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I. Purpose 

 
To establish procedures for cashing employees’ and students’ personal checks. 
 

II. Procedure 
 
A. Employees, upon presentation of proper identification at the Cashier’s Office window, 

may cash personal checks up to $25. 
 
B. College students, upon presentation of proper identification at the Cashier’s Office 

window, may cash personal checks up to $10. 
 
C. A fee of $20 will be charged for checks returned unpaid by the bank. 
 

Responsible Official Bursar, Cashier’s Office 
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