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Cash Handling Units 
 
Beginning with the implementation of Project Café (PeopleSoft), appropriate departments were 
identified as Cash Handling Units.  The Bursar’s Office is the liaison for identifying and working 
with all cash handling units.  A cash handling unit is defined as any department making a 
minimum of two or more deposits per month.  Departments that have small numbers of deposits 
should coordinate with their business or financial manager for consolidation of deposits.  The 
departments are now responsible for making their own bank deposits including filling out bank 
deposit slips, preparing packaging and entering into the online Cash Receipt Ticket (CRT) 
system.  Documentation for all deposit procedures is included within this manual in the 
appropriate task area.  Deposits that are not taken directly to the bank via armored car must be 
transported to the Bursar’s office in sealed tamper evident bank deposit bags that have been 
provided to all cash handling units.  The Bursar will issue a receipt for deposit bags dropped off 
and will send deposits to the bank via armored car.  The Bursar’s Offices on both the Evanston 
and Chicago campuses will continue to be available to assist all departments with the depository 
process.  
 
Segregation of Duties 
 
There must be a separation of duties between the person receiving cash and the person 
responsible for maintaining the accounting records (e.g., University General Ledger (from which 
your Budget Statements are printed), department billing, Accounts Receivable). 
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 Transfer of Accountability  
 
  Transfer of accountability must be recorded, (name, date, time, and amount) if the deposit 

is not being transported by the person preparing the deposit.  All transfer logs should be 
retained for the current fiscal year plus 2 fiscal years.  All documents should be maintained 
in such a manner as to provide suitable audit trail for all transactions. 

 
 
Control Concepts 
 
The following list of internal control questions will help you assess the cash controls in your 
area.  Answer each question to assess your own department’s controls.  At the end, review 
your answers for practices or controls, which are not in effect.  These represent internal control 
weaknesses.  For each weakness determine the risk it represents to your operations, whether 
there are mitigating controls, and what action, if any, needs to be taken.  You can find more 
information about all other aspects of your office’s operating controls on the Auditing web site at 
http://www.northwestern.edu/auditing/tools/index.htm.    

 
Cash Receipts, Revenue and Petty Cash 

 
Segregation of Duties 

 
�x Are the following responsibilities distributed among personnel so one person is 

not responsible for all aspects? 
�ƒ Opening mail? 
�ƒ Endorsing checks? 
�ƒ Preparing deposits? 
�ƒ Reconciling to budget statements? 

�x Are billing and collection duties distributed among personnel? 
 

Safeguarding of Cash/Receipts 
 

�x Are checks endorsed immediately upon receipt? 
�x Are receipts kept in a secure location until deposit (e.g., safe, locked drawer, 

etc.)? 
�x Is access to credit card terminals and cash registers restricted to authorized 

personnel? 
 

Cash Receipt Processing 
 
�x Are deposits made daily and/or in compliance with Cash Handling Policies & 

Procedures guideline? 
�x Are daily cash register readings recorded on the daily cash reports and 

reconciled to daily deposits? 
�x Are processed credit card charges/credits handled properly and timely? 
�x Are sales forms and invoices pre-numbered and accounted for to ensure all 

sales are billed and recorded? 
�x Is anTj
EMC cTw 14.804 0e/363 -1.163ded?
�x
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Requirements for Deposit s 
 
 Frequency of Deposits 
 
 Deposits are to be made in a timely manner (see chart below) to insure proper posting of 

accounts and to insure the safety of University funds.   
 
 All bank deposits are to be made at the Bursar's Office on the Evanston or Chicago campuses 

unless alternate arrangements have been made in conjunction with the Bursar Office for 
armored car service.  Deposits may be made at the Chicago Bursar's Office, Monday - Friday 
between 9 a.m. and 4 p.m. and at the Evanston Bursar's Office, Monday - Friday between 
8:30 a.m. and 4 p.m. 
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Figure 1 Online CRT  
 
 

 

 
Figure 2 Paper CRT 
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BE ALERT, BE O BSERVANT!!!  
 
