Cash Handling Procedures
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Instructions:
1. Bank number: Bank 01 (State) or Bank 02 (Local)
2. Mark the appropriate box for Cash, Check or Credit Card. Use a separate form for each form of payment
3. Date of deposit
4. Fund/org number and account code
5. Description/Vendor
6. Dollar amount
7. Enter the total amount of the deposit
8. Name of person making the deposit, deposit date, department, phone number, mail stop number, and email address.
9. Cashier will verify the Cash Receipt form and the amount of cash or checks at the time of the deposit, initial and
validate the cash receipt. The yellow copy will be returned to the depositor for their files.
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Sticky Note
Make sure to use the right account number to avoid confusion or depositing the money into a different account.

Account org numbers will be given to the President or Treasurer, in person, at the Student Activities Office.
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Sticky Note
Include the following:

1. Name of Club/organization
2. Description of where the money is coming from (e.g. Dues, sponsorships, awards, dance competition, etc.)


General Accounting Account Codes
(For Deposits Only)

08411

Membership Fees/Dues: Fee revenue collected who wish to join local service
and social organizations. The revenue represents collections from the members
who expect to derive benefits from an association with the cub.

08412
Event Ticket Revenue: Income generated from the sale of tickets at
entertainment and other program activities sponsored by clubs.

08413

Admission Fees: registration and admission fee income collected from
participants not affiliated with the university that attend seminars and workshops
sponsored by clubs and other local service organizations.

08415
Booth/Concessions: Receipts for sundry items sold at booth sales and craft
shows.

08416
Public and Magazine Sales: revenue generated from the sales of publications,
magazines, pamphlets, and flyers distributed by clubs and service organizations.

08417
Sportswear sales: revenue generated from sales of clothing items such as T-
shirts during fund raising events.

08418
Sponsorships: local contributions received from program sponsors not
associated with university.

08419

Membership Sales: Miscellaneous receipts from the sales of souvenirs such as
pencils, stationery, mugs, and banners with the club or organization’s logo
imprinted.

08420
Food Sales: Receipts from the sale of food and nonalcoholic beverages at
socials bake sales, movie nights.

08499
Other Revenue Receipts: Revenue that does not fit into one of the categories
listed above.
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File Attachment
Double click to see deposit account codes


