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Cash Fund
1. Purpose

To provide Petty Cash Fund procedures related to:

a.
b.
C.
d.

e.

establ i shnent of a fund,

decreasing the fund,

cl osing the fund,

permanently increasing the fund, and

tenporarily increasing the fund.

The "Request for Petty Cash Fund" form Form PC-1 (Attachnent

1)

is used to initiate the required action.

2. Responsibilities

a.

Each Canpus/Departnent Ofice that requires the above
mentioned action on a petty cash fund is responsible for
submtting the original Request for Petty Cash Fund formto
the Disbursing Ofice.

The Disbursing Ofice is responsible for coordinating
action requests internally wthin the University
organi zation as well as externally wth the Departnent of
Accounting and General Services.

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

3. GQidelines

a.

Aut hori zed Fund Anmount

The Aut horized Fund Anmobunt of a petty cash fund shoul d be
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sufficient to sustain petty cash operations for 21 working
days based on an average bi-weekly (every two weeks)
repl eni shnment schedul e.

The petty cash fund disbursenent records are exam ned
periodically to determ ne whether a pernmanent increase or
decrease of the Authorized Fund Anobunt is appropriate. The
situation nust be carefully considered to distinguish
steady, continual requirenents from seasonal requirenents.
The fornula reflected in Attachment 1 is generally used to
gui de permanent funding levels. |In situations where fund
activity is very low, consideration should be given to the
closing of the fund based on the assunption that it may be
possi bl e to make arrangenents with a related departnment to
cover the mniml petty cash di sbursenent needs.

Hi gh | evel seasonal requirenents are to be accommodat ed
t hrough tenporary increases to the fund. These needs are
to be anticipated, and requests for tenporary increases
submtted prior to the peak periods. The tenporary
increases are to be returned upon resunption of nornal
activity. The Treasury and Logistical Operations Ofice
coordi nates all registration-related (General f und)
tenporary increases for inprest check accounts and change
funds but not petty cash funds as these funds are not
normal |y affected by registration.

The Disbursing Ofice wll instruct a canpus/departnent
unit to increase, decrease, or close a petty cash fund
based on the annual review of disbursenent activity. The
Internal Auditor's Ofice will also nake recommendati ons
based on findings fromfield audits.

Appoi nt nent of the Custodian and Alternate

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.

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. Authorization of Request for Action

Al'l petty cash fund requests for action nust be approved by
t he Canmpus/ Depar t ment Head (Dean/ Di rector/ Provost/
Chancel l or/ Vice-President) and the Fiscal Oficer. The
Fiscal Oficer assunes responsibility for the proper
execution of admnistrative duties while the Canpus/
Departnment Head is ultimately responsible for the proper
admnistration of the Petty Cash Fund and will be held
account abl e.

4. Pr ocedur es

a. Est abl i shnent Pr ocedur es

1) Canpus/ Departnent O fice:

a) Canpus/Departnent O fices seeking to establish a
petty cash fund nust submt the original Request
for Petty Cash Fund formto the D sbursing Ofice
for review at least one nonth in advance of
expected fund usage.

b) If a non-general fund account is to be charged for
t he advance, the account code nust be indicated
and Authorization for Paynent (AFP) docunent
(FMS-2) nmust be submtted with the request form
to process the advance paynent.

c) The requested authorized fund anmount should be
based on the guideline of adequately sustaining
activity for 21 working days. A justification for
the fund and an explanation of the basis for
determ nation of the authorized fund anount are
required. (Refer to section 3.a of this procedure
for details.)

d) The appointed custodian and the alternate are to
be identified on the formw th signature specinens
provi ded. These appointnments nust be consistent
with the guidelines for selection and separation
of duties as specified in section 3.b of this
pr ocedure.
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2) Disbursing Ofice:

a)

b)

Upon approval by the Dorector of Financia
Operations, a request will be processed to obtain
a check for the initial operating cash.

