UNIVERSITY OF WISCONSIN CREDIT UNION (UWCU)

CHANGE FUND PROCEDURE

(Cafeteria, Bookstore and Welcome Center)

The UWCU provides the change fund service to the College.  To avoid any problems for your area(s), it is extremely important that your change fund orders be placed weekly.

To ensure the UWCU is able to provide the change needed, they have established a schedule and request we adhere to the following:
A. Change fund orders shall be placed by 10am on Friday for receipt by Tuesday afternoon. This would be applicable for any change order amount over $500.
B. To place your order, you may:

1. Call it in directly to the UWCU (608-232-5000, ext. 3500);

2. You may complete the UWCU change order form at the UWCU counter; or

3. You may complete the UWCU change order form and drop it off at their service counter.
If you run out of change before the next week’s change order is placed and received, you should check with either the Welcome Center or the UWCU to see if they have change available for you to purchase.
Only a limited number of staff should have access to your change funds.  At least one staff member should be available to make change for cashiers.

Weekly change funds should be counted to verify the balance.  Any shortage or overage should be reported to management to address.  Audits of fund balances will be done without notice to verify accuracy of your balance.
If you have questions or concerns regarding the acquisition of change, please feel free to contact the UWCU staff, who will be happy to assist you with any issues that may arise.  The UWCU Truax office can be reached by calling (608) 232-5000, extension 3500. 
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