Northern & Eastern Regional Campuses

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) Place all cash, coins and endorsed checks (tape total attached) in the bank bag.  (Deposits are made by the Regional managers to their local bank).  Do not send any credit card or other documentation to the bank.
4) Submit required paperwork to Financial Resources, Bookstore Accountant.

Rev. 4/19/2016