 

 

HAT: (color,  
type, etc.)  
HAIR: 
  
EYES: 
  
SCARS: 
(or marks)  
 
  
SHIRT: 
  
TIE: 
  
COAT: 
  
TROUSERS: 
  
SHOES: 
  
RACE: 
  
SEX: 
  
AGE: 
  
WEIGHT: 
  

 
  
 

 

DIRECTION OF ESCAPE: 
  
METHOD OF ESCAPE: 
 
FOOT       VEHICLE       
 
VEHICLE LICENSE: 
  
VEHICLE MAKE: 
  
VEHICLE COLOR: 
  
NUMBER OF SUSPECTS: 
  
TYPE OF WEAPON: 
HAND GUN   
 
 
 
SHOT GUN   
 
 
 
 
OTHER REMARKS: 
  
 
  
 
  
 

 

 

CONTACT UNIVERSITY POLICE AS QUICKLY AS POSSIBLE AFTER 
DEPARTURE OF SUSPECT(S) 

PHONE  
 
EVANSTON 
 Emergency:  911 
 Non-Emergency: 456 or 1-3254 
 
CHICAGO 
 Emergency:  911 
 Non-Emergency: 456 or 3-8314 

Features, which you can remember regarding the physical characteristics of 
suspicious persons or assailants, can greatly assist your police department in 
their apprehension. 
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 Utilizing a Cash Register, PC or Other Electronic Equipment  
 
  It is recommended that purchases of cash registers or receipt producing equipment be 

discussed with the Bursar’s Office prior to placing the order.   Departmental management 
should ensure that a balancing worksheet, cash balancing procedures, and spot audit 
procedures are established. The unit should determine, up front, how the program will 
balance and how the record keeping process will be accomplished. The following 
minimum controls must be in place.  The register must have: 

  • A journal tape to record all transactions.   

  • A key or supervisor password which enables readings or totals to be taken.  The 
cashier must not have access to this key. 

  • A grand total which cannot be reset to zero or any other number.  The Cashier must 
not have the ability to void and issue a refund without a supervisor's approval. 

  • Void and refund transaction keys, supervisor password and procedures. 
 
 Procedures for Cash Registered Sales 
 
  • All sales should be recorded through the cash register.  The cash register provides: 

   (1)  a locked in record of the amount of funds entered on the register 

   (2) a printed ticket to be given to the customer or a visible record of the 
amount registered for the customer's examination  

   (3) a safe place for holding a change fund and un-deposited receipts 

  • The cash drawer in the register should never be left open unless a transaction is being 
processed. 

  • All register totals should be balanced at the end of the day (or change of shift). 

  • Accountability over sales proceeds and change bank funds should be assigned to 
specific individuals, which means that each employee who operates out of the same 
cash register should be assigned his own bank and cash drawer.  Funds should not be 
commingled between cash drawers. 

  • The cash register should be closed out and total cash receipts should be 
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Sample Forms to Balance, Record & Deposit Cash Receipts 
 
Following are samples of various forms to assist you in balancing your cash drawers, 
accounting for voids, preparing a manual log, cash register, pc or other electronic device 
reconciliation and deposit of funds for same.  You may use these examples and customize 
them for your individual department’s use. 

 
You should keep copies of all these reports as well as any generated by your cash register, pc or 
other electronic equipment with a copy of your CASH RECEIPT TICKET (CRT).  These records 
should be kept intact and retained for seven (7) years in your department.  You should also be 
able to identify every check that you deposit. 

 
 
 

�x Cash Drawer Count – Used only for cash; skip if exclusively receiving checks 
and/or charges 

 
�x Void Transaction –  Documentation of Voids prepared during business or 

afterward during balancing 
 

�x Manual Processing Log –  Chronological listing of transactions 
 

�x 





 15 

Sample Void Transaction 
 

�x The following form can be used whether you are using a cash register, an electronic 
system or a manual system. 

 
 
Write up one of these forms for every adjustment, whether it is electronically or manually 
adjusted, whether during the course of the day or after the fact. 
 
