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CASH HANDLING AND DEPOSIT 
 

Responsible RAR area(s): Records Processing Unit 
    Office of the Registrar 
 
Other areas involved:  Student Financial Services  
 
Purpose: To receive and deposit monies paid for:  Duplicate Diplomas, 
 Transcripts, Veterans’ Certification, 
 
Frequency:   Ongoing 
 
Reference:   University of Houston MAPP 05.01.01 – Cash Handling 
        SAM 03.H.01.4 – Records Retention 
 
 
Policy  
 
 
A fee is charged for the following goods and services provided by the Office of Registration and 
Academic Records:    

Transcripts 
Duplicate Diplomas 

 
In addition, monies may be received for:  
   Veterans' services 
   Reimbursements and other miscellaneous purposes 
 
Checks will be made out to "University of Houston" and restrictively endorsed with "for deposit 
only" and the department name and/or cost center immediately upon receipt.   
 
All monies received will be secured in a locked drawer, cabinet, or closet. 
 
Funds will be deposited by the Records Processing unit when total receipts reach $100, or at the 
least on a daily basis, in accordance with University of Houston MAPP 05.01.01 – Cash 
Handling. 
 
Cash – For the purposes of this procedure, cash is defined as currency, checks, or money orders.   
Credit Cards- Are not accepted by mail, fax or over the phone.  
 
 
Procedures – General 
Checks received for veterans' services and miscellaneous other receipts are processed for deposit 
by the Financial Assistant 2 in the Business Services, Enrollment Management office. 
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Transcripts are $10.00 each.  The charge may be paid by check, or  money order, if the request is 
made by mail. If the requestor orders the transcript in person at Welcome Center and wishes to 
pay at that time, he/she will be referred to the Student Financial Services (Cashiers Counter) in 
Welcome Center where the payment is accepted and credited to the student's account. Otherwise, 
the requestor will be billed through the student billing system. 
 
If the requestor orders the transcript online and wishes to pay at that time, he/she will be referred 
to the Student Financial Services where the payment is accepted and credited to the student's 
account. (Attachment C)  
 

 
 
Duplicate diplomas are $25.00 per copy. The duplicate diploma charge must be paid by check,  
or money order either by mail or in person in the Welcome Center; he/she will be referred to the 
Student Financial Services (Cashiers Counter) prior to the processing of the duplicate diploma 
order form. (Attachment D) 
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Procedure for receipt and distribution of mail 
 
A weekly Records Processing schedule is prepared every Monday by the Records Analyst to 
show the rotating assignments of opening and distributing mail.  
 
The Records Processing staff member assigned to mail distribution is responsible for picking up 
mail and documents in the following location: 
 Incoming mail box in room 102 E. Cullen 

 
Procedures 
1. The Records Processing unit staffs assigned will follow the next procedure for opening mail 
(Attachment A) 
Documents received by mail on an average (business days) total to 50 requests a day by mail.   
  Open Mail - Documents received include transcript requests and duplicate diplomas order 

A. Date Stamp 
B. Distribute all mail that is not related to transcripts or diplomas to other department 
C. Staple the check, money order or cash to the front on the request form together with any other 

form(s), envelopes, etc.  
D. Document Payment Information at the Bottom of Transcript Request or (Attachment A below) 

1. Check Amount 
2. Check Number 
3. Processed By 
4. Third Party-name of company or individual requesting the transcripts 
5. No Funds-if student did not include payment with request 
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E. Sort-Decide which system the student records are in  

1. Write UHID or PeopleSoft ID on front of the check as applicable  
2. Indicate P, if PeopleSoft include PS# 
3. Indicate G, if Gertrude include HA# and PS# if available 
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Procedures---spreadsheet/deposit  
 
2. The following process is forwarded to Records Processing unit staffs assigned to prepare 
spreadsheet for the week :( Attachment B) 
 
 Checks will be made out to "University of Houston" and restrictively endorsed with "for 

deposit only" and the department name and/or cost center immediately upon receipt.   
 
 All monies received are secured in the locked closet behind the Records Analyst desk. 

 
SPREADSHEET/DEPOSIT MUST BE SUBMITTED DAILY.   
**When the total of funds reaches $100 or more by the end of the day or at the latest, a deposit 
will be prepared and made the following morning. 
 

Prepare spreadsheet listing the following columns: 
A. Date of deposit 
B. Date of Check/Date Check Received 
C. First and Last Name of Student-Note –list former name if different than name on 

the check 
D. UH ID or PeopleSoft ID 
E. Amount of check (Cash payment should be entered on the spreadsheet the same as 

checks) 
F. Spreadsheet must be totaled ( Calculator tapes are run for the Monies received) 
G. Make one copy of each check (PS/HA) 
H. Place your initials at the bottom on the spreadsheet 
I. Save a copy each spreadsheet on “R” drive. File name should contain the date as 

shown: AUG 15 PSID CHECKS (your initials) or AUG 15 UHID CHECKS (your 
initials). 

J. A second Records Processing staff will audit the spreadsheet to verify all 
information is accurate and make deposit. 

  
                Attachment B REVIEWED BY______ 

TRANSCRIPTS CHECKS 
SPREADSHEET 

 
 
NOV 10 PSID CHECKS MB 
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3. The following process is forwarded to Records Processing unit staffs who are assigned to 
prepare deposit for the week: :( Attachment B, E and G1) 

 
K. Reference Spread Sheet prepared for daily deposit 
L. HA check removed the bank routing and account number prior to the documents 

being uploaded to PeopleSoft 
M. Make copies of spreadsheet two PS copies one copy for S F S and one for our record 

HA spreadsheet make one copy for Financial Assistant 2 in the Business Services, 
Enrollment Management office 

N. Attach adding machine tape listing all checks total. Note: For check that for 
multiple students, enter each amount (student) separately. 

