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HOW TO COMPLETE REQUEST to ESTABLISH/MAINTAIN CASHIERING COLLETION POINT FORM 
 

1. Review the procedures for establishing or maintaining a cash collection site and click either link 
to the  form (this must be performed by the MPP that will approve and oversee the cash 
collection site). The MPP should know all custodians who will be responsible for handling cash 
prior to completing the form. 

 

 
2. On the next page, select “Cash Establishment Collection Point.” 

 
 

3. Enter the email address for the approving MPP and each custodian that will be handling cash.
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4. Enter the MPP email address again and the Cashier Lead and CFO/Designee email addresses; add 
a message if applicable and click the ‘Submit’ button. 

 

 
 

5. The AdobeSign document will route first to the MPP, then to each custodian, then back to the MPP for 
review/final authorization, and lastly to Cashier Lead and CFO/Designee for review and decision 
(approved or denied) 

6. The MPP will be responsible for filling in all requested fields; the first section contains general 
information: 
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The second section is the questionnaire section. This section must be completed by the MPP 
authorizing/overseeing the cash handling site. The MPP confirms that they are aware of the various 
procedures the cash handling site must comply with and acknowledge those practices either will be or have 
been followed. 

 
 

7. Upon completing the questionnaire, the MPP with sign the document, and the document will be 
routed to custodians for their signature.  Upon each custodian signing, the document will be routed 
back to the MPP for review and one last signature/authorization, before being routed to Student 
Financial Services for review 

 
 

If any questions remain, or any assistance with the form is needed, please contact Student Financial Services at 
sfs@csusm.edu or 760-750-4490. 
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