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I. PURPOSE 

This policy outlines the procedures for handling cash receipts for the different operations 
within Parking and Transportation Services, including the ordering, distribution and 
reconciliation of Parking Permits. 

II. POLICY 

It is the policy of this department to ensure that all parking and transportation funds 
received are properly processed and reported. 

III. PARKING OPERATIONS 

All transport of cash discussed in this section shall be accomplished in accordance with 
CSU Policy on General Accounting, Section 3202.04. All checks are endorsed as soon as 
they are received, and in no case, later than the end of the business day. Cashiers shall use 
a counterfeit detector pen and/or a currency counter for bills over $20. CASHNet users 
must complete a CASHNet Access Application. If a user leaves the department, the 
manager or financial manager must complete the form to delete access and submit it to 
the UCS Manager.  

A. Defining duties for  the Ordering, Distribution and Reconciliation of Permits 
 

 



 2 

The Assistant to the Manager of Parking & Transportation Services shall: 
 
1. Order the supply of permits that are to be sold on-line and at the Parking & 

Transportation Services Office, Department of Police Services, and 
University Cash Services locations.  

 
2. Catalogue the permits by type and store them in the designated secure area.  

Access shall be limited to the Manager of Parking & Transportation Services 
and his/her assistant. 

 
3. Maintain log sheets and delivery slips to regulate the transfer of permits from 

storage to the Parking & Transportation Services front office and Cash 
Services. 

 
4. Generate reports from CashNet and any additional sales and revenue that are 

not recorded in CashNet.  All revenue will be reconciled daily. 
 
The Parking Services Office Supervisor shall:  

Maintain a dedicated receipt book for permit sales in a centralized area in the 
Parking & Transportation Services Office within the Department of Police 
Services building. 

 
B. Procedures and Protocol for the handling of permit orders, storage, sales and 

reconciliation of parking permits from Weldon, Williams and Lick, Inc. (WW 
&L) 
 
1. The original permit order will be kept available for review and confirmation 

of the series #’s that are in circulation for the reporting period.   
 

2. All permits will be stored in a secure area and will be logged out by series 
#’s.  Logs are to be updated at the moment there is an addition or subtraction 
of inventory.   
 

3. Access to permits stored in the secured area shall be limited to the Manager 
of Parking & Transportation Services and his/her assistant.  At the point of 
exchange, a delivery slip will be signed by the person delivering the permits 
as well as by the person receiving the permits.   
 

4. All delivery receipts are to be kept in a standard location along with a copy 
of the original order.  This will create a system of checks and balances and 
ensure the fact that the distribution of the permits is being managed and 
recorded appropriately. 

 
5. All cashiers will be responsible for their assigned allotment of the various 

permit types.  The allotment shall be verified by the cashier and on duty 
supervisor at the end of their shift as part of their cash out duties.  All 
allotments shall be stored in the drawers (G101) located in the parking office.  
The number of permits at the end of the day will reflect daily sales.  
(Attachment N) 
 



 3 

6. All non-CashNet permit sales will be tracked in their own receipt book in 
order to isolate the transactions and have them readily accessible for audit.  
This receipt book will only be used for recording permit sales and will not 
include citation payments. 
 

7. In order to maintain the desired controls, random inventory inspections will 
take place at the various distribution locations.  The inspections will be 
conducted at Cash Services by the Manager of Parking & Transportation 
Services.   

 
8. Parking Permits sales shall be reconciled to the corresponding CashNet sales 

by no later than the next business day. 
 

9. All parking permits will be returned to the Assistant to the Manager of 
Parking & Transportation with the purpose of being destroyed in the Parking 
& Transportation Office by the Assistant to the Manager of Parking and 
Transportation Services, no later than 90 days after the expiration period 
printed on the permits. 

 
10. Student and Faculty/Staff Permit Sales   

This function is handled at both University Cash Services and the Parking 
Office.   Students shall purchase parking permits on-line with a credit card or 
electronic check.  All permits that are purchased on-line are mailed directly 
to the student by Weldon, Williams,  and Lick, Inc. (WW and L), our permit 
vendor.  For permit sales done in person at the university, only the following 
modes of payment are accepted: 

a. Cash 

b. Check or Money Order 

c. ATM/Debit Card 

In the event that the ATM/Debit Card terminals are unavailable for any 
reason, e.g., power failure, then this mode of payment CANNOT be 
accepted.  

University Cash Services will return all unsold permits to the Parking Office 
at the completion of the parking period covered. 

