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FINANCIAL OPERATIONS - OVERVIEW

THE OFFICE OF THE CHIEF FINANCIAL OFFICER (OCFO)

The departments and staff of the Office of the Chief Financial Officer (OCFO) contribute to
the University of the District of Columbia’s mission by providing financial services and
support. OCFO is responsible for all aspects of financial management of the flagship, law
school and community college. Responsibilities include oversight on accounting and financial
controls, tax compliance, and financial auditing. The OCFO comprises of the following
departments:

ACCOUNTING OPERATIONS
With direct oversight and management authority for General Ledger, Grants,
Accounts Payable and Financial Reporting, Accounting Operations is the backbone of
the University’s financial processing and reporting infrastructure.

Accounting Operations encompasses a variety of specialized financial services and
maintains a highly visible role in areas such as, Investments, Banking, Grant Billing,
Accounts Payable, Fixed Assets, Inventory Management, Reporting, and Financial
Statement preparation.

Daily operational tasks include a myriad of account and transaction analysis, banking
reconciliations, grant draw-downs, invoice-to-check processing, customized reporting
and the completion of special projects and other deliverables required for remediation
of audit findings as mandated by executive management and the University’s Board
of Trustees.

The Accounting Operations is staffed by an Accounting Manager, Senior
Accountants, and Accountants.

BUDGET OPERATIONS
Budget Operations comprises of Financial Managers, Senior Budget Analyst, Budget
Analysts, and a Budget Officer. The Budget Office pilots the annual budget
formulation process for operating, capital, grants, intra-district and federal grants.
This unit leads the program community through the budget cycle for developing
departmental spending-plans and any required reprogramming adjustments.

The Budget Office also manages the financial review process and provides executive
management with objective, accurate and timely analyses to assess any ongoing
budget and financial planning pressures that may negatively impact the University’s
long-term strategic planning process.

ACCOUNTS PAYABLE

Accounts Payable is an integral component of financial operations. It involves nearly
all aspects of the University’s payment processing platform with the exception of
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payroll. Accounts Payable main charge is to provide accurate and timely processing
and disbursement of valid payments to Vendors, Contractors, Students, Faculty and
Staff. All payments are processed in accordance with applicable compliance
standards and legislative authority as established under the District Quick Payment
Act (QPA) to promote efficient and effective disbursement administration and assist
in the reliable reporting of disbursement related transactions.

The Accounts Payable department is supported by an Accounts Payable Supervisor
and Accounts Payable Specialists.

STUDENT ACCOUNTS
Operationally, Student Accounts is responsible for student billing. The office also
serves as a quick-guide of sorts that directly assists a culturally diverse student
population with navigating a roadmap of University policies and procedures in an
effort to provide the student with a better understanding of topics related to both
financial services and financial aid.

CASHIER’S OFFICE

The Cashier’s Office is a crossover unit that works in tandem with the respective
Finance and Student Accounts offices to record the payment and receipt of
miscellaneous transactions in the Banner Finance system. Although officially a part
of the DC Treasury, they receive/process various types of payments for tuition, fees,
room and board, and other charges related to University operations and auxiliary
services. They are also responsible for the recordation of deposits on behalf of
campus departments and many student organizations.

Additionally, the unit works closely with Accounts Payable to prevent fraud by
adhering to strict guidelines for managing the release of checks designated as hold-
for-pickup by students, faculty, staff, and vendors as well.

Source http://www.udc.edu/cfo/departments_cfo
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FINANCIAL OPERATIONS- RESPONSIBILITIES

CHIEF FINANCIAL OFFICER (CFO)

The CFO is responsible for the budget formulation and control, financial management for
allocation and control of resources, fiscal accounting for the establishment and maintenance of
accounting systems. This also includes supervision and monitoring of the operating and capital
budgets, grants management and financial management programs for UDC. Intercedes as
necessary in complex issues and maintains an awareness of all on-going assignments. The CFO
oversees the supervision of UDC’s financial staff involving a combination of professional,
technical, administrative and clerical positions. The CFO participates with the OCFO, ACFO,
University President, University Board of Trustees, Mayor-Administrator, City Council, and
Congressional Budget hearings, to assist in the presentation and justification of the budget, and
advises on the effects modifications will potentially have on operations. The CFO examines
and reports work progress on the budget and grants management program accomplishments.
Lastly, the CFO reviews the proposed capital budget and works closely with the staff of UDC
in order to remain informed as to the plans, cost estimates and schedules of UDC’s capital
projects.

PROGRAM SYSTEMS MANAGER

The Program Systems Manager is responsible for designing, creating, and maintaining
procedures, scripts, reports and functions for Banner Enterprise Resource Planning (ERP)
System and related information systems. The Program Systems Manager must provide
technical support for the Banner Finance System Modules to include General Ledger, Finance
Operations, Stores Inventory, Purchasing and Procurement, Accounts Payable, and Accounts
Receivable. The Program Systems Manager must maintain an understanding of new Banner
releases and provides supplemental training, advice and information to technical and functional
personnel within the University, as needed.

PROGRAM SYSTEMS SPECIALIST (PSS)
The Program Systems Specialist assists in the development of Banner standards, guides and
other appropriate documentation required for the OCFO Staff. The PSS provides classroom,
ad-hoc, on-line and other types of tutorials and training for Banner as required by the OCFO.

STAFF ASSISTANT (SA)
The Staff Assistant works directly under the Chief Financial Officer. The SA manages the
Chief Financial Officer’s calendar and schedules meeting for the CFO. The Staff Assistant
processes invoices, scans and uploads invoices in the Accounts Payable Specialist folder, and
sorts mail. The SA receives office visitors and telephone inquiries and using knowledge of
office mission and functions.

Page 10 of 481



UNIVERSITY OF THE DISTRICT OF COLUMBIA
OFFICE OF THE CHIEF FINANCIAL OFFICER

FINANCIAL POLICIES AND PROCEDURES MANUAL

SPECIAL ASSISTANT

The Special Assistant participates fully with the ACFO and the executive staff in the
formulation, planning, implementation, coordination, and evaluation of policies, program
development, courses of action, and operations. The Special Assistant serves as a key member
of the senior planning and management staff, making substantial contributions to overall
planning and program development and evaluation, operating policy, and internal and external
coordination. The Special Assistant also provides expert advice, counsel, and balance to be
achieved among the staff, and the availability of resources. Pinpoints areas requiring
improvement and develops comprehensive plans and timetables for improvements.

CONTROLLER’S OFFICE

ACCOUNTING OFFICER

The Accounting Officer works under the general direction of the Chief Financial Officer. The
Accounting Officer is responsible for independently carrying out the overall financial plans of
the University. The Accounting Officer participates with the President and other senior officers
in institutional planning, policy development, and problem resolution. The Accounting Officer
ensures that all accounts and sub-accounts are properly reviewed and reconciled on a monthly
basis. The Accounting Officer is responsible for the overall management of accounting
operations, including general ledger, accounts payable, financial reporting, and auxiliary
services accounting. The Accounting Officer oversees a staff of accountants and supporting
staff.

ACCOUNTING MANAGER

The Accounting Manager reviews new accounting control systems and procedures, which are
introduced to UDC/OCFO and ensures implementation through a thorough training and
certification process. Interprets and implements regulatory guidelines emanating from
Federal and District authorities relative to accounts payable practices and the impact on
procedures and departmental protocols. The Accounting Manager authorizes the recording of
transactions for the department in the city’s financial database, ensuring compliance with
applicable laws, polices, and procedures. The Accounting Manager recommends procedures
for improving internal accounting controls relating to varied types of contracts, grants and
agreements. The Accounting Manager also assists in the establishment of accounting, general
and subsidiary records with respect to a solid knowledge of accounting principles and
procedures.

SENIOR ACCOUNTANT
The Senior Accountant participates in development of new and improved programs, which
interface with the accounting system to serve the needs of administration and management.
Reviews and analyzes various cash receipts and revenue transactions to ensure that they are
properly charged to the correct accounts and if necessary, makes recommendations for the
proper adjustments. The Senior Accountant maintains accounting records of financial
transactions for various operating programs of the University. The Senior Accountant also
analyzes and interprets accounting financial reports to ascertain accuracy and adequacy of
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data and recommends management action when the documents analyzed indicate a trend that
could lead to an underpayment or overpayment of services provided.

ACCOUNTANT

The Accountant directs, coordinates the execution of and/or personally performs accounting
functions. The Accountant prescribes formats and procedures in the development of reports.
The Accountant develops and maintains detailed accounting and financial records of
expenditures of federal funds and grants as well as appropriated funds in order to be in
compliance with federal reimbursement requirements. The Accountant prepares appropriate
reports and statements to assure management a complete financial picture of expenditures.
Examines and reviews the accounting, reporting and disbursing system for continuing
improvements of financial practices and recommends modification of the system when
needed.

FINANCIAL MANAGER
The Financial Manager is responsible preparing invoices/billings for sponsored programs. The
Financial Manager computes, prepares and submits the annual indirect cost rate and assists in
the closing of UDC’s fiscal year end books.

ACCOUNTS PAYABLE

ACCOUNTS PAYABLE SUPERVISOR (APS)

The Accounts Payable Supervisor reviews scheduled invoices for proper and timely payments
and release of payments in the Banner System. The Accounts Payable Supervisor also reviews
current processes to ensure compliance with policies and procedures and makes
recommendations for improvement when necessary. The Accounts Payable Supervisor also
provides and reports on accounts payable status and material issues to UDC’s CFO. The APS
plans, directs, coordinates and controls the activities and functions performed by Accounts
Payable Specialist. The APS interprets and implements regulatory guidelines emanating from
Federal and District authorities relative to accounts payable practices and the impact on
procedures and departmental protocols. The APS also maintains and periodically updates
vendor information file/data base of all vendors doing business with the Department.

ACCOUNTS PAYABLE SPECIALIST
The Accounts Payable Specialist is responsible for ensuring the timely execution of all
accounts payable functions in the Accounting, Accounts Payable, and Accounts Receivable
Sections. The Accounts Payable Specialist performs a monthly reconciliation and
recapitulation of vendor accounts to ensure the basic accounting, payment data and
computerized and manual reports are in balance.

BUDGET OFFICE

BUDGET OFFICER
The Budget Officer reviews completed budget reports and correspondence prepared within the
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various departments for consistency with exiting practices and policies, and opportunity for
improvement of format, cogency, and presentation. The reviews extend to all phases and
aspects of the Agency’s operations. The incumbent revises the finished product in such a
manner as may be necessary to effect a logical, reasoned presentation. Upon assignment from
the CFO, serves as representative and liaison officer for the University by attending meetings
and conferences held between Departments of the Agency or by other District agencies. The
Budget Officer reports matters discussed and decisions reached at such meetings to the CFO.
The Budget Officer also assists with developing and implementing budget standard operating
procedures and guidelines regarding the mission of the CFO.

SENIOR BUDGET ANALYST
The Senior Budget Analyst reviews complex apportionments to assure adherence to
instructions and to established budgetary practices and procedures, adequacy of fund
distribution for program requirements, proper reflections of fund transfers and adequate
justification. The Senior Budget Analyst analyzes requests for reprogramming or program
adjustments to determine whether funds are available. The Senior Budget Analyst collects,
analyzes and projects cost and obligation data for UDC reimbursable programs.

BUDGET ANALYST
The Budget Analyst analyzes requests for reprogramming or program adjustments to
determine whether funds are available and to verify the legal basis for using funds for this
purpose. Helps develop alternative means of financing as appropriated. The Budget Analyst
establishes and maintains various personal contacts for the purpose of providing advisory
services on budgetary problems; advising management personnel in the preparation of
estimates, the development of statistical summaries or other material necessary for adequate
justification of budget requests; and negotiates with other organizational program personnel in
resolving budgetary differences and in meeting unpredictable requirements. The Budget
Analyst also makes recommendations on reprogramming actions through his/her supervisor to
the Budget Officer.

STUDENT ACCOUNTS SERVICES

DIRECTOR OF STUDENT ACCOUNTS

The Director of Student Accounts oversees all financial student account activities and reports
directly to the Accounting Officer. The Director runs the day-to-day operation that includes
student accounts. The Director of Student Accounts also directs the formulation and
implementation of University policy and procedures related to registration and all student
financial transactions.

STUDENT ACCOUNTS SPECIALIST
The Student Accounts Specialist responds to phone calls and on-site visits and inquiries. The
Student Accounts Specialist is responsible for coordinating the end-to-end registration process
of students financed by outside agencies, creating, correcting and maintaining automated
accounts for all UDC students. The Student Accounts Specialist is responsible for processing
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tuition and financial aid refunds and notifying students regarding uncollected checks. The
Student Accounts Specialist facilitates student, agency or third party billings, enrolls students
in the installment plan, and maintains files relative to agency billings, installment plan and
student loans. The Student Accounts Specialist ensures that all payments are posted promptly
and correctly.

CASHIERS OFFICE

HEAD CASHIER/ CASHIER SUPERVISOR
The Cashier Supervisor is responsible for the processing of cash items, disbursing of cash
monies, and reconciliation of documents, register totals and preparation of processed cash,
checks, money orders and credit cards for deposit. The Cashier Supervisor monitors
procedures and exercises judgment in making decisions as deviation from normal routine
which may present the need for immediate attention and on-the-spot decision making. Stays
alert to detect counterfeit money, and exercises extreme care in the custody of all monies.
Lastly, the Cashier Supervisor is responsible for weekly vault audits and weekly
Cashier/Teller audits of all individual banks.

