
Deposits 
 
Deposits must be made daily if the total receipts on hand exceed $100.  If daily are less 
than $100, deposits must be made with three (3) working days even if the receipts for all 
three days combined are less than $100.  All money must be stored in a safe place 
pending deposit.  All money must be deposited prior to holidays and weekends. 
 
Money collected should not be kept overnight in a desk or file cabinet, nor should it be 
taken home by an employee.  The funds should be locked in a bank bag (if available) and 
stored in a campus safe or vault.  Funds should remain secured until the secretary can 
complete the deposit records and transport the funds to the bank.  This must occur 
promptly, however, and under no circumstances should personal checks be held for more 
than five (5) days before being submitted for deposit. 
 
Personal check cashing by employees is prohibited.  Likewise, cash should not be 
removed from Athletic collections or any other collection and replaced with a personal 
check.  This also includes any fundraising activities.  In addition, cash collections may 
not be used to purchase supplies, refreshment or for any other purpose.  Athletic 
collections must be deposit intact (minus start-up), in the same manner in which they 
were received. 
 
Cash receipts should be given when money is collected.  The accuracy of the records and 
money must be immediately verified by counting all currency and coins and running an 
adding machine tape of any checks submitted.  The total should be compared to the cash 
receipt and any differences reconciled. 
 
Accepting a check requires the following: 
 
 ●  Only for the amount of purchase 
 ●  Post dated checks are not acceptable 
 ●  Acceptable check should contain 

 Name 
 Address 
 Drivers License Number 

●  Checks must be deposited every three days 
 
 
 


