
Well ness Center H0292

2 Reviewing cost center verifications. Linda Garza/Director-Business SvcsSteven V. Canales IDBA

3 Approving cost center verifications. Cost center manager

4 Ensuring all cost centers are verifiedlapproved on a timely Steven V. Canales IDBA

2 Ensuring the validity of travel and expense reimbursements.

Delegated managers

Garza/Director-Business Svcs

Rachel Barron/FC2

3 Ensuring that goods and services are received and that timely Rachel Barron/FC2

1 Ensuring all bi-w-eekl~y-repo~rt-e-d--tl-'m-e-a-nd-Ie--aveare appro-v-ed- Rach-el-B-arron/FC-2-~---Stev' en v. Canales-IDBA' - ---:_

before the deadlines set by Payroll, so that the correct hours are
recorded and paid on each bi-weekly paycheck.

2 Ensuring all monthly leave is recorded and approved before the Rachel Barron/FC2 Steven V. Canales IDBA
deadlines set by Payroll.

3 Reconciling approved reported time and leave (bi-weekly Rachel BarronIFC2 Steven V. Canales IDBA
employees) and ePARs (monthly employees) to the trial and
final navroll verification reports.

4 Completing termination clearance procedures. Rachel BarronIFC2 Steven V. Canales IDBA

5 Ensuring terminated employees are no longer charged to Rachel BarronlFC2
deoartmental cost centers.

Steven V. Canales IDBA

6 Maintaining departmental Personnel files. Rachel Barron/FC2 Steven V. Canales IDBA

7 Ensuring valid authorization of new hires. Rachel BarronlFC2 Steven V. Canales IDBA

8 Ensuring valid authorization of changes in compensation rates. Rachel Barron/FC2 Steven V. Canales IDBA

9 Ensuring the accurate input of changes to the HR System. Rachel BarronlFC2 Steven V. Canales IDBA

4

5

lis Cash GambrelllFCI

Rachel Barron/FC2

Rachel BarronIFC2

Submitted:

Trellis Cash Gambrell/FC]

Trellis Cash GambrelllFCI
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Well ness Center H0292
Baseline Standards

FY 2017

2 Reconciling cash, checks, etc. to receipts.

3 Preparing deposits.

4 Preparing Journal Entries.

5 Verifying deposits posted correctly in the Finance System.

of physical safeguards of cash receipts and Trellis Cash GambrelllFCI
Rachel

6

Trellis Cash GambrelllFCl
Rachel

Secure deposits via UHDPS to Student Financial Services.7

Trellis Cash GambrelllFCl
Barron/FC2

8 Ensuring deposits are made timely.

9 Ensuring all employees who handle cash have completed Cash
Security Procedures or Cash Deposit and Security Procedures
trai .

10 Updating Cash Handling Procedures as needed.

11 Distribution of Cash Handling Procedures to employees who
handle cash.

12 Consistent and efficient responses to inquiries.

2 petty cash disbursements are not for more than $100. N/A

3

4

5

6
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Steven V. Canales IDBA

Steven V. Canales IDBA

Steven V. Canales IDBA

Steven V. Canales IDBA

Steven V. Canales IDBA

Steven V. Canales IDBA

Steven V. Canales IDBA

Steven V. Canales IDBA

Steven V. Canales IDBA

Steven V. Canales IDBA

Steven V. Canales IDBA
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Laura J. McquireIMgr, Program as desginated per department.

as desginated per department.

3 Tagging equipment. as desginated per department.

2 the annual inventory was completed correctly.

4 Approving requests for removal of equipment from campus.

2 Billing.

3 Collection.

4 Recording.

S Monitoring credit extended.

6 Approving write-offs.

that procedures such as password controls are UNIVERSITY-IT3 DSAES-IT

UNIVERSITY-IT4 Reporting of suspected security violations. All staff
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