Departmental Collection Authorizations (5.06.05.3)



PURPOSE

The purpose of this policy and procedure is to describe the authorization and accountability for the collection of other-than-student fees by University departments.

· Collections can only be accepted by personnel authorized by the Vice President for Business and Finance, the applicable department/agency head, and the Vice President over the department receiving the payments. Vice Presidents over the respective departments (or their designated representatives) are accountable for these collections.
· All checks received must be stamped on the back with the University endorsement stamp immediately upon acceptance in the department.
· All collections are to be documented by official University receipts and deposited on a daily basis regardless of the amount.
· Check listings must be prepared by the departments of all checks received. Such listings should include the name, banner “T” number, amount, and the check date. A listing should be prepared for each batch of checks submitted for deposit.
·  (Examples)
· Cashiers will agree receipts to collections and make the necessary deposit. Any discrepancy between the total of the receipts and the actual cash given to the Cashier must be resolved immediately. All funds will be counted by both the Cashier and the departmental representative and deposited.
· Both white and yellow copies of voided receipts must be maintained and presented to the Cashiers. "VOID" must be written on both copies and on the pink copy in the receipt book. Written justification must be provided for all missing receipts. 
· Example:

· Periodic reconciliations must be performed by the department receiving the collections. Reconciliations should be performed by a person not responsible for accepting payments or making deposits.
· All reconciliations are to be reviewed and initialed by the department head.
· All discrepancies are to be reported immediately to the Bursar or the Associate Vice President of Finance and Accounting.
· The department's receipt book and reconciliation worksheets must be maintained for audit purposes. Questions regarding the proper format and procedures for the reconciliation should be addressed to the Director of Internal Audit.
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