CASH MANAGEMEN.T
& MONEY LISTS

August 26 & 27,2014
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Introduction

= Cash Management - Policy 7200
= What departments need to know about:

s Checks
= Cash

s Credit Cards




Cash Management

= Includes how your department handles:

. gy T
Collections -

Safekeeping
Deposits

Gifts




Topics to be Covered:

Required Training

Petty Cash Guidelines
UNM Bank Account
Gifts - UNM Foundation
External Billings

Timely Deposits

Money Lists
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Internal Controls




1.1 Training Required

= EOD 430 in Learning Central

= UNM'’s required online Cash Management Course
= Only 30 minutes to complete

» All Individuals handling cash/checks AND their
direct Supervisor must take this course

= Within 60 days of being assigned cash handling

duties
REQUIRED

PROFESSIONAL DEVELOPMENT




1.3 Petty Cash

Petty cash and Change Funds-must meet cash
handling requirements

Petty Cash is the least desirable method to
conduct transactions from an accounting and
risk standpoint

P-Cards should be used

whenever possible
UAP- 7210 Petty Cash Fund

YES, WHEN I
CLICK ON PETTY CASH,
I GET "LUCKY LADY
2.30 NEWBURY",
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1.4 Use UNM Bank Account

@ Use a UNM account for deposits!

= Departments may not set up a bank account for
their organization.
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1.5 Gifts to UNM Foundation

All Gifts and forms must be delivered to the
UNM Foundation for processing

= Do not deposit these amounts yourself

= https://www.unmfund.org/unm-depositors-page/

= Foundation Contact is Jodi Wilson
Jodie.frettern@unmfund.org, 277-5871




Billings

= External Billings are billed through the Non
Student Accounts Receivable System (NSAR)

Departments should not create their own invoices
outside of NSAR

= Assures compliance with State of New Mexico
statutes to have an accounting of all of UNM
Accounts Receivables




Billings

Using the NSAR module:

m Posts revenue to your index immediately
®m Unrestricted Accounting will:

Print invoices

Mail invoices

Receive payment

Track receivables




Billings

= You should not receive payments for these bills

= If you do, bring them to Unrestricted
Accounting, and we will deposit and apply
payment

for you




2-Deposits

= Deposit cash and checks received by the next

working day

E
[

= <$50 - may be accumulated up to one week.

= The Cashier Department is available to pick up
deposits to assist in compliance

= Must transport deposit in a locked bag




Depositing Funds Received

= Money Lists are used to deposit cash and
checks

= Documentation must be maintained should it
become necessary for reconstruction
= Confidential information such as
Social Security numbers must not be kept in
any format




Money Lists

Money Lists sent to
the Bursar’s office
should have
complete
information in all
fields

@ ua.unm.edu>forms

@ 2 initials if cash is
present

m Comments are
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On a Side Note:

MOST COMMON ERROR:

Use of 07Z0- Other Sales Revenue
when should be

07ZZ- Employee Reimbursement
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REGISTRATION FORM
UNMHSE Job Falr
September 4, 2013; Albuquerque, New Mexico

@ The

Departm.ent F.fﬂ;wiﬂf’—"rﬂﬂ"ﬂﬁﬂ*m&ﬂ:f Hn-tm@écamﬁiwmwﬁ
Money List T
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copy should e iy
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Check backup | o

{Postmarked after August 7. 2013
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*if move fan 2 peapi e fepisfaning, placa halude an additional §25 per persan,

Youll can fi the regisiration farm fo S05-G25-4628 or inciude with your peyment.  sanding huyinerd sagasaliy,
i addess:
i o
UMMHES )
DOiffice for Commustly Hiaklh
MSCOS-5065, 1 LINM
Abmguengee, NV BT1A
Attn: Ay Clithese R
IR
heake check peyebie 1 UNM RAPS & GAPS Frogram
if peayimg by credil cand, plaasa use the form attached
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Money Lists

m Check #2

backup
attached

T URNIVERSITY OF NEW MEXICO

HEALTH SCIEN CES CENTER

REGISTRATION FORM
UNMHSC Job Fair
September 4, 2012: Albuquerqus, New Mexico

Name: me_‘én;!m&'i‘“ﬂ Title: Egml' !:'mni.‘mby:
om qepesia_fahob Sswmssreet: 101 Fost Stole Shreet
city, _Kpian fl/‘ . State: PA__zip: 19343
Phone! 11G¥ Fax Mﬂzﬁ;ﬂ_‘ﬂfﬁ Email Laum.ﬁpgtm;_@.&c&a‘s#cc Comy

