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c. Transportation of deposits to OSA in Dilworth Building Room 103 by 
University employees should not conform to any regular time or day of the 
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E. Limitations on Acceptance of Payments by Check 

 
1. Departments are not authorized to return currency to the payer in the 

event that the check exceeds the amount due to the University. Checks 
that exceed the amount due to the University should not be accepted. 
Additionally, no University department may accept post-dated or stale-
dated (more than six months old) checks. 

 
F. Returned Check Procedures 

 
1. Any checks returned by Millersville University's depository bank as 

uncollected are sent to OSA. Examples of returned checks include: non-
sufficient funds (NSF), account closed, payer's signature missing, refer to 
maker and post
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from the chart below must have the approval of the Vice President for 
Finance and Administration or his/her designee. 

b. All deposits are to be made at OSA, Monday-Friday between 8:00AM and 
4:00PM - (3:30PM during summer hours). 

 
Cumulative Receipts Minimum Frequency of Deposit 
Up to $249.99 Within 3 business days 
$250.00  to $999.99 Within 2 business days 
$1,000.00 to $9,999.99 Next day 
$10,000.00 or more Same day 
Any single item $50,000 or more Same day/immediately  

 
3. Money Deposited Intact 

 
a. Money should be deposited promptly and intact to OSA. The cashing of 

checks from University deposits, borrowing cash for personal use, lapping 
receipts to cover shortages in cash receipts, withholding checks for 
deposit in order to float checks, commingling of personal and University 
funds, and modification of cash records are all serious offenses and will 
result in an immediate referral to University Police and Human Resources 
for proper disciplinary action. 

 
H. Key Issues Related to Departmental Deposits of Cash and Checks 

 
While the OSA is processing the deposit, they look at the following: 
 
1. Checks (may only be accepted when they meet the following criteria) 

 
a) They are restrictively endorsed (Deposit Only- Millersville University, 