CUSTOMER SERVICE REPRESENTATIVE

The Customer Service Representative is responsible for providing customer service and
responding to customer inquiries and concerns. The Customer Service Representative is also
responsible for providing courteous and timely customer service to the various customers
serviced by the OCFO. The Customer Service Representative scans documentation and
payments into multiple systems. Obtains payments and performs daily settlement of monies
collected to customer-presented documents and reconciles daily transactions to locate and
correct errors.
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FINANCIAL OPERATIONS- ORGANIZATIONAL CHART
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CHART OF ACCOUNTS - OVERVIEW

The chart of accounts serves as the foundation for UDC’s financial record keeping system and
outlines the accounts that UDC has identified and made available for recording transactions in its
general ledger. An account is a unique record for each type of asset, liability, revenue and
expense. The chart of accounts provides a logical structure that facilitates the addition of new
accounts and deletion of old accounts.

One of the most important purposes of the chart of accounts is to segregate asset, liability,
revenue and expense so UDC management and investors can quickly obtain a sense of UDC’s
financial health. It also assists UDC to be in compliance with financial reporting standards.
UDC’s chart of accounts is configured in Banner Finance in order to facilitate Accounts Payable,
Budget Development, General Ledger, Student Charges and Payments Financial Aid
disbursements, and grants management

The chart of accounts is generated from the Account Hierarchy Report (FGRACTH) in Banner.
In order to generate the Chart of Accounts:

1.60.1  Enter FGRACTH for Process column

File Edit Options Block Item Record Query Tools Help DRACL
BOEBEABE BT GO &R (@ @1 01X
I
Process: [FGRACTH |7 [Account Hierarchy Report Parameter Set- =]
Printer Control
Printer- =] Special Print Lines: |55 Submit Time:
Parameter Values
Number Parameters Values
= Ad]
’F [chart of Accounts: [1 B
’; [ of Date (DD-MON-vrvYy [s1-20G-2018
[3  [acoount Tyoe
LENGTH: 1 TYPE: Character O/R: Required M/S: Single
Submission
["| save Parameter Set as Name: Description: " Hold ® Submit
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1.60.2

IEi\e Edit Options Block Item Record Query Tools Help

Click Options tab and click the Output File Name and click OK.

ORACL

“m Saved Output Review GJIREVO 86 (PROD)

Process:
Number:

FGRACTH * Account Hierarchy Report

451610 e File Name:

BOE I BAEEE % BEE I S BB Gmi ¢4 & @000 X

Beginning Date Saved:

pred_binodgupta_fgracth_451610.log

Record Count = Date Saved Time Saved
AM

11:33:45 AM

5 15-5EP-2015

@ e

1.60.3

The Chart of Accounts will be displayed.

File Edit Options Block Item Record Query Tools Help

BOEEEAERE W EI

"7 Saved Output Review GJIREVO 8.6 (PROD)

i & EE G5

Process: ’mﬁmummemmhy Report Beginning Date Saved: liﬁ
Number  |451810 (=1 FileName: [prod_bincdgupta_fgracth_461610s [*1  Lines: 1,578
REPORT FGRACTH unc RUN DATE: 09/15/2015
CHERT: 1 Account Hierarchy Report TIME: 11:33 BM
A5 OF 31-AUG-2015 FAGE: 1
DATA POOL wkxxandns DATES **%4kxssw
TYE ACCOUNT DESCRIETION ENTRY  STATUS  ACCT EFF TERM NEXT CHANGE
10 Assets 01-0CT-1950 31-DEC-2099
1z Cash and cash equivalents 01-0CT-1950 31-DEC-2099
1010 Cash and cash equivalents H A 01-0CT-1950 31-DEC-2099
10100 Cash and cash equivalents N A 01-0CT-1950 31-DEC-2099
101001 Cash and cash equivalents N A 01-0CT-1950 31-DEC-2099
101104 Wachovia-consclidated H Y 01-0CT-1950 31-DEC-2099
101105 Wells Fargo-conc. #4351 ¥ A 21-FEB-2014 31-DEC-2099
101106 Wells Fargo-Disb.$4403 ¥ A 21-FEB-2014 31-DEC-2099
101107 Wells Fargo-rec. #4458 Y A 21-FEB-2014 31-DEC-2099
101108 Bank of America-consclidated H A 01-0CT-1950 31-DEC-2099
101109 Wells Fargo-Post Secondary ¥ A 01-0CT-1950 31-DEC-2099
101110 Bank Of RAmerica Y A 01-0CT-1950 31-DEC-2099
101112 Wells Fargo - PSEF ¥ Y 01-0CT-1950 31-DEC-2099
101115 Bank Of America - Post second educ b4 Y 01-0CT-1950 31-DEC-2099
101120 Bank Of America (PSEF-Sweep) ¥ A 01-0CT-1350 31-DEC-2099
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SUB LEDGER TO GENERAL LEDGER RECONCILIATION (TGRRCON)

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

The sub ledger is reconciled to the general ledger monthly by the
Accounting Officer in order to identify and correct any posting errors. Any
identified discrepancies are resolved in Banner and errors which are
attributable to incorrect Banner detail code configuration, is further
corrected by the Accounting Officer.

PURPOSE

This directive outlines the policies and procedures on reconciling the Sub
Ledger to the General Ledger in order to identify and correct any posting
errors which apply to the University of the District of Columbia.

POLICIES

1.30.1 Each General Ledger and Sub ledger account shall be reconciled
within 15 calendar days of the end of each month. All adjusting
and correcting entries resulting from posting and other similar
discrepancies will be communicated to the Senior Accountant
within 10 days of reconciliation for correction in Banner.

RESPONSIBILITIES
1.40.1 The Accounting Manager/Accounting Officer reconciles the sub
ledger to the general ledger on a monthly basis.

1.40.2 The Accounting Officer is responsible for updating the Banner
detail codes.

AUTHORIZATION
1.50.1 The Accounting Officer is authorized by the CFO and OCFO to
reconcile UDC’s accounts on an ongoing basis.

PROCEDURES

1.60.1 The Accounting Officer obtains the TGRRCON report (see Exhibit
A:  TGRRCON Report) from UDC’s shared drive
(\\udcbat6\banjobsprod). The report is generated nightly via an
automated script and is automatically saved on the shared drive.

Note: The Accounting Officer can also manually generate the
TGRRCON report to confirm the General Ledger balance
agrees with the subsidiary ledger’s balance.

1.60.2 The Accounting Officer accesses the General Ledger Trial Balance
Page (FGITBAL) (see Exhibit B: General Ledger Trial Balance
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1.60.3

1.60.4

1.60.5

Page) in Banner to verify that the Trial Balance and the Sub
Ledger report agrees.

Note: This is done by verifying the ADJ FED TOTAL balance on
the TGRRCON report agrees with the FUND and ACCT
fields on the General Ledger Trial Balance Page
(FGITBAL).

If a discrepancy is observed, the Accounting Officer goes to the
FGITBAL page in Banner, clicks on Options and then clicks on
Query General Ledger Activity Information.

If the error cannot be identified from the Query General Ledger
Activity Information page, the Accounting Officer accesses the
Account Detail Query Page (TGIACCD) (see Exhibit C: Account
Detail Query Page (TGIACCD)).

Once the error is identified, the Accounting Officer prepares
Journal Entries and/or changes the accounting associated with the
detail code such as the Index, Fund, or ACCT (see Exhibit D:
Setup of New Detail Code) to adjust the General Ledger and Sub
Ledger (See General — Journal Entries for process details).

Note: The Student Accounts Director is advised of the necessary
changes to which must be made to the student ledger (see
Student Accounts for process details).

XXXXXXXX.70:  INTERNAL CONTROLS

1.70.1

Internal controls applicable to ensuring reconciliation reports are

accurately updated on a timely basis.

1.70.1.1 A secondary review of the reconciliation is performed
by the Accounting Manager.
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XXXXXXXX.80: EXHIBITS
1.80.1 Exhibit A: TGRRCON Report

prod_banworx_tgrrcon_4458190
UDH

09-07-2015 10:02:04 PM C PAGE 1
A/R Reconciliation Report TGRRCON 8.4.3
THE FOLLOWING DETAIL CODES HAVE NO CHART OF ACCOUNTS
DETAIL CODE DESCRIPTION
M574 Student Account Adjustment
09-07-2015 10:02:04 FM uDc PAGE 2
A/R Reconciliation Report TGRRCON §.4.3
DESIGNATOR ERROR REPORT FOR ACCOUNT DETAIL
DETAIL CODE DESCRIPTION DESIGNATOR TYPE
09-07-2015 10:02:04 PM uDc PAGE 3
A/R Reconciliation Report TGRRCON £.4.3
DESIGNATOR ERROR REPORT FOR MISCELLAMEOUS TRANSACTIONS
DETAIL CODE DESCRIPTION DESIGNATOR TYPE
09-07-2015 10:02:04 PM ubnc FPAGE 4
A/R Reconciliation Report TGRRCON 8.4.3
RECONCILTATION STATISTICS - ACCOUNT DETATL
OPEN CHARGES-RECEIVABLES (ACCOUNT A:)
COAS  FUND ACCT DETAIL PERCENTAGE TOTAL FED APPLIED NOT FED ADJ FED TOTAL TOTAL NOT FED A/R BALANCE
1 103110 103111 FEO3 - 00
FEO2 .00
FEO3 - 00
FEO4 - 00
FEO4 o0
FEO4 o0
FEO9 o0
FEO9 oo
FEO2 o0
FElO o0
FEL1O o0
FElO o0
FE1L o0
FEL13 o0
FEL13 o0
FE14 oo
FELS o0
FE23 o0

Page 1
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1.80.2 Exhibit B: General Ledger Trial Balance Page
(FGITBAL)

L Brace Fsion Mdioware Forms Semices: Cpen  FGTTEAL Ty T - g
Blo Edf Cctors Biock Mam Pecord Quary Tools Hep

(@ND BEBE 3V BEE G & AR IR ¢ &/@ Q. IX
Chart i rme [ 19 Account Type: | (7]
FscalYear. [ ) pooowet [ Y
| Baginning Dol Current Dabitd
Account Dascription Halance Crodit  * Balance Crogit  *
- R ¥ —
Il I it L] 1 T gL
| | | | | -
| | | L]} i
| | 0 | -
| | =g -
Ll 1] 1100 | ) |
| r 10 L 1]
| | | LI P il
I | 10 | .y
| | 0 | L L]
| | =mp -
| | 0| i
| | | | | ==
* - danotok Amound B opposiis of Nonmal Ralance
Total: | | | (] | []

Page 21 of 481



UNIVERSITY OF THE DISTRICT OF COLUMBIA
OFFICE OF THE CHIEF FINANCIAL OFFICER

FINANCIAL POLICIES AND PROCEDURES MANUAL

1.80.3  Exhibit C: Account Detail Query Page (TGIACCD)

[tk e MR G TR T T i
Eio £ Gghora ook fem Bncord Guery Took e

@D BE8s $¢ B8E QS AR Tw ¢S @1, X
Dl
| | | [ | :
LI = | i'
| : : | | '
| ' || [ |'
| : | | '
| . || | l
| | | | i
1 b |
I | — | |
| . || | i
| I — I -
| , | [ | |
L1 | 1 |_
| . || [ ;
I Il : I_ | [
' | l -
Tokal |
i | b
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1.80.4  Exhibit D: Setup of New Detail Code
1.80.4.1 Goto TSADETC screen in Banner

eral Menu GUAGMMNU 864 (PROD) - Tuesday, September 08, 2015 - Last logi

Go To... |T5ADE|’{: E| Welcome, Shaina Cooper.

_1My Banner

' Banner
(1 Student
1 Advancement
_1Finance System Menu
1 Financial Aid
1 General

1.80.4.2  This screen is to be ignored by hitting the X
in the top right corner.

BOE REEE 5P 288 & & AR BH ¢ & & @ X

79 Account Printer Selection TOADEST 8.0 (PROD)

Printer Destinations

Invoices: | EI
Receipts: | 4
Student Summary: | [Z]

Page 23 of 481



UNIVERSITY OF THE DISTRICT OF COLUMBIA
OFFICE OF THE CHIEF FINANCIAL OFFICER

FINANCIAL POLICIES AND PROCEDURES MANUAL

1.80.4.3  Once screen appears listing all detail codes,
insert record by going to the menu screen
“Record” and “Insert”

File Edit Qptions Block ltem Record Query Tools Help ORAC

BYE BCAER % BEN & & RE S ¢ 8@ X

"8 Detail Code Control Page - Student TSADETC 8.4.2 (BPRD)

Detail Code: |ATH1 |Aﬂ'le‘h|:s Rental Fee [enm Based Pay Type: F El
= Defaults
Type: |€ Refund Code: l:l [CljaidYear Based Tax Type: l_ EI
Category: MSC El [ Direct Deposit [ Like Term [ Title IV Amount:
GrantType: | - [ Refundable [ Like Aid Year [ Institutional Charges | Term: =
Priority: 999 [ Receipt [ Like Period [ Exclude Invoice Print Effective Date: @
v Active [ GL Enterable [ Payment History

75 Detail Code Control Page - Student TSADETC 84.3 (PROD)

Detail Code: | | [ Term Based Pay Type: =
= Defaults
Type: |— Refund Code: |:| [ 'Aid Year Based Tax Type: l_ EI
Category: E | Direct Deposit [ Like Term [ Title IV Amount:
Grant Type: [ ~| [ Refundable [ Like Aid Year | Institutional Charges | Term: =]
Priority: l— FlReceipt [ Like Period [ Exclude Invoice Print | Effective Date: | =)
[ Active [ GL Enterable [ Payment History
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Detail Code:

Type:
Category:
Grant Type:
Priority:

Detail Code:

Type:
Category:
Grant Type:
Priority:

1.80.4.4

All applicable fields should be entered and

the document saved.
Note:

|ATH2  |Athletcis Rental Fee Test
|E Refund Code: E
msc [=] Direct Deposit
- Refundable
logs Receipt

v Active
|ATH4 |Mi5u:. Athletics

:

c Refund Code: | -
msc [*]

Direct Deposit

|: Refundable
9o Receipt
v Active

FRM-40400: Transaction complete: 1 records applied and saved.

