration must always be
given to the possibility of theft or embezzlement.

2) In any inexplicable cash shortage situation, Campus
Security should be directed to conduct an
investigation.  The investigation would confirm any
indication of forced entry to the building, safe, cash
box or any security deficiencies.  As determined by the
situation, the Police Department should be notified if
appropriate.  Investigative reports by Campus Security
and the Police Department are to be maintained to
document the situation.

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

4) Prepare documents to report the shortage:

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

b) Loss or Damage Report of State Property
Prepare the Loss or Damage Report of State
Property (Attachment 2) that is required by the
State Risk Management program.

c) Authorization for Payment form (FMIS-2)
Prepare an AFP to reimburse the petty cash fund
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for the shortage (Refer to A8.861 - Authorization
for Payment).

- The funding source should be a related account 
  code.
- The object symbol "7200" is to be used.
- The payee is to be the petty cash custodian.
- The "Reason for Payment" section should be     
  completed with:

  Petty Cash Fund Shortage.

  Approved by:_________________________________
 Director of Financial Operations

Note: In any shortage situation, reimbursement of the
petty cash fund must be carefully considered if
the source of the shortage has not been
determined.  In situations where the problem is
identified, it is advised that the fund not be
reimbursed until corrective action is initiated.

5) The original Petty Cash Overage/Shortage Report must be
submitted to the Disbursing Office with a copy of the
Cash Count Sheet (Form PC-4), Campus Security report,
the Police report, and any other relevant
documentation.  Also attach the original Loss or Damage
Report and the original AFP for reimbursement. 

6) Embezzlement situations involve the stealing of funds
entrusted to one's care.  The required separation of
duties in the administration of the petty cash fund
serves to reduce embezzlement possibilities.  If any
embezzlement situation is suspected, the Campus/
Department Head is to be informed.  The Disbursing
Office and the Internal Auditor's Office should be
immediately informed of the situation (by memorandum),
and a joint investigation should be initiated.

b. Disbursing Office, Internal Auditor's Office:

1) The Director of Financial Operations will review the
Petty Cash Overage/Shortage Report.  If the
circumstances dictate, the Disbursing Office and the
Internal Auditor's Office will be directed to conduct
an investigation.

2) Upon approval by the Director of Financial Operations,
the Disbursing Office will process the AFP for
reimbursement of the petty cash fund and submit a copy
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of the shortage report to DAGS (Audit Division).  The
Procurement, Property and Risk Management Office will
coordinate the processing of the State claim and will
contact the Campus/Department Office for the proper
handling of the award.  The Disbursing Office and the
Internal Auditor's Office will maintain a copy of the
Petty Cash Overage/Shortage Report for their files.

6. Detailed Instructions for Preparing the "Petty Cash
Overage/Shortage Report" (Form PC-3)

a. UH Campus/Dept:  Enter the appropriate campus and
department (e.g. Agr-Bio Chem; Honolulu CC).

b. Date:  Enter the month, day, and year on which the form is
being submitted (e.g. 03/31/88).

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

Section I. Overage

d. Amount:  Enter the amount of the overage in dollars and
cents.

e. Explanation of circumstances:  Provide details of the
situation.

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

Section II. Shortage

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

g. Discovered missing on--(Date), (Time), By (Name), (Title):
Enter the required information.  The individual will
normally be the custodian, alternate, or Fiscal Officer
through performance of the cash count.

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

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

j. Explanation of circumstances:  Provide details of the
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situation.  Specifically indicate if theft or embezzlement
is suspected.

k. Corrective Action:  Provide details for any corrective
action/security measures instituted to prevent recurrence
of the shortage.  Indicate any planned corrective
action/security measures and the anticipated inception of
such action.

l. Reimbursement to be charged to--Account Code:  Indicate the
account code that is being charged for the reimbursement of
the petty cash fund.

Note: Attach copies of the Cash Count Sheet(Form PC-4),Campus
Security Report, Police Report, and any other relevant
documentation to this form.  Also attach the original
Loss or Damage Report and  the original AFP for
reimbursement. 

m. Custodian, Fiscal Officer, Campus/Department Head Signature
and date:  The Custodian, the Fiscal Officer, and the
Campus/Department Head (Dean/Director/Provost/Chancellor/
Vice-President) are to sign and date the form to certify
the accuracy of the information provided and to certify the
request for reimbursement.

7. Availability of Forms

The Petty Cash Overage/Shortage Report (Form PC-3) should be
reproduced as required.  The Loss or Damage Report of State
Property is available upon request from the Office of
Procurement, Property and Risk Management.










