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All persons collecting funds on behalf of the College must be approved by the Vice President of Administration or Assistant Vice President of Administration.  The Business Office will provide training for staff collecting funds and review polices relating to the handling of funds.


Supervisors will notify the Business Office of their intent to have an employee collect funds.  The employee will be scheduled by the supervisor for training with the Business Office.  When training is completed, the Business Office will advise the supervisor and the employee will be authorized to collect funds.

The following directives apply to cashiering:

1.  Procedures outlined in the Business Office Accounts Receivable Training Guide are to be followed.  Any exceptions must be approved by the Business Office.  
2.  All club deposits must be made by the club advisor.  Students are not to be put in to the direct chain of custody during the transport of club funds.  Students may have responsibility for collecting funds, counting funds and managing funds under the direct supervision of the club advisor or CSI employee.  All deposits of club funds must be directly controlled and received by a full time regular employee of the College of Southern Idaho.  All club deposits must be delivered to the Student Activities Office by the club advisor.  The club deposits must be accompanied by a properly completed, dated and signed Club Deposit Form.  All club deposits will be counted upon receipt in the presence of the club advisor or CSI employee.  The amount of the deposit will be confirmed with signatures of the Student Activities representative, and club advisor on the deposit form.  All deposits will be receipted when received and, if over $300, will be immediately take to the business office.  Money must not be held by club advisors or officers.  For night deposit procedures see Business Office policy “Collection of Funds and Deposit Policy – 5.14.14B”.
3.  Checks are to be taken for the amount of the bill only.  Checks for over the amount of purchase or donation will not have cash returned.  If a refund is due, the refund process will be utilized.

4.  Third party checks will not be accepted.  
5.  Checks may not be cashed without the approval of the Dean of Fianance or Vice President of Administration. Third party scholarship checks will be forwarded to the CSI Scholarship Coordinator for processing.
6.  Cashiers using RD or MS groups will attach all documentation to the Print Edit and forward the Print Edit and documentation to the Business Office each day.
7.  The Business Office Policies  “Collection of Funds and Deposit Policy – 5.14.14A” and “Deposit Lock Bag Procedures – 5.14.14B” will be followed.
8.  Questionable or unusual transactions must be cleared through the Business Office.


Questions concerning this policy should be directed to the Vice President of Administration.
