How to Make a Change to an Approved Change Fund

Use this Step-by-Step guide to request a change to an already approved Change Fund. Requests should be submitted

and approved BEFORE they are implemented.
Changes can include: New Custodian, New Speedtype, Change Location, and Change Amount.

Please allow up to 2 weeks for processing.

Required Documentation for Change Requests:

Change Form — Use the Petty Cash/Change Fund Request Form

Approval Documentation — Fully signed gift card program request & any additional approved update requests
Reconciliation of Fund (If changing amount or custodian — the PCR Form is recommended)

Updated Internal Controls

How to fill out the Form for the following Changes:

New Custodian
(Page 2)

Change Amount
(Page 3)

Change Location
(Page 4)

Change
SpeedType

(Page 5)




1. Change Custodian -
a. Check the boxes ‘Change Fund’ and ‘Change Custodian of Fund’ (Shown Below):

Effective Date: 11/01/2014

University of Colorado Petty Cash/Change Fund Request (PCCF)

Beniter | Comradn Sprngn | Derver | Amsaruts Mades Campus

Procurement Service Center (PSC)

Purpose:
Used to request the establishment or modification of a petty cash fund or change fund, and to accept custody of that fund. For guidance, see the

PSC Procedural Statement Petty Cash and Change Funds.
Controller Use Only:

ﬁlndTﬂm: Action Requested:
[ PETTY CASH FUND [ Create Mew Fund [0 change Location of Fund [ Close Fund
[¥] CHANGE FUND [ change Amount of Fu [¥] Change Custodian of Fund | Date / initials:

b. Fill in the form — Identify the new custodian and the former custodian:

For All Funds:
Organizational Unit : Custodian Na?/nm & Last Name \ T

Department/Division Name

Name: Custodian Employee ID £ CU Employes ID #
(= i :
Exact address where Location where fund will be kept. Phofe:| Phone #
Custodian Emﬂ( Work Email Address

funds will be located.  (Address, Building, Room #, etc.)

Custodian Campus Box NCampus Mail Box #

if requesting change in | If requesting change in cust new an's signature below verifies
original fund location fund amount and assumes responsibility for fund from former custodian
or fund amount,
explain: ‘ Mdentity former custodian her "[First & Last Name of FORMER CUSTODIAN
SpeedType | Speedtype Account; ” Select: 000300 Change Fund l Amount requested: Is Amount of Petty Cash

For Change Funds Only:

Expia tional unit bu: =
o Drw:: :::,2 m:;?:g: ,un? Detailed Explanation why change fund is required

c. Requested New Custodian & Organizational Unit Authorizer sign
i Organizational Unit Authorizer should be from a manager/approver listed on the speedtype.

Certification & Authorizing Signatures

F OISy that the SOUE SACHmSticeT IS OCIEC! and that this git i wilbe usedi itk alf fises), g HE use I h & and' the PEE Fraoedt
Srterments identiied in the Pupase, ahove, and vl eomply with thesm and MNMWWM: Furthermere, / wmw Wl the Lliening Freisions:
= Sl et OGS GYer (he QI Cardis S0 ther e i Tted Geoess (G theimr i GUATY & o hand that is effective for Business
« hen the ragram is neaning campvelion, fuilrecboe git card inventary ta & sulficient levelin cvder ta enswre there &re na cardis jeft cver when the pragram ends. [ cards are affen
et taretu i
- Juilmaintain sdequate recards an w}o m‘r m ravctr S A€ YOCESE Can S :mvwm underga an sudlt il heve studly subjects Sian & receint fovm soAncsedaing recejnt of the ait
card &, o pvalect pationt confi i intaiy 2 5t Showing for each the Giate, fratient RTber, Card mumbher, amatnt o the card and'have the patient sl the dne:
- Fer stugy sulect pa i At ‘,. s i e ter & Sigie Bnaioual wilh equsd PIO0 cr mcte per Y8, F il ave therm S el 300 Sigr the 473 bR Acem o
Mwmmmaﬂmkv (N IEREIG
- I the qift cards will e oharged a0anst 8 SpOnSOrEIVCIeC! C & QI Fond F oertiy that Whis i an alicwalie expense, Comples 1ith SHansr and GONGe TESIICNONS, and i within snmroved
budgets and availatie Aunding
- Pl mak e QI cards andrenards svalatie for suah by pranerny identiled campus der '= cofice perscnnel or exemnsl suaitors
Custadian Signature Date Ung £ Unit (Auth g Signat Date
Custodian Signature Date Organizational Unit Authorizing Signature Date

d. The new custodian should reconcile the fund with the former custodian using the
Petty Cash Reconciliation form -This is the chance to catch any discrepancies
in the fund before assuming accountability for the fund. This should be included with the
supporting documentation and sent to the finance office.

