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101   Financial Operations
101.1  Overview
The Vice President for Finance, as the university’s chief financial officer, together with the assistance of his staff, is responsible for preparing financial reports for appropriate institutional officials, board officers, and outside agencies.  Written monthly operating reports are provided to the University president, the Board of Trustees Finance Committee, and the full Board of Trustees.  The Vice President for Finance together with NSU management is responsible for preparing the University’s annual audited financial statements which are certified by an independent Certified Public Accountant firm.
Monthly reports are also produced for academic deans and administrative department heads for the purpose of reviewing the accuracy and propriety of revenue and expense transactions made to their accounts.  These reports show monthly and year-to-date revenues, expenditures, and net revenues by account.  Additionally, they present the original annual budget and revised budgets for these accounts.

The Vice President for Finance oversees the following departments:


Budget Administration


Risk Management


Treasury Operations


Controller’s Office



Accounts Payable



Fixed Assets



Contract and Grant Accounting



Payroll



Taxation and Special Funds Reporting



Financial Reporting/General Accounting/Auditing

101.2  Responsibilities of Financial Operations

The primary responsibilities of Financial Operations consist of :


General Ledger


Budgeting


Cash and Investment Management


Asset Management


Grants and Contracts Administration


Cash Receipts

Cash Disbursements
Accounts Payable


Payroll


Financial Statement Processing


External Reporting of Financial Information


Bank Reconciliations

Reconciliation of Sub-Ledgers


Compliance with Government Reporting Requirements


Annual Audit


Leases


Insurance

101.3  Organization Chart
Financial Operation’s organization chart follows:
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102   General Ledger and Chart of Accounts

102.1   Introduction

The general ledger is defined as a group of accounts that supports the information shown in the major financial statements.  The general ledger is used to accumulate all financial transactions of Nova Southeastern University, Inc. (the “university”), and is supported by a subsidiary ledgers that provide details for certain accounts in the general ledger.  The general ledger is the foundation for the accumulation of data and reports.

NSU uses the Banner Software System to record accounting transactions.  Banner provides for separate, self-balancing sets of accounts in accordance with generally accepted accounting principles and procedures for colleges and universities.  The accounting system was purchased from SunGard SCT. 

102.2     Policy
NSU’s policy is to establish a chart of accounts which accumulates all financial transactions of the university.  The chart of accounts includes fund/account codes for general ledger activity and organization/account codes for subsidiary ledger entries.

102.3   Chart of Accounts

The chart of accounts is the framework for the general ledger system, and therefore the basis for NSU’s accounting system.  The chart of accounts consists of account titles and account numbers assigned to the titles.  General ledger accounts are used to accumulate transactions and the impact of these transactions on each asset, liability, net asset, revenue, expense and gain and loss.

NSU’s chart of accounts is comprised of six types of accounts: 

1. Assets

2. Liabilities

3. Net Assets

4. Revenues

5. Expenses

6. Gains and Losses

102.4     Distribution of Chart of Accounts

All NSU employees involved with account coding responsibilities or budgetary responsibilities will be issued a current chart of accounts.  On a monthly basis, as the chart of accounts is revised, an updated copy is distributed to these individuals.

102.5    Control of Chart of Accounts

NSU’s chart of accounts is monitored and controlled by the University Budget Director.  Responsibilities include the handling of all account maintenance, such as additions and deletions.  Any additions or deletions of accounts should be approved by the University Controller, who 

ensures that the chart of accounts is consistent with the organizational structure of NSU and meets the needs of each division and department.

102.6    Fund Format – General Ledger

Each six digit general ledger fund account always starts with zero and is followed by five digits which identify the ledger’s purpose.

General ledger funds consist of:

0-1XXXX
Current Unrestricted Funds (Education & General)

0-2XXXX
Current Unrestricted Funds (Auxiliary Enterprises)

0-3XXXX
Current Restricted Funds

0-4XXXX
Loan Funds

0-5XXXX
Endowment Funds

0-6XXXX
Annuity & Life Income

0-7XXXX
Plant Funds

0-8XXXX
Library Funds

0-9XXXX
Agency Funds

102.7   Account Code Structure for General Ledger

For the general ledger, there are four digit account codes which identify specific assets, liabilities, and net assets.

The general ledger codes follow this pattern:

1XXXX
Assets



0XXX
Cash (Interfund)



11XX
Cash (Non Interfund)



12XX
Investments



13XX
Receivables



14XX
Loans



15XX
Inventories



16XX
Prepaid and Clearing



17XX
Fixed Assets

2XXXX
Liabilities



21XX
Accounts Payable



22XX
Payroll-Related Payables



24XX
Accruals



26XX
Long Term Debt

3XXXX
Fund Balance

9XXXX
Controls



91XX
Current Budgets



92XX
Future Budgets



93XX
Actual YTD



95XX
Prior Year Accruals

A complete list of account codes is available by generating Banner’s Account Hierarchy Report, FGRACTH.  The report also shows how codes are grouped and totaled for various reporting purposes. 

102.8     Organization Format – Subsidiary Ledger

The subsidiary ledger records actual revenue and expenditures, budgets, and commitments.  The subsidiary ledger is structured as follows:

1-XXXXX
Current Unrestricted

2-XXXXX
Current Unrestricted Auxiliaries

3-XXXXX
Grants and Contracts



3-31XXX
Federal



3-32XXX
Other Government



3-33XXX
Private



3-36XXX
Gifts



3-38XXX
Endowment Income

7-70XXX
Plant – Unexpended

7-73XXX
Plant – Renewal and Replacement

7-76XXX
Plant – Debt Service

7-77XXX
Plant – Investment

8-8XXXX
Library

9-9XXXX
Agency Funds

102.9    Account Code Structure for Subsidiary Ledger – Income & Expense

Account codes are used for income or expenses and permit sorting for various purposes.  The format is as follows:

0XXX  Income

01XX
Tuition and Fees


03XX
Gifts and Grants Revenue


04XX
Investment Income


06XX
Educational Activities Income


07XX
Auxiliary Services Income


08XX
Interdepartmental Income


09XX
Miscellaneous Income

XXXX  Expense


1XXX
Salaries Expense


2XXX
Fringe Benefit Expense


3XXX
Supplies and Purchased Services


4XXX
Travel and Entertainment Expense


5XXX
Minor Equipment Expense


6XXX
Resale Purchases


7XXX
Transfers and Debt Service


8XXX
Student Aid Expense


9XXX
Capital Expense and Other

A complete list of account codes is available by generating Banner’s Account Hierarchy Report, FGRACTH.  The report also shows how codes are grouped and totaled for various reporting purposes.  An income and expense code directory with explanations for each is available on the web at http://www.nova.edu/cwis/fop/budget/codes.html
102.10     Fiscal Year of Organization

NSU’s fiscal year begins July1 and ends June 30.  Any changes to the fiscal year of the organization must be ratified by majority votes of NSU’s Board of Directors.

102.11     Accounting Estimates

NSU utilizes numerous estimates in the preparation of its interim and annual financial 

statements. Some of those estimates include:

1.    Useful lives of property and equipment

2.    Adequacy of receivables and promises to give

3.    Fair market values of investments

4.    Fair market values of donated assets

5.     Values of contributed services

6.     Allocations of income between contribution income and exchange transactions

7.     Joint cost allocations

8.     Allocations of certain indirect costs

9.     Allocations of time/salaries

It is NSU’s policy that all such estimates shall be reassessed, reviewed, and approved by the University Controller on an annual basis.  Documentation shall be maintained supporting all key conclusions, bases, and other elements associated with each accounting estimate.  All material estimates, and changes in estimates from one year to the next, shall be disclosed to the Organization’s Finance Committee, the Audit Committee, and NSU’s external audit firm.

102.12   Journal Entries

All general ledgers entries that do not originate from a subsidiary ledger shall be supported by journal vouchers or other documentation, which shall include a reasonable explanation of each such entry.  Examples of such journal entries include:

1.     Recording of non-cash transactions

2.     Corrections of posting errors

3.     Non-recurring accruals of income and expenses

Certain journal entries, called recurring journal entries, may occur in every accounting period, quarterly, or annually.  These entries may include, but are not limited to:


1.     Depreciation of fixed assets

2.    Amortization of prepaid expenses

3.    Accretion of discounts on promises to give

4.    Accruals of recurring expenses  

5.    Amortization of deferred revenue

Support for recurring journal entries shall be in the form of a schedule associated with the underlying asset or liability account or, in the case of short-term recurring journal entries or immaterial items, in the form of a journal voucher.

It is the policy of NSU that all journal entries not originating from subsidiary ledgers shall be authorized in writing by the University Controller by initialing or signing the entries.

103   Revenue

103.1    Revenue Recognition Policies

NSU receives revenue from several types of transactions.  Revenue for each of these types is recognized in the financial statements in the following manner:

1. Tuition and Fees

The tuition and fees category includes all tuition and fees assessed for educational purposes. Tuition and fees revenue is recognized on the accrual basis, that is, as the revenue is earned by the institution.  

A special situation arises at fiscal year end, June 30, because tuition and fees for certain programs are assessed for an academic term that encompasses more than one fiscal year. In this instance, NSU apportions revenue on a pro-rata-basis using the class dates of each course. 

Tuition and fees are reported net of exchange transactions, such as discounts or scholarship allowances. Unearned student tuition and fees relating to future instructional periods are recorded as current deferred revenue.   

2. Contributions

Contributions are recognized as revenue when received, unless accompanied by restrictions or conditions. Unconditional contributions are recorded as unrestricted support. Unconditional contributions with donor-imposed stipulations are reported as temporarily restricted and reclassified to unrestricted assets when conditions are satisfied. Contributed assets to be maintained in perpetuity are classified as permanently restricted. Income from permanently restricted assets is classified according to the terms of the contribution.

Conditional pledges are not recognized until the conditions are met. Contributions to be received more than on year in the future are discounted based on the expected date of receipt. Amortization of the discount is recorded as contribution revenue and used in accordance with donor-imposed stipulations, if any. Please refer to Section 104 Contributions for additional discussion and disclosures on contributions. 

3. Government Grants

Government grants includes all amounts received or made available by grants, contracts, and cooperative agreements from government agencies that are not considered to be contributions. Revenue from grants is recognized as expenses when incurred. Grant revenue received and expended within the same fiscal year is included as temporarily restricted revenue and net assets released from restrictions in the Statement of Activities.

4. Auxiliary Operations

Auxiliary operations exists predominantly to furnish goods or services to students, faculty, or staff.  Auxiliary operations include residence halls, food services, intercollegiate athletics, college unions, and college stores.  Revenues are recognized 

when earned, and expenses are recognized when incurred.  Revenue is considered earned as expenses are incurred.

5. Interest and Dividends

Revenue is recognized when cash is received.

6. Loan Program Income

NSU created a loan program through the establishment of an Eligible Lender Trust (ELT). The ELT is an eligible lender under the Higher Education Act and originates federally guaranteed student loans on behalf of NSU to its graduate Stafford Loan borrowers. Proceeds to fund the loans are received pursuant to a loan origination agreement with a financial institution. NSU receives income on the sale of the loans to the purchaser, an affiliate of the financial institution,

7. Educational Activities

Educational activity revenue is income received from the university’s medical clinics, including Medicare and Medicaid payments, client fees and insurance payments.  Revenue is recognized when services are performed.

8. Net Unrealized Gain (Loss) On Securities

Net unrealized gain or loss represents the difference between the cost basis of the securities and the market value on the statement date, either quarterly or at fiscal year end.

9. Net Realized Gain (Loss) On Securities

Realized gain and losses are recognized when an exchange takes place.  The specific identification method is used in computing the realized gain or loss on sale of securities.

10. Realized Gain (Loss) On Sale Of Property

Recognition of gain or loss is realized when all services that need to be performed by the sell are made.

11. Other

All other income not categorized above is reported as other income. This includes rental income, such as rent of physical facilities, and consulting services.

104   Contributions

104.1 Definitions

The following definitions shall apply with respect to the policies described in this section:

Contribution – An unconditional transfer of cash or other assets to NSU, or a settlement or cancellation of NSU’s liabilities, in a voluntary nonreciprocal transfer by another entity acting other than as an owner.

Condition – A donor-imposed stipulation that specifies a future and uncertain event whose occurrence or failure to occur gives the promisor a right of return of the assets it has transferred to NSU or releases the promisor from its obligation to transfer the asset.

Restriction – A donor-imposed stipulation that specifies a use for the contributed asset that is either limited to a specific future time period or is more specific than the broad limits resulting from the nature of NSU, the environment in which it operates, and the purposes specified in NSU’s articles of incorporation and bylaws.  Restrictions of NSU’s use of an asset may be temporary or permanent.

Promise to Give – A written or oral agreement to contribute cash or other assets to NSU.

Exchange Transaction – A reciprocal transaction in which NSU and another entity or person each receive and sacrifice something of approximately equal value.

104.2 Distinguishing Contributions from Exchange Transactions
NSU receives income in the form of contributions, revenue from exchange transactions, and income from activities with characteristics of both contributions and exchange transactions.  NSU considers the following criteria, and any other relevant factors, in determining whether income will be accounted for as contribution income, exchange transaction revenue, or both:

1. NSU’s intent in soliciting the asset, as stated in the accompanying materials;

2. The expressed intent of the entity or person providing resources to NSU (i.e. does the resource provider state its intent is to support NSU’s programs or that it anticipates specified benefits in exchange);

3. Whether the method of delivery of the asset is specified by the resource provider (exchange transactions) or is at the discretion of NSU (contribution);

4. Whether payment received by NSU is determined by the resource provider (contribution) or is equal to the value of the assets/services provided by NSU, or the cost of those assets plus a markup (exchange transaction);

5. Whether there are provisions for penalties (due to nonperformance) beyond the amount of payment (exchange transaction) or whether penalties are limited to the delivery of assets already produced and return of unspent funds (contribution); and

6. Whether assets are to be delivered by NSU to individuals or organizations other than the resource provider (contribution) or whether they are delivered directly to the resource provider or to individuals or organizations closely connected to the resource provider.

104.3 Accounting for Contributions

NSU recognizes contribution income in the period in which NSU receives restricted or unrestricted assets in nonreciprocal transfers, or unconditional promises of future nonreciprocal asset transfers, from donors.  Contribution income shall be classified as increases in unrestricted, temporarily restricted, or permanently restricted net assets based on the existence or absence of such restrictions.

Unconditional promises to give shall be recorded as assets and increases in temporarily restricted net assets (contribution income) of NSU in the period that NSU receives evidence that a promise to support the university has been made.  Unconditional promises to give that are to be collected within one year shall be recorded at their face value, less any reserve for uncollectible promises, as estimated by management.  

Unconditional promises to give that are collectible over time periods in excess of one year shall be recorded at their discounted net present value.  Accretion of discount on such promises to give shall be recorded as contribution income in each period leading up to the due date of the promise to give.  The interest rate that shall be used in calculating net present values of unconditional promises to give is the risk-free rate of return, compiled based on an average of rates applicable to the current year.

When the final time or use restriction associated with a contributed asset has been met, a reclassification between temporarily restricted and unrestricted net assets is recorded.

When support in the form of volunteer labor is received, NSU shall record contribution income and assets or expenses, if one of the following two criteria is met:

1. The contributed service creates or enhances a non-financial asset (such as a building or equipment), or

2. The contributed service possesses all three of the following characteristics:

a. It is the type of service that would typically need to be purchased by NSU, if it had not been contributed,

b. It requires specialized skills (i.e. formal training in a trade or profession), and

c. It is provided by an individual possessing those specialized skills.

Contributed services that meet either one of the two preceding criteria shall be recorded at the fair market value of the service rendered.

Contributions of non-cash assets (artifacts, food, clothing, etc.) shall be recorded at fair market value as of the date of the gift.  The value assigned to such non-cash assets shall be determined by NSU’s Director of Institutional Advancement.  Values provided by donors shall be considered in establishing these valuations, however, the final value used for accounting purposes shall be the value determined by NSU.  Further, it is the policy of NSU not to certify any valuation of non-cash assets provided by donors.

104.4 Receipts and Disclosures

NSU and its donors are subject to certain disclosure and reporting requirements imposed under the Internal Revenue Code and the underlying Regulations.  To comply with those rules, NSU shall adhere to the following guidelines with respect to contributions received by the university.

For any separate contribution received by NSU, it shall provide a receipt to the donor.  The receipt shall be prepared by the Office of Institutional Advancement.  All receipts prepared by NSU shall include the following information:

1. The amount of cash received and/or a description of any non-cash property received;

2. A statement of whether NSU provided any goods or services to the donor in consideration, in whole or in part, for any of the cash or property received from the donor, and

3. If any goods or services were provided to the donor by NSU, a description and good faith estimate of the value of those goods or services.

104.5 Disclosures of Promises to Give

As stated earlier, NSU shall record an asset and an increase in net assets for unconditional promises to give.  In addition, in connection with its annual financial statements, NSU shall prepare a schedule of unconditional promises to give that discloses the annual amounts to be collected in each of the next five years, and a total amount due thereafter, less the amount representing interest as a result of discounting long-term promises to give to net present value.

In connection with conditional promises to give, which shall not be recorded on the financial statements, NSU shall nonetheless prepare a similar schedule of future payments for disclosure in the university’s annual financial statements.

104.6 Gift Acceptance Policy

NSU shall accept charitable contributions of all types of assets from any type of donor, with the following exceptions:

1. Contributions of non-liquid assets or assets possessing legal or other characteristics rendering the asset difficult to sell or convert to liquid assets, as determined by the Director of Institutional Advancement;

2. Contributions with donor-imposed restrictions that provide excessive control to the donor over future uses of the donated asset(s), as determined by the Director of Institutional Advancement;

3. Contributions with donor-imposed restrictions that violate or involve uses that go beyond the university’s current mission statement and tax-exempt purposes, as determined by the Director of Institutional Advancement; and

4. Contributions from donors involved in businesses or activities that are deemed inconsistent with NSU’s mission.

105   Accounts Payable Management
105.1 Overview
NSU strives to maintain efficient business practices and good cost control.  The accounts payable function assists in accomplishing this goal through processing invoices and making payment for authorized transactions. 

The recording of assets or expenses and the related liability is performed by an employee independent of ordering and receiving.  The amounts recorded are based on the vendor invoice for the related goods or services.  The vendor invoice is supported by an approved purchase order where necessary, and is reviewed and approved by a center/department head prior to being processed for payment.  Invoices and related general ledger account distribution account codes are reviewed prior to posting to the subsidiary system.

105.2 Policy
NSU policy related to processing and payment of invoices requires that:  

· The vendor master file be maintained and updated on a regular basis.

· Only original invoices will be accepted for payment.

· Disbursements be properly authorized.

· Invoices be processed in a timely manner.

· Duplicate payments be avoided.

· Vendor credit terms and operating cash be managed for maximum benefits.

105.3 Vendor Master File
NSU academic and administrative departments are responsible for obtaining appropriate documentation to establish new vendors.  When payment is submitted for a new vendor or  person, the department will forward the appropriate documentation to Accounts Payable for processing.  Accounts Payable personnel will check to see that the following information is provided:

· Completed IRS Form-1099 for domestic payments.

· Completed IRS Form-W-8-Ben for foreign payments.

· Vendor’s legal name and any DBA name(s)

· Street Address

· Telephone Number

·  Fax number, if applicable

· Contact name.

When the preceding information is not complete, all paperwork will be returned to the originator for completion.

On an annual basis, vendors that have not been utilized over the preceding [24-month] period will be frozen in Banner.  In addition, on an ongoing basis, the Manager of Accounts Payable should perform the following procedures:

· Cross-check vendors for matching street or P.O. Box addresses.

· Review payment histories for signs of repeat invoice numbers or other signs of duplicate payments.

105.4 Verification of New Vendors
NSU performs additional procedures on a random basis to validate the legitimacy of new vendors that will be paid one-time or when the payment exceeds $100,000.  For such vendors, the Accounts Payable Manager will perform a limited public records search and shall contact the vendor to validate the vendor’s existence.

105.5 Receipt and Recording of Payment Requests

Invoices with a value of $200 or must be approved by the Budget Office prior to processing by accounts payable. All invoices received by accounts payable, including those under $200  will be date stamped with the date of receipt.  The accounts payable clerk forwards all documentation to the Manager of Accounts Payable for review and approval. The Manager distributes invoices to appropriate personnel for processing.

All accounts payable transactions must be supported by adequate documentation that explains the nature and purpose of the expense. Accounts payable transactions are processed for payment on the next check run, unless a future date is specified. Information is entered into the accounts payable Banner module from approved invoices or disbursement vouchers with appropriate documentation attached.

When the original invoice is not available, a duplicate copy may be submitted to process the payment. The duplicate copy must be approved by the Accounts Payable Manager and verification must be made that the invoice has not been paid previously. Vendor statements shall not be used to support payments.

Vendor invoices that are received, approved and supported with proper documentation by the last business day of each month will be recorded as an accounts payable liability at the end of that month, providing the invoice pertains to goods and services delivered by month-end.

105.6 Independent Contractor Agreements

Goods and services performed by independent contractors under non-grant agreements up to $10,000 should be processed using the Independent Contractor Agreement form located on accounts payable’s website at :

http://www.nova.edu/cwis/fop/accntpay/forms/independent_contractor_agreement.xls
Non-grant agreements in excess of $10,000 must be submitted to NSU’s Vice President for Legal Affairs for review prior to execution. For independent contractor services under grant and contract agreements, a consultant agreement available from the Office of Grants and Contracts (OGC) must be completed and signed by appropriate parties. This form can be downloaded from OGC’s website under Independent Consultant Agreement at: 
http://www.nova.edu/ogc/forms.html.

Independent Contractor Agreements processed by accounts payable are forwarded to the payroll office to determine whether the payee is a university employee. Agreements for personnel that are on the university’s payroll are returned to the originating department. They must submit the payment request to the payroll office for processing through NSU’s Banner payroll system. Payment requests for individuals not on the payroll are handled by accounts payable.  

105.7 Processing of Invoices
The accounts payable clerk should perform the following steps to process invoices for payment:  

· Check the mathematical accuracy of each vendor invoice

· Compare the nature, quantity and prices of all items ordered per the vendor invoice to the purchase order, if applicable.

· Verify the general ledger distribution, using the university’s current chart of accounts.

· Verify the approval of the center/department head (or their designee) associated with the goods or services purchased.  Approvals shall be documented with initials or signatures of the approving individual.

105.8 Vendor Discounts
To the extent practical, NSU shall take advantage of all prompt payment discounts offered by vendors.  When availability of such discounts is noted, and all required documentation in support of payment is available, payments will be scheduled so as to take full advantage of the discounts.

105.9 Processing Checks/ACH Payments

Checks and ACH payments are processed on a daily basis using positive pay. All checks greater than $24,999 require two signatures. Vendor payments are processed on Monday, Wednesday and Friday and people payments on Tuesday and Thursday. After processing  the check run, the Accounts Payable System Coordinator performs the following steps:

· Forwards printed checks over $ 25,000 to the Accounts Payable Manager for review and approval. Then, approved checks are given to authorized check signers for signature. 

· Sends the approved check run to SunTrust Bank via online transmission.

· Reconciles the disbursement report provided to the bank to the bank’s mismatched and rejected items. All imbalances are investigated.

 Prior to mailing each check and transmitting the ACH Payment run to SunTrust Bank, an Accounting Assistant matches the vendor name and the amount on the check (or ACH print run), to supporting documentation for each payment. Supporting invoices and a copy of the check are stamped for proof of payment. 

105.10 Manual Checks

The following procedures apply to the issuance of manual checks.

· The Manager of Accounts Payable approves manual checks.

· The Accounts Payable Systems Coordinator notifies SunTrust Bank of each check issued, providing check number, date, payee, and amount.

· The Accounts Payable Systems Coordinator enters each check’s data in the Banner Accounts Payable System.

105.11 Voided Checks

Checks issued by the university that need to be voided must be approved by the Accounts Payable Manager. The Accounts Payable Systems Coordinator provides SunTrust Bank with data on each void, including check number, date, payee, and amount.

105.12 Unclaimed Property

NSU complies with the State of Florida laws regarding unclaimed property.  Accordingly, if uncashed checks are subject to state reporting and transfer requirement, the university will file timely all appropriate forms and remit unclaimed property to the appropriate jurisdiction.