 
 
 

 
VOID TRANSACTIONS 

RING UP ADJUSTMENTS 
 
 
  DATE:   mm/dd/yy   REG #       1 

 
 
  VOID RECEIPT #          3 

  RERING RECEIPT #        n/a  
 
  [  ] Wrong Class   [ x ] Overring    [  ] Underring     [  ] Other  
 
  EXPLANATION 
 
  Item rung up as $28.50 should be $8.50  
  check written correctly at $8.50  
                                                                                 
                                                                                 
 A. Cashier  or 
  BY  B. Bookeeper  APPROVED    I.M. Supervisor  
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Use of  Revenue Clearing & Deposit Consolidation Report  
 
 
Items 1 through 4 are the totals from your revenue or balance sheet accounts for a single register or 
drawer. 
 
1. Enter account Gross Totals from register, electronic equipment or manual pre-numbered invoices 

and/or log.   
 
2. Enter the amount of any adjustments that had to be made (after equipment totals have been cleared) 

i.e., voids, underrings, overrings.  Please note:  a full written explanation of adjustments must be 
written and approved by supervisor. 

 
3. Add the Gross Totals and the Adjustments column to obtain the Net Totals. 
 
4. In the Net Totals column, enter any over or short that was indicated from your cash drawer count 

and add or subtract to produce the Account Grand Total. 
 
Repeat items 1 – 4 for each register or drawer. The sample report shows three columns for a second 
register or drawer.   
 
5. The Net Deposit is a total of the Net Totals for all registers or drawers.  
 

 
Items 6 through 10 are totals from your actual media. 

6. Enter totals from register, electronic equipment or manual pre-numbered invoices and/or log for 
cash, checks, V/MC, etc.  

 
7-8.Where appropriate enter the amount of any corresponding adjustment or overage or shortage (e.g. 

shortage of cash, adjusted check amount).  
 
9. Add the media Gross Totals and the Adjustments column to obtain the Net Totals.  
 

 
Repeat items 6 – 9 for each register or drawer.   

10. The Net Deposit is a total of the Net Totals for all registers or drawers.  
 
Account Grand Totals & Media Grand Totals must match for the Consolidated Report to be approved. 
 
When this sheet is completed and approved the CRT and the bank deposit is then prepared for 
delivery to the Bursar’s office or held for armored car pick up.  
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Sample Cash Receipt  Ticket  (CRT) 
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Check Acceptance 
 

Checks are to be written payable to "Northwestern University"; any other information on payee 
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  The Federal Reserve has established a regulation to standardize check endorsements.  
All depositors’ endorsements are limited to the top 1.5 inches on the backside of the 
check, at the trailing edge of the check.  This is where endorsements are normally placed. 
 If you look at the face of the check, the endorsement area is directly behind where "Pay to 
the Order of" is printed. 

 
  Any marks below the 1.5 inches on the check may obscure the bank routing number, 

cause delays in returning checks, and forfeit the University's right to recovery.  The 
purpose of this regulation is to speed collection and returns.  Failure to follow the above 
instructions may result in charges to your department.  An adding machine or calculator 
tape must accompany deposits containing three or more checks.  The tape should have a 
zero total at the top and be totaled at the bottom.  

 
 Limitations on Acceptance of Payments by Check 
 
  Departments are not authorized to return currency to the payor in the event that the check 

exceeds the amount due to the University.  Payment by travelers checks is the only time a 
department may return the difference between amount of travelers check and balance due 
to the payor.  Departments may not accept post-dated checks.  All checks received by a 
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DEPOSITING CASH TO THE BANK 
 
Purpose 
 
 This section of the document summarizes the proper procedures for depositing funds to the 

bank. 
 
Requirements for Deposits 
 
 Frequency of Deposits 
 

 

 

CUMULATIVE RECEIPTS 

 
 
MINIMUM FREQUENCY OF 
DEPOSIT  DELIVERY TO 
BURSAR'S OFFICE*  

 
SHOULD 
CONSIDER 
ARMORED 
PICKUP 

UP TO $499.99 WITHIN 5 BUSINESS DAYS No 

$500.00 TO $4,999.99  WITHIN 2 BUSINESS DAYS Yes 

$5,000.00 TO $49,999.99 NEXT DAY Yes 

$50,000.00 OR MORE  SAME DAY Yes 

ANY SINGLE ITEM $250,000.00 OR 
MORE  

SAME DAY/IMMEDIATELY 
(BURSAR WILL PREPARE FOR 
IMMEDIATE BANK DEPOSIT) 

Yes 

 
* If a large portion of cumulative receipts on hand is comprised of currency, deposits 

should be made more frequently than outlined above. 
 
