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P6Hx23-5.04
PROCEDURE: RECEIPTS, DEPOSITS, AND DISBURSEMENTS

I.
All collections, deposits, and expenditures of the college are the responsibility of the Vice President for Business Services.

II.
No student checks shall be cashed.  However, checks will be accepted in payment of fees and/or bookstore purchases.  Employees may cash a maximum of $50 per day in checks at one business office.

III.
The college shall have one depository.  Public funds and investment maturities shall be received either by check, or by wire transfer directly into the depository for the college.  The depository will notify the college of the receipt of the wire transfer by telephone and provide a validated deposit slip to support the transaction.  The college may have three accounts as follows:  operating, Federal Pell, and payroll account.  The college bank depository shall be in the name of the Board of Trustees - St. Petersburg College and shall be approved by the Board of Trustees.  Transfers of cash may be made electronically between the operating and payroll bank accounts for the "net" amount of each payroll.  All transfers must be confirmed in writing within 24 hours of the transfer.

IV.
The college has entered into an agreement with the Automated Clearing House for the purpose of providing our employees with direct deposit of payroll checks.  This is only accomplished after the employee completes the necessary authorization form, provided by the college.  Transfer of funds from the payroll bank account to the Automated Clearing House account may be accomplished via wire transfer for each payroll.  This transfer may be made by telephone or data tape authorization and will be followed within 24 hours by written authorization confirming the transaction.  It shall be for the total amount of the payroll of all sums to be credited to the participating employee's accounts.

V.
The President and/or the Vice President for Business Services and/or the Chairman of the Board of Trustees are authorized to countersign checks against the St. Petersburg College funds, either by personal or facsimile signatures.

VI. RECEIPT, DEPOSIT, AND RECORDING OF FUNDS - GENERAL

All collections and deposits of the college are the responsibility of the Vice President for Business Services, who is authorized to delegate the responsibility for various collections to area supervisors.  All collections must be officially receipted at the campus Business Offices, even though the collection may have been made by another area assigned the collection responsibility.

The college has one account in a bank near each campus location for the deposit of campus receipts.  These accounts are in the name of the Board of Trustees, St. Petersburg College.  The Business Offices are responsible for depositing all moneys received by the college.

The Vice President for Business Services maintains a general ledger which identifies all funds received by the college.  Sufficient documentation is maintained by the Business Offices to show the purpose for which the funds were received and to identify the payor of the funds.

VII. CHANGE FUNDS

Each cashier shall be issued a specific amount of change for which she/he will be responsible.  The change fund will be kept secured in a locked money bag, locked cash drawer, or locked cash box when not in use.  The cashier shall be the only individual in the office with access to the change fund other than the supervisor.

VIII. COLLECTION AND DEPOSIT - BUSINESS OFFICES


A.
COLLECTIONS.  All cash and credit card collections are receipted through CASHNET.  The CASHNET registers validate checks, money orders, and credit cards.  The validation provides for a "For Deposit Only" endorsement, and reference to the receipt number, student number, etc.  Any documents received with the money are filed with the deposits, i.e., mail logs, hand receipts, correspondence, etc.  The original receipt is given to the person at the window, and a record of the transaction is recorded on the tape inside the machine.  All receipts are recorded directly to the mainframe computer.


B.
VOIDS.  Receipts to be voided shall be approved by a second employee in all cases, preferably the supervisor.  Voids are to be recorded on a 300 form and recorded immediately with a brief explanation.


C.
BALANCING DEPOSITS.  Cashiers shall count and balance their collections and change fund daily, using CASHNET register tape.  The banker or the supervisor shall also balance the collections and change fund and verify that all receipts or validation numbers are accounted for.  Deposits shall be made no later than the first work day following receipt of the money.   Pre-numbered deposit tickets are used for cash deposits.  Bankcard deposits are made automatically over the phone line following the procedures established by the bank.  Deposit tickets are prepared in triplicate.  The first and second copy will be sent to the depository bank.  The third copy will be attached to the receipt and sent to the campus Business Office.


