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A. Purpose and Scope

This standard operating procedure outlines the process for requesting a cash box to make change
at such Arkansas State University-Beebe sponsored events where cash will be accepted and
change may need to be provided. Under no circumstances may the cash box be removed from the
ASU-Beebe campus.

B. Definitions

Cash Box Custodian — The ASU-Beebe employee who will be responsible for the management
of the cash box.

DBO — Director of Business Operations

C. Procedures

1. The cash box custodian should fill out a “Cash Box Request Form” located on the
business office SharePoint site.

2. The “Cash Box Request Form” should be turned in at least two weeks before the cash
box is needed to the DBO.
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3. The cash box must be returned to the DBO immediately after the event. If the event ends
after five p.m. on a weekday, it should be returned by eight a.m. the following business
day.

GENERAL INFORMATION

A cash box will only be checked out to an ASU-Beebe employee. Cash boxes will never be
released to students. Cash boxes must be secured at all times.

D. Related Information

The “Cash Box Request Form” can be found on the business office SharePoint site.
Cash Box Request Form.xIsx
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https://asub.sharepoint.com/:x:/s/VanguardIntranet/EWFFGewLV3pPrY68f-gFbgEBQq38XLZO0B5K2Gdl6orHWg?e=db7pSv

