

College of Arts and Architecture
Internal Cash Handling Procedure


University Policy FN01 states, “All cash revenue must be deposited daily when $500.00 or more has been collected, but not less frequently than once a week regardless of the amount collected. Revenue must be deposited in person or by courier (not by mail) before noon of the first banking business day following the day that total revenues warrant a deposit, except in the case of weekly revenue, which should not be held over a weekend, but should be deposited on Friday.”
Several areas within the College have the ability to properly safeguard cash as required by University Policy FN01, “Any amount of cash on hand that exceeds $1,000 must be maintained in a vault or heavy safe of no lesser construction as defined in Underwriters Laboratory specifications UL 687: Section 8, (copy available from Police Services Crime Prevention Office). Amounts of $1,000 and under must be maintained in a file safe or reinforced file cabinet with a pad lock and bar that secures all drawers. Cash should not be retained in desk drawers or standard file cabinets since they are easily accessed with nominal forcing or readily available keys.” 
All cash deposits must be brought to the Finance Office by 4:00pm on the appropriate day designated above per University Policy FN01.  Weekly deposits will be brought to the Finance Office by 4:00pm each Friday in accordance with University Policy FN01.  WEEKLY DEPOSITS ARE ONLY PERMITTED FOR AREAS THAT CAN PROPERLY SAFEGUARD CASH RECEIVED PER POLICY FN01.  Areas that do not maintain appropriate means to safeguard cash as described above are required to process deposits daily.  The Finance Office will be conducting periodic audits to ensure that all units/departments are adhering to University Policy FN01. 
