Cash Handling Evaluation Checklist
	CASH HANDLING
	Yes
	No
	N/A

	1. Are all requests for petty cash change funds made to the Office of the Bursar in writing, with a petty cash fund request form?
	[bookmark: Check1][bookmark: __Fieldmark__11_709882897][bookmark: __Fieldmark__11_709882897][bookmark: __Fieldmark__11_709882897]|_|
	[bookmark: Check2][bookmark: __Fieldmark__16_709882897][bookmark: __Fieldmark__16_709882897][bookmark: __Fieldmark__16_709882897]|_|
	[bookmark: __Fieldmark__20_709882897][bookmark: __Fieldmark__20_709882897][bookmark: __Fieldmark__20_709882897]|_|

	2. Upon establishment of a petty cash change fund, is a fund custodian(s) appointed by the project signers?
	[bookmark: __Fieldmark__25_709882897][bookmark: __Fieldmark__25_709882897][bookmark: __Fieldmark__25_709882897]|_|
	[bookmark: __Fieldmark__28_709882897][bookmark: __Fieldmark__28_709882897][bookmark: __Fieldmark__28_709882897]|_|
	[bookmark: __Fieldmark__31_709882897][bookmark: __Fieldmark__31_709882897][bookmark: __Fieldmark__31_709882897]|_|

	3. Are petty cash funds established only by cash from the Office of the Bursar?
	[bookmark: __Fieldmark__36_709882897][bookmark: __Fieldmark__36_709882897][bookmark: __Fieldmark__36_709882897]|_|
	[bookmark: __Fieldmark__39_709882897][bookmark: __Fieldmark__39_709882897][bookmark: __Fieldmark__39_709882897]|_|
	[bookmark: __Fieldmark__42_709882897][bookmark: __Fieldmark__42_709882897][bookmark: __Fieldmark__42_709882897]|_|

	4. Do you know the process to change a custodian of a cash fund?
	[bookmark: __Fieldmark__47_709882897][bookmark: __Fieldmark__47_709882897][bookmark: __Fieldmark__47_709882897]|_|
	[bookmark: __Fieldmark__50_709882897][bookmark: __Fieldmark__50_709882897][bookmark: __Fieldmark__50_709882897]|_|
	[bookmark: __Fieldmark__53_709882897][bookmark: __Fieldmark__53_709882897][bookmark: __Fieldmark__53_709882897]|_|

	5. Is the custodian responsible for the fund and the collection, balancing, reporting and disbursement of all cash and assets of the fund?
	[bookmark: __Fieldmark__58_709882897][bookmark: __Fieldmark__58_709882897][bookmark: __Fieldmark__58_709882897]|_|
	[bookmark: __Fieldmark__61_709882897][bookmark: __Fieldmark__61_709882897][bookmark: __Fieldmark__61_709882897]|_|
	[bookmark: __Fieldmark__64_709882897][bookmark: __Fieldmark__64_709882897][bookmark: __Fieldmark__64_709882897]|_|

	6. Are cash and assets secured with locked cash drawers, locking cash registers, cashier cages or locked metal boxes at all times?
	[bookmark: __Fieldmark__71_709882897][bookmark: __Fieldmark__71_709882897][bookmark: __Fieldmark__71_709882897]|_|
	[bookmark: __Fieldmark__74_709882897][bookmark: __Fieldmark__74_709882897][bookmark: __Fieldmark__74_709882897]|_|
	[bookmark: __Fieldmark__77_709882897][bookmark: __Fieldmark__77_709882897][bookmark: __Fieldmark__77_709882897]|_|

	7. Are safes and drop safes bolted in place and smaller receptacles secured in locked areas?
	[bookmark: __Fieldmark__82_709882897][bookmark: __Fieldmark__82_709882897][bookmark: __Fieldmark__82_709882897]|_|
	[bookmark: __Fieldmark__85_709882897][bookmark: __Fieldmark__85_709882897][bookmark: __Fieldmark__85_709882897]|_|
	[bookmark: __Fieldmark__88_709882897][bookmark: __Fieldmark__88_709882897][bookmark: __Fieldmark__88_709882897]|_|

