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Dedicated resource assigned to 20XX

facilitation of all things cash 
handling

Main priority to ensure complianc
with CSU and state guidelines

Will request/retrieve updated 
documentation and approvals, 
assist in training efforts, and 
perform unannounced cashiering 
audits

e 



Patty Hanks
Cashiering Specialist
phanks@csusm.edu

760-750-4556
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2022How Can Cash Handling Sites Help?

Up-to-Date Documentation

• If you’re handling cash or negotiables, you must 
have approvals and authorized to do so

• Custodian changes (arriving and leaving)

• Transact (CashNet) access (new and expiring)

• Annual renewals (completed by June 1st each 
year)

Compliance

• Have a cash handling SME on staff

• Receive initial training from SFS; provide 
supplemental training thereafter

• Approving authority or SME: monitor cash handling 
processes

• Reach out to Patty Hanks with questions 

• Timely follow-up to requests and/or audit findings
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2022How SFS Helps Cash Handling Sites

Training & Advisement

• SFS provides cash handling training for new 
cash handling sites, but can also provide 
supplemental training upon request

• Cashiering Specialist (Patty Hanks) available for 
guidance and advisement

SFS Website

• Contains all university cash handling policies and 
procedures

• All forms are digital/adobe sign, and accessed via 
SFS website

• How-To documentation included for all adobe sign 
forms

• https://www.csusm.edu/sfs/policies/staff/university
_cash_handling.html
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Request to Establish Form

SFS Website

From the SFS Website, in the Cash 
Handling section, click the 
‘Request to Establish’ link
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Request to Establish Form

SFS Website

In the Workflow Selector, click 
the cash establishment 
collection point option



Request to Establish Form
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SFS Website

In the form, enter the MPP 
email address who is the 
approving authority for the cash 
collection site and each 
custodian’s email address

2022



Request to Establish Form
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SFS Website

At the bottom of the form, add 
the MPP email address a 
second time, as well as the 
cashiering specialist and 
CFO/designee email addresses

2022



Request to Establish Form
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SFS Website

Before hitting the ‘submit’ 
button, you must add the 
names of any custodians you 
listed earlier in the form
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Request to Establish Form
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SFS Website

After submitting the form, the 
form will be routed to the 
Approving Authority, who will 
answer questions and approve, 
which will route to all 
appropriate parties thereafter
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SFS Web Resources
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SFS Web Resources
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Questions?
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THANK YOU!
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