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Deposit Form 
A deposit form is essential to ensure that the correct amount of funds will be deposited into the 
appropriate agency account. Please, refer to our website to access the deposit form link. 

Cash and checks MUST be deposited using separate forms. 

A completed deposit form includes: 

1. A club/organization name and the account number for which funds are being 
deposited into. If you do not know your account number, Financial Services can 
assist you. Student clubs can only deposit money into their Agency account. 

2. Name of the person making the deposit and indication whether they are an 
authorized signer on the account’s signature form. Anyone can make deposits. This 

is for Financial Services records. 

3. If depositing cash, write in the dollar amount for each type of coin and bill. Add up 

the dollar amounts of coins and the dollar amounts of bills and in the indicated 
fields, write in the totals for coins, bills, and the overall amount for all cash 
deposited. Be sure to record the dollar amount. 

4. If depositing checks, write in each check number and the corresponding amount. All 
check dollar descriptions must match the dollar amount shown. Add up the total 
dollar amount of all checks and write the sum amount in the Totals field. 

REMINDER: Cash and checks deposits are made on separate forms. 

5. The Total Deposit amount on the cash form should be the sum of all coins and bill 
and the Total Deposit on the check form should be the sum of all check amounts. 
Cash and checks deposits are made on separate forms so the Total Deposit should 
never be the sum of both cash and checks deposits. 

https://asi.cpp.edu/financial-services/forms-instructions/
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Deposit Form Example – Check 
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Deposit Form Example – Cash    


