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A8.819 Cash Counts of the Petty Cash Fund
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3.

Pur pose

To provide procedures for cash counts of petty cash funds. The
"Cash Count Sheet", Form PC-4 (Attachnment 1) is wused to
docunent the cash counts.

Responsi bilities

a. The petty cash custodian is responsible for performng cash
counts at |east once a week (preferably daily). The cash
count is to be verified by the alternate. Cash counts nust
also be performed to transfer responsibility and
accountability related to a change in the custodian or the
alternate. A final cash count is to be perforned by the
custodian and verified by the alternate prior to the
closing of a petty cash fund for formal docunentation
pur poses.

b. The Fiscal Oficer is responsible for conducting
unannounced cash counts, as frequently as necessary to
ensure proper adm nistration of the petty cash fund, but at
| east once a year. In conjunction with the unannounced
cash counts, the Fiscal Oficer should conduct reviews of
procedures and records as frequently as necessary to ensure
proper adm nistration of the petty cash fund. The Fi scal
O ficer is also responsible for coordinating cash counts
related to a change in the custodian or the alternate.

Qi del i nes

a. The Fiscal Oficer's unannounced cash count serves as a
basic control in the petty cash system Al t hough the
unannounced cash count is required at |east once a year,
nmore frequent cash counts by the Fiscal Oficer may be
necessary to uncover irregularities.
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In exceptional cases where the Fiscal Oficer is also
acting as the fund custodian, the Fiscal Oficer's
i mredi ate supervisor is responsible for conducting the
unannounced cash count. 1In the rare case where the Fiscal
Oficer's supervisor is the fund custodi an, the unannounced
cash count should be conducted by that individual's
i mredi at e supervi sor

The Fiscal Oficer is responsible for coordinating cash
counts related to a change in the custodian or the
alternate. Both the outgoing custodian/alternate and the
new custodian/alternate nust certify cash counts to
transfer responsibility and accountability. The Fisca
Oficer's signature is required on these Cash Count Sheets
to certify the accuracy of the information.

If the normal weekly (or daily) cash count is being
perfornmed by the alternate (custodian is unavailable), then
only the alternate's signature is required.

Canpus/ Depart nent Docunent ati on Requi renents

The petty cash custodian and the Fiscal Oficer are jointly
responsible for nmaintenance of Cash Count Sheets to
docunment proper performance of duties. The Cash Count
Sheets need not be submtted to central offices (except in
overage/ shortage situations, the closing of a petty cash
fund, or a change in custodian/alternate) but should be
mai ntained in office files and nmade avail able for review
upon request.

Pr ocedur es

a.

All cash counts should verify that the amobunt of cash in
the fund, the advance or replenishnent checks not yet
cashed, and the outstanding claim itenms equal the
established Authorized Fund Anmount. Any di screpancy
(shortage or overage) mnust be fully researched in an
attenpt to resolve the situation

I n many situations the source of the discrepancy wll be
the incorrect disbursenent of cash, the incorrect
preparation of replenishnment clains, outstanding cash
advances, or an incorrect cash count. Corrective actions
may be possi bl e upon discovery of the source of error. In
any inexplicable cash shortage situations, consideration
must always be given to the possibility of theft or
enbezzl enent .
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The custodian and the alternate are to informthe Fiscal
Oficer and the Campus/ Departnent Head of any inexplicable
di screpancies or the Fiscal Oficer will wuncover them
directly through his unannounced cash counts. Appropriate
corrective action nmust be initiated by the Fiscal Oficer
and t he Canpus/Departnment Head in response to di screpancies
(Refer to A8.816 - Petty Cash Overages and Shortages).

Detailed Instructions for Conpleting the "Cash Count Sheet",

(For m PC- 4)

a.

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

Date of Cash Count: Enter the nonth, day, and year on
whi ch the cash count is being conducted (e.g. 03/31/96).

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

Location of Fund - Bl dg/ Room #: Enter the nanme or nunber
of the building and the room nunber in which the petty cash
funds are kept.