D.
All deposits are forwarded to the depository by armored security service or a Business Office employee.  All deposit slips must have a deposit number.


E.
All moneys on hand at the close of the business day will be placed in a night depository for safekeeping until the next day.


F.
SHORTAGES AND OVERAGES.  Shortages of student accounting over $50 shall be reported to the Director of Student Accounting as soon as verified by an independent count by a second employee.  All other shortages over $5 shall be reported by the next day.  Shortages and overages shall be recorded immediately on a 300 form with the name of the cashier in the description field.  The 300 form shall be filed with the deposit.  The business offices are to monitor cash collections by other departments.  All hand receipts and tickets are to be accounted for and shortages investigated.


G.
ERRORS AND CORRECTIONS.  Corrections to receipts should be made using a 300 form, indicating a correction to the receipt register.  Corrections may be necessary to correct student number, vendor number, department number, G/L number or OP code.  Receipt corrections are not to be used to correct journal entries.  Receipt corrections will be filed in numerical order at the SP/G Business Office.


H.
MAIL RECEIPTS.  All funds received via the mail must be issued prenumbered receipts (manual or machine) or logged on the Mail Money Log, Form AC 411.  The purpose of the mail money log is to document the initial receipt and to provide the necessary information for the cashier to properly record the receipt.  The person opening the mail and preparing the mail money log should include the date, his/her name, the amount received, from whom, mode of payment, identification number, and the department or general ledger numbers to record each receipt.  The cashier will count and reconcile the moneys listed on the mail money log.  The cashier will then issue a receipt(s) and file one copy of the mail money log with her/his deposit.  The person preparing the log should verify that a receipt has been received for all moneys turned in.  The receipt(s) should be attached to the copy of the mail money log and filed in the department.  If the receipt is mailed to the payor, a copy should be made and attached to the log.


I.
RECEIPTS COLLECTED BY OTHERS.  In a few cases, such as basketball games, plays, student field trips, court fines, library fines, locker rental, classroom breakage, etc., the responsibility for collecting moneys is delegated to personnel outside the Business Services area for various reasons, including convenience of students, internal control, and off-site collections.  All moneys are eventually forwarded to one of the business offices where receipts are issued and the moneys are deposited.  The business offices will issue prenumbered duplicate receipts to these areas.

IX. STUDENT RECORDS AND ADMISSIONS OFFICES

Applications for admission and requests for transcripts are processed through the campus Student Records Office or the Registrar's Office.

If an admission application or transcript request is made in person:


A.
The person making the request will take the completed application form or transcript request form from the Registrar or Student Records office to the Business Office to pay the applicable fee.


B.
The Business Office will prepare an "official cash receipt."  The original is given to the payor.  The receipt number and date paid are recorded on the application.

C.
The application or request form and attached receipt are returned to the Student Records or Registrar's Office by the individual as proof of payment.
For applications and transcript requests received by mail:

Applications are processed and student numbers are assigned at the Registrar's Office.  Each application fee collection will be receipted through Cashnet and validated.

X. OPEN CAMPUS

The Open Campus office processes all noncredit enrollment and off-campus credit enrollment.

The following procedures are used for noncredit enrollment:

Mail-in Registration


A.
An enrollment form is completed by the student and payment remitted to the Open Campus office.

B.
The enrollment form information is entered into the computer system including mode of payment.


C.
The computer system assigns a receipt number.


D.
At the end of each business day the Open Campus office forwards a detailed computer printout with moneys to the Business Offices for audit and deposit.

On-Campus Registration:


A.
Applicant obtains enrollment form from Open Campus and completes the form.


B.
The applicant takes the completed enrollment form to the Open Campus office with payment.

C.
The enrollment information is entered into the computer system including mode of payment.

D.
The student is given a copy of the enrollment form and a receipt for payment.

E.
At the end of each business day the Open Campus office receives a detailed computer printout of registrations from the Business Office.  The printout is checked and returned with moneys to the Business Office for audit and deposit.
On-Site Registration

If an Open Campus, non-credit class does not require pre-registration, mail in applications for enrollment are distributed to persons not yet enrolled.

