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Receives check.
Completes Miscellaneous 

Receipts Form (MRF). 
OTT, ANR, and OLP 

stamp
check with endorsement 

& deliver to BRC.
Other departments deliver 

without 
endorsement

Deposits checks 
by using Remote 
Deposit System 

(RDS).

Endowment 
Accounting 

receives a copy 
of RDS deposit 

and MRF.

Secures, then 
shreds 

processed 
checks (21-30 
days following 

deposit).  Keeps 
MRF and RDS 
receipt report.

Receives check 
and MRF

Receives copy 
of signed 
receipt.

Print 2 copies of 
the RDS deposit 

report & MRF 
form

Enters deposits 
to EIAS ledger.

1. Select number of 
bank account to 
which deposit is to be 
made.
2. Enters control total 
which represents 
total on MRF
3. Puts check 
through RDS 
scanner.

Second cashier 
performs deposit 

verification.

Manually enters 
check amount.

OTT, ANR, OLP 
receive copy.

RDS deposit 
total equals 

control total?
Performs 

verification 
checklist

YES

Verification checklist

1. Verifies checks received match 
MRF.
2. Runs total of checks to ensure 
match to MRF.
3. Signs MRF to acknowledge 
hand-off.
4. Obtains deliverer’s signature on 
Cash Received log and counter-
signs.
5. Keeps checks organized by 
bank account number in a locked 
secure location.

Deposit 
verification 
checklist

1. Verifies daily 
deposits in RDS 
match the Cash 
Received Log.
2. Initials and 
signs log.

NO
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