Departmental Deposit Bag Procedure

Purpose: Prepare and seal deposit bag to be taken to SBS for processing
Who performs: Galveston Departments that take in funds

When: As needed

Revised: 12/12/17 MS

Process:

Departmental Deposit Bag Process:

e Once iPay has been processed and all funds/paperwork match
0 All checks/money orders must be stamped
= Deposit stamp MUST HAVE the Department name and “For deposit

only”
= Check for legal line errors
= All checks have been endorsed
O Fill out deposit slip (3 part in a book)
=  White slip will be sent to the bank in the deposit bag
= Pink slip will be taken to SBS
= Yellow copy will stay in the deposit book for future reference
0 Verify all amounts on deposit slip match
O Remove the top perforated deposit bag number (cut a square around
the bag number)
= Tape the bag number to the yellow deposit slip
O Add cash/check/money order total to the deposit bag
= Top portion of deposit bag is for CASH ONLY
= Bottom portion of deposit bag is for all check/money order
= ONLY use Black or Blue ballpoint pen(NO GEL PENS)
O White deposit slip should be on the bottom part of the deposit bag
facing up with the checks/money order
O Verify that the deposit slip amount matches the bag contents
0 Foreign checks must be processed separately from other checks
= Must have its own deposit slip
= Sealed inits own deposit bag



What To Take to SBS Office:

e Sealed deposit bag
e Pink deposit slip
e Paperwork- any backup paperwork will be kept by SBS for reconciling and
auditing purposes
O For iPay, please notify SBS staff then fill out iPay login
book

Requesting additional deposit books:

e Each department will be given a specific location number (numbers 1-30)

e Each department will be given one deposit book at a time

e When requesting additional deposit book, let the SBS staff know the location
that corresponds to your department so that you are given the correct
deposit book

e SBS will also disburse deposit bags as needed

For deposit assistance, please contact Marjorie at msalinas@tamu.edu or ext. 4433



f DATE (FECHA):

S _g\ DOr (@.CordS

5458199006 5" oo

The word “VOID" appearing may mdncate tampering Do, NOT ope
‘ I'la pa;qbra 'INVALIDO' aparege puecla Indlcaf, que la; cerradura h?f

'GASHONLYIN THISPOUCH

(SOLO DINERO EN EFECTIVO EN ESTE BOLSILLO)

L TICKET
o posoli and pres
| €0 qterlo

.........
Vo E PR L e

Sald to Contam .

. (Valordel Gontontre) £ CASH (Top) CHEQKS (Bmtom)
i DINERO (arslba) crlggUES (abajo)

n SAFELOK Nottfy sender
Zada, Noabra SAFELOK Nohl‘:que al

mm'h"fr.{.

o1 AEHIND ION-00 T

-"ueq.'jo‘:




TEREOQQBOES S aLEEQR OO
v

dHTITLESLEY

by
0§

S[oipv] o spase d

.

LISCAAG

Vo
BDf0&

DEPOSIT TICKET °

20

LOCATION #001

BRYAN, TX 77802

\TE

* 3TN0 350 SO0 Tl

WELLS FARGO BANIK, N.A.

87-85-1110

TEXAS A & N UNIVERSITY

DEPOSIFa NAY HOT BE AVAILABLE FOR ILUIE0IATE WITIIDRAVAL:
LIST GHECKS SINGLY OR ATTACH LIST

DOLLARS

'

CURRENOY
[

f

<oy |>

v

L[

,

LLLE

v

[

[

¥

"Ll

]

CENTS

4 PLEABE ENTER TOTAL HERE J




