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SALT LAKE COMMUNITY COLLEGE 

LIMITED CASH DRAFTS (LCD’S) 

OPERATING GUIDELINES 

 

I. Purpose and Appropriate Use 

A Limited Cash Draft (LCD) is a low-dollar purchase option for purchases of 

$500.00 and under. LCD’s are intended to be used at the point of sale for 

purchases (including products and services) where a credit card is not accepted 

or the employee/student does not have a P-Card.  

 

II. General Rules for Custodians 

 

1. LCD’s remain the responsibility of the Budget Center Manager (BCM) and 

LCD Custodian regardless of who actually spends them. Pre-signed blank 

drafts must be secured in a safe place at all times as these are cash 

equivalents. 

 

2. All checks will be signed out on a log maintained by the LCD custodian. An 

index code must be provided to the custodian when the LCD is signed out. 

 

3. All used LCD’s must be approved by the BCM of the index being charged. 

The check stub has a place for the BCM signature and date. 

 

4. The person using the LCD countersigns it at the time of purchase or point of 

sale. 

 

5. A cash register receipt and/or vendor receipt for payment must be obtained 

and returned to the custodian with the LCD white copy within 48 hours, 

preferably by the next business day. 

 

6. The business purpose and description of items must be written on the check 

stub. 

 

7. The budget Index and Account must be legibly written in the space provided 

on the check stub. 

 

8. The yellow copy of the LCD or just a copy of the LCD must be retained for 

department records. 
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III. Restrictions  

  

1. LCD’s cannot be written out for reimbursement of expenses to individuals. This 

includes SLCC employees, students or their relatives. 

 

2. Each LCD cannot be written for over $500.00; however, two LCD’s may be 

used for a purchase up to $1,000.00 when other low-dollar options are not 

available. 

 

3. LCD’s cannot be used to split the payment for a purchase exceeding 

$1,000.00. NOTE: Purchases exceeding $1,000.00 must be initiated through SLCC 

Purchasing Services via purchase requisitions. 

 

4. LCD’s cannot be written for cash or for any amount exceeding the purchase 

price that would result in cash being returned to the purchaser. 

 

5. The College is exempt from Utah sales tax on purchases. The SLCC tax 

exemption number is printed on the face of each LCD. 

 

6. An LCD is intended to be used at the point of sale. An LCD is not to be used to 

pay vendor invoices received for items previously purchased on credit from a 

vendor. Occasionally, special needs may be pre-authorized by the Business 

Office. 

 

 

IV. Distribution of LCD Copies 

 

1. After each LCD is used, the remaining check copies along with the original 

receipt must be returned to the custodian. The yellow copy may be retained by 

the department for their records. 

 

2. LCD custodians will send the white check copy and supporting receipts to the 

Accounts Payable Office (mail stop A/P) within 48 hours, preferably by the next 

business day in order for the expenditure to be posted in Banner promptly. If 

documentation is not included, an explanation is required. 

 

3. If a check is voided for any reason, the entire check (check and all copies) must 

be returned to the custodian. Do not destroy original check. Any voided checks 

must be returned to Accounts Payable. 
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V. Consequences of Violating these Procedures 

The following action may be taken if one or more violations occur: 

1. 1st Occurrence: A notice to the individual responsible 

 

2. 2nd Occurrence: A written notice to the responsible individual, the appropriate 

supervisor and the Assistant Controller. 

 

3. 3rd Occurrence: Possible loss of privilege for the individual involved. 

 

4. 4th Occurrence: Possible loss of privilege for the department. 

 

VI. Accounts Payable Office Procedures 

 

1. The Accounts Payable Office will audit each LCD for propriety. 

 

2. At least weekly, the Accounts Payable Office will enter all LCD payment copies 

received into Banner. 

 

3. The white check copies with attached documentation will be imaged into 

NOLIJ. 

 

VII. Purchasing Services Procedures 

 

1. Periodically, reports will be reviewed for purchasing policy compliance. 

 

2. Notice of unauthorized purchases will be directed to the appropriate Vice 

President.  

 

 