Record: 2/?

=05C>

Transaction Complete would be
illustrated at the bottom of the screen.

Like Term
Like Aid Year
Like Period
GL Enterable

Like Term
Like Aid Year
Like Period
GL Enterable

Pay Type: W E| r
Tax Type: l_ E
Title IV

Institutional Charges
Exclude Invoice Print

Payment History -
Pay Type: F E| r
Tax Type: l_ E

Title IV

Institutional Charges
Exclude Invoice Print
Payment History -
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1.80.4.5 Once saved, go to menu screen “Options”
and “Create GL Interface” and then Next
Block (on tool bar).

File Edit Options Block ltem Record Query Tools Help ORACL

BwE BEEE Y7 REM & & QE T & &£ @0 X

75 GL BANNER Interface TSADETC 84.3 (EPRD)

Detail Code: [aTH2  [Athetcis Rental Fee Test [ Term-based Total Percent: [i

Effective Date: 08-SEP-2015 Next Change Date: [ Aid Year-based

General Ledger Interface to BANNER Finance

Account Rule Rule Rule
COA  Index Fund Orgn Account Program  Activity Location Class1 Class2 Class 3

oesa [T i H%%%%%%%%@@

Percent: Account B:

1.80.4.6 All applicable fields should be entered.
Once entered, save the document.
Note: bottom screen will show “Transaction
Complete:”

File Edit Options Block llem Record Query Tools Help ORACLE

BYE RBEAEE ¥ REBX & & RE TEH & & &£ @ 01X

78 GL BANNER Interface TSADETC 84.3 (BPRD)

Detail Code: [aTH2  [Athietcis Rental Fee Test [ Term-based Total Percent: 100
Effective Date:- 08-SEP-2015 Next Change Date- [ Aid Year-based
General Ledger Interface to BANNER Finance
Account Rule Rule Rule
COA Index Fund Omn Accnunt ngram Actnnty Locatlon Class 1 Class2 Class 3
[_ F
Designator: ’_[_ Account A2 |1 103110 103215 CHS1 APS1 =
Percent: 100 AccountB: [1 | [o3110 517105 cHs1 |aps1
Account Rule Rule Rule
COA  Index Fund Orgn Account Program Aclivity Location Class1 Class2 Class3 |-
2 S 2 B o2 2 R 2 B o I N o B o
Designator: [ [~ AccountA [ | \ | | | | | \ | |

Percent: Account 8: [ ] | \ | | | | | \ | |

Account Rule Rule Rule

COA Index Fund Orgn Account Program  Activity Location Class 1 Class 2 Class 3

2l 2R o N 2 N o N o R I R R R
Designator: [ [ AccountA | | | | | | | | [
Percent Accountz: [ | | | | | | | il

4 »
FRM-40400: Transaction complete: 3 records applied and saved.
Record: 11 - =05C=

1]
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart A: Sub Ledger to General Ledger Reconciliation

FLOWCHART A: GENERAL- SUB LEDGER TO GENERAL LEDGER RECONCILIATION

Accounting Officer
g

CFO
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JOURNAL ENTRIES

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

Journal Entries are created in order to record or correct a business
transaction and are posted throughout the fiscal calendar. At UDC, Journal
Entries are posted to their financial management system, Banner.

PURPOSE
This directive outlines the policies and procedures for journal entry
posting to outline the specific accounts affected by the day to day
transactions and reclassification of accounts that have been classified in
the wrong group which apply to the University of the District of
Columbia.

POLICIES
1.30.1 According to Generally Accepted Accounting Principles
(GAAP), it states that it is required for each journal entry to
include an equal amount of debits and credits. A journal entry
is recorded for every transaction that occurs.

RESPONSIBILITIES

1.40.1 The Accountant or Senior Accountant is responsible for the
identification of the account, index, fund, program number and
organization which must be adjusted.

1.40.2 The Accountant or Senior Accountant is responsible for the
preparation of the Journal Entry Form and entering Journal Entries
into Banner.

1.40.3 The Senior Accountant is responsible ensuring journal entries that
are posted incorrectly are reclassified.

1.40.4 The Accounting Manager or Accounting Officer is responsible for
reviewing and approving the Journal Entry Form and posting
Journal Entries in Banner.

AUTHORIZATION
1.50.1 The Senior Accountant and Accounting Officer are authorized by
the Chief Financial Officer to post journal entries in Banner.

PROCEDURES

Journal Entry Posting

1.60.1 The Accountant or Senior Accountant completes the Journal Entry
Form (see Exhibit E: Journal Entry Form) after determining the
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necessary debit and/or credit account adjustments. The Journal
Entry Form is updated with the Index, Fund, Organization,
Account Number and Program Number.

Note: In order to determine the associated Index, Fund and
Organization numbers, the Index Report (FGRACCI) (see
Exhibit F: Index Report (FGRACCI)) is generated from
Banner.

1.60.2 The Senior Accountant reviews the Journal Entry Form for
accuracy and signs off on the Journal Entry Form.

1.60.3 The Accounting Manager or Accounting Officer reviews the
Journal Entry Form for accuracy and signs off on the Journal Entry
Form.

1.60.4 The Accountant or Senior Accountant enters the Journal Entry into
Banner (see Exhibit G: JE Posting Process in Banner).

1.60.5 The Accounting Manager or Accounting Officer reviews and
approves the Journal Entry in Banner.

Journal Entry Reclassification

1.60.1 Senior Accountant receives a Journal Entry Reclassification Form
(see Exhibit H: Journal Entry Reclassification Form) requesting to
reclassify a journal entry which was posted incorrectly. Included in
the email is a screen print of the incorrect post in Banner.

1.60.2 Senior Accountant verifies the requested entry, completes and
signs the Journal Entry Reclassification Form.

1.60.3 The Accounting Manager or Accounting Officer reviews and
approved the Journal Entry Reclassification Form.

1.60.4 The Senior Accountant corrects the Journal Entry in Banner. In
Banner, the Senior Accountant outlines the reason for
reclassification, scans all supporting documents and uploads it into
Banner.

1.60.5 Accounting Manager or Accounting Officer approves the journal
entry reclassification in Banner.

XXXXXXXX.70: INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring Journal Entries are
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1.70.2

1.70.3

authorized prior to entering into Banner.
1.70.2.1 All journal entries must be supported by the appropriate
documentation justifying the adjustment.

1.70.2.2 All journal entries must be approved and signed by the
Senior Accountant, Accountant and Accounting Officer
prior to entering into Banner.

Internal controls applicable to ensuring separation of duties

1.70.2.1 The preparation and approval of Journal Entries is
conducted independently by three different personnel,
the Accountant, the Senior Accountant and Accounting
Officer.

Internal __controls applicable to documentation retention of

approved Journal Entry forms.

1.70.3.1 All Journal Entries are scanned and saved to the shared
drive along with the associated supporting

documentation by the Accountant or Senior Accountant.

XXXXXXXX.80 EXHIBITS
1.80.1 Exhibit E: Journal Entry Form

]
m)
il

=

ACCOUNT DISTI

NIVERSITY %
DISTRICT OF

CoLu

FY & Period:
Transaction Date:

UNIVERSITY OF THE DISTRICT OF COLUMEIA
JOURNAL ENTRY FORM

MBIA
1851

Journal I Entry Number:

RIBUTION Debit

INDEX

FUND

ORGN

ACCT | PROG

Jalal= ool ] |

Toral

Shon D
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1.80.2 Exhibit F: Index Report

REPORT FGRACCI

CHART:

INDEX

IS = BT R TR R R R TR T e B R R S X

1

DESCRIPTION FUND

I -Retenticn 1108
I - Faculty De

Cable Televis
Cable Televis
Cable Television

Office Of The President
Office 0f The President
Office Of The President
COMMUNTIT LLE OFFICE OF
COMMUNITY COLLE! OFFICE OF
Board of Trustess (Office of
Board Cf Trustess (Office Of
of Trustess (Office Of
Improvement

=T

A
& v dnoen (nocnoen

[ERT]

1.80.3 Exhib

R

“
o
o

W W W

UDC RUN D

Akdkhkkhdkd DATES *ddkhdddd

O ACCT © PROG O ACTV O LOCN O STATUS EFF TERM

N 1030 W Y N I
N 0w b4 N s
N 0N 4 N p
N 0N -4 N i
N 1Fw b4 N 2
N Y 1N 4 N p
N X 1N -4 N i
N Y 1w Y N 2
N b4 1w b4 N s
N b4 0N b4 N 2
N Y 0w Y N 2
N b4 0w b4 N s
N Y 0N 4 N I
N Y [} Y N z
N 0 b4 N s
N 4 N p
N -4 N i
N Y N 2
N -4 X i
N b4 N 2
N Y N 2
N b4 N s
N -4 N 2
N Y N I
N b4 N I
N 4 N p
N b4 N 2
N 4 N p
N -4 N i

it G: JE Posting Process in Banner

1.80.3.1
colum. The click next block

Logon Banner, type in FGAJVCM

g8 General Menu GLUAGMMNL 2.6.4 (P

Go To.._|Feasrvow| |

I=a My Banner
—H Banner
[0 sStudent
1 Adhvancement
[ Finance Sysiem Mennu
[ Financial Add
L General

in Go To
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Header | Detault Values
Transaction Date: [ ) Document Total: Type: | ] Deseription [
MNSF Checking | Deferred Cait Documant Taxt Exiats Bank: | [=] Daposit: |
Budget Period: | | Gurency: | 7]
Journal Voucher Detail
Debiv
Sea Type Stalus  COA Index  Fund Oran Acxt Prog Aty Loan Proi  Parcent Amount Credit |
= l-’,:l MEG | = | = 2 I & = Ex] |
s ]
L | L L | L B | —
2l [ =]
2l | -]
| - -1 | =
| [ - =)
L =1 L [ _ ]
ali [ |
_ =L [ ] -l
— L 3| k- — -l
2| 1=
il .

1.80.3.3 Insert the total of the document for the journal entry being
entered. Enter the Type, Bank, and Description. Then enter
the tab that says BLOCK on the Header.

fzasmmmwwm:tmm

{1

v D iAalEm 9 BEE G S EE D¢ Ak x
" Sourmsl WU Msss Ensy FGARNCM BE 15 (PROO) : : . :
| Droacaiprmanll Mo - i
Joumal Voucher Dooument Header Default Values
Tranaaciion Date:  [31-An20s  55] Do Total: Typer (=18 =] Description: e o pp——
 NSF Chacking Deforrest Edit Dot Test Exists Barkc ex (7| OCoposi i
Joumal Voucher Detall
Dby =
Sog Type Status O0A Indax Fund Qg Aot FProg = Loocn Prof  Percent Agmount TR M iy
- s

Page 32 of 481



UNIVERSITY OF THE DISTRICT OF COLUMBIA
OFFICE OF THE CHIEF FINANCIAL OFFICER

FINANCIAL POLICIES AND PROCEDURES MANUAL

1.80.3.4 On the following sreen, enter fund account, and amount.
Enter credit or debit for each transaction. Click on the

down arrow in order to enter more entries.

Flaschgeet o o AT =

Somarrad Vom e Deata
L =

Shaegy  Types Sl OO0, et [T g ] L] L b A L |
— e e s L S L M . === i |

" ae = &0 L | Owas - M werTe LIOC ey =

iy
—r

1.80.3.5 Click BLOCK tab on the header . Click Complete.
| flock Bem Recoed Quen Tools Help
QN0 BERE Y G868 @/ &2 BB S3 ¢/2/ & 0. X

£+ Jocmal Viouehir ks Enery FOANCY 815 (PROD)

|
| Foie Bt

Document Mumber. 010853 ¥ o

| Joumal Vouches Document Header
Transsslion Dabs: M-S = Doossent Total

|| Default Values
Type: s v
Bank B4 ¥

Dsseriplion: LD Foumdfon whes recesved Jofy
Depesil
Budgel Period: Currency: ¥

W NSF Chacking Dielermesd Echil socument Texd Fxishs

Joumal Voucher Detal
Seq Type Stahs  COA dndex  Fund  Omn Al Prog Description Bank Duposil
1 JE%E  Posibe 1 ; * [ NSF Overmide
TEM  Posk ¢ 1 [ NSF Overide
NSF Orvemis
M O

hﬁmm
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1.80.3.6  Notice that journal entry is completed and forwarded to
approval is displayed. If a message does not appear, an
error was made.

48,10 (PHLY

Jonemal Voucher Documeént Hesder Dzt Values
Trasnsscticn Dabe: Eml’ﬂ Ty [ *|  Description
) Dociamant T B " Daoposit
Jowmmal Voucher Detall
Goq Type Salus COA Index Fund  Dpn A Prog Chpseipplacan [k Diposil
NEF Chanitidi
W Chommieh
WS ot
WS Chr
HSF Do
W
N o
W Chonitrih
HSF (rmiad
WSF (m ¥
WSF O *

Il:m.lmlrﬂ B0 completed and fereanded 1o e aperoval process !

