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This is the University of Illinois Logo
Unit Cash Handling Procedures
If you have any additional questions, email urbanapurchasing@uillinois.edu
If you have any additional questions, email uicpurchasing@uillinois.edu
If you have any additional questions, email uispurchasing@uillinois.edu
If you have any additional questions, email procurement@uillinois.edu
Your unit's cash handling procedures must be updated with the University Bursar Cashier Office every 2 years, or if there have been any changes to your procedures or staff involved in the cash handling process. 
Department Information
Primary Contact Information
Backup Contact Information
Department Head Information
A Cash Handling Unit is:  Any approved University of Illinois department/entity which receives and deposits cash, cash equivalents, and/or checks on behalf of the University.  OBFS Policy requires that University Bursar have on file, and approve, a copy of each unit's cash handling procedures. 
Is
familiar with the OBFS Policies and Procedure Cash Handling Section 10?
Have staff who are involved in cash handling responsibilities completed Level I - Cash Handling Fundamentals Course?
Does
deposit funds to University Bursar when $200 is collected, or within five (5) business days of receiving the funds?
Are shortages reported to the University Bursar Cashier Operations? 
In the case of theft or fraud, University Bursar is contacted, and the department may be directed to contact the Campus Police and/or University Audits. 
Does
accept cash for in-person payments? 
Is a receipt provided for in-person cash payments? 
Are you verifying the cash is not counterfeit? 
Are you only accepting United States currency?
Our unit is aware of our responsibilities to comply with IRS regulations related to tracking and reporting 
individuals who make cash payments of $10,000 or more over a 12-month period with IRS form 8300.
Does
accept checks for in-person payments? 
Is a receipt provided for in-person check payments? 
Are you recognizing and verifying the parts of the check, using the Front-line cash handling guide? 
Are you endorsing the back of the check with? 
For Deposit OnlyDepartment NameCFOAPALDept Form Reference (UIUC Only)
Are you only accepting checks payable in United States Currency?
Refer to Section 10.3.2 Deposit Foreign Checks with University Bursar.
Is the unit familiar with all university check handling policies and procedures located in 10.2.1 Accept Checks as Payment and understands if a returned check is not in compliance, the department will be responsible for the recovery of the returned amount?  
Cash handling units can elect to become a delegated agent by submitting an updated Return Check Handling form annually, where the returned check is received by University Bursar and then transferred to the department for processing and recovery of funds. 
Has
been approved to assume responsibility for any/all returned check handling and related recovery activities? 
Cash handling units can also elect to defer to University Bursar, where University Bursar receives the returned check and then processes it for recovery of funds. 
Has
deferred to have the University Bursar's office perform check recovery and fee assessment procedures?
11.0.0.20130303.1.892433.887364
OBFS - BIS - University of Illinois
Form is used to assist purchasing in creating a solicitation for purchase.
OBFS - BIS - University of Illinois
Competitive Solicitation Request
Does
accept credit cards for in-person payments?
Is the unit familiar with the Merchant Card Policy, including the daily and monthly reconciliation requirements outlined in Section 21 of the OBFS Policies and Procedures Manual?
Segregation of Duties & Depositing of funds: 
The segregation of duties process divides these cash handling duties among different people so that no individual person has sole control over the process.  This process is a type of preventative internal control that helps prevent errors and fraud.  Provide the full name of who handles each duty.
Transport Method:
Select the transportation method
uses to submit deposits to the University Bursar Cashier Office. 
Change Fund:
Does your Cash Handling Unit have a change Fund? 
The amount in the change fund should remain intact at the end of each business day.
Safekeeping
Describe where/how funds are kept for safekeeping.
Additional Information:
Certification
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