A transmttal nmeno wll be sent to Canpus/
Departnent Head with the check and a copy of the
approved Request for Petty Cash Fund form The
transmttal meno nust be certified by the
Canmpus/ Departnent Head for receipt of funds and
returned to the Disbursing Ofice. A copy of the
Request for Petty Cash Fund form wth the
custodian's signature specinmen wll be sent to the
First Hawaiian Bank - University Branch to
establish an authorization file. It is suggested
t hat Manoa Canpus custodi ans cash their advance
and repl eni shnment checks at this institution while
ot her canpus custodians should deal with First
Hawai i an Bank branches and have them contact the
University branch for signature verification if
required.

The D sbursing Ofice wll assign a vendor code to
the custodian for designation in the fiscal
system Disbursing Ofice records are updated to
i nclude the newy established petty cash fund.

3) Internal Auditor's Ofice:

The Internal Auditor's Ofice updates records for the
schedul i ng of audits.

b. Decr ease/ Cl ose Procedures

1) Canpus/ Departnent O fice:

a)

b)

Canpus/ Departnent O fices requesting a decrease or
the closing of a petty cash fund nust submt an
original Request for Petty Cash Fund formto the
Di sbursing Ofice. The Authorized Fund Anount
should be reviewed periodically through careful
exam nation of petty cash disbursenment records.
St eady, continually reduced requirenents nust be
di stingui shed fromseasonally reduced requirenents
to determ ne the necessary action.

Request for permanent action to decrease or close
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the petty cash fund nust be justified with an
explanation of the situation and a quantitative
analysis to support the requested change unless
the action was dictated by the Di sbursing Ofice.
(Refer to section 3.a of this procedure for
details.)

A final cash count nust be perfornmed by the
custodian and verified by the alternate prior to
the closing of a petty cash fund and a copy of the
Cash Count Sheet (FormPC-4) is to be attached to
the request to close the account (Refer to A8.819
- Cash Counts of the Petty Cash Fund).

Canmpus/ Departnent units are to await receipt of
the approved decrease/close requests from the
Di sbursing Ofice before depositing the funds.
All units are to deposit the cash through the
Cashier's Ofice wth the approved request form as
a supporting docunent. The cash will be deposited
into a suspense account before being submtted to
the State (CGeneral Fund advance) or into the
operating account form which the advance
originated (Non-Ceneral Fund advance) (Refer to
A8.701 - Receipting and Depositing of Funds
Received by the University). A copy of the UH
Treasury Deposit slip is to be submtted to the
Di sbursing O fice for verification of deposit.

Di sbursing Ofice:

a)

b)

Upon approval of fund decrease/closing by the
Director of Financial Operations, a copy of the
approved Request for Petty Cash Fund formw || be
transmtted to the requesting canpus/departnment
of fice.

The canpus/departnent unit will initiate steps to
deposit the funds (Refer to section 4.b.1)d) of
this procedure for details).

Internal Auditor's O fice:

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

Per manent and Tenporary | ncrease Procedures
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Canmpus/ Departnent O fi ce:

a)

b)

Canpus/ Departnment O fices requesting pernmanent and
tenporary increases to the petty cash fund nust
submt the original Request for Petty Cash Fund
formto the D sbursing Ofice for review at |east
one nonth in advance of the expected funding
requirenment. The Authorized Fund Anmobunt shoul d be
revi ewed periodically based on careful exam nation
of petty cash fund di sbursenent records. Steady,
continual requirenments nust be distinguished from
seasonal requirenments to determ ne the necessary
action.

Both permanent and tenporary increases nust be
justified with an explanation of the situation and
a quantitative analysis to support the requested
change (Refer to section 3.a of this procedure for
details). The return date for tenporary increases
must be indicated. Canpus/Departnent Ofices are
responsible for pronpt return of tenporary
increase funds. The return of funds is executed
in the sanme manner as described in section
4.b.1)d) of this procedure.

I f a non-general fund account is to be charged, an
AFP nust be submtted with the request for a
permanent or tenporary increase in funding to
process the advance.

Di sbursing Ofice:

a)

b)

Upon approval by the Dorector of Financia
Qperations, fund increases will be accomodated
t hrough the processing of a request to obtain a
check.

A transmttal menmn wll be sent to the
Canpus/ Departnment Head with the check and a copy
of the approved Request for Petty Cash form The
transmttal meno nust be certified by the
Canmpus/ Departnent Head for receipt of funds and
returned to the Disbursing Ofice.

