
Campaign for Charities – Guidelines for Collection, 
Recording, and Safeguarding of Funds 

 

All funds collected by the university for the Campaign for Charities must be appropriately 
documented.  Proper receipting should include the signing of the Funds Received Log by both 
the custodian of the fund (department member) and a Community Relations staff member. 
After delivery to the Community Relations office, the funds must be placed in a tamper-
evident, sealed bag with a unique serial number which should also be recorded on the log.   

Additionally, at the time the funds are remitted to United Way, the funds should again be 
counted by both a member of the Community Relations team and a United Way representative. 
Together they verify fund amount the serial number of the tamper evident bag.  Once verified, 
both parties should sign the form. 

The UFCC Report Envelope Cover must also be used when recording the amount that the 
department or event collected.    

The Campaign for Charities team must maintain appropriate dual control and separation of 
duties throughout the collection, recording, and fund delivery process. At least two individuals 
should be involved in the donation collection and funds transfer process to provide appropriate 
oversight and ensure that no individual is solely responsible for the entire process.  Everyone 
collecting donations is responsible for safeguarding the funds until they are remitted to the 
United Way. 

Funds collected for the Campaign for Charities must be kept secure and separate from other 
departmental funds. Campaign for Charities funds should not be commingled with 
departmental operating funds, personal funds, or funds collected for other purposes. 

Collections should be stored in a secure location with access limited to authorized members of 
the Campaign team. When funds are not being actively collected, they should remain secured 
and under appropriate dual control. Campaign for Charities funds should not be used to make 
change, reimburse expenses, make purchases, or otherwise be used for any purpose before 
they are deposited. 

Cash must be adequately protected whenever it is transported from the event location for 
delivery to the Community Relation team or the United Way.  

Cash and check collections must be remitted to United Way at least weekly and within five 
business days of receipt. When accumulated cash and/or check collections exceed $1,000, the 
funds must be remitted within one business day of reaching that threshold. 

 



Cash and Check Receipting | CFO Division 

 

 

Cash & Check Movement and Remission of Deposits | CFO Division 

 

 

UF Board of Trustees Guiding Principles of Financial Management | CFO Division 

 

 

https://cfo.ufl.edu/directive-hub/cash-and-check-receipting/
https://cfo.ufl.edu/directive-hub/cash-check-movement-and-remission-of-deposits/
https://cfo.ufl.edu/directive-hub/uf-board-of-trustees-guiding-principles-of-financial-management/


Cash & Check Movement and Remission of Deposits | CFO Division 

 

Cash Fund Management | CFO Division

 

https://cfo.ufl.edu/procedures-training-resources/receivables/cash-check-movement-and-remission-of-deposits-procedure/
https://cfo.ufl.edu/procedures-training-resources/receivables/cash-fund-management-procedure/
https://cfo.ufl.edu/procedures-training-resources/receivables/cash-fund-management-procedure/