D. Parking Permit Ticket Dispensers 

1. There are currently 33 dispensers on campus located as follows: 
 

• Lot B1 East 1 
• Lot B1 East 2 
• Lot B1 West 
• DPS Parking Lot (Pay by Space) 
• Parking Structure B3 Level 1 East 
• Parking Structure B3 Level 1 West 
• Parking Structure B3 Level 2 North 
• Parking Structure B3 Level 2 South 
• Parking Structure B3 Level 3 North 
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• Parking Structure B3 Level 3 South 
• Parking Structure B3 Level 4 
• Parking Structure B3 Level 5 
• Parking Structure B3 Level 6 
• Lot B4 (Pay by Space) 
• Parking Structure B5 Level 1 
• Parking Structure B5 Level 2 
• Parking Structure B5 Level 3 
• Parking Structure B5 Level 4 
• Lot B6 North 
• Lot B6 South 
• D1 (Pay by Space) 
• Lot E6 North 
• Lot E6 South 
• Lot F2 (Pay by Space) 
• F5 North 
• F5 South 
• F5 West 
• F10 North  
• F10 South 
• Lot G3  Surface 
• Parking Structure G3 Level 1 
• Parking Structure G3 Level 2 
• Parking Structure G3 Level 3 
• Parking Structure G3 Level 4 
• Parking Structure G3 Level 5 
• G3 Visitor Lot (Pay by Space) 
• G4 West 
• Parking Structure UPA G9 
• Information Booth 3 East 
• Information Booth 3 West 
• Mobile Pay-Station 

 
2. Bill canisters and coin bags are taken directly to University Cash Services for 

deposit. 

3. A Meter/Dispenser 961 Transmittal form (see Attachment A) is completed, 
and along with a printout of a cash report from each dispenser, is submitted 
to the Financial Analyst. 

4. Refunds may be issued at the Parking & Transportation Services Office or at 
the information booths upon presentation of permit dispenser printouts 
stating refund due (Attachment C).  The requesting party shall complete the 
Departmental Authorization for Refund Form (Attachment D).  The cashier 
or booth attendant shall complete the bottom portion prior to dispensing the 
refund.  If funds are not available, the cashier or information booth attendant 
may borrow funds from the change fund, but the permit dispenser printout 
and refund form (Attachment D) should be put in place of the amount of the 
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funds borrowed.  The refund printout from the dispenser and refund form 
(Attachment D) are to be redeemed at the Parking & Transportation Services 
Office within the Department of Police Services building when funds 
become available to make the change fund whole. 

E. Information Booths 

1. The University has three information booths located as follows: 

• Booth 1 – Lindley Avenue entrance from Nordhoff Street 

• Booth 2 – Prairie Street between Darby Avenue and Etiwanda 
Avenue 

• Booth 3 – Prairie Street between Zelzah Avenue and Matador Road. 

2. Each booth attendant starts the day with the following amounts of money in 
change, which is delivered to each booth, together with a transfer form: 

• Booth 1 = $250.00 

• Booth 2 = $250.00 

• Booth 3 = $250.00 

• Break Relief = $100.00 

3. Shift Start: A Parking & Transportations Services Supervisor or designee 
will prepare Information Booth Change fund bags in the Parking and 
Transportation Services Office within the Department of Police Services 
Building. 
 

4. A Parking & Transportation Services Supervisor or designee will transport 
locked change fund bags to each Information Booth accompanied by a PEO 
or designee. 

 
5. Change funds will be issued directly to the Booth Attendant in the 

Information Booth by the Parking & Transportation Services Supervisor or 
designee. 

   
6. The funds will be verified and signed for by the Booth Attendant. 

 
NOTE: Throughout their shift, Booth Attendants and Break Personnel will 
have sole access to their issued change fund, generated revenues, and KIS 
Machine (equipment used to generate parking permits). No other person is 
authorized to touch another attendant’s revenue, change funds, or comingle 
use of the KIS Machine.  The only exceptions are during an unannounced 
booth inspection/audit and at the end of the shift. 

 
7. The cash drawer utilized in the Information Booth shall be locked whenever 

funds are not being immediately accessed. 
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8. Funds will always be transported in LOCKED money bags. 
 

9. Breaks: Break personnel will be issued their own change fund and KIS 
Machine from the Supervisor or designee at the Parking & Transportation 
Services Office and will be driven out to the info booths by a PEO or other 
Parking & Transportation Services designee.   

 
10. Prior to going on break the Booth Attendant will collect all of their funds 

from the cash drawer and lock the monies in the drop safe located inside the 
booth. Break Personnel will not have access to this safe.   

 
11.  Break Personnel will work from a separate mobile KIS machine and change 

fund (see #10 above) so as not to comingle funds and sales reporting. 
 

