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CASH. CASH CONTRCLS

| NTRODUCTI ON

This chapter sets forth the regul ati ons governing the
establ i shnment of University bank accounts, and the

del egation of signature authority to other University
representatives. In addition, the chapter details the
internal control procedures and the requirenents for the
separation of duties of individuals who are authorized to
handl e University funds. The accounting procedures used to
record cash in University funds are described in various

ot her accounting manual chapters, which are referenced in
specific sections below. These chapters detail the
procedures that nust be used in accounting for the
University's cash, and should be consulted in conjunction
with this chapter. |In addition, Business and Fi nance
Bul l etin BUS-49, Cashiering Responsibilities and Cuidelines,
outlines responsibilities for the operation of cashiering
activities.

1. GENERAL DESCRI PTI ON OF CASH OPERATI ONS

Wth the exception of petty cash and change funds, the
Treasurer of The Regents centrally manages all of the
University's cash. The Treasurer invests cash bal ances and
ensures that cash is available for payroll and other
di sbursenents when needed. All canpus receipts are
deposited in the Treasurer's depository accounts; nost
di sbursenents are made from control |l ed di sbursenent bank
accounts, which are reinbursed by the Treasurer as checks

* are cleared. Al Regents approved bank accounts have a
correspondi ng general | edger account except cash naintai ned
in petty cash and change funds, which do not require
Regent al approval .

Most of the University's operating cash is recorded in a
Current Funds account, called Treasurer's General Cash, in
the O fice of the President general |edger. CGeneral ly,
this account contains cash belonging to the five major fund
groups: Current Funds, Plant Funds, Endownent and Sim | ar
Funds, Loan Funds, and the Retirenent System Funds. Cash is
not identified by fund group except at fiscal year end when
bal ance sheets are prepared.

*Change 9/ 30/ 97 TL 74
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BANK ACCOUNT CONTROLS

A

REGULATI ONS GOVERNI NG BANK ACCOUNTS

The Byl aws of The Regents, establish the authority of
the President with respect to banking matters. Under
the Byl aws, the President "is authorized to designate
representatives of the University who may sign checks,
drafts, or other orders for the paynent of noney or
initiate electronic transfers of funds agai nst

Uni versity checking accounts, provided that all such
representatives are covered by a fidelity bond. The
President is authorized to approve the use of, and to
di rect banks or other depositories to honor the use of
facsimle signatures. The President shall be the
representative of the Corporation in, and is authorized
to execute agreenents in connection with, all matters
relating to bank accounts and bank services; banking
rel ati onshi ps; and financial and banki ng type services
provided by entities other than banks..."

ESTABLI SHVENT OF BANK ACCOUNTS

The President is the only officer of The Regents
authorized to instruct financial institutions regarding
aut hori zed signers on accounts. Chancellors, Senior

Vi ce President--Business and Fi nance, and the
Laboratory Directors are authorized to recommend to the
Presi dent those individuals authorized to sign on

di sbursenents accounts. This authority nay be

redel egated only once.

Al'l requests to open new bank accounts or for changes
to existing bank accounts nust therefore be submtted
to the Treasurer by the authorized individual. The
aut hori zation for a new bank account becones effective
when the office requesting the account receives a copy
of the Treasurer's letter to the bank, requesting that
an account be opened.

W THDRAWALS AND AUTHORI ZED SI GNERS
The Treasurer has the authority to make w t hdrawal s
from bank accounts. This authority, upon

recommendati on of the President of the University, can
be del egated to other University representatives.

*Change 6/ 30/ 05
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I11. BANK ACCOUNT CONTROLS (Cont.)
C. W THDRAWALS AND AUTHORI ZED SI GNERS ( Cont .)

Under the Byl aws of The Regents and present del egations
of authority for bank accounts for which the primary
purpose is to make paper or electronic paynents, the
Chancel | ors, Laboratory Directors, and the Senior Vice
Presi dent - - Busi ness and Fi nance recomend to the
Presi dent those representatives who are

* authorized to sign checks. Accounting Manual chapter
C-173-15, Cash: Check Controls, describes the signature
control procedures to be followed for checks of various
denom nations. Only the Treasurer has the authority to
i nstruct banks to honor manual or facsimle signatures
on checks.

D. DEPCSI TORI ES AND AUTHORI ZED SI GNERS

For depository bank accounts, and bank accounts used to
transfer funds between University bank accounts, the
Seni or Vice President--Business and Fi nance nmay

* recommend to the President, for his or her approval,
i ndi vi dual s who are authorized to make such transfers.
Wt hdrawal s from canpus depository bank accounts are
prepared and processed in the Treasurer's Ofice. Two
signatures or authorizations are required to
countersign checks or send wires: one by an authorized
representative fromthe Treasurer's Ofice and the
ot her by an authorized representative fromthe
Cor porate Accounting Ofi ce.