	8. Are the designated custodians and supervisors the only personnel who maintain combinations or keys for cash receptacles?
	[bookmark: __Fieldmark__93_709882897][bookmark: __Fieldmark__93_709882897][bookmark: __Fieldmark__93_709882897]|_|
	[bookmark: __Fieldmark__96_709882897][bookmark: __Fieldmark__96_709882897][bookmark: __Fieldmark__96_709882897]|_|
	[bookmark: __Fieldmark__99_709882897][bookmark: __Fieldmark__99_709882897][bookmark: __Fieldmark__99_709882897]|_|

	9. Is the safe registration information and combination reported to and maintained by the CBO?
	[bookmark: __Fieldmark__104_709882897][bookmark: __Fieldmark__104_709882897][bookmark: __Fieldmark__104_709882897]|_|
	[bookmark: __Fieldmark__107_709882897][bookmark: __Fieldmark__107_709882897][bookmark: __Fieldmark__107_709882897]|_|
	[bookmark: __Fieldmark__110_709882897][bookmark: __Fieldmark__110_709882897][bookmark: __Fieldmark__110_709882897]|_|

	10. Is every cashier assigned an individual cash drawer?
	[bookmark: __Fieldmark__115_709882897][bookmark: __Fieldmark__115_709882897][bookmark: __Fieldmark__115_709882897]|_|
	[bookmark: __Fieldmark__118_709882897][bookmark: __Fieldmark__118_709882897][bookmark: __Fieldmark__118_709882897]|_|
	[bookmark: __Fieldmark__121_709882897][bookmark: __Fieldmark__121_709882897][bookmark: __Fieldmark__121_709882897]|_|

	11. Are cash drawers shared?
	[bookmark: __Fieldmark__126_709882897][bookmark: __Fieldmark__126_709882897][bookmark: __Fieldmark__126_709882897]|_|
	[bookmark: __Fieldmark__129_709882897][bookmark: __Fieldmark__129_709882897][bookmark: __Fieldmark__129_709882897]|_|
	[bookmark: __Fieldmark__132_709882897][bookmark: __Fieldmark__132_709882897][bookmark: __Fieldmark__132_709882897]|_|

	12. Are all checks endorsed with the institution name and a cashier identifier upon receipt?
	[bookmark: __Fieldmark__137_709882897][bookmark: __Fieldmark__137_709882897][bookmark: __Fieldmark__137_709882897]|_|
	[bookmark: __Fieldmark__140_709882897][bookmark: __Fieldmark__140_709882897][bookmark: __Fieldmark__140_709882897]|_|
	[bookmark: __Fieldmark__143_709882897][bookmark: __Fieldmark__143_709882897][bookmark: __Fieldmark__143_709882897]|_|

	13. Is photo identification required for receipt on all over-the-counter checks taken?
	[bookmark: __Fieldmark__148_709882897][bookmark: __Fieldmark__148_709882897][bookmark: __Fieldmark__148_709882897]|_|
	[bookmark: __Fieldmark__151_709882897][bookmark: __Fieldmark__151_709882897][bookmark: __Fieldmark__151_709882897]|_|
	[bookmark: __Fieldmark__154_709882897][bookmark: __Fieldmark__154_709882897][bookmark: __Fieldmark__154_709882897]|_|

	14. Are reviews performed on each cash drawer’s assigned cash balance?
	[bookmark: __Fieldmark__159_709882897][bookmark: __Fieldmark__159_709882897][bookmark: __Fieldmark__159_709882897]|_|
	[bookmark: __Fieldmark__162_709882897][bookmark: __Fieldmark__162_709882897][bookmark: __Fieldmark__162_709882897]|_|
	[bookmark: __Fieldmark__165_709882897][bookmark: __Fieldmark__165_709882897][bookmark: __Fieldmark__165_709882897]|_|