For planning purposes, please indicate the type(s) of healthcare provider you are recruling for this year:
Oentists QDental Hygienists ODisticians/ Nutritionlsts
OMedical Lab Technicians {INurses (RN, LPN, Nurse Practitioners and Nurse Midwives}
@0ccupational Therapists {(IPharmacists @Physical Therapists
CIPhysicians CIPhysician Assistants ClRadiology Technicians
®Respiratory Therapists

*How many exhibltors will attend? 1 For lunch, please indicate how many lunches:
____Vegetarian Non-Vegetarian

“Early” Regisiration $500.00
{Postmarked on or before August 7, 2013)

Regular Registration

“your registratiomonor before August 7, 2013
$350.00 ($400 If postmarked after 8/7/113)

*if more than 2 pevple are reg

You can fax the registration form to 505-925-4626 or include with your payment. i sending payment separalely,
please matl  directly to this address:

UNMHSC

Office for Community Health
MSC09-5065, 1 UNM
Albuguergue, NM 87131
Attn: Amy Clithero

Make check payable to UNM RAPS & GAPS Frogram
If paying by credit card, please use the form attached

Your registration will be confirmed by mall along with a site map and a parking permit

Questions? Call Amy Clithero at (505} 272-6140 or Aclthero@salud. unm.edu




m Check #1

copied and
attached

ohey Lists

“L08 ALAMOS NATIONAL BANK
BANTA .NEW MEXICO

CCHECK DATE
as.ggan
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Money Lists
= Check #2 copied and attached

Citibank-Delaware - One Penn's Way.- New Casfle DE 19720

$350.00™

“UNIVERSITY OF NEW MEXICO

Order of RAPS & GAPS
Office of Community Health
MSC08-5065 1 Unm
Albuguerque NM B7131-0001

"IIIl“II"F'“"H|'1li"IEh‘|!'||'“i"l'ﬂi"‘i"'hllli‘ll

A APTTYY BHTRT MR DR

DETACH ALONG THIS PERFORATION

0000300306

03448617
Amotint Disgount Payment

21001 GRS Kennett Offics 0720132101 07/29/201 GRS - JOB FAIR 00/04/13 $350.00 30.00 $350.00

$350.00 $0.60 $350.00




Money Lists

[=] Confirm that the . Universagéogfsggg Mexico

1 University of New Mexico
Albuquerque, N¥ 87131-0001

Cashier’s receipt hRa A

Cashier: 10 - tyellow

matCheS the Station: 7 - Windowi?

: Toar bate: Fricey, August 16, 2013
Money LlSt TOtal oot Late: Fridoy, AUgust 16, 2013
Time: 2:08:17 P¥
and attach it to |
Credit Account(s)
the MOney LlSt Department: Miscellaneous Deposit

Betail Code: C280

. | tode Desc:  HL110 GRAD MEDICAL EDUCATION
COpy. ' mount:  §850.0

coas: U
FUND:  3U0005
ACCI: 400069
ORGN: 4008
ACCT: 0810
PROG:  P221
ACTY: 400814
RUCL:  CLR

Total Credits: $850.00




Banner Reconciliation

Confirm Banner matches the Money List Total

"7 Detail Transaction Acivity Form FGITRND 84.0.3 (BANP)

GOA  Fiscal Year Index Fund  Organization Account  Program  Activity  Location Period  Commit Type
S O R N o G
v e e pums e ezt P e | e

Increase (+) or
Account  Organization Program Document Description Field Amount  Decrease {-)

8z0 4008 P2 FO170864 ML112 GRADUATE MEDICAL EDUCAT| Y10 1700.00

0820 4008 P21 FOT0864 MLOB21AL3 YTD

0820 4008 P21 FO170823 0660 CC111 08202013 o

—

020 108 P FO1T0610 (110 GRAD MEDICAL EDUCATION YD
020 4008 P21 OH70108 s VI




Handling Credit Card informatic

= Federal law requires that the University prote
against exposure and possible theft of account
and personal cardholder information that has

been provided to UNM

= Redact scanned information before sending
email or saving for reference



Redact ALL Account Numbers

CHASE €

P.O. BOX 15123
WILMINGTON, DE
19850-5123

AUTOPAY IS ON
See Your Account
Messages below
for details.