E. PERSONNEL

The University carries fidelity bonds that protect it
froml| osses associated with defal cations. These bonds
provi de coverage for all University enpl oyees,
effective as of the enployee's hire date; there is no
requi renment to notify the bondi ng conpany when an

i ndi vi dual ' s enpl oynent begi ns or ends.

I n addi tion, background checks are required for
cashiers. This includes a state felony review, a

m sdeneanor records review in a designated county, and
a national credit review, which nust be performed prior
to enploynment. Any felonies, msdeneanors, or

*Change 6/ 30/ 05 TL 94
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judgenents that resulted in a fraud related to cash,

st ocks, bonds, or any other financial transaction
shoul d be addressed i medi ately. Business and Fi nance
Bul l etin BUS-49, Cashiering Responsibilities and

Qui del i nes, provides further details regarding
background checks.

SEPARATI ON OF DUTI ES

Accounting Manual chapter D 224-17, Del egation of Authority-
-Signature Authorizations, describes the guidelines to be
fol | oned when del egating signature authority. Backup
personnel also are subject to all separation of duty
controls. Any deviation fromthese procedures should be
approved by the location's accounting officer.

A DI SBURSEMENT FUNDS
The follow ng m ni mum separation of duties applies to
i ndividual s in departnents and accounting offices who
are responsi ble for the disbursenent of funds:

1. Uni versity Departnents

The foll owm ng departnental duties should be
performed by different individuals:

(a) Authorized Signer - authorized to sign check
request transactions, provided a sanple of
his or her signature is on file in the
accounting office.

(b) Departnental Ledger Reviewer - reconciles the
departnent | edger, and prepares a docunent
reporting the transaction activity which
shoul d be reviewed by a manager

(c) Check Receiver - sends checks to payees.
Smal | er departnents with limted staff should
request that certain duties be perforned outside
the departnent in order to maintain the above
separation of duty controls.

2. Uni versity Accounting Ofices

The foll ow ng accounting office duties should be
performed by different individuals:

*Change 12/ 30/ 96
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| V. SEPARATI ON OF DUTIES (Cont.)

A
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DI SBURSEMENTS FUNDS ( Cont.)
Uni versity Accounting Ofices (Cont.)

2.

(a)

(b)

(c)

(d)

(e)

Check Request Reviewer - audits for
Uni versity busi ness purpose, applicable
University policy, original backup
docunent ati on, and aut horized signature.

Check Preparer (or automated) - prepares
check and | edger entry.

Check Issuer (or automated) - has check
signed and approves | edger entry.

Check Deliverer - check should be mail ed
directly to the payee. |If a check is
returned to the departnent, it should be sent
to the check receiver (see section A 1.(c) of
this section).

Reconciler - reconciles bank statenent to the
general | edger cash account.

DEPCSI TORY FUNDS

The foll owi ng mninmum separation of duties applies to
i ndi vidual s in departnments and accounting offices who
are responsi ble for depository funds:

1

Uni versity Departnents

The follow ng departnental duties should be
performed by separate individuals:

(a)

(b)

(c)

Mai | Distributor - opens mail and endorses
checks.

Cashier - collects cash, determ nes account
codi ng, and deposits in bank account or
delivers to anot her cashier.

Audi tor - ensures that all checks received
are deposited and account coded correctly;
al so recei ves checks returned to the
accounting office.

TL 67
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(d) Ledger Reviewer - reconciles departnental
accounting records to accounting office
records.

2. Uni versity Accounting Ofices

The foll owi ng accounting office duties should be
prepared by separate individuals:

(a) Records Maintainer - Receives returned itens
fromthe bank and returns to departnent;
mai nt ai ns deposit slip control.

(b) Reconciler - reconciles bank statenment to the
general | edger cash account.

TREASURER S DAI LY REPORT

The Treasurer's Daily Report, which is the docunent
used to record the Treasurer's cash transactions in the
CGeneral Ledger, lists the daily transfer activity for

t he bank accounts described in this chapter, with the
exception of petty cash, change funds, and trustee
accounts. To ensure that duties are appropriately
separated, the Treasurer's Ofice lists all deposits,

wi t hdrawal s, and bal ances for each of the bank accounts
then forwards the report to the Corporate Accounting

O fice for account coding.

GENERAL LEDGER CONTROLS

A

DEPCSI TORY FUNDS

Depository bank accounts are established by the
Treasurer for the purpose of depositing cash collected
at cashiering stations. This cash is considered part
of the Treasurer's Ceneral Cash. Accounting Mnual
chapter C-173-14, Cash: Canmpus Cash Col |l ection
Deposits, describes the specific accounting procedures
for depositing cash and recordi ng cash deposits.

Any departnment that handl es cash nmust maintain the
separation of duty controls outlined in section IV. of
this chapter. Smaller departnments with limted
personnel should utilize a |arger adm nistrative unit
to provide the necessary separation of duty controls.

3/ 31/ 96
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V. GENERAL LEDGER CONTROLS (Cont.)

