ASU External Organization Cash Handling and Inventory Control Processes
ASU student organizations have a responsibility to manage cash handling and inventory control to reduce risk of misappropriation, loss and theft.  As such, the following guidelines have been developed to assist student leaders with establishing controls to reduce the risk associated with cash handling and inventory.
Cash Handling
	Responsibility/Operational Standard
	Action

	
	

	General
	1. Consider whether a criminal history check is needed based on the amount of cash and checks being handled by the individual(s) handling the cash and checks.
2. Provide new individuals with adequate training to ensure that they understand the importance of following proper receipt and payment-handling procedures.

3. Keep a running book cash balance total in the check book to manage cash control and aid in the monthly reconciliation process.
4. Organizations are not allowed to cash personal checks from cash receipts.

5. Keep a minimal amount of cash on hand to be used only for making change.

6. Keep petty cash fund operations separate from cash receipting operations.
7. Keep petty cash funds to the lowest amount possible.

8. Place cash and checks in a safe, or secure it in a strong lockable cash box placed in a locking desk or cabinet.  Keep a log of anyone issued a key or given knowledge of the combination.  Limit the number of people with this access to the minimum possible.  Limit as few people as possible into the area where payments are received.

	
	

	Cash Receipts
	1. Keep individuals receiving payments from making adjustments to the accounting records (e.g., reversals and credits).

2. All cash receipts need to be deposited in total and not used for small miscellaneous purchases.

3. Allow receipt of cash payments only when payment is being made in person.

4. Issue a pre-numbered receipt for all cash payments.  (In some cases the appropriate receipting document may be pre-numbered tickets.) Keep the original for the department records and give a copy to the payor.
5. Enter all receipts into a log such as a notebook or an electronic spreadsheet.
6. Keep all copies of voided or cancelled cash receipts. These will be used when reconciling the monthly bank statement.

7. Deposit all receipts at bank or financial institution where the account is registered.

	
	

	Cash Disbursements
	1. A written request should be submitted and approved by an individual other than the person writing checks before merchandise or service is ordered.

2. Approval for payment of vendor invoices should be done by an individual other than the person writing checks.

3. Verify that the vendor invoice is appropriate and for the correct amount.  (someone other than the individual who writes the checks should approve the vendor invoice for payment)
4. Write a check only for the approved amount.
5. Write or apply a stamped mark on the vendor invoice indicating that it has been paid including the pay date.

6. Disbursements from the petty cash fund should be evidenced by an approved invoice.

7. Disbursements by check or petty cash for personal loans are always prohibited.

	
	

	Reconciliation
	1. Reconcile petty cash and checking account bank statement monthly.

2. Reconcile the logged receipt total to the total listed on the checking account deposit slip.

3. Reconcile the deposit slip total to the monthly bank statement.
4. Reconcile checks written per check stubs to the checks cleared on the bank statement.

5. Reconcile bank statement balance to book balance obtained from the check book.


Inventory

	General
	1. Verify the quantity and quality of merchandise orders received immediately upon delivery.  This verification shall be performed with the assistance and in the company of several persons, for larger orders perhaps your advisor.  Sign receiving paperwork to document the verification.  Receiving information is submitted to treasurer for invoice processing.

2. Safeguard inventory on hand by limiting and controlling access to merchandise.

3. Issue merchandise items to persons authorized to take possession for sales events.  Both inventory control personnel and the person receiving the merchandise verify the quantity, type and size of items and sign for the transfer of merchandise.

4. Receive unsold merchandise back into the inventory.  The person returning merchandise and inventory control personnel both count, document, and sign for items returned.

5. Perform a physical inventory count on a predetermined frequency and submits counts to treasurer.

6. Determine quantities to be ordered based upon physical inventory counts and predetermined inventory requirements.  Orders are submitted to appropriate leadership for authorization.


