
Courier transports
mail from the Post

Office to the
processing center

Envelopes are
opened; mail and
coupon extracted.

Eyeball for postdated,
no coupon, no account
number – sort by work

type

Within each PO Box
separate payment
envelopes by size

for automated
opening

Data entry is
performed, Remote

Payment and
Presentment Service

(RPPS) processed, GL is
balanced and EB

(electronic banking)
transmittal is handled

Batches are passed
to Transport

Operator to capture
images of coupons

and checks.

Transport operator
captures images of

coupons and checks,
finalizes the batch and
prepares the batch for

outgoing mail

Receiving Staff will
obtain the wheeled
currency cart from

the armored delivery
area & bring to
receiving area

Teller collects
paperwork on the sold
money to the shipping

stations & buys
currency from the

verification tellers &
CPS room

By dual custody
duffel bags are moved
into rolling carts to be
delivered by the lead

director to the
Verification Teller

Work Stations

The Work Directors/
Leads distribute the

currency bags in various
colored bulk duffle bags
to the Verification Tellers
and teller does a physical

count of the bagged
items

The transference
of the currency bags
into the appropriate

duffle bags is
tracked

Pre-balances are
done in System X to

make sure that
balances are correct

and to see what kind of
dollars the shipping

tellers will need for the
day

Lock Box Preparation

Commercial Cash 
Services

Homeowners 
Association(HOA) 

Remittance 
Processing

Mail & Duffel Bag Sorting Item Processing
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Money Balancing

Teller begins
verification process
opening/inspecting

each individual
currency bag and

scans deposit info into
System X

After all cash,
coinage, straps and
denominations are

entered into System X or
manually verified and

counted. Once balanced
system runs grand total

Teller then
balances day’s 

currency & coinage
against the grand total
tape and sells straps,

coins and loose bills to
the vault

Everything is put into
a box & once a tray is
completed the tray is

placed in a bag with the
supporting documents &
transported to currency
counting machines and

vault

Vault will not need
to purchase money

from the Federal
Reserve, which has a
repository of cash on-
site, in the event that
the float is diminished

A physical count
of all money

balances against all
other activity and

reports

End of day
balances accounts for
info collected from all
tellers, all rooms, all

currency sales &
purchases, errors, Fed
and verification values

Inbound Mail arrives
and is pre-sorted prior
to being cut/opened to
prevent cutting items –
high priority items are
flagged during initial

sorting

Clerk uses a
common folder serving

as a general
instruction guide to

understand which are
high priority, which are
deadline specific, etc.

All contents of
envelope (checks,
correspondence,

remittances, coupons,
other documents) are
batched for next step

Accounts are
bucketed by processor

handling those
assigned accounts

and moved to
preparation site

Each batch must
have a bar code header

having batch name &
number, batch

separator, deposit slip
and trailer sheets

prepared for scanning

Once item
headers & others
are prepared by

clerk -- items ready
for Automation

sequencing
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Cash Vault Operations: Workflow
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Banking: Cash Vault Operations Workflow [BPMN 2.0]
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Login to OpsDog to purchase 
the full workflow template 

(available in PDF, Visio, PPT)

New users get $20 off their first 
purchase (registration is FREE!) 