S e e e e B R TR e ) B st e e L e e s Rt ittt
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1.80.3.7 Enter Values and click on save.

Process: |[FGRJIVLR ~ |[4ourmal voucher Listing Parameter Set: d

Printer Control

Printer:  [DATABASE had Special Print: Lines: [s5 Submit Time:

Parameter Values

Number Parameters values

= =

Joo10ee3

01 From Document Mumber

Te Document Number uoo1og93|

From Transaction Date

To Transacton Date

Journal Type

User ID

Document Status

Sequence Status
LENGTH: 8 TYPE: Character O/R: Optional M/S: Single
Enter ending document number.

UNNUEE §

Submission

[ Sawve Parameter Set as MName: Description: [ ~ Hold - Submit

1.80.3.8  Click OK to save the parameters and values

'snProcess Submission Controls GUAPCTL £3.0.2 (PRODY

Process: FrErvLm = || ourner Veusher Listng Parameter Sot:

Printer Control

Printer: CATADASE - Spwacial Print: Lirmess. [ Submit Time:

Parameter Values

MNumbar Paramaeters
0z To Documant Mumbar ~
o From Transacton Cate =
o4 To Tranaacton Date
o5 Journal Type CD
o8 User 1D
o7 Cocunsnt
on Seauence
on [E—— ™ |

LEMNGTH: 1 TYPFE: Character OFFRC Optional MS: Single
Sort by (Djoc. #, (Trans. Date/Doc. #, (U)ser IEVDoc B

Submi=sion

[ Save Parameter Set as Mamea: Dascription: O3 Hold o St

1.80.3.9 Click the OPTIONS button

Eile Edit Options Block ltem Record Query Tools Help

B0 EEEER BT G S B EE T

d Qutput Revi GJIREVO 8.6 (PROD) -

[ 4 11 @

Process: [FGRJVLR [ ¥ ]Joumal Voucher Listing Beginning Date Saved- =
Number:  [437173 =] File Name: || =
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1.80.3.10 Select Review Output and click OK

‘7R Saved Output Review GJIREWC 8.6 (PROD)

nodgupta_fgrivir_437 173 log 5 18-AUG-2015 09:36:16 AN

1.80.3.11 Select ‘Show Document’.

Process: :FGFI..‘.*_F! * Jowrnal Voucher Listing Baeginning Daln Saved: I
Mumber,  [47irs [=  File Mame: |erd_tirciguts_lppa 2371730 = Lines i
1 - 1
| TeRNAR Bo.0.1 = LE-RDG-200% OF:36:14 AN —
| Ssusnal Vessser Lisnisg Fage
| TRANIACTION COCT=ENT DOCTRMENT CEFER
| DOCTMENTE  STEG CATE TOTRL Har TTATIS RFFROVED EDIT BEFR  ID
JOTRERL s FROJECT DISTRIE TRAHSACTION Li Py
SECe  TEFE STATUS ¥R CHRRT INDEX FUND  oRG  SO0OINT PROCRAM RITIVITY LOCRTION  Co9€ PERCENT AMCHT =]
ECTRERANCE DOTINENT BODEET COSIT (L] PasT CHIRT PIND
HBEBIR ITEHM SEQY TYFRE ROTION BANE REF$ FERIGD TYFE FERDEDNT cooE FERICD jaaeif BDOL
DESC: DDC Foandrioa wire recieved July ACCRORL= ABAL OWNERRIDE: H DEPI: CORS OODE: AMT:
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11.80.3.12 Click YES

' Sawed Ouiput Review GEREVO &6 (PROD}

Process:  FGRILE = Jourral Voucher Lssing Beginning Dale Saved: =
Number 437173 ~  File Mame:  prod_brodgupta v 4371730 T Lines 5

FErE 8.0 e 18-R3G-2015 65:36:16 AM

TRASSACTION DOCTEENT DOCTRMENT DEFER
DOCRERTE 554 D&IE TOTAL BST SIATUS AFPROVED EDIT WSER 1D

Yiou hares sefactad B3 Show Fila

(vod_binodoupta_fomv_ 4371726 in-a browser. Do
RS £ youwish i conbimue® FRCTION DR/

T T

ENCTRMERANCE DOCIRENT BUDCET OOt CasE POST CHART FUMD
FRESER  ITEM SEQ# TUTE ROTION BN REFE FERICD TYFE FERCENT Q0D FERIDD  FOOL  FOOL

DESC: UDC Founduion wire pecieved July AOCRITAL: RERL OVERRIDE: B DER#: TIFR CCTE: BT %.00

1.80.3.13 Print the Journal VVoucher Listing report and attach it to the
Journal Entry Form.

FERIVIE & 501 =
Scarmal Wouckesr Listing Bage 1
TRARIASTION COCTMENT DOCTMEST DEFER
DOCRENT#  So=d DATE TOTAL msE STATUS AFFROWED EDEI TSER 1D
DPOURMAL Fs FEOSECT DEISTRTE TRARIACTION DB
=g TYFE STAIUS ¥R CHART INIDEX FND CRE ACTOUNT FROGRAM ACTIVITY LOCATLION ceiE FERTENT AMCTNT CF
ESCTMEEEANCE DOCIMENT  EIDETT craaerT CAEE  DosT CHAST FDND
|
N e e —— RS
TOURNAL ] FROSECT DISTRIS TRANSACTION D60
L
T ESCTMERENCE DOCTMENT  EIDEET cosaaTT CASE  POST CHART FOND
FSER ITEM SEQH TYFD ACTION BaNK BEFS FIRICD TYFE PFERCENT OOOE FERDOD FOOL  FOOL
|
TURIVLE S.9.0.1 e
TemEmal Vouster lasTing Fage 2
T3
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1.80.4  Exhibit K: Journal Entry Reclassification Form

RE-CLAZE REGUEST FORM

e WG [JHIVERSIT Y2
R— — cvnrmts I:l |§Dl%
Pireed S — e
Dapuarirard sy [ ]
Repataln [ |
Drreriphions L 1
P N S

:ﬁm — Aiways use crecit for exg =y

Moga¥o:  Always use deblt for expense accounts

Bt Cade o
| [Epeedigry |

FrinEmm tori LS gt Sifien | AFD Foim 82 111

Page 38 of 481



UNIVERSITY OF THE DISTRICT OF COLUMBIA
OFFICE OF THE CHIEF FINANCIAL OFFICER

FINANCIAL POLICIES AND PROCEDURES MANUAL

XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart B: Journal Entry Posting

FLOWCHART B: GENERAL — JOURNAL ENTRIES

Accountant

Index & Fund Ccompilete Journal u Past Journal Entry
. — -
Number Known?, Entry Form into Banner

Journal Entry Form

Senior
Accountant

Accounting
Manager/
Accounting Officer

v

Review and Sign Approve Journal
Journal Entry Form Entry in Banner
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1.90.2 Flowchart C: Journal Entry Reclassification

FLOWCHART C: GENERAL - JOURNAL ENTRY RECLASSIFICATION

‘Complate Journal

Initiator

Sign Journal El
. o .

Senior Accountant

Manager/
Accounting Officer

Accounting
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CLOSING ENTRIES

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

The Accounting Officer is responsible for ensuring all temporary accounts
that are affected during the year are closed out. Closing entries are
conducted in order to ensure that each revenue and expense account will
begin the next accounting year with a zero balance. In order to facilitate
the timely reporting of financial statements, this is conducted prior to the
deadlines as outlined in the Closing Schedule (see Exhibit I: Month End
Closing Schedule).

PURPOSE

This directive outlines the policies and procedures required to close the
financial accounts. Closing entries are necessary to bring the temporary
account balances to zero for the next accounting period which is essential
for keeping the accounts reconciled which are applicable to the University
of the District of Columbia.

POLICIES

1.30.1 UDC uses accrual basis accounting as required by GASB
Statement No. 35 which states that accrual accounting matches
expenses with the revenues that fund them by recording revenues
in the fiscal year in which they are earned regardless of when
payments are received, and expenses in the fiscal year in which
they are incurred, regardless of when payments are made.

RESPONSIBILITIES
1.40.1 The Senior Accountant is responsible for closing all temporary
accounts to permanent accounts.

1.40.2 The Accounting Officer is responsible for reviewing and approving
closing entries prepared by the Senior Accountant.

AUTHORIZATION
1.50.1 The Accounting Officer and Senior Accountant are authorized by
the Chief Financial Officer and UDC to close accounts.

PROCEDURES

Prepaid Expenses

1.60.1 The Senior Accountant analyzes and reviews invoices to determine
the period, service, and related expense or future benefit.

1.60.2 The Senior Accountant creates a Journal Entry Form (See Journal
Entry process) to each prepaid account based on the analysis made.
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Student Receivable
1.60.3 The Accounting Manager reviews the Aging Report to establish an
allowance for uncollectible accounts based on Aging.

Note: The Aging Report is saved on the shared drive (T:\Nightly
Feed FY15).

1.60.4 The Senior Accountant prepares a journal entry:
e DR Bad Debt Expense
e CR Allowance for Doubtful Account

Note: The journal entry prepared for deductions of the allowance
IS:
e DR Allowance for Doubtful Account
e CR Bad Debt Expense

Grants
1.60.5 On a weekly basis, the Senior Accountant obtains the Grants Select
Balance Sheet and reviews the receivables balances.

1.60.6 The Senior Accountant creates a Journal Entry Form (See Journal
Entry process) to adjust the deferred revenue balances with the
receivable balance.

1.60.7 The Senior Accountant prepares a schedule that consists of
beginning balances plus collection in order to derive the revenue
collected.

1.60.8 The Grants Billing Process is performed by the Senior Accountant
weekly, private and local monthly. Banner System entry is:
e DR Grant Receivable
e CR Grant Receivable Unbilled

Notes Receivable
1.60.9 For uncollectable receivables, the Senior Accountant records a
year end entry to record write offs:
e DR Allowance for Doubtful Account
e CR Receivable

Long-Term Receivable

1.60.10 The Senior Accountant reviews and analyzes the security deposits
Maadi Egypt, and restitution accounts at year-end.
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Accounts Payable Accrual
1.60.11 The Senior Accountant generates the Disbursement Report and
reviews select invoices to verify service period, receipt of current
goods, and services received to determine whether an accrual
journal entry is necessary. The journal entry prepared is:
e DR Expense
e CR Yearend Accrual

Compensated Absences

1.60.12 The Senior Accountant reviews the Compensated Absences Report
from Human Resources to determine the necessary accrual journal
entries to make for vacation and sick leave.

Contingent Liabilities
1.60.13 The CFO receives a report of Litigation Contingencies from the
General Counsel. The Senior Accountant prepares a journal entry
at year end to record the lower end of expenses to be incurred:
e DR Settlement/Litigation Contingent Expense
e CR Claims and Judgments Liability

XXXXXXXX.70: INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring Journal Entries are
authorized prior to entering into Banner.
1.70.1.1  AIll journal entries must be supported by the
appropriate documentation justifying the transaction.

1.70.1.2  All journal entries must be prepared by Accountant,
reviewed/signed by the Senior Accountant and
approved by the Accounting Officer prior to entering
into Banner.

1.70.2 Internal controls applicable to documentation retention of
approved Journal Entry forms.
1.70.2.1  All Journal Entries are scanned to the shared drive
along with the associated supporting documentation by
the Senior Accountant or Accountant.
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XXXXXXXX.80 EXHIBITS
1.80.1 Exhibit I: Month End Closing Schedule

Office of the Chief Financial Officer
University of the District of Columbia

FY 2015 Banner Finance - Month End Closing Schedule

INCOMPLETE DOCUMENTS
PERIOD MONTH All requisitions, PO's and journal HARD CLOSE BOARD REPORT
entries must be cleared.
1 100312014 Thur 11/6/2014 11712014 11M10i2014
2 1173002014 Kon 121812014 121972014 12M10/2014
3-1st Quarer 1213112014 Thur 11812015 1/8/2015 11212015
4 1/31/2015 Fri 21612015 21912015 2/10/2015
5 212812015 Fri 36I2015 3912015 3M0/2015
G- 2nd Quarter 313112015 Wed 4/8/12015 4/912015 410/2015
7 4/30/2015 Thur BI7I2015 5i812015 511/2015
8 5131/2015 Mon 6i8i2015 6912015 Bi10/2015
9 - 3rd Quarter 6/30/2015 Wed TiBi2015 792015 TM0i2015
10 7131/2015 Thur 8i6I2015 8712015 8102015
1 8/31/2015 Tues 9/8/2015 9/9/2015 9/10/2015
12 - dth Quarter /3042015 vear-End Closing Schedule will follow in August 2015
| 14-Accrual Period | | omozo1s | | Year-End Closing Schedule will folow in August 2015

XXXXXXXX.90: FLOWCHARTS
n/a
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RECORD RETENTION

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

This policy sets forth the requirement for effectively retaining and
managing records and ensuring access to records is granted in accordance
with applicable law, regulation, and policy.

PURPOSE

This directive outlines the policies and procedures for record retention
which is to ensure that UDC retains its official records in accordance with
the requirements of all applicable schedules established by the District of
Columbia and to ensure that the official records that’s no longer needed by
UDC are discarded at the proper time. These policies apply to the
University of the District of Columbia.

