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Section 06.05.01 

PERMANENT WORKING FUND 
Permanent Working Funds Request and Authorization 

 

A request for a Permanent Working Fund requires the following be submitted to the AVP/Comptroller’s 
Office for consideration: 

 
• Petty Cash Form detailing justification for need of fund (available on Business Office website) 

 
• Completed Certification of Departmental Cash Procedures form (available on Accounting Services 

website) 
 

• Certification of Custody of Working Funds and Statement of Responsibility Form (available on 
Accounting Services website) 

 

• Proof of Background Check on file with Human Resources Office 
 

• Proof of Cash Handling Training of working fund custodians 
 

• Proof of Payment Card Industry (PCI) Data Security Standards training (available on TrainTraq) if credit 
cards will be accepted as a method of payment. (See section Credit Cards/Sanddollar Cards for more 
information on requirements.) 

 
The person being issued the permanent working fund must be an employee of Texas A&M University‐ 
Corpus Christi and must be the person that picks up the money at the Business Office. A form of ID is 
required when picking up the permanent working fund. Students and/or student employees are not 
eligible to be working fund custodians. 

 
Once approval has been obtained, the approved Petty Cash Form should be taken to the Business Operations 

Supervisor (BOS) or the Assistant Bursar (AB) in the Business Office where the BOS or AB will review and issue the 

approved amount to the person on the form. A picture ID and signature will be required to complete the 

transaction. 

Documentation listed above, excluding the petty cash form, that is used to initiate a Permanent Working Fund 
must be reviewed, verified, updated, and re‐signed annually. The AVP/Comptroller’s Office will initiate review in 
early spring by sending out a request for updated documentation. 

 

When no longer needed, contact Accounting Services Department for the proper account number to deposit the 

working fund into. Once deposit has been made, a copy of the receipt must be returned to the AVP/Comptroller’s 

Office in order to clear the Permanent Working Fund. 
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Department With A Working Fund 
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Certification of Custody of Working Funds and Statement of Responsibility Form 


