A M-s02-1-1

A i SECTION
Administrative oA
Manual SUBJECT
DETAIL PROCEDURE COMPLETING A "CASH DEPOSIT SLIP"

SAMPLE FORM APPENDED TO PROCEDURE

RESPONSIBILITY ACTION
e Depositing Agency 1. Complete a CASH DEPOSIT SLIP (28-1428-5043)

. as indicated below. The circled numbers refer
to blocks or columns on the attached sample
form.

(::) - Revenue account or agency appropriation
account number to be credited.
NOTE: The agency appropriation account
is to be credited only when the City
has issued an incorrect check or DIRECT
DEPOSIT ORDER and the check has been
returned to the City.

- Work order number (if any).

- Amount of momey to be charged to each
account number.

~ Fill in total of amounts shown in column

-« Current date.
Name of agency making the deposit.

Name of agency or individual being
credited with the revenue, if other

than ‘:’ .

- Location of agency or individual being
credited with the revenue.

- Control number(s) of check(s) being
_deposited (if amy). e
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AM-402-1-1

SECTION SUBJECT

Budget and Appropriations COMPLETING A "CASH DEPOSIT SLIP"

RESPONSIBILITY ACTION

e Depositing Agency

- Source of revenue and reason for payment.
(Cont'd)

(Example: ‘"Partial payment on Federal

grant".)
Control number of Letter of Credit being
deposited (if any).

Number of federal, state, or private
grant (if emny).

Breakdown of total deposit by category.

OO O G

Signature of department head or authorized
representative.

2. Remove 5th sheet (green) of "Cash Deposit Slip"
for file. Do not separate remaining copies.

3. Deliver remaining 4 copies of "Cash Deposit Slip"
(with carbons intact) and cash, checks, and/or .
letters of credit to cashier at Bureau of Colleec-
tiomns. 3

¢ Bureau of Collections 4. Validate '"Cash Deposit Slip" and return yellow
; copy to depositing agency.

o Depositing Agency 5. Retain validated 2nd sheet (yellow) of "Cash
: Deposit Slip" for file. Destroy non-validated
green copy.

[ TO VOID A “CASH DEPOSIT SLIP", SEE AM-402-1-2
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SECTION SUBJECT

N — R — e ———
TG PONM MUSY BE ACCOUNTED FOR. 17 IT IS NERDERED WONTRLESS POR ANY NEASON (ERNOR 1 CALEULATION, TYPIST SANON,
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s vt XXXXXX
CITY OF BALTIMORE '
INSTRUCTIONS: SEE ADMINISTRATIVE MANUAL FOR DETAILS. COM-
PLETE THIS FORM FOR ALL MONEY (CASN. CHECKS OR LETTERS OF ["‘"
CREDIT) PAID WHICH WAS NOT BILLED BY PRE-MUMBERED INVOIGES. 5
DO NOT EXCEED THE CAPACITY OF THIS FOR™M.
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Original form is 8%" x 11", multi-colored, five part snap-out set.
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