5000:E0 28

Mileage!

uNiTED

~ ACCOUNT SUMY

00090000028994L00000000k

Payment Due Date:
. New Balance:
\ Minimum Payment,_

: Amount Enclosed
Make your check payable to: Chase Card Services

CARDMEMBER SERVICE
PO BOX 94014
PALATINE IL 60094-4014

Manage your account online: Customer Service: Mobile: Visit chase.com

www.chase.com/united

1-800-537-7783 on your mobile browser

Account N
Previous Balance
Payment, Credits
Purchases

| PAYMENTINFORMATION l
New Balance

Payment Due Date 08/05/14

Minimum Payment Due _

Late Payment Warning: If we do not receive your minimum payment
by the date listed above, you may have to pay a late fee of up to $35.00




Credit Card Changes

@ As of June 1, 2014:

= Bursar’s office does not receive walk in CC payments
= Department’s should not receive phone payments
= No hand written forms

= Department that have credit card terminals are
still allowed to process their batch totals as
their normal course of business.




Credit Card Processing

For Credit Card collections UNM offers
Touchnet Marketplace

Safe, third party server

Complies with required Federally mandated
security

Use it for:

= Conference Registration Fees

» Student Application Fees

= Course Fees

= NOT UNM for Student Enrollment or class fees




Credit Card Processing

Touchnet is already used to collect credit card
payments by many UNM Departments

Touchnet collection is set up for your department by
Patrick Patten in the Bursar’s office

You will be automatically emailed each time a credit
card deposit is received

Touchnet has a report function that will let you know
by period who has paid, and how much they paid by
credit card

These Touchnet Marketplace reports will assist with
reconciling your credit card revenue




3. - Internal Control

Limit access to monies

Immediately record payment transactions
Segregate duties

Bill timely

Reconcile accounts




3.1 - Limiting Access

m Access to monies must be restricted to the
employee responsible for monies

= Place daily receipts in a secure location

= Locked Box
= Locked Cabinet or Safe




3.2 - Recording Payments

= When payment is made in person:

» Immediately record transaction by cash register or
issuing a pre-numbered receipt

= Employees are responsible for an assigned block of
receipts. Maintain a copy of the receipt in the
department




3.2 - Recording Payments

= When Payment is not in person:

= Two people are required to open the mail
o Mail marked “Confidential” must be delivered to the

Person unopened

= Two people are required to empty collection boxes
(ie: parking meters, copy machines, etc.)

= Two people are required to record the monies
received




3.2 - Recording Payments

= Immediately endorse the check
upon receipt

= Do not write the individual’s
SSN anywhere on the check

m Financial Services recommends
as a best practice:

= Date stamping each check

= Use a check log to record receipt of . B
all checks




3.2 - Recording Payments

@ Wire Transfer Payments- set up through the
Credit, Collections, and Merchant Services

= Notity CCMS of index & account code if you
are expecting an ACH remittance

= Contact: Soraya Salazar, 277-0969
sasalazr@unm.edu




3.3 - Segregation of Duties

m Who:

» Employees Who Have Access to Monies

m What:

= Accept Cash and Enter Deposits
o Employee A: Enter into Check Log
o Employee B: Creates Money Lists and Deposits

= Why:
» Reduction of Risk
= Protects you as an individual




Reconciliation

= Who:
= Employees With No Access to Monies

= What:

= Review Money Lists for accuracy of indices and account
codes

= Compare Bursar’s Deposit Receipt to Check Log and
verify posting in Banner

= Why:
= Assures checks properly accounted for and processed
= Efficiency




In Summary

Cash Management Includes:

= Collection, safekeeping, and timely deposit of funds
= Segregation of duties & internal controls

= Security for document information to limit exposure
» Required Cash Management Training

Outside Billing only through NSAR
The Foundation processes all gifts

Use TouchNet Marketplace to process credit
card payments




CASH MANAGEMENT CONTACTS

Schedule Pickup-Cashier Department-Amy Montoya
ambachman@unm.edu, 925-9266

NSAR- HSC Campus: Stacie Hurley
Shurley@salud.unm.edu, 272-5460

NSAR- Main Campus: Justin Walters
Jwalters@unm.edu, 277-0057

Gift Processing-UNM Foundation: Jodi Wilson
Jodie.frettem@unmfund.org, 277-5871

Touchnet MarketPlace-Bursar’s Office: Patrick Patten
ppatten@unm.edu, 925-9252

Credit Card Merchant Services: Soraya Salazar,
sasalazr@unm.edu, 277-0969




What are your Questions?




