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POLICY ʹ CASH COLLECTION AND DEPOSIT  

 
Purpose 
 
The purpose of this document is to define The University of Southern Mississippi’s (the “University”) 
policy on handling, transporting and depositing cash. When used in this policy, cash refers to currency, 
checks, money orders, negotiable instruments and debit/credit card transactions. 
 
Monies from tuition, contracts and grants, (delivery of) revenues from University services, state 
appropriations, gifts and all other sources of revenue or expense reimbursements are considered 
University funds, whether these funds are restricted or unrestricted as to purpose. If a check is made 
payable to the University, it is considered University funds. 
 
Introduction 
 
The procedures to be followed during cash collection are explained in this policy. Past practices do not 
constitute deviation from the guidelines set in this policy. This policy supersedes any previous cash 
handling policy and procedures followed in the past. Business Services is the University’s primary cash 
handling agent.  
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Requirements for Deposits 
 
 Frequency of Deposits 
 

To insure the safety of University funds and correct posting of accounts, all deposits 
must be made in a timely manner (see chart below). Deposits must be made Monday – 
Friday, between 8:00 am – 3:30 pm. 

 
  

Cumulative Receipts Minimum Frequency of 
Deposit to Business Services 

Should consider 
UPD escort 

Up to $499.99 Within 5 Business Days No 

$500.00 to $ 999.99 Within 2 Business Days No 

$1,000 to $4,999.99 Within 2 Business Days Yes 

$5,000 to $49,999 Next Day Yes 

$50,000 or more
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Methods to Record Cash Receipts 
 
 Manual Processing 
   

All cash handling units are required to record all incoming checks and currency with the 
exception to pre-numbered tickets being sold. Cash can be recorded on a log, 
worksheet, ledger or numerically controlled receipts for each transaction. 
 
Departments should balance cash collected on a daily basis. The entire deposit should 
be transported to Business Services according to the schedule listed in the Frequency of 
Deposits section. Business Services will deposit funds to the bank and post to the 
General Ledger. Each department is responsible for maintaining records of receipts and 
deposits made.  

 
Utilizing a Cash Register, PC or Other Electronic Equipment 

 
Business Services should be consulted before the purchase of a cash register or receipt 
producing equipment. Procedures that include a balancing worksheet, cash balance and 
spot audit are required and must be determined beforehand. The register must include: 

 A journal tape to record transactions 

 A key or password not given to the cashier.  

 The cashier should not be able to void transactions or issue refunds without a 
supervisor’s approval. 

 
Procedures for Cash Sales 
 Business Services: 

 All transactions should be processed through the PeopleSoft Cashiering module.  All 
cash should be kept in a locked cash drawer and a printed receipt given to each 
customer. 

 A register drawer should never be left open and unsupervised. 

 All totals should be closed out and balanced at the end of the business day or at the 
change of shifts.  Cash drawers should be counted at the end of each day. 

 Each employee who operates a cash register/cashier drawer should be assigned 
their own drawer therefore, holding each individual accountable over cash receipts. 

 
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 An overage and shortage dollar limit along with frequency of occurrence should be 
established for each department. Corrective action must be taken if any of these 
limits are exceeded. 

 
 

 
Check Acceptance 
  

 Checks should be made payable to The University of Southern Mississippi (USM). 

 All checks must be from a U.S. Bank in U.S. Dollars. 

 No stale dated (older than 90 days) or future dated checks accepted.  

 Check must be signed. 

 Checks must be immediately restrictively endorsed with bank deposit stamp.  
o Must include “For Deposit Only, The University of Southern Mississippi (USM)” 
o Must be endorsed in the correct space located on the back side of the check. 

 
Returned Check Procedures 

 
All returned checks will be returned to Business Services. Business Services will notify 
the originating department of the returned check and it will be department’s 
responsibility to contact the payee listed on the check to collect funds along with the 
$30 returned check fee. Business Services will notify the Controller’s Office to debit the 
original entry for the amount of the returned check.   
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Procedures to Deposit and Report Payment Card Sales 
 

 Effective February 1, 2019, the Controller’s Office will upload payment card transactions from 
the merchant account statement provided by the University’s credit card processor.  All 
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GIFTS 
 
Purpose 
  

This section of the cash handling policy defines the process for handling charitable gifts to the 
University of Southern Mississippi. 

 
Gift Requirements 
  

Any charitable gifts made to the University should be processed through The University of 
Southern Mississippi Foundation (the “Foundation”). Charitable gifts require proper 
documentation in order for the donor to be able to take an IRS tax deduction for the gift. Gifts 
are not to be deposited by the department directly. More information about gifts being made to 
the University can be obtained by contacting the Foundation. 

 
 

CHECK CASHING 
 
Purpose  
 

The purpose of this section of the University’s cash handling policy is to outline the procedures 
for check cashing. 

 
 
Check Cashing Requirements 
 

 Business Services is the only department authorized to cash checks at the University.  

 Business Services will only cash checks for University employees. 

 Any returned check will be charged a $30 Returned Check Fee 

 An employee will no longer be allowed to cash checks after two returned checks. 

 Check amount must not exceed $100. 
 

 
PETTY CASH FUNDS  
 
Purpose 

 
Procedures relating to maintaining petty cash funds can be found in the University Petty Cash 
Policy and Procedures found here. 
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GLOSSARY 
 
The purpose of this glossary is to define the terms italicized throughout this document as it 
pertains to the Cash Handling Policy.  
 
blanket fidelity bond Insurance coverage against specified losses that occur from acts of 

dishonesty or defalcations of employees. This bond may be applied to persons or 
positions 

 
cash term used to include currency, checks, money orders, negotiable instruments and 

charge card transactions. 
 
general ledger   the name for the formal ledger containing all the financial statement accounts. 

It has equal debits and credits as evidence by the trial balance. PeopleSoft maintains the 
University’s general ledger based on all activity being posted to the system. 

 
journal tape   a cash register tape holding the printed record of all transactions that are rung 

up, or the printed calculator tape containing transaction total details. 
 
reconcile   to balance to a separately maintained set of data. 
 
revenue   the increase in assets or the decrease in liabilities during an accounting period, 

primarily from operating activities. This may include sales of products, rending of 
services and earnings from interest, etc. 

 
stale dated   a check that is dated in the past, usually six months or more; or a check with 

instructions written on the face of the check, such as “void after 90 days”. 
 
wire transfer   monies that are transferred electronically from one financial institution to 

another. 