Forms and Procedures to Be Used 
 

Cash Receipt Ticket ( CRT)) 
    

 The CRT is used by departments to communicate deposit information to the General 
Ledger.  After the correctly prepared bank deposit is deposited at the bank, it will 
match electronically to the Committed CRT and post to the General Ledger.   

 
 The CRT is located on the NU Portal.  
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Procedure to Fill Out Cash Receipt Ticket  (CRT) 

 

�x 
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Preparing a Bank Deposit  

 
�x The person making the bank deposit should be someone other than the person 

balancing the days work. 
�x Use a printing calculator. 
�x Enter date on bank deposit slip. 
�x Count your currency, listing totals by denomination on calculator.  Rubber band the 

tape around the bills.  List the amount on the bank deposit slip. 
�x Count all coins and place in small envelope and list on the bank deposit slip. 
�x Run a calculator tape on all checks.    Place rubber band or paper clip around 

checks.  List the total on the first line for checks. 
�x Run a calculator tape of all totals and enter total on bottom line and again where it 

indicates “please enter total”. 
�x Enter total number of checks where indicated, “total items.” 
�x The bank deposit slip is a two part form.  The original will go in the bank deposit bag 

with the currency, coin and checks.  The duplicate is retained in your department 
with the original balancing tapes run by the person balancing the days work. 
 
 

Sample Bank Deposit Ticket 
 
 
 
 
 
 
 
 
 
 
 
 

Deposit Ticket Number 
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Other Forms 
 
Any non-standard form for the deposit of cash receipts must be reviewed and approved by the 
Office of Student Accounts and the Bursar to meet their specific criteria prior to printing the forms. 
 
Correction of Errors 
 
If any error, as to account number or distribution, is found after a CRT has been committed and 
processed, the department must complete a Correction Journal and submit to Accounting 
Services.   
 
If an error is found after a CRT is committed but before posted, contact the Evanston Bursar’s 
Office at 1-5344. The Bursar’s Office will adjust the over/short on the cash account or debit/credit 
the appropriate account.  
 
 
Reporting Over & Short  
 
A daily accounting of cash received from sales or deposits will be balanced against the total 
amount on the daily ledger or rung on the departmental cash register.  Any amount that is over or 
short is to be reported on the same day and reflected on the CRT using appropriate chart string 
with Account Number 40702, as well as on the departmental balancing worksheet.   
  
Corrective action should be taken if established dollar limits and frequency of overages and/or 
shortages are exceeded. 
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 What the Bursar -Cashier does with Department’s Deposits 
 
 
The cashier will accept the sealed deposit bag and provide a receipt. These deposits are picked 
up from the Bursar’s offices daily by an armored car carrier and transported to the bank.  Bursar’s 
Office will also track and monitor committed CRTs, receipt of bank deposits, and track 
discrepancies or missing deposits.  Correcting entries will also be processed by the Bursar’s 
Office through over / short entries.  If a department has armored car service, the deposit is 
transported directly to the bank. 
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CASH RECEIPT RECONCILIATION 
 
 
Purpose 
 
 This section of the document explains procedures to ensure that all funds are properly 

deposited and recorded by reconciling CRTs and bank deposits to the General Ledger 
statements.  

 
 
Procedures to Reconcile Accounts  
 
 Verify Match and Post Status using CRT  
 

Departments may retrieve committed CRTs online to verify matching and posting status of 
individual deposits and the overall CRT.   

 
Only CRTs with a Posting Status of “Posted” on the CRT will appear on budget statements.     

