If a departmental stamp is not available, checks must still be immediately endorsed with the
words "For Deposit Only" and "TAMUC".
CHECK LOG
All departments that receive checks for deposit are required to keep a cumulative check log. The
check log must include the date when check was received, name of payer, name of employee
receiving payment, description of receipt, payment received in person or in the mail, sundry
receipt number, check date, check number, amount and date of deposit. Departments are required
to attach a copy of the current portion of the check log to the departmental deposit worksheet
every time they submit a check for deposit. The check log is subject to review by Financial
Services staff.
Link to check log template: (Link might change since template has been updated) Click Here.
http://www.tamuc.edu/facultyStaffServices/financialServices/documents/Chklogtemplate.xlsx
EXCEPTIONS TO THE REQUIREMENTS ABOVE:
Employees making the following type of deposits do not need to comply with the check log
requirements above; however, they need to include a brief comment about the reason for the
deposit:
1)
2)
3)
4)
5)

Travel reimbursement
Travel advances
Sales tax reimbursement
Expenditure reimbursements
Deposits made directly at the cashier's window by the payor

2.0 CASH REGISTERS
Departments that use a cash register must record all sales through the cash register and provide a
cash register receipt to the customer. Each department needs to prepare a daily reconciliation
between the total collections and the total sales per the cash register tape. Any discrepancies
should be noted and explained on the department deposit worksheet.
3.0 SAFEGUARDING OF ASSETS: CHECKS, CREDIT CARDS, AND CASH
Cash, checks, and credit cards information should be secured at all times. We recommend that
departments have a safe close to the area where cash is collected. All collected funds should be
kept in the safe until deposited and all petty cash should be kept in the safe when not in use.
Access should be restricted to supervisory and authorized personnel. If your department does not
have a safe for overnight cash storage, then you must have a box that can be locked. The cash box
must be secured in a locking/fire resistance drawer, that is not easily movable, to which access is
limited to the person collecting the cash and his/her immediate supervisor.
Whether the department uses a safe or a locked cash box, it is very important to change the
combination on a regular basis, at least once a year or when someone who knows the combination
leaves the department.

