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	SUBJECT:    Change Funds



1. APPLICABILITY:  This policy applies to all Oregon Military Department (OMD) employees and individuals accountable for Change Funds.

2. AUTHORITY/REFERENCE:  

ORS 705.155
OAM 10.20.00  Cash

3.
ATTACHMENTS:

Attachment A:  Daily Cash Count Journal



Attachment B:  Receipt for Change Fund
4. PURPOSE:   Issuance and Safeguarding of Department Change Funds.
5.
POLICY/PROCEDURES:
a. Change funds up to $150 may be established in Oregon Military Department offices to provide the currency and coin needed to service customer purchase convenience, or for special program related circumstances.  The AGC Director of Financial Administration will determine whether an office should have a change fund and the appropriate amount.  Change funds must be safeguarded during the day and stored in a locked box within a safe or locked filing cabinet whenever the office is closed.  Other office or employee cash (petty cash, coffee fund, charitable drive moneys, etc.) must not be commingled with the office change fund.  The fund shall not be loaned to staff for personal use, or be used to cash personal checks.  Each change fund must be reconciled daily to maintain cash at the authorized level.  The change fund amount remains constant, and that amount is withheld at the close of each day from the total cash in the register or cash drawer as the fund with which to begin the following day.  A custodian must be designated in writing to be responsible for the change fund.  The change fund custodian is responsible for the integrity and physical security of the fund.  It is the responsibility of the fund custodian’s supervisor to periodically review the fund unannounced.
(1) Supervisor or manager requests AGC Director of Financial Administration to establish a change fund identifying:

(a)  Amount of money requested.

(b)  Fund location

(c)  Name, address and work phone of the designated custodian.
(d)  Name, address and work phone of the custodian’s supervisor.
If approved, AGC sends check to custodian with a copy of this policy and attachments.  Custodian completes, signs and returns Attachment B Receipt for Change fund to AGC Controller. 

b. Change Fund Operation:

(1) Removes cash box from safe or locked filing cabinet each morning.

(2) Counts cash to ensure that the beginning amount is correct.  Enters date and amounts in the Daily Cash Count Journal (Attachment A).  Notifies supervisor of any irregularities.  

(3) Receives payments, issues receipts, and makes change as necessary from the change drawer.  Checks cannot be accepted for an amount greater than the payment due.  

(4) Secures change drawer so that it is out of sight and reach by customers and visitors.  If the office closes during the noon hour, places change drawer in safe or locked filing    cabinet until office reopens.

(5) At the end of each day:

(a)  Counts total cash and coin on hand and enters amount into the Daily Cash Count     

       Journal and initials the journal verifying the amount

(b)  Restores change fund to the authorized amount.
(c)  Totals checks for the day.

(e)  Totals the day’s receipts on a calculator tape.

(f)  If the tape amount and the total deposit amount do not agree after the change fund has been restored to its authorized amount, notifies their supervisor of the difference.

//s//

KARL D. JORGENSON
Director of Financial Administration
Oregon Military Department
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