Comptroller’s manual


Cashiering

1. Introduction

This section encompasses the policies and procedures for AUB’s cashiering department.

2. Policies and Procedures
a. Responsibility of Cashiers

The cashier is responsible for proper and accurate recording of cash transactions, safeguarding of cash receipts on hand and timely deposit of the monies.

b. Authority to Receive Cash 

i. The cashier is authorized to receive and deposit monies related to AUB operations.

ii. All checks received should be made to the order of AUB. They must be certified and personal checks can be received with additional information about the identity of the payer.

iii. All U.S. notes over $20 and L£50,000 are scanned by the detector machine. If these notes fail to pass, they are immediately returned to the person concerned. In very rare cases, the detector machine fails to pick up forged notes.
c. Accounting for Funds Received

The cashier must issue an official receipts voucher for cash or checks received. 
d. Safeguarding of Funds

Cash receipts on hand are maintained in a safe place at all times. Only those persons authorized to receive monies have access to them. 

e. Deposits of Funds

All monies collected by the cashier are deposited intact in the bank on a daily basis.  Currently, cash exceeding LL 10,000,000 and $ 5,000 have to be deposited daily. All checks are to be deposited daily with no exception.

f. Authority to Disburse Cash 

The cashier has the authority to disburse monies based on an approved payment voucher. See accounts payable/payment distribution process.

g. Check Validation Date
Checks are considered stale after six months from the issue date. Over and above, a monthly report of all employees’ checks older than two months is submitted to the section manager and the employees concerned are called to collect their checks.
h. Cash Reconciliation

Cash reconciliation is done on a monthly basis by the cashier’s office staff, where the cash in the safe is counted daily and verified against the daily cash reconciliation sheet.

Moreover, the daily cash receipts and disbursement transactions are checked and reconciled against the daily cashier voucher and the control sheet extracted from the cashier system. Over and above, the cash balance in the ledger is reconciled on monthly basis by the cashier manager. 
3. Flows and Narratives

Click on the process to see the flow and narrative.

Student Cashiering Process
Employee Cashiering Process
Cafeteria Cashiering Process
Pilot Plant Agriculture Cashiering Process
University Health Services Cashiering Process
Petty Cash Cashiering Process
Disbursements Process
Cash Transfer from AUH Process
Daily Transactions Settlement Process