Internal Auditor's O fice:

The Internal Auditor's Ofice will update records for
proper execution of responsibilities.
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Detailed Instructions for Conpleting the "Request for Petty

Cash Fund" form (Form PC 1)

a.

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

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

Action Requested: Check the appropriate bl ock.

Source of Funds for Advance: Check either the "General”
fund block or the "Qher" fund block. If "Oher" fund is
sel ected, enter the type of fund -- Federal, Special,
Revol ving, Trust, or Agency.

Specify Account code if "Qther" Funds: |[If "OQther" fund is
sel ected, enter the appropriate 6 digit account nunber that
t he advance will be assessed against (e.g. 326867).

Amount - Currently Authorized: |Indicate the existing |evel
of fundi ng.
Anmount - Requested | ncrease/ <Decr ease>: I ndicate the

request ed anount of funding increase or decrease. Decrease
requests are to be reflected as negative nunbers (e.g

<500. 00>). For closing of fund requests, the negative
ampunt in this section conpletely negates the anount
reflected in "Amunt-Currently Authorized". For
establ i shment requests, enter the initial amount requested.

Expl anati on/ Justification for Request / Basi s for
Armount / Physi cal Security: Provide an explanation/
justification for the request. Describe the situation and
provi de the quantitative analysis in determ nation of the
requested initial anmount or change in amount. (Refer to
section 3.a of this procedure for guidelines.) Describe
t he physical security nmeasures that will be instituted to
saf eguard the petty cash fund (e.g. storage of cash in a
safe with limted access, safety glass or a deadbolt
installed in building, etc.).

Attach a separate page if additional space is required.
Return date for tenporary increase: Enter the nonth, day,

and year of the date return for the tenporary increase
(e.g. 06/30/96). This section is conpleted only for
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tenporary increase requests.

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

Custodi an/ Alternate - Signature Specinen and Nanme: The
custodi an and alternate signature speci nens and nanes are
required only for request to establish a petty cash fund.

The Dean/ Director/ Provost/ Chancel | or/ Vi ce- Presi dent and t he
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 wth petty cash procedures. | ndi cate the
Nanme/ Title of the above signature, the Fiscal Oficer's
code and tel ephone nunber.

Do not fill in the bottom portion of the form Centra
O fice approval signatures will be reflected in this
section.

6. Availability of Fornms

The

request for Petty Cash Fund form (Form PC-1) should be

reproduced as required.
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APM 28812 Request for Petty Cash Fund Attachment 1
Requeasting UH
Campus/Dept.: _ Date: ! /
Action
Requested: Establishment [:} Permanent Increase
Decrease/Close D Temporary Increase

Source of Funds

o4 Ui

for Advance: General Specity Account Code
if "Other”
Qther; Funds:
' Amount-Requested
Amount-Currently Authorized: Increase/{Decrease):

Explanaticn/Justification for Request/Basis for Amount/Physical Security :

Return date Location of Fund
for temporary increase: / / Bidg./Room #:

COMPLETE #OR ESTABLISHMENT BEQUEST ONLY

Custodian Signature Date Alternate Signature Date

Custodian Name/Title {Print or Type) Alternate Name/Title {Print or Type)

| 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.

Name/Titie (Print or Type) F. 0. Code Phone #
DISBURSINGIOFEIGEUSEIONLY SO aiig

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

Dir, of Financial Operations Date

General Instructions; Submit the original document to the Disbursing Office. The Cash Count Sheet (Form PC-4} to document
the closing of a fund must also be submitted to the Disbursing Office upon approval of the request to close a fund.
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Attachment 2

RECOMMENDED PETTY CASH/IMPREST CHECK

AUTHORIZED FUND AMOUNT

The recomrended petty cash/inprest check Authorized Fund Amount is
based on an average bi-weekly (every two weeks) repl eni shnent cycle
whi ch requires sufficient cash to sustain operation for 21 working
days. The recomrended Aut horized Fund Amount | evel inposes a 100%
t ur nover rate and therefore equals the average nonthly
di sbur senent:

Tot al Di sbursenents
Aut hori zed Fund
Anmpbunt =

Nunber of Mbont hs of
Di sbur senent

Not e: The fornmula should preferably be conputed over
a one year period to account for seasonal
fluctuations.



