Departmental Deposit Process

In order to make all of TAMHSC departmental deposit processes consistent, the College Station/Bryan based departments will need to make some minor changes when processing their departmental deposits.  Finance and Administration hopes you will find the changes offer more convenience to your department.  The changes can be implemented by your department immediately, but will be required as of November 1, 2010 and are as follows:

Finance and Administration will no longer accept departmental deposits at 301 Tarrow St., College Station.  Your department will be assigned a numbered Bank Deposit Book and plastic tamper-proof deposit bags so that you can deliver your department’s deposit directly to a Wells Fargo branch located conveniently to your offices.  The appropriate documents will then be sent  to Accounts Receivable through Laserfiche for recording into FAMIS.   The process is further outlined below:

•Your department will prepare their deposit as normal and complete a bank deposit slip.  To complete the bank deposit slip, total the currency and enter the amount on the currency line; total the coins and indicate the amount on the coin line; total the checks enter on the checks line.  (Detailed instructions on how to prepare a deposit are in the “How do I Prepare a Deposit” file for those unfamiliar.) 

•Place the deposit in the plastic tamper-proof bag.  On the plastic deposit bag, fill out the following:

                To:  Wells Fargo

                From:  Department Name

                Amount:  Total deposit

                Write the date from the deposit slip on the bag

•Scan the documentation to record the deposit into FAMIS accounts  in the order listed below and drop into Laserfiche folder TAMHSC\9.0 In-Boxes\A/R & Sponsored Projects.  

1) Deposit slip  

2) IDT/Cash deposit form

3) Receipt for Cash Sales

Please name your file as follows:  DEPT xxxx (Dept. 4-digit code) DEPOSIT XX/XX/XX (date of deposit).  EXAMPLE:  DEPT 4100 DEPOSIT 09/29/10.  Review your scanned file to make sure all items are legible prior to dropping into A/R folder.

Note:  If you have more than one IDT/Cash deposit form for your deposit, be sure to scan the corresponding Receipts for Cash Sales after each IDT/Cash Deposit.  If you are depositing an accounts receivable payment of an invoice set up in FAMIS, you will only have a Receipt for Cash Sales with the invoice number notated on it.  Accounts Payable will continue to receive funds for DFE’s at their office; they must have the actual check in order to process a DFE.
Reminder:  You should keep a copy of the deposit file in your Laserfiche folder until the monthly reconciliation of your account has been performed.  At that time, delete your copy since the official copy is held in another location within Laserfiche.

•Take your deposit to Wells Fargo. In the College Station/Bryan area, the Wells Fargo locations available for deposit drop off are below.  PLEASE DO NOT DROP IN THE NIGHT DEPOSIT BIN AT ANY OF THE BRANCHES. If you would prefer, you may also use our office as a drop location, however your deposit must be prepared, bagged, and ready for transfer to the bank.  

-321 University Drive, College Station

-1801 Rock Prairie Road, College Station

-200 Southwest Pkwy E, College Station

-3000 Briarcrest Drive, Bryan

-501 N. Harvey Mitchell Parkway, Bryan

Note:   1)  If a deposit of cash will take you over $2500.00 in a day, you must send your customer to 301 Tarrow St, 6th Floor to make the payment.

            2)  If you are located in the Connally Building, you may deliver your bagged deposit to the 6th floor receptionist.

            3)  All cash handling rules contained in System Regulation 21.01.02 should still be observed to keep your department in compliance.

We encourage you to begin this new process immediately, but it is required to be utilized as of November 1, 2010.  You may either come by in person to pick up the supplies (bank deposit slip book and plastic deposit bags) for your department or send  an email providing your department number, mail stop and contact information to dathomas@tamhsc.edu .  The items will be mailed to the mail stop provided unless otherwise specified.  

Should you have any questions, please feel free to contact me.

Thank you,

Dana Thomas

Asst. Financial Manager

Texas A&M Health Science Center

301 Tarrow St., 6th Floor

College Station, TX  77840

979.458-7260 phone

979.458-7279 fax

dathomas@tamhsc.edu
