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Accounts
Currently OSU Extension has 86 local checking accounts around the state, 

84 county offices and 2 other offices. 

• These accounts are outside of the University’s umbrella of accounts held within 
the UNIV funds, therefore considered high-risk, restricted accounts.

• Extension requires internal controls, monthly reconciliation and reporting on 
these funds due to this high-risk status. 

• Each office to have only one open account, exception being when overlaying 
time of changing banks.

• Cannot have debit or credit cards on checking accounts.
• Savings, CD’s and other investments are not allowed.
• University can audit at any time. Official audit documents remain in the local 

office.
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Resources

Extension Operations Website
https://extops.cfaes.ohio-state.edu/

Extension Finance TAB
Local Checking Account Info webpage

JOB AIDS
TOOLS

WEBFORMS

https://extops.cfaes.ohio-state.edu/
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Presenter Notes
Presentation Notes
https://extops.cfaes.ohio-state.edu/extension-finance/local-checking-account-info
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Restrictions

• –Local Checking Account and PCard Restrictions

https://extops.cfaes.ohio-state.edu/sites/extops/files/imce/Fiscal/JobAids/Checking%20and%20PCard%20Restrictions%201022.pdf
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Presenter Notes
Presentation Notes
Local Checking Account and Pcard Restrictions – list of items not allowable from the local checking account or pcard, alternative procurement methods advised.
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Check Writing
$1,000 Transaction limit, cannot split purchases to 

avoid this
Before purchase, fill out Transaction Documentation 

Form- can be attached to envelope to collect all 
information in

Get signed check from Fiscal Steward
Make purchase
Obtain original itemized receipts, turn in to Office 

Services Coordinator promptly
OSU is tax exempt, carry the Certificate of 

Exemption with you

https://busfin.osu.edu/document/sales-and-use-tax-blanket-exemption-certificate
https://busfin.osu.edu/document/sales-and-use-tax-blanket-exemption-certificate
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Check Writing TOOLS:

Transaction form: to make sure you capture enough information 
for payments from your checking account

Refund form: to capture the information needed to process a 
refund from the checking account

Change form: to capture the information needed to provide a 
check for making change at a meeting

Request Envelope: for collecting all necessary documents if 
taking check outside of office
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Reconciling
Bank statement
Shadow Report: 

• Excel
• Quicken
• Quickbooks
• Hand-Written Records- Disbursement 

Journal (Safeguard Supplies)
Optional –Bank Reconciliation Form

Presenter Notes
Presentation Notes
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Reconciling
University preference is that the reconciler is completely independent from 

cash/check handling. However, Internal Audit understands this is not 
feasible in many county offices.

 As such- when the monthly bank statement arrives (or downloaded from online 
account), it should be opened/received/downloaded by the Fiscal Steward for a 
cursory review and initialed.
• Office Services Coordinator then reconciles:

• Begin Bal – expenses + income = Ending Bal less any outstanding items
• Any outstanding deposits and disbursements should be noted on the bank 

statement
• Fiscal Steward in essence to perform a second reconciliation- to review against 

all pertinent backup (statement, receipt ledger, disbursement ledger)
• Both employees should sign as performing the reconciliation
• Retain Statement & Backup Documentation four years plus current- per OSU 

General Records Retention Schedule

Presenter Notes
Presentation Notes



http://library.osu.edu/sites/default/files/2022-03/osu-general-schedule-20220322-compressed3.pdf
http://library.osu.edu/sites/default/files/2022-03/osu-general-schedule-20220322-compressed3.pdf


Extension Operations
March 2023

OHIO STATE UNIVERSITY EXTENSION

Optional 
Reconciliation 
Form/
Annual 
Average 
Tracking
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Sample for Checking Account Shadow Report for tracking program money.



Extension Operations
March 2023

OHIO STATE UNIVERSITY EXTENSION

Job Aid for 
Reimbursing the 
checking account:
• Payments to Camp
• Postage

NOTE:  not necessary 
to reimburse most 
expenses, as goal is to 
keep the checking 
account balance well 
below the annual 
average of $20K
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Policies
University policies: https://policies.osu.edu
 Fiscal Stewardship (internal controls)
–Expenditures Policy
–Purchasing Policy
–PCard Policy
–Bank Account Policy

https://policies.osu.edu/
https://go.osu.edu/fiscal-stewardship-policy
https://go.osu.edu/expenditures-policy
https://go.osu.edu/purchasing-policy
https://go.osu.edu/PCard-policy
https://go.osu.edu/bank-accounts-policy
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Maintaining Internal 
Controls

