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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office

Bank Accounts

General 
This policy outlines the procedures to be followed when opening and closing bank accounts.

Adding a New Bank Account   

To open a new bank account, any agency must request approval for the new account from the State Depository Board via the Office of Thrift Supervision.
To request approval, an agency must complete the “Bank Service Request Form” which can be found at http://www.sao.ga.gov .  The following information is requested:

a. Description of the nature of the funds to be deposited

b. The name and title of the individual who will be the custodian of the funds.

c. The date the bank needs to be in operation.

d. The banking service location.

The Office of Thrift Supervision will then forward the request to the State Depository Board for approval.

If this request is approved:

The Agency will then need to file the “State Agency Signature Card and Depository Agreement Form with the Office of Thrift Supervision.

The agency shall then contact SAO and complete the “Bank Account Request Form” to add the banking information into the PeopleSoft Accounting System.

SAO will then add the information from the “Bank Account Request Form” in the PeopleSoft Financial System.

SAO will notify the agency when the bank account is activated for use in the PeopleSoft Financial System.

Closing a Bank Account

To close a bank account, an agency must first cease depositing any funds and writing checks against funds in the account.

The agency must notify both the Office of Thrift Supervision and SAO if they have a bank account that is no longer needed and needs to be closed.

The account cannot be closed until all outstanding checks on the account have been cleared and the account has no obligations remaining.

