

August 2016  Created By: Internal Audit 


Deposit of Money for Departments 


 


Create a ‘Money Handling’ folder and save it where it is easily accessible (Example: on your desktop) 


Create a ‘Deposit Summary’ folder in the ‘Money Handling’ folder. You might also want to create a 
folder for each school year in the Deposit Summary folder. Within the designated school year folder you 
can save all of your Deposit Summaries by date.  


Create a ‘Remittance of Collection’ folder in the ‘Money Handling’ folder. You might also want to create 
a folder for each school year in the Remittance of Collection folder. Within the designated school year 
folder you can save all of your Deposit Summaries by date.  


Supplies:  Cash, Coins and Checks  
Cash Receipts – Warehouse Stock – Catalog #32-003600  


  Cash Refund Slips – Warehouse Stock – Catalog #32-007200 
  Teacher’s Summary of Collection Forms – District Cashier’s Office 
                 Remittance of Collection Form – Excel Download Forms (Form #D6-3) 
                 Bank Deposit Ticket(s) – District Cashier’s Office 
                 Bank Deposit Bag(s) – District Cashier’s Office 


Currency & Coin up to $100.00 Coin over $100.00 to $200.00 
Small Currency Bag – 10x15 Medium Coin Bag – 11x17 
Large Currency Bag – 13x21  


                Locked Brown Zippered Bag – Replacement at Department Expense 
Currency Straps – Office Supply Vendors  


               Check Endorsement Stamp – Replacement at Department Expense 
 


Good rule of thumb:  Prepare a deposit if you have accumulated $1,000.00 at your department, had a 
fund raiser or a district deadline. 
Otherwise:   
   Departments – Monthly 
 
A cash receipt should be completed as soon as the money is submitted to the Secretary/Bookkeeper. A 
receipt can be written for an individual summary sheet or for a group of summary sheets that are used 
for the same activity.  The total on the summary sheets and the money included must match. Remember 
that the original cash receipt remains in the receipt book, pink copy goes to the payee, and the yellow 
copy is to be turned in to the District Cashier.  
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Money: 


Get out your money. 


 
Organize your money by denominations. 


 


 
  


2 
 







August 2016  Created By: Internal Audit 


If you have 100 of any denomination, wrap them with the designated strap (there is not a strap for $50 
and $100 dollar bills so you will need to wrap them as if there were not 100, see below). 


If you do not have 100 of a denomination, turn the strap backwards with the blank side showing and 
wrap the money then write the dollar amount. Different denomination bills may be combined up to 100 
bills total per strap. 


Stamp each strap with your department’s strap stamp then initial and date the stamp.  


After you have wrapped the money, place a piece of tape on the back to insure it does not come 
undone. 


 


 


 


 


The following is an example of wrapped money of 100 denominations and non 100 denominations. 


  


  


100 - $1’s 100 - $5’s 100 - $10’s 100 - $20’s 
Blue Red Yellow Purple 


Picture shows 100 
of $1.00 wrapped 
together. 


Picture shows bills 
that do not have 
100 of its own 
currency wrapped 
together. 
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Stamps: 


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


 
 
 
 
 
 
Use the following stamp to stamp your checks, cashier’s checks and money orders. 
 
 
 
 
 
 
 


 


  


Pasadena I.S.D. 
# Department Name 
INITIALS: ________________ 
DATE: __________________ 


DEPARTMENT NAME 
FOR DEPOSIT ONLY 


TO THE ACCOUNT OF 
PASADENA IND SCHOOL DISTRICT 
GENERAL CONCENTRATION ACCT 


226537001 
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Deposit Summary: 


Go to PasadenaISD.org and scroll over ‘Departments’. 


 


Click on ‘Business & Financial Services’. 
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Click on ‘Download Forms’. 


 


Click on ‘Accounting Forms’. 
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Click on ‘Deposit Summary’. 


 


Open the ‘Deposit Summary’ and save it as today’s date in your ‘Money Handling’ folder. 


Only fill in the grey cells, everything else will fill in automatically. 


Start by entering your school name and date. 
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Cash: 


Add the number of each denomination and enter it on the Deposit Summary under ‘Quantity’ (this will 
calculate the total amount for you). 


 


Count the change and put the number of coins in its designated spot. 
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Checks: 


Stamp the back of all checks and money orders (it is best if you do this when you receive the check). 


Make a copy of all checks and money orders (it is best if you do this when you receive the check). 


List all of the checks on the Deposit Summary under ‘Check Amount’. 


 


Enter the bag number from your deposit bag and coin bag if applicable. 


 


Print 2 copies of the Deposit Summary: one for the deposit paperwork and one for the campus copy. 


9 
 







August 2016  Created By: Internal Audit 


Remittance of Collection: 


Follow the same steps as the ‘Deposit Summary’ to open a ‘Remittance of Collection’ spreadsheet. 


 
 


Get out your Cash Receipt Book and start with your first yellow slip. 
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The picture below is an example of the proper way to fill out a Cash Receipt for a T-Shirt sale. 


