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A8.846 Departmental Checking Account Disbursement Procedures
1. Purpose
To provide procedures for the preparation and disbursement
of Departmental checks.
2 Responsibilities

Campus/department units are responsible for Departmental
check disbursement transactions which are direct, real time
entries into the official University Financial Management
Information System (FMIS).

Fiscal Officers and Program Managers (Approving Authority)
are responsible to ensure that all payment transactions are
in compliance with applicable Federal and State laws, rules,
regulations, and University ©policies and  procedures.
Appropriate supporting documentation are to be maintained in
office files. Fiscal 0Officers and Program Managers are
responsible for fiscal transactions procegssed on all
accounts under their purview.

a. The custcdian or (in his/her absence) the alternate, is
regponsible for the security of the checks, ensuring
that proper accounting and recording procedures are
maintained, ensuring that all disbursements are
properly authorized, and reviews and signs all
Departmental checks.

b The Fiscal Officer is responsible for ensuring that the
Departmental checking  account is being properly
administered. This includes ensuring that the duties of
the custodian/alternate, the reconciler, and the vendor
administrator are being properly executed.






