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Treasury Services 
  Business and Financial Services

6003 Campus Delivery
Fort Collins, CO 80523-6003
(970) 491-7131
FAX: (970) 491-3815

TO:

All departments on campus accepting cash and checks
FROM:
Katie Nelson, Treasury Services Manager
SUBJECT:
Cash and Check handling procedures
DATE: 
January 4, 2012
During recent audits of the cash handling processes being employed across campus, a couple of issues have come up that warrant reminders to all personnel who are involved in the cash / check handling process.
Prompt endorsement of checks
Checks should be endorsed immediately upon receipt.
As soon as a check is tendered to a university employee (i.e. handed across the counter or in the case of mailed in payments when the envelope is opened), the check should be restrictively endorsed “For Deposit Only” as per paragraph 3 of FPI C-1, Article V, section B.  This limits the risk of payments made to the university being mishandled and therefore subject to theft or alteration.
Timely deposit of cash (and check) receipts

Once a department has receipts totaling $500.00, a deposit must be made to the University Cashiers Office.  Deposit receipts totaling under $500.00 at least once per month.
Departments should not hold cash and checks until a time when it is convenient for them to deliver the receipts to the Cashiers Office.  Holding cash at the departmental level not only costs the university in lost interest revenue, but also increases the risk of funds being lost or stolen and can cause checks received to become “stale dated” and dishonored by the bank on which they are drawn.

Please review FPI C-1 (which can be found on the Business and Financial Services website under “Documents and Tools/Financial Procedures”) for more detailed instructions and feel free to call the Treasury Services Office or Cashiers Office if you have any questions.
Thank you all for your hard work and for contributing to efficiency and effectiveness of the cash handling process here at CSU!
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