POLICIES

1.30.1 The Office of the Chief Financial Officer is guided by DC’s Policy
on Record Retention Schedule (see Exhibit J: DC Policy on Record
Retention Schedule). As stated in DC’s policy, “a record may be
destroyed, sold, transferred, or disposed of as prescribed by law, by
records retention schedules, or by other authorization approved by
the Committee; provided, that an authorization approved by the
Committee shall not be effective until 45 days after its publication
in the District of Columbia Register”.

RESPONSIBILITIES

1.40.1 All OCFO staff is responsible for adhering to the Policy on Record
Retention as it relates to the saving and securing all significant
financial records on UDC’s file server or file cabinet.

AUTHORIZATION

1.50.1 OCFO staff is authorized to access UDC’s financial records which
are required in order for them to perform their assigned duties by
the CFO.

PROCEDURES

1.60.1 The Accountant, Senior Accountant and Accounting Officer save
UDC’s financial records on their assigned shared T drive and the
Budget Office saves their files on the I drive.

1.60.2 On a yearly basis, the Senior Accountant archives all files older
than three (3) years.

1.60.3 On a yearly basis, the Accounting Officer verifies files stored on
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the shared file server are no older than three (3) years.

1.60.4 On a yearly basis, the Accounting Officer verifies files stored on
the Finance Department’s off site facility, Taylor Street
Warehouse, is within the UDC’s required retention policy
timeframe.

XAXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring access to financial
documentation are limited to authorized personnel.
1.70.1.1 Access to financial records is limited to users of the
Finance group on the UDC shared file server. Budget
employees are only authorized to share on the I drive
while the Accounting department is authorized to share
on the T-drive.

XXXXXXXX.80 EXHIBITS
1.80.1 Exhibit J: DC Policy on Record Retention Schedule

ITEMS RENTENTION PERIOD
Accident reports and claims (settled cases) 7yrs

Accounts payable ledgers and schedules 7 yrs

Audit reports of accountants Permanently

Bank reconciliations 1yr.

Capital stock and bond records Permanently

Cash books Permanently

Chart of accounts Permanently

Checks (cancelled, but see exception below) 7yrs

Checks (cancelled, for impertant payments.
i.e. taxes, purchases of property, special
contracts, etc.(checks should be filed with the Permanently
papers pertaining to the underlying
transaction)

Contracts and leases (expired) 1 yrs
Contracts and leases still in effect Permanently
Correspendence general 3 yrs.
DCrﬁfE;espondence (legal and impertant matters Permanently
Deeds. mertgages, and bills of sale Permanently
Duplicate deposit slips 1yr

Employee personnel records (after

termination) 3yrs.
Employment applications 3 yrs.
Expense analyses and Expense distribution Tvrs
schedules !

Financial statements (end-of-year trial
balances)

General Ledgers (end-of-year trial balances) Permanently
Insurance policies (expired) 3 yrs.
Insurance records. current accident reports,
claims, pelicies, etc

Inventories of products, materials, and

Permanently

Permanently

supplies 7yrs
Invoices to customers T yrs
Invoices from vendors 7 yrs
Journals Permanently

Minute books of directors and stockhelders,

. : Permanently
including bylaws and charter !

MNotes receivable ledgers and schedules 7 yrs
Payrell recerds and summaries 7 yrs
Petty cash vouchers 3 yrs.
Physical inventory tags 7 yrs
Plant cost ledgers Permanently
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Property appraisals by cutside appraisers Permanently
Property records-including costs, depreciation

reserves, depreciation schedules, blueprints Tyrs
and plans

Purchase crders 1yr.
Recelving sheets 1 yr.
Requisiticns 7 yrs
Sales records 3 yrs.
Savings bend registration records of TS
employees ’
Stock and bond certificate (cancelled) 1yr
Stockreom withdrawal forms 7 yrs
Subsidiary ledgers 7 yrs

Tax returns and worksheets, revenue agents’

Permanently
reports and other documents i

Time books 7 yrs
Voucher register and schedules 7 yrs
Woucher for payments to vendors, employees,

etc. (includes all allowances and Tyrs

reimbursement of employees. officers)

Sales and receivables

Sales journals 7 yrs.
Shipping tickets 3 yrs.
Accounts receivable ledgers and trial balances T yrs.
Invoices 7 yrs.
Uncollectable accounts and write offs T yrs.
Expired contracts and notes receivable T yrs.

Purchases and payables

Purchase journals T yrs.
Bills of lading 3 yrs.
Accounts payable ledgers and trial balances 7 yrs.
Purchase orders 3 yrs.
Paid bills and vouchers 7 yrs.
Expired purchase contracts T yrs.
Payroll
Payroll journals 7 yrs.
Time cards 7 yrs.
Payroll reports (federal & state) T yrs.
Assignments & gamishments 3 yrs.
Forms W-4 T yrs.

Accounting Firms

Tax Files In Office In Storage
Present clients 3 yrs. Permanent
Former clients 3yrs 7 yrs.
Workpaper Files In Office In Storage
Auditor's reports, compiled or reviewed reports | Present clients Permanent
Former clients 3 yrs 7 yrs
Correspondence files 3 yrs T yrs
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General and financial

Capital stock recerds Permanent
Corporate records and minutes Permanent
Property titles and mortgages Permanent
Federal, state and local tax returns Permanent
Fixed asset records and appraisals Permanent
Accountant's audit reports Permanent
Interim and year-end financial statements and
trial balances Permanent
Menthly trial balances Permanent
Cash
Cash receipts and disbursements T yrs.
Bank statements, cancelled checks, and 7 vrs
deposit slips ’
Bank reconciliations T yrs.
Petty cash vouchers T yrs.

XXXXXXXX.90: FLOWCHARTS
n/a
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ANNUAL AUDIT

XXXXXXXX.10: TASK

DESCRIPTION

The annual audit involves the District sending out an auditor to conduct an

audit at

the University. The auditor shall request all supporting documents

to complete the audit and conduct interviews to ensure that the employees
of UDC are in compliance with the policies and procedures of UDC.

XXXXXXXX.20: PURPOSE
This directive outlines the policies and procedures of the execution of the

annual

audit which ensures that the organization is being operated within

the bounds of integrity and sound business practices which apply to the
University of the District of Columbia.

XXXXXXXX.30:  POLICIES

1.30.1

1.30.2

The audit must follow guidelines and principles established by
the American Institute of Certified Public Accountant (AICPA)
and Financial Accounting Standard Board (FASB) - The
Federal Government through its various agencies imposes
various requirements upon the University such as Internal
Revenue Regulations, Higher Education Financing Act, and
principles for determining costs applicable to Grants, Contracts
and other agreements with Educational Institutions.

The audit must follow Governmental Accounting Standards
Board (GASB) guidelines.

XXXXXXXX.40:  RESPONSIBILITIES
1.40.1 As stated in the Statements on Accounting Standards (SAS), UDC

1.40.1

Management is responsible “...to provide the auditor with access to
all information of which management and, when appropriate, those
charged with governance are aware that is relevant to the
preparation and fair presentation of the financial statements, such
as records, documentation, and other matters.”

The independent auditor's objective and responsibility, under
generally accepted auditing standards (GAAS), are to express an
opinion on whether the financial statements are fairly presented in
conformity with generally accepted accounting principles, and that
the related supplemental information is presented fairly, in all
material respects, when considered in conjunction with the
financial statements taken as a whole (aicpa.org).
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XXXXXXXX.50:

XXXXXXXX.60:

XXXXXXXX.70:

XXXXXXXX.80:

XXXXXXXX.90:

1.40.2 The District is responsible for providing an auditor to the

University of the District of Columbia.

AUTHORIZATION
1.50.1 The auditor is authorized by the District and the Chief Financial

Officer to conduct annual audits of the University.

PROCEDURES

1.60.1

1.60.2

1.60.3

1.60.4

1.60.5

1.60.6

1.60.7

The Auditor requests documents from the OCFO which may
include previous audit reports, original bank statements, receipts
and ledgers, and organizational chart, etc.

After reviewing the documents requested, the auditor prepares an
audit plan.

The auditor will set up an open meeting which the auditor will
discuss the scope of the audit and set a time frame for the audit.

The auditor takes information gathered from the open meeting and
uses it to finalize the audit plan and the fieldwork is conducted by
interviewing with staff members and reviewing procedures and
processes.

The auditor tests for compliance with policies and procedures and
internal controls are evaluated to make sure they’re adequate.

The auditor prepares a report detailing findings of the audit which
includes: mathematical errors, posting problems, payment
authorized but not paid and other discrepancies, and other audits
concerns.

The auditor implores a response from management that indicates
whether it agrees or disagrees with problems in the report.

INTERNAL CONTROLS

n/a

EXHIBITS

n/a

FLOWCHARTS

n/a
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FINANCIAL REPORTING
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CASH, CASH EQUIVALENTS AND INVESTMENTS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

Cash, cash equivalents are defined as cash on-hand, demand deposits,
certificates of deposit with financial institutions, and all highly liquid
investments with an original maturity of three months or less; except those
deposits and investments representing endowments and amounts in the
IBM stock to be investments.

Investments are reflected at fair value using quoted marketed prices.
Realized and unrealized gains and losses are included in the Statement of
Revenues, Expenses, and Changes in Net Position as a component of
investment income, net.

PURPOSE

This directive outlines the policies and procedures on cash, cash
equivalents, and investments. These policies apply to the University of the
District of Columbia, Office of the Chief Financial Officer.

POLICIES

1.30.1 The District requires that all cash be deposited with the District
Treasurer except for endowments and miscellaneous income funds
which are deposited in a post-secondary education fund bank
account. However, the University is allowed to maintain funds
generated from its own operation in separate bank accounts. The
ongoing of Program B are processed centrally by the District.

RESPONSIBILITIES

1.40.1 The Accountant and Senior Accountant are responsible for
performing the bank reconciliations for all cash and investment
accounts and ensuring the balances are accurate and properly
stated on the financial statements.

AUTHORIZATION
1.50.1 The Accounting Officer is authorized by the Office of the Chief
Financial Officer analyzed the Trial Balance on a monthly basis.

PROCEDURES

1.60.1 The Accounting Officer logs in Banner and retrieves the Trial
Balance and details regarding the Cash, Cash Equivalents, and
Investments accounts (see Endowment Funds and Investment
section for detailed journal entries related to investments.

Note: On a monthly basis, he Accounting Officers reviews the
activities of the accounts on the Trial Balance and checks
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for unreasonable activity referencing the Fund and Acct
amounts.

1.60.2 If a discrepancy is observed, the Accounting Officer retrieves the
associated Invoices and Journal Entry forms to verify the validity
of the assets (see Asset Accounts- Cash sections for detailed
journal entries related to cash and cash equivalents).

XXXXXXXX.70: INTERNAL CONTROLS
1.70.1 Internal controls applicable to verifying the correct entry are

recorded
1.70.1.1  The Accounting Officer monitors the activities of the

Balance Sheet accounts on a monthly basis and checks
for reasonableness.

XXXXXXXX.80 EXHIBITS
n/a

XXXXXXXX.90: FLOWCHARTS
n/a
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CASH - RECEIPT AND DEPOSIT OF CHECKS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

The collection of tuition, fees and other charges is handled by the Office
of the Chief Financial Officer and Cashier’s Office. The Cashier’s Office
reports all checks deposited daily to the Office of the Chief Financial
Officer (OCFO) and Student Accounts. The OCFO enters the applicable
Banner Journal Entries for account recording purposes.

PURPOSE

This directive outlines the policies and procedures on depositing checks
from students and vendors. These policies apply to the University of the
District of Columbia, Office of the Chief Financial Officer.

POLICIES
1.30.1 The Accountant is administratively assigned to the Finance
Department within UDC to deposit checks daily.

1.30.2 Per UDC policies, check deposits are recorded in detail on the
Daily Cash Report and Daily Activity Report.

RESPONSIBILITIES
1.40.1 The Staff Assistant is responsible for the receipt of checks from
postal couriers.

1.40.2 The Accountant is responsible for retrieving checks from the
Secretary and physically delivering the checks to the Cashier’s
Office.

1.40.3 The Accountant is responsible for determining the intended
recipient of the check and identifying their associated detail code.

1.40.4 The Cashier is responsible for depositing the check to Wells Fargo
and inputting check details into Banner.

AUTHORIZATION
1.50.1 The Cashier’s Office is authorized by the Office of the Chief
Financial Officer to deposit checks.

PROCEDURES
1.60.1 The Accountant receives checks via the mail daily from the Staff
Assistant, Accounts Payable, Human Resources and Procurement.

1.60.2 Using the Banner Detail Code sheet (see Exhibit K: Detail Code
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Sheet), the Accountant identifies the check recipient and writes the
associated Banner detail code on the check.

1.60.3 The Accountant physically gives the checks to the Cashiers Office,
2" floor, Building 39.

1.60.4 The Cashier logs into TouchNet application with their assigned
username and password.

1.60.5 The Cashier enters the following details into TouchNet:
1.60.5.1  Description
1.60.5.2  Form of Payment
1.60.5.3  Check Amount
1.60.5.4  Detail Code

1.60.6 The Cashier endorses the check and places it in their assigned cash
drawer.

1.60.7 At the end of the day, each Cashier generates their Cashier
Transaction List (see Exhibit L: Cashier Transaction List) from
TouchNet.

1.60.8 Following a dual control process, the Head Cashier and Cashier
retrieves all checks from the all the cash drawers.