 
Using Committed Copies 

 
 Departments that have online access to PeopleSoft GL can look up their accounts in the 

General Ledger one to two days after the deposit is made, unless there is a problem with the 
CRT or the bank deposit.  The amount posted in the General Ledger (from which your Budget 
Statements are produced) should be compared to the entry committed in the CASH RECEIPT 
TICKET (CRT) system.  Changes made by Correction Journals or bank adjustments will not 
be reflected on the original CRTs, they will be shown as separate line items on budget 
statements. 

 
 Using Budget  Statements 
 
 On a monthly basis, departments receive monthly budget statements.  Total deposits and 

account balances should be verified against totals in the departmental records.  An analysis of 
outstanding deposits should be made and checked for further disposition.  It is very important 
to establish revenue budgets to provide a basis for variance analysis on a monthly basis.  An 
important management tool is the reconciliation of budget to actual activity. 

 
 How and Where to Report Discrepancies 
 
 If a deposit line is not found or a discrepancy is found on budget statements or in the General 

Ledger contact the Bursar or Accounting Services for clarification. 



 29 

VISA/MASTERCARD/WILDCARD/AMERICAN EXPRESS  
 
 
Purpose 
 
 This section of the document defines and outlines University Policy with regard to the 

acceptance and handling of charge, credit and debit card transactions. 
 
 
Introduction 
 
 To accommodate customers wanting to pay by charge, credit or debit card, authorized units 

may accept Visa/MasterCard/WildCARD and/or American Express payments.  This process is 
consistent with other cash handling procedures, though some additional steps are required. 

 
 Generally, only authorized cash collection units may request authorization to become a 

Visa/MasterCard/WildCARD/American Express merchant.  Departments that accept the 
WildCARD may accept any ATM card.  The current policy and application packet is available 
on the Bursar’s website. http://www.northwestern.edu/bursar/docs/ccpolicy.html Please 
contact the Bursar’s Office for current prices and discount rates for credit card processing. All 
completed applications must be submitted to the Evanston Bursar’s Office.  Upon approval, 
the procedures outlined in this section must be followed when depositing and reporting 
charge, credit and debit sales on the CRT.  The approval may take 3 - 5 weeks depending 
upon availability of equipment. 

 
 

http://www.northwestern.edu/bursar/docs/ccpolicy.html�
http://www.northwestern.edu/bursar/docs/ccpolicy.html�
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Procedures to Deposit and Report Charge, Credit and Debit Sales 

 
Upon installation, the Bursar will provide instructions on the use of the terminal and 
customized deposit procedures, instruction forms for use of terminal and report generating, 
and procedures for handling disputed transactions. 

 
 • Charge, credit, and debit card deposits must be reported on a Cash Receipt Ticket. A 

Totals report, Detail report, and Settlement report must be printed at the end of each day. 
The Totals and Detail reports must be run prior to settling the batch at the end of the day. 
After balancing the batch must be closed. When the batch settles, a Settlement report will 
print. 

 • Retain the printed Totals, Detail and Settlement reports with a printout of the   (CRT) for 3 
years beyond the current year.   

 • The card terminal will electronically remit daily totals directly to the bank.   

 • If a terminal is inoperative, charge and credit card sales should be done manually using an 
imprinter.  When the terminal is back in service, any document transactions must be 
entered.  Debit card transactions cannot be done manually and later entered in the card 
terminal because the customer must be present to enter his/her pin number. 

 • Charge-backs and rejects of card transactions will be charged to the departmental 
account.  

 • Bank reports reflecting rejects and charge-backs will be sent to the originating department 
from the Bursar's Office. 

 
Charge, Credit and Debit Card Deposit Requirements 
 

Charge, credit and debit card deposits should be made with the online CRT no later than one 
day after any and all card transactions. This differs from the deposit requirements for currency 
or checks. 

 
Monthly Reconciliation of Statements 
 
 Billing will be sent monthly, via the Bursar, from the bank.  A printout will be provided with 

actual date and Batch number to aid in reconciliation. 
 
 The Bursar will be available to help reconcile the account for the first monthly statement. 
 
