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POLICY

It is the policy of Texas State Technical College to authorize, establish, and maintain petty cash
funds required to provide services to students, faculty, and staff and to ensure that adequate
controls are maintained to prevent loss through theft or misappropriation.

PERTINENT INFORMATION

Experience has established the need for permanent petty cash funds in Business Offices,
instructional sales activities, auxiliary sales, and other income-producing activities. In addition,
temporary requirements, such as during student registration must be met.

The most serious deficiencies in the control of petty cash are: failure to report and correct cash
over/short situations, expenditures for supplies and materials without adequate documentation for
payment, failure to reimburse petty cash funds for authorized expenditures on a regular basis, and
improper control of the integrity of the fund, either through lack of security or unauthorized access
to the fund. Special attention should be given to insuring that these common and recurring
deficiencies do not exist, as well as any local conditions which may result in petty cash losses or
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improper balances.
DELEGATION OF AUTHORITY

The Board of Regents delegates responsibility for implementing this System Operating Standard to
the chancellor or his/her designee. The system chief financial officer and college chief fiscal officers
are primarily responsible for assuring that procedures are in place to control petty cash funds.

OPERATING REQUIREMENTS

1. The president or his/her authorized representative must approve the establishment, change in
authorized amount, or the discontinuance of each college-level petty cash fund.

A. New Fund. When a new petty cash fund has been approved, a letter is sent to the
system chief financial officer to request approval of the fund. The request is to
include the following: (1) the name of the activity requiring the fund, (2) the
proposed amount of the fund, and (3) a short explanation of the reason(s) for the
fund. Upon approval, the college Business Office will draw a check on the bank
indicated, issuing the money to the requesting activity, and obtain a completed and
signed Petty Cash Custodian Receipt.

B. Increased Fund. When an increase in the funding level of an existing petty cash fund
has been approved, a letter is sent to the system chief financial officer to request
approval of this change. The request is to include the following: (1) the name of the
activity using the fund, (2) the current amount of the fund and the amount that is
being requested, and (3) a short explanation of the reason(s) for an increase in the
fund level. Upon approval, the college Business Office will draw a check on the
bank indicated, issuing the money to the requesting activity, and obtain a completed
and signed Petty Cash Custodian Receipt.

C. Decreased Fund. When a decrease in the funding level of an existing petty cash fund
has been approved, a letter is sent to the system chief financial officer to request
approval of this change. Upon approval, the person responsible for the fund returns
the excess monies to the Business Office, which provides a completed and signed
Petty Cash Custodian Receipt to that individual. The Business Office deposits the
monies in the fund group from which the funds were drawn, within three days.

D. Discontinued Fund. When the discontinuance of an existing petty cash fund has
been approved, a letter is sent to the system chief financial officer to request approval
of this change. Upon approval, the person responsible for the fund returns the
monies to the Business Office, which provides a completed and signed Petty Cash
Custodian Receipt to that individual. The Business Office deposits the monies in the
fund group from which the funds were drawn, within three days.

2. Access to areas where cash is stored is to be controlled to safeguard the petty cash fund
against theft.
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3.

Petty cash reimbursements or change requests are to be submitted at regular intervals.
Checks or cash received for deposit are to be placed in a locked bag and submitted to the
college Business Office daily. No post-dated checks are to be accepted. The person
responsible for petty cash is to notify his/her supervisor of any cash overage or shortage as
soon as it is discovered.

Balances of petty cash accounts in the general ledger are to be checked monthly by the
college Business Office to verify correctness.

The college Business Office should conduct surprise petty cash counts once per semester.

The college Business Office is the office of record for the maintenance of files for petty
cash funds.

A. The file is to contain at least (1) a copy of the approval letter from the system chief
financial officer establishing the petty cash fund and (2) a copy of the Petty Cash
Custodian Receipt that indicates that the appropriate individual has received the
initial monies and accepted responsibility for them

B. If the level of a fund has been increased, the file is also to contain (1) a copy of the
approval letter from the system chief financial officer and (2) a copy of the Petty
Cash Custodian Receipt that indicates that the appropriate individual has received
the additional monies and accepted responsibility for them.

C. If the level of a fund has been decreased, the file is also to contain (1) a copy of the
approval letter from the system chief financial officer, (2) a copy of the Petty Cash
Custodian Receipt that indicates that the appropriate individual has returned the
monies to the college Business Office, and (3) a copy of the bank receipt that shows
the funds have been deposited.

D. If a fund has been discontinued, the file is also to contain (1) a copy of the approval
letter from the system chief financial officer, (2) a copy of the Petty Cash Custodian
Receipt that indicates that the funds have been returned to the Business Office, and
(3) a copy of the bank receipt that shows the funds have been deposited.

PERFORMANCE STANDARDS

Complete and accurate records are kept for each fund.

Cash overages and shortages are nonexistent or infrequent for each fund.

Audit findings are nonexistent or infrequent for each fund.

A complete and accurate file is kept for each fund by the college Business Office.

The college Business Office conducts a surprise petty cash count of each fund once a
semester and finds the amount of cash in those funds to be correct.
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COLLEGE OPERATING PROCEDURE

COLLEGE Page 1 of

OFFICE OF

RESPONSIBILITY:
1]

APPROVED BY:

TITLE: Date

FORWARDED TO SYSTEM OFFICE ON




TEXAS STATE TECHNICAL COLLEGE
PETTY CASH CUSTODIAN RECEIPT

PART Il. (Complete A, B, and C.)

A. College
B. Petty Cash Fund Name
C. General Ledger Account Number

PART Il. (Complete A, B, C, orD.)

APPROVAL INCREASE/DECREASE BALANCE
A. Establish New Fund
B. Increase Authorized Amount of Existing Fund
C. Decrease Authorized Amount of Existing Fund
D. Discontinue Existing Fund
College CFO (signature) Date  System CFO (signature) Date
PART lll. (Complete A or B.)
A. New or Increased Fund
The custodian has received and accepted responsibility for the transaction noted above.
Custodian Printed Name Signature Date
College CFO Printed Name Signature Date
B. Decreased or Discontinued Fund
The college CFO has received and accepted responsibility for the transaction noted above.
Custodian Printed Name Signature Date
College CFO Printed Name Signature Date

Original:  System Chief Financial Officer
Copy: College Chief Financial Officer
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