1.60.9 The Head Cashier compiles all the Cashier Transaction Lists and
verifies the amount listed against the checks held in each cash
drawer. The Head Cashier completes the Daily Reconciliation
Worksheet (see Exhibit M: Daily Reconciliation Worksheet) and
notes any variances.

1.60.10 The Head Cashier logs into Wells Fargo’s Commercial website with
their assigned credentials, scans and deposits all checks.

1.60.11 The Head Cashier prints and signs the following reports and gives a
hard copy as well as a scanned copy to the Accountant:

1.60.11.1  Packet Cover sheet (see Exhibit N: Packet Cover Sheet)

1.60.11.2  Daily Reconciliation Worksheet

1.60.11.3  Credit Card Summary and Copy of Deposit Slip (see
Exhibit O: Credit Card Summary and Copy of Deposit
Slip)

1.60.11.4  Wells Fargo Confirmation sheet (see Exhibit P: Wells
Fargo Confirmation)

1.60.11.5  Cashier Transaction List

Page 56 of 481



UNIVERSITY OF THE DISTRICT OF COLUMBIA

OFFICE OF THE CHIEF FINANCIAL OFFICER

FINANCIAL POLICIES AND PROCEDURES MANUAL

XXXXXXXX.70:

XXXXXXXX.80 EXHIBITS

1.60.11.6

Banner Report from each cashier)

INTERNAL CONTROLS

1.70.1

1.70.2

1.70.3

Banner Report from each cashier (see Exhibit Q:

Internal controls applicable to verifying the correct check amount

deposited
1.70.1.1 The Accountant verifies the check amount against the

1.

Wells Fargo Confirmation sheet.
The Head Cashier verifies the check amount against the

70.1.2

TouchNet Cashier Transaction List on the Daily
Reconciliation Worksheet.

Internal controls applicable to verifying that the correct detail code

is written on the check

1.70.2.1 The Accountant verifies the detail code and underlying
accounts from the Banner Detail Code sheet.

Internal controls applicable to verifying all checks are accurately

deposited

1.70.3.1

The

Head Cashier

verifies

the

Wells  Fargo

Confirmation against the Banner Report on the Daily
Reconciliation Worksheet. Any variances are resolved.

1.80.1 Exhibit K: Banner Detail Code sheet

TBEBDETC_DETAIL | Index Old | Index New TEBDETC_DESC TBRACCT_A_FUND |TERACCT_A ORGN | TBRACCT_A_ACCT_C |TBRACCT_A_PROG
ATH1 Athletics Rental Fee 103110 103215
ATHY Misc. Athletics 1037110 103215
ATHE ATHLETIC SEASOM TICKETS 103110 103215
ATHF ATHLETIC TICKET SALES 103110 103215
B0 FOLLET BOORSTORE FOR UDC 103110 103116
BrKO1 FOLLET BOOKSTORE FOR UOC 103110 103116
ERO1 FOLLET EOOKSTORE FOR UDC 103110 103116
BRO1 FOLLET EOOKSTORE FOR UDC 103110 103116
B0 FOLLET BOORSTORE FOR UDC 103110 103116
BKOZ FOLLET BOOKSTORE FOR CCOC 103110 103116
EBKOZ FOLLET BEODKSTORE FOR CCOC 103110 103116
BROZ FOLLET BODKSTORE FOR CCOC 103110 103116
BROZ FOLLET BODKSTORE FOR CCOC 103110 103116
BROZ FOLLET BODKSTORE FOR CCOC 103110 103116
BKOS FOLLET BOOKSTORE FOR AGEMCIE] 103710 103116
EBROS FOLLET EODKSTORE FOR AGENCIE] 103110 103116
BROS FOLLET BODKSTORE FOR AGENCIE] 103110 103116
BROS FOLLET BODKSTORE FOR AGENCIE] 103110 103116
BKOS FOLLET BOOKSTORE FOR AGEMCIE] 103710 103116
EEOA FOLLET BEODOKSTORE -LAMW DEEIT 103110 103120
coin US VETERANS AFFAIRS 103115 213270
Coz0 WA ARNMY NAT'L GUARD 103115 213270
CO21 WENEZLELA SCHOLARSHIP PROGRA 103115 213270
cozz WVERIZOM 103115 213270
coz4 VIRGINA COLLEGE SAVINGS PLAN | 103115 213270
COz5 WIRGIMIA DEPT OF REHAE SERVICE | 103115 213270
coz27 WAL TER REED ARKY MEO CEMTER | 103115 213270
coz8 \WALTER REED ARMY MEDICAL CTR | 103115 213270
coz3 \WASHMETRO AREA TRAMSIT AUTHO 103115 213270
Co30 WhSH SUBURBAN SANTARY COMM) 103115 213270
CO34 WASHINGTOM Ol ST ACADEMY 103115 213270
Co35 WASHINGTOMHOSPITAL CENTER 103115 213270
CO36 WASHINGTOM POST 103115 213270
Co37 WEST VIRGINIA EMPLENMENT PROG 103115 213270
CO33 WORLO AFRICA CHAMBER OF COMM 103115 213270
Cog42 WELLOW RIEBON WETERANS AFFAIR 103115 213270
Co43 Y OUTHEUILD PUE CHARTER SCHOO 03115 213270
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1.80.2 Exhibit L: Cashier Transaction List

Summary Report
Reporting on 145 transactions for 08/21/2015 - 08/21/2015

Revenue by Payment Type |
Carnh (301Dt (7] Winn (03] [NearterCard (7] Fogeer Chao |11 [Caslvers Chach [1[Mensey Craae (3
WA a0E  Mmie e 424 0 1020 Iraee

Cashlering Transaction List

| T —_— - = ]
F; Rl =i Tandhrnd Canh
[ Tirw | Canhiss (Reodnt £ M T 1. T
| IM [P EEETRTE T Y T | " rll r1 wrdpr r pach -l.ms-u-u|

1.80.3 Exhibit M: Daily Reconciliation Worksheet

wgeag e
Total
Manual
Credit
CardfCash/ Daily Total -
Manual Check/ Web, Bank
Manual | Cash/Check/ | Money Deposits and
8/21/2015|Cash ChkfMO Bank Deposit | Credit Cards | Credit Cards| Money Order Order Touchnet Amt | Banner Amt * WEB Credit Card
504| 3,571.70 43,708.06| $47,279.76]  $21,071.49 50.00| $0.00| $68,351.25, §ﬁ§,351.ls|
430  $1,540.00| $1,530.00/ $6,997.50 $0.00! $0.00| 50.00] $8,537.50] $8,537.50] $68,351.25
902| _ $5,596.65 1,035.00) $6,631.65/ $E,383.03 50.00 50.00] $0.00) $13,014.68| sls.o:-t.m| @E'
809 50,00 50.00) 50.00) 50.00) 5000 0.00) |
Totals $10,708.35) $44,743.06]  $55,451.41 534.452.% $0.00 $0.00) $0.00|  $89,903.43 $89,903.43 555,351.;5' $35,376.00| $125,279.52
| [ |
*Difference: Coshier#

Page 58 of 481



UNIVERSITY OF THE DISTRICT OF COLUMBIA
OFFICE OF THE CHIEF FINANCIAL OFFICER

FINANCIAL POLICIES AND PROCEDURES MANUAL

1.80.4 Exhibit N: Packet Cover Sheet

Date:

This packet includes the following circle item listed below....

= Chargebacks: 5

+ Account Adjustments:

= Check Copies: 5

Prepared by:

1.80.5 Exhibit O: Credit Card Summary and Copy of Deposit Slip

p

87211201

Credit Cards

— |

|Web-Credit Cards

SO0EH00L02%0 H2LEDDZ @155

Grand Total
Deposit &

Cregit Cards

Prapared v

Y i phomy e

iR
DEPOSIT TICKET

.wv-.-u.-u
| p—

AT |_:£‘="F] [E

I et Lt v i

| —— ]
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1.80.6 Exhibit P: Wells Fargo Confirmation

Desktop Deposit

sdeizsme CHARICE GAMBLE

Deposit - Confirmation
Your deposit has been submiited. Please follow your internal procedures for storing the original paper items, and print this page for your
records. (DTDA004)
Confimmation Number 15082117922 5607
Depost Name
Locaten 1D
Lecation Name
Deposi Amount. $ 44,742.06
Bag Nunber
Submission Date 08/21/2015 02:47:31 PM
Effecive Dak 0812015
Deposit Account. JIOOOCOOXNKKX-UOC POST SEC ED FUND)
No of ltems. 16
Created By CHARICE GAMBLE
Depositad By CHARICE GANMBLE
View a
PDF Express Report with images ~ 1 = images per page m
Copy:
Print
© Copynght ‘de. fﬁ ] ﬁl ilrvo ﬁ nghls rexerved

1.80.7 Exhibit Q: Banner Report from each cashier
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart D: Receipt and Deposit of Checks

FLOWCHART D - RECEIPT AND DEPOSIT OF CHECKS

Secretary

Accountant

. Wiite Banner Detail
= Code on Check
- [Enters Check Details
1 -
Receives Check et Endorse Check

Cashier

Deposit Checks on
‘Wells Fargo Website
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CASH - CASH BALANCE MAINTENANCE

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

Accounts Payable confirms that cash is available with the Senior
Accountant in order to fulfill payment requests. In addition to monitoring
the Wells Fargo bank balance online, a Cash Balance Sheet is maintained
by the Senior Accountant in order to obtain a true balance of available
funds.

PURPOSE
This directive outlines the policies and procedures on maintaining a true
reflection of available cash via the Cash Balance Sheet.

POLICIES
1.30.1 Daily, the Senior Accountant should be updating the Cash
Balance Sheet to reflect its true balance.

1.30.2 If the Balance in the account falls below the 1 million dollar
threshold, the Accounting Officer should be advised of this
matter.

RESPONSIBILITIES
1.40.1 The Accounts Payable Supervisor is responsible for verifying
available funds to process payments due to vendors.

1.40.2 The Senior Accountant is responsible for updating the Cash
Balance Sheet with checks issued, deposits and other daily
transactions.

AUTHORIZATION

1.50.1 The Senior Accountant is authorized by the Office of the Chief
Financial Officer to review UDC’s Wells Fargo bank account and
advice of its current balance.

PROCEDURES

1.60.1 Accounts Payable Supervisor inquires of the Senior Accountant of
the availability of funds in order to pay bills that are due to
vendors.

1.60.2 The Senior Accountant logs into Wells Fargo’s website
(www.wellsfargo.com) with their assigned credentials and checks
the bank statement to determine if funds requested are available.

1.60.3 The Senior Accountant manually verifies Cash Balance Sheet (see
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1.60.4

1.60.5

Exhibit R: Cash Balance Sheet) to determine if funds are available
by analyzing daily transactions of checks issued and funds
received.

Note: If funds are below the 1 million dollar threshold, the Senior
Accountant emails the Accounting Officer advising of the
low balance.

The Senior Accountant advises the Accounts Payable Supervisor
that funds are available to make the desired payments via the
Check Run process (see Vendor Payments procedure).

The Senior Accountant updates the Cash Balance Sheet with the
following details:

1.60.5.1  Date of Transaction

1.60.5.2  Amount of Money Deposited (if applicable)

1.60.5.3  Payment Amount (if applicable)

1.60.5.4  Balance to date

XXXXXXXX.70:  INTERNAL CONTROLS

1.70.1

Internal controls applicable to verifying funds are available prior to

withdrawal

1.70.1.1 The Accounts Payable Supervisor must verify with the
Senior Accountant the availability of funds prior to
processing any payments.

XXXXXXXX.80 EXHIBITS

1.80.1

Exhibit R: Cash Balance Sheet

wvells Fargo Concentration - Real Cash

Debit Credit Balance
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart E; Cash Balance Maintenance

FLOWCHART E - CASH BALANCE MAINTAINANCE

Secretary

Accountant

- Write Banmer Detail

- heck Enters Check Details heck Generate Cashier
. —

Cashier
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CASH - BANK RECONCILIATION

XXXXXXXX.10: TASK DESCRIPTION
Applies to all bank accounts for which the University of the District of
Columbia (UDC) is responsible and provide principles and guidelines for
reconciling bank accounts to UDC’s financial accounts.

XXXXXXXX.20:  PURPOSE
This directive outlines the policies and procedures for bank reconciliations
where the bank balance is compared against UDC’s book balances.
Discrepancies are identified during this procedure.

XXXXXXXX.30: POLICIES
1.30.1 Bank reconciliation is a policy established by UDC to maintain
appropriate controls over cash accounts. In order to safeguard cash
and ensure accuracy, consistency, and timely reporting of
transactions related to cash accounts maintained by UDC staff,
UDC shall prepare bank reconciliations for all cash accounts.

1.30.2 As per the closing schedule, each bank account shall be reconciled
within 15 calendar days of the end of each month. All adjusting
and correcting entries resulting from posting and other similar
discrepancies are communicated to the Accounting Officer within
10 days of reconciliation for inclusion (correction).

XXXXXXXX.40:  RESPONSIBILITIES
1.40.1 The Cashier’s Office is responsible for emailing the Daily
Activities’ Report to the Accountant.

1.40.2 The Senior Accountant and Accountant are responsible for the
reconciliation of all cash accounts.

1.40.3 The Accountant is responsible for preparing the journal entries.

1.40.4 The Senior Accountant is responsible for reviewing the journal
entries for accuracy.

1.40.5 The Accounting Officer is responsible for providing the final
review and sign off of the journal entries.

XXXXXXXX.50: AUTHORIZATION
1.50.1 The Senior Accountant and Accountant are authorized by the Chief
Financial Officer to review UDC’s bank account statements and
financial accounts.
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XXXXXXXX.60:

PROCEDURES
Bank Statement vs. Daily Cashier’s Reports

1.60.1

1.60.2

1.60.3

1.60.4

1.60.5

1.60.6

1.60.7

1.60.8

1.60.9

On a daily basis, the Accountant receives the Daily Cashier’s
Report (see Exhibit S: Daily Cashier’s Report) via email from
Cashier’s Office.