Send Completed Change Request Form, Original Approval for the Change Fund, and Additional supporting
documentation to pcgc@ucdenver.edu. Wait for approval before implementing this change.




2. Change Amount —

a. Check the boxes ‘Change Fund’ and ‘Change Amount of Fund’ (Shown Below):

nd Type: |Action Requested: Controller Use Only:
[J PETTY CASH FUND [ Create New Fund [ Change Location of Fund [] Qlose Fund
[¥] CHANGE FUND -Eanamemmufmnd [] change Custodian of Fund Date / Initials:

b. Fill in the form — Identify the requested new amount & explanation for the change:
i *This is the authorized amount that is on hand at one time — should be no more than 4-6
weeks’ worth of payments.*

For All Funds:

Orgarizational Unk| o o+ /Division Name | Custodian Name.| First & Last Name
Name: Custodian Employee ID#:| CU Employes ID #
c ian Phone:| Phone #

Exact address where, Location where fund will be kept.

funds will be located:| (Address, Bullding, Room #, etc.) Custodian Email | waork Email Address

Custodian Campus Box | Campus Mail Box #

if requesting change in 4 change in custodian, new custodian's si below verifies
original {nd location Explanation for change in amount fund amount and assumes responsibility for fund from former custodian.
or fund amount,
explain. identify former custodian here:
SpeedType:| Speedtype Account: ” Select: 000300 Change Fund Amount requeste@uum of Petty Cash
_For Change Funds Only:

Explain arpnmzati:;n_u i business actwly

that requires this change fung  Detailed Explanation why change fund is required

c. Custodian & Unit Authorizer sign

Certification & Authorizing Signatures

L oortify that the cbove infermaricn i earect and that this GiN card pragram wil he used' iy aoth ol isead it wse S 7 and the PSE
Sratements identiied in the Pupase, shove, and il eamply with therm and aff ather Wfdﬂ?ﬁ\.’wﬁﬁi Furthermeve, /. mii'mnrw with the faliowing provisians:
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- For stugy. m‘ympmﬁw<mﬂ#baadﬁo(m< wel K pa fev & s inataval wif equal WG or move per year, il have them A out and sign the 155 b F fevm ta
collect Igentisealicn far (ay Fepcting
- e QU cardls will e BhQEE SQaINST & SPCHEIETRIGIEE! O & QIR RG] Foertify that (i is & alicurate EXPense; oomplies with SPCSEr 300 GRnGs eSS Smetis within Safveved
budgets and available fnding

- Pl ke @it Cards and) s Fabe for swaht by feapery deniified campus Her & cfiioe perscnmed o esernal suaiors
A A iratianal Uni izina Sionet
Cuostedian Signature Date Crg Unit Quth g Sig Date
Custodian Signature Date Organizational Unit Authorizing Signature Date

d. The custodian & Unit Approver should reconcile the fund using the Petty Cash Reconciliation form -
This should be included with the supporting documentation and sent to the finance office.

Send Completed Change Request Form, Original Approval for the Change Fund, and Additional supporting
documentation to pcgc@ucdenver.edu. Wait for approval.




