Memo

To:
WHS Staff and Coaches

From:
Chris Easton, Bursar

Date:
June 8, 2011
Re:
Deposits, Money Boxes, Book Fines, Etc.

The following procedures are to be followed by anyone making a deposit (i.e. teacher, coach, captain, captain's parent, support staff, etc).

When making a deposit, use deposit envelopes; they are available by the second floor mailboxes. Fill in ALL information on the envelope and return it to Chris Easton in the Activities Office.

Checks:


1.
Must be sorted by amount.

2. All checks should be written out to Wayzata High School or WHS plus your group. For example, “Wayzata HS Choir”. Saves you time having to label each check.
3. Remove all staples.

4. Name of account or account number must be listed on EACH CHECK. For example, “Art”, “Football”. Do not put “Lab Fee”. 

5.
Enter check total on deposit slip.

Cash:


1.
Group bills by denomination.


2. 
Flatten bills and face them the same direction.


3. 
Enter cash total on deposit slip.


4.
Please do not accept torn/damaged bills.

Coin:


1.
Canadian coins/pesos/pounds, etc. are not to be deposited. 


2.
Enter coin total on deposit slip.

Money Boxes:


1. 
Order ahead of time; sometimes money is tight.


2.
Give an exact breakdown of cash needed: $10s, $5s, $1s, .25


3.
Pick up and return money box to the Activities Office.


4.
Leave petty cash and cash sheet in money box.

Book Fines:


1.
Teachers must keep a record of student payments for book fines in case a reimbursement is necessary.

Miscellaneous:


1.
Include on the envelope the name of the account and the code for the deposit along with your name. You must list the deposit details (theatre field trip, Happenings Books, book fines, transcripts, etc.).

2.
I cannot cash checks. All checks will be deposited.


3.
Be considerate when depositing an old check and notify the originator of the check.

