College of Southern Idaho
Lock Bag Check Out Procedure – 5.14.28
Updated:  January 1, 2011

The following form is available in the Business Office and is to be used for funds collected at night, weekends or after regular business hours.  Lock bags are required in accordance with the Collection of Funds and Deposit Policy 5.14.14A.

Questions concerning this procedure should be directed to the Business Office, the Dean of Finance or the Vice President of Administration.
	US Bank/CSI LOCK BAG

	CHECK OUT SHEET
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	CASH BOX:
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	I understand that all funds collected after hours must be put in a lock bag and deposited in the night 

	drop at the US BANK ON BLUE LAKES (across from Fred Meyer) or dropped in the lock box at the Business Office in the Taylor Building.   At no time will a student be put in 

	the custody chain for deposits or counting funds - this is the full responsibility of the advisor or employee.

	Students may count or handle money only under the direct supervision of a CSI employee.  This person is generally a club advisor but the supervision may be delegated to an authorized CSI employee upon approval by the Dean of Students and the Business Office.
	
	
	 

	Night drop items will be collected the next regular working day.  It is recommended that you call the 

	Business Office the morning of the next business day and let us know that there are bags to be collected from the bank.  The  Business Office has a counting space available where deposits can be prepared for receipting.  Deposit bags are not to be taken from the Business Office.
Lock box keys are due in the Business Office by 4 pm of the next regular business day.

	

	
	
	
	
	 

	 
	
	
	
	
	
	
	
	 

	 
	
	
	
	
	
	
	
	 

	 
	 
	 
	 
	 
	
	 
	 
	 

	Signature
	
	Department and Extention

	 
	 
	 
	 
	 
	 
	 
	 
	 

	BUSINESS OFFICE USE ONLY:   INITIALS:_________   CASH BOX AMOUNT: __________    DATE:_______
	 

	CHECK IN-       KEYS ____    BAGS ____  CASH BOX AMOUNT:_________  DATE: ________
	 
	 


