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Receiving Checks
Subsections:
Check Receipts, Check Deposits
	Area:
	Approved By:
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	· Corporate Governance Policy
	Board of Directors
	03/18/2005
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	CEO
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	CFO
	

	· Clinical Functions Guideline
	CMO
	


	First Approval Date: 
	
	Next Review Due: 2009

	Dates Reviewed:
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	Dates Revisions Announced to Staff:



	Purpose:
	To safeguard (ORGANIZATION NAME)’s handling of checks.

	Mandated by:
	Funding Sources, Internal Controls

	Applies to:
	(ORGANIZATION NAME) corporate financial functions

	Definitions:
	· 

	For more information:
	n/a


Text of Policy:

When donations or payments are received by check, each is documented by scanning upon receipt (copies sent to the CEO, CFO and Financial Associate).  The checks are then taken to the Financial Associate who prepares the deposit slip and is responsible for making sure the deposit is made, either in person or by mail. 

Check Receipts

Receipts for donations or payments made by check are not mandatory because the copy of the check and the check log serve as documentation of its receipt.  If the person making the donation or payment would like a receipt, one should be written which documents the name of the person/organization providing the check, the amount of the check, the date, and the purpose (donation or payment).  

Check Deposits

All checks are endorsed "FOR DEPOSIT ONLY" and recorded on deposit slips in duplicate by the Financial Associate and entered into the accounting program.  Deposit slips document the date of the deposit, check number, and check amount.  Deposits are made on an as needed basis in a timely manner, not to exceed two (2) business days. The deposit ticket is filed in the bank statement file to be used in reconciliation.

