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Part 1:  Express Deposit Bag (EDB) Banking Procedures 

All banking deposits through the ANU courier collection service utilise the National Bank Express 
Deposit Bank (EDB).  This provides a tamper proof bag for the safe transport of coin and notes.   

Completing the Express Deposit Bag (EDB) (National Bank terminology = Express Business 
Deposit Bag) 
You will need: 
• a ‘new’ bag, taken from the register of EDB’s held by your budget unit (figure 1 refers);
• a credit summary form for your budget unit (figure 2 refers);
• Banking Summary of cash and cheques (figure 3 refers) if using the ANU general receipting

system (for users of the Student 21 Financial system, the Halls of residence and University
House, please substitute your own specific deposit listing report); and

• notes, coins, cheques and travellers cheques (already counted and balanced) and that equal the
Banking Summary of cash and cheques (figure 3 refers).

The instructions on the bag are somewhat self explanatory.  Please take the time to read them 
carefully.  However, ANU does have slightly different terminology and the following information 
helps to explain the ANU variations more clearly. 

1. Take yourself to a secure location (preferably out of site of the general public).

2. See Figure 1.  Complete the cash summary section (Notes, Coin and Total Cash).Complete the
break up of notes and coin.  Please note that the total cash should equal the ANU Banking
Summary of Cash and Cheques (see figure 3).

3. The credit summary - figure 2 refers (terminology on the EDB is deposit slip) must be
completed and placed in the front pouch of the bottom of the bag.  It needs to be easily
accessible to the banking staff.  Already on the bottom line of the credit summary is the ANU
cost centre (eg 24 = Finance & Business Services budget unit) and the bank account number is
that of the ANU general account.

4. Only the ‘Total’ of all the contents in this EDB needs to be written on the credit summary
(figure 2).   That is, the total cash, cheque and travellers’ cheques that are in this specific EDB.
(If you need to use two EDB’s, for any one day’s / week’s coins, please see the addendum at the
end of these instructions).

NOTE:  Do not include EFTPOS totals on the credit summary.

5. Ensure the National Bank credit summary (figure 2) is at the front of the pouch (see figure 1).

6. Place behind the COMPLETED National Bank credit summary (figure 2), the Banking
Summary of Cash and Cheques (figure 3).   Terminology for ‘National Credit Summary on the
EDB is deposit listing.

7. Place behind the Banking Summary of Cash and Cheques (Figure 3 refers) all CHEQUES and
TRAVELLERS’ CHEQUES.

NOTE:  Do not staple any of these documents.
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PART 2: REVIEW/ EDB CLOSING/ EDB REGISTER 

8. Have a senior member of staff review the bag and co-sign the EDB register.  The senior
member of staff is looking for:

• Evidence that all the totals balance;
• That notes and coin are in the secure part of the bag;
• That the cheques and travellers’ cheques are in the pouch at the bottom of the front of the

bag;
• That the COMPLETED credit summary is visible, ie the top/front document are in the

bottom pouch;
• That no staples or pins are used in any of the material put in the front pouch; and
• That one EDB bag has been used per one day of ‘receipting’.

Note:  It is extremely important that all receipting points are ‘balanced’ on a daily basis.   If you are 
a One Stop receipting area, this is called a ‘Z’ Report.   For detailed procedures on how to use One 
Stop Receipting please refer to 
http://info.anu.edu.au/fbs/assets/Training_and_Support/Courses_and_Seminars/Files/Onestop.pdf  

If you are a user of the Student, University House or University Accommodation procedures, please 
refer to your in house procedures and ensure that balancing is done ‘daily’ and a new EDB bag is 
used for each days banking. 

9. Seal the bag, as per the instructions on the bag in the presence of the senior / other member of
staff. (Figure 5 refers).

10. Complete the EDB register.  The EDB register should detail (at a minimum):

• The EDB bag number;
• The staff member signature & Uni ID preparing the EDB bag;
• The staff member signature & Uni ID that checked the EDB bag;
• A column for the ‘date’ that the EDB bag is completed
• Space for the Security Guard to ‘sign’ & date when the bags are collected.

NOTE:  If multiple bags are being collected on the same day by the security guard, please 
ensure that a separate signature and date is placed next to each bag, by the Security Guard. 

