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Deposit Overview 

 

1. How to Bundle Checks and Money Orders: 

 
a. Face all checks and money orders in the same direction. 

 

 
 

b. Checks and money orders should be endorsed with your 

deposit stamp. 

 
Check must be endorsed 

within the top 1.5” of the 

check. 

 
 
 
 
 

c. Batch checks and money orders together. An adding tape is 

required for the batch. The checks should be in the same 

order as the adding tape. 
 

 
 

d. DO NOT staple, fold or paperclip checks. 

2. How to Bundle Coin and Currency: 

 
a. Bills should be separated by denomination. 100 bills for one 

denomination equals a full strap. The bills should be faced up 

and batched into a full strap for each denomination. 

 
b. For less than a full strap of mixed denominations, bundle bills 

face-up starting with the lowest denomination. Use the 

reverse side of a currency strap to bundle the bills. Write the 

total included on the strap. 

 
c. On the currency strap, stamp with your strap stamp. 

 
d. Place coin up to $100.00 in an envelope. On the outside of 

the envelope stamp it with the campus strap stamp.  This 

can be included with your currency 
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3. How to Prepare the Deposit Ticket: 

a. Deposit Tickets should have the following information: 

1. Date 
2. Currency 
3. Coin 
4. Check 
5. Total 
6. Along the side write the School Name/School Number 
7. Along the side write the Deposit Number and Bag 

Number 

4. 

How to Prepare the Deposit Bag in ball point pen only: 

Place currency and coins in the top pouch. 
 

 
Place deposit ticket and checks in the bottom pouch. 
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5. Coin Deposit over $100.00: 
 

For a coin deposit over $100.00 you will need to use the heavy 
11x17 Coin Bag as shown below. These coins bags can be used for 
up to $200.00 in coins.  Please do not place more than that 
amount in this bag. 

 

A separate Deposit Ticket will need to be filled out for the Coin 
Bag. 

6. Stamps: 
 

Use the following stamp to stamp your currency strap and brown coin 

envelope. 
 

 
 

Use the following stamp to strap your checks, cashier’s checks and 

money orders. 

 
 

 

Pasadena I.S.D. 
# School Name 
INITIALS:     
DATE:    

SCHOOL NAME 

FOR DEPOSIT ONLY 

TO THE ACCOUNT OF 

PASADENA IND SCHOOL DISTRICT 

GENERAL CONCENTRATION ACCT 

226537001 


