
A- Overview

Datatel new invoicing module is master plan initiative #1087 that was submitted to address the audit finding disclosed in the State Auditors’ report “TSPR” dated 11/27/02, page 276. This finding disclosed the following:

a- “Business Services has not implemented cash handling policies, procedures and controls for miscellaneous receipts collected and processed by departments outside the cashier’s office. Moreover, neither the cashier’s office nor Internal Audit has ever audited the cash handling procedures and controls of those departments outside the cashier’s office. ” 

b- “…there is no assurance that cash submitted to the cashier’s office for verification represents all the cash that should have been submitted.”

In their exhibit 6-9 (page 277) the State Auditors listed nine (9) areas handling cash outside the cashier’s office. ACC identified seventeen (17) additional areas handling cash outside the cashier’s office.

B- Resulting Findings

1- The cash transaction handled outside the cashier’s office is decentralized from the cashier’s office.

2- The staff members of the departments handling cash outside the cashier’s office are not trained to handle cash.

3- Few departments collecting cash outside the cashier’s office use part or all of the cash they collect to finance departmental expenditures.

4- The cash handled outside the cashier’s office is not properly reconciled with the departments’ revenue general ledgers.

5- The departments handling cash outside the cashier’s office issue their receivable invoices using a variety of stand alone software. These invoices are neither processed nor collected in a timely manner. In addition, these invoices are not locked to prevent inappropriate adjustments, modification, or cancellation.
C- Goals

1- Assure that the cash submitted to cashier’s office for verification, represents all the cash that should have been submitted.

2- Centralize the cash collection at the cashier’s office.

3- Improve the cash handling processes for the areas handling cash outside the cashier’s office.

4- Improve the documentation processes of the cash transactions handled outside the cashier’s office.

D- Outcomes

1- Develop a standard system for recording the cash transactions outside the cashier’s office.

2- Minimize the cost and the risks of the cash handling outside the cashier’s office.

3- Provide a standard aging receivable report.

E- Sample Invoice

[image: image1.emf]                                     Invoice   Mar 10 2005                                                             11:09AM                              Austin Community College         _____________________________________________________________________________ ___   | Vendor: 0854754 Rex Kwon Do          | Invoice # 003477900  Date: 03/04/05   |   | Ship to: Napoleon Dynamite           | Due Date: 04/03/05                    |   |          456 Elm St.                 |                                       |   |           Austin             TX 78710 |                                       |   | Reference:                           | Contact: Rex Kwon Do          223 - 1181|   |______________________________________|_______________________________________|   |_____________________ _________________________________________________________|   |     Description                | Quantity  |   Unit Price   |     Total      |   |________________________________|___________|________________|________________|   |  REX KWON DO -- TAXABLE SALES    |    1       |        500.00  |       500.00   |   |                                |           |                |                |                                                        Sub Total        500.00                                                         Sales Tax         35.00                                                        Grand Total        535.00     Please remit a copy of this invoice and your payment to:   ACC/SVC Cashier Office   9101 Tuscany Way   Austin, Texas 78754     Payment Details: The invoice numbe r must appear on all checks     Complete Information below for Credit Card payment   Credit Card # ________________________Expiration Date: _________     Authorized Credit Card Signature: ______________________________      


F- Sample Aging Receivables Report

[image: image2.emf]  Feb 22 2005                                        Miscellaneous AR Invoices                                                    1     Department: RKDO                                                              Current        0 - 30       31 - 60       61 - 90     O ver 90         Customer Name                   Invoice #          Balance        Days        Days        Days        Days        1  Austin Recreation               003461411           270.75        0.00        0.00      270.75        0.00                                                          ==========  ==========  ==========  ==========  ==========                                         Totals:             270.75        0.00        0.00      270.75        0.00                                         ______________ ____________________________________________________________          2  James Smith                     003461410           500.00        0.00      500.00        0.00        0.00                                                         ==========  ==========  == ========  ==========  ==========                                         Totals:             500.00        0.00      500.00        0.00        0.00                                         ________________________________________________________________________ __          3  Jane Doe                        003461412           150.00        0.00        0.00        0.00      150.00                                                         ==========  ==========  ==========  ==========  ==========                                          Totals:             150.00        0.00        0.00        0.00      150.00                                         __________________________________________________________________________          4  Napoleon Dynamite               003461319             71.45       71.45        0.00        0.00        0.00                                                         ==========  ==========  ==========  ==========  ==========                                         Totals:              71.45       71.45         0.00        0.00        0.00                                         __________________________________________________________________________                                               ________________________________________________________________________ __                                           Grand Totals:       992.20       71.45      500.00      270.75      150.00                                         __________________________________________________________________________      


G- Starting Setup
1- Fund 11 General ledger account.
2- Department ID.

3- Assign a minimum of two users per department.
H- Related links

1- Administrative Rule:

(1) AR#: 7.01.001.

(2) Subject: Controllership Function: Collection, Deposit, and Disbursement of College and Grant Funds.