 
Getting Help 
 

If you have any questions or problems with the terminal, please call the telephone numbers 
referred to on your “Quick Tips” reference sheet or call the Bursar’s Office for instructions.   



 31 

INCOMING WIRE TRANSFERS 
 
 
Purpose 
 
 This section of the document defines and outlines University procedures regarding incoming 

wire transfer transactions.  These transactions typically are U.S. Government funding or other 
special payments. 

 
 
Wire Transfer Requirements 
 
 The Bursar's Office must be contacted prior to the initiation of a wire transfer

 

 to 
identify/match the transaction with the following information.  A copy of the information 
regarding the wire must be sent to the Bursar's Office at 619 Clark, Evanston and should 
include: 

• Source of wire (sender or bank). 
 
• Any identifying code numbers (reference & verification). 
 
• Date wire is expected. 
 
• Amount of wire transfer. 
 
• Provide the Evanston Bursar with your contact information.  The Bursar’s Office will 

contact your office with instructions on how to record the wire transfer using a CRT. 
 
 
 All incoming wires should be directed to Northwestern University's Depository Bank (JP 

Morgan Chase Bank) with instructions to the sender to include as much pertinent information 
on it as possible for identification purposes; i.e., for Tuition & Fee payment, the account name 
and number, for others - the Department name and company. 

 
 Contact the Bursar’s Office at (847) 491- 5343 for current wire instructions.  
 
 If any funds are transferred to other banks, or other accounts they cannot

 

 be identified by the 
Bursar and, therefore, cannot be credited to the proper account. 

 Wire tra nsfers incur extraordinary bank fees and should be used only in special 
circumstances.   The Bursar reserves the right to allocate such fees to the requesting 
department if normal deposit procedures could have been used.  Unidentified wires will be 
credited to the University’s general revenue account if they are not timely identified by a 
department or unit. 
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FOREIGN CHECKS 
 
 
Purpose 
 
 This section of the document defines University policy on the acceptance and handling of 

foreign checks. 
 
 
Introduction 
 
 Any check not drawn on a U.S. bank or which does not have a U.S. clearing bank listed on it 

is considered a foreign check even if the check is payable in U.S. funds.  Note: the Bank 
requires that foreign checks must be in excess of one hundred fifty U.S. Dollars ($150.00), or 
the equivalent currency, before they will accept them for conversion processing. 

 
 Any departments accepting checks should have a statement in all publications (paper and 

electronic) to the effect: 

 
“We only accept checks drawn on a U.S.  bank and payable in U.S. funds.”  

 
Procedures to Record and Collect  
 

 • 
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GIFTS 
 
 
Purpose 
 
 This section of the document outlines and defines procedures for handling charitable gifts to 

Northwestern University.
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CHECK CASHING 
 
Purpose 
 
 This section of the document outlines and defines University policy regarding check cashing 

privileges. 
 
Check Cashing Requirements 
 

 • Cashing of checks by departments is strictly prohibited under any circumstances. 
The Bursar's Office is the only authorized check cashing facility at the University.   
This privilege is limited to Northwestern University Checks only.  

   
• NU Check advances may be cashed.  There is no fee to cash a check advance. Bearer of 

check must present a valid NU WildCARD. If you will be cashing an unusually large check 
(over $3,000) the Bursar requires 1-day notice prior to 1pm.  

 • Northwestern University checks (payroll and/or reimbursement checks) may be cashed at 
the Bursar's Office for no more than $300.  There is no fee to cash a University check.  

 
Returned Checks 
 
 • Any check cashed at the Bursar's Office and returned by the bank is subject to a Service 

Charge of $30. 

 • Immediate restitution by the employee or student for the returned check(s) and service 
fee(s) is required.   

 • Student's registration and transcripts will not be processed until their account is cleared. 

 • Employees who have checks returned by the bank must make immediate restitution.  The 
employee may be terminated if prompt restitution is not made. 

 • Check cashing privileges will be permanently revoked after two checks have been 
returned by the bank or if restitution is not made immediately. 
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 • A custodian for the fund must be appointed and is the party responsible for safekeeping, 
disbursing, and balancing the fund. The custodian must be named as payee on the DPR.  

