Truax Miscellaneous Deposit Procedures
to UW Credit Union (UWCU)
(Includes Library; Clarion; Foundation to District; Facilities; Technology Services; Community Orchestra; and any other Miscellaneous to UWCU)

As you start to prepare your deposit, you will need to obtain a copy of the Miscellaneous deposit form available via the forms database located on the College’s website (go to “D” and select “Deposit Form (Misc All)”.
Make two (2) tape totals for the checks.  If you have a Madison College endorsement stamp, endorse each check.  Attach one (1) tape total to the checks and enter the amount to the deposit form.  Attach the second tape total directly to the deposit form, as well as any check stubs that may have come with the checks you are depositing.

Count the remaining cash (coins and bills) and enter your money counts on the corresponding lines of the deposit form.  Total the full deposit and enter the amount on the “Total Actual Deposit” line of the deposit form.  Complete the deposit form by entering the date, department name, the name of the person preparing the deposit, and the appropriate chartfield(s) for the deposit.
Place all cash, coins and endorsed checks (tape total attached) in an envelope or bank bag and take the deposit to the UWCU.  When you arrive, fill out a UWCU deposit slip using savings account #3447952-01.  When you make your deposit, you will receive a stamped deposit slip receipt from the teller.

Attach the stamped deposit slip receipt to your deposit form along with any backup materials.  It is strongly recommended that you keep a copy of the deposit for your files in case it is ever lost in transit.

No later than the following day, deposit materials shall be sent to Accounting in Financial Resources via interdepartmental mail.  If the paperwork is not received, Financial Resources may not be able to track your deposit in the Master Miscellaneous account.
If you experience any difficulties with the process or have any questions, please contact Accounting staff in Financial Resources.  
NOTE: If checks are not made out to Madison College, it is possible they will not be accepted by the UWCU.  For instance, the check should be made out to “Madison College Clarion” rather than “The Clarion”.  Please advise payers to make this change to avoid any future issues with their payment(s).











� Do not leave any check stubs with the deposit you drop at the UWCU.  These remittance slips/check stubs should be attached to the Miscellaneous deposit form and sent to Financial Services.
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