(3) Board Policy: Based on Board policy G-1, College Budget.
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[image: image3.emf]                                     Invoice   Mar 10 2005                                                             11:09AM                              Austin Community College         _____________________________________________________________________________ ___   | Vendor: 0854754 Rex Kwon Do          | Invoice # 003477900  Date: 03/04/05   |   | Ship to: Napoleon Dynamite           | Due Date: 04/03/05                    |   |          456 Elm St.                 |                                       |   |           Austin             TX 78710 |                                       |   | Reference:                           | Contact: Rex Kwon Do          223 - 1181|   |______________________________________|_______________________________________|   |_____________________ _________________________________________________________|   |     Description                | Quantity  |   Unit Price   |     Total      |   |________________________________|___________|________________|________________|   |  REX KWON DO -- TAXABLE SALES    |    1       |        500.00  |       500.00   |   |                                |           |                |                |                                                        Sub Total        500.00                                                         Sales Tax         35.00                                                        Grand Total        535.00     Please remit a copy of this invoice and your payment to:   ACC/SVC Cashier Office   9101 Tuscany Way   Austin, Texas 78754     Payment Details: The invoice numbe r must appear on all checks     Complete Information below for Credit Card payment   Credit Card # ________________________Expiration Date: _________     Authorized Credit Card Signature: ______________________________      

[image: image4.emf]  Feb 22 2005                                        Miscellaneous AR Invoices                                                    1     Department: RKDO                                                              Current        0 - 30       31 - 60       61 - 90     O ver 90         Customer Name                   Invoice #          Balance        Days        Days        Days        Days        1  Austin Recreation               003461411           270.75        0.00        0.00      270.75        0.00                                                          ==========  ==========  ==========  ==========  ==========                                         Totals:             270.75        0.00        0.00      270.75        0.00                                         ______________ ____________________________________________________________          2  James Smith                     003461410           500.00        0.00      500.00        0.00        0.00                                                         ==========  ==========  == ========  ==========  ==========                                         Totals:             500.00        0.00      500.00        0.00        0.00                                         ________________________________________________________________________ __          3  Jane Doe                        003461412           150.00        0.00        0.00        0.00      150.00                                                         ==========  ==========  ==========  ==========  ==========                                          Totals:             150.00        0.00        0.00        0.00      150.00                                         __________________________________________________________________________          4  Napoleon Dynamite               003461319             71.45       71.45        0.00        0.00        0.00                                                         ==========  ==========  ==========  ==========  ==========                                         Totals:              71.45       71.45         0.00        0.00        0.00                                         __________________________________________________________________________                                               ________________________________________________________________________ __                                           Grand Totals:       992.20       71.45      500.00      270.75      150.00                                         __________________________________________________________________________      
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                                   Invoice


Mar 10 2005                                                             11:09AM


                           Austin Community College


________________________________________________________________________________


| Vendor: 0854754 Rex Kwon Do          | Invoice # 003477900  Date: 03/04/05   |


| Ship to: Napoleon Dynamite           | Due Date: 04/03/05                    |


|          456 Elm St.                 |                                       |


|          Austin             TX 78710 |                                       |


| Reference:                           | Contact: Rex Kwon Do          223-1181|


|______________________________________|_______________________________________|


|______________________________________________________________________________|


|     Description                | Quantity  |   Unit Price   |     Total      |


|________________________________|___________|________________|________________|


|  REX KWON DO--TAXABLE SALES    |   1       |        500.00  |       500.00   |


|                                |           |                |                |


                                                     Sub Total        500.00


                                                     Sales Tax         35.00


                                                   Grand Total        535.00


Please remit a copy of this invoice and your payment to:


ACC/SVC Cashier Office


9101 Tuscany Way


Austin, Texas 78754


Payment Details: The invoice number must appear on all checks


Complete Information below for Credit Card payment


Credit Card # ________________________Expiration Date: _________


Authorized Credit Card Signature: ______________________________
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Department: RKDO


                                                         Current        0-30       31-60       61-90     Over 90


      Customer Name                   Invoice #          Balance        Days        Days        Days        Days


   1  Austin Recreation               003461411           270.75        0.00        0.00      270.75        0.00


                                                      ==========  ==========  ==========  ==========  ==========


                                      Totals:             270.75        0.00        0.00      270.75        0.00


                                      __________________________________________________________________________


   2  James Smith                     003461410           500.00        0.00      500.00        0.00        0.00


                                                      ==========  ==========  ==========  ==========  ==========


                                      Totals:             500.00        0.00      500.00        0.00        0.00


                                      __________________________________________________________________________


   3  Jane Doe                        003461412           150.00        0.00        0.00        0.00      150.00


                                                      ==========  ==========  ==========  ==========  ==========


                                      Totals:             150.00        0.00        0.00        0.00      150.00


                                      __________________________________________________________________________


   4  Napoleon Dynamite               003461319            71.45       71.45        0.00        0.00        0.00


                                                      ==========  ==========  ==========  ==========  ==========


                                      Totals:              71.45       71.45        0.00        0.00        0.00


                                      __________________________________________________________________________


                                      __________________________________________________________________________


                                      Grand Totals:       992.20       71.45      500.00      270.75      150.00


                                      __________________________________________________________________________



