Augusta State University
Campus Cash Collecting Location

Cash Handling and Deposit Transmittal Procedures 

The establishment of strong internal controls for cash collections is necessary to prevent mishandling of funds and to safeguard against loss. Strong internal controls are also designed to protect employees from inappropriate charges of mishandling funds by defining his/her responsibilities in the cash handling process. Included in the definition of cash are the following: coin, currency, checks, money orders, credit cards, accounts receivable charges, electronic funds transfers, and all cash equivalents (campus cards, gift cards, parking tickets and stamps).
Effective February 15, 2011, in addition to the general guidelines provided by the Business Office, each department that accepts cash must develop cash handling procedures for their unique environment, and submit them to the Manger, Student Accounts and A/R in the Business Office for approval.  At a minimum, these procedures should be reviewed annually by the chair and/or department head to determine if any procedural changes have occurred.  If changes have occurred, the procedures should be updated and submitted to the Manger, Student Accounts and A/R in the Business Office for approval.
Monies can be received in person and/or the mail. Endorse all checks immediately upon receipt with a restrictive endorsement. Secure cash at all times.  Provide a receipt immediately to every person paying in person. Enter each transaction into a cash register, point of sale system, Banner AR System, or a three part receipt book.   It is recommended that the deposit be prepared by someone other than the cashier/s.  At the end of the shift count the cash and give it, along with any supporting documentation (cash register tapes, etc.) to the person responsible for deposit verification and preparation.  
Departments with “cash“ cashier sessions in Banner are to close the Banner sessions daily.  The Cashier Review Report (TGACREV) and the deposit should be transmitted to the Business Office the same day, but no later than the next business day.  If this is not done, it causes a reconciliation problem. Once the session is closed, it is automatically fed to the general ledger.  An out of balance condition remains on the general ledger until the report is brought to the Business Office and posted.  Repeated failure to bring the report as requested will cause a department to lose their Banner  “cash” cashiering authorization. 

Monies should be received in an area that provides a separation/protective barrier between the cashier and the person making the payment.  Cash should immediately be secured out of public view.  Example:  a cash drawer.
Sequentially numbered receipt books are issued by the Business Office.  When requesting a receipt book, proof of identity will be required.  When receipting from a receipt book, the receipts should be allocated as follows:
· White copy is given to the person from whom money is received
· Yellow copy is brought to the Business Office with the deposit

· Pink copy remains in the receipt book for audit purposes

All receipts must be accounted for by the department.  When all the receipts have been used in a given book, the book should be returned to the Business Office.    The Business Office will review and retain the receipt books for audit purposes.
Checks should be endorsed immediately upon receipt with a restrictive endorsement that is provided by the Business Office. This should be done with in person payments and checks received through the mail    It is the responsibility of the department receiving the check to ensure that the check meets the following criteria:
· The check is made payable to Augusta State University

· The check is dated the day of receipt or transaction date. 
· Note:  We do not accept post dated checks.

· The dollar amount and written amount on the check are consistent and correct.

· The check is a single party and is signed by the account holder.  
· Note:  We do not accept two party checks.

· The check is drawn against a bank registered within the United States. 
· Note:  We do not accept checks drawn on foreign banks.
If bank fees are incurred due to any of the reasons listed above, the department may be held responsible for the charges.
.All funds received (i.e., cash, check, credit card transactions, etc.) must be brought to the Business Office within two working days of receipt.  Currency receipts must be brought to the Business Office the day it is received unless the department has an approved fire resistant safe.  At no time should ASU funds be taken off campus.  If the receiving department does not have access to a safe, funds received outside normal business hours must be taken to Public Safety and kept in their safe until the following work day.

