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Checklist For Processing Cash Receipts (CR) Through Treasury
Updated June 2011

The following processes are now required when submitting Cash Receipt (CR) documents to the State Treasurer for deposit.  The new procedures are necessary to conform to strict processing limitations of the Commonwealth’s depository bank, JPMorganChase.
New Requirements
1. There must be separate CR documents made for CASH, Foreign Checks and

U. S. Bank Checks
2. All items drawn on foreign banks, including Canadian items, even though payable in U.S. dollars, must be submitted on separate CR documents.  They cannot be mixed with U.S. checks.
3. All deposits of cash (currency and coins) must be made on a separate CR document.

4. All checks or money orders submitted for deposit must be in the same direction (not upside down or backward).

5. MICR line of checks cannot contain any damage if so these checks cannot be processed.  
6. Cash receipts can contain no more than 900 items.  An item count will be required on each transmittal sheet.

7. The dollar amount must be written on all money orders.

8. Agency numbers and CR numbers must be written or stamped legibly on each check in either blue or black ink.
Continuing Requirements

1. Have all CRs approved to the Treasury worklist before delivering to Treasury Deposit Room.

2. There should be a calculator tape with cash.  Per new requirement, cash must be on separate CR.

3. Send only checks, cash, foreign checks, transmittal sheets, and calculator tapes.  Backup materials remain in the agency.

4. On eMARS CR document, make certain that the Deposit Ticket and Deposit Date fields are left blank.  Suppress Pend Print should not be marked and the payment type should always be “Cash.”

5. Deposit all receipts in bank account GA (beginning July 5, 2011) except for Retirements and Unemployment.
6. CRs should be limited to approximately 900 items.  Each CR in eMARS can have up to 99 different accounting lines, so multiple CRs are not necessary.  Please consolidate when possible.

7. With large deposits, checks should be separated into groups of a maximum of 50 with a calculator tape on each group.  Please keep the checks in the same order that they are found on the tape.

8. Large deposits should have a re-cap tape that adds the first two groups then sub-totals and sub-total after each group thereafter until all groups are added.  They will then end with a grand total.  (The groups of checks must be kept in the same order that they are on the re-cap tape.)

9. Do not use staples on the checks. Do not staple checks to the transmittal sheet.  If checks already have staples, please remove them.

10. The transmittal sheet should be wrapped around the deposit items with the Agency Number, CR Number, and amount showing.  Please make certain there is a contact name and phone number in case there is a problem.  The Department Number on the transmittal sheet should be the same as that on the CR entered in eMARS.

11. Remove all stubs from checks and money orders.

12. Any deposits delivered after 2:30 may not be processed until the next business day.

13. From March 15 through April 30 and at the end of the Fiscal Year, CR approval may lag somewhat.

The Treasury Department will return deposits that do not follow these guidelines.

If you have any questions, please contact the Treasury Department Deposit Room at 502-564-4722.