 • The PeopleSoft GL fund 110 should be charged.  The account number to be used will be 
assigned upon approval by Accounting Services.  A petty cash fund cannot be established 
by charging an object of expense.  The Fund, DeptID and Account numbers that will be 
charged for ultimate responsibility for the fund should be listed in the description section of 
the DPR.  

 • Determine the fund amount by estimating expenditures for a two-week period. Generally, 
petty cash funds may not be established in excess of $300. 

 • After completion of the approval process by Accounting Services, funds may be received 
at the Bursar’s Offices.   

 • The payee must present their valid WildCARD  to obtain cash at the Bursar’s Offices. 
 
Custodian Responsibilities 
 
 • The custodian of the fund is fully responsible for the safekeeping of the fund and for its 

proper usage.  The custodian must exercise caution in the administration and protection of 
the fund in his/her possession.   

 • Access to the fund should be limited to the petty cash custodian. 

 • The fund should be locked in an office safe, file safe, or reinforced lockable file or desk 
with a padlock and bar that secures all drawers at all times and the key should be kept in 
the custodian's possession.  At no time should the funds be left in unlocked desk drawers 
or cabinets.  Funds should not be retained in desk drawers or standard file cabinets since 
they are easily accessed with minimal forcing or readily available keys. 

 • Petty cash funds must not be commingled with any other funds or used for any purposes 
other than those listed in this policy document.   

 • Any discrepancies in the fund are the responsibility of the custodian and the departmental 
administration. 

 • It is the responsibility of the custodian to follow current University policies and procedures 
in maintaining the petty cash fund. 

 
Procedure to Change Custodian 
 
 If a fund custodian is transferring jobs or terminating employment at Northwestern University, 

it is necessary to transfer the fund to a new custodian. The fund should be counted and 
reconciled by the current custodian and then turned over to the new holder.  The new 
custodian should acknowledge receipt of the fund by signing a form documenting the transfer 
of funds and the accompanying responsibility.  The form below may be copied or printed from 
this document and used for this purpose.  Completed form should be sent to Accounting 
Services. 
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Accounting Services 
619 Clark Street  
Evanston, Illinois 60208 
 
 

 
 
Transfer of  Petty Cash Fund Accountability  
 
To:  Accounting Services        Date of Transfer:       
  619 Clark Street 
  Evanston Campus 
 
From: Custodian (printed)   __________________________________________________ 
 
  Dept. & School ____________________________________________________ 
 
  Fund Name _______________________________________________________ 
 
  Chart String #  ___________________________________________________________ 

 

The Petty Cash Fund of this department in the amount of $        is 
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Fund Restrictions 
 
 • Petty cash funds are to be maintained on an imprest basis, which means the amount of the fund 

remains constant.  Currency and coin plus petty cash receipts in the fund should always equal the 
authorized amount of the fund. 

 • This fund belongs to Northwestern University and should be kept on University property at all times.  
As such, the fund can be subject to surprise count by the Auditing Department, Accounting Services, 
Bursar's Office and the University's external auditors during normal business hours. 

 
 • Department supervisors should periodically perform surprise counts on a regular basis. 

 • No money may be  loaned or borrowed from the fund for personal use.  

 • The fund may not be used to cash personal checks.  

 • Mishandling of funds may result in dismissal and/or prosecution of involved employees and/or 
relinquishment of the fund by the department. 

 
Petty Cash Fund Disbursements 
 
 • Petty cash disbursements may be made for: 

  �q emergency

  �q freight, C.O.D.’s, postage due   

 purchases  

  �q authorized local travel or entertainment under $50.00  
 
  �q payment of research participants up to $50 cumulative for the calendar year (with prior grant 

authorization from Accounting Services for Research and Sponsored Programs (ASRSP)).  For 
more information, see the Paying Individuals web site at 
http://www.northwestern.edu/finsys/ps/purchasing/purchasingpaymentother.html 

 
�q food purchases under $50 with proper documentation provided, including business purpose of 

the event.  Note that tax may not be reimbursed for purchases of food and incidentals from local 
vendors or grocers. 
 

