Protective Services
Miscellaneous Deposit Procedures

To prepare your deposit, you will need to have your area specific Workday Cash Receipt form installed on your desk top.  If this is not currently installed on your desk top, your manager must request the Protective Services Workday Cash Receipt be installed via the Help Desk.

Make two (2) tape totals for the checks, and endorse all checks with the Madison College endorsement stamp.  Attach one (1) tape total to the checks and enter the amount to the receipt accounting form.  Attach the second tape total directly to the receipt accounting form.
Count the remaining cash (coins and bills) and enter your money counts on the corresponding lines of the receipt accounting form.  Complete the remaining highlighted areas on the receipt accounting form, including entering information pertaining to application fees collected.
Prepare a white stamped deposit envelope by entering the Department and the total of cash, coin, and checks on the envelope.  Additional deposit envelopes are available from the Truax Payment Center or by emailing Student Financial staff in Financial Resources.
Place all cash, coins and endorsed checks (tape total attached) in the envelope
.  Seal the prepared deposit envelope and take this and the original receipt accounting form with any necessary back-up paperwork to the Truax Payment Center.  For the safety of our employees, two employees are required to deliver any deposits with $500 or more in cash.  When you turn in the deposit, sign the log sheet as proof of your deposit drop-off.  Your deposit will be sent to Financial Resources via the contracted armored car transport daily.  
If you would rather deliver your deposit directly to the Financial Resources office, you may do so.  No matter which delivery you choose, it is strongly recommended that you keep a copy of the receipt accounting form for your files should it be lost in transit.
If you experience any difficulties with the process or have any questions, please contact Accounting staff in Financial Resources.  
� Credit card slips should not be included in the sealed deposit envelope.
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