3. Change Location of Fund —

a. Check the boxes ‘Change Fund’ and ‘Change Location of Fund’ (Shown Below):

Fund Type: | Action Requested: | Controller Use Only:
[] PETTY CASH FUND (] Create NewFund B[] Change Location of Fund [ Close Fund
() [¥] CHANGE FUND [] Change Amount of Fund (] change Custodian of Fund Date / Intials

b. Fill in the form — Identify the New Location and explain why the change is requested:
For All Funds:

izati i Custodian N ; i
Organizational UnIF Department/Division Name - usiodian fame: | First & Last Name
Name: Custodian Employee ID# | CU Employee ID #
Exact address where €ation where fund will be kept: Custodia.n Phum-a: Phone #
funds will be locateg/| (Address, Building, Room #, etc.) Custedian Email| Work Email Address
Custodian Campus Box:| Campus Mail Box #

If requesting change \n

i A If requesting change in custodian, new custodian’s signature below verifies
original fund locatioi

Explanation for change in location fund amount and assumes responsibility for fund from former custodian.

or fund amount,
explain: ldentify former custodian here:
SpeedType:| Speedtype Account:| Select: 000300 Change Fund EI Amount reguested: $ Amount of Petty Cash

For Change Funds Only:
Detailed Explanation why change fund is required

Explain organizational unit business activity
that requires this change fund

c. Custodian & Unit Authorizer sign

Certification & Authorizing Signatures

L Oty that the StCUe S CrHmation £5 CORect 2 that this QI Cor0 R Gigr &iTs il e USEGR SOCCTGRNCE Wit 3l BECHI TS QOUErning NS USE: IRV 1650 S Wderstand the FSEFracedw s
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eliec! ITEmISeatice For far FERaniing
- K the @it cards i be CYSIGEE SGaINSt & SPONSCIE0IIGIEC! Of & QI Aund, f oertily that this i an alowalie expense, comples Wi SHCRSar s Gonar IeSIICNans, and is within snvoved
dudgets and availsiile funding
- bl make Qi cards and' recovds svallsive For sua by pranenfy Aeentiied campus contraler 's cfioe persannel or ewernal sudiars:

Custedian Signature Date Cuganizational Unit Quthorizing Signature Date

Custodian Signature Date Organizational Unit Authorizing Signature Date

Send Completed Change Request Form, Original Approval for the Change Fund, and Additional supporting
documentation to pcgc@ucdenver.edu. Wait for approval.




4. Change SpeedType —
a. Check the box ‘Change Fund’ and write in ‘Change Speedtype’

Fund Type: Action Requested: ) E Change SpeedType Controller Use Only:
] peTTY CASH FUND [[J create New Fund [[] change Location of Fund [] dose Fund
CHANGE FUND [ change Amount of Fund [[] change Custodian of Fund Date / Initials:

b. Fill in the form — identify the new speedtype.

For All Funds:
izati i Custodian Name:|
Organizafional Um‘t Department/Division Name - usiodian ame:|_First & Last Name
Name: Custodian Employee ID# | CU Employee ID #
Location where fund will be kept. Custodian Phene:|  Phone #

Exact address where Custodian Email "
funds will be located:| (Address, Building, Room #, etc.) ustodian Emall| Work Email Address
Custodian Campus Box:| Campus Mail Box #

If requesting change in
original fund location | Change Speedtype from xxxxxxxx

or fund amount, | O XXXXXXXX

If requesting change in ian, new ian’s si below verifies
fund amount and assumes responsibility for fund from former custodian.

explain: Identify former custodian here:
SpeedType(( Speedtype ] Account:|  Select: 000200 (Petty Cash) - Amount requested: |$ Amount of Petty Cash
_For Change Funds Only:

Expiain organizational unit business activity

that requires this change fund: Detailed Explanation why change fund is required

c. Custodian & Unit Authorizer sign:

Certification & Authorizing Signatures
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Custodizn Signature Date Organizational Unit Authorizing Signature Date

Send Completed Change Request Form, Original Approval for the Change Fund, and Additional supporting
documentation to pcgc@ucdenver.edu. Wait for approval.

To Make Multiple Changes to an Approved Program at once:
a. Select multiple boxes on the change request form for the necessary changes See sample below:

Fund Type: |Action Requested: | Controller Use Only:
[] PETTY CASH FUND [[] create New Fund [¥] Change Location of Fund [[] close Fund
[¥] CHANGE FUND [ change Amount of Fund [¥] change Custodian of Fund Date / Initials

b. Complete the rest of the form identifying the changes.

c. Email completed Change Request Form, Original Approval for the Change Fund & approved update requests,
and additional supporting documentation to pcgc@ucdenver.edu. Wait for approval before implementing
changes.