	15. Are change drawers used for petty cash or cashing of personal, payroll or expense checks?
	[bookmark: __Fieldmark__170_709882897][bookmark: __Fieldmark__170_709882897][bookmark: __Fieldmark__170_709882897]|_|
	[bookmark: __Fieldmark__173_709882897][bookmark: __Fieldmark__173_709882897][bookmark: __Fieldmark__173_709882897]|_|
	[bookmark: __Fieldmark__176_709882897][bookmark: __Fieldmark__176_709882897][bookmark: __Fieldmark__176_709882897]|_|

	16. Are sequentially numbered receipts used for all transactions?
	[bookmark: __Fieldmark__181_709882897][bookmark: __Fieldmark__181_709882897][bookmark: __Fieldmark__181_709882897]|_|
	[bookmark: __Fieldmark__184_709882897][bookmark: __Fieldmark__184_709882897][bookmark: __Fieldmark__184_709882897]|_|
	[bookmark: __Fieldmark__187_709882897][bookmark: __Fieldmark__187_709882897][bookmark: __Fieldmark__187_709882897]|_|

	17. Are daily audits and balancing of the receipts (or system reports) to the drawer required in the closing process?
	[bookmark: __Fieldmark__192_709882897][bookmark: __Fieldmark__192_709882897][bookmark: __Fieldmark__192_709882897]|_|
	[bookmark: __Fieldmark__195_709882897][bookmark: __Fieldmark__195_709882897][bookmark: __Fieldmark__195_709882897]|_|
	[bookmark: __Fieldmark__198_709882897][bookmark: __Fieldmark__198_709882897][bookmark: __Fieldmark__198_709882897]|_|

	18. Are cash drawers balanced and closed out at the close of each cash handler’s work period?
	[bookmark: __Fieldmark__203_709882897][bookmark: __Fieldmark__203_709882897][bookmark: __Fieldmark__203_709882897]|_|
	[bookmark: __Fieldmark__206_709882897][bookmark: __Fieldmark__206_709882897][bookmark: __Fieldmark__206_709882897]|_|
	[bookmark: __Fieldmark__209_709882897][bookmark: __Fieldmark__209_709882897][bookmark: __Fieldmark__209_709882897]|_|

	19. Are all overages/shortages reported to the supervisor at daily closing and are they documented as overages/shortages in the balance process?
	[bookmark: __Fieldmark__220_709882897][bookmark: __Fieldmark__220_709882897][bookmark: __Fieldmark__220_709882897]|_|
	[bookmark: __Fieldmark__223_709882897][bookmark: __Fieldmark__223_709882897][bookmark: __Fieldmark__223_709882897]|_|
	[bookmark: __Fieldmark__226_709882897][bookmark: __Fieldmark__226_709882897][bookmark: __Fieldmark__226_709882897]|_|

	20. Are overages/shortages of $25 in a single incident or in aggregate, during a one month period by a cash handler, investigated by the custodian/supervisor?
	[bookmark: __Fieldmark__236_709882897][bookmark: __Fieldmark__236_709882897][bookmark: __Fieldmark__236_709882897]|_|
	[bookmark: __Fieldmark__239_709882897][bookmark: __Fieldmark__239_709882897][bookmark: __Fieldmark__239_709882897]|_|
	[bookmark: __Fieldmark__242_709882897][bookmark: __Fieldmark__242_709882897][bookmark: __Fieldmark__242_709882897]|_|

	21. Are all deposits verified by two individuals?
	[bookmark: __Fieldmark__247_709882897][bookmark: __Fieldmark__247_709882897][bookmark: __Fieldmark__247_709882897]|_|
	[bookmark: __Fieldmark__250_709882897][bookmark: __Fieldmark__250_709882897][bookmark: __Fieldmark__250_709882897]|_|
	[bookmark: __Fieldmark__253_709882897][bookmark: __Fieldmark__253_709882897][bookmark: __Fieldmark__253_709882897]|_|

