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CASH. CAWMPUS CASH COLLECTI ON DEPGCSI TS

| NTRODUCTI ON

Canmpus depository bank accounts are established by the
Treasurer of The Regents for the purpose of depositing cash
col |l ected at canpus cashiering stations. The cash deposited
into these depository bank accounts is considered a part of
the Treasurer's general cash. (Refer to Accounting Mnual
chapter C 173, Cash, for details concerning the University's
cash operations.)

Cash coll ections may be defined as the receiving of and

i ssuing receipt for nonies (currencies, noney orders, bank
cards, drafts, checks, etc.) offered as paynent to the
University. This chapter describes the accounting
procedures for depositing cash and recordi ng cash deposits.
Busi ness and Fi nance bulletin BUS-49, Cashiering
Responsibilities and Guidelines, outlines the
responsibilities and guidelines for the conduct and
operation of University cashiering activities.

1. PROCEDURES

A DEPCSI TI NG CASH RECEI PTS

Bef ore noney orders, drafts, and/or checks received at
cashiering stations are deposited, they should be
endorsed as foll ows:

The Regents of the University of California.

Al'l noni es received by cashiering stations are to be
deposited at least daily into the canpus depository
bank account. Such deposits nust be acconpani ed by a
prenunbered University of California--Bank Deposit
Recei pt form (see Exhibit A). |If the bank's deposit
slips are prenunbered, the canpus may use them i nstead
(see Exhibit B). However, since bank deposit slips do
not contain al pha/nunmeric information regarding the
specific cashiering activity or the departnment, if

t hese slips are used, such information nust be
mai nt ai ned by the cashiering station for control

pur poses, in anticipation of possible audit questions.
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Each cashiering station should send the canpus
accounting office a daily cash collection report
supported by a cash register tape, or other nunerically
controll ed deposit receipt, to provide the accounting
office with deposit control information. Any deviation
fromthese procedures should be reviewed with the
canpus cashi er coordi nator for deposit control (see
Section I11.A).

RECORDI NG CASH DEPCSI TS

Moni es recei ved and deposited into the canpus
depository bank account by cashiering stations are
recorded in the canpus general |edger as foll ows:

Dr. X-1100XX Canmpus Depository Account
Cr.  X- XXXXXX Account generating the cash
col l ection or receipt.

TRANSFER OF FUNDS TO THE TREASURER S GENERAL CASH

The canpus depository bank transfers all University
funds into a Treasurer's Concentration bank account
daily. This transfer is recorded by the Ofice of the
President in the Treasurer's Report on the Incom ng and
Qutgoing ZBA's form (see Exhibit C, on the day after
the transfer is made. The following entries are
required to record the transfer:

Ofice of the President Entry

Dr. J-110002 Treas Concentration Acct

Cr. J-1195X0-0900X0 Campus Fi nanci al Control
Canmpus Entry

Dr. X-119500 Campus Financial Contro

Cr. X-1100XX Canmpus Depository Account

REPORTI NG REQUI REMENTS

The Internal Revenue Service (IRS) requires tax-exenpt
organi zations to reporting cash transactions of nore

t han $10, 000 received in the course of a trade or

busi ness, even if the inconme is not subject to the
unrel ated business incone tax. The reporting

requi rement applies only to cash transactions; funds
received by wire transfers, bank drafts, bank checks,

or other witten orders are not considered cash and are
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1. PROCEDURES (Cont.)
D.  REPORTI NG REQUI REMENTS ( Cont . )

*x not subject to reporting. Receipt of cash contributions
by a qualified enpl oyee plan need not be reported to
the I RS since such incone is not derived froma trade
or business.

A canpus receiving such a cash transaction nust file a
Form 8300 with the IRS by the 15th day after the date
of the cash transaction, or two or nore rel ated

busi ness transactions that occur within a 15-day
period. For nmultiple related transactions, a Form 8300
nmust be filed within 15 days after an install ment
paynment causes the total cash received within one year
of the initial paynent to exceed $10,000. A copy of
Form 8300 nust also be mailed to the Franchi se Tax
Board. In addition, each person naned on the Form 8300
nmust be provided with a copy of the Formor a witten
statement by January 31, indicating that the

i nformati on has been reported to the IRS.

Consult I RS Publication 1544, Reporting Cash Paynents
of Over $10,000, for nore information.