105.13   Electronic (E-Drives)
Payments to certain university vendors with multiple monthly invoices are processed on electronic (E-drives) to reduce the volume of payments entered in the Banner accounts payable system. Charges to the user department for each invoice are credited to a clearing account periodically, during the month. Checks are issued debiting the clearing account on the next business day following recording of activity. The number of checks issued to a vendor is based on the monthly volume of activity. 

105.14 Reconciliation of A/P Subsidiary Ledger to General Ledger
On a monthly basis, amounts due to vendors per the accounts payable subsidiary ledger are reconciled to the total per the accounts payable general ledger account (control account).  All differences are investigated and adjustments are made as necessary.  The reconciliation and the results of the investigation of differences are reviewed and approved by the university controller.

105.15 Additional Accounts Payable Operating Procedures
Please click the icon below to access additional accounts payable operating procedures for the accounts payable department. Topics discussed include:


People and Vendor Payments


Rush Payments


Utility Payments


Car Leases


Apartment Leases


Building (classroom) Leases


DME’s


Construction


Fixed Assets


Vendor/People Payment Maintenance


Senior Accounts Payable Systems Coordinator



Unclaimed Property



Outstanding Airfares



SunTrust Visa Cards (Corporate)


Accounts Payable Systems Coordinator



Check Runs



SunTrust Online Treasury



Manual Checks



Voided Checks



E Drives


Records Coordinator


Accounting Assistants


[image: image3.emf]Additional Accounts  Payable Operating Procedures


106   Travel Policy

106.1 Overview

Nova Southeastern University recognizes that, for many employees, travel expenses are incurred in order to further the mission of the university. By setting forth the requirements necessary for obtaining approvals and reimbursement of these expenses, the university endeavors to assist its travelers.

106.2 Policy
University policy reimburses employees for those ordinary and necessary expenses incurred while traveling on official university business. Employees will utilize the most economical means to travel consistent with the nature of the trip.

106.3 Travel Expense Reports
The university uses an Internal Revenue Service “Accountable Plan” for reimbursement of actual travel expenses. Reimbursements for travel expenses, business meals, or other approved costs will be made only upon the receipt of a properly approved and completed travel expense report.  

The maximum actual daily limit for meals is limited to $50 per day. All expenses incurred within this limit require detailed itemized receipts. The full text of NSU’s Travel Policy can viewed at http://www.nova.edu/cwis/hrd/emphanbk/travel.html
107   Cash Disbursements (Check-Writing) Policies
107.1 Policy

NSU’s policy is to print vendor checks and expense reimbursement checks on a daily basis.  Checks shall be prepared by persons independent of those who initiate or approve expenditures, as well as those who are authorized check signers. NSU policy requires that each check shall be signed by an individual other than the one who approved the transaction for payment.

107.2 Check Preparation
All vendor and expense reimbursement checks shall be produced in accordance with the following guidelines:

1. Expenditures must be supported in conformity with the purchasing, accounts payable, and travel and business entertainment policies described in this manual.

2. Timing of disbursements should generally be made to take advantage of all early-payment discounts offered by vendors.

3. Generally, all vendors should be paid by the corresponding due date shown on the invoice after delivery of the requested goods or services.

4. Total cash requirements associated with each check run is monitored in conjunction with available cash balance in bank prior to the release of any checks.

5. All supporting documentation is attached to the corresponding check prior to forwarding the entire package to an authorized check signer.

6. Checks shall be utilized in numerical order (unused checks are stored in a locked safe in the accounts payable department).

7. Checks will never be made payable to “bearer” or “cash”.

8. Checks will never be signed prior to being prepared.

9. Upon the presentation of a check, vendor invoices and other supporting documentation will immediately be canceled in order to prevent subsequent reuse.

107.3 Check Signing

Checks of less than $10,000 require a single signature.  Checks of $10,000 or more require two signatures.  No checks will be signed prior to the check being completed in its entirety (no signing of blank checks).

Check signers should examine all original supporting documentation to ensure that each item has been properly reviewed prior to signing a check.  Checks should not be signed, if supporting documentation is missing or there are any questions about the disbursement.

107.4 Use of Positive Pay System

NSU utilizes a “Positive Pay” system with its financial institution, SunTrust Bank, for all checks drawn on the accounts payable account.  Under this Positive Pay system, the Accounts Payable Department (APD) electronically transmits to the financial institution a list of check numbers, amounts, and vendors in connection with each check run.  The financial institution then notifies the APD, if any check is presented for payment that does not match the three characteristics for valid checks. 

107.5 Mailing of Checks

Checks are returned to the accounts payable individual who prepared them for signature.  This person then forwards these checks immediately to the mailroom.  Checks are not mailed by or returned to individuals who authorize expenditures.

107.6 Voided Checks and Stop Payments

Checks may be voided due to processing errors by making proper notations in the check register and defacing the check by clearly marking it as “VOID”.  All voided checks shall be retained to aid in preparation of bank reconciliation.

Stop payment orders are made for checks lost in the mail or other valid reasons.  Stop payments are communicated electronically to the bank by the Assistant Accounts Payable Manager and/or an accounts payable person with this authority.  Either employee records the stop payment in the banner system to void the transaction.

107.7 Record-Keeping Associated with Independent Contractors

NSU shall obtain a completed IRS FORM-1099 or W8-BEN accompanied with a signed Independent Contractor Agreement.  A record shall be maintained of all vendors to whom an IRS Form-1099 is required to be issued at year end.  Payments to such vendors shall be accumulated over the course of a calendar year.

108   Petty Cash
108.1 Policy

It is the policy of NSU to use petty cash for small purchases. NSU provides imprest funds (for minor office expenditures, not for travel or employee advances). Accounts Payable replenishes these funds up to its authorized balance. 

108.2 Opening a Petty Cash Fund Account
Departments that need a petty cash fund to support operations must provide accounts payable with justification for the account and designate an employee as custodian of the monies. Subsequent to opening an account, departments may request an increase or decrease of their fund, providing the reason for the change.

All disbursements from the petty cash fund must be accompanied by a completed and approved petty cash voucher.  Receipts are required for all disbursements from petty cash.  It is the responsibility of the petty cash custodian to ensure that the petty cash fund is locked at all times.

108.3 Replenishing a Petty Cash Fund
It is suggested that custodians replenish petty cash funds when approximately fifty per cent of the funds have been expended. However, at fiscal year end, custodians should replenish funds within two weeks of the close of each fiscal year, to ensure expenditures are recorded in the proper fiscal year. Custodians and department heads periodically need to review the frequency of replenishments to determine whether a fund needs to be increased, decreased, or closed. 

108.4 Closing a Petty Cash Fund
Reconciliation of petty cash funds must be made whenever the current custodian is no longer responsible for the funds for whatever reason. If the department’s need for the fund still exists, a new custodian must be designated. 

When a petty cash fund is being closed, all outstanding receipts need to be forwarded to accounts payable to be booked and any unused funds must be forwarded to the cashier in the Bursar’s Office. Accounts payable is not permitted to accept cash.
 Forms and more detailed procedures to open, replenish, and close petty cash funds are provided at accounts payable’s web site at http://www.nova.edu/cwis/fop/accntpay/forms.html.

109   Credit Cards

109.1 Policy

It is the policy of the university to issue a corporate credit card to all employees who frequently travel on university business.

109.2 Issuance of Corporate Credit Cards

NSU employees who travel frequently on university business may request a corporate credit card by contacting the Business Services Department.  Cardholders are required to sign a statement acknowledging that the card shall be used exclusively for legitimate university-related business purposes and that the cardholder agrees to take reasonable precautions to protect the card from loss or theft by storing it in a secure location.  Upon approval from the credit card company, a card will be issued bearing the names of both the individual and NSU.

109.3 Cardholder Responsibilities

Every month, each cardholder will receive a statement detailing the current month’s expenditures. The cardholder is expected to review this statement timely. Any fraudulent or other unauthorized charges should be immediately reported to the credit card company and the manager of accounts payable.

Employees must pay each statement in full monthly to the credit card company.  Any unpaid balance that is carried forward to the next billing cycle will be assessed a late fee.  Cardholders, not the University, are responsible for this fee.

Cardholders should report the loss or theft of a corporate credit card immediately by notifying the credit card company, as well as, the Business Services Department. Cardholders are reimbursed for expenses by submitting a properly completed Travel Expense Report to the Accounts Payable Department.  
109.4 Revocation of Corporate Credit Cards

Employees that fail to comply with any of the policies related to the University’s corporate credit cards shall be subject to revocation of credit card privilege. The Director of Business Services determines whether credit cards should be revoked.

110   Payroll and Related Policies

110.1 Classification of Workers as Independent Contractors or Employees

It is the policy of NSU to consider all relevant facts and circumstances regarding the relationship between NSU and the individual in making determinations about the classification of workers as independent contractors or employees.  This determination is based on the degree of control and independence associated with the relationship between NSU and the individual.  Facts that provide evidence of the degree of control and independence fall into three categories:

1. Behavioral control

2. Financial control

3. The type of relationship of the parties

Facts associated with each of these categories that will be considered by NSU in making employee/contractor determinations shall include:

1. Behavioral control:

a. Instructions given by NSU to the worker that indicate control over the worker (suggesting an employee relationship), such as:

(1) When and where to work

(2) What tools or equipment to use

(3) What workers to hire or assist with the work

(4) Where to purchase supplies and services

(5) What work must be performed by a specified individual

(6) What order or sequence to follow

b. Training provided by NSU to the worker (i.e. employees typically are trained by their employer, whereas contractors typically provide their own training).

2. Financial control:

a. The extent to which the worker has unreimbursed business expenses (i.e. employees are more likely to be fully reimbursed for their expenses than is a contractor). 

b. The extent of the worker’s investment in the facilities/assets used in performing services for NSU (greater investment associated with contractors).

c. The extent to which the worker makes services available to the relevant market.

d. How NSU pays the worker (i.e. guaranteed regular wage for employees vs. flat fee paid to some contractors).

e. The extent to which the worker can realize a profit or loss.

3. Type of Relationship:

a. Written contracts describing the relationship that NSU and the individual intend to create.

b. Whether NSU provides the worker with employee-type benefits, such as insurance, paid leave, etc.

c. The permanency of the relationship.

d. The extent to which services performed by the worker are a key aspect of the regular business of NSU.

If an individual qualifies for independent contractor status, the individual will be sent a Form 1099 if total compensation paid to that individual for any calendar year, on the cash basis, is $600 or more.  The amount reported on a Form 1099 is equal to the compensation paid to that person during a calendar year (on the cash basis).  Excluded from “compensation” are reimbursements of business expenses that have been accounted for by the contractor by supplying receipts and business explanations.

If an individual qualifies as an employee, a personnel file will be created for that individual and all documentation required by NSU personnel policies shall be obtained.  The policies described in the remainder of this section shall apply to all workers classified as employees.

110.2 Payroll Administration

NSU operates on a bi-weekly payroll.  For all NSU employees, an official personnel file is established and maintained in Human Resources, that includes payroll data, such as Form W-4, Employee Federal Withholding Certificate, approved salaries, and payroll account distribution. The employee personnel file shall also indicate whether the employee is exempt or non-exempt under the provisions of the Fair Labor Standards Act.
The following forms, documents and information shall be obtained and included in the payroll files of all new employees:

1. Direct Deposit Forms

2. Changes to W-4 form

3. Supporting documentation for payroll adjustment

4. Documentation for all student hires, such as a SEAF

5. Leave and absentee forms on all employees

 110.3  Changes in Payroll Data

It is the policy of NSU that all of the following changes in payroll data are to be authorized in writing:

1. New hires

2. Terminations

3. Changes in salaries and pay rates

4. Voluntary payroll deductions

5. Changes in income tax withholding status

6. Court-ordered payroll deductions

New hires, terminations, and changes in salaries or pay rates shall be authorized in writing by the appropriate department director.

Voluntary payroll deductions and changes in income tax withholding status shall be authorized in writing by the individual employee.

Documentation of all changes in payroll data will be maintained in each employee’s personnel file. Additionally, all changes to payroll data processed by Human Resources are audited by payroll staff.

110.4   Payroll Taxes

The Payroll Department is responsible for ensuring all required tax forms are properly completed and submitted, and that all required taxes are withheld and paid, including state and federal taxes. State taxes are remitted to respective states bi-weekly, monthly, or quarterly.

110.5  Preparation of Timesheets

Non-exempt employees must submit a signed and approved timesheet to payroll no later than  12:00 noon on Thursday prior to the close of each pay period. Timesheets should be prepared in accordance with the following guidelines:

1. Each timesheet should reflect all hours worked during the pay period (time actually spent on the job performing assigned duties), whether compensated or not

2. Timesheets should be prepared in ink.

3. Errors should be corrected by crossing through the incorrect entry, filling in the correct entry, and placing the employee’s initials next to the change (i.e. employees should not use “white out” or correction tape).

4. Employees should identify and record hours worked based on the nature of the work performed

5. Compensated absences (vacation, holiday, sick leave, etc.) should be clearly identified as such

6. Timesheets should be signed by the employee prior to submission

After preparation, timesheets should be approved by department heads or their designees, prior to submission to the payroll department.  Corrections identified by an employee’s supervisor shall be authorized by the employee by placing the employee’s initials next to the change.

A university employee who is on leave, on travel, or is ill on the day that timesheets are due may telephone or e-mail timesheet information to his or her supervisor (or designated alternate).  Time so submitted must reflect the actual time worked and the appropriate classifications.  The employee must initial a timesheet submitted in this manner immediately upon his/her return to the office.  Timesheets submitted in this manner shall bear the notation, “time reported by telephone or e-mail by (employee) to (supervisor or designated alternate).”  The timesheet should be signed by the supervisor or the designated alternate.

For further instructions, click on the following link: http://www.nova.edu/cwis/fop/payroll/forms/instructions.pdf
***SEE LINK ON PAYROLL WEBSITE REGARDING TIMESHEET INSTRUCTIONS***

110.6    Processing of Timesheets

Processing of timesheets in the payroll department is performed by payroll specialists.  They check all timesheets for mathematical accuracy, then input all timesheets data into the payroll system.

Payroll specialists may not change or correct timesheets.  When errors are noted, if a corrected and approved timesheet is not re-submitted in time to the payroll specialist, the employee may not receive a pay check until the next pay period.

Tampering with, altering, or falsifying time records, recording time on another employee’s time record, or willfully violating any other timesheet policy or procedure may result in disciplinary action, up to and including discharge.

110.7  Review of Payroll

Upon production of all payroll reports and checks, the Payroll Manager reviews payroll prior to its distribution to employees.  The Payroll Manager should sign the payroll register, indicating approval of the payroll.

110.8   Distribution of Payroll

Payments to employees for salary earned are made either directly to their bank(s) account (direct deposit) or by check mailed directly to an address provided by the employee. No checks may be picked up in the payroll department or forwarded to the employees home department. 

110.9    Internal Audit of Payroll Data

It is the policy of NSU to conduct an annual internal audit (if scheduling permits) of certain payroll data.  This internal audit shall be performed by the university’s internal audit department.  The purpose of this internal audit is to determine the integrity of the university’s payroll records, including regular salary, overloads, deductions, and net payments to employees. 

110.10 Additional Payroll Operating Procedures
Please click on the icon below to access additional operating procedures for the payroll department. Topics discussed include:


Tuition Waivers


Payroll Process


Foreign Payroll


Labor Distribution Report

Reverse Direct Deposits



Returned Direct Deposits


Stop Payments


Overpayments



Employee Reimbursement (to the university)


Garnishments


Moving Expenses


State Taxes


Quarterly State Unemployment Taxes & Workers Compensation


Labor Statistics


United Way


Unclaimed Property


941Reports
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111   Cash and Cash Management

111.1 Policy

The university seeks to maximize its return on surplus operating funds. To meet this objective, the master depository account maintains only those funds sufficient to cover immediate needs. Excess surplus funds are transferred to Trusco, for short-term investment.

111.2 Overview

Treasury Operations maintains, monitors, and directs accounting functions related to cash and cash management. The university’s banking system maintains 22 memo bank accounts, including payroll and Grande Oaks that sweeps daily activity (zero-balance account, ZBA) into the master depository account. Also, 22 individual accounts are maintained, including three in Jamaica and two in the Bahamas, to handle cash receipts and disbursement transactions related to operational activities and emergency loans. Daily, excess funds in the master depository account are transferred into an over night repo account.

111.3 Establishment of Accounts
The Treasurer establishes and maintains all university bank accounts. Requests for new accounts forwarded to the Treasurer for review and approval must include the purpose and justification for the account. Once the request has been reviewed and the need determined, the Treasurer processes approved request, as follows:

· Contacts the bank and makes the necessary arrangements to open the account.

· Obtains bank resolutions and signature cards and signs the appropriate forms.

· Forwards the resolutions and signature cards to the President for his signature.

· Obtain the signature of other designated person to sign on the account.

· Return resolutions and signature cards to the bank.

111.4 Authorized Signers

Personnel in the following positions at NSU are authorized to sign checks drawn on the general operating and payroll accounts. Those positions are:

President

Chief Operating Officer

Assistant to the President for Legal Affairs

Vice President for Finance

University Controller

It is the policy of NSU to promptly notify the university’s financial institution of changes in authorized signatures upon the departure/resignation of any authorized signer.

111.5 Bank Reconciliations

The Treasury Department receives bank statements directly form the university’s financial institution, usually within three business following the close of each month. The employee assigned to reconcile a bank account opens the statement and reviews its contents for unusual or unexplained items, such as unusual endorsements on checks, indications of alterations to checks, etc. Unusual and unexplained items shall be reported to the Treasurer immediately.

The employee assigned to reconciling bank accounts should not have check signing authority, check preparation responsibilities, or cash recording responsibilities. 

All bank reconciliations are reviewed and approved by the Treasurer on a monthly basis. Any adjusting journal entries resulting from preparing bank reconciliations are approved by the University Controller. Reconciling items that require research are followed up by the individual performing the reconciliation with the appropriate department. 

111.6 Cash Flow

The Treasurer monitors cash flow needs on a daily basis to eliminate idle funds and to ensure that payment obligations can be met. Cash transfers between accounts are performed on an as-needed basis. 

111.7 Wire Transfers

Several employees are authorized to transact wire transfers from university bank accounts. Personnel in the following positions have the limits stated below:


Vice President for Finance
-
Unlimited


University Controller
-
$30 Million


University Treasurer

-
$  3 Million


Senior Accountants

-
$  3 Million

111.8 Additional Treasury Operating Procedures
Please click the icon below to access additional Treasury (Cash Management) operating procedures.
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112   Inventory

112.1 Policy
It is the policy of NSU to accurately account for all inventories on a quarterly and year end basis and to price them in accordance with GAAP.

112.2 Description of Inventory

NSU maintains an inventory of goods for resale.  Specifically, items that are held in inventory for resale include:


Printing Supplies


Computer Supplies


Contact Lens


Eye Glass Frames and Lens


Dental Implants


Prescription Drugs


Hearing Aids

112.3 Accounting for Inventory

It is the policy of NSU to account for purchased inventory items at cost, using the first-in, first-out method of valuation.  Unit cost shall be computed by adding freight, insurance and other shipping costs to the actual cost of purchased inventory, dividing this total amount by the number of units purchased.

112.4 Physical Counts

It is the policy of NSU to perform a physical count of inventory on a quarterly and annual basis.  Any inventory items that appear damaged, obsolete or otherwise unable to be sold will be excluded from the counts.  A detailed record of the physical count will be kept by the individuals involved in taking the inventory.

At the conclusion of the physical count, the inventory count sheets will be extended by applying the most recent unit costs to the physical quantities of each item on hand.  The general ledger balance will be adjusted to reflect the total inventory on hand as determined by the physical count.

112.5 Contributed Inventory

Inventory items donated to NSU shall be recorded as assets or the university at the fair market value as of the date of the contribution, unless the university is acting as an agent in connection 

with a contribution by a donor through the university to another charity specifically identified by the donor.  Contributed inventory items will be subject to the same physical counting and other policies as purchased inventory items.

113   Prepaid Expenses

113.1 Policy

It is the policy of NSU to treat payments of expenses that have a time-sensitive future benefit as prepaid expenses, such as insurance and taxes, and to amortize these items over the corresponding time period.  For purposes of this policy, payments of less than $500 will be expensed as paid and not treated as prepaid expenses, regardless of the existence of a future benefit.

Prepaid expenses with future benefits that expire within one year from the date of the financial statements will be classified as current assets.  Prepaid expenses that benefit future periods beyond one year from the financial statement date will be classified as non-current assets.  

113.2 Procedures

As part of the account coding process performed during the processing of accounts payable, all incoming vendor invoices will be reviewed for the existence of time-sensitive future benefits.  If future benefits are identified, the payment will be code to a prepaid expense (asset) account code.

Financial Operations will maintain a schedule of all prepaid expenses.  The schedule will indicate the amount and date paid, the period covered by the prepayment, the purpose of the prepayment, and the monthly amortization.  This schedule will be reconciled to the general ledger balance as part of the monthly closeout process.

113.3 Prepaid Insurance

NSU typically pays for insurance premiums when coverage begins.  Usually, coverage is bought for a year in advance.  NSU records prepaid insurance premiums as an asset, reflecting insurance coverage for the future that has already been paid.  Premiums are amortized monthly to the center/department that receives the insurance coverage.

113.4 Prepaid Property Taxes

Prepaid property taxes with benefit in a future fiscal year will be amortized monthly over the period covered by the tax assessment.
114   Investments

114.1 Policy

NSU’s investment policy is to preserve and protect the university’s assets, as well as the maintenance of liquid reserves to meet obligations arising from unanticipated activities, by earning an appropriated return on investments.

114.2 Delegation of Authority

NSU’s board of directors has delegated supervisory authority over its investing activities to the Investment Sub-Committee of the Finance Committee. The Investment Sub-Committee is responsible for regularly reporting on the university’s investments to the Finance Committee and the board of directors.

114.3 Accounting Treatment

NSU records investments in equity securities with readily determinable market values, debt securities, and assets held in trust at fair market value. Investments received as gifts are recorded at fair market value at the date of donation.  

Permanently restricted investments are subject to restrictions requiring that the principal be invested in perpetuity. Income and net realized and unrealized gains or losses from these investments are classified based on donor restrictions, if any.

114.4 Invested Funds

NSU has established separate investment policies for its Endowment Funds and monies invested at Trusco, including investment objectives, diversification, and excluded investments. The full text of these policies are provided below, please click icon.
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114.5 Short Term Investments

Short-term investments generally have a maturity of three months to one year from the purchase date. NSU has investments classified as short-term with maturities beyond one-year due to their highly liquid nature. All short-term investments are recorded at market value using the specific identification method; unrealized gains and losses are reflected in net unrealized gain or loss on securities.

114.6 Long Term Investments

Long-term investments have a maturity beyond one-year from the purchase date, except as noted above.  Long-term investments are subject to market and credit risks customarily associated with debt, equity, and real estate.

114.7 Other Investments

Non-exempt entities owned by the university with a greater than 50 percent ownership shall be consolidated into NSU’s financial statements. A non-exempt entity here means any for-profit entity that is not exempt for federal income taxes, such as corporations, limited partnerships, s-corporations, LLPs, and LLCs.
114.8 Additional Investment Operating Procedures

Please click the icon below to access additional investment operating procedures.
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115   Property and Equipment

115.1 Policy

It is the policy of NSU to capitalize property and equipment with a unit cost of $1,000 or higher, in accordance with OMB Circular A-110.  Items with a unit cost below this threshold shall be expensed in the year purchased.

NSU complies with FASB 93, of the Financial Accounting Standards Board in recognizing depreciation on long-lived assets and providing proper disclosure in the financial statements.

115.2 Depreciation and Useful Life

Both real and personal property are recorded at cost and depreciated using the straight-line method of depreciation.  NSU uses a half-year convention in the year of acquisition and disposition.  This means depreciation is calculated for a half year only, in the year of acquisition and disposition, regardless of how long the asset is held that year.  Estimated useful lives are established by class of asset and range from 5 to 50 years.