	22. Are all computer and credit card terminals closed out at the end of a cashier’s shift or at the end of the day?
	[bookmark: __Fieldmark__258_709882897][bookmark: __Fieldmark__258_709882897][bookmark: __Fieldmark__258_709882897]|_|
	[bookmark: __Fieldmark__261_709882897][bookmark: __Fieldmark__261_709882897][bookmark: __Fieldmark__261_709882897]|_|
	[bookmark: __Fieldmark__264_709882897][bookmark: __Fieldmark__264_709882897][bookmark: __Fieldmark__264_709882897]|_|

	23. Is documentation in the form of a summary sheet for each deposit prepared before deposit to the Office of the Bursar indicating the amount of funds, the breakdown of funds, the accounts to be credited and identification of the depositor?
	[bookmark: __Fieldmark__272_709882897][bookmark: __Fieldmark__272_709882897][bookmark: __Fieldmark__272_709882897]|_|
	[bookmark: __Fieldmark__275_709882897][bookmark: __Fieldmark__275_709882897][bookmark: __Fieldmark__275_709882897]|_|
	[bookmark: __Fieldmark__278_709882897][bookmark: __Fieldmark__278_709882897][bookmark: __Fieldmark__278_709882897]|_|

	24. Are all deposits totaling over $500 made or prepared for next day deposit, within one business day?
	[bookmark: __Fieldmark__283_709882897][bookmark: __Fieldmark__283_709882897][bookmark: __Fieldmark__283_709882897]|_|
	[bookmark: __Fieldmark__286_709882897][bookmark: __Fieldmark__286_709882897][bookmark: __Fieldmark__286_709882897]|_|
	[bookmark: __Fieldmark__289_709882897][bookmark: __Fieldmark__289_709882897][bookmark: __Fieldmark__289_709882897]|_|

	25. Are all deposits of physical checks and cash made to the bank in secure bags with identifying deposit slips indicating the amount and location of collection for tracking?
	[bookmark: __Fieldmark__294_709882897][bookmark: __Fieldmark__294_709882897][bookmark: __Fieldmark__294_709882897]|_|
	[bookmark: __Fieldmark__297_709882897][bookmark: __Fieldmark__297_709882897][bookmark: __Fieldmark__297_709882897]|_|
	[bookmark: __Fieldmark__300_709882897][bookmark: __Fieldmark__300_709882897][bookmark: __Fieldmark__300_709882897]|_|

	26. Are all deposits balanced to Data Warehouse reports, monthly?
	[bookmark: __Fieldmark__305_709882897][bookmark: __Fieldmark__305_709882897][bookmark: __Fieldmark__305_709882897]|_|
	[bookmark: __Fieldmark__308_709882897][bookmark: __Fieldmark__308_709882897][bookmark: __Fieldmark__308_709882897]|_|
	[bookmark: __Fieldmark__311_709882897][bookmark: __Fieldmark__311_709882897][bookmark: __Fieldmark__311_709882897]|_|

	27. Are Security codes/PINS assigned to individuals/cashiers for all computerized systems?
	[bookmark: __Fieldmark__316_709882897][bookmark: __Fieldmark__316_709882897][bookmark: __Fieldmark__316_709882897]|_|
	[bookmark: __Fieldmark__319_709882897][bookmark: __Fieldmark__319_709882897][bookmark: __Fieldmark__319_709882897]|_|
	[bookmark: __Fieldmark__322_709882897][bookmark: __Fieldmark__322_709882897][bookmark: __Fieldmark__322_709882897]|_|

	28. Has your department investigated methodologies for recycling coin and currency between departments and the minimizing change orders to minimize transport and vault charges?
	[bookmark: __Fieldmark__327_709882897][bookmark: __Fieldmark__327_709882897][bookmark: __Fieldmark__327_709882897]|_|
	[bookmark: __Fieldmark__330_709882897][bookmark: __Fieldmark__330_709882897][bookmark: __Fieldmark__330_709882897]|_|
	[bookmark: __Fieldmark__333_709882897][bookmark: __Fieldmark__333_709882897][bookmark: __Fieldmark__333_709882897]|_|