12. After completing a break, break personnel will contact a PEO or other 
Parking & Transportation Services designee and request transportation to the 
next Information Booth or back to the Parking & Transportation Services 
Office, Department of Police Services building.  

 
13. Upon returning to the Parking & Transportation Services Office, break 

personnel will reconcile their funds under dual custody with Parking & 
Transportation Services personnel present.  The staff member will run the 
sales report from the mobile KIS Machine.  Break Personnel will complete 
the required deposit forms and place the funds and accompanying deposit 
forms into a sealed bank deposit bag and deposit the funds into a safe with a 
Parking & Transportation Services personnel escort.   

 
The counting of funds should occur in a dedicated area e.g. a conference 
room or a cash room.  In order to ensure the security of the funds, the door to 
the area where the funds are being counted should be closed during the 
performance of this task.  Only those involved in the immediate 
counting/reconciliation of funds should be present in the immediate area 
where the funds are being counted.  

 
14. Excess cash: During the shift, the Booth Attendants are required to lock all 

funds in excess of $100 into the booth safe.  
 
15. Shift End: At the end of the shift or when the AM shift is relieved by the PM 

shift, the Booth Attendant will reconcile their funds under dual custody with 
a member of Parking & Transportation Services personnel present.  The 
Booth Attendant will run the sales report from the mobile KIS Machine and 
will complete the required deposit forms and place the funds and 
accompanying deposit forms into a sealed bank deposit bag.  The sealed 
deposit bag(s) will be retained by the on duty PEO closing the Information 
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Booth.  Two (2) Parking & Transportation Services staff members, either two 
(2) PEO’s and/or a PEO and a Parking & Transportation Services staff 
member, will transport the deposit bags to the Parking & Transportation 
Services Office within the Department of Police Services Building.  
Immediately upon arriving back to the Parking & Transportation Services 
Office the transporting PEO’s and/or staff member will deposit the sealed 
Information Booth funds into the safe in room #141A of the Police Services 
Building (outside the east entry door of the facility).  

a. At end of shift, a Change Fund Transmittal form (see Attachment B) will 
be signed by the shift booth attendant and PEO.  Receipts for the day will 
be listed on a Funds Transmittal Document (Attachment B1) and placed 
in a cloth transmittal bag.  The Funds Transmittal Document 
(Attachment B1), a KIS machine G2 Cash Report (Attachment B2) and 
Guest List (Attachment B3), if any, will be submitted to the Financial 
Analyst.  The Financial Analyst, in turn, will submit all Guest Lists to the 
Special Events Coordinator for verification. 

b. Deposits are maintained in the safe located in room #141A of the Police 
Services Building (outside the east entry door of the facility).  The PEO 
receiving the deposit(s) will log the bags on the Daily 961 Transmittal 
Bag Verification form (Attachment M) and will drop each deposit bag in 
the large blue-and-white safe.  The transporting PEO(s) and/or staff 
member will drop all change fund bags in the small safe.  Completed 
Change Fund Transfer forms are maintained by the Manager of Parking  
& Transportation Services. 

16. Monies allocated to the change fund may be stored in the small safe located 
in the Parking & Transportation Services Office, Department of Police 
Services Building during business hours of peak “business periods” (e.g. 1st 
week of school) or with the approval of the Manager of Parking & 
Transportation Services. 

F. Coin Meters 

1. Coin meters are located in various areas within the campus, which is divided 
into two zones. 

2. Coins will be transported to room #141A of the Police Services Building and 
will be counted and bagged. 

3. A Meter/Dispenser 961Transmittal Form (see Attachment A) will be 
completed and delivered to University Cash Services along with the coin 
bags. A copy of the report will be submitted to the Financial Analyst. 

G. Parking Permits for Special Events 

1. Permits for Special Events are also sold in the Parking & Transportation 
Services Office, Department of Police Services Building.  The day’s receipts 
will be reported on a Parking Deposit Transmittal form (see Attachment E), 
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placed in a plastic transmittal bag and dropped in the large blue-and-white 
safe at the end of the day. 

2. Copies of receipts issued for permit sales will be attached to a copy of the 
Parking Deposit Transmittal form (Attachment E) and will be submitted to 
the Financial Analyst. 

H. Parking Permit Sales for Valley Performing Arts Center Events (VPAC) 

1. Permits for Valley Performing Arts Center Events will primarily be sold at 
the entrance to the B1, F2, D1, and G3 parking facilities by CSUN and 
contracted parking personnel.  The permit shall be sold at the current daily 
rate. 
 