O. Place your initials on top right hand corner of spreadsheet as indicated 
P. Prepare deposit slip, transmittal slip, bag, UH Cash Deposit Form, and 

Spreadsheet(Attachment B.E, and G1)   
Q. Deposit slip and detailed tape scan to your file and email it as an attachment along 

with the spreadsheet from the R-Drive to the Student Financial Services 
department.  

R. Call the University of Houston Police (UHPD) at 0-600 for an officer to pick up the 
deposit. 

S. Upon receipt the University of Houston Police signs the Money Transmittal form as 
received and returns the white copies of the form to the Records Processing staff 
prepare deposit.(Attachment G) 

T. File documents in cabinet inside secured room 101 E Cullen. 
 

 
 

Attachment B REVIEWED BY__LC____ 

TRANSCRIPTS CHECKS 
SPREADSHEET 

 
 
NOV 10 PSID CHECKS MB 
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A PeopleSoft Journal Entry covering the total of the payment is prepared using cost 
centers as follow. See Attachment D for an example of a journal entry. 
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A. Header Reference numbers are sequential numbers maintained separately by the Records 
Processing Staff 

 
B. The preparer enters her name in the format assigned by People Soft in the "Created By" 

field 
 

C. Records Associate 2 / Records Assistant complete Journal Entries as follows: 
 
Duplicate Diploma payments are entered on the Journal to the following cost center: 
 
Bus Un  Speed type Acct  Fund  DeptID  Program 
 
00730  51180  40720  2170  H0211  E0259 
 
The next line indicates the total amount to the bank.   
 
NOTE:  Credit amount must match the total debit amount. 

 
 

D. Records Associate 2 / Records Assistant complete Journal Entries as follows: 
 
Payment for HA (former student) transcripts that are not entered into the PS system* are 
deposited to the following cost center: 
 
Bus Un  Speed type Acct  Fund  DeptID  Program 
 
00730  51180  40719  2170  H0211  E0259 
 
*As described above. 
 
 

Financial Assistant 2 in the Business Services, Enrollment Management office completes Journal 
Entries as follows: 
 

Payments for veterans' services, reimbursements, or other services are deposited to the 
following cost center: 

  
Bus Un  Speed type Acct  Fund  DeptID  Program 
 
00730  51180             43645  2170  H0211  E0259 
 

 
One original journal with certifying signatures is required by the Vault for making cash deposits, 
and one copy of the journal 
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The original journal (which will be forwarded to Accounts Payable for entry into PeopleSoft) 
must have, at a minimum, as back-up:  a copy of the deposit slip which is taped to a letter-sized 
sheet of paper or copied on a letter-sized sheet stapled to it in the upper left-hand corner.   
 
No additional back-up documents are required to be attached to the original journal by the 
Provost's Office, the Vault, or Accounts Payable.  (Additional back-up may be provided – a copy 
of all related checks, a copy of receipts for currency.) 
 
 
Deposit slips are prepared and funds placed in tamper-proof plastic deposit bags as follows: 
 

 Deposit slips (Attachment E) and tamper-proof deposit bags are maintained by the 
Records Processing Unit. 

 
 Along with the journal Cash Deposit Summer form, Transmittal form, and Cash 

Deposit Summary (Attachment F, G-1,G-2) need to be filled out and send with 
Deposit when an officer to pick up the deposit. 

 
As required by the bank and Student Financial Services: 

 
- An original goes into the plastic bag with the checks. 
 
- One is clipped to the journal copy and goes to the Vault with the deposit. 
 
- One is taped to an 8 ½ x 11 piece of paper and goes with the original journal to  
   the Vault (to be forwarded to Accounts Payable). 
 

  - The final copy is maintained with the departmental records. 
 

Deposit with Vault 
 
 Checks and currency with the tapes wrapped around them are separated; checks go into 

the bottom of the tamper-resistant plastic deposit bag; currency goes in the top. 
 
 The original deposit slip is inserted into the deposit bag, and it is secured.  
   
 A Money Transmittal form is prepared.  (Attachment G)  
 
 The following deposit documents are clipped together and hand carried with the secured 

bank deposit bag to the Student Financial Services Vault Clerk: 
 

- All four copies of the completed Money Transmittal form 
- One original People Soft journal, with certification signatures, and one copy of the 
   certified journal with back-up as specified above 
- One copy of the bank deposit form 
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Upon receipt the Vault Clerk signs the Money Transmittal form as received and returns 
the white and pink copies of the form to the person delivering the deposit. 
 

Posting to students' accounts 
 
Copies of the Monies Received forms (covering monies received for Transcripts and Duplicate 
Diplomas), with a copy of the journal posting the monies to PeopleSoft attached, and are 
provided to the Student Financial Services Financial Assistant/Posting Clerk for posting the 
payments to the students' accounts in the student financial system. 
 
 
Maintaining files of cash deposits 
 
Copies of all transactions—journals, deposit slips, checks, receipts are maintained with the 
plastic strip indicating the number of the bank bag in the separate files of those making the 
deposits – Records Processing Unit in the Registrar's Office. 
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ATTACHMENT G‐2 
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August 15, 2012 [RAR PROCEDURES]

 

08/2012	RAR	Procedures‐Cash	Handling	 Page	13	
 

 



August 15, 2012 [RAR PROCEDURES]

 

08/2012	RAR	Procedures‐Cash	Handling	 Page	14	
 

 


