Management Handbook Bookkeeping Policies - “Manual

DEPOSIT SLIP (Miscellaneous Receipts)

Deposits slips are always filled out in Triplicate. .

All project income received that did nct come from an individual tenant will be deposited separately from
batch transmittals generated on the pegboard system. Examples are checks from laundry companies, tele-
phone company, etc.

On bad debt collections from old tenants who left owing money, list resident's name and unit number on the
deposit slip. Do not RECORD bad debt collections on the pegboard system, but mark the-tenant file that a

" payment has been made.
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