	CASH HANDLING LOCATIONS
	Yes
	No
	N/A

	29. Is working space provided for each cashier to maintain control of the cash handling process?
	[bookmark: __Fieldmark__343_709882897][bookmark: __Fieldmark__343_709882897][bookmark: __Fieldmark__343_709882897]|_|
	[bookmark: __Fieldmark__346_709882897][bookmark: __Fieldmark__346_709882897][bookmark: __Fieldmark__346_709882897]|_|
	[bookmark: __Fieldmark__349_709882897][bookmark: __Fieldmark__349_709882897][bookmark: __Fieldmark__349_709882897]|_|

	30. Does the area allow space for the processing of deposits and cash; is the area secure that is designated for balancing operations?
	[bookmark: __Fieldmark__354_709882897][bookmark: __Fieldmark__354_709882897][bookmark: __Fieldmark__354_709882897]|_|
	[bookmark: __Fieldmark__357_709882897][bookmark: __Fieldmark__357_709882897][bookmark: __Fieldmark__357_709882897]|_|
	[bookmark: __Fieldmark__360_709882897][bookmark: __Fieldmark__360_709882897][bookmark: __Fieldmark__360_709882897]|_|

	31. Does the cashiering area provide for security and separation between cash handlers and customers?
	[bookmark: __Fieldmark__366_709882897][bookmark: __Fieldmark__366_709882897][bookmark: __Fieldmark__366_709882897]|_|
	[bookmark: __Fieldmark__369_709882897][bookmark: __Fieldmark__369_709882897][bookmark: __Fieldmark__369_709882897]|_|
	[bookmark: __Fieldmark__372_709882897][bookmark: __Fieldmark__372_709882897][bookmark: __Fieldmark__372_709882897]|_|

	THEFT OR LOSS OF CASH/MONIES
	Yes
	No
	N/A

	32. Has any instances of theft or loss of cash occurred in this area?
	[bookmark: __Fieldmark__383_709882897][bookmark: __Fieldmark__383_709882897][bookmark: __Fieldmark__383_709882897]|_|
	[bookmark: __Fieldmark__386_709882897][bookmark: __Fieldmark__386_709882897][bookmark: __Fieldmark__386_709882897]|_|
	[bookmark: __Fieldmark__389_709882897][bookmark: __Fieldmark__389_709882897][bookmark: __Fieldmark__389_709882897]|_|

	33. On discovery of a possible theft or loss of funds are the UT Police notified?
	[bookmark: __Fieldmark__396_709882897][bookmark: __Fieldmark__396_709882897][bookmark: __Fieldmark__396_709882897]|_|
	[bookmark: __Fieldmark__399_709882897][bookmark: __Fieldmark__399_709882897][bookmark: __Fieldmark__399_709882897]|_|
	[bookmark: __Fieldmark__402_709882897][bookmark: __Fieldmark__402_709882897][bookmark: __Fieldmark__402_709882897]|_|

	34. If a theft is discovered does the supervisor/custodian make a verbal report to the campus Police and the Office of the Bursar before close of business, followed by a written report within one business day?
	[bookmark: __Fieldmark__409_709882897][bookmark: __Fieldmark__409_709882897][bookmark: __Fieldmark__409_709882897]|_|
	[bookmark: __Fieldmark__412_709882897][bookmark: __Fieldmark__412_709882897][bookmark: __Fieldmark__412_709882897]|_|
	[bookmark: __Fieldmark__415_709882897][bookmark: __Fieldmark__415_709882897][bookmark: __Fieldmark__415_709882897]|_|

