Change Fund/Petty Cash Audit

FOAPAL

FOAPAL job aids assume familiarity with current software and processes used on campus.
They are designed to highlight changes brought about by the introduction of FOAPAL strings.

USE
For use by UD employees whose O DI AN CHANES

departments manage a change or Petty Cash Audit Functions ! FOAPAL Change

petty cash fund to maintain cash 1. Non-reimbursed Receipts FOAPAL input
on hand. See Petty Cash and 2. Additional Itemized Receipts New worksheet for additional space

Change Fund policies.

FOAPAL INPUT AND FORM STRUCTURE

The Change Fund/Petty Cash Audit form has undergone substantial cosmetic changes
coincident with the Chart of Accounts changes at UD. Figure 1 (below) shows the old form,
along with a highlighted section for Index/Account input for Chart D elements.

PETTY CASH AUDIT

DEFARTMENT DATE

COUNTEDBY TIME
OBSERVEDEY
EILLS  § 20 = _%
£ 8 0 =_3
K & 5 =_3
L 1 1 = _%
"

)
Subtotal . Bills __$

FOLLED COIrS i % 0 [Clarters) = &
t % 5 [Dimes) = %
LI 2 [Mickels) = _§
# F 0480 [Pennies) = &
" = % -
Subtotal - Rolled Coin k3
LOOSE COMS % % 025 [Clsarters) = &
¥ 010 [Dimes) = %
X § 005 [Mickels) = §
00 (Pennies) s _$
% - % B
Subtotal - Loose Coins _$
EomipLs (Mot yet reimbursed) Py— t-Sub B
f additional space . i\
ded, pl . .
b bk o e e |RECEIPES (Not yet reimbursed) Account - Sub

nd forward total to
he space provided

If additional spaces are -
needed, please use -
the back of this sheet -
Toke] cash and receipts and forward total to =
Lessages the space provided

Total from Back side
Subtotal - Receipts

Shortage | Ouebgge

Comments:

Thisfand dinmy e by arep v o the Univarsi 4 drame intact.

Sendcompletodforme to the Cantrallers Gifles, 41862

Signature of Custodian

Figure 1: Petty Cash Audit form (old)

For questions please contact the Office of the Controller at 937-229-2941.




Change Fund/Petty Cash Audit

FOAPAL

FOAPAL INPUT AND FORM STRUCTURE (continued)

Figures 2 (below) shows the new Change Fund/Petty Cash Audit form and the new input fields
for FOAPAL strings. Users may now use multiple FOAPAL string inputs for non-reimbursed

petty cash receipts (only).

Also, for users who have additional receipts that don't fit within these fields, there is an

additional tab on the sheet for use as additional space for FOAPAL input.

CONTROLLER'S OFFICE CHANGE FUNDIPETTY CASH AUDIT

Document Typl Chanes Fund Date of Count
™ Petiv Cash Place of Counl
Department: [ ] Custodian Man
Counted By: [ | Custodian Emd
Observed By: [ ] Custodian Pha

Bills, Coins, and Receipts
ROLLEDCOINE Lo S
Type Const | Amoss' Total Type Cousst | Amousl Tatal Type Coust | Amossl Total

$1Bille $ 100 § = Pannise $ 050 3§ = Peanics § 000 § -
15 Bill: § 500 § - Nickel= 3200 f§ - Mickels f 005 § -
$10 Bills #E § - Dimes 3 500 § - Diimes § 0 § -
20 Bills #Eg 3 - Buarters BHE 3 - Swarkens § 028 3 -
t - — $ - [ t -

ls - [ s - [ s -

Subtotal - Billsl 3 - I Subtotal - Rolled Coins | § - Subtotal - Loose Coins [ § -

STHERMISSELLARESUE ITEME

PETTYOASH SHLY: RECEIFTS HOT VLT ROMBURSED

Item Description Receipt Wendor Parchase Description

AP AL T T T T [ Anoun
FOgRAL 1 | 1 | | Amoum
:% | | | | | Amaunt
Diate Receipt Yendor Parchase Description Total

[ S
FoaRALlY I I | Amaum
FospaL] N I | | amsum
FOARAL Ar

PETTY CASH ONLY: RECEIPTS NOT YET REIMBURSED

Diate
Date Receipt Vendor Purchase Description Total
FOAPAL |
FOAPAL $
FOARAL FOAPAL Amount
W additions FOAPAL Amount

tab at the Y FOAPAL Armount

Subtotal - Mizcallassons

Date Receipt Vendor Purchase Description Total
Custodian Comments I s
FOAPAL Amount
FOARAL Amount
FOAPAL Amount
Date Receipt Vendor Purchase Description Total
[ s
FOAPAL Amount

FOAPAL Amount
FOAPAL Amount

Figure 2: Petty Cash Audit form (new)

For questions please contact the Office of the Controller at 937-229-2941.






