
If you have any questions and/ or suggestions, please feel free to contact the Cashier’s 
Office @ 515-2986 (option three) or Phyllis Royal @ 513-4282. 

 

Procedures for Preparing Departmental 
Deposit Slips 
 

• Fill out deposit slip including total amount to be 
deposited, preparer’s name, phone number, and 
campus box number. Always include two contact 
names and phone number. Upon receipt, deposits are 
posted immediately. For contact purposes, please 
provide two names (primary & back-up), along with 
two separate phone extension numbers. (The 
University Cashier’s Office requests immediate 
response for deposits that contain discrepancies.)  
(See Sample Deposit Slip on page 5) 

• Fill out Loomis bags and include the total amount on 
the bag.  

• Deposit bags should contain either cash or check 
only. If your deposit contains both cash and checks, 
prepare a separate bag for each.  

• Indicate on manifest sheet/Loomis bag whether 
deposit is checks or cash.  

• Endorse all checks with the speed type (project code) 
and account number (“For Deposit Only” , or 
departmental name, or “NC State University” is 
insufficient.) 

• Do not staple checks to deposit slips. Use paper clips 
or rubber bands.  

• Put all coins in envelopes and list total amount. (Do 
not staple.) 

• Submit 2 copies of all supplemental information. (See 
Sample Supplemental Sheet on page 9) 



If you have any questions and/ or suggestions, please feel free to contact the Cashier’s 
Office @ 515-2986 (option three) or Phyllis Royal @ 513-4282. 

 

• Provide us with an envelope with your name and 
campus box number. We will use this envelope to 
return your copy of the processed deposit.  

• Initial all corrections on deposit slip(s). 
• Make sure both written and numerical check amount 

agree. Otherwise, you will be required to come to our 
office to retrieve your documentation. 

• Make sure all foreign checks are in US dollars (have 
converted to US dollars). See Check Acceptance 
Procedures located on our website at 
http://www.fis.ncsu.edu/cashier/staff/check_acceptanc
e_procedures.asp. 



If you have any questions and/ or suggestions, please feel free to contact the Cashier’s 
Office @ 515-2986 (option three) or Phyllis Royal @ 513-4282. 

 

Don’t Forget… 
 
9 Fill out the entire deposit slip(s) including total 

amount to be deposited. See page 5 
9 Fill out deposit bags with the following information: 

*Date 
*Contents Amount 
*Identify Department Remitter 
*Identify Receiver’s Information 

  See page 7 sample for the above 
9 Prepare a separate bag for cash 
9 Prepare a separate bag for checks  
9 Do not mix checks and cash together 
9 Label the contents sealed in the Loomis plastic bag:       

*Checks  (see page 7) 
*Cash     (seepage 7) 
9 All checks must be endorsed/stamped with the speed 

type (project code/account number and complete 
department name) Please note: deposit endorsement 
requirement (“For Deposit Only” or NCSU is not 
sufficient) 
9 Do not staple checks to deposit slips. Use paper clips 

or rubber bands.  
9 Do not staple coin bags together 
9 Put all coins in envelopes and list total amount.  
9 Submit 2 copies of all supplemental information.  See 

page 9 sample 
9 Please provide us with an envelope with your name 

and campus box number. We will use this envelope to 
return your copy of the processed deposit.  



If you have any questions and/ or suggestions, please feel free to contact the Cashier’s 
Office @ 515-2986 (option three) or Phyllis Royal @ 513-4282. 

 

9 All written changes on deposit slips must be legibly 
initialed by the preparer.  
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February 20, 2008

75.00 Checks

Photography Department

NCSU Cashier's Office

2451 Avent Ferry Road

Raleigh, NC 27695

2005 Harris Hall

Raleigh, NC 27695



February 20, 2008

25.00 Cash

Photography Department

NCSU Cashier's Office

2451 Avent Ferry Road

Raleigh, NC 27695

2005 Harris Hall

Raleigh, NC 27695



Paynor's Name Check Number Check Date Check Amount
Jane Doe 111 2/2/2008 $5.00
John Doe 112 2/5/2008 $25.00
Mary Smith 251 2/7/2008 $10.00
John Brown 3562 2/2/2008 $5.00
Cindy Smith 542 2/5/2008 $15.00

Supplemental Sheet for Deposit # 800623