�q Card Sale refunds up to $25.00 each 

 • Employee gifts should never be purc hased with these funds.  

 • A receipt or invoice should be obtained for each expenditure.  Vendor receipts should show the date, 
amount and description of purchases. 

 • If the vendor does not normally furnish receipts or the expenditure is for such items as bus or train 
fare, the purchaser must complete and sign a Petty Cash - Pay-Out Form (PC) with appropriate 
dates, amounts and reasons for expenditure.  The custodian will approve and reimburse the 
purchaser.   

 • No amount over $25 should be reimbursed without a receipt. 

 • The employee seeking reimbursement should: 

  �q Fill out a Petty Cash - Pay-Out Form (PC) (available on Bursar Web Site) 

  �q Include the explanation of purchase 

  �q Sign and date  

  �q Attach the detailed receipt or invoice for the purchase with scotch tape on all four sides of receipt 

  �q The designated supervisor or dean must also sign/approve the reimbursement form.  A proxy 
signature will not be accepted. 

http://www.northwestern.edu/finsys/ps/purchasing/purchasingpaymentother.html#individuals�




http://www.northwestern.edu/finsys/ps/purchasing/purchasingpaymentother.html#individuals�
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Overages and Shortages 
 
 Overages in the fund must be deposited with the Bursar's Office; shortages are to be repaid 

by the department's operating funds.  Shortages must be fully documented in writing. 
 
Theft or Loss of Funds 
 
 • Shortages in the fund must be reimbursed.  The reimbursement of the shortage should 

bring the account back into balance. 

 • Funds lost due to circumstances beyond the control of the custodian must be repaid from 
the unit's funds or other available operating funds. 

 • If burglary or theft is suspected, the University Police should be notified immediately after 
discovery, at extension 456 or 1-3456 in Evanston or 3-3456 in Chicago. 

 
Verification of Fund by Department  
 
 Petty Cash funds will be verified on an annual basis by the department head or designee.  A 

verification form will be sent by Accounting Services.  The Department head or designee 
should verify and reconcile the fund.  Under no circumstance should the custodian verify the 
fund.  This annual verification form should be submitted to the Accounting Services 
department. 
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Reimbursements of Personal Funds Used for University -Related Expenses 
 
 Reimbursements for personal expenditures under $100 in a department where no petty cash 

fund 
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CHANGE FUNDS 
 
 
Purpose 
 
 Change funds are made available as an advance to authorized cash handling units for the 

purpose of making change for currency sales and/or services. 
 
 
Request and Authorization 
 
 A written request, Direct Payment Request (DPR) to the Accounting Services Department 

must first be approved by the department head or business manager.  The request should 
state the reason(s) the fund is required and the amount needed for daily operations. A 
custodian for the fund must be designated in the written request.  Accounting Services will 
assign the PeopleSoft GL Fund and Account number to be charged. 
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Custodian Responsibilities 
 

 • The custodian of the fund is fully responsible for the safekeeping of the fund and for its 
proper usage.  The custodian must exercise caution in the administration and protection of 
the fund in his/her possession.   

 • The fund should be locked at all times and the key should be kept in the 
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Accounting Services 
619 Clark Street  
Evanston, Illinois 60208 
 
 

 
Transfer of  Change Fund Accountability  
 
 
To:  Accounting Services        Date of Transfer:                  
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GLOSSARY 
 
All italicized words throughout the text appear in this glossary.    

http://www.northwestern.edu/bursar/Forms/cardsaleCafe.pdf�
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starter/blank checks   checks that are issued with no pre-printed name, address or check 
number, usually issued when a new account is opened. 

 
totals report  a summary by card type of the total dollars in sales/credits for the batch to be 

closed 
 
transfer logs  a permanent record that is signed and dated for funds that are transported by 

someone other than the person preparing those funds for deposit. 
 
unconditional pledge  a donor promise to make a future gift to the University.  An unconditional 

pledge places no performance requirements on behalf of the University. 
 
void  a transaction that has been deleted or replaced by another.  
 
wire transfer   monies that are transferred electronically from one financial institution to another. 
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