The department receiving the funds is responsible for the safe delivery of deposits to the Business Office.  You are advised to request the services of a Public Safety 
Officer when transporting deposits to the Business Office.   Do not send deposits to the Business Office via campus mail.
Cashiers are located on the first floor of Fanning Hall and are available to accept deposits Monday through Friday from 8:00 am to 3:00 pm.   Deposits will not be accepted after 3:00 pm.
Each deposit must be accompanied by an original Deposit Transmittal Form plus one duplicate copy.  Cashiers will not accept a deposit without a complete Deposit Transmittal Form.  A sample Deposit Transmittal Form is located on the Business Office website for your convenience.  The Deposit Transmittal Form must be printed or typed and include the following information:
· Name of Department Initiating the Deposit

· Deposit Date

· Receipt Date(s)
· Breakdown of Total Currency, Coins, Checks, and Credit Card Transactions

· Account Posting Information or Banner Detail Code for the Deposit

· Account posting information should include the applicable Account, Fund,     Department, Class, Program, and Project/Grant ID.
· Total Deposit Amount

· Attach Student Account Detail Report for all JAGCard Transactions

· Signature of Individual Preparing the Deposit Transmittal Form

The Deposit Transmittal Form provides information to ensure that the deposit is posted to the correct account(s).  It is the responsibility of each department to maintain their own supply of Deposit Transmittal Forms.  
· When a deposit is presented by the department’s representative, the cashier will confirm that the funds for deposit match the Deposit Transmittal Form.  Once verified, the cashier will post the deposit and issue a computer generated receipt.  If the cashier is unable to post the deposit immediately, the duplicate Deposit Transmittal Form will be dated, validated by the cashier’s signature, and given to the department’s representative.  A computer generated receipt will be sent to the department by the end of the next business day.

· Any discrepancy between the Deposit Transmittal Form and the total funds presented to the cashier must be reconciled immediately by the department’s representative.  The cashier will be happy to provide assistance.  Any discrepancies that cannot be reconciled will be reported to the Accounts Receivable Manager and the department chair or director.  Shortages that cannot be reconciled may be reported to the Director of Financial Services.

· In addition to cash and single party checks as stipulated above, the University accepts payments via MasterCard, Visa, Discover Card, JAGCard, TouchNet ACH, and the Higher One Card.  If any other card or electronic payment is accepted by the department, the department may be held responsible for any banking fees incurred and will be responsible for notifying the payee that payment is still owed.
· Credit card transactions are confirmed electronically through the appropriate credit card reporting agency.  Credit card transactions must be included and reported on the Deposit Transmittal Form within two days from the transaction date.  The Business Office maintains a log of departmental deposits by receipt number to ensure that deposits are being made for all transactions in a timely manner.
· All requests for credit card accounts must be approved by the Business Office.  Applicable credit card fees will be charged to the receipting department on a monthly basis.  To reduce credit card fees, please be aware of the following:
· Swipe the card using a credit card terminal or authorized credit card reporting system whenever possible.  Note:  Transactions processed by manual key entry (i.e., web orders, telephone orders, mail orders, etc.) incur higher banking discount and interchange fees.  
· Whenever possible, verify and obtain the signature of the credit card holder on the department receipt copy. This reduces banking fees and validates the credit card transaction.  
· Use extreme caution when handling credit card transactions to ensure the confidentiality of the credit card holder’s information.  Identity theft is a major problem for everyone.  Note:  The customer copy should not list the entire credit card number.
· All hardware and/or software used to support credit card transactions must be approved by the Business Office.   IT Services should be consulted to ensure compatibility with exiting software.  Each department is responsible for the confidentiality and security of credit card and other financial data.  Confidential financial data and equipment should be handled in a secure environment and never be transported physically or electronically off University property.  

The handling of confidential financial data is governed by both state and federal law.  Failure or abuse of confidential financial data could result in employment disciplinary action and/or criminal charges.   Any loss or improper use of confidential financial data (i.e., credit card receipts, credit card account numbers, names, address, etc.) must be reported immediately to the Business Office.  If you have any questions or concerns regarding the handling and/or disclosure of financial data, please contact the Business Office.
· All financial transactions are subject to Board of Regents, University System Office, Internal Audit Department review and State Department of Audit requirements.  It is the responsibility of each department to reconcile departmental budgets on a monthly basis to confirm that all deposits have been posted correctly.  
· Repeated abuse of the Cash Receipting Procedures listed above will be reported to the University’s Chief Business Office and could result in the suspension of the department’s cash receipting privileges.
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