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In accordance with MAPP 05.01.01, Cash Handling, all cash transactions involving the
University, its colleges, or any departments are subject to all applicable state laws and
regulations and University policies and procedures, including University of Houston System
Administrative Memoranda 03.A.07, - Petty Cash Procedures, 08.A.03 - Gift Acceptance
from Individual Donors, and 03.F.04 - Cash Handling. All University employees have a
fiduciary responsibility to the University to handle cash properly. Procedures for the handling
of cash receipts are designed to provide accountability for monies received in accordance with
accepted standards of internal controls. All employees of the College/Division are responsible
for complying with the policies and procedures described below.

This document establishes policies and procedures for handling all cash activities at the
University of Houston, including cash acceptance, the deposit of cash, and cash fund
maintenance.

IL DEFINITION OF CASH 

Cash is U.S. currency (dollars and coins); personal, business, bank, and cashier's checks; 
money orders; travelers' checks; or foreign drafts (but not foreign currency). 

III. POLICY STATEMENT

Employees handling cash are subject to all provisions outlined herein based on MAPP
05.01.01 - Cash Handling. University positions with cash handling or fund custodial
responsibilities are designated as security sensitive.

Cash is not to be accepted or disbursed by University employees unless that employee has
been authorized by the College/Division Business Administrator to handle cash for a specified
purpose. All employees authorized to handle cash must be certified annually. This
certification is done by completing the online training for Cash Handling. Employees can
register for this course at the following website,
http://www.uh.edu/adminservices/training/financeonline.htm.

When a University employee receives cash, it is to be deposited promptly into the appropriate
authorized University cost center. Retention of cash received from outside sources for use as
petty cash or for making change is prohibited. Use of University cash funds or cash receipts
for cashing checks is prohibited.

Procedures for the handling of cash receipts are designed to provide accountability for monies
received in accordance with accepted standards of internal controls. All employees of the

Revised 04.17.18 

1 






















