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e. Postings are made by someone other than those having access to incoming receipts. 
f. Statements are mailed in a timely manner by someone other than the bookkeeper or 

cashier. 
g. All non-cash 
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g. Daily use check stock shall be issued to the check-preparer on an adequate 
transfer/control document. 

h. There shall be adequate separation of duties to reduce the risk of collusion and fraud. 
i. The drawing of a warrant to "cash" or "bearer" is prohibited. 
j . Electronic signature plates shall be secured and issued only to authorized individuals. 

2. Documentation 
Documentation shall include: 
a. A purchase order authorizing the commitment of funds by an appropriate approving 

authority; 
b. An original invoice; 
c. An original receiving report with date and signature of an employee acknowledging 

receipt of goods or services. 

3. Authorization 
All checks must bear a Board authorized signature. 

4. Controls 
a. All invoices and/or supporting documents will be marked with the check number in ink to 

prevent their reuse. 
b. Checks will be recorded in the check registers as of the date written and the register 

closed promptly at the end of each month. 
c. Unused checks shall be adequately controlled through sign-out logs, listing where bulk 

stock is located and by warrant number. 
d. Voided checks shall be mutilated or spoiled to prevent reuse. 
e. Checks shall be signed only after comparing them with authorizations and supporting 

documents. 

5. Records 
a. All original invoices and supporting documents shall be stamped to prevent duplicate 

payments. 
b. All voucher documents shall be attached to the documentation and filed in the vendor file 

in alphabetic order. 

E. Cash Receipts 

1. General Provisions 
a. Persons who receive cash shall not have access to the general ledger. All cash received 

must be recorded by a cash receipt, pre-numbered cash receipt, or terminal receipt. 
These documents provide the accounting controls and are prepared by alpha0a454 0 Td 10.Td (providen )Tj 0.223 00.0011 T4.603 -be 
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c. Receipts shall be conveyed to the Bursars Office daily. The Bursars Office shall prepare 
a deposit log/ticket for each day's deposit. 

d. Admissions and Records receipting clerks shall reconcile the drawer(s) against the daily 
log-outs, sign the log-outs verifying the reconciliation , and submit receipts and signed 
log-outs to the Bursar or designee. 

e. The Bursar shall verify the receipts and log-outs, prepare and sign the reconciliation 
form attesting to its accuracy, and prepare the daily receipts for transmission to the 
District Business Office.046 Tcl3l

prned6e o008 rg 0.0014 Tc2.035 0 Td (log-outs)Tj 0.416 084or , de 0.258 rg 0.00g-36.ar,3 Tc 6.2transmis58j 0.2rg 0.01365urs4.4 0 0 10.o63 Tc 6.2382.267 0.271 rg 0.01377.ds 4.4 0 0 10.0232 Tc 1.142 0 Td (designee)Tj 0.416 0.49r , 
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status of the fund should be verified before any transactions are completed by the new 
custodian
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c. The internal control checklist is to be completed by each petty cash fund custodian at 
least once a year. The Vice Chancellor for Finance and Administration or designee will 
periodically review the petty cash operation and determine if the operation of the fund is 
in compliance with the checklist. 

G. Change Funds 

1. Change Funds 
A Change fund may be approved by the Associate Vice Chancellor for Finance for the sole 
purpose of making change in the conduct of business. The funds shall not be used for cash 
advances, purchases, reimbursements, or other activities appropriate to a petty cash fund. 

2. Establishment of a Change Fund 
A Responsibility Center Manager may request a change fund from the Associate Vice 
Chancellor for Finance. The request must identify the fund custodian and a requested dollar 
amount. Upon approval a check will be forwarded to the requesting party payable to the 
designated fund custodian. 

3. Change Fund Custodian's Responsibility 
The custodian will sign a receipt for the change fund and assume responsibility for its 
security and proper use. The Associate Vice Chancellor for Finance must be notified in 
writing if there is a change in the custodianship of a change fund. The change fund will be 
maintained at the approved amount and will at all times be kept in balance. 

4. Accounting/Audit 
The Accounting Department will retain records and documentation for all change funds. 
Change funds must be available for audit at any time. 
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