Residence Hall Council Deposit Protocol Fall 2009
Residential Life – Pacific Lutheran University

Set Up
1. Every RHC Vice President has been issued a locking blue cash bag with key.

2. Both Residential Life and the Business Office Cashier have matching keys.

3. Campus Safety is responsible for transporting ALL cash bags on campus.

Protocol
1. Anytime money is collected it should be deposited before 4 pm on that day. Money SHOULD NOT be held in a student room of RHC Office.

2. Revenue should be counted and tallied on the RHC Deposit Slip by the RHC Vice President.

3. Revenue and Deposit Slip should be placed in the RHC cash bag.

4. Lock the bag.

5. Call Campus Safety (x7441) for a cash bag pick up.

6. Campus Safety will then transport the cash bag to the Senior Administrative Assistant in Residential Life.

7. The SAA then verifies the count.

8. The revenue is then placed, with a copy of the count, in a RLIF locking blue cash bag.

9. Campus Safety is called to transport the bag to the Business Office Cashier.

10. The Cashier verifies the amount, makes deposit and returns receipt with the cash bag to Residential Life via Campus Safety transport.

11. The SAA files an office copy of the receipt.

12. The SAA puts a second copy of the receipt into the RHC’s blue cash bag and places both into the appropriate RD’s mailbox for return delivery to the RHC Vice President.
