SUBJECT:   Miscellaneous College Income 

PURPOSE: To establish procedures for handling miscellaneous College income by departments/entities other than the Cashier Office.

PROCEDURE

1. Definition

a.
Income includes any payment to the College.

b.
Income is normally in the form of cash, check, credit card, warrant, security, or other title document but, it may be in some other form of valuable consideration.

2.   Income Collection Site Requests

a. Before any college department/entity can begin collecting income outside the cashier’s office an Income Collection Site Request (Attachment A) must be submitted to the Cashier Supervisor for approval. The Income Collection Site Request provides the Cashier Supervisor with information regarding the income sources and locations, how the income will be safeguarded, the staff name responsible for the income (custodian), and certification that the staff responsible have read and will comply with the requirements of the miscellaneous college income procedure.  

b. The Cashier Supervisor will review the request.  A request for collecting income outside the cashier office is granted only when there is a documented plan for adequately safeguarding income.  

3.
  Invoice/Receipt Procedures 

a. A department/entity must issue a Datatel invoice for any transaction that generates college income.  When income is collected on site in payment of the invoice, the original and two copies of the invoice will all be marked paid.  The department/entity will retain the original, give a copy to the customer, and submit a copy to the cashier office with the collected income.

b. Checks received must be restrictively endorsed on the reverse side of the check using the official College endorsement stamp and the payer’s driver’s license and telephone number must be written on the face of the check.  

4. Depositing Procedures

a.  A deposit must be prepared by the custodian for the collected income and submitted to the campus cashier office on a daily basis.   
1. The custodian will provide a calculator tape with subtotals for each type of income being deposited (i.e., cash, check, credit card).  The income total must equal the total of the invoice(s) being submitted.

2. The custodian must submit a copy of the related Datatel invoice(s) with each deposit.  The custodian will provide a calculator tape for the total of the invoices.  The invoice total must equal the total of the income being deposited. 

3. Once the deposit is verified by the campus cashier and the custodian, the cashier will issue the custodian a Datatel receipt stamped paid. 

b. Deposits will be transmitted from the Cashier Office to the College depository bank by an armored transport service in accordance with the published schedule.

c. Deposits must not be mailed inter-office to the cashier office.  Deposits must be submitted to the campus cashier office.

d. Under no circumstances should income collected be used to finance departmental expenditures.  All income collected must be receipted and deposited

5.  Overages and Shortages in Deposits

Custodians will be held accountable for any income shortage or overage. Any discrepancy should be reported immediately to the Cashier Supervisor. The Cashier Supervisor will investigate all discrepancies and take action as necessary.

6.
Changes in Custodian 

When there is a change in custodian, a new Income Collection Site Request must be submitted to the Cashier Supervisor.  It is the responsibility of the outgoing custodian to prepare a deposit for any income collected while they were the custodian for that collection site. 

7.  Audits

Periodically the Cashier Supervisor and/or the Internal Audit Department may conduct unannounced audits to review the income handling operations.

