RESPONSIBILITIES OF THE COMPONENT CHIEF FINANCIAL OFFICERS


A. The Chief Financial Officer of each component is responsible for ensuring the component has implemented written policies and procedures relating to cash handling.  Each Chief Financial Officer or designee is responsible for reviewing all applicable departmental written cash handling procedures and guidelines for adequacy.  Each Chief Financial Officer will be responsible for providing a copy of the university’s current cash handling policies and procedures to the Treasurer.

B. The Chief Financial Officers are responsible for ensuring university policies and procedures for handling cash include, but are not limited to, authorization of persons to accept cash; immediate endorsement of checks upon receipt; offsite cash collections procedures; maintenance of a currency receipt log or other mechanism to record the receipt of currency; security and reconciliation of cash; preparation, approval, and transmittal of cash to the cashier’s office (or equivalent location) for deposit into the designated university bank account; and periodic review of departmental cash receipts and reconciliation procedures. In addition, guidelines shall include a procedure for recording and processing revenue, enabling a transaction to be traced from the receipt of cash to the deposit of the cash into the designated university bank account, and recording the cash receipts in the university’s financial records system. The guidelines shall also include a procedure for the recording of cash receipts to account receivable and the appropriate university cost center.

C. The Chief Financial Officers may delegate any of all of the above responsibilities in writing.
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