The Accountant copies the details of the Daily Cashier’s Report
into the UDC Daily Cash Report (see Exhibit T: UDC Daily Cash
Report).

The Senior Accountant logs into the Global Payment website
(https://businessviewglobal.com/eradmin/) with their assigned
credentials and retrieves the Global Payment Report - Cashiers
Receipt (see Exhibit U Global Payment Report - Cashiers Receipt)

The Accountant receives the Global Payment Report - Cashiers
Receipt from the Senior Accountant.

The Accountant reconciles the Global Payment Report against the
UDC Daily Cash Report by comparing the Net Deposit amount on
the statement against the cash report balance.

Note: Any discrepancies identifies are investigated further and
resolved by the Accountant.

The Accountant completes the Journal Entry Form (see Exhibit V:
Journal Entry Form) for each transaction in the Daily Report

The Senior Accountant reviews the Journal Entry Form and
supporting documentation for accuracy and signs off on the
Journal Entry Form.

The Accounting Officer reviews the Journal Entry Form and
supporting documentation for accuracy and signs off on the
Journal Entry Form.

The Accountant enters the Journal Entry into Banner and an email
notification in Banner is sent to the Accounting Officer indicating
a journal entry has been entered and is ready for approval (see
General, Month end and Yearend Closing — Journal Entries for
procedures).

1.60.10 The Accounting Officer approves the Journal Entry in Banner.
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Receivable Account Reconciliation

1.60.11 On a monthly basis, the Senior Accountant logs into Wells Fargo’s
website (www.wellsfargo.com) with their assigned credentials and
retrieves the bank statement.

1.60.12 The Senior Accountant identifies the various transaction types:
(grant wire, veteran payment).

1.60.13 The Senior Accountant records the transaction on the Wells Fargo
Receivable Account form (see Exhibit W: Wells Fargo Receivable
Account form).

1.60.14 The Senior Accountant completes the Journal Entry Form in order
to record the receipt of cash and reduction of the receivable:
* DR Wells Fargo cash Account
» CR Grants Receivable Billed Account

1.60.15 The Accounting Manager reviews the Journal Entry Form and
supporting documentation for accuracy and signs off on the
Journal Entry Form.

1.60.16 The Accounting Officer reviews the Journal Entry Form and
supporting documentation for accuracy and signs off on the
Journal Entry Form.

1.60.17 The Senior Accountant enters the Journal Entry into Banner and an
email notification from Banner is sent to the Accounting Officer
indicating a journal entry has been entered and is ready for
approval (See General, Month end and Yearend Closing — Journal
Entries for procedures).

1.60.18 The Accounting Officer approves the Journal Entry in Banner.

1.60.19 The Senior Accountant prints the Balance Sheet and General
Ledger from Banner in order to verify a zero balance and attaches
it to the Wells Fargo bank statement.

1.60.20 The General Ledger, Balance Sheet and Wells Fargo bank
statements are scanned and saved on the shared drive
(T:\BANK\Wells Fargo).

Concentration Account Reconciliation

1.60.21 On a monthly basis, the Senior Accountant logs into Wells Fargo’s
website (www.wellsfargo.com) with their assigned credentials and
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retrieves the bank statement.

1.60.22 The Senior Accountant identifies all payments on the bank
statement and copies it to an Excel spreadsheet in order to sort by
DR and CR.

1.60.23 The Senior Accountant sorts the payments further by type: Global
Payments, Interest, Transfer from Receivable, Global Payments
Charge, Client Service Charge, Refund or AP transfer.

1.60.24 The Senior Accountant updates the Wells Fargo Concentration
Account Form (see Exhibit X: Wells Fargo Concentration Account
Form)

Global and Bank Fees

1.60.25 The Senior Accountant completes the Journal Entry Form in order
to reconcile the Bank account to the General Ledger by preparing
the following journal entry:
e DR Bank Charges and Fees
e DR Billing and Collection Services
e CR Wells Fargo Concentration Cash

1.60.26 The Accounting Manager reviews the Journal Entry Form and
supporting documentation for accuracy and signs off on the
Journal Entry Form.

1.60.27 The Accounting Officer reviews the Journal Entry Form and
supporting documentation for accuracy and signs off on the
Journal Entry Form.

1.60.28 The Senior Accountant enters the Journal Entry into Banner and an
email notification is sent to the Accounting Officer indicating a
journal entry has been entered and is ready for approval (See
General, Month end and Yearend Closing — Journal Entries for
procedures).

1.60.29 The Accounting Officer approves the Journal Entry in Banner.

1.60.30 The Senior Accountant prints the Balance Sheet and General
Ledger from Banner in order to verify a zero balance and attaches
it to the Wells Fargo bank statement.

1.60.31 The General Ledger, Balance Sheet and Wells Fargo bank
statements are scanned and saved on the shared drive
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(T:\BANK\Wells Fargo).

Disbursement Account Reconciliation

1.60.32 On a monthly basis, the Senior Accountant logs into Wells Fargo’s
website (www.wellsfargo.com) with their assigned credentials and
retrieves the bank statement. The bank statement includes ACH
returns, checks paid, invoices paid and transfer in from
Concentration account.

1.60.33 The Senior Accountant transposes the transactions to an Excel
spreadsheet in order to sort by DR and CR.

1.60.34 The Senior Accountant logs into Banner with their assigned
credentials and generates the General Ledger Detail Transaction
report (FRGRLTA).

Note: Enter 101106 in the From Acct Code and To Acct Code
fields in order to generate the disbursement account.

1.60.35 The Senior Accountant generates the Check Register report
(FTICHKS) from Banner.

Note: Enter the desired month under ‘check date’

1.60.36 In order to determine outstanding checks for the month, remove
the list of outstanding checks from the list of all checks.

1.60.37 The Senior Accountant compares the Check Register Banner
report against the Wells Fargo statement.

Note: Wells Fargo payments must be summed by date in order to
compare to Banner payments.

1.60.38 The Senior Accountant updates the Wells Fargo Disbursement
Account Form (see Exhibit Y: Wells Fargo Disbursement
Account Form)

1.60.39 The Senior Accountant completes the Journal Entry Form in order
to move all funds from the Wells Fargo account to the Accounts
Disbursement Account:

e DR Wells Fargo Disbursement
e CR Wells Fargo Concentration Cash

1.60.40 On a quarterly basis, JP Morgan commission is received and
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XXXXXXXX.70:

recorded:
e DR Wells Fargo Disbursement Cash
e CR Miscellaneous Revenue

1.60.41 The Accounting Manager reviews the Journal Entry Form and
supporting documentation for accuracy and signs off on the
Journal Entry Form.

1.60.42 The Accounting Officer reviews the Journal Entry Form and
supporting documentation for accuracy and signs off on the
Journal Entry Form.

1.60.43 The Senior Accountant enters the Journal Entry into Banner an
email is sent to the Accounting Officer indicating a journal entry
has been entered and is ready for approval (see General, Month
end and Yearend Closing — Journal Entries for procedures).

1.60.44 The Accounting Officer approves the Journal Entry in Banner.

1.60.45 The Senior Accountant prints the Balance Sheet and General
Ledger from Banner in order to verify a zero balance and attaches
it to the Wells Fargo bank statement.

1.60.46 The General Ledger, Balance Sheet and Wells Fargo bank
statements are scanned and saved on the shared drive
(T:\BANK\Wells Fargo).

INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring daily reports are reconciled
with the bank statements correctly
1.70.1.1  The Accounting Officer approves all Journal Entries
created and entered by the Accountant and Senior
Accountant
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XXXXXXXX.80 EXHIBITS
1.80.1 Exhibit S: Daily Cashier’s Report
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1.80.2 Exhibit T: UDC Daily Cash Report

WF -6/2015 UDC DAILY CASH REPORT

BOOK

DAY Total by Date Date in Bank Global Date Deposit

Date in Bank

WF PSEF ACCOUNT
Deposits in Transit -

Total
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1.80.3 Exhibit U: Global Payment Report — Cashiers Report

T ZIoDAlEVITEenLs
"

Credit Card Merchant Siatement

Mlorchant -

[= - UDC-AOET SECOMDARY EDUC

UDC-AOET SECOMDARY EDUC DG
A0S0 SOMNMECTICUT AVE BW WASHINGTOMN,
DS 2000

Imformmeantcn Adwice

Fergebacks | Hejecis

Dy Pl Mo [Er—— £ Areoent B Cradis & D B Ao
11
15
Tavtanl
DELDaTs
& el
Dy Aol Mo Hasn = Saks & Crosn 5 Disc Dapcal

Depasit tem Suwmimany

Salos DB Adj - [
e CEL A - 1
Tosal - Tt - 1

Seittlement /¥ Discownt

Disc marn
Crascriotion Ha=g ¥ Arrecaar Loy Thokot Fata Fala Fotad Aymac N2
ooPP
SDOEE
Css
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1.80.4 Exhibit V: Journal Entry Form

FY & Period:
UNIVERSITY UNIVERSITY OF THE DISTRICT OF COLUMBIA Transaction Date:
ISTRICT OF JOURNAL ENTRY FORM Entry Date:
§ COLUMBIA Entered by:
H51 Document Total -

Journal Entry Number:

5EQ ACCOUNT DISTRIBUTION Account Debit Credir
INDEX | FUND [ORGN | ACCT | PROG Description
1
2
3
4
5
[
7
Total

Shon Description:

Explanation:

Title: Date:
Acocunting Officer Prepared By:
Senior Accountant Reviewed By:
Senior Accountant Approved By:
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1.80.5 Exhibit W: Wells Fargo Receivable Account Form

University of the District of Columbia
Wells Fargo Receivable Account

Auccount #

Banmer §

Bank Balance As of

Pudhdli tioems ¢ Deposil s

ll}eﬂ.:clims;
Trams fer to Comoen traton

Adjusted Bank Balance 0.00)

GfLBalance as of

Student AFR
Student AR
Wire received
0.00)
Adjusted GfL a= of
0.0

Difference GJL WS. Bank

Prepared by :

Reviewed by

A e oved by

Page 75 of 481



UNIVERSITY OF THE DISTRICT OF COLUMBIA
OFFICE OF THE CHIEF FINANCIAL OFFICER

FINANCIAL POLICIES AND PROCEDURES MANUAL

1.80.6 Exhibit X: Wells Fargo Concentration Account Form

Uniwversity of the District of Columbia

Woells Fargo Concentration Account
A SO maETRar

Account &
Barmer d

|Bank Balance Az of

Ad justrments:
Sweep Credits
Sweep Debits
monthly Activity

0,00

Adjusted Barnk Balance

0.00

G/L Balance acs of

Adjustments:
flonth by Activity

Adjusted G/L as of

Prepared by © Sr. Accountant
Review by:
Approved by Accounting Officer
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1.80.7 Exhibit Y: Wells Fargo Disbursement Account Form

Account #
BANMER Account Mumber

University of the District of Columbia
Welks Fargo Disbursement

BANK BALANCE

Bank Balance

Dutstanding Checks/
wWire ACH Returm
ACH in Transit

ADIUSTED BAMNK BALANCE

|BANMER BALANCE

Bannér Account ¥

BANNER BALANCE - TOTAL

DIFFERENCE BANNER vs BANK

|Frepared by:
Reviewed by:

Approved by:
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart F: Bank Statement vs. Daily Cashier’s Reports

FLOWCHART F: BANK STATEMENT VS. DAILY CASHIER’S REPORTS

Reconcile the Global
Receive Daily Payment Repaort Complete Journal » Enter journal entry
(Cashier's Report against UDC Daily Entry Form in Banner
Cash Report

Review Journal Entry
Form and
supporting

documentation and

sign it

Accountant

Log into Global
payment website to
retrieve Global
Payment Report

Senior
Accountant

¢ v
Review Journal Entry
:.Dp:";;‘dg Approve the journal
documentation and ¥in Banner
sign it

1.90.2 Flowchart G: Accounts Receivable Account Reconciliation

Accounting
Officer

FLOWCHART G: RECEIVABLE ACCOUNT RECONCILIATION

.
c
= Log into Wells Print Balance Sheet Scan and save all
g c Fargo's website to Complete Journal Enter journal entry and General Ledger et T
S retrieve bank Entry Form in Banner to verify zero :
Q shared drive
v o statement balance
<
A
)
£ 5 Review Journal Entry
= o Form and
Em
= i<
(=]
o=
E =2 accuracy and sign it
w0 v
£ o Review Journal Entry
= @ F nd
E & SRS Approve journal
3£ e entry in Banner
8 E documentation for
g accuracy and sign it
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1.90.3 Flowchart H: Concentration Account Reconciliation

FLOWCHART H: CONCENTRATION ACCOUNT RECONCILIATION

. Complete lournal
Log into Wells Identify all payment [ — Print the Balance

Fargo's wehsite to on the bank reconcile the bank Enter journal entry Sheet and General
retrieve bank statement and copy in Banner Ledger to verify a

statement ‘to excel spreadshest I:‘“T_l l:_!mri zero balance

Senior Accountant

Review the lournal
Emtry From and
supporting
documentation and
sign off

Accounting
Manager

Review the lournal
Emtry From and

Approve journal

-
s enter in Banner

documentation and
sign off

Accounting
Officer

1.90.4 Flowchart I: Disbursement Account Reconciliation

FLOWCHART I: DISBURSEMENT ACCOUNT RECONCILIATION

- - Compares the Check
I.oE'mlo W_llls Trerere=itis Generate the Generate the Check Remove .“h! list of Register Banner
Fargo's website to et General Ledger e n outstanding checks i
retrieve bank SRS Detail Transaction gster Report from the list of all IR A
. excel spreadsheet i from Banner Wells Fargo
= statement repart in Banner checks
H statement
€
5
o
o
E Complete Journal
- Entry Form to
o Print Balance Sheet Receive IP Morgan remove all funds:
= Scan and save all Updte the Well
c e and General Ledger Enter the journal commission and from the Wells e
documentations to 5 — . ) Fargo Disbursement
3 S [ — entryin Banner recard the R —— e
balznce tranzaction Accounts
Disbursement
Account
o
= Review lournal Entry
= a; Form :z-d
S £ supparting
2 § documentation and
g ;
= sign off
v ¢
= Review the lournal
=
5 _g Approve journal iy F":':""
2 entry in Banner supparting
O documentation and
o sign off
& gn
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CASH- GLOBAL PARKING RECONCILIATION

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

Revenues earned from the UDC parking garage located on 4200
Connecticut Ave NW, Washington, DC 20008 are captured via a third
party, Global Payments. Parking revenues are automatically credited to the
Wells Fargo Concentration Account and are reconciled monthly by the
Senior Accountant in the Office of the Chief Financial Officer.

