
 

 

 
Welcome to the Colorado College Cashier’s Office 

Spencer Center 1st Floor Room #116 
 

Deposit Bag Information 
 
The Cashier’s Office accepts Departmental Deposits and Student Organization Deposits. It is 
important to note the following:  
 

• All checks and cash MUST be presented in a sealed bag with a deposit slip.  

 

• An information sheet (example provided below) is required to be attached to each bag. 

Please be sure you include your contact information, and FOAP information so that our 

office can receipt the Money to the proper Fund, Organization, and Account. All three 

items (Fund, Account, and Organization) are required when turning in a deposit bag. 

You may list as many FOAPS as needed. Please breakdown the amounts needed for each 

FOAP listed.  

 

• Deposits are accepted during our regular office hours of 9am-5pm. Any deposits made 

before 9am and after 5pm should be placed in the drop box located on the first floor of 

the Spencer Center. The drop box is on the corner wall outside of Rm #116 (Look for the 

metal handle and sign).  

 

• Please allow 2-3 business days for deposits to post.  

 

• If you require additional supplies, please visit the Cashier’s office in the Spencer Center 

Rm #116.  

 
 
 
 

 
 
 
 
 
 
 
 
 



 

 

 
Additional information 

 
The Cashier’s office also accepts Student Account payments and summer deposits. Student 
traffic tickets and student parking fees are currently accepted in the parking office as well as the 
cashier’s office.  
Payment methods accepted in our office include: 

• Cash 

• Checks 

• Money Orders 

• Traveler’s checks 

 
Student payments are accepted during the hours of 9am-5pm Monday-Friday. Payments made 
outside of regular office hours should be placed in the drop box located on the 1st floor of the 
Spencer Center. Please allow 2-3 business days for payments to be posted. If you have any 
additional questions please contact Megan Stigall, mstigall@coloradocollege.edu.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

  



 

 

Deposit Bag Instructions 
 

1. Count Cash- Total Slip Attached (If you have Calculator Tape) 

2. Count Checks- Total Slip Attached (If you have calculator tape) 

3. Fill out Deposit slip with amounts of currency and check totals (Example below) 

4. The white bank deposit slip goes in the small slot on the deposit bag. The yellow slip is 

for your records.  

5. Place the checks and cash in the larger slot of the deposit bag.  

 
Front of Bag 

6. On the front of the bag: 

a. Customer name - The customer name is Colorado College 

b. Location # - The location number would be your department 

c. Date- The date is required please enter the current date 

d. Wells Fargo Bank- Please leave this field blank.  

e. Total Amount Enclosed- Please enter the total amount inside the bag (Please 

total cash and checks together). Please be sure to check the ‘deposit said to 

contain” box to indicate contents of bag.  

*Examples provided below 
 

7. Place the CC deposit form on the outside of the bag. This form should contain all the 

pertinent information needed for the Cashier’s office to receipt your money accurately to 

the banner system.  

8. IMPORTANT: If you are using an account number beginning with a “7”, these numbers 

must be approved before dropping your deposit off by our accounting team. Please 

contact Lori Cowan, Karen Tassey, or Susan Brickell for approval.  

 
 
 
 
 
Please be sure to make copies of your deposit form. You may also download additional 
copies from Finance and Administration→ Cashier’s Office→ Detailed 
Departmental Deposit Form.   
 
 
 
 
 



 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
Deposit Slip Example: 

 



 

 

 
 
Deposit Bag Example: 
 

 
 


