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1.0  Purpose
To document the deposit slip procedure for the receptionist.

2.0  Scope
Applies to Atlas and Progressive accounts.

3.0 Guideline 

1.0 Gather the deposit ready checks.
1.1 Key in the check amounts on the excel sheet and print a copy.
1.2 Go into a closed room or office to work on deposit.
1.2.1 This is to avoid any distractions and office staff should not interrupt at this time.
1.3 Work on the deposit slip and run a tape of the totals once it is complete and match it against the excel copy.
1.4 Once excel copy and tape matches send with the copies of the checks to accounting. 
1.5 [bookmark: _GoBack]This process should not take more than 10-20 minutes
4.0  Exemptions
No Exemptions

5.0  Effective Date
03/15/18

6.0 Policy Revisions 
Atlas retains the right to make revisions and changes to this guideline at any time.
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