DEPOSIT SLIP INSTRUCTIONS

BUSINESS ACCOUNT

· Business Account Deposit Slips are used for our money/any money coming to us (commission (closing) checks, rental fees, realtor dues).

· When checks are received:

· Stamp back of check with For Deposit Only Stamp or Write “For Deposit Only” with account number from deposit slip on top back of check.

· Make 3 copies of the check (front and back).

· Write check # on deposit slip.

· Go to bank and deposit check.

· After you make the deposit, file the below in applicable file:
· Make a copy of the deposit slip.

· From Gray File:  Make sure they completed the Bible/Trust Sheet.  If completed, make a copy.

· Copy of check.
· Originals get sent to Hazlet, attention Bob Simcox.

· Yellow slip:  Put applicable information:  For Closings and Rentals: Put “seller’s name” to “buyer’s name” and property address; For realtor dues:  Put agent name and type of dues.
TRUST ACCOUNT
· Trust Account Deposit Slips are used for other people’s money (deposit checks from clients).

· When checks are received, stamp the top back of the check with the For Deposit Only Trust Account Stamp or Write “For Deposit Only” with account number from deposit slip on top back of check.
· Follow directions above.

