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Document Date:
Submit To:          Cashiers Office
                  Financial Services Department
                  Finance Division
                  215 Huron Street
Posting Date:
Document #:
INTERNAL CASH RECEIPTS DEPOSIT FORM
Payor Name or Cheque Grouping
Enter all cheques here.  Do not desposit more than 200 cheques per deposit.  With cheques for the same amount, the quantity times amount may be entered.  (Eg: 10x$50.00=$500.00)  If listing more cheques than the form has space for, list the cheques on a separate sheet and enter "See attached" in this field.
Amount
Cheques:  An adding machine tape bundled with the cheques may be provided rather than listing amounts individually on the report.
Payor Name or Cheque Grouping
Enter all cheques here.  Do not desposit more than 200 cheques per deposit.  With cheques for the same amount, the quantity times amount may be entered.  (Eg: 10x$50.00=$500.00)  If listing more cheques than the form has space for, list the cheques on a separate sheet and enter "See attached" in this field.
Amount
Cheques:  An adding machine tape bundled with the cheques may be provided rather than listing amounts individually on the report.
Cash
Enter the quantity of each denomination and the total will be automatically populated.  Only Canadian and US cash is accepted at the Cashier's office.  Arrange bills face up in ascending order (lowest to highest) denomination.  Bundle bills of the same denomination in bundles of 50 and secure with an elastic.  All coin, regardless of US or Canadian currency, is treated as Canadian currency.  Roll coin whenever possible.  Include one and two dollar coins with the coin amount.  Any loose coin that does not complete a roll should be separated by denomination into envelopes with the amounts listed on the front.  Rolled coin is very heavy so should be deposited regularly in amounts of less than $200.00.
Amount
The calculated result of each denonination entry.
X 5
X 10
X 20
X 50
X 100
COIN
Total Cash  
The calculated total of all cash entered.
Total Cheques
The calculated total of the cheques entered will appear here.
Total Deposit
The calculated total of all cheques and cash entered.
G/L Account
Depending on which currency you chose from the top list, this will automatically configure the G/L account number.
DEBIT Postkey
Debit indicator.
Amount
The total amount to be deposited as entered above, will transfer here.
Business Area
Business area.
Assignment (Dept. Name & Phone #)
Enter the depositor's department name and phone number.
Text (description)
Enter a description for the debit line item.
40
G/L Account
Enter the appropriate General Ledger account:  7xxxxx series for revenues, 8xxxxx series for expenses.
CREDIT/DEBIT  
Postkey
Credit indicator.
Amount
Enter the amount to be credited to the G/L account specified in the same row.
Tax Code
Choose the appropriate tax code that reflects the applicable HST.  For revenue type G/L accounts (7xxxxx series) use tax codes starting with letter "R".  For expense type G/L accounts (8xxxxx series) use tax codes starting with letter "E".
Business         
 Area
Business area.
Cost 
Center
Enter the applicable 5 or 6 digit cost centre or 6 digit internal order but NOT both.
Internal 
Order
Enter the applicable 6 digit internal order or 5 or 6 digit cost centre but NOT both.
Funds 
Center
Enter the funds centre.
Fund
If applicable, enter the fund number.
Commitment         
 Item
Fill in only if a "special" commitment item is applicable.
Text
Enter the text relevant to the line item.
Total Deposit
The calculated deposit total of all credits will appear here.
CONTACT INFORMATION
FOR ADMINISTRATIVE USE ONLY
Cashier's Receipt
For administrative use only
ONE (1) COPY FOR ORIGINATING DEPARTMENT
TWO (2) COPIES TO FINANCIAL SERVICES
D. Harrinanan
Financial Services, University of Toronto
FSD Form Template - Landscape
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