Cash Box Process
Cash Box Requests
· Cash box requests must be submitted via email 3 days in advance of the need by date.  Requests received without this advanced noticed requiring a cash bank cannot be accommodated.
· Submit requests via email to dl-pvc-cashier@pvmail.maricopa.edu following the email format below.
· The board approved Activity Coordinator must be present to check out the cash box and sign the PVCC Cash Handling Guidelines/Procedures acknowledgement.
· Cash boxes not picked up by the need by date will be deleted.
· A new request must be submitted for any deleted cash box.
Cash Box Request Email Format 
Emails submitted with missing information will be returned to the Activity Coordinator and may delay the availability of the cash box.
· Activity Coordinator Name (Board Approved Employee Coordinating the Activity)
· Activity Name
· Activity Purpose
· Account Number for Revenue Deposit
· Need by Date
· Anticipated Check In Date
· Cash Bank Required:  Yes/No
· An approved petty cash voucher is required to check out a cash bank.
· Cash Bank Total Amount
· Cash Bank Denominations
· Two part numbered tickets needed:  Yes/No
Cash Box Retention
· If the cash box is required for more than one day,  the Activity Coordinator (or designee) locks the cash box, retains the key, hands the cash box directly to the Cashier and signs the Cash Box Check In/Our Log.
· When the college Business Office is closed, the same process is followed, the cash box is dropped off with the College Public Safety Office.
Cash Box Reconciliation
· Cash box must be counted and reconciled to the receipt book and/or tickets prior to arriving at the College Business Office by completing the Cash Box Reconciliation form.
· The cash box reconciliation is processed by a Business Office board approved employee and the Activity Coordinator.
· Cash box reconciliation is processed at the fiscal window.
· If the wait time to reconcile the cash box is too long the cash box may be dropped off at the college Business Office for reconciliation later that business day—see Cash Box Check In process.
· Cash Box Drop Off – The Activity Coordinator locks the cash box, retains the key, hands the cash box directly to the Cashier and signs the Cash Box Check In/Out Log.
· Reconciled cash box funds are deposited into the account indicated on the request form and a receipt is provided to the Activity Coordinator.
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