Student Clubs
Deposit Procedures
As you start to prepare you deposit, you will first want to obtain a copy of the Student Clubs Deposit Form available via the forms database located on the College’s website (go to “D” and select “Deposit Form (Student Clubs)”.  
Make two (2) tape totals for the checks and 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.

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 Deposit” line of the deposit form.  Complete the deposit form by entering the Organization Number, Organization Name, and “Receipts From” lines on the deposit form and enter the amounts to code your receipts properly.
  Lastly, obtain both necessary signatures on the deposit form and make a copy of the deposit form for your files in case it is ever lost in transit.
Place all cash, coins, checks (tape total attached), deposit form, and any other documents in a sealed envelope.  If you are making your deposit at the Truax Campus, drop off the envelope at the Payment Center.  If your deposit is being made at the Downtown Campus, drop your sealed envelope at the Enrollment Center.
When you turn in the deposit, sign the log sheet as proof of your deposit drop-off.  Your deposit will be secured in the safe and sent to Financial Resources via the contracted armored car transport.  
If you experience any difficulties with the process or have any questions, please contact Accounting staff in Financial Resources.  
� If there are errors on any calculation, your deposit will be adjusted accordingly.  A copy of your deposit will not be returned to you. 
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