Custodian Nanme and Position Title, Alternate Name and
Position Title, Fiscal Oficer Name and F. O Code: Print or
type the required information for documentation purposes.

|. Cash: Indicate the nunber of coins or currency and the
associ ated values (e.g. $0.05 x 12 = $0.60, $5.00 x 4 =
$20.00). Indicate the sumof the "Total Cash" at the end
of this section.

1. Checks not Cashed: List information on al
repl eni shnment and advance checks not yet cashed. Indicate
t he check nunber, the check date, and the check anbunt.
I ndi cate the sumof the "Total Check Ampunt” at the end of
this section.

1. Qutstanding Itenms: Indicate the anmounts associ ated
with all replenishment clains in transit, disbursenents for
whi ch repl eni shnent cl ai ns have not yet been submitted to
the D sbursing Ofice, and individual advances where
transactions are not conpleted. I ndi cate the "Total
Qutstanding Itens" at the end of this section.

V. Totals: Summarize the total amounts from sections |
1, and I11I. Conmpare this anobunt to the permanent
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Aut hori zed Fund Amount which should be reflected on the
last line of this section. Any difference will either be
a tenporary cash increase, a shortage, or an overage.
These figures should be properly reflected on the
appropriate lines.

J. Custodian Signature and Date, Aternate Signature and Date:
The custodian is to sign and date the conpleted formto
certify the accuracy of the information. The alternate is
to sign and date the conpleted formas verification for the
accuracy of the information.

k. Fornmer Custodian's Signature and Date, Fornmer Alternate's
Signature and Date: The fornmer custodian/ alternate

si gnat ures are required only i f a change in
custodian/alternate is initiated and all individuals are
pr esent for the transfer of responsibility and
accountability. O herwi se separate cash counts are

required for the new custodian/alternate and the forner
cust odi an/ al ternate.

|. Fiscal Oficer's Signature and Date: The Fiscal Oficer's
signature is required for any cash count related to a
change in custodian/alternate. The Fiscal Oficer's
signature is also required on the unannounced cash count
that nust be conducted by the Fiscal Oficer at |east once
a year. In unusual situations, an individual other than
the Fiscal Oficer should sign and date this section (Refer
to section 3.a of this procedure for details).

Availability of Forns

The Cash Count Sheet (Form PC-4) should be reproduced as
required.
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Foarm #1024 (DHEE) .
RN UNIVERSITY OF HAWAL Attachment 1
AFM A8.819 Cash Count Sheet
Date of
UH Campus/Dept.: Cash Counts / /
Location of Fund
Vendor Code: X Bldg./Room #:
Position
Custodian Name: Title:
Position
Alternate Name: Title:
Fiscal Officer Name: 0. Code:
l. CASH
Coins : & 0.01 x = Currency : $100x _ =
05 x = 200x =
A0 x = 5.00 x =
25 x = 10.00 x =
50 x = 20.00 x =
{1 TOTAL CASH. .o 3 .
i1 CHECKS NOT CASHED (use back if necessary)
Check # Date Amount
..... $
flrom back if necessary) $ e
{2) TOTAL CHECK AMOUNT. . S
. CUTSTANDING ITEMS
Replenishment Claims in Transit $
Disbursements Not Claimed $
Individual Advances §
{3 TOTAL QUTSTANDING ITEMS........o e $
V. TOTAL Total of (1), (2}, and {3). . e e e aiaee s ]
ADD Shortage/OEDUCT Overage.........ooo...... e s
DEDUCT Temporary BICrease. e iain e $
Permanent Authorized Fund Amount......... e $

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

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

Genaral Insteuctions: The custodian and tha alternale dveriticationd signatures_ are rexuiced Toc all cash.counts,  Custodian/Allernate cash
gpunls_mle_d_aljga_s_[mjgm_qrm;_ab[y__d_aj]y Former custodianfaliernate signatures are required only il 3 change in custodian/
alternals is initiated and all individuals are prasent (or the lransfer of responsibility and accountability. Otherwiso saparate cash counts arp
required for the naw custodianfalternate and the former custodian/alternate. Ihe Fiscal Officer s siansture is reguired lor any cash couit
elated {9 a_change in_custodian/alternata,  The Fiscal Qfflved's sinnaiure s alzo required on the unannaunsed cash count thatmust be
conducted by she fiscal officer atleast ouce.a xear.




