Departmental Policy for Depositing Income

Refer to the HOOP http://oac.hsc.uth.tmc.edu/hoop/11/11_10.html for complete University policy.

The goal of the departments of Internal Medicine and Dermatology is to follow the University’s guideline of depositing monies received within 24 hours, whenever possible.

Receipt of Checks 

As soon as a check is received, endorse the back of the check with “FOR DEPOSIT ONLY”.  Do not ask a physician to endorse the check with his signature, even if it is Payable to the physician.  The same day a check is received, complete a “Deposit of Contractual or Miscellaneous Income” form.  This is a departmental form that can be obtained from Margaret Chelette (hard copy) or Andrea Oxendine (electronically).  Make a copy for yourself and paper clip the check to the form.  Take the check and form to Margaret Chelette’s desk in MSB 1.150.  She has a designated drop off spot for checks.  Andrea Oxendine picks up the checks from Margaret daily.

Receipt of Cash

When cash is received you must supply a paper receipt to the bearer.  These receipts should be numbered and the department/division should keep a copy. The HOOP policy referenced above also details the information that should be included on the receipt in paragraph 2.  Please review the policy before accepting cash.  (Receipt books can be ordered from Tejas Office Supplies, Product Number TOP46806.)  The same day the cash is received, complete a “Deposit of Contractual or Miscellaneous Income” form.  This is a departmental form that can be obtained from Margaret Chelette (hard copy) or Andrea Oxendine (electronically).  Make a copy for yourself and paper clip the cash to the form.  Contact Andrea Oxendine at 713-500-7158 to arrange a time to deliver the cash and form to her directly.  Since instances of receiving cash should be rare, we suggest you contact Andrea Oxendine for help setting up a cash receipt system.   
