
Updated October 2019 

Please Note: It is the club’s responsibility to read and follow the ICC Financial Code in its entirety. All college and District 
policies and procedures also apply to club accounts.  

De Anza College Student Accounts 
Cash Handling Procedures – Clubs 

www.deanza.edu/studentaccounts/forms-docs.html 
www.deanza.edu/studentaccounts/reports/ 

 
• All clubs must follow the ICC Financial Code regarding deposits.  The ICC Financial Code 

Section VIII. DEPOSITS states: 
o A. All money collected from any source must be substantiated by a Club Cash Receipt Log Form. It is required to be 

submitted along with all deposits that are manually processed by the club. 
o B. No part of the expense of any event may be paid from money collected . . .  (See Section IX.  EXPENDITURES) 
o D. All club funds collected from any source shall be deposited on the first business day after receipt of funds. 

 
• Club Fundraisers/Money Collection: Form Required  

o First, Clubs need to inform College Life of all their fundraising and/or money collection activities before they begin.  
 Complete the College Life Fundraiser/Money Collection Form and submit it to the Office of College Life front desk 

prior to selling items /collecting money for any purpose. 
 College Life will forward the form to Student Accounts once it is reviewed and signed by the Office of College Life 

staff acknowledging the fundraising/$ collection activity.  
 Student Accounts will review and sign the form acknowledging the fundraising/$ collection activity. 
 Student Accounts will later compare the estimated income/expenses to the actual income/expenses and will contact 

the club officers and/or advisor if there are any questions. 
 

• Safeguarding of Assets: All forms of cash (currency, coins, checks, and money orders) are assets 
of the club and require adequate safeguarding.  

o Cash boxes & change funds are available to check out via the Cashbox and Ticket Request, Change Fund Request & 
Agreement Form for clubs collecting $. If $ collection occurs after hours, locking cash bags are also available. Follow 
instructions on form for locked cash bag drop off with Campus Security for safekeeping until the next business day. 

o For events with ticket sales, pre-numbered tickets must be used and reconciled. Use the Cashbox and Ticket Request,  
Change Fund Request & Agreement Form to request tickets and a change fund. Submit at least one day before needed. 

o Cash needs to be secure at all times by elected officers and/or advisors. 
 

• Preparation of Deposits to Club Accounts by Elected Officers and Advisors: 
o Only officially elected club officers and their advisors should handle cash deposits. 
o To make a club deposit, come to Student Accounts in the Office of College Life, located downstairs in the Campus Center, 

Monday-Friday 9:00 a.m. - 4:30 p.m. Office is closed on Fridays in July and August. 
o Required forms must accompany club deposits as listed below and are available on our website or in our office. 
o The Club Cash Receipt Log Form must accompany the club deposit.  
o The Cash Count Form must accompany the club deposit as well. The form should be signed by two officers and/or 

advisors to ensure dual custody (by two people) cash counts. It provides a break down of the deposit by type of cash: 
Currency, Coins, and Checks (Money Orders are included under Checks). 

o Before accepting checks, clubs need to review them for accuracy. Checks should be payable to De Anza College followed by 
the club name. Student Accounts cannot accept checks if they are post-dated, are dated over six months ago, or if they are not 
signed. Be sure the numerical dollar amount matches the written dollar amount. There is a $25 service fee if a check is 
returned by the bank for any reason, and it is the club’s responsibility to collect on the returned check. 

o A club member may come directly to our office to pay for their club activity/fee. If the payment is by debit/credit card, the fee 
from the bank associated with the transaction will be charged to the club account at month end. 

o Club deposits post to the club account at the end of the work day and update daily; reports are available at our office. Club 
reports posted online are updated weekly and are available for review at www.deanza.edu/studentaccounts/reports/ 

 
• Questions? 

o  Lisa Kirk. Accountant 408-864-8528 KirkLisa@deanza.edu or  
o Jennifer Nguyen, Accounting Assistant 408-864-8442 NguyenJennifer@deanza.edu 

http://www.deanza.edu/studentaccounts/forms-docs.html
http://www.deanza.edu/studentaccounts/reports/
mailto:KirkLisa@deanza.edu
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