Not to receive or handle payments on behalf of 
external organizations/groups/clubs

Safe Storage = Secure location with limited 
access of staff to:

• Blank checks, cash and checks received for deposit
• Change fund/cash box –securely stored during office hours, 

consider relocating to more secure area after hours
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Maintaining Internal 
Controls

Segregation of Duties
• Two people must be involved in every transaction

• Workday transactions have built-in segregation
• Local checking account disbursements require two people 

involved
• Local checking signatories are limited to educators and area 

leaders, Support Staff cannot have signature authority
• No one can solely approve their own transaction
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Maintaining Internal Controls
Segregation of Duties ~continued

• Office Services Coordinator usually has the 
responsibility of receiving payments
• Time to time other staff must be available to receive payments

• Receipts required for each sale
• Cash and undeposited checks securely stored until 

time to deposit
• Limit the access to the cash box/safe/locked drawer 

to Office Services Coordinator, Fiscal Steward and 
potentially a backup
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Maintaining Internal Controls

• Extension policy requires that bank balances be less 
than ANNUAL average of $20,000.00

• Write a check to The Ohio State University, send 
with the OSU Extension Deposit Transmittal Form

• Deposit using RC1186 for Revenue Category, the 
description "Reduce local checking account balance”

• Usually deposit to FD111

https://extops.cfaes.ohio-state.edu/sites/extops/files/imce/Fiscal/Forms/Jan%202022%20Extension%20Deposit%20Transmittal%20Form_0.xlsx
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Deposits
 To occur every three business days or when $1,000 has been 

received in- whichever occurs first
 Deposit to be prepared and then independently reviewed for 

accuracy
 Any employee can initial the deposit review, generally falls to 

Office Services Coordinator to prepare and fiscal steward to 
review

 Any employee can make the bank deposit, generally falls to 
the Office Services Coordinator
• Some banks have additional controls of who can deposit to 

business accounts. If an issue- consider using the night deposit 
box if necessary.

 Guidelines for dealing with returned checks- Returned Checks

https://extops.cfaes.ohio-state.edu/sites/extops/files/imce/Fiscal/Forms/ReturnedChecks.pdf
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Reporting
Monthly Requirements:
 Ohio Sales Tax~ by the 15th of the month following the month of the 

sale, keep copy of sent form 4 years
• Departmental State of Ohio Sales Tax Reporting Form
• Report even if no tax to report, send an email to inform Business & 

Finance Tax Office, as they track the counties’ responses
 Bank Statements~ by the third Monday of month, report on previous 

month’s statement:
• Upload bank statement to the county folder in OneDrive:

• Office365.osu.edu ~ OneDrive ~ SHARED ~ XXCo Bank Statements 
folder

• Webform: fill info from the bank statement
• Extension Operations Website ~ Extension Finance ~ Local Checking 

Account INFO ~ Local Checking Monthly Reporting Webform

https://busfin.osu.edu/system/files/sales_tax_reporting_form_-_updated_tax_rates_as_of_4.1.22.xlsx
mailto:salestax@osu.edu
mailto:salestax@osu.edu
https://extops.cfaes.ohio-state.edu/sites/extops/files/imce/Fiscal/JobAids/Checking%20and%20PCard%20Restrictions%201022.pdf
https://extops.cfaes.ohio-state.edu/extension-finance/local-checking-account-info/local-checking-monthly-reporting-webform
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Supplies
Safeguard:

• For considerable savings, some supplies can be ordered 
internally by contacting Patty Corfman.4
• Cash Receipt Journal, Cash Receipt Slips, Cash Disbursement 

Journal
• Fill out the webform to request supplies:

• Safeguard Supplies Order Form

• Sherry Freier at Safeguard: sfreir@gosafeguard.com
• Checks, covers, etc.

Can order checks from any company or your local bank
• Preferred duplicate business checks 

https://extops.cfaes.ohio-state.edu/extension-finance/local-checking-account-info/safeguard-checking-supply-order
mailto:sfreir@gosafeguard.com
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Safequard supplies to order internally:
Cash Receipt Slips

• 25 pages of Safeguard CASH Receipt Slips 25 per page-625 slips per package $160 

 Cash Receipt Journal Inserts
• Safeguard CASH Receipt Journal inserts 100 pgs $75 

 Cash Disbursement Journal Inserts
• Safeguard CASH Disbursement Journal inserts 25 pgs $35 
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Local Checking Account
JOB AID

https://extops.cfaes.ohio-state.edu/sites/extops/files/imce/Fiscal/JobAids/Local%20Checking%20Account%20Job%20Aid.pdf
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Decision Tree
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