115.3 Fixed Assets

The full text of NSU’s policies and procedures regarding Fixed Assets are provided in detail below.
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116   Leases

116.1 Classification of Leases
Prior to assessment of whether a lease is capital or operating, NSU shall determine whether the lease involves a construction project.  Construction costs related to a lease shall be accounted for as a capital asset.  NSU shall refer to Emerging Issues Task Force 97-10, The Effect of Lessee Involvement in Asset Construction for guidance on this issue. 

It is the policy of NSU to classify all leases in which the university is a lessee as either capital or operating leases.  NSU shall utilize the criteria described in Statement of Financial Accounting Standards No. 13 in determining whether a lease is capital or operating in nature.  Under those criteria, a lease shall be treated as a capital lease if, at the time of entering into the lease, any of the following factors are present:

1. The lease transfers ownership to NSU at the end of the lease term;

2. The lease contains a bargain purchase option;

3. The lease term is equal to 75% or more of the estimated economic life of the lease property; or

4. The present value of the minimum lease payments is 90% or more of the fair value of the leased property (using, as the interest rate, the lesser of NSU’s incremental borrowing rate or, if known, the lessor’s implicit rate).

All leases that do not possess any of the four preceding characteristics shall be treated as operating leases.  In addition, all leases that are immaterial in nature shall be accounted for as operating leases.

116.2 Accounting for Leases

All leases that are classified as operating leases and immaterial capital leases shall be accounted for as expenses in the period in which the obligation to make a lease payment is incurred.  For leases with firm commitments for lease payments that vary over the term of the lease (i.e. a lease with fixed annual increases that are determinable upon signing the lease), the amount that NSU shall recognize as monthly lease expense shall equal the average monthly lease payment over the entire term of the lease.  Differences between the average monthly payment and the actual monthly payment shall be accounted for as an asset or liability of NSU.

All leases that are classified as capital leases shall be treated as fixed asset additions of NSU.  As such, upon the inception of a capital lease, NSU shall record a capitalized asset and a liability under the lease, based on the net present value of the minimum lease payments (or the fair value of the leased asset, if it is less than the present value of the lease payments).  Periodic lease payments shall be allocated between a reduction in the lease obligation and interest expense.  The capitalized asset recorded under a capital lease shall be depreciated over the term of the lease, using the straight-line method of depreciation.

NSU shall maintain a standard checklist to facilitate the steps to be performed to identify leases related to construction and to determine proper classification between operating and capital leases.  In addition, NSU shall also maintain a control list of all operating and capital leases.  This list shall include all relevant lease terms, including a schedule of future annual lease payment obligations.

NSU shall also maintain a control list of all operating and capital leases.  This list shall include all relevant lease terms, including a schedule of future annual lease payment obligations.
116.3 Scheduled Increases in Rent Payments

Leases with fixed (determinable amounts stated in the lease) increases in monthly rental payments shall be accounted for in a manner that results in an equal monthly rent expense being reported in each month over the entire initial lease term.  Accordingly, monthly rent expense in the first year of such leases shall be greater than the monthly cash payment, with the difference being recorded as a liability.  This liability will be reduced in the later years of the lease when the monthly cash rent payment is less than the monthly rent expense.  To the extent future rent increase are not determinable at the beginning of the lease (because they are based on inflation or other factors), the preceding policy shall not apply and monthly rent expense shall be equal to the monthly cash payment, except as noted below.

116.4 Rent Abatements and Other Lease Incentives

Abatements of monthly rent payments, cash incentives, and other lease incentives shall be accounted for in a manner that results in an equal amount of monthly rent expense over the term of the lease agreement (before considering the effects of inflation-based rent increases, which will increase rent expense over the term of a lease).  As a result, incentives received up front or over the early months of a lease, shall be established as a liability in NSU’s accounting records (as deferred lease incentives or some similar name).  This liability shall be amortized as an offset (credit) to rent expense over the term of the lease agreement.

116.5 Changes in Lease Terms

Leasehold improvements and deferred rent incentives are amortized over the initial lease term.  If such lease term is changed prior to the expiration of the initial lease term, it is the policy of NSU that such amortization be revised to reflect the remaining lease term as of the effective date of the lease modification.

117   Accrued Liabilities

117.1 Policy

The accounting department shall establish a list of commonly incurred expenses that may need to be accrued at the end of an accounting period.  Expenses that shall be accrued by NSU at the end of an accounting period include:

Salaries and wages



Interest on notes payable

Payroll taxes




Property taxes

Vacation pay




Self-Originating loan program

Rent





Leases

Interest on bonds payable


Utilities and other accounts payable

NSU records a liability for deferred revenue (revenue received but not yet earned) in accordance with the revenue recognition policies described in the Revenue section of this manual.

117.2 Accrued Leave

Vacation Pay

Personnel policies of NSU permit employees to carry forward up to one week of unused leave per year.  Any unused leave is payable to an employee upon termination of employment.  Accordingly, NSU’s records a liability for accrued leave to which employees are entitled.  The total liability at the end of the fiscal year shall equal the total earned but unused hours of leave, up to a maximum of 37.5 hours, multiplied by each employee’s current hourly pay rate.

Sick Leave

Sick leave that is not used at the end of each fiscal year shall not be accrued as a liability of NSU.

118   Notes/Bonds Payable

118.1 Policy

It is the policy of NSU to maintain a schedule of all notes and bonds payable, mortgage obligations, lines of credit, and other financing agreements.  This schedule shall be based on the underlying loan documents and shall include all of the following information:

1. Name and address of lender

2. Date of agreement or renewal/extension

3. Total amount of debt or available credit

4. Amounts and dates borrowed

5. Description of collateral, if any

6. Interest rate

7. Repayment terms

8. Maturity date

9. Address to which payments should be sent

10. Contact person at lender

118.2 Accounting and Classification

An amortization schedule shall be maintained for each note and bond payable.  Based upon the amortization schedule, the principal portion of payments due with the next year shall be classified as a current liability in the statement of financial position of NSU.  The principal portion of payments due beyond one year shall be classified as long-term/non-current liabilities in the statement of financial position.

Demand notes and any other notes without established repayment dates shall always be classified as current liabilities.

Unpaid interest expense shall be accrued as a liability quarterly and at fiscal year end.

A detailed record of all principal and interest payments made over the entire term shall be maintained with respect to each note payable.  Periodically, the amounts reflected as current and 

long-term notes payable per the general ledger shall be reconciled to these payment schedules and the amortization schedules, if any, provided by the lender.  All differences shall be investigated.

118.3 Non-Interest-Bearing Notes Payable

For demand loans, recording of interest expense and contribution income shall be performed quarterly and at fiscal year end, based on the outstanding principal balance of the loan during that period, multiplied by the difference between a normal interest rate for that type of loan and the rate, if any, that is required to be paid by NSU.

For loans with fixed maturities or payment dates, the note payable shall be recorded at the present value of the future principal payments, using as a discount rate the difference between a normal interest rate for that type of loan and the rate, if any, that is required to be paid by NSU.  The difference between the cash proceeds of the note and the present value shall be recorded as contribution income in the period the loan was made.  Thereafter, interest expense shall be recorded in each accounting period using the effective interest method, with the corresponding credit entry increasing the note payable account to reflect the amounts(s) that shall be repaid.

118.4 Bonds Payable

NSU issues bonds through the Broward Educational Facilities Authority (BCEFA). BCEFA was established by Ordinance Number 86-15 of the Broward County Commission for the purpose of assisting institutions of higher education in the construction, financing, and refinancing of projects for public purposes. BCEFA bonds are issued on behalf of the university and are direct obligations of NSU.

NSU has established reserve requirements for debt service and a reserve for renewal and replacement on the BCEFA Series 2000A bonds. Interest is paid semi-annually on all issues. Additionally, interest costs are capitalized during the construction period of the facility for which the debt is issued.
The objective of capitalizing interest is to obtain a measure of acquisition cost that more closely reflects the institution’s total investment in the asset and to charge a cost that relates to the acquisition of a resource that will benefit future periods against the revenues of each of those future periods.  The amount of interest capitalized should theoretically be the amount of interest charged during the assets’ acquisition period that could have been avoided if the assets had not been acquired.

NSU amortizes bond issuance cost, such as underwriting costs, over the life of the bonds.  The effective interest method is used.

119   Net Assets

119.1 Policy

It is the policy of NSU to classify net assets based upon the existence or absence of donor-imposed restrictions as follows:


Unrestricted Net Assets – Net assets that are not subject to donor imposed stipulations.

Temporarily Restricted Net Assets – Net assets subject to donor imposed stipulations that may or will be satisfied through the actions of NSU and/or the passage of time.

Permanently Restricted Net Assets – Net assets subject to donor imposed stipulations that the university permanently maintain certain contributed assets.  Generally, donors of such assets permit the university to use all or part of the income earned from permanently restricted net assets for general operations or for specific purposes.  Permanent restrictions do not pass with the expiration of time, nor can they be removed through the organization’s actions.

Net assets accumulated by NSU that are not subject to donor imposed restrictions, but which the board of directors of the university has earmarked for specific uses, are segregated in the accounting records as “board-designated” funds within the unrestricted category of net assets.

Restrictions may be associated with either a time period (e.g. a particular future time period) or a purpose (e.g. specific programs).  A purpose stipulation will be considered a restriction only if it is more specific than the broad limits resulting from the nature of the university, the environment in which it operates, and the purposes specified in NSU’s articles of incorporation and bylaws.

119.2 Reclassification from Restricted to Unrestricted Net Assets

The university shall report in its statement of activities a reclassification from restricted to unrestricted net assets if any of the following events occur:

1. Fulfillment of the purpose for which the net assets were restricted (e.g. spending restricted funds for the stipulated purpose)

2. Expiration of time restrictions imposed by donors

3. Death of an annuity beneficiary

4. Withdrawal by the donor (or by a court) of a time or purpose restriction

If a donor stipulates multiple restrictions, such as a purpose and a time restriction, the reclassifications from temporarily restricted to unrestricted net assets shall be reported only upon the satisfaction of the final remaining restriction.

119.3 Reclassification from Unrestricted to Restricted Net Assets

If the university receives a restricted contribution from a donor who further stipulates that the university set aside a portion of its unrestricted net assets for that same purpose, the organization shall report in its statement of activities a reclassification of net assets from unrestricted to temporarily or permanently restricted, based on the specific nature of the restriction.
119.4 Disclosures

It is the university’s policy to provide within its financial statements footnote disclosures that describe the different types of temporary and permanent restrictions associated with the university’s net assets as of the end of each fiscal year.

120   Financial Statements

120.1 Policy

NSU’s policy is to prepare accurate financial statements in accordance with generally accepted accounting principles and distribute them in a timely and cost-effective manner.  

The standard set of financial statements described below will be produced on a quarterly and annually basis.  These financial statements shall be prepared on the accrual method of accounting.

120.2 Standard Financial Statements of the University

Preparing financial statements and communicating key financial information is a necessary and critical accounting function.  Financial statements are management tools used in making decisions, in monitoring the achievement of financial objectives, and as a standard method for providing information to interested parties external to the organization.  Financial statements may reflect year-to-year historical comparisons or current budget to actual comparisons.

The preparation of financial statements in conformity with accounting principles generally accepted in the United States of America, requires NSU to make estimates and assumptions about the reported amounts of assets and liabilities, the disclosure of contingent assets and liabilities at the date of the financial statements, and the reported amounts of revenues and expenses during the reporting period.  Actual results could differ from these estimates.

The basic financial statements of NSU that are maintained on an organization-wide basis are:

1. Statement of Financial Position – reflects assets, liabilities and net assets of the organization and classifies assets and liabilities as current or non-current/long-term.

Assets are probable future economic benefits obtained or controlled by the organization as a result of past transactions or events.  Assets of NSU are classified as current assets, fixed assets, contra-assets, and other assets.

Current assets are assets that are available or can be made readily available to meet the cost of operations or to pay current liabilities.  Some examples are cash, temporary investments, and receivables that will be collected within one year of the statement of financial position date.

Fixed assets (property and equipment) are tangible assets with a useful life of more than one year that are acquired for use in the operation of the organization and are not held for resale.

Contra-assets are accounts that reduce asset accounts, such as accumulated depreciation and reserves for uncollectible accounts receivable.

Other assets include long-term assets that are assets acquired without the intention of disposing them in the near future.  Some examples are security deposits, property, and long-term investments.

Liabilities are probable future sacrifices of economic benefits arising from present obligations of the organization to transfer assets or provide services to other entities 

in the future as a result of past transactions or events.  Liabilities of NSU are classified as current or long-term.

Current liabilities are probable sacrifices of economic benefits that will likely occur within one year of the date of the financial statements or which have a due date of one year or less.  Common examples are accounts payable, accrued liabilities, short-term notes payable, and deferred revenue.

Long-term liabilities are probable sacrifices of economic benefits that will likely occur more than one year from the date of the financial statements.  An example is the non-current portion of a mortgage loan.

Net assets are the difference between total assets and total liabilities.

2. Statement of Activities – presents revenues, gains, and other support, expenses, and changes in net assets of the university, by category of net assets (unrestricted, temporarily restricted and permanently restricted), including reclassifications between categories of net assets.

Revenues are inflows of the university or other enhancements of assets, or settlements of liabilities, from rendering services, delivering or producing goods, or other activities that constitute the university’s ongoing major or central operations.  Examples include tuition and fees, contributions, investment income, government grants, and auxiliary operations.

Expenses are outflows or other using up of assets or incurrences of liabilities from rendering services, delivering or producing goods,, or carrying out other activities that constitutes NSU’s ongoing major or central operations. Expenses are classified by functions, such as, program expense, management and general expense, and fund-raising expense.

Program expense includes the following categories:

a. Instruction – includes expenses for all activities that are part of the university’s instruction program.

b. Academic Support – includes expenses incurred to provide support services for the university’s primary missions of instruction, research, and public service.

c. Student Aid – includes expenses for activities that provide financial aid services and assistance to students.

d. Student Services – includes expenses for organized administrative activities that provide assistance and support (excluding academic support) to the needs and interests of students.

e. Auxiliary Enterprises – includes expenses relating to the operation of auxiliary enterprises, including expenses for operation and maintenance of plant, depreciation and administration.

f. Educational Activities – 

g. Research – includes all expenses for activities specifically organized to produce research, whether commissioned by an agency external to the university or separately budgeted by an organizational unit within the university.

h. Public Services – includes expenses for activities established primarily to provide noninstructional services beneficial to individuals and groups external to the institution.

Management and general expense includes the following categories:

a. Operation and Maintenance – includes all expenses for the administration, supervision, operation, maintenance, preservation, and protection of the university’s physical plant.

b. Institutional Support – includes expenses for central, executive-level activities concerned with management and long-range planning for the entire university.

Fund-raising expenses are those amounts used to bring in additional revenue, typically (but not only) through public donations.  An example of fund-raising expenses are the costs of printing and mailing to the general public flyers that encourage them to support the university’s mission by sending a donation. 

3. Statement of Cash Flows – reports the cash inflows and outflows of the organization in three categories:  operating activities, investing activities, and financing activities.

120.3 Review and Distribution of Financial Statements

Quarterly and annual financial statements and supporting schedules shall be reviewed and approved by the Vice President for Finance prior to being issued by Financial Operations.

Once approved, a complete of set of quarterly and annual financial statements shall be distributed to the Finance Committee pf the Board of Directors and the full Board of Directors for approval by each body.

121   Tax Reporting 

121.1   Policy
It is the policy of the university to comply with all obligations for tax and information returns filed with federal, state and local jurisdictions, including federal income tax returns for NSU, two Area Health Education Centers, the Health Professions Division Foundation, Inc., and NSU Grande Oaks LLC. NSU’s also files periodic tax and information returns for property taxes, sales taxes,  retirement and other fringe benefit plans, and payroll tax withholding.

121.2   Filing of Returns

The University Controller shall be responsible for identifying all filing requirements and assuring that NSU is in compliance with all such requirements. NSU shall file complete and accurate returns with all authorities.

Specific filings made by NSU are as follows:

1. Form 990 – Annual information return of tax-exempt organizations, filed with the IRS.  Form 990 for NSU is due on the fifteenth day of the fifth month following year-end.  An automatic 3-month extension of time to file Form 990 may be obtained by filing Form 8868.  Upon expiration of the first 3-month extension, a second 3-month extension may be requested using Form 8868.

2. Form 990-T – Annual tax return to report NSU’s unrelated trade or business activities (if any), filed with the IRS.  Form 990-T is due on the fifteenth day of the fifth month following year-end.  An automatic 6-month extension of time to file Form 990-T may be obtained by filing Form 8868.

3. Form 5500 – Annual return for NSU’s employee benefit plans.  Form 5500 is due July 31, but a request for extension of time to file may be filed.

4. Personal Property Tax Return – Filed with the State of Florida to report personal property and officers of the corporation.  NSU’s personal property tax return is due April 15.

5. W-2’s and 1099’s – Annual report of employee and non-employee compensation, based on calendar-year compensation, on the cash basis.  These information returns are due to employees and independent contractors by January 31 and to federal government by February 28.

6. Form 940 – Annual federal unemployment tax return filed with IRS for Grande Oaks LLC. The return is due January 31.

7. Form 941 – Quarterly payroll tax return filed with IRS to report wages paid to employees and federal payroll taxes.  Form 941 is due by the end of the month following the end of each quarter, or 10 days later if all payroll tax deposits have been made in a timely manner during the quarter.

Federal and all applicable state payroll tax returns are prepared by the payroll office of the university. NSU  complies with all state payroll tax requirements by withholding and remitting payroll taxes to the state of residency of each NSU employee.

NSU’s fiscal and tax year-end is June 30.  All annual tax and information returns of NSU, including Form 990, and Form 990-T, are filed on the accrual basis of accounting. 

121.3    Public Access to Information Returns

Under regulations that became effective in 1999, NSU is subject to federal requirements to make the following forms “widely available” to all members of the general public:

1. The three most recent annual information returns (Form 990), excluding the list of significant donors (Schedule B) that is attached to the Form 990, but including the accompanying Schedule A, and

2. NSU’s original application for recognition of its tax-exempt status (Form 1023 or Form 1024), filed with the IRS, and all accompanying schedules and attachments.

122   Budgeting
122.1 Overview

Budgeting is an integral part of managing NSU and is concerned with meeting organizational goals and objectives.  The budget is designed and prepared to direct the efficient and prudent use of the university’s financial and human resources.  The budget is management’s commitment to a plan for present and future organizational activities to ensure a going concern.  It provides an opportunity to examine the composition and viability of the university’s programs and activities simultaneously in light of available resources.

122.2 Preparation and Adoption

It is the policy of NSU to prepare a budget annually.  The university Budget Director gathers proposed budget information from all department directors and prepares the first draft of the budget.  Budgets proposed and submitted by each department should be accompanied by a narrative explanation of the sources and uses of funds and explaining all material fluctuations in budgeted amounts from prior years.

After appropriate revisions and a compilation of all department budgets, a draft of the university-wide budget, as well as individual departmental budgets, is presented to the Chief Operating Officer and Vice President for Finance for discussion, revision, and initial approval. The final draft is then submitted to the Finance Committee of the Board of Directors, and finally to the entire Board of Directors for adoption.

It is the policy of NSU to adopt a final budget about 90 days before the beginning of the university’s fiscal year.  The purpose of adopting a final budget at this time is to allow adequate time for the accounting department to input the budget into the accounting system and establish appropriate accounting and reporting procedures (including any necessary modifications to the chart of accounts) to ensure proper classification of activities and comparison of budget versus actual once the year begins.

122.3 Monitoring Performance

It is the policy of NSU to monitor its financial performance by comparing and analyzing actual results with budgeted results.  This function shall be accomplished in conjunction with the monthly financial reporting process.
On a monthly basis, financial reports comparing actual year-to-date revenues and expenses with budgeted year-to-date amounts shall be produced by the budget department and distributed to each department head with budgetary responsibilities. Also, financial operating reports summarizing activity by academic and administrative centers are distributed to Executive Management and the full board of directors.

122.4 Budget Modification

After the budget has been approved by the Board of Directors and adopted by the university, reclassification of budgeted expense amounts within a single department may be made by the department head, with approval from the university Budget Director.  Reclassifications of budgeted expense amounts across departments may be made only with approval of the Chief Operating Officer. Also, reclassification and any budget modification resulting in an increase in budgeted expenses or decrease in budgeted revenues can be made only with approval of the Chief Operating Officer.

123   Annual Audit
123.1 Policy

It it’s the policy of NSU to arrange for an annual audit of the university’s financial statements to be conducted by an independent accounting firm.  The independent accounting firm selected by NSU will be required to communicate directly with the university’s audit committee upon the completion of their audit.  In addition, members of the audit committee are authorized to initiate communication directly with the independent accounting firm.
123.2 How Often to Review the Selection of the Auditor\

NSU will review the selection of its independent auditor in the following circumstances:

1. Anytime there is dissatisfaction with the service of the current firm.

2. When a fresh perspective and new ideas are desired.

3. Every 5 years to ensure competitive pricing and a high quality of service.  This is not a requirement to change auditors every five years, simply to re-evaluate the selection.

123.3 Selecting an Auditor

The selection of an accounting firm to conduct the annual audit is a task that should be taken very seriously.  The following factors will be considered by NSU in selecting an accounting firm:

1. The firm’s reputation in the nonprofit community.

2. The depth of the firm’s understanding of and experience with not-for-profit organization and federal reporting requirements under OMB Circular A-133.

3. The firm’s demonstrated ability to provide the services requested in a timely manner.

4. The ability of firm personal to communicate with NSU’s personnel in a professional and congenial matter.

If NSU decides to prepare and issue a written Request for Proposal (RFP) to be sent to prospective audit firms, the following information will be included:

1. Period of services required.

2. Type of contract to be awarded (fixed fee, cost basis, etc.)

3. Complete description of the services requested (audit, management letter, tax returns, etc.)

4. Identification of meetings requiring their attendance, such as staff or Board of Director meetings.

5. Organization chart of NSU

6. Chart of account information.

7. Financial information about the university.

8. Copy of prior year reports (financial statements, management letters, etc.)

9. Other information considered appropriate.

10. Description of proposal and format requirements.

11. Due date of proposals.

12. Overview of selection process.

13. Identification of criteria for selection.

Minimum Proposal Requirements from prospective CPA firms will be:

1. Firm background.

2. Biographical information (resumes) of key firm members who will serve NSU.

3. Client references.

4. Information about the firm’s capabilities.

5. Firm’s approach to performing an audit.

6. Copy of the firm’s most recent quality/peer review report, including any accompanying letter of findings.

7. Other resources available with the firm.

8. Expected timing and completion of the audit.

9. Expected delivery of reports.

10. Cost estimate including estimated number of hours per staff member.

11. Rate per hour for each auditor.

12. Other information as appropriate.

In order to narrow down the proposals to the top selections, the Vice President for Finance will meet with the prospective engagement teams from each proposing firm to discuss their proposal.  Copies of all proposals will be forwarded to each member of the Audit Committee.  After the Vice President for Finance narrows down the field of prospective auditors to three firms, final interviews of each firm are conducted by the Audit Committee, who makes the final recommendation to the board of directors for approval.

123.4 Preparation for the Annual Audit

NSU will be actively involved in planning and assisting the university’s independent accounting firm in order to ensure a smooth and timely audit of its financial statements.  In that regard, the accounting department will provide assistance to the independent auditors in the following areas:

Planning – The University Controller is responsible for delegating the assignments and responsibilities to accounting staff in preparation for the audit.  Assignments will be based on the list of requested schedules and information provided by the independent accounting firm.

Involvement – University staff will do as much work as possible in order to assist the auditors and, therefore, reduce the cost of the audit.

Interim Procedures – To facilitate the timely completion of the annual audit, the independent auditors may perform selected audit procedures prior to the university’s year-end.  By performing significant portions of the audit work as of an interim date, the work required subsequent to year-end is reduced.  University staff will assist as much as possible in order to provide requested schedules and documents to auditors during any interim fieldwork that is performed.

Throughout the audit process, it will be the policy of NSU to make every effort to provide schedules, documents and information requested by the auditors in a timely manner.

123.5 Concluding the Audit

Upon receipt of a draft of the audited financial statements of NSU from its independent auditor, the University Controller will perform a detailed review of the draft, consisting of the following procedures:

1. Carefully read the entire report for typographical errors.

2. Trace and agree each number in the financial statements and accompanying footnotes to the accounting records and/or internal financial statements of NSU.

