Application for Change Fund

Department: Date:
Custodian: Amount:
Purpose:

Policies & Procedures

A change fund is money advanced to a responsible individual for the purpose of giving change for
business transactions made within a department. Normally, the department requesting a change
fund is engaged in the selling of merchandise or services to others.

An application form may be obtained from Financial Services to establish a change fund.
Personnel from Financial Services will review the policies and procedures with the custodian.

The amount of the initial request for funds should be sufficient to conduct a normal day’s business.
If business transactions increase and the amount of funds is no longer sufficient, an additional
amount may be requested.

The change fund is not to be used for any of the following activities; purchases of any kind, making
loans, paying wages or cashing checks. Use of the change fund for IOU’s is not an acceptable
practice.

All revenues are to be deposited regularly at the cashier’s office. Daily deposits are recommended
for high volume sales areas. Any amounts collected in excess of the change fund are considered
revenues and must be deposited as such. Do not add any cash overages to the change fund.

If the fund custodian changes due to termination of employment or transfer to another department,
a new application must be prepared so that the funds can be transferred to the successor
custodian.

The change fund must be kept separated and safeguarded at all times. When the fund is no longer
needed, it must be returned to Financial Services.

The custodian of the change fund is considered liable and extreme care must be utilized to
safeguard the funds. If funds are lost or stolen, Financial Services must be contacted immediately.

The Fund Custodian can expect periodic unannounced audits of the fund to be conducted by any of
the following: Financial Services personnel, University auditor, and/or independent auditors.

Before temporary Change Fund is approved and disbursed, the Custodian must go
through Cash Handling Training with Financial Services.

Date of Training attended: Cash Management Supervisor:

If this application is approved, | agree to accept personal responsibility for the fund. At the
same time | expect the University to provide me with adequate safeguards. If these funds
are lost through my own carelessness, | will be liable to the University. Further, | agree with
the policies and procedures set forth above.

Custodian Division Head/Department Chair Controller Approval


mmeletan
Highlight

mmeletan
Highlight

mmeletan
Highlight

mmeletan
Highlight

mmeletan
Highlight

mmeletan
Highlight

mmeletan
Highlight





Accessibility Report





		Filename: 

		application-for-change-fund.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 0



		Passed manually: 2



		Failed manually: 0



		Skipped: 0



		Passed: 30



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Passed manually		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Passed manually		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Passed		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top



