
Deposit Receipt Form

DRF No.

Business Office Use Only

Please fill out and deliver daily deposits to the appropriate Business Office location:
St. Paul Minneapolis

Aquinas Hall, Room 116 Terrence Murphy Hall, Room 201
Window Hours: 9 a.m. - 3:30 p.m. Window Hours: 12 p.m. - 2 p.m.

If deposit is being made outside of Business Office window hours, 
please use the drop boxes conveniently located at each office.

The information below must be filled out completely, correctly, and legibly to make a deposit. 

Contact Information

Deposit Information

Name (please print) Date

Department Phone Mail

Index Account Description Amount

This defines your 
department for deposit

This is the Account Code
for deposit. For a partial
listing see back of form.  

Limit 20 Characters. This is what will be seen in Self Service.  If you need more
information for your records please retain in your departmental office.  

Amount to be deposited
into index and account.  

Cash (currency and coin) ____________

Check ____________

Credit Card ____________

Total Deposit ____________

Food Service/Bookstore/Perkins Use Only

Deposit Amount ____________

Deposit Bag Number ____________

Business Office Use Only

Please submit two copies of this form if you would like a copy returned after entering

Total _______________
Must Agree to Total Deposit 
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The following is a partial listing of Account Codes used to identify the category of the
departmental Organizational number that the funds will be deposited into.  

This listing is not intended to communicate every available Account Code.
For a complete listing of Account Codes see the Controller's Office website at:  

www.stthomas.edu/controllersoffice/Banner.htm

Account Code Account Description
Seminar Revenue-On-Campus

54101 Seminar Rev-On-Campus-Individual
54102 Seminar Rev-On-Campus-Corporation
54103 Seminar Rev-On-Campus-Government
54104 Seminar Rev-On-Campus-Nonprofit
54105 Seminar Rev-On-Campus-Other

Seminar Revenue-Off-Campus
54201 Seminar Rev-Off-Campus-Individual
54202 Seminar Rev-Off-Campus-Corporation
54203 Seminar Rev-Off-Campus-Government
54204 Seminar Rev-Off-Campus-Nonprofit
54205 Seminar Rev-Off-Campus-Other

Rentals
58401 Rent-Facility-Short-Term Room Rent
58402 Rent-Facility-Long-Term (Excl Dorm)
58419 Rent-Facility-Other
58420 Rent-Equipment-Lockers
58449 Rent-Equipment-Other

Service Revenue & Fees
58501 Rev-Athletic Facility Fees
58504 Rev-Consulting Fees
58505 Rev-Conference Services
58509 Rev-Multimedia Services
58510 Rev-Serv Ctr-Duplicating-Taxable
58511 Rev-Serv Ctr-Duplicating-Nontax
58512 Rev-Serv Ctr-Mailroom-Taxable
58513 Rev-Serv Ctr-Mailroom-Nontax
58514 Rev-Serv Ctr-Postage
58515 Rev-Serv Ctr-Copiers-Cash
58516 Rev-Serv Ctr-Copiers-Expr
58517 Rev-Stdnt Iden Cards-UST
58518 Rev-Stdnt Iden Cards-Passport-Cash
58519 Rev-Stdnt Iden Cards-Passport-Expr
58520 Rev-Subscriptions
58521 Rev-Telephone System Fees
58599 Rev-Other Revenue Service

Other Revenue
58603 Rev-Athletic-Events
58604 Rev-Athletic-Programs
58605 Rev-Cable TV Charges
58606 Rev-Chapel Weddings
58612 Rev-Student Reunions
58613 Rev-Vending Sales-Cash
58614 Rev-Vending Sales-Expr
58615 Rev-Replacement Card Fees

Phone Reimbursement
77112 Internal Charges-Tel-Long Distance
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