3. Review each footnote for accuracy and completeness.

Any questions or errors noted as part of this review will be communicated to the independent auditor in a timely manner and resolved to the satisfaction of the Vice President for Finance.

It will also be the responsibility of the University Controller to review and respond in writing to all management letter or other internal control and compliance report findings and recommendations made by the independent auditor.
124   Insurance

124.1 Policy

NSU’s policy is to maintain an active risk management program that includes a comprehensive insurance package.  This will ensure the viability and continued operations of NSU. The university seeks to maintain adequate insurance against general liability, as well as coverage for buildings, contents, fine arts, equipment, machinery and other items of value.

124.2 Coverage Guidelines

As a guideline, NSU will arrange the following types and level of insurance at a minimum:

General Liability




$  1,000,000

Excess Liability




$45,000,000

Automobile (Owned, leased, borrowed)

$  1,000,000

Crime (Employee dishonesty)



$  1,000,000

Property





$  1,000,000

Educators Legal Liability



$10,000,000

Worker’s Compensation



Statutory Limits

Worker’s Compensation (Other States)

Statutory Limits

Medical Mal Practice




$  1,000,000 Primary/$10,000,000 Excess

Professional Liability




$  3,000,000 Primary/$ 3,000,000 Excess

Marine Policy





$  1,000,000 P&I/Property

Foreign Liability




$  1,000,000

Pollution





$  1,000,000

Bonds (Various States)



Varies

NSU should maintain a detailed listing of insurance policies in effect.  This listing should include the following information, at a minimum:

1. Description (type of coverage)

2. Agent and insurance company, including all contact information

3. Coverage and deductibles

4. Premium amounts

5. Policy effect dates

NSU should maintain an accounting breakdown of all insurance premiums and the allocations of those premiums.

124.3 Actuary Studies

The Director of Risk Management should obtain actuarial studies each fiscal year to determine that the university has adequate reserves or funding for the following exposures.  The Medical 

Mal Practice Policy and the Educators Legal Liability Policy are claims made, therefore it is required that the university have reserves for the tail coverage.

1. Medical Mal Practice (HPD)

a. Funding of the $250,000 per occurrence deductible into the Captive

b. Reserves for extended reporting period (tail coverage, claims made policy)

2. Educators Legal Liability

a. Funding of the $250,000 per occurrence deductible into the Captive

b. Reserves for extended reporting period (tail coverage, claims made policy)

c. Reserves for the $250,000 deductible to cover claims not through the Captive

3. Workers’ Compensation

a. Reserves for those claims under the self-insured program

125   Record Retention

125.1 Policy
NSU retains records as required by law and destroys them when appropriate.  The destruction of records must be approved by the appropriate department head.  The formal records retention policy of NSU is as follows:

Accident reports/claims (settled cases)



7 Years

Accounts payable ledgers and schedules



3 Years

Accounts receivable ledgers and schedules



7 Years

Annual audit reports






Permanently

Bank reconciliations






3 Years

Bank statements






3 Years

Chart of accounts






Permanently

Cancelled checks






7 Years

Contracts, mortgages, notes and leases:
Expired






7 Years
Still in effect






Permanently
Correspondence:
General






2 Years
Legal and important matters only



Permanently
Routine with customers and/or vendors


2 Years

Deeds, mortgages and bills of sales




7 Years Following Sale
Depreciation schedules





Permanently

Duplicate deposit slips





3 Years

Expense analyses/expense distribution schedule


7 Years

Financial statements:
Year end






Permanently
Quarterly






7 Years 

Garnishments







7 Years

General ledgers/year end trial balance



7 Years
Insurance policies (expired)





3 Years

Insurance records (policies, claims, etc.)



Permanently

Internal audit reports






3 Years +

Internal reports






3 Years

Inventories of products, materials and supplies


7 Years

Invoices (to customers, from vendors)



7 Years

Journals







7 Years
Minute books of directors, bylaws and charters


Permanently

Notes receivable ledgers and schedules



7 Years

Payroll records and summaries




7 Years

Petty cash vouchers
 





3 Years

Physical inventory tags





3 Years

Property records (incl. depreciation schedules)


Permanently

Purchase orders:
Purchasing department copy




7 Years
Other copies






1 Year

Subsidiary ledgers






7 Years

Tax returns and worksheets, examination reports and other

   documents relating to determination of income tax liability
Permanently

Time sheets/cards






7 Years

Trademark registrations and copyrights



Permanently

Training manuals






Permanently

Voucher register and schedules




7 Years

Withholding tax statements





7 Years

126   Functional Expense Allocation
126.1 Overview
It is the policy of NSU to charge expenses to the appropriate category of program service or supporting activity.  Expenses that serve multiple functions or are not readily identifiable with one function will be allocated between functions whenever possible.   As one of its financial management objectives, NSU strives to determine the actual costs of carrying out each of its program service and supporting activities.

Program and supporting service functions of NSU are:

Programs:

Instruction – includes expenses for all activities that are part of the university’s instruction program.

Academic Support – includes expenses incurred to provide support services for the university’s primary missions of instruction, research, and public service.

Student Aid – includes expenses for activities that provide financial aid services and assistance to students.

Student Services – includes expenses for organized administrative activities that provide assistance and support (excluding academic support) to the needs and interests of students.

Auxiliary Enterprises – includes expenses relating to the operation of auxiliary enterprises, including expenses for operation and maintenance of plant, depreciation and administration.

Research – includes all expenses for activities specifically organized to produce research, whether commissioned by an agency external to the university or separately budgeted by an organizational unit within the university.

Public Services – includes expenses for activities established primarily to provide noninstructional services beneficial to individuals and groups external to the institution.

Supporting Services:

Operation and Maintenance – includes all expenses for the administration, supervision, operation, maintenance, preservation, and protection of the university’s physical plant.

Institutional Support – includes expenses for central, executive-level activities concerned with management and long-range planning for the entire university.

Fund-raising – expenses incurred to bring in additional revenue, typically (but not only) through public donations.  An example of fund-raising expenses are the costs of printing and mailing to the general public flyers that encourage them to support the university’s mission by sending a donation.

126.2 Direct Charging of Costs

Certain internal costs will be directly charged to the appropriate NSU function based upon underlying documentation.  The following costs shall be charged directly based on the documentation or factor listed next to each:

Cost




Basis For Charge
Salaries



Timesheets (hours) or number of employees in a function

Occupancy (facilities) costs

Actual square footage used by each function

Long-Distance Telephone

Actual use, based on codes

Photocopying



Actual use, based on codes

Postage



Actual, per postage log

Supplies



Actual, per usage forms

With the exception of salaries, which are recorded with each payroll cycle, and occupancy costs, which are charged to an operation and maintenance account and then allocated during the year end institutional cost allocation, all other costs identified above will be initially charged to one account when incurred, then allocated and recorded to the appropriate functions by a monthly journal entries. 

126.3 Allocation of Overhead Cost

On a monthly basis, an allocation of overhead to each program service and supporting activity area will be recorded by a journal entry.  Overhead will be allocated based on [direct salaries charged to each function].  Costs included in overhead to be allocated include all costs associated with building occupancy, building and equipment maintenance, and any other cost that benefits all functions of the university.

General and administrative costs shall not be allocated to program service or other supporting functions of the university.

126.4 Accounting for Joint Activities that Include Fund-Raising

NSU engages in certain activities that simultaneously accomplish a programmatic purpose and a fund-raising purpose.  It is the policy of NSU to account for such activities in accordance with the AICPA’s Statement of Position (SOP) 98-2.

One hundred percent of the costs of each such activity will be accounted for a fund-raising costs unless all three of the criteria described in SOP 98-2 are met with respect to that individual activity.  The three criteria that must met are:

1. The purpose criterion

2. The audience criterion

3. The content criterion

A complete explanation of these criteria goes beyond the scope of this policy statement.  However, generally, the purpose criterion involves a call for programmatic action by the recipient (beyond simply making a donation to the university), as well as a “compensation” test and a “comparison” test.  The audience criterion requires that if the audience includes prior donors or is otherwise selected (even in part) based on a perceived ability or likelihood to make a contribution, the audience must either have a need for or use of the call to action described in the purpose criterion or have the ability to take that action (i.e. the audience criterion necessitates that proper targeting of a message to individuals).  The content criteria is met if the call for action helps to accomplish NSU’s specifically stated tax-exempt mission by benefiting either the recipient or society.

It is the policy of NSU not to apply the provisions of SOP 98-2 to activities or communications that are predominantly programmatic or management and general in nature, with only an incidental element of fund-raising.

For joint activities that meet all three SOP 98-2 criteria, the university will identify costs as 1) exclusively associated with the programmatic portion of the activity, 2) exclusively associated with the fund-raising element of the activity, or 3) joint costs of the joint activity.  For all joint costs associated with a joint activity, the university will develop and utilize cost allocation methods that are appropriate for the nature of the cost and activity involved.  One example of joint cost allocation method used by NSU is the physical units method, in which joint costs are allocated between program and fund-raising costs in proportion to the number of units of output that can be attributed to each purpose.

127   Administration of Grant and Contracts

127.1 Overview
Contract and Grant Accounting (CGA) reports to the University Controller and is responsible for all post award accounting activities related to sponsored projects. This office also maintains accounting control over all university gifts and internally designated research. CGA is entrusted with ensuring that all budget, revenue, and expense transactions for restricted accounts are properly recorded.

CGA works closely with the Office of Grants and Contracts (OGC) in the financial administration of awards made to NSU. The accounting staff becomes involved when a sponsored agreement is fully executed and forwarded from OGC.  CGA remains involved until an agreement is financially closed. 

Policies and procedures issued by OGC related to post award activities are incorporated in the Accounting & Financial Policies and Procedures Manual. Following is a list of those policies and procedures with a link to the documentation http://www.nova.edu/ogc/policies.html.


Cost Sharing on Sponsored Projects

Time and Effort Reporting on Grant and Contract/Restricted Accounts

Salaries on Sponsored Agreements

Request for Use of Unobligated Balance from a Fixed-Price Grant/Contract

Independent Consultant Sample Agreement

Financial Conflict of Interest with Respect to Sponsored Projects

Waiver of Facilities and Administration Costs (Indirect Costs)

NSU receives financial assistance from several agencies including federal, state, and local governments, and private foundations.  Types of funding support include:

Grants:  A financial assistance award given to the organization to carry out its programmatic purpose.

Contracts:  A mutually binding legal agreement where the organization agrees to provide supplies or services and the donor agrees to pay for them.
Cooperative Agreements:  A legal agreement where the organization implements a program with the direct involvement of the donor.  This type of agreement is a grant-type instrument.
127.2 Policy

It is the policy of NSU to maintain a financial management system that provides accurate, current, and full disclosure of operating results. This will assist in ensuring compliance with laws, regulations, and provisions of awarding agencies and to ensure bills and required reports are filed timely.
127.3 Compliance with Laws, Regulations and Provisions of Awards

NSU recognizes that as a recipient of funds, the university is responsible for compliance with all applicable federal and state laws, regulations, and provisions of contracts and grants.  To ensure that the university meets this responsibility, the Manager of CGA must be familiar and comply with directives of the Office of Management and Budget (OMB) and other publications, including: 

1. OMB Circular A-21 – establishes principles for determining allowable costs applicable to grants, contracts, and other agreements with educational institutions.  All federal agencies that sponsor research and development, training, and other work at educational institutions apply the provisions of this circular in determining allowable costs.
2. OMB Circular A-110 – establishes uniform administration requirements for federal grants and agreements awarded to institutions of higher education, hospitals, and other non-profit organizations.

3. OMB Circular A-133 – establishes audit requirements for federally sponsored awards and defines federal responsibilities for implementing and monitoring higher education and other non-profit institutions that receive federal awards.
4. Rules of the Auditor General  - Chapter 10-650 – establishes audit requirements 

for state of Florida sponsored awards for nonprofit and for-profit organizations.
5. The Blue Book – provides guidance to financial accounting staff who handle fiscal recordkeeping, accounting, and reporting functions for federally funded student financial aid programs.
The Manager of CGA will cooperate with the university’s independent Auditors by informing the CPA firm as to applicable laws, regulations, and provisions of contracts and grants.  Also, he should communicate known instances of noncompliance with laws, regulations, and provisions of contracts and grants to the auditors.

127.4 Preparation and Review of Proposals

Individual departments are responsible for preparing proposals for projects that the department intends to pursue.  All proposals shall be reviewed by OGC prior to submission to government agencies or other funding sources.  Final proposals shall be reviewed and approved in writing by either the Executive Director of Contracts and Grants, Vice President for Finance, or Chief Operating Officer.

127.5 Post-Award Procedures

After an award has been received, the following steps should be taken by Contract and Grant Accounting staff:

1. Verify specifications of the grant or contract.  Compare the terms, time periods, award amounts and expected expenditures per the award with data included in the project digest forwarded by OGC.  A CFDA (Catalog of Federal Domestic Assistance) number must be provided for each federal award.  All reporting requirements under the contract or award should also be reviewed.

2. Create new general and subsidiary ledger account numbers.  Review the propriety of budgeted account codes established for all receipt and expenditure categories.

3. Gather documentation and establish a file for each grant or contract.  The file should contain the proposal, all correspondence regarding the grant or contract, the final signed award document and all reports submitted to the funding sources.

127.6 Billing and Financial Reporting

NSU strives to provide management, staff and funding sources with timely and accurate financial reports applicable to all institutional awards.  These reports include monthly and cumulative expenditures, a project budget, and a balance remaining column.

NSU will prepare and submit financial reports as specified by the financial reporting clause of each grant or contract award document.  Preparation of these reports will be the responsibility of staff in Grant and Contract Accounting.

The following policies shall apply to the preparation and submission of billings to agencies under awards made to NSU:

1. It is the policy of the university to request reimbursement after expenditures have been incurred, unless an award specifies another method.

2. Each award normally specifies a particular billing cycle; therefore, a schedule will be established for each grant and contract to ensure that reimbursement is made on a timely basis along with any other reporting that is required in addition to the financial reports.

3. Requests for reimbursement of award expenditures will use the actual amounts posted to the subsidiary ledger as the source for all invoice amounts.

4. All financial reports required under each award will be prepared and filed on a timely basis.  To the extent the year-end audit results in adjustments to amounts previously reported to agencies, revised reports will be prepared and filed in accordance with the terns of each award.

The university will maintain separate billing records in addition to the official general ledger accounting records.  Billing records will be reconciled to the general ledger on a monthly basis.

If an award authorizes the payment of cash advances to the university, the Manager of Contracts and Grants may request such advance funds.  Upon receipt of the cash advance, the university shall recognize revenue equal to the advance.  As part of the quarterly and year end close-out process, revenue will be reduced and a liability established in an amount equal to the amount of unspent funds.

127.7 Cash Draw Downs Under Letters of Credit

NSU has established letters of credit (LOC) with several federal agencies, including the National Science Foundation, Office of Education, and the Department of Health and Human Services.  Cash draw downs under LOC’s will be made bi-weekly.  All federal funds will be deposited into an interest-bearing cash account under the cash receipts policies and procedures described in this manual.

The following schedule will be completed to reconcile federal cash on hand and to estimate the organization’s need for additional federal funds:



+
Federal cash drawn to date



-
YTD expenses as of the end of the prior month



-
Estimated disbursements this month to date


=
Subtotal (Estimated cash on hand today)


-
Estimated disbursements for the biweekly period



=
Amount to be requested
127.8 Procurement Under Awards

Procurement of goods and services whose costs are charged to awards received by the university are subject to all of the specific purchasing policies established by NSU.  In addition, 

procurements associated with grants and contracts are subject to the following supplemental policies:

1. NSU will avoid purchasing items that are not necessary for the performance of the activities required by the award.

2. Where appropriate, an analysis will be made of lease and purchase alternatives to determine which would be the most economical and practical procurement method.

3. Documentation of the cost and price analysis associated with each procurement decision will be retained in the procurement files pertaining to each award.

4. Specific policies and procedures exist for goods and services up to $5,000 between $5,000 and $25,000, between $25,000 and $250,000, and purchases in excess of $250,000. Goods and services purchased between $25,000 and $250,000 require the approval of either the Chief Operating Officer or the Associate Vice President of Business Services.

5. NSU will make all procurement files available for inspection upon request by an awarding agency.

NSU does not purchase goods and services from companies or individuals where there is a recognized potential for conflict of interest. Also, it is contrary to university policy for any university employee to personally solicit, demand or receive any gratuity of any kind from a firm or individual in connection with any decision affecting a university purchase.

127.9 Equipment and Furniture Purchased with Federal Funds

NSU may occasionally purchase equipment and furniture that will be used exclusively on a program funded by a federal agency. For purposes of federal award accounting and administration, "equipment" shall include all assets with a unit cost equal to or greater than $1,000.

All purchases of “equipment” with federal funds shall be approved in advance in writing by the federal awarding agency.  In addition, the following policies shall apply regarding equipment purchased and charged to federal awards:

1. Any equipment that is owned by the federal government and given to NSU for use in a program shall be marked as such.

2. Adequate insurance coverage will be maintained with respect to equipment and furniture charged to federal awards.

3. A physical inventory of all equipment purchased with federal funds shall be performed at least once every two years. The results of the physical inventory shall be reconciled to the accounting records of and Federal reports filed by NSU.

127.10 Standards for Financial Management Systems

In accordance with OMB A-110, it is the policy of NSU to maintain a financial management system that provides for the following:

1. Accurate, current and complete disclosure of the financial results of each federally-sponsored project or program in accordance with the reporting requirements of Circular A-110 and/or the award.

2. Records that identify adequately the source and application of funds for federally-sponsored activities.  These records shall contain information pertaining to Federal awards, authorizations, obligations, unobligated balances, assets, outlays, income and interest.

3. Effective control over and accountability for all funds, property and other assets.  NSU shall adequately safeguard all such assets and assure they are used solely for authorized purposes.

4. Comparison of outlays with budget accounts for each award.  Whenever possible, financial information shall be related to performance and unit cost data.

5. Written procedures to minimize the time elapsing between the transfer of funds to NSU from the U.S. Treasury and the issuance or redemption of checks, warrants or payments by other means for program purposes by the recipient.

6. Written procedures to determine whether costs are reasonable, allocable and allowable in accordance with the provisions of the applicable Federal cost principles and the terms and conditions of the award.

7. Accounting records including cost accounting records that are supported by source documentation.

127.11 Budget and Program Revisions

It is the policy of NSU to request prior approval from federal awarding agencies for any of the following programs or budget revisions:

1. Change in the scope or objective of the project or program, even if there is no associated budget revision requiring prior written approval.

2. Change in a key person (project director, etc.) specified in the application or award document.

3. The absence for more than three months, or a 25 percent reduction in time devoted to the project, by the approved project director or principal investigator.

4. The need for additional Federal funding.

5. The transfer of amounts budgeted for indirect costs to absorb increases in direct costs, or vice versa, if approval is required by the Federal awarding agency.

6. The inclusion, unless waived by the Federal awarding agency, of costs that require prior approval in accordance with OMB Circular A-122.

7. The transfer of funds allotted for training allowances (direct payment to trainees) to other categories of expense.

8. Unless described in the application and funded in the approved awards, the sub-award, transfer or contracting out of any work under an award (however, this provision does not apply to purchases of supplies, materials, equipment or general support services).

127.12 Close Out of Federal Awards

NSU shall follow the close out procedures described in OMB Circular A-110 and in the grant agreements as specified by the granting agency. University financial records on federal contracts and grants generally must be closed within 90 days, state contract 45 days, of the stated termination date in the awarding document. Upon termination, no further expenses or encumbrances should be charged to the project account number. Also, university staff and all sub-recipients shall liquidate all federal obligations within 90 days and state obligations within 45 days of the end of the grant or contract agreement. 

The CGA accountant will prepare the final fiscal report after consultation with the Principal Investigator (PI) and the appropriate departmental fiscal person, to determine that all appropriate expenditures have been charged against the account, including both direct and indirect costs. When cost sharing is included as part of the agreement, the accountant must determine that the university has met cost share requirements. For fixed price agreements, the CGA accountant will notify the PI that residual funds may be transferred to another restricted account.

128   Finance Committee
128.1 Policy

The primary responsibility for the university’s financial reporting and management rests with senior operating management, as overseen by the university’s Board of Directors (the “Board”).  The purpose of the Finance Committee (the “Committee”) is to assist the Board in fulfilling this responsibility by providing oversight of the financial management and financial reporting function.

128.2 Authority

The Finance Committee should have the resources and authority necessary to discharge its duties and responsibilities.  The Committee has sole authority to retain and terminate outside counsel or other experts or consultants, as it deems appropriate, including sole authority to approve the firm’s fees and other retention terms.  The Committee may form and delegate authority to subcommittees and may delegate authority to one or more members of the Committee.

128.3 Membership

The Finance Committee should be a standing committee of the Board of Directors, comprised of not less than 10 members of the Board.  Members of the Committee should:

1. Have no relationship to the university that may interfere with the exercise of their independence from management and the university; and

2. Be financially literate regarding the specialized matters of the university or shall acquire such financial literacy within a reasonable time period after appointment to the Committee.

128.4 Responsibilities

The Finance Committee’s role is one of oversight, recognizing that the university’s management is responsible for financial management and for preparing the university’s financial statements.  The Committee should have oversight responsibilities in certain areas of financial management and reporting as follows:

1. Oversee the university’s assets, including policies associated with safe-keeping and protection of those assets.

2. Review and evaluate the university’s financial viability.

3. Review the annual budget and recommend it to the full Board for approval.
4. Review new initiatives involving request for funding.

5. Review the university’s cash flow management.

6. Review the financial impact of agenda items being considered by the full Board.

7. Monitor budget implementation and accounting and financial policies and procedures.

8. Prepare a report, signed by the chair of the Committee, for presentation to the full Board of Directors, describing the activities and responsibilities of the Committee.

9. Review overall organizational risk management and adequacy of insurance carried by the university (and report annually to the board of directors on the university’s risk management function).

10. Review all borrowing arrangements of the university.

11. Review annual income tax and information returns filed with the Internal Revenue Service and State government agencies.

12. Review this Charter on an annual basis and propose any recommended changes to the Board.

13. Oversee the management of the university’s investments, including review of investment policies, use of external investment managers, and other matters associated with investment management.

The Committee should meet on a regular basis and call special meetings as deemed necessary in fulfilling the responsibilities described above. For duties related to the audit committee, refer to section 129, Audit Committee.
129   Audit Committee
129.1 Policy

The primary responsibility for the university’s financial reporting and internal controls rests with senior operating management, as overseen by the university’s Board of Directors (the “Board”).  The purpose of the Audit Committee (the “Committee”) is to assist the Board in fulfilling this responsibility by providing oversight of the university’s audit functions (external and internal), as well as other investigations (external and internal).

129.2 Authority

In fulfilling its responsibilities, the Committee is empowered to retain the university’s external auditors.  The Committee is further authorized to investigate any matter brought to its attention with complete and unrestricted access to all books, records, documents, facilities, and personnel of the university.  The Committee also has the sole authority to retain outside counsel, auditors, investigators, or other experts in the fulfillment of its responsibilities, including the sole authority to approve the firm’s fees and other retention terms.  The Board will review the adequacy of this Charter on an annual basis.  The Committee may form and delegate authority to subcommittees and may delegate authority to one or more members of the Committee.

129.3 Membership

The Audit Committee shall be a standing committee of the Board of Directors, comprised of not less than three members of the Board.  Members of the Committee shall:

1. Have no relationship to the university that may interfere with the exercise of their independence from management and the university;

2. Be financially literate regarding the specialized matters of the university or shall acquire such financial literacy within a reasonable time period after appointment to the Committee.

In addition, at least one member of the Committee should be a financial expert possessing the following characteristics:

1. An understanding of generally accepted accounting principles applicable to the university and financial statements;

2. The ability to assess the application of generally accepted accounting principles in connection with accounting for estimates, accruals, and reserves of the university.

3. Experience preparing, auditing, analyzing, or evaluating financial statements of comparable complexity to those of the university;

4. Understanding of internal controls and procedures for financial reporting; and

5. Understanding of audit committee functions.

129.4 Responsibilities

The Committee’s role is one of oversight, recognizing that the university’s management is responsible for preparing the university’s financial statements and that the external auditors are responsible for auditing those financial statements.  The Committee recognizes that the university’s internal financial management team, as well as, the external auditors, have more time and detailed information about the university than do Committee members.  Consequently, in discharging its oversight responsibilities, the Committee is not providing expert advice or any assurances as to the university’s financial statements or nay professional certification as to the external auditor’s services.

