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Purpose 
 
The purpose of this procedure is to provide processes for safeguarding College money, checks and other 
liquid assets. 
 
Procedure 
 
A. Employees who are entrusted with College assets must use diligent care in ensuring against loss or 

misappropriation of these assets.  The following procedures must be adhered to at all times: 
 

1. Assets must be kept securely locked when not in use. 
 

2. Assets must never be left unattended. 
 

3. To provide for accountability, individuals must have sole access to the assets assigned to them. 
 

4. There must be a comprehensive, written inventory of assets. 
 

5. There must be written record of all transfers of assets. 
 

6. Safe combinations and door locks must be changed or re-keyed immediately whenever there is 
turnover in personnel. 

 
7. Random, unannounced cash or inventory counts should be taken periodically and documented in 

writing. 
 

8. Access to areas containing College assets should be limited to persons having legitimate reasons 
for being there. 
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