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I. INTRODUCTION 
 
 Campus depository bank accounts are established by the 

Treasurer of The Regents for the purpose of depositing cash 
collected at campus cashiering stations.  The cash deposited 
into these depository bank accounts is considered a part of 
the Treasurer's general cash.  (Refer to Accounting Manual 
chapter C-173, Cash, for details concerning the University's 
cash operations.) 

 
 Cash collections may be defined as the receiving of and 

issuing receipt for monies (currencies, money orders, bank 
cards, drafts, checks, etc.) offered as payment to the 
University.  This chapter describes the accounting 
procedures for depositing cash and recording cash deposits. 
Business and Finance bulletin BUS-49, Cashiering 
Responsibilities and Guidelines, outlines the 
responsibilities and guidelines for the conduct and 
operation of University cashiering activities. 

 
II. PROCEDURES 
 
 A. DEPOSITING CASH RECEIPTS 
 
  Before money orders, drafts, and/or checks received at 

cashiering stations are deposited, they should be 
endorsed as follows: 

 
  The Regents of the University of California. 
 
  All monies received by cashiering stations are to be 

deposited at least daily into the campus depository 
bank account.  Such deposits must be accompanied by a 
prenumbered University of California--Bank Deposit 
Receipt form (see Exhibit A).  If the bank's deposit 
slips are prenumbered, the campus may use them instead 
(see Exhibit B).  However, since bank deposit slips do 
not contain alpha/numeric information regarding the 
specific cashiering activity or the department, if 
these slips are used, such information must be 
maintained by the cashiering station for control 
purposes, in anticipation of possible audit questions. 
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  Each cashiering station should send the campus 

accounting office a daily cash collection report 
supported by a cash register tape, or other numerically 
controlled deposit receipt, to provide the accounting 
office with deposit control information.  Any deviation 
from these procedures should be reviewed with the 
campus cashier coordinator for deposit control (see 
Section III.A.). 

 
 B. RECORDING CASH DEPOSITS  
 
  Monies received and deposited into the campus 

depository bank account by cashiering stations are 
recorded in the campus general ledger as follows: 

 
   Dr. X-1100XX  Campus Depository Account 
   Cr. X-XXXXXX  Account generating the cash 
       collection or receipt. 
 
 C. TRANSFER OF FUNDS TO THE TREASURER'S GENERAL CASH 
 
  The campus depository bank transfers all University 

funds into a Treasurer's Concentration bank account 
daily.  This transfer is recorded by the Office of the 
President in the Treasurer's Report on the Incoming and 
Outgoing ZBA's form (see Exhibit C), on the day after 
the transfer is made.  The following entries are 
required to record the transfer: 

 
  Office of the President Entry 
 
   Dr. J-110002     Treas Concentration Acct 
   Cr. J-1195X0-0900X0 Campus Financial Control 
 
  Campus Entry 
 
   Dr. X-119500   Campus Financial Control 
   Cr. X-1100XX   Campus Depository Account 
 
** D. REPORTING REQUIREMENTS 
 

The Internal Revenue Service (IRS) requires tax-exempt 
organizations to reporting cash transactions of more 
than $10,000 received in the course of a trade or 
business, even if the income is not subject to the 
unrelated business income tax.  The reporting 
requirement applies only to cash transactions; funds 
received by wire transfers, bank drafts, bank checks, 
or other written orders are not considered cash and are 
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II. PROCEDURES (Cont.) 
 D. REPORTING REQUIREMENTS (Cont.) 
 
**  not subject to reporting. Receipt of cash contributions 

by a qualified employee plan need not be reported to 
the IRS since such income is not derived from a trade 
or business. 

 
A campus receiving such a cash transaction must file a 
Form 8300 with the IRS by the 15th day after the date 
of the cash transaction, or two or more related 
business transactions that occur within a 15-day 
period.  For multiple related transactions, a Form 8300 
must be filed within 15 days after an installment 
payment causes the total cash received within one year 
of the initial payment to exceed $10,000.  A copy of 
Form 8300 must also be mailed to the Franchise Tax 
Board.  In addition, each person named on the Form 8300 
must be provided with a copy of the Form or a written 
statement by January 31, indicating that the 
information has been reported to the IRS. 

 
Consult IRS Publication 1544, Reporting Cash Payments 
of Over $10,000, for more information. 

 
III. RESPONSIBILITIES 
 
 A. ACCOUNTING OFFICERS 
 
  The accounting officer is responsible for assigning 

alpha/numeric prefixes, which identify the specific 
campus cashiering activity, to the numbers on the 
University Bank Deposit Receipt slips.  The accounting 
officer is responsible for setting up campus numerical 
sequence control of bank deposit slips.   

 
  If a receipt number is determined to be missing, the 

accounting officer must take immediate action to 
account for it.  In the event that, after all 
reasonable efforts have been made, a missing receipt 
cannot be located, the accounting officer must 
immediately notify the cashiering station concerned, 
providing the receipt number and any other pertinent 
information. 

 
  The accounting officer is responsible for the 

maintenance and control, on a continuing basis, of cash 
register tape(s), numbered cash deposit receipts, and 
other internal control procedures in connection with 
the deposit of cash receipts. 
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  The accounting officer is responsible for the monthly 

reconciliation of depository bank account statements. 
 
  The accounting officer must report any deviation from 

these procedures to the campus cashier coordinator. 
 
 B. CASHIERING STATIONS 
 
  Cashiering stations are responsible for preparing bank 

deposit receipt slips for each deposit made to a 
University depository account.  They are also 
accountable to the campus accounting officer for all 
missing deposit receipts.  Any deviation from these 
procedures should be approved by the campus cashier 
coordinator. 

 
 C. CASHIER COORDINATORS 
 
  Campus cashiering coordinators are responsible for 

ensuring the conduct of an orderly and efficient 
cashiering operation, as set forth in Business and 
Finance Bulletin BUS-49. 

 
IV. REFERENCES 
 
 Assistant Controller G. E. Stevens, Memorandum to Accounting 
 Officers on Bank Deposit Receipts, April 1, 1960. 
 
 The Regents, Bylaw 21.4. 
 
 Accounting Manual chapter: 
 
  C-173  Cash. 
 
 Business and Finance Bulletin: 
 
  BUS-49  Cashiering Responsibilities and 

Guidelines. 
 
 
 
 
 
 
__________________________________ 
Historical note:  Most of the materials in this chapter were 
formerly contained in Business and Finance Bulletin, G-12, Bank 
Deposit Receipts.  Accounting Manual chapter first published 
9/1/75.  Revised 10/1/76, 5/1/84, 10/1/94, 3/31/95, and 6/30/03; 
analyst--Doris Wildeman. 
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