The Committee should have certain responsibilities in the areas of financial reporting, internal control, and organizational governance.

In the areas of financial reporting and internal control, the Committee should:

1. Oversee the external audit process, including nomination of the external audit firm, auditor engagement letters and fees, timing and coordination of audit fieldwork visits, monitoring of audit results, review of auditor’s performance, and review of non-audit services provided by the external audit firm for compliance with professional independence standards.

2. Review accounting policies.

3. Review the university’s financial statements, including year-end and interim financial statements, other reports requiring approval by the Board before submission to government agencies, and auditor opinions and management letters.

4. Determine that all required tax and information return filings with Federal, State and local government agencies are current and in compliance with reporting requirements.

5. Receive and review any other communications from the external auditors that the external auditors are required to submit to the Board or Committee under currently applicable professional auditing standards.

6. Review and discuss with management the findings and recommendations communicated by the external auditor.

7. Inquire about the existence and nature of significant audit adjustments proposed by the external auditors and significant estimates made by management.

8. Meet privately with the external auditors to discuss the quality of management, financial, accounting, information technology and internal audit personnel, and to determine whether any restrictions have been placed by management on the scope of their external audit or if there are any other matters that should be discussed with the Committee.

9. Review the letter of management representation provided to the external auditors as part of the annual audit and inquire as to whether any difficulties were encountered in obtaining the representation letter.

10. Prepare a report, signed by the chair of the Committee, for presentation to the full Board of Directors, describing the activities and responsibilities of the Committee.

11. Direct special investigations into significant matters brought to its attention within the scope of its duties.

12. Review this Charter on an annual basis and propose any recommended changes to the Board.

The following area addresses organizational governance. Steps 5 through 10 relate to the internal audit function which is the responsibility of the internal audit sub-committee of the Finance Committee. The Committee should:

1. Review university policies regarding compliance with laws and regulations, ethics, employee conduct, conflicts of interest, and the investigation of misconduct or fraud.

2. Review current and pending litigation or regulatory proceedings impacting organizational governance in which the university is a party.

3. Establish and monitor university procedures for receiving and handling complaints about accounting and auditing matters.

4. Review significant cases of employee or director conflict of interest, misconduct or fraud.

5. Review and approve the internal audit charter, which explains the framework for providing internal audit services to management and the Committee.

6. Review and approve management’s appointment and termination of the university’s Director of Internal Auditing.

7. Review plans and budgets associated with the internal audit function to determine that audit objectives, plans, financial budgets, and schedules provide for adequate support of the Audit Committee’s goals and objectives.

8. Require the Director of Internal Auditing to prepare a written report on an annual basis describing the scope and results of internal audit procedures.

9. Discuss with the Director of Internal Auditing and the external audit firm the reliability of the university’s information technology system and any specific security measures in protecting the university against fraud and abuse.

10. Meet regularly with the university’s general counsel to discuss legal matters that may have a significant impact on the university.

The Committee should meet on a regular basis and call special meetings as deemed necessary in fulfilling the responsibilities described above.
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Accounts Payable Department

· University purchases are approved by the respective department heads and purchased through the Purchasing Department.

· Two signatures are required for disbursements for $25,000 or more.  The authorized signors for these checks are the University’s President, Vice President, Vice President of Finance, Controller or Attorney.   


· The AP department receives check requests attached to invoices for vendor payments and employee reimbursements forms for employee reimbursements from the University departments, via inter-office mail.  The Accounts Payable department time stamps (with the date) all incoming payment requests.  All requested disbursements for $200 or more are forwarded to the Budget Office for authorization.

· The Budget Office authorizes the requested disbursements and returns the requests to the Accounts Payable department for processing.  

· All requested disbursements are approved and signed off by the Accounts Payable Manager.  The Accounts Payable Manger distributes all payment requests to the proper Accounts Payable Specialist responsible for processing the different types of disbursements (vendor payments, people payments, utility payments or fixed asset payments).


People and Vendor Payments


People Payments


· People Payment check runs are on Wednesdays and Fridays

Travel Reimbursement/Employee Refunds:


· The Accounts Payable Specialist responsible for People Payments receives employee reimbursement forms (travel and meal) from the Accounts Payable Manager.  

· The Accounts Payable Specialist audits the attached receipts to ensure that the receipts match the employee (travel) reimbursement form.  

(Note:  The University’s reimbursable meal per diem is: $10 for breakfast, $15 for lunch and $25 for dinner.)  

· The University employee requesting reimbursement does not need to provide receipts if the expenses are within the University’s per diem allowance.  If the employee exceeds the University’s per diem allowance, the employee has to submit all receipts with the request.  

· All mileage reimbursement, for valid business trips, will be reimbursed upon the department’s approval.  Upon receipt of the mileage reimbursement form, the Accounts Payable Specialist recalculates the mileage by multiplying the current IRS approved mileage rate by the submitted mileage.)  The Accounts Payable Specialist enters the submitted information into the system for check disbursement on the next check run day.   


· The banner system affixes an independent “I” number to all reimbursement transactions entered.  The Accounts Payable Specialist writes the “I” number onto the paper documentation and saves the documentation to give to the Accounts Payable Systems Coordinator who runs the checks.


Check Requests:

· The Accounts Payable Specialist receives reimbursement forms for payments submitted by University employees from the Accounts Payable Manager.  

(Note:  These reimbursements can be for independent contractors and their reimbursable expenses or for University approved reimbursable expenses for University employees.)  

· For University employee reimbursable expenses, the Accounts Payable Specialist audits the requests to ensure that the provided receipts support the requested amount.  

(Note:  The Accounts Payable Department does not accept photocopied receipts.  If a photocopied receipt is submitted, the Accounts Payable Specialist checks the Banner system for possible duplicate submission and duplicate payment.)  

· Reimbursement forms missing receipts are sent back to the requesting department for investigation.  The Accounts Payable Specialist enters the submitted information into the system for check disbursement on the next check run day.  

· The Accounts Payable Specialist sends reimbursement forms for accounts 3114, 3110, 3112, 3116 and 3118 (signifying Independent Contractor payments) to the Payroll Department for approval (Independent Contractor payments paid for by Grants must be approved by the Contracts and Grants department).  These expenses can represent either Independent Contractor Payment (for services rendered) or Independent Contractor reimbursable expenses.  

(Note:  The Independent Contractor’s agreement must be submitted with the reimbursement form in order for the Accounts Payable department to process the request.  All Independent Contractor agreements greater than $10,000 must be approved by the University’s attorney.) 

· The Payroll Department scans the request and stamps the request either “on payroll” or “not on payroll.”  “On Payroll” means the payment is for a University employee, not an Independent Contractor, and the reimbursement should be paid through the University’s regular payroll.  The Payroll Department returns “On Payroll” requests to the Accounts Payable Department.  


· The Accounts Payable department returns “On Payroll” reimbursement forms to the department that submitted the requests, and that department submits the employee’s payment request through the University’s regular payroll.  

· If the Payroll Department stamps the request “not on payroll,” the payment is for an Independent Contractor and the Accounts Payable Department can process the reimbursement (the reimbursement can represent payment for services rendered, payment for reimbursable expenses or both).  

· The Accounts Payable Specialist checks the system to ensure the Independent Contractor is in the system.  If the Independent Contractor is not in the system, the Accounts Payable Specialist notifies the department that submitted the check, that a W9 is needed (Accounts Payable will accept a faxed copy of the W9) and returns the paperwork to that department for resubmission.  

· If the check request encompasses Independent Contractor payment (for services rendered) and reimbursable expenses, the Accounts Payable Specialist has to enter the expense portion separately from the service payment by excluding the W9 information (the Accounts Payable Specialist processes requests for Independent Contractor reimbursable expenses by auditing the reimbursement form to ensure that the receipts support the requested amount; requests with missing receipts are sent back to the department).  The Accounts Payable Specialist enters the requested information into the system for check disbursement on the next check run day.  


· The Banner system affixes an independent “I” number to the transaction being paid.  The Accounts Payable Specialist writes the “I” number onto the paper documentation and saves the documentation to give to the Accounts Payable Systems Coordinator who runs the checks. 

· On a daily basis, the Accounts Payable Specialist receives an “Audit Report” which lists all I numbers entered the previous day (the preparers name is on the report).  The Accounts Payable Specialist gives the audit report, and the supporting documentation, to another Accounts Payable Specialist to audit (check) the work performed.  

· The auditor gives the audit report to another Accounts Payable Specialist to file after approving the report.  The auditor then gives the documentation to the Accounts Payable System Coordinator who runs the checks (if a check run day) or back to the Accounts Payable Specialist who prepared the work (if not a check run day) who will give the documentation to the Accounts Payable System Coordinator on the next check run day.  

Cash Advances:

· An employee requesting a cash advance for University approved travel submits a check request with a Check Advance Authorization Form (that was approved by the Department Head) to the Accounts Payable department between three to five days before the advance is needed.  Employees can request between $300 and $500.  

· The Accounts Payable Specialist processes the request and writes the “I” number on the request.  The original cash advance form and a copy of the processed request is given to the Controller’s Office.  

· Upon return from the trip, the employee has to submit all receipts to the Accounts Payable department for audit.  The employee has 45 days (from the date the employee returned from the trip) to return any remaining cash.  

· If cash is received from the employee, the Accounts Payable department completes a cash receipts transmittal form, and the original cash receipts transmittal form and check is submitted to the Bursars’ Office.  A copy of the cash receipts transmittal form is attached to the complete reimbursement package, which is submitted to the Controller’s Office (if money is not received from the employee, the complete reimbursement package, without a cash receipts transmittal form and copy of the check, is submitted to the Controller’s Office).  

· The Controller’s Office clears the Cash Advance clearing account through a Journal Entry.  The Controller’s Office writes the JA number on the front page of the reimbursement package and copies the package for the Controller’s Office records (for proof that the transaction was cleared).  The original reimbursement package is returned to the Accounts Payable department (with the JA number on the front page) and the package is scanned into NetSearch.           


Vendor Payments


· The Accounts Payable Specialist receives invoices (and check request or purchase order) from the different University Departments via inter office mail.  

· The Accounts Payable Specialist checks the Banner system for an invoice’s vendor number.  If a vendor number does not exist for a particular vendor, the Accounts Payable Specialist gives the invoice (purchase order) and check request to the Accounts Payable Specialist who handles vendor maintenance.  

· If the vendor exists, the Accounts Payable Specialist agrees the address on the invoice to the address in the system.  If the address differs, the Accounts Payable Specialist enters the address into the system as a second address.  

· The Accounts Payable Specialist processes the requested payment by inputting the vendor number, invoice number, invoice date, department code (department that incurred the expense) and the check amount. The checks will be disbursed on the next check run day.  Vendor checks are run on Tuesdays and Thursdays. 

· The Banner system affixes an independent “I” number to the processed transaction.  The Accounts Payable Specialist writes the “I” number onto the paper documentation and saves the documentation to give to the Accounts Payable System Coordinator who runs the checks. 


· On a daily basis, the Accounts Payable Specialist receives an “Audit Report” which lists all I numbers entered the previous day (the preparers name is on the report).  The Accounts Payable Specialist gives the audit report, and the supporting documentation, to another Accounts Payable Specialist to audit (check) the work performed.  

· The auditor gives the audit report to another Accounts Payable Specialist to file after approving the report.  The auditor then gives the documentation to the Accounts Payable System Coordinator who runs the checks (if a check run day) or back to the Accounts Payable Specialist who prepared the work (if not a check run day) who will give the documentation to the Accounts Payable System Coordinator on the check run day.  


Rush Payments


· Payments requiring immediate payment can be processed within 24 hours.  

· The Accounts Payable Specialist requesting the rush payment inputs the check request with the check’s due date as the next day.  The next day, the Account Payable Specialist puts the support for the rushed check in front of the Audit Report (for auditing) and hand delivers the request and support to the Accounts Payable Systems Coordinator for processing.  

Utility Bills


· The Accounts Payable Department receives utility bill invoices (after the bills are approved by the Department Heads) from all University Departments.  

· The Accounts Payable Manager approves the invoices and distributes the bills to the Accounts Payable Specialist.  

· The Accounts Payable Specialist scans all bills to ensure that the accounts are current and that no past due balances exist (all past due balances are researched through the Banner system and resolved by the Accounts Payable Specialist).  

· The Accounts Payable Specialist processes the requested payment by inputting the vendor number, invoice number, invoice date, department code (department that incurred the expense) and the check amount.   The checks will be disbursed on the next check run day (there is no specific check run day for utility payments).  

· The Accounts Payable Specialist creates a spreadsheet (and places the spreadsheet on the University’s shared H drive) and lists the vendor, payment and account affected.  


· The Banner system affixes an independent “I” number to the processed transaction.  The Accounts Payable Specialist writes the “I” number onto the paper documentation and saves the documentation to give to the Accounts Payable System Coordinator who runs the checks. 


· On a daily basis, the Accounts Payable Specialist receives an “Audit Report” which lists all I numbers entered the previous day (the preparers name is on the report).  The Accounts Payable Specialist gives the audit report, and the supporting documentation, to another Accounts Payable Specialist to audit (check) the work performed.  

· The auditor gives the audit report to another Accounts Payable Specialist to file after approving the report.  The auditor then gives the documentation to the Accounts Payable System Coordinator who runs the checks. 


Car Leases


· The Accounts Payable Department receives an invoice from the Purchasing Department for inception fees (this invoice alerts the Accounts Payable Department that a new car has been leased).  

· The Accounts Payable Manager approves the invoice for payment and distributes the invoice to the Accounts Payable Specialist.  The Accounts Payable Specialist processes the inception fee invoice for disbursement.  

· The Purchasing Department creates a recurring purchase order for the new car lease and sends the recurring purchase order to the Budget Office.  

· The Budget Office approves the lease and emails the Accounts Payable Department with an imaged copy of the lease invoice.  

· The Accounts Payable Manager approves the invoice and the Accounts Payable Specialist prints the image and photocopies the images (enough copies for each month of the lease’s duration) and places the photocopies into a lease binder (the Accounts Payable Specialist has a binder for each car company the University is engaged in lease contracts and the binder is kept by month).  

· On a monthly basis, the Accounts Payable Specialist removes the photocopied invoice from that month’s tab and processes the invoice for payment.  The Accounts Payable Specialist places the proof of payment for the respective month in the binder.  The checks are disbursed on the check run day (there is no specific check run day for car leases).

· The Banner system affixes an independent “I” number to the processed transaction.  The Accounts Payable Specialist writes the “I” number onto the paper documentation and saves the documentation to give to the Accounts Payable System Coordinator who runs the checks. 


· On a daily basis, the Accounts Payable Specialist receives an “Audit Report” which lists all I numbers entered the previous day (the preparers name is on the report).  The Accounts Payable Specialist gives the audit report, and the supporting documentation, to another Accounts Payable Specialist to audit (check) the work performed.  

· The auditor gives the audit report to another Accounts Payable Specialist to file after approving the report.  The auditor then gives the documentation to the Accounts Payable System Coordinator who runs the checks. 


Apartment Leases


Certain University Departments provide students with housing.  

· The Department Heads signs an apartment lease, creates a recurring purchase order and sends the recurring purchase order to the Budget Office.  

· The Budget Office approves the lease and emails the Accounts Payable Department with an imaged copy of the lease.  

· The Accounts Payable Manager approves the (lease) invoice and the Accounts Payable Specialist prints the image and photocopies the images (enough copies for each month of the lease’s duration) and places the photocopies into a lease binders (the Accounts Payable Specialist has a binder for each company (building) the University is engaged in lease contracts, and the binder is kept by month).  

· On a monthly basis, the Accounts Payable Specialist removes the photocopied invoice from that month’s tab and processes the invoice for payment.  The Accounts Payable Specialist places the proof of payment for the respective month in the binder.  The checks are disbursed on the check run day (there is no specific check run day for apartment leases).

· The Banner system affixes an independent “I” number to the processed transaction.  The Accounts Payable Specialist writes the “I” number onto the paper documentation and saves the documentation to give to the Accounts Payable System Coordinator who runs the checks. 


· On a daily basis, the Accounts Payable Specialist receives an “Audit Report” which lists all I numbers entered the previous day (the preparers name is on the report).  The Accounts Payable Specialist gives the audit report, and the supporting documentation, to another Accounts Payable Specialist to audit (check) the work performed.  

· The auditor gives the audit report to another Accounts Payable Specialist to file after approving the report.  The auditor then gives the documentation to the Accounts Payable System Coordinator who runs the checks. 


Building (classroom) Leases


Certain University Departments conduct classes off-campus and the University rents classroom space.  

· The Department Heads signs a lease, creates a recurring purchase order and sends the recurring purchase order to the Budget Office.  

· The Budget Office approves the lease and emails the Accounts Payable Department with an imaged copy of the lease.  

· The Accounts Payable Manager approves the (lease) invoice and the Accounts Payable Specialist prints the image and photocopies the images (enough copies for each month of the lease’s duration) and places the photocopies into one of the lease binders (the Accounts Payable Specialist has a binder for each company the University is engaged in lease contracts and the binder is kept by month).  

· On a monthly basis, the Accounts Payable Specialist removes the photocopied invoice from that month’s tab and processes the invoice for payment.  The Accounts Payable Specialist places the proof of payment for the respective month in the binder.  The checks will be disbursed on the check run day (there is no specific check run day for building (classroom space) leases).


· The Banner system affixes an independent “I” number to the processed transaction.  The Accounts Payable Specialist writes the “I” number onto the paper documentation and saves the documentation to give to the Accounts Payable System Coordinator who runs the checks. 


· On a daily basis, the Accounts Payable Specialist receives an “Audit Report” which lists all I numbers entered the previous day (the preparers name is on the report).  The Accounts Payable Specialist gives the audit report, and the supporting documentation, to another Accounts Payable Specialist to audit (check) the work performed.  

· The auditor gives the audit report to another Accounts Payable Specialist to file after approving the report.  The auditor then gives the documentation to the Accounts Payable System Coordinator who runs the checks. 


DMEs

The Medical School contracts doctors to teach medical students through student rotations.  

· The Medical School (department head) approves a contracted doctor’s payment and sends a recurring purchase order to the Budget Office.  

· The Budget Office approves the Doctor’s payment and emails the Accounts Payable Department with an imaged copy of the contract.  

· The Accounts Payable Manager approves the (contract) invoice and the Accounts Payable Specialist prints the image and photocopies the images (enough copies for each month of the contract’s duration) and places the photocopies into a binder (for Doctor payments).  

· On a monthly basis, the Accounts Payable Specialist removes the photocopied invoice from that month’s tab and processes the invoice for payment.  The Accounts Payable Specialist places the proof of payment for the respective month in the binder.  The checks will be disbursed on the check run day (there is no specific check run day for DME payments).

· The Banner system affixes an independent “I” number to the processed transaction.  The Accounts Payable Specialist writes the “I” number onto the paper documentation and saves the documentation to give to the Accounts Payable System Coordinator who runs the checks. 


· On a daily basis, the Accounts Payable Specialist receives an “Audit Report” which lists all I numbers entered the previous day (the preparers name is on the report).  The Accounts Payable Specialist gives the audit report, and the supporting documentation, to another Accounts Payable Specialist to audit (check) the work performed.  

· The auditor gives the audit report to another Accounts Payable Specialist to file after approving the report.  The auditor then gives the documentation to the Accounts Payable System Coordinator who runs the checks. 


Construction


· The Accounts Payable Department receives construction bill check requests (with attached invoices) from the Facilities Department.  

· The Accounts Payable Manager approves the invoices and distributes the bills to the Accounts Payable Specialist.  

· The Accounts Payable Specialist scans all bills to ensure that the accounts are current and that no past due balances exist (all past due balances are researched through the Banner system and resolved by the Accounts Payable Specialist).  The Accounts Payable Specialist processes the requested payment by inputting the vendor number, invoice number, invoice date, department code (department that incurred the expense) and the check amount.   The checks will be disbursed on the next check run day (there is no specific check run day for construction bill payments).  


· The Banner system affixes an independent “I” number to the processed transaction.  The Accounts Payable Specialist writes the “I” number onto the paper documentation and saves the documentation to give to the Accounts Payable System Coordinator who runs the checks. 


· On a daily basis, the Accounts Payable Specialist receives an “Audit Report” which lists all I numbers entered the previous day (the preparers name is on the report).  The Accounts Payable Specialist gives the audit report, and the supporting documentation, to another Accounts Payable Specialist to audit (check) the work performed.  

· The auditor gives the audit report to another Accounts Payable Specialist to file after approving the report.  The auditor then gives the documentation to the Accounts Payable System Coordinator who runs the checks. 


Fixed Assets


· All purchases over $1,000 are coded as “Fixed Assets” and coded to a GL account (all purchase under $1,000 are considered minor equipment purchases and are not coded as fixed assets in the GL).  

· The Purchasing Department creates a PO (for the fixed asset) and sends the PO to the Budget Office for approval.  

· The Budget Office approves the purchase and sends the Purchase Order and invoice to the Accounts Payable Department.  

· The Accounts Payable Manager approves the invoice and the Accounts Payable Specialist processes the invoice for payment.  

· The Accounts Payable Specialist processes the requested payment by inputting the vendor number, invoice number, invoice date, department code (department that incurred the expense) and the check amount.   The check will be disbursed on the next check run day (there is no specific check run day for fixed asset payments).  

· When the invoice is processed, the system automatically generates a fixed asset tag for the purchased item.  The Accounts Payable Specialist copies both the PO and the invoice and sends the copies to the Fixed Assets Department for asset tagging.  

· The Banner system affixes an independent “I” number to the processed transaction.  The Accounts Payable Specialist writes the “I” number onto the paper documentation and saves the documentation to give to the Accounts Payable System Coordinator who runs the checks. 


· On a daily basis, the Accounts Payable Specialist receives an “Audit Report” which lists all I numbers entered the previous day (the preparers name is on the report).  The Accounts Payable Specialist gives the audit report, and the supporting documentation, to another Accounts Payable Specialist to audit (check) the work performed.  

· The auditor gives the audit report to another Accounts Payable Specialist to file after approving the report.  The auditor then gives the documentation to the Accounts Payable System Coordinator who runs the checks. 


Vendor/People Payment Maintenance


Vendor/People Additions:


· The Accounts Payable Specialist responsible for Vendor and People Maintenance adds and deletes Vendor and people (Independent Contractors or University employees) records from the Banner system.  

· For new Vendor or People (Independent Contractor) additions, the Accounts Payable Specialist requests a W9 (or W8 Ben from foreign entities) from the Department that issued the request.  

· Once the Department forwards the W9 (or W8 Ben) to Accounts Payable (faxes are accepted), the Accounts Payable Specialist responsible matches the W9 (or W8 Ben) to the supporting documentation and enters the vendor information into the Banner system.  Payments can then be disbursed.  


· ACH payment requests are also set up by entering the banking information into the system.  If the requesting department does not supply the Accounts Payable Department with a completed W9 (or W8 Ben), the Accounts Payable department will withhold 28% of the vendor payment.

· The Accounts Payable Specialist adds University Employees requiring reimbursement into the Accounts Payable system (employees can not be reimbursed until manually entered into the system by Accounts Payable).  

· W9s are not required for US citizens.  W8 Bens are required for foreign employees seeking reimbursement.  ACH payment requests are also set up by entering the banking information into the system.

Vendor/People account Delete/Termination:

· When Vendor or Independent Contractor company information changes, and those changes require new W9’s or W8 Bens, new W9s and W8 Bens must be submitted to the University and updated in the Banner system. 

· The old contact is deleted from the system, but can still be seen in the Banner system.  The Accounts Payable specialist responsible for maintenance notates the line item of the old contact with the new contact vendor number.  

· Vendors (or Independent Contractors) no longer used (or employed) by the University are terminated from the system.  University employees who leave the University are also terminated from the system.


Audit Reports:

· Daily Audit Reports are given to the Accounts Payable Specialist/Maintenance to get approved and filed.  

· The Accounts Payable Specialist scans the audit report for the preparer’s name and the auditor’s (the Accounts Payable Specialist who checked the work) signature.  