	35. Are procedures in place for handling theft or loss of funds and counterfeit currency?
	[bookmark: __Fieldmark__420_709882897][bookmark: __Fieldmark__420_709882897][bookmark: __Fieldmark__420_709882897]|_|
	[bookmark: __Fieldmark__423_709882897][bookmark: __Fieldmark__423_709882897][bookmark: __Fieldmark__423_709882897]|_|
	[bookmark: __Fieldmark__426_709882897][bookmark: __Fieldmark__426_709882897][bookmark: __Fieldmark__426_709882897]|_|

	TRANSPORT OF SYSTEM ASSETS
	Yes
	No
	N/A

	36. Are assets (cash / checks / deposits) securely transported from the point of collection to the Office of the Bursar?
	[bookmark: __Fieldmark__439_709882897][bookmark: __Fieldmark__439_709882897][bookmark: __Fieldmark__439_709882897]|_|
	[bookmark: __Fieldmark__442_709882897][bookmark: __Fieldmark__442_709882897][bookmark: __Fieldmark__442_709882897]|_|
	[bookmark: __Fieldmark__445_709882897][bookmark: __Fieldmark__445_709882897][bookmark: __Fieldmark__445_709882897]|_|

	37. Is there a set schedule when assets are transported?
	[bookmark: __Fieldmark__450_709882897][bookmark: __Fieldmark__450_709882897][bookmark: __Fieldmark__450_709882897]|_|
	[bookmark: __Fieldmark__453_709882897][bookmark: __Fieldmark__453_709882897][bookmark: __Fieldmark__453_709882897]|_|
	[bookmark: __Fieldmark__456_709882897][bookmark: __Fieldmark__456_709882897][bookmark: __Fieldmark__456_709882897]|_|

	38. Are transfers of assets documented and signed by both sending and receiving parties; is an institution log maintained to document the transfer?
	[bookmark: __Fieldmark__463_709882897][bookmark: __Fieldmark__463_709882897][bookmark: __Fieldmark__463_709882897]|_|
	[bookmark: __Fieldmark__466_709882897][bookmark: __Fieldmark__466_709882897][bookmark: __Fieldmark__466_709882897]|_|
	[bookmark: __Fieldmark__469_709882897][bookmark: __Fieldmark__469_709882897][bookmark: __Fieldmark__469_709882897]|_|

	39. Are all off-campus transfers made by contracted armored transport, secure transport, campus police, or security personnel?
	[bookmark: __Fieldmark__476_709882897][bookmark: __Fieldmark__476_709882897][bookmark: __Fieldmark__476_709882897]|_|
	[bookmark: __Fieldmark__479_709882897][bookmark: __Fieldmark__479_709882897][bookmark: __Fieldmark__479_709882897]|_|
	[bookmark: __Fieldmark__482_709882897][bookmark: __Fieldmark__482_709882897][bookmark: __Fieldmark__482_709882897]|_|

	40. Do armored car personnel receipt all items and provide a copy to the fund custodian/supervisor?
	[bookmark: __Fieldmark__487_709882897][bookmark: __Fieldmark__487_709882897][bookmark: __Fieldmark__487_709882897]|_|
	[bookmark: __Fieldmark__490_709882897][bookmark: __Fieldmark__490_709882897][bookmark: __Fieldmark__490_709882897]|_|
	[bookmark: __Fieldmark__493_709882897][bookmark: __Fieldmark__493_709882897][bookmark: __Fieldmark__493_709882897]|_|

	41. Do armored car personnel present adequate identification before each transport?
	[bookmark: __Fieldmark__498_709882897][bookmark: __Fieldmark__498_709882897][bookmark: __Fieldmark__498_709882897]|_|
	[bookmark: __Fieldmark__501_709882897][bookmark: __Fieldmark__501_709882897][bookmark: __Fieldmark__501_709882897]|_|
	[bookmark: __Fieldmark__504_709882897][bookmark: __Fieldmark__504_709882897][bookmark: __Fieldmark__504_709882897]|_|