2. Parking attendants will start and end their shift at the Parking & 
Transportation Services Office, Department of Police Services Building.  
 

3. Change funds and a supply of parking permits will be issued directly to the 
parking attendant in the Parking & Transportation Services Office by the 
Special Events Supervisor or their designee.   
 

4. The funds will be signed for by the parking attendant. 
 

5. After the funds are issued at the beginning of the shift. The booth 
attendant(s) will be driven by a PEO or other designee to their work location. 
 
NOTE: Throughout their shift, parking attendants will have sole access to 
their issued parking permits, change fund, and generated revenues.  No other 
person is authorized to touch another attendant’s revenue or change funds.  
The only exceptions are during an unannounced surprise field audit and 
during the cash out process at the end of the shift. 
 

6. Funds will always be transported in LOCKED money bags. 
 

7. The day’s receipts are reported on a Parking Deposit Transmittal form (see 
Attachment B1), placed in a plastic transmittal bag and dropped in the large 
blue-and-white safe located in room #141 A of the Department of Police 
Services building at the end of the day. 
 

8. Copies of receipts issued for permit sales will be attached to a copy of the 
Parking Deposit Transmittal form (Attachment E) and will be submitted to 
the Financial Analyst. 

9. Parking permit sold by the Valley Performing Arts Center ticket office. 
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Parking & Transportation Services has established an agreement with the 
Valley Performing Arts Center ticket office to allow the purchase of parking 
permits to be sold in advance for VPAC events. 

a. The Box Office Supervisor for the Valley Performing Arts Center shall 
have sole responsibility for the proper reporting of daily permit revenue 
to the Department of Parking & Transportation Services.   

b. The Financial Analyst shall maintain all receipts and on a monthly basis. 
He shall prepare a Purchase Request Form reflecting the revenue that 
was collected during the previous 30 day period.  The Manager of 
Parking & Transportation Services shall review and approve the 
documentation.  Once approved, a chargeback in the amount of the 
monthly revenue grossed from advanced parking permit sales shall be 
created and monies transferred to Parking & Transportation Services.     

 
I.  UVA Gate Opener Deposit 

1. The amount of deposit for each remote control gate opener is $25.00. 

2. Cash, check or ATM Debit Card are accepted for payment. 

3. All Gate Opener deposits are to be processed through CashNet. 
 

IV. TRANSPORTATION SERVICES 
 

1. All transport of cash that exceed $2,500.00 shall be accompanied by a Police 
escort in accordance with CSU Policy, Section 3202.04.  
 

2. All transports of cash that do not exceed $2,500.00 shall be accomplished 
jointly by two Parking & Transportation employees in accordance with CSU 
Policy, Section 3202.04. 

A. Parking Fines Collection 

1. Payments are accepted via the following: 
 

• U.S. Mail at the Parking Office or at Turbo Data Systems, Inc. 
• In-person at the Parking Office 
• In-person at University Cash Services 
• After hours drop box 
• On line at pticket.com/csun 

 
2. Payments received in the mail or in-person at the Parking & Transportation 

Services Office are entered into the CashNet system and the “TDS citation 
Inquiry” data base as soon as they are received. If checks received in the mail 
are not payable to California State University Northridge or cannot be 
identified or properly applied after sufficient research, the item should be 
recorded on the “Checks Not Payable to CSUN/Unidentifiable” log and 
returned to the name and address of the maker.   At the end of a cashier’s 
shift, the cashier must print a Check Run Report (Attachment F) an ATM 
Run Report (Attachment G), Cashier Checkout Receipt (Attachment H) from 
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CashNet, and a Turbo Data Posting Log: Daily Cash Report (Attachment K).  
The cashiers will prepare a tape run (from a calculator) on their cash, checks 
and ATM/Debit card transactions and balance the tape totals to the printed 
run reports. The tapes need to be included with the cash, checks and 
ATM/Debit card transactions.   Each tape is to include the initials of the 
processor and a second party verifying the totals.  An additional Cashier 
Checkout Receipt (Attachment H) should also be printed, initialed by the 
processor and verifying party.  All monies are to be placed in a plastic 
transmittal bag and placed in the canvas bag designated for Cash Services.  
This bag is to be logged on the 961 Transmittal Bags Verification form 
(Attachment M) and dropped in the large blue-and-white safe located in 
room # 141 A.  All above noted CashNet and Turbo Data Reports received 
are submitted to the Financial Analyst. 

