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 University of Dallas
Deposit Policies and Procedures 

For Campus Departments, Clubs, and Organizations
If your department accepts cash, checks or credit card for deposit to University accounts please review the following procedures to ensure that your department is acting within the current guidelines. 
1. Please hand deliver all payments (checks, cash or visa), with your completed deposit slip to the Business Office, Carpenter Hall. Deposits must be delivered within 3 days of receipt.
2. Do not use campus mail for the delivery of deposits to our department. To prepare and verify your deposit please follow these important steps:

a. Ensure that each individual check has the appropriate endorsement stamp on the back, and includes the appropriate Fund, Organization and Account number. (In the event that the check is returned “NSF”, we need this code to know which account to charge back.)
b. Include an adding machine tape for checks, cash, and coin added up separately, and then another tape with combined totals for the deposit.
c. Complete and include the Departmental Deposit form.

 Incomplete forms may result in your deposit being returned, or delayed. 
d. Please hand deliver your deposit to the Business Office in Carpenter Hall and obtain a receipt for your department
End of month or time sensitive deposits should be brought to LuLu Aquas in the Business Office.
*Timely deposit of these funds allows for accuracy in accounting and budgeting.  Checks that are held in departments longer than 3 days have proven to have a high return for non-sufficient funds, and have historically been collection problems.

If you have any questions, please contact Meg Johnson at 972-721-5177 or Scott Salzman at 972-265-5734.
Thank you for your assistance with this process! 
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