I11. RESPONSIBILITIES

A ACCOUNTI NG OFFI CERS

The accounting officer is responsible for assigning

al pha/ nuneric prefixes, which identify the specific
canpus cashiering activity, to the nunbers on the

Uni versity Bank Deposit Receipt slips. The accounting
officer is responsible for setting up canpus nuneri cal
sequence control of bank deposit slips.

If a receipt nunber is determned to be mssing, the
accounting officer nust take inmedi ate action to
account for it. In the event that, after al
reasonabl e efforts have been nade, a m ssing receipt
cannot be | ocated, the accounting officer mnust

i medi ately notify the cashiering station concerned,
provi ding the recei pt nunber and any other pertinent
i nformation.

The accounting officer is responsible for the

mai nt enance and control, on a continuing basis, of cash
regi ster tape(s), nunbered cash deposit receipts, and
other internal control procedures in connection with

t he deposit of cash receipts.
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The accounting officer is responsible for the nonthly
reconciliation of depository bank account statenents.

The accounting officer nust report any deviation from
t hese procedures to the canpus cashier coordinator.

B. CASHI ERI NG STATI ONS

Cashiering stations are responsible for preparing bank
deposit receipt slips for each deposit made to a
University depository account. They are al so
accountable to the canmpus accounting officer for al

m ssi ng deposit receipts. Any deviation fromthese
procedures shoul d be approved by the canpus cashier
coor di nat or

C. CASHI ER COORDI NATORS
Campus cashiering coordinators are responsible for
ensuring the conduct of an orderly and efficient
cashiering operation, as set forth in Business and
Fi nance Bul | etin BUS-49.

| V. REFERENCES

Assistant Controller G E. Stevens, Menorandumto Accounting
O ficers on Bank Deposit Receipts, April 1, 1960.

The Regents, Byl aw 21. 4.
Accounting Manual chapter

C 173 Cash.
Busi ness and Fi nance Bulletin:

BUS- 49 Cashi ering Responsibilities and
Gui del i nes.

Hi storical note: Mst of the materials in this chapter were
formerly contained in Business and Finance Bulletin, G 12, Bank
Deposit Recei pts. Accounting Manual chapter first published
9/1/75. Revised 10/1/76, 5/1/84, 10/1/94, 3/31/95, and 6/30/03;
anal yst--Doris WI deman.
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EXHTIBIT A: EXAMPLE, UNIVERSITY OF CALIFORNIA--BANK DEPOSIT

RECEIPT

UNIVERSITY OF CALIFORNIA—BANK DEPOSIT RECEIPT

Santa Cruz, California 95060 ... . ... , 198....

Received from Cashier, Santa Cruz,

the sum of v
for deposit to the account of The Regents of the University of California.

NOTICE TO BANK: The original of this receipt is to be WELLS FARGO BANK, SANTA CRUZ BRANCH

mailed by you to the Accounting Officer, University of SANTA CRUZ, CALIFORNIA
California, Santa Cruz Campus, Santa Cruz, CA 95064,
in the envelope provided for this purpose. The dupli-
cate is to be mailed to the cashiering station in the | By: . Corermeeeeeeneere e )
envelope provided. Date

MEMORANDUM FOR THE ACCOUNTING OFFICE

Retention Period: record copy 2 years, other copies 1 year

Form 182—-6¢ sets-11,70(P1129s2)3811-—34-12
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PLEASE BE SURE ALL ITEMS ARE PROPERLY ENDORSED.
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*EXHIBIT B: EXAMPLE, UNIVERSITY OF CALIFORNIA--PRENUMBERED

BANK DEPOSIT SLIPS

UCOP DEPOSITORY ACCOUNT
1111 FRANKLIN STREET, 10TH FLOOR
OAKLAND, CA 94607-5200

DATE
DEPOSITS MAY NOT BE AVAILABLE FOR IMMEDIATE WITHDRAWAL $*

DEPOSIT TICKET XS desnases.
BankofAmerica.

worporate Banking Services /’/ o
1850 Gateway Bivd
Concord CA

1.600.262.2726

CHECKS AND OTHER ITEMS ARE RECEIVED FOR DEPOSIT SUBJECT TO THE PROVISION OF THE UNIFORM COMMERCIAL CODE OR ANY APPLICABLE COLLECTION AGREEMENT.
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UNIVERSITY OF CALIFORNIA--INCOMING &

OUTING ZBA'S

EXAMPLE,

CAMPUS CASH COLLECTION DEPOSITS
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