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CASH RECEIPTS 

All incoming checks are to be received by a staff member designated by the CEO and handled as 

follows. 

 The designated recipient records the check on the check log form 

 The check is scanned and entered into the accounting software 

 The check is marked “for deposit only” and is kept in a secure area until deposited.  Deposits are 

to be made on a timely basis. 

 


