Cashier Balancing (5.06.05.1)



POLICY

All transactions by Business Office Cashiers will be balanced daily by the Cashier Supervisor. The balancing process will include cash counts and reconciliations of the Daily Balance Report to the Touchnet System. All receipting errors and overages/shortages will be explained and initialed by the Cashier Supervisor. Any resulting adjustment will be approved by the Bursar. 

Overages/shortages occur when cash, checks, or credit card collections are more/less than the amounts receipted and posted by the Cashiers. Explanations for all overages/shortages will be included on balancing reports prepared by the Cashier Supervisor and all overages and shortages will also be reported to the Bursar. The Bursar will review and initial all applicable reports and prepare monthly overage/shortage reports for the Director's submission to the Tennessee Board of Regents. Any overage or shortage of $100.00 or more will be reported to the Tennessee Board of Regents.

All shortages will be replenished through the Cashier's change fund, which is restored by an approved requisition from the Cashier Supervisor. Such requisitions must be supported by the Cashier Supervisor's shortage reports to the Assistant Bursar.



REFERENCES
TBR Guideline B-060
5.06.05.2 Petty Cash Authorization
