TRUAX BOOKSTORE

DAILY DEPOSIT PROCEDURES
1) Count your register drawers down each night to the required drawer balance and secure all in the safe.  The staff member assigned for verification will count the cash and check for each drawer as well as verify requisitions, third party, and financial aid, typically the next morning.  A tape total should be attached to your checks.

2) Sales report should be printed for your store location.  The designated staff member will verify the counted coin, cash, and checks amounts and match to the end of shift report from the register sales audit report.  The grand total on the deposit slip should match the sales report counted cash and check amount.  

3) Put total cash, coins and checks from ALL registers into the bank bag.
4) Take the deposit bag to the UWCU and wait for your deposit slip receipt.  

5) Attach the deposit slip receipt to the yellow deposit copy and the sales audit report.  Send the envelopes interoffice to the Bookstore Accountant, Financial Resources. 

6) You are responsible for replenishment of your deposit slips by ordering more through the UW Credit Union.  
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