3. On a daily basis, the University Cash Services Cash Operations Supervisor 
provides the Parking & Transportation Office Supervisor a report of all 
parking citation payments received at University Cash Services (Paid Items 
Report- PS Citation and Related Fees Report (UCS-Main). This report is 
provided via e-mail.  The data from the report is processed in the “TDS 
citation Inquiry” data base by the Parking & Transportation Office 
Supervisor or his/her designee.  Upon completion, signed and dated copy of 
the processed report is submitted to the Financial Analyst.  

4. An after-hours drop box is located to the left of the reception window in the 
Department of Police Services lobby.  The drop box is used to collect and 
store parking citation payments, citation appeals and Vanpool monthly 
payments that are received afterhours.  The after-hour drop box will be 
checked at the beginning of the business day by the Parking and 
Transportation Office Supervisor.  The contents from the box must be 
processed on the same day it is retrieved.  The key to the drop box will be 
identified and stored in the lock/key box located in the Parking and 
Transportation Services Equipment Room (Room 105 B).    

5. When a citation is dismissed and a refund must be issued, a CSUN check 
request (Attachment I) is completed, forwarded to the Manager of Parking & 
Transportation for approval.  The approved check request will then be sent to 
University Cash Services for processing.  A copy of the refund request is 
kept in the Parking & Transportation Office and another is submitted to the 
Financial Analyst. 

6. Checks returned from a financial institution for non-sufficient funds (NSF) 
are sent UCS which notifies the Financial Analyst.  The Financial Analyst 
then notifies TDS to reverse the payment and begin collection efforts.  The 
fee for each returned check is $20.00.  Repayment of funds and fees are to be 
paid directly at TDS.  Under no circumstances will the Parking & 
Transportation Office process these transactions. 
 

B. Vanpool Payments 

1. These are payments received from participants in the campus’ vanpool 
program. 
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2. Payments will be logged into the payment record spreadsheet maintained by 
the Transportation Coordinator. The spreadsheet will be provided to the 
Financial Analyst at the end of each month. 

3. A Vanpool Deposit Transmittal form (Attachment L) will be completed, 
placed in a plastic transmittal bag, and dropped in the large blue-and-white 
safe. A copy of the transmittal form is submitted to the Financial Analyst. 

V. DAILY 961 TRANSPORT 

A. At the start of each day, a staff employee will open the safe containing the 
previous day’s collections. 

B. The bags will be verified with the 961 Transmittal Bags Verification form 
(Attachment M). 

C. A staff employee from University Cash Services will sign the 961Transmittal 
Bags Verification form (Attachment M).  Upon return to the Parking & 
Transportation Services Office, Department of Police Services Building the form 
will be returned to the Manager of Parking & Transportation Services.  
  

VI. BANK RUNS FOR CHANGE FUNDS 

All runs to the university-approved bank for change will occur, whenever possible, at a 
pre-scheduled time each workday and will be transported in accordance with CSU Policy, 
Section 3202.04.  

VII. STORAGE OF CHANGE FUND BAGS 

A. The bag containing the master change fund and the VPAC permit station change 
fund bags shall be maintained in the safe located in room #141A (located at the 
rear of the Police Services Building).  

B. All change funds for the Information Booths, Parking Office, and Transportation 
Services will be stored in the safe located in the Parking and Transportation 
Services Office (#105). 

C.  A set of keys to the safe will be maintained in the Parking & Transportation 
Services Office key box, which is accessible to Parking Supervisors. 

D. A second set of keys to the safe is maintained in the Police Equipment Room, 
which is accessible to the Shift Supervisor. 

VIII. ATTACHMENTS 

A. Meter/Dispenser 961 Transmittal Form 
B. Change Fund Transmittal and associated forms/receipts (B1 through B3) 
C. DPS Parking Services Refund Receipt 
D. Authorization for Refund Form 
E. Parking Deposit Transmittal Form 
F. Payment Report - Checks 
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G. Payment Report – ATM/Debit Cards 
H. Cashier Checkout Receipt 
I. CSUN Check Request Form 
J. University Cash Services Deposit Transmittal Form University Cash Services (Paid 

Items Report- PS Citation and Related Fees Report (UCS-Main) 
K. Cash Drawer Reconciliation Report Turbo Data Posting Log: Daily Cash Report 
L. Vanpool Deposit Transmittal Form 
M. Parking & Transportation Services Money Transmittal Tracking Spreadsheet 
N. Parking Permit Inventory Reconciliation Form 
O. Turbo Data Posting Log: Daily Cash Report (remove) 
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Attachment “A” 
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Attachment “A – continued” 
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          Attachment “B” 
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Attachment “B2” 
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Attachment “B3” 
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          Attachment “C” 
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Attachment “D” 
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Attachment “N” 
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         Attachment “N2” 
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Attachment O 
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