Please ensure that all entries in the EDB bag are done in pen and are legible. 

11. Put the EDB in a secure place (preferably the safe if there is cash in the bag) until the courier
collection team arrive.
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PART 3: COLLECTION OF THE EDB BAG 

12. Ensure you have a regular booking (minimum of weekly) for collection of the bag (s).

13. The courier collection staff will only check to see that the bag is sealed.  No other checks of the
bag will be done.

14. The security guard will need to see the EDB register and sign for the bag (or bags).

15. The security guard will ask you to complete a CIT (cash in transit receipt).  The Business Office
will get to retain one of the receipts.  Each receipt should clearly detail how many bags where
collected, bag numbers and the cash and non cash amounts.

NOTE:  Extra banking collections can be scheduled by contacting ANU Security ext 52249. 
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ADDENDUM: Two EDB’s Required? 
 
If there is too much coin for the sealed part of the bag (maximum coin deposit specified on the bag 
is $500 gold or $100 silver) you will need to utilise two EDB’s (and consider banking more 
regularly).  Remember you must bank at least once a week. 
 
1. Prepare two EDB’s (figure 1) and two credit summaries (figure 2). 
 
2. Put all the cheques and travellers’ cheques and the ‘ANU Banking Summary of Cheques and 

Cash’ (figure 3) in the pouch of the front of EDB 1. 
 
3. Put all the notes in EDB 1. 
 
4. Then determine what amount of coin is going to go in EDB 1 and EDB 2. 
 
5. The same day the EDB’s re collected please email  bank.rec@anu.edu.au in Finance & Business 

Services.  You need to advise them that you have had to split the cash deposit into more than 
two bags.  A simple eg. of what should be contained in the email is: 

 
Total Amount Being 
Banked 

$1,000.00 

EDB 1 Cheques:  $300 
Notes:       $300 
Coin:  $300 

EDB 2 Coin:  $100 
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FIGURE 1 - Front of the EDB 
 

 

Counted/balanced coin and 
notes to be placed in here. 

Complete notes, coin and total 
cash section. Should balance 
with total cash from figure 3 
(Banking summary of cash and 
cheques). 

Complete this section 
with denominations.

Deposit Slip = National 
Credit Summary (fig 2). 

Deposit Listing = ANU 
Banking Summary of 
Cash and Cheques. 

Order of Documents in the front pouch: 
1. COMPLETED National Bank Credit Summary (Fig 2); 
2. ANU Banking Summary of cash and cheques; and 
3. Cheques and travellers’ cheques. 

 
NOTE:  Only cash to be included in the top half of the bag.  TRAVELLERS’ CHEQUES ARE NOT 
CASH.
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FIGURE 2 - Credit Summary (EDB terminology is Deposit Summary) 
 
 
NOTE:  Do not include EFTPOS totals or foreign cheqes (drafts). 
 
 
 

 

Must equal the cost centre against 
which the funds have been receipted. 

Equals the 
number of 
cheques. 

This total must =  
• all coin, notes, 

cheques and 
travellers’ cheques 
in this EBD; 

• the total deposit on 
the ANU Banking 
Summary (fig 3); 
and 

• the total on the 
customer record. 
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FIGURE 3 - Report of Cheques (from OneStop receipting system) 
 
 

 

Total deposit figure 
should  = the total on 
the credit summary 
(fig2). 
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FIGURE 3 CONTINUED – Summary of Cash, Eftpos and Cheques – from OneStop receipting 
system 
 
 
 

 

total cash will = the total cash 
amount in figure 1 and the coins 
and notes inserted in the tamper-
proof part of the express deposit 
bag. 
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FIGURE 3 CONTINUED – Z Report Tender Analysis – from OneStop receipting system 
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 FIGURE 4 -  Instructions for How to Seal the EDB 
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FIGURE 5 -  Copy of Deposit Discrepancy Letter 
 
If the cash/cheques in the deposit bag are not correct a letter will be received by F&BS up to 10 days after 
the deposit date advising of the discrepancy.  This then needs to be adjusted in the ledger. 
 
Please be careful when completing the EDB’s to avoid this happening. 
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