 


 


The picture below is an example of the proper way to fill out a Cash Receipt for a donation check for 
math supplies. 
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The picture below is an example to show if this is one of your two 24 hour Tax Free sales. 
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Fill out the ‘Location Code’ with your department number. The ‘Department’ and line 8 will fill in 
automatically. 


 


Change the x’s in Taxable Revenue 5759.xxx and Sales Tax Collected 2181.xx to your location: 


 Pasadena 001, Houston 002, South Houston 003 
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Put all of the receipt numbers from your receipt book in the yellow ‘Receipt Number’ column. 


If you have voided a receipt, write the receipt number in the yellow ‘Receipt Number’ column and write 
‘VOID’ in the ‘Non-Taxable Revenue’ column. 


 


If the item is taxable, put the taxable revenue in the ‘Taxable’ column and the sales tax in the ‘Sales Tax 
Collected’ column. 


Taxable items include items such as clothing, athletic equipment, Santa pictures, carnation sales and all 
school store items (except food). 
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‘Netbooks’ column is used for campuses that collect fees for netbooks they issue to students. 


 


‘State Textbooks’ column is used when a student damages or loses a textbook (this does not include 
Library Fees, those go back to the Library Activity). 
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Enter your ‘Currency Deposit’, ‘Coin Deposit’ and ‘Checks Deposit’ information from your Deposit 
Summary. 


 
 


Make sure that the Remittance of Collections is BALANCED at the bottom of the page. 
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You and your supervisor will need to sign and date this form when you have completed filling it out. 
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After you get your supervisor’s signature, make a copy of the Remittance of Collection for your records. 


The Remittance of Collection form must be emailed as an attachment to the District Cashier, Teri Jeter, 
and CC to the Internal Auditor, Maritza Davis.  
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Make sure the total from your Remittance of Collection matches your total on the Deposit Summary. 
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Deposit Ticket: 


Fill out the following on the Deposit Ticket: 


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 Bag Number 


 


 
  


1 


2 
3 
4 


6 7 


5 


5 
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White Copy – Deposit Bag 


Pink Copy – Campus Copy 


Yellow Copy – Cashier  
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Deposit Bag: 


Fill out the following on the small 10x15 or 13x21 Deposit Bag utilizing a ball point pen: 


1. Customer Name – Pasadena ISD / Department Name 
2. Date – Today’s Date 
3. Account Number – 226537001 
4. Store Number – Department Number 
5. CASH/COIN – Cash and Coin Deposit Amount 
6. CHECKS – Check Deposit Amount 
7. TOTAL – Total Deposit (Cash, Coin and Checks) 


 


1 


3 


2 


4 


5 


6 


7 
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Change Deposit Bag: 


For all change $100.00 and under, put it in a little brown envelope to be placed inside the deposit bag. 


Do not roll coins. 


Stamp the envelope with the deposit stamp. 


Initial and Date the stamp. 


Write the amount of change included on the envelope. 
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For change between $100.01 and $200.00, make a Change Deposit using the 11x17 coin bag as shown 
below in ball point pen only. 


Items included in coin bag: 


1. Separate Deposit Slip for coins only 
2. Coins 


Fill out the following on the Coin Deposit Bag: 


1. Grand Total – Total Coin Deposit 
2. From –  Pasadena ISD  


Department Name / Department Number 
3. Signature – Sign your name 
4. Date – Today’s Date 
5. Said to Contain – Total Coin Deposit 
6. Bag – Bag # of # 
7. To – J.P. Morgan Chase 


Account # 226537001 
 


 


1 


3 


2 


5 4 
6 


7 
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Place the cash and coin envelope in the top portion of the Deposit Bag and seal the bag. Tear off the top 
of the Deposit Bag and keep it for campus records. 


Place the Deposit Ticket and checks in the bottom portion of the Deposit Bag facing out on the back side 
so the Cashier can read the Deposit Ticket and seal the bottom portion. 


Here is a picture of what the final product should look like: 


 


 


  


Deposit Slips & 
Checks Only 


Bills & Coins 
Only 


25 
 







August 2016  Created By: Internal Audit 


Back-Up Paperwork 


 


Order of Paperwork: 


Deposit ticket (yellow) 


Remittance of Collection Form 


Deposit Summary 


Back-Up Paperwork 


 


Back-up Paperwork: 


Each cash receipt should have support attached (copy of check, deposit summary, Teacher Summary 
Sheet, etc) 


o Make sure all cash receipts are in numerical order 


 
Staple the Cash Receipt in the upper left hand corner of the support documentation 


 
Example of a Cash Receipt with a Deposit Summary: 
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Example of a Cash Receipt with a copy of a check: 


 
 


Example of a Cash Receipt with a Teacher Summary Sheet: 
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Staple the Deposit Ticket length wise along the top left of the Remittance of Collection, followed by the 
Deposit Summary and the back-up paperwork (in numerical order) 


 
If there are multiple Deposit Tickets for one Deposit, staple the Deposit Tickets where you can see the 
total on each one. 
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