	
Departmental Transmittal No.
	


	
Transmittal Date
	




[bookmark: _GoBack]William and Mary 
Deposit Transmittal Form

The Deposit Transmittal Form should be used to record and submit all deposits to the College. 
Complete the form, attach all supporting documentation, and submit to the Cashier’s Office 
for processing with the funds to be deposited. Keep a copy for departmental records.

	Prepared By
	
	
	Office Use Only
	
	

	
Signature
	
	
	
Received By
	

	

	
Department
	
	
	
Deposit Date
	

	

	
Campus Address
	

	
	
Cash Report No.
	

	

	
Phone Number
	

	
	
Receipt No.
	

	

	
	
	
	
	
	



	
	Banner Account Distribution
	
	
	

	
Item No.

	Chart of Accounts
– W, V, E, L –
	Enter Fund ONLY 
if there is no Index
	
Account
– 6 –
	                    Activity          -6-       
(optional)
	Donor or Source of Receipt

	Amount


	
	
	Index
– 6 –
	Fund
– 6 –
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	Overage/Shortage
	

	
	
	
	
	
	
	Index/acct. overage
	

	
	
	
	
	
	
	Index/acct. Shortage 
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	Reviewer:_____________________
	

	
	
	
	
	
	
	Reviewer’s Signature: _______________________
	

	
	
	
	
	
	
	
	



	Departmental Notes:
	Note Overage/shortage Amount:   ___________________  over or short (circle)
Additional notes:  



	
Checks & Money Orders
	

	
Currency & Coins
	

	
Credit Cards
	
	
TOTAL DEPOSIT
	$
	

	$
	
	

	$
	
	

	$
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