Central Consolidated School District

Deposit Procedures

Every time cash, money orders and/or a check are received from an individual making a payment or
from a fund raiser, the funds must be deposited within 24 hours.

Financial Secretary:

1. Receipt money received.
2. Fill out Finance / Accounting Form (Proof of Cash).

a. Fill in date
Central Consolidated School District
. SY 2014-15
c. Fill in cash FINANCE / ACCOUNTING
/com count Currency Count: Sub-Total DATE:
¥ S 100.00 .
¥ % 50.00 ! b. Fill in Sch /
¥ 5 20.00 SCHOOL/DEPARTMENT: FFA fee
¥ 5 10.00
* 5 _5.00
:-c S 200 COUNTED BY 1:
¥ 5 1.00
TOTAL
COUNTED BY 2:
Caoins: Sub-Total
¥ % 0.50
= 5 0325 GRAMD TDTAL6TA_ e. Fill in total
X S 0.10
. =—50E currency and/or
d. Fill in any X 5001 FUMDING SOURCE: coins and checks
checks / money ToTAL
orders Check / Money Order:
MNa. Mame: Amount: | Purpose: Deposit Date: | Pymt Form:
1 .
- f. 23XXX Activity
ES
4,
5.
5.
. Credit ta:
g. Fill in Account  Code:
Fund Code Fund Function Object Program Location | Job Class Dept. User 1/2
1,
2.
ES
4,
5
5.
s / h. Any extra
i. Signature of COMMENTS: ) Y .
. information
Finance Secretary m
SIGNATURE:
and date [RECEIVED FROM)
DATE
RECEIVED BY: STAMP:
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Central Consolidated School District

Deposit Procedures

3. Fill out a Transmittal Form. (Any time money is transferred from one person to another (money

changes hands).

c. Financial Secretary’s

b.Time Signature
ral Consolidated Schools
Record of Transfer Form

(used to transfer movey in ed or secled contoiners and tronsferred between individuals)
Namg l

a. Date Dath | Time | Shipper/Fghds Custodan Ty Rl

7 Container /

| L | T —

d. To bank for deposit

e. Deposit bag #

4. Fill out the deposit slip. Make sure the correct deposit slip is filled out (Operating or Activity).
Wells Fargo has Operating and Activity Accounts and Bank of the Southwest has Operating and
Activity Accounts. (Please press down hard when writing so the information will show on all

three copies of the deposit slips.)

NEW MEXICO

CENTRAL COMSOLIDATED SCHOOLS DISTRICT 22
% CENERAL OPERATION
HWY 54 OLD SHIBROCK HIGH SCHOOL ROAD

WELLS FARGO BANK, NA.

WELLS FARGO BANE, NA.
NEW MEXICO

[ =

. E s f
a. Fill in Date s = g
i3 g% 2
F 3 ,; =

g gi e g
— i1 2 |3
=& B 59 I ) [ Lelelol el sl ol ol | ol ol ol ol aln ol o] o F 2

H = CENTRAL CONSOLIDATED SCHOOLS DISTRICT 22 e 30 O SR

a £ GEMERAL OPERATION TOTAL DEPOSIT

HWY 55 DLD, SHIERDCR HISH SAHOOL RDAD
STPOEK. NI B 7420 3 — |

ISSAS00355E S8 W00 5096

f. Write school on the side
of the deposit slip (ex: SBO

g. Write the deposit
bag # here

b.Total Currency
and/or coins

c. If checks,
list # & amt

d. Enter total of
currency, coins
and checks

= e. Write in the

total amount of
the deposit
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Central Consolidated School District

Deposit Procedures

5. Insert the cash, coins, and/or check and money orders along with the deposit slips into the
deposit bag. Fill out information needed on the deposit bag. Tear of the top strip and attach it to
the school’s copy of the documentation. SEAL THE BAG BEFORE TAKING DEPQOS! a:Fill in the Date

and the Amount of
the Deposit
DEPOSIT BAG #

reerrox 5393210645 o ——

x%i'ﬁm.’!,ysﬂ \

The word "VOID* appearing may Indicate tampering. DO NOT open !nf=1.0K" Notlfy sender.
Sl lagalabra "INVALIDD aparecn puedas indica que: la cemadura he sido forzada. No abra MoreLOK® Noliliguas 3| remitersa.

5393210645  [IHANEREMENN

CASH ONLY IN THIS POUCH
(SOLO DINERO EN EFECTIVO EN ESTE BOLSILLO)

Jo Not C: Here Io Open

1 iy seal over
Hemeve sliver Bwy apenieg nf hap tn Mo
. Preess Grmiy

security scal. Over ewtin: Jength.

E
=
=
&
=
=
£
a
B
B
=
=

Roooper hand: Adre Daobie o seltin de
crinda ¥ Ivtenrr pura su Me o] truzndar de mahee 3 Abertura de
ool fwcas de plada pars 15 Dk st ervevartrmrse
sxpomar ol pegmmmen un kn Mnee de pustos.
ened e Fredone famomente

DO NOT INCLUDE ACCOUNT NUMBER
NO INCLUYA EL NUMERD DE CUENTA

Customer Name (Nomhra dal clems)
Store Number (Namero de tienda)

T/ AN0UITE DT 0N IS 058 0" Dag.

6. Take the Deposit Bag to the Bank for deposit. The teller will count the money and return the
pink and yellow copies of the deposit slips along with a Deposit Receipt.

7. Make copies of the deposit documentation. Attach the deposit receipt, yellow copy of deposit
slip and the yellow copy of receipts to the original documentation. The receipts should be in
consecutive order and add up to the amount of the deposit. Send all the original documentation
to the Finance Office.

8. Attach the pink copy of the deposit slip and pink copy of receipts to the school’s copy of the
deposit documentation and file.

|
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