A
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DEPOSI TORY FUNDS ( Cont . )

Regul ar nonthly reconciliations of bank accounts nust
be performed to ensure that all remttances have been
deposited into a University depository account and
properly recorded in the general |edger. Any

di screpanci es nust be disclosed to the appropriate
authorities and resol ved i medi atel y.

CONTROLLED DI SBURSEMENTS FUNDS

CGenerally, the University maintains two vendor bank
accounts and two payroll bank accounts for each canpus.
The controll ed di sbursenents nethod of funding these
bank accounts, including the accounting procedures used
to record cash, are described in Accounting Manua
chapter C-173-15.2, Cash: Controlled D sbursenents

Pr ocessi ng.

Al'l controlled disbursenents transactions nust be
properly authorized. The requisite controls for such
transactions are outlined in Accounting Manual Chapter
D 224-17, Delegation of Authority--Signature

Aut hori zations, which sets forth the guidelines to be
foll owed in connection with del egating signature
authority, in both paper and el ectronic processing
environnents, to a departnent or program operating as a
functional unit of a canpus.

OTHER ACCOUNTS

Speci al purpose bank accounts have been established in
a nunber of situations. On sonme canpuses, such
accounts are used to extend small energency loans to
students. Special accounts also are used at distant
operations to nmake small purchases, e.g., at research
stations or at operations in foreign countries where
the use of the University's normal purchasing
procedures is inpractical. These accounts, |ike nobst
Uni versity bank accounts, come under the jurisdiction
of the Treasurer and are governed by the regul ati ons
specified in sections Ill., IV., and V. of this
chapter.

PETTY CASH FUNDS

Petty cash funds are established for small expenditures
when the use of regul ar purchasing procedures is not

TL 67
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requi red. Depending on the requirenents of the canpus,
petty cash funds can be held in the formof coins or
small bills. See Accounting Manual chapter C 173-61
Cash: Petty Cash Disbursenents, for information on the
establ i shment of petty cash accounts, operating and
internal control procedures, and the responsibilities
associ ated with those funds.

E. CHANGE FUNDS

Change funds are used to provide a constant anount of
change, both in currency and coins, at cash collection
stations. Typically, departnents that make cash sal es
have change funds. These departnents w thhold the
anount of the change fund account fromtheir

col l ections before they are deposited with a bank or
maj or cashiering station. The change fund is used for
t he next day's cash sales activity. No expenditures of
any kind may be nade from change funds. |[|f one station
has both a petty cash fund and a change fund, the two
funds shoul d be mai ntai ned separately. See Accounting
Manual chapter C-173-61, Cash: Petty Cash

Di sbursements, for information on the establishnent,
operating and internal control procedures, and

responsi bilities for change funds.

REFERENCES

Byl aws of The Regents: Bylaw 21.4, Duties of the Treasurer,
establishes the duties and responsibilities of the Treasurer
for University cash

Del egation of Authority: Letter fromthe President of the
University to Chancell ors, Laboratory Directors, and Seni or
Vi ce President--Business and Fi nance dated, March 26, 1990.

Associ ate Treasurer Patricia A. Small, Menorandumto Wells
Fargo Bank on University of California, Payroll Controlled
D sbursenent Revol ving Fund Accounts, Payroll Surepay
Revol vi ng Fund Accounts, and Various Fundi hg Accounts, dated
March 16, 1992. (Includes Regents resolution of March 10,
1992 aut hori zing establishnent of these accounts, as
certified by Secretary of The Regents on March 17, 1992).

St andi ng Order 100.4 PP

Accounting Manual Chapters:
C 173-14 Cash: Canpus Cash Col |l ection Deposits
C 173-15 Cash: Check Controls

**Addi tion 6/30/05


http://policy.ucop.edu/doc/3410203
http://policy.ucop.edu/doc/3410203
http://policy.ucop.edu/doc/3410199
http://policy.ucop.edu/doc/3410200

CASH. CASH CONTRCLS
C 173
Page 10 ACCOUNTI NG MANUAL

VI. REFERENCES (Cont.)

C-173-15.2 Cash: Controll ed D sbursenents
Processi ng

C-173-61 Cash: Petty Cash Di sbursenents

D 224-17 Del egation of Authority--Signature

Aut hori zati ons
Busi ness and Fi nance Bull eti n:

BUS- 49 Cashi ering Responsibilities and
Gui del i nes

Hi storical note: Oiginal Accounting Manual chapter first issued
12/1/70. Revised: 11/1/72, 12/1/76, 12/1/85, 11/15/87, 12/1/92,
12/ 30/ 95, 3/31/96, 12/30/96, 9/30/97, 6/30/98, 12/30/99,

12/ 31/ 03, and 6/30/05; analyst--Jerry Frantz.

End.
6/ 30/ 05 TL 94


http://policy.ucop.edu/doc/3410201
http://policy.ucop.edu/doc/3410203
http://policy.ucop.edu/doc/3410211
http://policy.ucop.edu/doc/3420337