· The Accounts Payable Specialist/Maintenance submits all audit reports to the Accounts Payable Manager for approval.  

· Upon approval, the Accounts Payable Specialist/Maintenance ensures that all required signatures are on the audit report (the Auditor’s signature, the Accounts Payable Manager’s signature and the preparer’s name) and files the Audit Reports alphabetically.  

· Reports are stored for a year and shredded thereafter. 

Senior Accounts Payable Systems Coordinator


Unclaimed Property:


· The Senior Accounts Payable Systems Coordinator runs the outstanding check register on a quarterly basis.  

· For outstanding checks over 6 months, the Senior Accounts Payable Systems Coordinator researches the check, by searching the Banner system, to ensure that the check has not been paid.  The Senior Accounts Payable Systems Coordinator researches the check’s payee (looks for new address, name change) and sends a letter in search of the payee.  

· If the payee notifies the University, the Senior Accounts Payable Systems Coordinator sends an affidavit requiring a notary’s signature, and upon the University’s receipt of the affidavit, the University reissues a check for the amount owed.  

· If the Senior Accounts Payable Systems Coordinator does not receive a response from the letter, the Senior Accounts notifies the Assistant Manager of Loan Disbursing to try to reach the check’s payee by telephone.  

· If the Senior Accounts Payable Systems Coordinator receives no response from the first letter or from the Assistant Manager of Loan Disbursing’s phone call, second and third letters are sent to the payee in question.  

· If the Senior Accounts Payable Systems Coordinator receives no response to the 3 letters (and phone call), the property is set aside to be turned over to the state.  

· Before unclaimed property is sent to the state, the Accounts Payable Manager authorizes the transfer.


Outstanding Airfare:

· American Express Universal Travel sends all flight information for University booked trips to the Accounts Payable Department.  

· University employees who upgrade seats on flights or who extend their trips and are charged an additional fee are responsible for those charges.  

· On a monthly basis, Universal Travel sends an outstanding report, by employee to the University.  The Senior Accounts Payable Systems Coordinator scans the report and notifies University employees of outstanding balances via email.  

· If the employee responds that they already deducted these expenses in their reimbursement form, the Senior Accounts Payable Systems Coordinator researches the claim and notifies the employee if the money is still owed.   

· If employees do not pay their fees the employee’s department head is contacted.  If no resolution comes about, the charges are deducted from the employee’s department.


SunTrust Visa Cards (Corporate):

· The University’s Dean approves which University employees obtain a corporate card.  

· The Senior Accounts Payable Systems Coordinator reconciles the corporate account statement and sends a letter to those employees who are over 33 days past due on their corporate account payment.  

· If the employee does not respond, or the charges go unpaid, the Senior Accounts Payable Systems Coordinator contacts the employee’s department head.  If payment is still not remitted, the Senior Accounts Payable Systems Coordinator charges the employees department for the outstanding charges.


Accounts Payable Systems Coordinator

Check Runs:


· On a daily basis, the Accounts Payable Systems Coordinator processes the University’s check run (Tuesdays and Thursdays for Vendor payments and Wednesdays and Fridays for People payments).  

· The Accounts Payable System Coordinator gives manually printed checks to the Accounts Payable Manager to approve and then to the Accounting Assistant (5) for mailing. 

(Note:  The check run reports are maintained in the Accounts Payable Systems Coordinator’s office between 2 weeks and a month and then sent to storage.)  


SunTrust Online Treasury:


· On a daily basis, the Accounts Payable Systems Coordinator sends SunTrust (online) the University’s check run (which is approved and signed off by the Accounts Payable Manager) by 10:00 am. 

· Between 1 and 2 daily, the Accounts Payable Systems Coordinator reconciles the disbursement report sent to the bank to the bank’s mismatch reports, rejected reports and disbursement reports (these reports are accessed online) to ensure that the University and the Bank balance.  

· All imbalances are investigated by the Accounts Payable department.

Manual Checks: 


· Manual checks issued by the University are approved by the Accounts Payable Manager.  

· The Accounts Payable Systems Coordinator notifies SunTrust Bank through an online feature – check issue- about all manual checks.  

· The Accounts Payable System Coordinator enters the check’s check number, check date, check payee and amount.  The check is then manually entered into the Banner system.

Voided Checks:


· Voided checks issued by the University are approved by the Accounts Payable Manager.  

· The Accounts Payable Systems Coordinator notifies SunTrust Bank through an online feature and enters the check’s number, check date, check payee and amount.  

· The check is manually voided through the Banner system.


E Drives:


· Certain University Vendors have multiple invoices outstanding a month.  

· For all mail center vendors (DHL, Arrowmail and Air Concepts), the Accounts Payable Systems Coordinator receives a spreadsheet which lists all outstanding invoices for payment.  The backup support (invoices) and a check request are hand delivered by a representative from mail services.  

· The Accounts Payable Systems Coordinator processes the invoices and attaches a JA number to the spreadsheet.  

· The spreadsheet is forwarded to the Accounts Payable Manager and the Budget Office for approval. Once approved, the spreadsheet is given to the Accounts Payable Specialist responsible for that Vendor’s inputting for key punching.  

· On a monthly basis, the Accounts Payable Systems Coordinator reconciles the spreadsheet against the disbursed payments.

· For all Business Services Vendors (the Bookstore, Aramark, Toshiba, Avis Rent-A-Car, Enterprise Rent-A-Car and Universal Travel and American Express) the Accounts Payable Systems Coordinator receives a spreadsheet which lists all outstanding invoices for payment from the Director of Business Services.  The backup support (invoices) and a check request are hand delivered by the Director of Business Services.  

· The Accounts Payable Systems Coordinator processes the invoices and attaches a JA number to the spreadsheet.  

· The spreadsheet is forwarded to the Accounts Payable Manager and the Budget Office for approval. 

· Once approved, the spreadsheet is given to the Accounts Payable Specialist responsible for that Vendor’s inputting for key punching.  

· On a monthly basis, the Accounts Payable Systems Coordinator reconciles the spreadsheet against the disbursed payments.


Records Coordinator


· On a daily basis, copies of all checks (with the checks’ supporting documentation) are given to the Records Coordinator.  

· The Records Coordinator compares the paper documentation to the Banner system to ensure that the “I” number affixed on the paper documentation matches the Banner system.  

· The Report Coordinator then assigns a barcode to the paper documentation and sends the paperwork to imaging to image into the system.  If imaging finds a mistake in the documentation (the “I” number on the paper documentation differs than what the Banner system has on file, the activity code is missing or the barcode is missing etc...), the documentation is returned to the Records Coordinator to update.  


Accounting Assistant (5):


· On a daily basis, Accounting Assistant (5) matches the checks (from the printed check run) to the check’s supporting documentation.  

· The supporting documentation (invoice and copy of the check) is stamped for proof of payment.  

· Accounting Assistant (5) handles checks with special handling instructions (i.e. the requisitioning department wants the check to photocopy for the department’s records and mail independently or if the check needs to be sent through DHL etc…) accordingly.  Accounting Assistant (5) mails all other checks.


· On a daily basis, Accounting Assistant (5) matches ACH payments (the back up support) to an ACH report from SunTrust (given to Accounting Assistant (5) by the Accounts Payable Systems Coordinator.  

· Accounting Assistant (5) stamps the back-up support for proof of payment.
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Fixed Assets

Fixed assets include all long-lived property, both real and personal, that is owned by NSU, or in its Custody by lease or other specific agreements such as acquisitions under Contracts and Grants wherein the agency retains title to the property.  The major classifications of assets are:


1. Real Property



Land



Buildings



Improvements other than buildings


2. Personal Property



Equipment



Library Books



Art Collections


3. Construction in Progress


Real Property


Real property includes all land, buildings and improvements other than buildings owned by NSU.


Land.  All land purchased or acquired by gift or bequest.  If land is purchased, its value is the amount paid, including all costs such as broker fees and legal fees.  If the land is acquired by gift or bequest, the land should be recorded at fair market value at the date of the gift or the bequest.


Buildings.  All structures used for operating purposes.  Included are all permanently attached fixtures, including machinery, and other components that cannot be removed without damaging the buildings.  If a component can be removed without damaging the building, it is considered equipment and should not be included in the value of the building.


All direct costs of construction are applied to a building’s value.  If the building is constructed by NSU personnel, an allocation for indirect costs will be made.  Significant structural changes to a building that increases the building’s usefulness, efficiency or asset life also should be accounted for and added to its value.


Improvements other than buildings.  Improvements to land other than buildings, such as streets, pavements, bridges, landscaping and utility distribution systems.  The valuation method is the same as for buildings.


Personal Property


Personal property includes all fixed assets that are not real property.  The valuation method depends on whether an item is purchased, donated or fabricated.  


If the item was purchased, the value recorded is the amount invoiced less all discounts; freight would also be included.  If the item is donated, the recorded value is the fair market value on the date of the gift.  If the item is fabricated, the value of the item is all direct costs associated with the fabrication, labor and installation of the item.  Indirect costs should also be included.


Equipment.  Capital equipment includes all personal property having the following characteristics:


(1) an acquisition value of $1,000 or more per unit, except for certain property that is considered part of a component of computers if their cost basis are less than $1,000.


(2) an expected useful life in excess of more than one year.  This period will vary depending upon the fixed asset’s class.  For example, items classified as furniture and fixtures will have an expected useful life of 15 years, whereas, computer equipment will be 5 years.  


(3)  An identity which is not altered materially through use.


If all three conditions are met, an item will be capitalized and depreciated.  Property that fails to meet any one of these tests will be expensed in the current period.


However, if an item fails to meet the value test but has a unit cost basis of between $500 and $999, a NSU decal will be placed on the asset and centers will be held accountable.


Library Books.  All library books, bound periodicals, microfilms and other library items are included, regardless of the source of acquisition funds.  Library acquisitions are valued at cost: depreciation will be recorded over a ten year useful life using the straight-line method.

Art Collections.  All museum items, art and scientific collections, slide collections and permanent displays of all kinds, wherever located, are included in personal property.


Construction in Progress


This classification includes all projects for construction of buildings, other improvements and equipment in progress at a fiscal year-end.


Recording of Land Acquisitions

The master control inventory file contains no information concerning land acquisitions as adequate manual records satisfactorily document these transactions.  Actual costs of property, together with the authorization of the purchase and supporting legal documents, such as deeds, wills and gift instruments are on file in carious University departments.  Records of subsequent additions and deletions will be updated and maintained, whenever necessary, to provide for proper disclosure in NUS’s financial Statements.


Recording of Buildings and Improvements


Buildings


Inventory data relative to buildings entered in the capital asset system database includes:


· Building code.


· Name of the building


· Original cost, or if not available, the fair market value


· Number of years to depreciate


· Residual Value


· Current year deprecation


· Accumulated depreciation


In addition, a separate file for each building is maintained by the General Accounting Manager with supporting information.  These files contain such data as: (1) date of construction or acquisition; (2) location; (3) source of funds (federal, state etc..); (4) date nature and cost of significant alterations or structural changes that increases the usefulness, efficiency or asset life of existing buildings; and (5) date, description and value of deletions reducing recorded costs.  As additions or deletions are made to existing buildings, cost and other appropriate data will be entered to update the system.


NSU buildings will be depreciated using a useful life of 50 years under the straight-line method.


Improvements other than Buildings


Information relative to improvements other than buildings is not entered on the master control inventory file, because adequate manual records document these transactions.  Cost information and other relative data for such improvements (landscaping, parking lost, sidewalks, curbs, utility systems, flagpoles, fences and other similar improvements) are maintained by the General Accounting Manager.  Depreciation will be recorded over a useful life of 20 years under the straight-line method.


Recording of Equipment Acquisitions


Equipment may be acquired through different methods and under a variety of conditions.  They include:  (1) purchase; (2) financing agreements; (3) gifts; (4) fabrication; (5) lease and (6) government surplus property.  Data included in the master control inventory file for equipment is as follows:


· Tag number.


· Effective date of purchase.


· Fund, function and object code that the equipment has been charged to.


· Building code and room number where the item is located.


· Equipment code designating the class of asset, such as furniture and fixtures, computer equipment etc.


· Original cost and residual value.


· Purchase order and vendor numbers.


· Manufacturer, Make/Model and Serial number.


· Useful life and equipment condition.


· Type code.


The type code is used to identify depreciable and non-depreciable items and to distinguish between University and government-owned property, and property on loan.  In addition, this code enables us to determine the total value, on an annual basis, of various dispositions of equipment, for example, trade-ins and lost and stolen property.


Purchases

· The department requesting the purchase sends a completed purchase requisition form to the Purchasing department.  

· The Purchasing department enters the information into the Banner system and a Banner PO is generated.  

· The Banner PO is sent to the Fixed Assets department.  

· The Fixed Assets manager reviews the Banner PO for proper account coding and releases or rejects the Banner PO.  

· A Banner PO that is released is forwarded to the Budget Office.  

· The Budget Office checks the PO for proper coding of expenditures for capitalizable equipment and availability of funds.  If budgeted funds are not available to cover the request, the requesting department will be required to make up any deficiency.  

· When the Budget Office approves the Banner PO, the Banner PO is sent back to the Purchasing department to purchase the item.  

(Note:  There are two different types of Fixed Assets:  (1) Computers and (2) Non-Computers.  There is a central receiving department for Computers in the OIT department.  Non-Computer fixed asset purchases are not centrally received.  The assets are received by the requesting departments.)  

· When OIT (or the requesting department if a Non-Computer purchase) receives the purchased item(s), a copy of the requisition, the Banner PO, the vendor invoice and the packaging slip are batched together, and OIT (or the requesting department if a Non-Computer purchase) signs off on the paperwork and sends the paperwork to the Accounts Payable department for payment.  

· Upon receipt of the paperwork, the Accounts Payable department processes the paperwork for payment.  

· A TTAG number (a computer assigned asset identification number) is generated by the payment process.  

· When the payment is processed, the Accounts Payable department sends the Fixed Assets department a Data Extract report which lists the item(s) purchased, the number of item(s) paid, the amount paid and the TTAG number.  

· The Fixed Assets department attaches a PTAG number to the purchased asset’s TTAG number, for a non-computer purchase, or matches the TTAG number to the PTAG number OIT attached to a computer based fixed asset.  

(Note:  The Fixed Assets department supplies the OIT department with a list of PTAG numbers.  The OIT department attaches a PTAG number to purchased computer equipment and notifies the Fixed Assets department of which PTAG number was given to which asset.)  

· The Fixed Assets department staff compares the item(s) listed on the report to the Banner PO to ensure that the item(s) purchased, the purchase price and the cost of the item(s) match.  

· The Fixed Assets department staff completes a Data Entry Form, which contains the fixed asset’s PTAG number, asset description, building and room location, serial number, cost and residual value.  

· Once this form is completed in the Banner system, the asset is capitalized.   

Gifts


Gifts can be accepted by the different NSU departments.  When a gift of capitalizable equipment (over $1,000) is accepted by NSU, the Fixed Assets department must be notified.  The Fixed Assets department will attach a PTAG to the capitlizable asset.

Fabrication

When equipment is constructed or assembled by NSU, the Fixed Assets department must be notified when the unit is placed into use.  If a major component has been assigned a PTAG number at the time of purchase, the PTAG number and related purchase order become the controlling record for the fabricated unit.  If other previously inventoried items are included in the new unit, the individual units must be deleted from the inventory master file. 


Leases

Equipment on leases without an option to buy must be reported to the Fixed Assets department for inclusion in the equipment records so that such units are covered by fire insurance.  The Fixed Assets department is not responsible for tracking the equipment.

The leased and loaned items will not be included in the total equipment inventory for financial reporting purposes.  When a lease includes an option to buy, the stated purchase price will be recorded.  If the purchase option is exercised later, adjustments must be made to the inventory records to reflect additional funds disbursed to acquire the asset.


Government Surplus Property


Equipment acquired directly from federal or state surplus stores will be recorded at actual cost even though it may be nominal.  If the equipment purchased is $1,000 or greater, the Fixed Assets department will attach a PTAG to the capitalizable equipment.

Equipment Labeling


All property acquired by NSU, over $1,000 will be permanently tagged with a five digit identification number (PTAG number).  This includes property acquired under a grant or contract where the title rests with the external agency.  


The label may be removed only when the asset is retired.  At that time, either the Disposal Form or the Surplus Form should be completed and forwarded together with the label, if available.


Fixed Asset personnel will be responsible for affixing the tag, except for property located at personal residences or cluster sites (discussed below).  Departments are requested to assist by providing access to equipment and helping with the technical identification.  When the property identification tag is affixed, the Fixed Assets department personnel will validate the following information:


· Responsible department.


· Serial Number (if applicable)


· Location – Building and Room Number


In addition, the Fixed Assets department shall sign and date the Equipment Acquisition Form to acknowledge receipt and tagging of the asset.   


Property Located Off-Campus


Property located a reasonable distance from the main campus will be tagged by the Fixed Assets department, unless it is physically located at an employee’s residence.  When property is located at a cluster site in another city, or a residence, the custodial employee will be given an identification tag to affix to the property and instructed to fill in any information missing from the Equipment Acquisition form.  Further, the custodial employee shall sign and date the form to acknowledge receipt.  


The custodial employee should return the Equipment Acquisition form to the Fixed Assets department.  Upon verification that the form is complete and accurate, the department responsible for the asset(s) should verify that the form is complete and accurate, initial and date the form before submitting to the Fixed Assets department.


If it is possible to tag such property before it is delivered to an employee’s residence or cluster site, the acquiring department should make arrangements with the Fixed Assets department beforehand.


Non Taggable Items


Assets in which it is impossible or inappropriate to affix a PTAG will be assigned an identification number by the Fixed Assets department beginning with the letter (X) and contain 4 additional digits.  This tag number will print on all reports distributed.  As a result, each department unit will be able to easily distinguish non-taggable property.  In this situation, the same procedures with respect to acknowledging receipt, reporting transfers and retirement of assets will apply. 

Physical Inventory 


The Fixed Assets department conducts physical inventories every two years.  The Fixed Assets department scans all (tagged) assets building by building.  Cluster sites are also inventoried in the process.  The Fixed Assets department sends a Capital Equipment Data Report to the Cluster site and the site’s technician performs the inventory.  All inventory not found during the physical inventory are reported on the Unfound Item Report.  Each department is given the Unfound Item Report for the specific department and is responsible for locating missing assets. Every effort must be made to locate assets listed on the Unfound Item Report.  Requests for write off must be made in writing by the Dean or Department Head and submitted to Fixed Assets.  Financial Operations will write-off missing fixed assets within one year of the commencement of the fixed asset inventory in each individual center/department.

Sponsored Project Inventories


The Office of Grants and Contracts shall notify the Fixed Assets department when the sponsor requires that title to the property remain with the agency.  In addition, the Office should inform the Fixed Assets department when physical inventories are required for each sponsored project; generally, this is near the expiration of a project, although some federal or state agencies may require an annual inventory.  The Fixed Assets department will make arrangements with the Principal Investigator of the Contract or Grant to conduct the inventory.


Inventory results will be conveyed to the Office of Contracts and Grants to furnish sufficient information to file any report or closing papers that may be required.  If the project is closed and the sponsor requests that the equipment be returned, a Disposal Form must be filed with the Fixed Assets department to update asset (inventory) records. 

Laptops


Annually, the Fixed Assets department conducts inventory on University owned laptops.  The Fixed Assets department sends Control Forms to all responsible parties of laptops to verify the laptop’s make, model, serial number and PTAG number.  The responsible parties complete and sign the Control Form and return the form to the Fixed Assets department.  Upon receipt of the form, the Fixed Assets department updates the assets’ records.


Control Forms (non computers)


Annually, the Fixed Assets department conducts inventory on non-taggable assets (rugs, oceanographic equipment, psychology equipment, etc…) and assets held in residences.  The Fixed Assets department sends Control Forms to all responsible parties of non-taggable assets and assets held in residences.  The responsible parties complete and sign the Control Form and return the Control Form to the Fixed Assets department.  Upon receipt of the form, the Fixed Assets department updates the assets’ records.   

Changes and Disposition of Equipment


Asset Disposal

A department with asset(s) that are no longer useful and should be disposed will complete an Asset Disposal form and fax the form to the Fixed Assets department.  (Note:  Computer related assets are the assets usually disposed of).  Upon receipt of the fax, the Fixed Assets department faxes a copy of the disposal form to the OIT-TSS department.  The OIT-TSS department retrieves the equipment (from the requesting department) and determines if the asset(s) should be disposed or if the asset(s) is still in usable condition.  If the asset(s) is to be disposed of, the OIT-TSS department signs the asset disposal form and notifies the University approved disposal company to pick up the disposed assets.  The company representative signs a form indicating that the asset(s) were obtained from the University and the signed forms are sent to the Fixed Assets department.  Upon receipt of the signed forms, the Fixed Assets department removes the asset(s) from the University’s books.    


Surplus Assets


Departments containing surplus asset(s) (usually furniture) will complete a surplus asset form and send the form to Facilities Management.  Upon receipt of the completed form, Facilities Management notifies the Fixed Assets department of the request.  Facilities Management takes the surplus asset(s) and determines whether to discard of the surplus asset(s) or to store the surplus asset(s) for future use.  Storable asset(s) are kept either in a storage facility on campus or in a storage facility off campus.  If the asset(s) are discarded the Fixed Assets department receives a copy of the surplus form and removes the asset(s) from the books.   


Internal Transfers


Permanent transfers of equipment between and within departments when property is physically moved to a different room should be reported to the Fixed Assets department, on a Transfer Form, by the department initiating the transfer.  The Fixed Assets department updates the asset’s location and attaches the Transfer Form to the asset’s PO.

Lost or Stolen Assets


Lost or stolen equipment should be reported immediately to the Public Safety Department.  The Public Safety Department prepares an Incident Report to document the loss.  Afterwards, the report is forwarded to NSU’s insurance manager.  It is vital that all losses be reported to accurately determine the total value of these dispositions.  


When property is not recovered within 90 days, the asset will be deleted from the inventory master file.  If the item is later recovered, the property will be restored to the file.

Unserviceable Equipment

Equipment that is worn out, obsolete or damaged beyond repair should be reported to the Facilities Department (for furniture) and the OIT Department (for computers) to determine whether the equipment (or asset) has value as excess property.  If the item has no value, the item will be disposed of and the individual record will be deleted fro the inventory master file.

Destroyed Equipment

When equipment is accidentally destroyed (struck by lightening) the Fixed Assets department should be notified immediately.  Upon receipt of a properly approved Disposition Form, the Fixed Assets department will delete the item from the inventory master file.  In addition, this information will be provided to NSU’s insurance coordinator for claims submission, if applicable.

Serviceable


When serviceable equipment is no longer needed by using departments and the equipment is not reassigned to another, the Fixed Assets department should be notified through submission of a Surplus Form.  This information should also be referred to Facilities, and the equipment (item) stored as excess property.  If an arrangement is made with another department to utilize such equipment, then the transfer should be documented using the Surplus Form.


Excess property will be reclassified on the inventory master file.  When excess equipment is sold or finally disposed of in some manner, the inventory master file will again be updated.  


Government Owned Equipment

The disposition of property purchased under state and federal grants and contracts will be handled in accordance with the applicable government regulations and specific instructions from contracting agencies.


When title to property is retained by the granting agency, it will be recorded as non-depreciable personal property.  All transfers and dispositions of government property should be reported by filing Transfer Forms, Surplus Forms or Disposal Forms.  The Fixed Assets department and the Office of Contracts and Grants will coordinate to unsure that all requirements are properly met in these circumstances.  


Library Books


Records of books and other holdings such as bound subscriptions are maintained by the campus libraries and will suffice as detailed inventory records without duplication by the Fixed Assets department.  However, total additions and deletions will be reported to the Fixed Assets department on an annual basis.  Acquisitions will be recorded at cost and deletions will be made at an annually revised average cost per volume.  This information will form the basis for entries to the financial records.


Art Collections


Acquisitions of collections of art, scientific or historical objects will be reported to the Fixed Assets department on an Equipment Acquisition Form and entered into the inventory master control file.  Transfers and deletions should be reported on either a Transfer Form, a Disposal Form or a Surplus Form based on the nature of the disposition.

