Any organization conducting business as an entity of The Citadel who receives funds from any source whatsoever including income derived from the sale of commodities and services and any other departmental or institutional source of activity must deposit the funds with the Treasurer’s Office.

Under College and State regulations, departments receiving payments on behalf of The Citadel are responsible for ensuring that adequate control procedures are in place to secure the collection and proper receipt of monies.  For purposes of this policy, the term monies include coin, currency, check, money order and credit card information.

The Treasurer’s Office is the depository and custodian of all monies received for The Citadel.  All deposits must be transferred to the Treasurer’s Office daily or within specified terms and as prescribed in the following procedures.  Please note time frames below.

In no case is money to be withheld from daily receipts to create a miscellaneous fund.

Deposits General 

Safeguarding revenue prior to deposit is the responsibility of the department.  All coins, currency, checks, money orders and credit card information must be retained in a safe place until the monies are delivered to the Treasurer.

Restrictively endorse (stamp – for deposit only) all checks and money orders immediately upon receipt.  Authorized receiving areas should purchase a restrictive endorsement stamp stating:

FOR DEPOSIT ONLY THE CITADEL

DEPOSIT SWEEP ACCOUNT

2003207274728

The restrictive endorsement serves as protection against lost or stolen items.

Procedures for Preparing and Depositing Receipts

1. Any person delivering a deposit to the Treasurer’s Office should take adequate precautions for their personal security and safety.  Never mail cash.

2. Departments that are authorized and approved as receiving areas must make deposits to the Treasurer’s Office within the time period specified below:

a) Receipts that include credit cards or that total $50 or more must be deposited no later than the following business day.

b) Accumulated amounts that are less than $50 and do not include credit cards must be deposited within the calendar week.

c) Due to the risk of loss or theft, funds are required to be deposited in the time frames specified .  above.   Undeposited funds must be kept under lock and key at all times.

Preparing Deposit Transmittal Forms

a) Write the date of the deposit and the name of the campus organization in the upper left hand corner of the form.  Print your name (no initials) and phone number in the area “Prepared by”.

b) Separate transmittal forms must be used for cash/check and for credit card deposits.

c) The departmental supervisor must review and initial the transmittal form to indicate approval of the deposit and amounts.  

d) List the name of the person the money was received from, the amount received and the account to be credited.  

e) Amount Calculations.  Always count all coin, currency, money orders, checks, and deposit amounts twice to ensure validity before recording on the deposit form.  In every instance, run two separate calculator tapes for each deposit and attach to the transmittal form.

1) Count all currency and coins and record the amounts on the appropriate transmittal form.

2) Total the full deposit amount (all receipts) and record the amount on the line indicated.

3) For credit card payments, total the payments by card type and record on the appropriate line. Any credit processed on a card must be shown on a separate line.  The total deposit amount must be the net payment amount made using the credit card.

4) Note that Discover Card credits cannot be processed unless the net Discover deposit for the day remains a positive balance.  Call the Treasurer’s Office for instructions when a credit must be processed for the Discover card.

5) Total and verify the cash/checks or credit cards and record the amount on the line indicated. 

6) Total the full deposit amount (all receipts) and record the amount on the line indicated.  Attach the two calculator tapes to the transmittal form.

f) The total distribution must equal the total coin, currency, check, cash, or credit card sales deposited.  If more than one account number and revenue object code is used, the individual line amounts must equal the total amount of the receipt.  If the object code is not a revenue account code, sufficient documentation must be included with the deposit to explain the use of a non-revenue code.  Non revenue object codes must receive approval prior to deposit.

g) Complete the transmittal in duplicate and submit the original to the Treasurer’s Office.  Include the payments collected and all calculator tapes.  Retain the duplicate for your records and for audit purposes.

4. All deposits made to the Treasurer’s Office will be issued a receipt.  This receipt should be compared against the original deposit and attached to your copy of the transmittal.  You should receive a receipt immediately upon deposit. The Citadel’s Cash/Check transmittal form as well as the Credit Card transmittal form may be downloaded from the web at http://www.citadel.edu/fins/forms.html
Cash Receipting Information

All depositors should complete a deposit transmittal form prior to entering the Treasurer’s Office.  The form is available on the web at http://citadel.edu/fins/forms.html 

Once completing the transmittal form, depositors may present the form, along with cash/checks/credit cards, to a cashier in the Treasurer’s Office between the hours of 9 am – 12 pm and 12:30 pm – 3 pm.

The cashier will verify the information on the transmittal form, count the deposit and issued a pre-numbered receipt back to the depositor.

*Cashiers are to remember to verify a 10 digit account number.  Also, the cashier must make sure that all deposits are being made to income object codes (object codes that begin with zero).  If the deposit is made against an expense the transmittal form must be signed by the Disbursements Manager.  In her absence, the transmittal may be signed by the Accounting Manager or the Asset Manager.

The depositor should sign for the receipt.  Depositors should also verify the deposit in FRS on screen 23 the day after the transaction takes place.  This is done to further ensure accuracy.  Any discrepancies should be reported to the Treasurer’s Office immediately.

***All campus offices should purchase an individual receipt book.  If someone gives cash or check for a payment or donation the individual campus offices need to write a receipt to the person giving the money.

Checklist for depositors:

1. Complete transmittal form indicating amount of deposit, run 2 tapes on cash and checks.  

2. Verify 10 digit account number/object code.  Make sure revenue object code is used.

3. Make a copy of the transmittal form BEFORE coming to the Treasurer’s Office.

4. Deliver transmittal form to office during office hours.

5. Wait at counter while deposit is processed.  Depositor must be present while deposit is done.

6. Receive a pre-numbered cash receipt from cashier

7. The next business day, verify the transactions in FRS, on screen 23.  Notify Treasurer’s Office of any discrepancies.

Cash Receipting Procedure

Customer presents a completed Citadel Deposit Transmittal Form. 

Cashier is to verify/complete that the following:

· Cash and checks appear on a separate transmittal form from credit card transactions.

· Count cash and re add check totals.  Verify all totals.

· Verify 10 digit account number/object code.  Make sure that the object code is a revenue object code (starts with a 0).  If expense code then the form must be signed by the Disbursements Manager, Accounting Manager or Asset Manager.

· After verifying information on transmittal, pull a pre numbered cash receipt.  Cash receipts must be kept in order.  If you void a cash receipt, put both copies in the Cash Receipt folder that is maintained by the Fiscal Tech I in the center of the office.

· Complete the cash receipt.  Detailed information on accounts should say “See Transmittal Form”.

· Log the Cash Receipt into the Log Book.   Obtain initials of depositor.

· Pull apart Cash Receipt.  Retain top copy and give yellow copy to depositor.

· Staple the transmittal form to the top copy of the Cash Receipt.

· Log into FRS

· Go to Screen 30

· Open a session 

· Go to Screen 12

· Enter data

· Go to Screen 30

· Close Session

· Print closed session information

Voiding a Receipt

1) All receipts must be accounted for at all times. 

2) When voiding a receipt, write VOID, the reason, and have the person authorized to receive funds sign across the face of the original. 