	PETTY CASH FUNDS
	Yes
	No
	N/A

	42. Do you know the expiration date of each petty cash fund?
	[bookmark: __Fieldmark__513_709882897][bookmark: __Fieldmark__513_709882897][bookmark: __Fieldmark__513_709882897]|_|
	[bookmark: __Fieldmark__516_709882897][bookmark: __Fieldmark__516_709882897][bookmark: __Fieldmark__516_709882897]|_|
	[bookmark: __Fieldmark__519_709882897][bookmark: __Fieldmark__519_709882897][bookmark: __Fieldmark__519_709882897]|_|

	43. Are requests for a petty cash fund submitted in written form from the responsible department head and include specific justification for the fund?
	[bookmark: __Fieldmark__526_709882897][bookmark: __Fieldmark__526_709882897][bookmark: __Fieldmark__526_709882897]|_|
	[bookmark: __Fieldmark__529_709882897][bookmark: __Fieldmark__529_709882897][bookmark: __Fieldmark__529_709882897]|_|
	[bookmark: __Fieldmark__532_709882897][bookmark: __Fieldmark__532_709882897][bookmark: __Fieldmark__532_709882897]|_|

	44. Are the custodian and department head responsible for balancing the funds?
	[bookmark: __Fieldmark__538_709882897][bookmark: __Fieldmark__538_709882897][bookmark: __Fieldmark__538_709882897]|_|
	[bookmark: __Fieldmark__541_709882897][bookmark: __Fieldmark__541_709882897][bookmark: __Fieldmark__541_709882897]|_|
	[bookmark: __Fieldmark__544_709882897][bookmark: __Fieldmark__544_709882897][bookmark: __Fieldmark__544_709882897]|_|

	45. Is each petty cash voucher accompanied by an original receipt upon reimbursement or return of unused funds?
	[bookmark: __Fieldmark__549_709882897][bookmark: __Fieldmark__549_709882897][bookmark: __Fieldmark__549_709882897]|_|
	[bookmark: __Fieldmark__552_709882897][bookmark: __Fieldmark__552_709882897][bookmark: __Fieldmark__552_709882897]|_|
	[bookmark: __Fieldmark__555_709882897][bookmark: __Fieldmark__555_709882897][bookmark: __Fieldmark__555_709882897]|_|

	46. Are reimbursements to the fund submitted to the central cashier in sufficient time to prevent depletion of the fund?
	[bookmark: __Fieldmark__560_709882897][bookmark: __Fieldmark__560_709882897][bookmark: __Fieldmark__560_709882897]|_|
	[bookmark: __Fieldmark__563_709882897][bookmark: __Fieldmark__563_709882897][bookmark: __Fieldmark__563_709882897]|_|
	[bookmark: __Fieldmark__566_709882897][bookmark: __Fieldmark__566_709882897][bookmark: __Fieldmark__566_709882897]|_|

	47. Are all check payments for reimbursement made payable to the institution or custodian and directly reference the fund?
	[bookmark: __Fieldmark__571_709882897][bookmark: __Fieldmark__571_709882897][bookmark: __Fieldmark__571_709882897]|_|
	[bookmark: __Fieldmark__574_709882897][bookmark: __Fieldmark__574_709882897][bookmark: __Fieldmark__574_709882897]|_|
	[bookmark: __Fieldmark__577_709882897][bookmark: __Fieldmark__577_709882897][bookmark: __Fieldmark__577_709882897]|_|

	48. Are petty cash funds audited and documented periodically by the department?
	[bookmark: __Fieldmark__584_709882897][bookmark: __Fieldmark__584_709882897][bookmark: __Fieldmark__584_709882897]|_|
	[bookmark: __Fieldmark__587_709882897][bookmark: __Fieldmark__587_709882897][bookmark: __Fieldmark__587_709882897]|_|
	[bookmark: __Fieldmark__590_709882897][bookmark: __Fieldmark__590_709882897][bookmark: __Fieldmark__590_709882897]|_|

	49. Are the custodian and department head responsible for discrepancies in petty cash funds?
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For any “No” or “N/A” replies, provide an explanation
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