Departmental Duties and Responsibilities

Property Custodians


Each department has a designated contact person to act as a liaison with the Fixed Assets department.  Departments should view their organizational structure and site locations to determine whether one or more persons are needed to maintain control over capital assets in their departments.  As designated personnel are transferred or terminated, or new custodians are selected, the Fixed Assets department shall be notified in writing immediately. 


A list of those persons assigned by each department will be maintained by the Controller’s Office.  The list will be updated as needed and serve as a quick reference.


Property Security


The most important responsibility of the designated contact person is to provide proper security for equipment.  In addition, Principal Investigators for sponsored projects and departmental employees shall also use due care to protect property against loss, damage and unauthorized use.


Reconciliation Reports


Annually, a Capital Equipment Data Report will be distributed to all users.  This report represents a cumulative summary of all equipment purchases by the reporting unit.  Each entry will be displayed until a specific asset is disposed of.  Each department is responsible to verify each transaction’s propriety and accuracy and to report discrepancies promptly.


Reporting of Errors


When inconsistencies are discovered between the Capital Equipment Data Report and department data, the department should complete the Capital Equipment Inventory Discrepancy Report and forward the report to the Fixed Assets department.  Upon confirmation of reported variances, appropriate action will be taken to correct the master inventory file.

Recognition of Depreciation

The Financial Accounting Standards Board Statement #93, Recognition of Depreciation by Not-for-Profit Organizations, requires the University to recognize depreciation on long-lived assets.  In addition the Statement requires specific disclosure in the financial statements effective for fiscal years beginning on or after January 1, 1990. 


Both real and personal property will be depreciated using the straight-line method of depreciation.  This method, which is most widely used and easy to understand, spreads depreciation equally over the useful life of an asset.  In determining the annual charge for depreciation, the original cost of an asset, the residual value of the asset and the useful life of the asset must be known.


Land, buildings and equipment are recorded at cost, except when acquired by gift or bequest.  For equipment, this includes invoice price (less discounts), plus incidental costs including insurance during transit, freight and installation costs.  With respect to residual value for equipment, this amount will be computed at 10% of original cost, except for furniture and fixtures which will have no residual value.


Equipment has been categorized into classes and codes established for specific items within each class.  In addition, useful lives have been determined for each class.  For example, the class of assets established for furniture and fixtures includes equipment codes for such items as desks, file cabinets, chairs, tables, bookcases, and a category specified as other, which identifies items acquired only occasionally.  For this class of fixed asset, a useful life of 15 years has been set.  


In computing depreciation, a half-year convention will be used.  In the year of acquisition, depreciation will be calculated for half a year only, regardless of when the asset is acquired.  In subsequent years, a full year’s depreciation will be computed.  Further, when an asset is disposed of by whatever means, prior to the end of its useful life, one half year depreciation will be taken in the year of disposal.


Property Disposal

The Property Disposal Report lists property disposed of by whatever means during the current fiscal year.  When the Fixed Assets department is notified that an asset has been disposed of, the Fixed Assets department shall update the master control inventory file.  If the asset is depreciable property, depreciation expense for half of a year will be recorded.  Upon generation of a final property disposal report for the current fiscal year, these items will be deleted from the database.
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Bank Accounts


New Accounts/Signature Cards:


· The Treasurer opens all bank accounts.  

· The Treasury Department obtains required signatures necessary to open and establish the bank account.  

· The Treasury Department sends the signed documents to the bank and keeps copies of the documentation for the University’s records.  

Bank Reconciliations

· The Treasury Department receives the bank statements for the University’s bank accounts (by FED EX) by the 3rd business day of each month.


· The bank statements are disbursed to the respective Treasury Department personnel responsible for each bank account. 


· Bank reconciliations are performed by printing the respective GL report(s) (through the Banner system) and reconciling between the GL, the bank statement and all journal entries (i.e. bank fees, credit card fees etc.) posted (by the treasury department) for the respective bank accounts. 


· Reconciling items not posted and carried as outstanding are proposed to the respective department heads responsible for the bank accounts and investigated.


Bank Account 6 (University’s main checking account), Bank Account 11 (Nova’s Payroll Account) and Bank 62 (Grand Oaks Payroll Account):


· The bank reconciliations are performed by printing the GL reports (through the Banner system) and reconciling between the GLs, the paid/unpaid reconciliation reports (provided by SunTrust), the bank statements and all journal entries (i.e. bank fees, credit card fees etc.) posted (by the treasury department) for the respective bank accounts. 


· Reconciling items are proposed to Accounts Payable/Payroll and investigated.


Jamaica Accounts:

· (Main) Jamaica Currency Account – Students make tuition payments  directly into this account.  Money is transferred from this account into one of two other Jamaica accounts (US currency account or Operations Account).


· US Currency Account – Four transactions transpire in this account. 


a. Students make tuition payments in US dollars (to the bank directly) into this account.  The bank sends tuition payment vouchers for all tuition payments received with the monthly statement.


b. Money is transferred from Main Jamaica Currency account into this account.


c. The Operations Account balance is transferred into this account.


d. Money is transferred from this account into Bank Account 20 (US $) (The University’s main tuition account), quarterly by the Treasurer.

· Operations Account – Money transferred from (Main) Jamaica Currency Account into this account to pay monthly expenses (usually around $2,000,000 Jamaican monthly - $40,000 US monthly).  Significant balances in this account are transferred to the US Currency Account.


· The University uses Citigroup for the Jamaican bank accounts.  Through Citiservices, 4 electronic banking cards are issued in order to transact daily banking transactions.  The four cards are electronically programmed to authorize and grant access authority.  1 card allows read-only authorization, 2 cards grant transaction initiating authority and 1 card grants authorization authority.


· A University representative (in Jamaica) disburses all monthly expenditures for Jamaica expenses from the Operations account monthly.  

· The representative sends the Check register and all paid invoices to the Treasury Department for reconciliation purposes.  

· Jamaica’s University Representative can view the bank accounts, but does not receive the statements and does not reconcile the Jamaican bank accounts.


· The Treasury Department scans the Check Register for unusual transactions and prepares the monthly bank reconciliations for the Jamaican Bank accounts (by the 20th of each month). 


· The Treasury Department prepares the Jamaica expenditure JEXL Feed.  

· The Controller’s Office uploads Jamaica’s expenditures (through JEXL Feed) to the Banner system.  The Treasurer approves expenditures.


Bahamas:

Bahamas Accounts:
Checking





Tuition


· The University uses Royal Bank of Canada for the Bahamas’ bank accounts.  Only two people have the pass code for these bank accounts, the Treasurer and one other member of the Treasury Department.


· On a weekly basis, the Treasury Department scans the Bahamas’ checking account to ensure that tuition payments were not posted into the account in error.  

· If tuition payments are posted to the checking account, the Treasury Department emails the Royal Bank of Canada contact with the transactions that need to be moved from the checking account into the tuition account.  

· The bank contact transfers the money and the information logged for the specific transaction from the checking account to the tuition account.  

· Once the transfer is completed, the bank contact notifies the Treasury Department and the Treasury Department notifies Director of Finance and Operations of Nova Southeastern University Student Educational Centers and the student’s account will reflect the proper tuition payment.

· On a monthly basis, the  Director of Finance and Operations of NSU Student Educational Centers contacts the Treasury Department to transfer money from the Bahamas’ tuition account into the Bahamas’ checking account to pay the Bahamas’ monthly expenses.  

· The Treasury Department prepares a wire transfer to transfer the funds between the accounts and the Treasurer approves the transfer.  


· A University representative (in the Bahamas) disburses all monthly expenditures (except payroll) for the Bahamas site from the checking account between the 1st and 5th of each month.  

· The representative sends the check register and all paid invoices to the Treasury Department for reconciliation purposes.  

· The Bahamas’ University Representative can view the bank accounts, but does not receive the statements and does not reconcile the Bahamas’ bank accounts.


· The Treasury Department scans the Check Register for unusual transactions and prepares the monthly bank reconciliations for the Bahamas’ bank accounts (by the 20th of each month). 


· Deloitte & Touche disburses payroll checks (for the Bahamas operation) from an account Deloitte & Touche controls (for payroll purposes).  

· The payroll funding (for the Bahamas operation) is funded from the Bahamas’ tuition account.  

· On a monthly basis, Deloitte & Touche emails the University’s payroll manager with the amount needed for that month’s payroll.  

· The payroll manager approves the dollar amount and notifies the Treasury Department and the Treasurer to transfer the money from the tuition account into the account Deloitte & Touche account (used for payroll).  

· The Treasury Department contacts the bank with the proper transfer instructions (i.e. the transfer amount and the accounts that should be debited and credited).  

· When the Treasury Department receives confirmation of the transfer, the Treasury Department notifies the Treasurer, the Payroll manager and Deloitte & Touche that the transfer has been completed. 

· The Treasury Department prepares the Bahamas’ expenditure JEXL Feed.  

· The Controller’s Office uploads Bahamas’ expenditures through the JEXL Feed into the Banner system.  

· The Treasurer approves the expenditures.


· On a quarterly basis, the University transfers money from the Bahamas’ tuition account into bank account 20.  

· The Treasurer instructs the Treasury Department to transfer the money.  

· The Treasury Department sends a request(s), via fax, to the Central Bank of the Bahamas (the Treasurer approves the fax).  

· The Central Bank has to approve all money transfers out of the Bahamas.  

· Once the Central Bank of the Bahamas grants approval, the Treasury Department sends the Royal Bank of Canada the proper wire instructions (the dollar amount and the accounts that should be debited and credited) to transfer the money from the Bahamas’ tuition account into bank account 20.  The University is currently allowed to transfer $2,000,000 annually out of the Bahamas’ tuition account.  

· The Treasury Department prepares the journal entry for the transaction.  

· The Treasurer approves the journal entry.  

· Another Treasury Department employee posts the journal entry into the Banner system.


Bank Account 4 (Sallie Mae Cancels):

· Monthly Bank reconciliations is performed by printing the GL report (through the Banner system) and reconciling between the GL, the OIT reports, the bank statement, the Sallie Mae statement and all journal entries posted (by the treasury department) for this account. 


EFT Account:

· A monthly bank reconciliation is performed by printing the GL report (through the Banner system) and reconciling between the GL, the lender statements and the bank statement for this account. 


Bank of America (Origination Fees):

· Monthly bank reconciliations are performed by printing the GL report (through the Banner system) and reconciling between the GL, the NelNet statement and the bank statement for this account. 


Bank Account 61 (Grand Oaks):


· The Treasury Department receives monthly bookkeeping information from the Grand Oaks’ bookkeeper/accountant on a monthly basis.  

· The Treasury Department key punches Grand Oaks’ information into the Banner system.  

· The Treasury Department scans the information for unusual balances and entries. 

· The Treasury Department reconciles the bank account.  Reconciling items are proposed to the Grand Oaks’ bookkeeper and investigated.

Emergency Loan Funds (Law School, Whitaker (Psychology School), Labelle and Labonte):


· Bank reconciliations are performed by printing the respective GL report(s) (through the Banner system) and reconciling between the GL and the bank statement(s) for the respective bank account(s) for these emergency loan funds.  

· These funds are utilized by the different centers to assist students in their time of need.

Non Memo Bank Account Monthly Reconciliations


SLMA Class 800 Report:


· The Controller’s Office does a reconciliation for the loans sold and returned (and the fees attached to these services) between NelNet and Sallie Mae Loan Services.  

· The Controller’s Department performs this reconciliation by reconciling the 800 Report from Sallie Mae and the monthly Activity spreadsheet provided by NelNet.


Participation Agreement:


· The Controller’s Office does a reconciliation for the difference between the Origination Fees and Disbursement Fees recorded by NelNet to what is recorded by the University.  

· The Controller’s Office reconciles between the GL and NelNet statements.  

Merchant Services (Credit Cards)

Merchant Account Reconciliation:

The Treasury Department handles all credit card activity reconciliations.  

· One Treasury Department employee has online access to all Visa and MasterCard merchant accounts activity.  

· The Treasury Department has one access code for American Express merchant accounts and the entire department accesses respective American Express merchant accounts with the one access code (for online statement purposes), and has view capability only.

· Visa, MasterCard and American Express merchant accounts are linked to the University’s different bank accounts (depending on the nature and purpose of the merchant account).  The Treasury Department employee in charge of a bank account with a merchant account attached to the bank account is responsible for the coordinating merchant account (i.e. reconciliation between the activity reported by the University and the activity reported by the bank and preparing journal entries for monthly fees) of the merchant account (activity) attached to the bank account.  

(Note: A single bank account can have more than one merchant account attached to the account.)  

· Monthly statements are sent by mail for Visa and MasterCard, and disbursed throughout the Treasury Department upon delivery.  

· Monthly American Express merchant account activity is printed from online capabilities.

Equipment Ordering/Maintenance:

The Treasury Department orders and maintains all University credit card machines.  

· When a department needs a credit card machine, whether electronic or manual, the department in need sends a request to the Treasury Department.  

· The Treasurer approves (or denies) the credit card machine purchases request.  

· The Treasury Department purchases the machine(s) and requests a new merchant number (if a new merchant account) from Bank of America, the service provider.  

· Bank of America activates the credit card machine, and sends the activated equipment to the Treasury Department.  

· Upon receipt, the Treasury Department sends the equipment to the Grants and Contracts department for equipment tagging (the Treasury Department tracks the equipment via the equipment tag).  

· After the equipment is tagged, the Grants and Contracts department returns the equipment to the Treasury Department.  

· The Treasury Department contacts the department (that requested the machine) to pick up the machine.  

· The department representative retrieving the equipment fills out and signs a form (the top portion of the form) that grants custody and usage authority to the requesting department.  

· When the department returns the machine to the Treasury Department, the bottom portion of the form is completed and custody and usage authority are revoked, and the credit card machine is deactivated.    

· The Treasury Department keeps deactivated machines in its possession.  

· When a department requests a credit card machine the Treasury Department contacts Bank of America and requests that the credit card machine be reactivated (either with a new merchant number or a deactivated merchant number).  Upon reactivation, the requesting department fills out the required form and is granted custody and authorization to use the machine.   


American Express Charge-backs (disputes):


· American Express notifies the Treasury Department of charge-back (disputes) via email.  

· The Treasury Department downloads and prints the dispute information, and faxes the information to the department involved with the dispute (the Treasury Department employee in charge of the specific bank account that the American Express merchant account is attached to keeps the dispute information in their records).  Charge-back (dispute) investigations and resolutions are handled by the department involved in the dispute.  

· If the department under dispute does not handle the dispute in a timely manner, the Treasury Department turns the charge-back (dispute) information over to the Treasurer who then contacts the department to help facilitate proper account resolution.   

Key Punching


· The Treasury Department manually posts journal entries into the Banner system for various University departments.  

· The Treasury Department scans the paper support provided to the Treasury department for two different signatures (the preparer’s signature and the approval signature).  

· Once the journal entry is posted, the entry is booked into a log (book) by journal entry number, description (the preparer’s name), the journal entry’s date, the journal entry’s amount and the batch number.  

· The back-up support (the signed journal entry and a copy of the posted entry with a register tape showing the amount of the batch total) is stored and filed.


JEXL FEEDs


· The Controller’s Office receives large journal entries (more than 15 line items) from the different University departments that have access to the shared drive.  

· The Controller’s Office either accesses the shared drive and converts spreadsheets which need to be uploaded into the Banner system, into a template that the Banner system can process or manually creates the JEXELFEED from raw data provided by the different departments.  

· The Controller’s Office uploads the converted files into the Banner system (for posting) and scans for errors.  Errors are reported to and investigated by the respective department.  Authorization for the JEXELFEED occurs after the upload.  

· The Controller’s Office runs a hard copy of the upload and disburses for proper authorization.

Systems Administration

· The Treasury Department updates online system registrations (for CCCR) and grants online access and password to systems/programs such as Grants.Gov, POS Partners, American Express, SunTrust, Bank of America and EMoney (Grand Oaks’ system) for the University’s employees.  

· A University employee in need of access to a system emails the request (for whichever system the employee needs access to) to the Treasury Department. 

Tuition Waivers


· The Treasury Department receives tuition waivers for University employees.  

· The Treasury Department batches tuition waivers by department and posts one entry per department.  

· The Treasury Department scans the paper support for proper approval (department head and HR) and posts the entry.  

· The back-up support (the signed tuition waiver and a copy of the entry) is stored and filed.

Account Analysis Statement


· On a monthly basis, the Treasury Department prepares a check request for the bank charges on all accounts held at the bank (the analysis prepared by the bank comes on one statement for all bank accounts).  

· The Treasury Department prepares the check request, the Treasurer authorizes the payment and the check request is sent to Accounts Payable for payment. 


SOL (Self Originating Loan) Analysis

· On a monthly basis, the Controller’s Office prepares a spreadsheet to net loan program revenues (interest income on EFT and Bank of America Origination Fee accounts, loan premiums and income from NelNet) to loan program expenses (expenses paid to NelNet for the loan program).   

· The Controller’s Office prepares this spreadsheet to track the profitability of the loan program.

NelNet Bill of Sale


· On a monthly basis, the Controller’s Office prepares a check request for the NelNet charges.  

· The Controller’s Office prepares the check request, the Executive Director authorizes the payment and the check request is sent to Accounts Payable for payment. 


Calculate Sales Tax and File Return


· On a monthly basis, the Controller’s Office files a sales tax return with the state of Florida.  

· The Controller’s Office runs GL reports for all departments (accounts) affected.  

· The Controller’s Office calculates the total sales tax owed for all departments based on a calculation (6% of sales).  

· The Controller’s Office electronically files the return with the state. The Controller’s Office posts a journal entry for the transaction and keeps a copy of the filed return with the posted journal entry as support.  

· The Controller’s Office receives authorization for the journal entry after the journal entry is posted.   

Quarterly LaRS Invoice from DOE NelNet Liability Wire Transfer

· On quarterly basis, the University receives an invoice, from the Department of Education, for the amount owed to the University by the Department of Education or that the University has to pay the Department of Education.  

· The Controller’s Office calculates the amount owed (either way) as the net of the Interest Benefit and Special Allowance the University receives and the Origination Fees and Lender Fees the University receives for the loans disbursed to the students.  

· The Controller’s Office either submits the amount owed to the Department of Education or watches for deposit of the amount owed to the University by the Department of Education.  

· The University and NelNet have a contract, the Participation Agreement, in which the University has to disburse the Special Allowance and the Interest benefit (from above) to NelNet.  

· A senior accountant in the Controller’s Offices proposes a wire transfer and another senior accountant in the Controller’s Office imitates the wire transfer to NelNet for this amount. 

· The Controller’s Office posts a journal entry that reduces the liability owed to NelNet.  Either the Treasurer or the Assistant Controller authorizes the journal entry and the journal entry is posted into the Banner system by the Treasury Department. 

NelNet (Incoming Wire) for Lender Fees


· Per the contract the University holds with NelNet, NelNet pays the University an agreed upon percentage of all loans disbursed to the University’s students.  

· On a monthly basis, NelNet provides the University with a monthly activity report.  Based on that report, the Controller’s Office calculates the agreed upon percentage of the loans disbursed.  

· The Controller’s Office proposes a journal entry to acknowledge the deposit and to book the income as revenue into a revenue account. 

· The journal entry is approved by either the Assistant Controller or the Treasurer and key punched into the Banner system by the Treasury Department. 

NelNet Loan Servicing Fees


On a quarterly basis, the University receives the NelNet loan servicing bill.  

· The Controller’s Office reconciles the amount owed to NelNet between a spreadsheet provided by NelNet and a spreadsheet compiled by the Controller’s Office.  

· The Controller’s Office prepares a check request for payment and either 

· The Assistant Controller or the Treasurer authorizes the check request.  

· The check request is sent to the Accounts Payable department for disbursement.

EFT Income/Scholarship Accounts


· On a monthly basis, the Controller’s Office prepares a journal entry to credit a revenue account for the interest income earned on the EFT bank account (the journal entry is approved by either the Assistant Controller or the Treasurer and key punched into the Banner system by the Treasury Department).   

· On a quarterly basis, top management analyzes the revenue account and transfers the money into an account set up for special scholarship disbursement, as designated by the Deans of the University.  60% of the interest earned transfers into the EFT scholarship account and 40% of the interest earned transfers into the Restricted Account – Student Services.  

· The journal entry prepared to initiate the transfer into the scholarship accounts are approved by either the Assistant Controller or the Treasurer.  

· This scholarship account is factored into the department’s SOL analysis.

Monthly Wire Transfers


· The Controller’s Office initiates wire transfers (for payments or for transfers between accounts) on a monthly basis. 

· A member from the Controller’s Office prepares the wire transfer, either the Assistant Controller or the Treasurer approves the wire transfer and another member from the Controller’s Office initiates the wire transfer.  

· The employee initiating the wire transfers prepares journal entries so that the accounts affected by the wire transfers are properly reflected in the Banner system.  

· The journal entries are approved by either the Assistant Controller or by the Treasurer and posted to the Banner system by the Treasury Department.


· The person in the Controller’s Office initiating the wire transfer has a set threshold (maximum) of dollars that can be transferred.  Wire transfers exceeding that limit are initiated by the Treasurer or VP for Finance.  A properly completed wire transfer form is reviewed prior to any wire being sent. 

· ​Certain wire transfers are approved by contracts that are authorized by the respective Deans and occur every month. The Controller’s Office does not initiate these monthly wire transfers (as they are automatically set-up to disburse in accordance with the contract).  The Controller’s Office only posts the journal entries for these repetitive monthly wire transfers.  

· The Controller’s Office prepares the journal entry, either the Assistant Controller or the Treasurer approves the journal entry and the Treasury Department posts the journal entry.

Student Loan Journal Entry

· On a daily basis, the controller’s office transfers money from the processed student loan account (processed by the Bursar) into bank account 20 (Tuition and Fees).  


· The Controller’s Office scans the Banner report (for this student loan account).  

The Controller’s Office electronically transfers the processed student loan balance into bank account 20.  The Controller’s Office electronically transfers the money through a secured process in where passwords are used to initiate the transfer.  The maximum amount the Controller’s Office is authorized to transfer is $5,000,000.  Electronic transfers exceeding the $5,000,000 limit are initiated by the Treasurer or VP for Finance.  
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Investments


Unrestricted Investments:

· The Controller’s Office receives the investments statement for the unrestricted investment account.  

· The Controller’s Office prepares journal entries for interest income earned on the investments and gains and/or losses earned on the investments.  

· The Assistant Controller approves the journal entry.  

· The journal entry is posted by a member of the Treasury Department.  

· After the entry is posted into the Banner system, the Controller’s Office reconciles the final investment balance from the Banner system to the investment statement.

Restricted Investments:


· The Controller’s Office receives the investment statement.  

· A monthly bank reconciliation is performed by printing the GL report (through the Banner system) and reconciling between the GL and the bank statement for this account.  Activity is recorded into the general leger. 


HPD Foundation:


· The Controller’s Office receives the monthly investment statement for the HPD Foundation’s investment account.  

· The Controller’s Office prepares journal entries for interest income earned on the investments and gains and/or losses earned on the investments.  

· The Assistant Controller approves the journal entry.  

· The journal entry is posted by a member of the Treasury Department.  

· After the entry is posted into the Banner system, the Controller’s Office agrees the final investment balance from the Banner system to the investment statement.


Stock Donations:


· The University receives stock donations and the Controller’s Office liquidates (all) stock donations.  

· Upon receipt of the stock donation, the Controller’s Office notifies the Treasury Department who places the stock into an investment account.  

· The broker (money manager) responsible for that account liquidates the stock.  

· The Controller’s Office is provided with the stock’s high and low price of the day and averages those prices to obtain the “cost” of the stock.  

· The Controller’s Office gives this information to Institutional Advancement to book the donation (the cost and who the donation was from).  

· The Controller’s office prepares the journal entry for the gain or loss on the stock sale.  

· Either the Assistant Controller or the Treasurer approves the journal entry and the journal entry is posted by a member of the Treasury Department.

Gift Annuities:


· The Controller’s Office prepares the journal entries that books expenses relating to the University’s Gift Annuities.  

· The Controller’s Office prepares the journal entry for the expense.  

· Either the Assistant Controller or the Treasurer approves the journal entry relating to the Gift Annuity expense.  

· The Treasury Department posts the journal entry into the Banner system.

