The Texas A&M University System Health Science Center

Working Fund Procedures

Supplements System Policy 21.01.11
1.  WORKING FUNDS ESTABLISHED FROM LOCAL FUNDS

1.1 Working funds may be established or increased/decreased by the Vice President for Finance and Administration for making change or paying for items which cannot be expeditiously handled through regular disbursement procedures. Working funds may be in the form of cash funds (petty cash funds) or may be funds held in separate bank accounts. Such funds may be used only for the purposes for which they are designated.

1.2 Disbursements from working funds for goods and services are subject to the same certification, approval, and documentation requirements as disbursements made through regular voucher procedures. Reimbursements to working fund accounts shall be made at least monthly and as many times during the month as necessary to maintain the efficiency of the accounts.

1.3 Working fund accounts may be established by the Office of Finance and Administration in any bank with which the System has a depository agreement, provided the balances in the working fund accounts are covered by the allocation of securities to the HSC.

1.4 Working fund accounts in any bank in which the HSC does not have a proper allocation of securities must be approved by the Vice President for Finance and Administration and then forwarded to the System Chancellor or his or her designee for his or her approval. The bank balance of such working fund accounts shall not, at any time, exceed the Federal Deposit Insurance Corporation (FDIC) coverage limit.

1.5 Each working fund shall be reported annually to the Office of Finance and Administration, including the amounts of cash and all cash ticket items making up the fund.

1.6 Full accountability for working funds shall be maintained at all times by the departments or units processing the funds. Periodic audits of working funds may be made by the System Internal Audit department and/or Office of Finance and Administration personnel.

1.7 Working fund accounts held in bank accounts shall complete a monthly reconciliation of the bank account within thirty days of receiving the bank statement.  A copy of the completed reconciliation and bank statement shall be forwarded to the Office of Finance and Administration for review.  

The Texas A&M University System Health Science Center

Detailed Petty Cash Procedures

Non-BCD Departments

A.  SETTING UP OR INCREASING A PETTY CASH FUND

1. Submit a Working Fund Request form to the Vice President for Finance and Administration.

2. Upon approval, the Office of Finance and Administration will prepare a voucher to generate the beginning or increased petty cash fund balance.  The resulting check will be made payable to the primary custodian, as agent for both the HSC and the department.  The primary custodian will then have to take the check to be cashed.  

3. The Primary Custodian must complete a Custodial Receipt form and return it to the Office of Finance and Administration.  

B.  SPENDING FROM THE FUND AND REIMBURSING THE FUND

1. Disbursements from petty cash for goods and services are subject to the same certification, approval, and documentation requirements as disbursements made through regular voucher procedures.  Disbursements must also follow the purpose of the fund as described in the Working Fund Request.   

2. To reimburse the fund after a disbursement, submit a voucher to HSC Accounts Payable at least monthly for any expense paid out of the fund.  Attach all receipts/backup just as you would a normal voucher.  

3. The vendor on the voucher should be the primary custodian of the fund, as agent for both the HSC and the department.  

4. Upon approval, the Office of Finance and Administration will generate a check and mail it to the primary custodian, who will then take the check to be cashed.

5. The primary custodian will then combine that cash with the other cash in the petty cash fund.     

C.  ACCOUNTABILITY FOR THE FUND

1. The primary custodian must ensure that the receipts, vouchers submitted for processing, and cash equal the petty cash fund balance at all times.

2. The department head, or his or her designee, should perform a departmental petty cash count as of August 31st and submit the Departmental Petty Cash Count form to the Office of Finance and Administration by the 5th working day of each new fiscal year.  

3. If the primary custodian changes, prepare a new Custodial Receipt form and submit it to the Office of Finance and Administration.  

D.  CLOSING A PETTY CASH FUND

1.
Submit the following to the Office of Finance and Administration:

· Total cash balance of the fund

· Completed Departmental Petty Cash count form

· Memo from department head approving the return of the funds.

2. All receipts must be submitted for reimbursement before the fund may be closed.  The petty cash fund must be returned in its entirety (no unreimbursed receipts will be accepted).

BCD Departments

A. SETTING UP OR INCREASING A PETTY CASH FUND

1. Submit a Working Fund Request form to the Vice President for Finance and Administration.

2. Upon approval, the Office of Finance and Administration will send back a copy of the signed form to the BCD Business Office.

3. The BCD Business Office will then take the funds out of their business office petty cash to give to the departmental petty cash.  
4. The Primary Custodian must complete a Custodial Receipt form and return it to the Office of Finance and Administration.
5. The BCD Business Office Petty Cash will be reimbursed through change order handled in the BCD Business Office.  

B.  SPENDING FROM THE FUND AND REIMBURSING THE FUND

1. Disbursements from petty cash for goods and services are subject to the same certification, approval, and documentation requirements as disbursements made through regular voucher procedures.  Disbursements must also follow the purpose of the fund as described in the Working Fund Request.   
2. To reimburse the fund after a disbursement, submit receipts to BCD Business Office at least monthly for any expense paid out of the fund.  Attach all receipts/backup just as you would a normal voucher.  
3. The BCD Business Office will reimburse the Departmental Petty Cash from the Business Office Petty Cash, which will then be reimbursed through change order handled in the BCD Business Office.    
4. Receipts and documentation are sent in data entry form to the HSC Accounts Payable office, where the expenses will be audited, and then entry made into FAMIS.     

C.  ACCOUNTABILITY FOR THE FUND

1. The primary custodian must ensure that the receipts, vouchers submitted for processing, and cash equal the petty cash fund balance at all times.
2. The department head, or his or her designee, should perform a departmental petty cash count as of August 31st and submit the Departmental Petty Cash Count form to the Office of Finance and Administration by the 5th working day of each new fiscal year.  
3. If the primary custodian changes, prepare a new Custodial Receipt form and submit it to the Office of Finance and Administration.  

D.  CLOSING A PETTY CASH FUND

1.
Submit the following to the BCD Business Office:

· Total cash balance of the fund

· Completed Departmental Petty Cash count form

2. All receipts must be submitted for reimbursement before the fund may be closed.  The petty cash fund must be returned in its entirety (no unreimbursed receipts will be accepted).

3. BCD Business Office deposits funds in the bank.  

4. BCD Business Office sends copy of completed Departmental Petty Cash count form and a note/memo signifying the closure of the fund to the HSC Office of Finance & Administration.
