Management Handbook

Bookkeeping

BATCH TRANSMITTAL

Policies - Manual

1. Batch transmittals are always filled out in duplicate (one for each cash report).

2. Batch transmittals are not filled out until the "Cash Summary Report" is closed out

and balanced.
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WESTLAND PROPERTIES, INC.
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this batch
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For each line, add prior
Month-to-date + amount
on new batch = month-to-

date on new batch, i.e.,
the first line is 61 «

630 = 691

All "other charges” must

1 c. - Enter total from Col. S and 6 on cash report. B¢ sure
Col 6 agrees with deposit slip.
1 d. - Enter New Balance Due (vertically) based on "forpyla®

on this line.

specific charges.
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STEP #1 - ENTER FIGURES IN "AMOUNT" COLUMN:
1 a. - Enter Rent from Col 1 of Cash Report
I b. - Breakdown columns 2 thru 4 from the cash re'orts ihto
PROJECT

1 e. ~ Total must agree with Co0l.7 on cash report.

Distribution:

1 - Westland cash summary report (stapled)

1 - Project cash summary report (stapled)
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ADD EVERYTHING TWICE
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