For workshops and seminars, application for enrollment in a noncredit course may be made at the first class meeting.  An Open Campus representative will be at the first class meeting to process enrollment for anyone attending who has not enrolled.


A.
Student completes enrollment form and pays fees to Open Campus representative.

B.
The Open Campus representative records on the enrollment form the amount of the fee, mode of payment, date of payment, and his signature.

C.
One copy of the enrollment form is given to the applicant and a receipt for payment.

D.
The remaining part and moneys collected are turned over to Open Campus for registration into the computer system.

E.
At the end of each business day the Open Campus office receives a detailed computer printout of registration from the Business Office.  The printout is checked and returned with moneys to the Business Office for audit and deposit.
The following procedures are used for off-campus credit enrollment:


A.
An Open Campus representative collects all fees and registration forms at the off-campus registration site and issues a receipt for payment.

B.
The necessary registration forms and fees are taken to the Open Campus office which verifies that payments have been received for all registration forms and registers the student.

C.
The Open Campus office submits a copy of the registration form and payment to the campus Business Office.

D.
The campus Business Office validates the registration invoice and enters the payment into the accounting system.
XI. PROCEDURE FOR USING RECEIPT BOOK


A.
Acknowledge each payment by issuing a prenumbered receipt to the payor.

B.
Indicate on the receipt whether payment is cash, check, or a combination of both.

C.
If payment is made by check, cross-reference the receipt number on the check.

D.
The person writing the receipt should sign each receipt written.

E.
Issue original copy of the receipt to the payor and leave the carbon copy in the receipt book.

F.
If an error has been made in writing a receipt, write "VOID" across both copies of the receipt and leave both copies intact in the receipt book.  If a new receipt is issued to replace the void one, make reference to the new receipt on the voided receipt.  If a new receipt is not issued, write a brief explanation on the voided receipt as to why it was voided.

G.
Remit all collections to the campus Business Office daily.  Bring the prenumbered receipt book when funds are remitted to the Business Office.

H.
The campus Business Office will verify collections with the prenumbered receipt book and issue an official cash receipt or validated registration invoice for the moneys received.
XII. CHECK CASHING FUND

The college is authorized to maintain a check cashing fund in the maximum amount of $2,500 at each site having a Business Office.  Each day's check cashing amount will be limited to $500 per site.  Checks are to be cashed from this fund only.  The custodian of the fund should be someone other than the manager in charge of the site business office.


A.
Checks cashed for regular employees (employees in budgeted positions, not O.P.S. or student workers) shall be in the maximum amount of $50.  Personal checks shall be made payable to cash and endorsed by the employee.  Third party checks will be endorsed by the employee also.

B.
The maximum amount of checks to be cashed at each site is $500 daily.  All checks cashed will be deposited daily.  No check is to be held by the college.

C.
A check request made payable to the custodian of the check cashing fund will be completed and sent to the District Office for approval.  A copy of the deposit slip will be attached to the check request for verification of the amount.

D.
The check request will be entered into the system.

E.
After the check is prepared and signed, it will be sent via college mail to the named cashier.


F.
The cashier will be responsible for cashing the check.  This can be done by either going to the bank or endorsing the check and having the armored car service provide the transporting.

History:
Amended 5/3/83, 4/7/87, 10/9/90, 1/15/91.  Effective 1/22/91, 8/22/91.  Filed- 8/22/91. Effective- 8/22/91; 8/15/00.  Filed - 8/15/00.  Effective - 7/10/00; 5/21/01.  Filed – 5/21/01.  Effective – 5/21/01; 4/17/12.  Filed – 4/17/12.  Effective – 4/17/12.
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