Guidelines for use of a CT.

Cash transmittals are used to apply funds that have been received by the university to the correct budget.  This page describes how to use CTs for direct deposits, incoming wires and ACHs.  For one off deposits of cash and checks, please see the Student Fiscal Services website.

Becoming a direct depositor 
University departments that process cash receipts should be authorized to deposit cash receipts directly to a university bank account.  Direct depositing speeds the collection of cash, simplifies the number of documents required, and provides quicker departmental access to the funds.

Email bankrec@uw.edu for authorization to direct deposit.

Cash transmittals
When a deposit is received at the bank, Bank Rec will email an acknowledgement.  This will include an electronic CT form and instructions.  The cash transmittal number series is determined by the department but cannot be more than six characters in length.  Most departments use department initials and a sequential number (i.e. AB001, AB002).
 
Deposit errors
In the event of a deposit error, the bank will issue an adjustment advice to Cash Management.  Cash Management will then notify the depositing department and the department will correct the error.

Document Retention
The documentation supporting deposits, including the validated cash transmittal forms, must be retained by departments for three years.

Making the deposit
Bank deposits should be made daily.  All checks and cash received should be deposited by the end of the following business day.  Security envelopes (bank plastic seal bags) may be ordered by emailing Cash Management at bankrec@uw.edu.  Deposits can either be made at the bank, at student fiscal services, or by armored car.

Filling out the deposit ticket
Contact Cash management at bankrec@uw.edu for a deposit ticket book.  Only deposit tickets that have been assigned by bankrec should be used.
	Enter the total amount of currency at the top.  
List the checks.  
Enter the total number of items.
Enter the total deposit amount twice, once below the list of checks, and again underneath the total items.

	Original to the bank with deposit
	The remaining copies should be retained by the department.

Handling coins, currency and checks
Currency and Coins
Any amount over $50 meant for deposit should be promptly deposited.  Deposits need to be sent to Student Fiscal Services as they have an armored car for pickup.
Checks
Checks should be endorsed immediately upon receipt with an endorsement stamp or write “For Deposit Only” with a budget number.  Endorsement stamps may be purchased from a vendor.
Foreign Checks
Direct depositors should not include checks issued in a foreign currency, drawn on a foreign bank, or are not micro-encoded at the bottom.  This includes traveler’s checks.


