
 

 

 
Welcome to the Colorado College Cashier’s Office 

Spencer Center 1st Floor Room #116 
 

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

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

o *Please note that all checks must be endorsed using the endorsement stamp 

your department has before sealing them in a bag.* 

 

 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 account Fund, Organization, and Account. All 

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

bag.  

o 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 8:30am – 5pm. Any deposits 

made before 8:30am 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.  

  





 

 

Please be sure to make copies of the below. You may also download additional copies at the 
Finance and Administration→ Cashier’s office→ Departmental Deposit Form.   

 
  



 

 



 

 

Deposit Slip Example: 
 

 
 

 
  

Your check 
endorsement stamp 
will have your 
department here. 



 

 

Deposit Bag Example: 
 

 
 