Trusts:


· The Controller’s Office prepares the journal entries that books revenue the University earns on Trusts that names the University as the beneficiary.  

· The Controller’s Office prepares the journal entry for the revenue earned.  

· Either the Assistant Controller or the Treasurer approves the journal entry relating to the Trust revenue.  

· The Treasury Department posts the journal entry into the Banner system.


Endowment

Monthly Reconciliations:


· The Controller’s Office receives monthly money manager statements from the Bank of New York.  (The University employs 9 money managers.  The University hired the Bank of New York to consolidate the money managers’ reports into one statement.)  

· Based on the activity recorded on the statements for the month, the Controller’s Office prepares journal entries to record monthly dividends and interest received or any gains/losses on the account.  

· Either the Assistant Controller or the Treasurer approves the journal entry.  

· The Treasury Department posts the journal entry into the Banner system.   


Gift Feeds:


· When the University receives “gifts” for the endowment, the Controller’s Office transfers the money from Bank Account 14 (the main depository account) into the investments account.  

· The Controller’s Office prepares the transfer between accounts.  

· Either the Assistant Controller or the Treasurer approves the transfer.  The Treasury Department posts the transfer into the Banner system.  

· The Controller’s Office wire transfers the money to the Bank of New York.  The Bank of New York allocates the funds between the 9 different managers.  The allocation is based on the Board’s instructions.  

Bank of New York (Investment) Withdrawals:


· The University withdraws money from its investment account periodically.  The Controller’s Office emails the Bank of New York the wiring instructions, which is approved by the Treasurer.  

· When the funds are transferred into Bank Account 14, the Controller’s Office prepares a journal entry to transfer the money from the investment account to Bank Account 14.  

· The Treasurer approves the journal entry.  

· The Treasury Department posts the entry into the Banner system. 
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Payroll Department

Tuition Waivers

· The Payroll Administrator receives (completed) tuition waiver forms every two weeks.   

· The Payroll Assistant runs two query reports for the Payroll Administrator (1. Tuition Waiver Tracking Report – by employee - shows how many tuition waivers each employee has submitted to date and whether or not the waiver has exceeded the IRS limit; 2. Tuition Earnings Report – shows how much each employee has been taxed for tuition waivers by pay period).  

(Note:  Current IRS rules allow $5,250 of allowable annual non-taxable tuition waiver per employee.)  

· The Payroll Assistant calculates the employee taxable amount (for new waivers) based on the waivers already received for the year, which is obtained from query 1 the Tuition Waiver Tracking Report – by Employee (the calculation is manually calculated on the Tuition Waiver Tracking Report – by employee).  

· The Payroll Administrator checks the assistant’s calculation.  

· The Payroll Administrator searches the Banner system (inputs the employee’s n number to find the employee’s job number) to see if the employee is already being taxed for tuition waivers or if the employee has to be set up for tuition waiver taxation.  

· The Payroll Administrator defines the taxable pay periods (for the new waiver) based on the taxable amount obtained from the calculation, changes to the tax calculation (dropped or added classes) and the pay periods that are already being taxed.  

· The Payroll Administrator enters this information into an excel spreadsheet that automatically generates the Graduate Level Tuition Waiver Tax Worksheet that is submitted to the HRIS department to process (HRIS has to process before the next payroll is run).  

· Once HRIS has processed the information, the Payroll Administrator runs a query report (one for employees and one for employees’ dependants) which creates a table that lists (by employee) the processed taxable amount by pay period.  

· The Payroll Administrator audits this table by ensuring the job number is correct, by ensuring the taxable amount is correct and by ensuring the beginning and ending payroll dates are correct.  

· Once the Payroll Administrator completes this process, a letter is generated to the employee (noting how much money is being taxed and the effected pay periods) and is sent to the employee by email.  

Payroll Process

· Nova:
The Payroll Administrator prepares the payroll system in Banner for the University’s bi-weekly payroll.  

· The Payroll Administrator runs PHPTIME (usually on Thursdays in a regular payroll cycle) to “pull down” (generate) employee timesheets for the time-entry process.  

· The Payroll Administrator runs PHRDERR which lists timesheets that contain errors.  The Payroll Administrator forwards the PHRDERR report to the HRIS department to correct timesheet errors (the HRIS department has to correct errors immediately before the Payroll Administrator runs time).  

· Once the HRIS department corrected the known errors, the Payroll Administrator “pulls through” the HRIS department’s changes by running the PHPTIME report again.

· The Payroll Specialists have two days (usually Fridays and Mondays in a regular payroll cycle) to enter time (the payroll alphabet is divided between 4 people – 3 Payroll Specialists and the Assistant Payroll Manager; the Payroll Assistant enters students’ time).  

· The Assistant Payroll Manager, the Payroll Specialists and the Payroll Assistant key in time from physical time sheets and reports (overload payments, retro payments, vacation payout leave & absentee reports).   

· The Assistant Payroll Manager, the Payroll Specialists and the Payroll Assistant also enter Grant exempt employee payroll.  Changes in the Grant account numbers are manually changed by the specialist entering the time data.  


· Once the payroll has been keyed into the system, the Payroll Administrator runs PHPPROF which verifies that all entered data is correct.  

· The Payroll Administrator also runs PHPLEAV which calculates and verifies all entered vacation and sick time, PHPCALC which calculates payroll taxes based on the entered time and PHRPREG which is the payroll register.  

· The Payroll Administrator divides the Payroll Register by the 4 payroll personnel that enter non-student time, and saves the division in a word document that the payroll personnel can access.  

· The Payroll Administrator runs and audits the following queries (reports):  missing time, negative earnings, tuition waivers, employee/employer deductions and exempt employees with pay exceeding $5,000 and non-exempt pay exceeding $1,500 (the Payroll Administrator runs PHPPROF the PHPLEAV,  PHPCALC, PHRPREG  and the queries on Mondays).  .     

· The following day (usually Tuesdays in a regular payroll cycle) the Assistant Payroll Manager, the Payroll Specialists and the Payroll Assistant audit all keyed-in time.  Each person audits another person’s work.  

· The Payroll Specialists compare the physical time sheets to the payroll register to ensure that all entered time is correct and entered for the proper University employee.  

· The Payroll Administrator runs a final proof on the entered data by running PHPPROF.  This final proofing will detect and delete empty time sheets and will total up the final payroll numbers.  

· The following day (usually Wednesdays in a regular payroll cycle), the Payroll Administrator “runs” the time through a series of different processes.  

· First, the Payroll Administrator runs a query to find the last check number used in the previous payroll.  

· Once the Payroll Administrator is ready to create the actual paychecks, the Payroll Administrator runs PHPDOCM.  PHPDOCM lists all entered records and divides the records between direct deposits and physical checks.  

(Note:  Once PHPDOCM is generated, errors cannot be changed in the payroll system since the actual payroll process has commenced.  If an error is a payroll department error, a check will be run the next day and paid on the regular University pay date.  If the error is not a payroll entry error, the error will be corrected and paid (or deducted) through the adjustment payroll.)  

· The Payroll Administrator runs PHPCHKL DIRECT DEPOSIT which pulls all direct deposit records and assigns the direct deposit records a document number and PHPCHKL CHECKS which pulls all paper (physical) check records and assigns the physical check records a document number.  

· Once PHPCHKL DIRECT DEPOSIT and PHPCHKL CHECKS are run and the document numbers are assigned, University employees’ can access their payroll information available to view on WebStar (an online program).

· The Payroll Administrator runs processes that will create files to transmit to the bank and for the University’s records.  

· The Payroll Administrator runs PHPDIRD, which is a file that is sent to the bank that lists the direct deposits for the processed payroll.  

· The Payroll Administrator runs PHRTREG, which is a hash total of all direct deposits (for the University’s records).  

· The PZBANK file lists all paper (physical) checks and is transmitted to the bank.  

· After these processes are run, the Payroll Administrator verifies that BANK is processed in Telnet first, transmits the ACH (direct deposit) file, calls in the ACH (direct deposit) totals to the bank, transmits the BANK file to the bank and begins printing the checks.  


· Once the checks begin the printing phase, the Payroll Administrator runs PHPUPDT which is an update report that lists the final payroll summary.  

· Once the PHPUPDT is run, the following are generated for reconciliation purposes:    PHPCALC – lists the total of the entire payroll, PHRTREG – lists the hash totals for all direct deposits, PHRCDST – lists the doc numbers for the direct deposit records, PHRCISS – lists all paper (physical) checks, PHRDREG – the deduction register, PHRPREG – the payroll register and the PRXTDEP – tax information.  

· The Payroll Administrator reconciles the Payroll Register to these reports to ensure that all totals match the check and direct deposit totals.  After reconciling the final totals, the Payroll Administrator runs the PHPFEXP process which interfaces the payroll system to the accounting system.  

· The following day (usually Thursdays in a regular payroll cycle) the Assistant Payroll Manager, the Payroll Specialists and the Payroll Assistant prepare the checks to be distributed to the different University Departments for distribution on pay day (usually Friday in a regular payroll cycle).  

· The payroll personnel gather and sort the paper (physical) checks and the direct deposit stubs by department.  

· A report is generated that lists the department’s employee and whether or not the employee receives a check (C) or a direct deposit (D), and this report is given to the department representative that distributes the checks and direct deposit stubs.  

· The Payroll Administrator emails the Treasurer with the payrolls total figures (total payroll and total taxes).  

· The following day (usually Fridays if a regular payroll cycle), checks are distributed.  

· A currier picks up all checks and delivers the checks to the different departments (both on-campus and off-campus).  

· The currier distributes the checks to the designated department representative and has the representative sign a sheet acknowledging the delivery.  If the designated department representative is not present when the currier arrives, the currier returns the checks to the Payroll department, and the department representative has to pick up the department’s checks in person.  

· The Assistant Payroll Manager keeps and files all payroll sign sheets for a year.

Grand Oaks:

· The Payroll Process is similar to the University’s process except that the Assistant Payroll Manager and one other Payroll Specialist keys in Grand Oak’s time on Tuesdays.  The same processes apply to and the same reports are run for Grand Oaks.

Adjunct (Professor) Payroll:

· The Adjunct (Professor) payroll is processed by the HRIS department (except for three of the University’s centers).  

· The Payroll department receives the paper time entry sheets from the HRIS department and runs the Adjunct report from the system.  

· The Payroll Specialists compare the physical time sheets to the payroll adjunct report to ensure that all entered time is correct and entered for the proper adjunct employee.  

· The Payroll Specialists do not audit the adjunct payroll for the three University Centers that processes their own adjunct payroll. 

Adjustment Payroll:

· The adjustment payroll is distributed on Thursdays of non-payroll weeks.  

· Adjustment payroll is only disbursed by paper (physical) check, not through direct deposit.  

· The Payroll department has to adjust payroll for changes or errors that were detected in the audit process after the PHPDOCM process was run, or for employee or departmental payroll adjustment notification.  These adjustments are processed individually.  

· Once the adjustment payroll is complete, the Payroll Administrator runs the PHPDOCM report.  The PHPDOCM report lists all entered records.  

· The Payroll Administrator runs the PHPCHKL CHECKS report, which pulls all paper (physical) check records and assigns the physical check records a document number.  Once the PHPCHKL CHECKS process is run and the document numbers are assigned, University employees’ can access their payroll information available to view on WebStar (an online program).

· The Payroll Administrator runs the process that will create the file to transmit to the bank and for the University’s records.  

· The Payroll Administrator runs the PZBANK file that lists all paper (physical) checks for bank transmitting.  After this process is run, the Payroll Administrator verifies that BANK is processed in Telnet first, transmits the BANK file to the bank and begins printing the checks.  


· Once the checks begin the printing phase, the Payroll Administrator runs the PHPUPDT report, which is an update report that lists the final payroll summary.  

· Once the PHPUPDT is run, the following reports are generated for reconciliation purposes:    PHRCISS – lists all paper (physical) checks, PHRDREG – the deduction register, PHRPREG – the payroll register and the PRXTDEP – tax information.  

· The Payroll Administrator reconciles the Payroll Register to these reports to ensure that all totals match the check and direct deposit totals.  

· After reconciling the final totals, the Payroll Administrator runs the PHPFEXP process which interfaces the payroll system to the accounting system.  

Foreign Payroll


· Payroll for the foreign cluster sites are paid monthly (Deloitte & Touche processes the payroll).  

· The foreign OIT staff submits time sheets to the payroll department (OIT is paid on an hourly basis at the foreign cluster sites). 

· The administrators at the cluster sites send overtime reports by employee for regular employee (monthly) payroll.  

· The departments who employ Adjunct professors submit one time payment requests (Adjunct Payment Form) for adjunct professors monthly.  

· All cluster site employees (including OIT staff, Adjunct professors and regular employees) are paid through direct deposit only.


· On a monthly basis, the Payroll Manager submits the cluster sites’ payroll via email to Deloitte & Touche.  

· The Payroll Manager receives a pre-register from Deloitte & Touche and approves the pre-register.  

· When the Payroll Manager approves the final payroll register, the Payroll Manager sends an email to Deloitte & Touche that the Payroll is OK to pay.  The Payroll Manager also sends an email to the Treasury department to fund the proper bank account.  

· After Deloitte & Touche processes the payroll, an email is sent to the Payroll Manager confirming that the payroll was processed and distributed.  

· The Payroll Manager keeps all reports and emails supporting the cluster sites’ payroll electronically.  

Labor Distribution Report


· After each payroll is run, the Assistant Payroll Manager runs the Labor Distribution Report.  

· The Labor Distribution report’s results are directly from the payroll (the report can’t be manipulated) and is distributed, in paper format, through inter-office mail to the highest person in a department.  The report highlights the charges to the department (organization) and lists all payees from that department (organization) and each payee’s paid amount.  This report is budget driven.

Reverse Direct Deposits


· The Assistant Payroll Manager receives emails from departments requiring reverse direct deposits for employee overpayments.  

· The Assistant Payroll Manager completes a direct deposit reversal form (inputs date of deposit, deposit amount and bank account number).  

· The Assistant Payroll Manager faxes the form to the bank (retains fax confirmation for payroll’s files) and receives notification of an ACH credit, from the bank, within two days.  

· If the Payroll department has to reissue payment for a portion of the ACH credit, the Payroll Administrator issues a check for the remaining balance to be disbursed through the adjustment payroll.  The Payroll Administrator keys in the required Journal Entry if an adjustment is necessary.

Returned Direct Deposits


· After each payroll distribution, the Assistant Payroll Manager receives an ACH report (from the bank) which details all completed direct deposits and all rejected direct deposits.  

· The Assistant Payroll Manager places all rejected ACH deposit accounts on in-active status through the Banner system.  

· The Assistant Payroll Manager notifies all effected employees of the returned direct deposits and re-issues payroll checks through the adjustment payroll.  

· The Assistant Payroll Manager instructs the employees to fill out a new ACH direct deposit form. 

Stop Payments


· Completed Stop Payment forms are faxed or hand delivered to the Payroll department.  

· The Payroll Specialists check the employee’s address in the Banner system, and includes the check in an excel spreadsheet for checks that are submitted for stop payment.  

· The Payroll Specialists give the Stop Payment forms to the Payroll Tax Specialist.  

· The Payroll Tax Specialist checks the returned checks spreadsheet (in excel) to ensure that the check was not returned or paid out.  

· The Payroll Tax Specialist pulls up the PHICHEK system and prints the requested check detail form (for the requested stop-payment).  

· After 1pm, the Payroll Tax Specialist accesses the bank online and electronically stops payment on the check.  

· Once the electronic stop is complete, the Payroll Tax Specialist initials, dates and copies the forms, and gives the original form to the Payroll Administrator who voids the check.  

· The Payroll Administrator re-issues a check through adjustment payroll if necessary.

Overpayments


University Departments notify the Payroll department of employee overpayments.  

· The Payroll Specialists complete the overpayment worksheet and submit a copy to the Payroll Tax Specialist and the Payroll Manager.  

· If the overpayment exceeds $200, the Payroll Manager sends a letter to the overpaid employee which notifies the employee of the amount owed to the University for payroll overpayment.  

· If the Payroll department receives payment from the employee, the Payroll Manager voids the returned amount form the payroll system (and the respective department’s GL account) and reverses the returned amount from the employee’s W2 (if returned in the same fiscal year).  

· The Payroll Tax Specialist prepares the received check for deposit by completing a deposit slip.  The Payroll Tax Specialist copies the original check and overpayment form and attaches the white and yellow copies of the deposit slip for the Payroll department’s records.  The Payroll Tax Specialist submits the pink copy of the deposit and the original check to the bursar’s office.  

· The Payroll Tax Specialist gives a copy of the check (stamped paid) and forms to the Payroll Administrator who prepares the Journal Entry.  

· If the employee does not return the overpaid amount, the Payroll Manager charges the effected department the overpaid amount.  

· The Payroll Manager keeps and updates a spreadsheet listing all overpayments and where each overpayment is in the collections process.  The Payroll Manager also keeps a spreadsheet which lists the total amount the University would receive if all overpayments were paid back to the University.

Employee Reimbursement (to the University)

· The Payroll Tax Specialist receives a memo and a tuition waiver repayment agreement from Student Financial Aid for employees who owe the University money for failed or dropped classes.  

· The Payroll Tax Specialist completes a garnishment form, attaches the memo and tuition waiver repayment agreement and submits the paperwork to the HRIS department to process.  

· The HRIS department returns the processed paperwork to the Payroll department to file. 

Garnishments


· The Payroll Tax Specialist receives court orders for payroll garnishments from state (in state and out of state) courts.  

· The Payroll Tax Specialist processes the Florida Disbursement Unit (Child Support) bi-weekly.  

· All other garnishments (student loan defaults, car loan default or state garnishments) are processed monthly.  

· To process the garnishment distributions, the Payroll Tax Specialist runs a Deduction report.  

· The Payroll Tax Specialist completes a check request for the garnished amount and compares the check request to the Deduction Report to ensure the employee and garnished amount are correct, and copies the check request for the garnished employee’s file.  

· The Payroll Manager approves the check request.  

· The Payroll Tax Specialist submits the check request to the Accounts Payable department without back up (because of the sensitivity of the garnishments, the University does not want employees’ names or social security numbers released from the Payroll department) two days before the check is needed for mailing.   

· The Accounts Payable department processes the check request and sends the check to the Payroll Tax Specialist.  

· Upon receipt of the check, the Payroll Specialist affixes the employee’s name and case number on the check stub (cuts and pastes the information from the Deduction Report), copies the check for the employee’s file and mails the check.       

Moving Expenses


· The Payroll Tax Specialist receives a memo from the Faculty Contract Administrator with the entitled employee’s name and the amount the employee is entitled to (employees are allowed 1/12 of their salaries up to $10,000) for moving expenses. 

· If the employee uses the University approved moving company, the check request comes from the Faculty Contract Administrator and the check is paid directly to the moving company.  If the employee uses a non-approved moving company, the employee has to submit a travel and expense reimbursement form with all receipts the employee is requesting reimbursement.  

· The Payroll Tax Specialist audits the travel and expense reimbursement form and submitted receipts to determine if the submitted expenses are reimbursable, and if the expenses are reimbursable whether or not the reimbursable expenses are taxable or non taxable (the Payroll Tax Specialist reimburses expenses according to federal regulations).  

· The Payroll Tax Specialist enters approved expenses into an excel spreadsheet.  

· The Payroll Tax Specialist copies the travel and expense reimbursement form and receipts (for payroll’s records), prints out the copy of the excel spreadsheet and hand delivers the reimbursement documentation to the Budget Office.  

· The Budget Office approves (stamps) the employee reimbursement and returns the documentation to the Payroll Tax Specialist.  

· The Payroll Tax Specialist writes, in red, “OK TO PAY,” and initials and dates the travel reimbursement form.  

· The Accounts Payable department processes the check request and distributes the check to the entitled employee.  

· The Payroll Tax Specialist enters the W2 (taxable and non taxable) information into the Banner system and divides the taxable moving expenses among 6 pay periods. 

· The Payroll Tax Specialist sends the employee a letter with a copy of the moving expense report from the Banner system to let the employee know which expenses were approved, which expenses were taxable and which expense were non taxable.   

State Taxes

State Taxes are paid to the respective states bi-weekly, monthly and quarterly.  

· Payments to states paid on a bi-weekly basis are sent through electronic payments.  

· The Payroll Tax Specialist runs a Deduction Report.  

· The Payroll Tax Specialist calculates the taxes owed and submits the payment electronically.  

· After the electronic submission, the Payroll Tax Specialist emails the Payroll Manager the transmitted amount.  

· For monthly and quarterly payments, the Payroll Tax Specialist runs a Deduction Report.  

· The Payroll Tax Specialist calculates the taxes owed.  

· For states that accept electronic submissions, the Payroll Tax Specialist submits the payment electronically and emails the Payroll Manager the transmitted amount.  

· For states requiring payment by check, the Payroll Tax Specialist completes a check request and attaches the state form to the check request.  

· The Payroll Manager approves the check request.  

· The Payroll Tax Specialist submits the check request to the Accounts Payable department two days before the check has to be mailed.  

· The Accounts Payable department processes the check request and sends the check to the Payroll Tax Specialist.  

· The Payroll Tax Specialist copies the check (for the state’s file) and mails the check with the original state form.   

Quarterly State Unemployment Taxes & Workers Compensation

The Payroll Tax Specialist files these expenses for 10 states (Arizona, California, Colorado, Hawaii, Maine, New York, Nevada, North Carolina, Oregon, Washington and Wisconsin).  

· The Payroll Tax Specialist runs these reports through the Banner system.  

· The Payroll Tax Specialist completes the state forms and completes a check request.  

· The Payroll Manager approves the check request.  

· The Payroll Tax Specialist copies the documentation (for Payroll’s files) and submits the check request to the Accounts Payable department two days before the check needs to be mailed.  

· The Accounts Payable department processes the check request and sends the check to the Payroll Tax Specialist.  

· The Payroll Tax Specialist sends the check with the original forms to the state. 


Labor Statistics


On a monthly basis, the Payroll Tax Specialist calls in labor statistics for Florida and Nevada to the US Department of Labor.  

· For Nevada, the Payroll Tax Specialist runs the worker’s compensation report and reports the necessary figures from that report.  

· For Florida, the Payroll Tax Specialist runs the Department of Labor Report and reports the statistics from that report.

United Way

On a monthly basis, the Payroll Tax Specialist submits the bi-weekly employee payroll deductions (for the United Way) to the United Way.  

· The Payroll Administrator runs a Deduction report.  

· The Payroll Tax Specialist obtains the report from the Payroll Administrator and prepares a check request for the United Way deduction total.  

· The Payroll Manager approves the check request.  

· The Payroll Tax Specialist submits the check request to the Accounts Payable department.  

· Once the Accounts Payable department processes the check request, the Accounts Payable department does not send a check to the Payroll Tax Specialist to mail because the department electronically transmits the payment to the United Way.  


Unclaimed Property

Every six months the Payroll department researches un-cashed checks.  

· The Payroll Administrator runs an outstanding check register.  

· The Payroll Tax Specialist obtains the outstanding check register from the Payroll Administrator and researches the checks.  

· For un-cashed Adjunct Professor checks, the Payroll Tax Specialist contacts the respective department to see if the Adjunct Professor is entitled to the check.  

· If the Adjunct Professor is entitled to the check, the Payroll Tax Specialist sends a letter to the Adjunct Professor requesting information about the check (whether or not the Adjunct Profess received the check, cashed the check or lost the check) and waits for a reply.  

· For current University employees, the Payroll Tax Specialist contacts employees directly and inquires about the checks’ status (was the check ever received, does the employee still have the check, was the check cashed or was the check lost).  

· The Payroll Tax Specialist issues stop payments for those checks requiring stop payments and makes arrangements to re-issue checks (the Payroll Administrator will re-issue checks through adjustment payroll) for those checks that need to be re-issued.  

· If the Payroll Tax Specialist does not receive replies from the letter, the Payroll Specialist stops payments on the checks and the Payroll Administrator submits the unclaimed money to the Accounts Payable department to send to the state as unclaimed property.  

941 Reports


· On a quarterly basis, the Payroll Administrator runs the 941 report and reconciles the report to ensure that the 941 totals match the W2 totals.  

· The Payroll Administrator runs the W2 total and compares that total to the 941 totals.  

· The Payroll Manager files the 941 reports quarterly and files the W2s annually.