PURPOSE
This directive outlines the policies and procedures for the reconciliation of
the Global Parking report against the Concentration Account.

POLICIES

1.30.1 Bank reconciliation is a policy established by UDC to maintain
appropriate controls over cash accounts. In order to safeguard cash
and ensure accuracy, consistency, and timely reporting of
transactions related to cash accounts maintained by UDC staff,
UDC shall prepare bank reconciliations for all cash accounts.

1.30.2 As per the closing schedule, each bank account shall be reconciled
within 15 calendar days of the end of each month. All adjusting
and correcting entries resulting from posting and other similar
discrepancies are communicated to the Accounting Officer within
10 days of reconciliation for inclusion (correction).

RESPONSIBILITIES
1.40.1 The Senior Accountant is responsible for the retrieval of the Global
Parking report from the Global Payments website.

1.40.2 The Senior Accountant is responsible for reconciling the Global
Parking Report against the Wells Fargo Bank statement.

1.40.3 The Accounting Officer is responsible for verifying and approving
the reconciliation statements.

AUTHORIZATION
1.50.1 The Senior Accountant is authorized by the Chief Financial Officer
to reconcile the parking revenues.

PROCEDURES

1.60.1 On a monthly basis, the Senior Accountant logs into Wells Fargo
bank account (www.wellsfargo.com) with their assigned
credentials and retrieves the bank statement.
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XXXXXXXX.70:

1.60.2 The Senior Accountant downloads the bank statement into Excel
and extracts the ‘Global Payment’ transactions (see Exhibit Z:
Global Parking Reconciliation).

1.60.3 The Senior Accountant logs into the Global Payment website
(https://businessviewglobal.com/eradmin/) with their assigned
credentials and retrieves the Parking Credit Card Merchant
Statement (see Exhibit AA: Global Payment Report - Parking)

1.60.4 The Senior Accountant reconciles the transactions from the bank
statement and Global Payment Report on the Global Parking
Reconciliation report. Any noted discrepancies are usually ‘in
transit’ from the prior month.

1.60.5 The Senior Accountant prepares and signs the Global for Parking
Reconciliation Cover Form (see Exhibit AB: Global for Parking
Reconciliation Cover Form).

1.60.6 The Senior Accountant completes the Journal Entry Form in order
to reconcile the Bank account to the General Ledger. The journal
entry prepared is:

e DR Wells Fargo Concentration Cash
e CR Interest- Wachovia Sweep Revenue
e CR- Parking Garage Interest Daily- Revenue

1.60.7 The Accounting Manager reviews the Journal Entry Form and
supporting documentation for accuracy and signs off on the
Journal Entry Form.

1.60.8 The Journal Entry, Global Parking Reconciliation report and
Global for Parking Reconciliation Cover Form is reviewed and
signed by the Accounting Manager.

1.60.9 The Senior Accountant enters the Journal Entry into Banner and an
email notification is sent to the Accounting Officer indicating a
journal entry has been entered and is ready for approval (See
General, Month end and Yearend Closing — Journal Entries for
procedures).

1.60.10 The Accounting Officer approves the Journal Entry in Banner.

INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring Global Payments reports
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are reconciled with the bank statements correctly

1.70.1.1 The Accounting Officer approves all Journal Entries created
and entered by the Accountant and Senior Accountant.

XXXXXXXX.80 EXHIBITS

1.80.1 Exhibit Z: Global Parking Reconciliation

Commercal Checking Acct Public Funds

Wells Fargo Concentraton Accaunt UDC PARYONG SERVICES
4200 CONNECTICUT AVE N
Hlectronic depositsibank credts WASHINGTON, OC 20008
Dit Deposits
GLOBAL
Date Amount Transacfion detal Doy  RefNo  Mems §5aes $Credis §0isc  Depost
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1.80.2 Exhibit AA: Global Payment Report- Parking

L e T

B globalpayments
-

reait Imard serchanl Stabernent
L e
CsEs, U FAR KNGO SER0ES

WD FaR iSO SERSTES
e

SO0 SO RMECSTRTUT ANE WA
S S el T DT e

(== 3 [ ] Enrre = EE=_ T = Toms
[ ]
o
[=h ]
Deposit e Sorminmaey
e e D E: Sy
et il : oo ey -
Testad - Tl =
Se=mlemeaert f Discouns
(=T ey
o = s I B £ Srsceaet A Ticiomt o B o e Fasn Saroawst
Suwncharges
Ol == EmrTm E Serwasnd Faa Sarcasss
CZsher Fees
[N [=S—— o= [ p——— [
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1.80.3 Exhibit AB: Global for Parking Reconciliation Cover Form

Zlobal for Parking
RECONCILIATION
JUNE 2015

Acocount #
Eanner #

Total SCollection per Global Statement
Le==: In Transit June
Her # Amount

5 diti .
In Trans=it May Rer & Amounk

Total Global

Total Collection per Bank statement

DiFFerence

Frepared by :

Fiewiewead by:

Approwed by:
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart J: Global Parking Reconciliation

FLOWCHART J - GLOBAL PARKING RECONCILIATION

=
c
m
E Log into Global
c og into . .
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RECEIVABLES - STUDENT TUITION AND FEES

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

TASK DESCRIPTION
A student account receivable is recognized (recorded in the University’s
financial records) when:

e A student has enrolled for classes at the University or has been
registered for classes by the University;

e A student has incurred charges for costs associated with attendance
(tuition, fees, housing charges, book purchases, etc.) from which a
benefit to the student is derived;

e Payment is due to the University from the student or a third party;

e The revenue from the transaction has been recognized in the
University’s books and records; and,

e Payment has not been received (collected) by the University from
the student or third party.

An account receivable is recorded in the financial records automatically by
the registration and billing process. These entries credit the appropriate
revenue accounts and debit the appropriate account receivable accounts in
the University’s Banner Financial System.

In the event that a student withdraws during the semester, the accounts
receivable outstanding balance is reduced by the appropriate percentage
refund rate relevant at the time of withdrawal for tuition charges only.
Note: all fees are nonrefundable.

Student Receivables in Banner
The Banner Financial System contains a module to manage student
receivables. This module is called the Student Accounts System.

PURPOSE

This directive outlines the policies and procedures for recording
receivables for student tuition and fees. These policies apply to the
University of the District of Columbia, Office of the Chief Financial
Officer.

POLICIES
1.30.1 Receivables for student tuition and fees are presented net of
doubtful accounts allowances applied to student accounts.

RESPONSIBILITIES

1.40.1 The Senior Accountant is responsible for reconciling the student
receivable records in the Banner Student Accounts System module
to the Banner Financial System general ledger. (Refer to the
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TGRRCON reconciliation).

XXXXXXXX.50: AUTHORIZATION
1.50.1 The Senior Accountant is authorized by the Office of the Chief
Financial Officer to reconcile the receivables for student tuition
and fees.

XXXXXXXX.60: PROCEDURES
1.60.1  See sub ledger to general ledger reconciliation (TGRRCON)
reconciliation for performing reconciliations between the
receivable subsidiary ledger (Banner Student Accounts System)
and the controls in the Banner Financial System general ledger.

1.60.2 The Accounting Officer generates the Trial Balance report from
CFO$olve to report the student tuition and fees net receivable
amount.

XXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal controls applicable to verifying the student receivable
balances recorded
1.70.1.1 The Accounting Officer monitors the activities of the
student receivable balance accounts on a monthly basis
and checks for reasonableness.

XXXXXXXX.80 EXHIBITS
n/a

XXXXXXXX.90: FLOWCHARTS
n/a
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RECEIVABLE- ALTERNATIVE LOANS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

Alternative loans are available to creditworthy borrowers to meet the cost
of education after other sources of aid have been depleted or when federal
loan limits have been reached. Alternative student’s loans are customarily
provided by outside vendors through the use of ELM Resources. Some
lenders may cover additional educational expenses including previous
outstanding balances; however most lenders only cover the cost of tuition.
Before a student applies for an alternative student loan, the student should
apply for financial aid.

PURPOSE

This directive outlines the policies and procedures related to alternative
loan options for students of UDC. These policies apply to the University
of the District of Columbia, Office of the Chief Financial Officer.

POLICIES

1.30.1 Financial aid is posted to the student’s account in accordance with
amounts approved by lenders immediately after the attendance
verification.

RESPONSIBILITIES

1.40.1 Attendance verification is completed by the professors to ensure
the student is attending classes. Office of Financial Aid verifies the
student balance and cost attendance before certifying and
disbursing loan proceeds to the student’s account.

1.40.2 The Accountant is responsible for recording ELM cash receipts to
the alternative loan receivable account #103118.

AUTHORIZATION
1.50.1 Student Accounts is authorized by the CFO to post approved
alternative loan amounts to the student’s account.

1.50.2 Senior Accountants are authorized to record ELM cash receipts to
the alternative loan receivable account.

PROCEDURES
1.60.1 The student applies for a loan from a third party lending
institution.

1.60.2 The lending institution contacts ELM Resources to administer
the loan proceedings.
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XXXXXXXX.70:

1.60.3 ELM Resources, through the use of the online data exchange
system ELM NET (see Exhibit ED: ELM Authorization Screen
print), notifies the Office of Financial Aid that an application is
pending certification.

1.60.4  Office of Financial Aid confirms through ELM NET (see Exhibit
EC: ELM Screen print) the student’s eligibility based upon
enrollment, cost of attendance and other eligibility requirements.

1.60.5 ELM NET provides a disbursement report (see Exhibit EE: ELM
NET Disbursement Report) to Office of Financial Aid detailing
the students approved loan amounts to be applied to the student’s
account.

1.60.6  Office of Financial Aid applies the amount of the expected
disbursement to the student’s receivable balance using detail
code LOO1.

e DR. 103118- Student Acc. Rec- Alternative Loan
e CR. 213207- Unapplied Financial Aid

1.60.7  Office of Financial Aid provides a listing of the ELM NET
disbursement to the Senior Accountant, as well as potential
checks that will need to be returned to ELM Resources.

1.60.8 The Senior Accountant reconciles actual cash receipts to the
expected student accounts receivable balance, and prepares a
journal entry to record cash receipts.

e DR. 101112- Wells Fargo- Post Secondary
e CR. 103118- Student Acc. Rec- Alternative Loan

INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring loans are issued to
gualified applicants
1.70.1.1 Office of Financial Aid verifies that the student is an
active student attending the University before loans are
approved for disbursement by ELMNET.

1.70.2 Internal controls applicable to ensuring adherence to Generally
Accepted Accounting Practices.
1.70.2.1 Student Accounts and the Senior Accountants perform a
monthly reconciliation between ELM cash receipts and
Alternative Loans receivable.
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AXXXXXXXX.80 EXHIBITS
Exhibit EC: ELM NET screen Print

ELM RESDURCES
ELMMI ELinction Mani [Hext Student | Exil
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Record s Ceriffied Successialy. The following is the lisf of inlbreafion thal you have enbared:
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Borrower Last Names : [

Shuschant Infoanm a8 on

Shudent 55N :
Fluachent First Name:
Fludent Lasl Nama :

Loan Indonm ation

Loan Typa: [Atenative
Reguesied Amount:
Cartifi ad Aot
Cartifisd Date -
Loan Parad Start :
Loan Period End:
Lender | Branch:
G uaranior:
Aliemaiive Loan Program:
School | Branch:
Cost of Atten dance:
Dis b sermant Date 1
Disbiraement Date i2:
Dis bursement Date #t3: |
Die bursement Date #4: =
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Exhibit ED: ELM NET Authorization Screen print
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Exhibit EE: ELM Disbursement Report

ELEW401DET DISBURSEMENT REGISTER PRGE: 1

SCHOOL: 00144100 UNIVERSITY OF THE DISTRICT OF DISB. DATE: 2015-10-01 DRTE: 08/30/2015
GROUE ID: ELM CDA

FUNDING TYPE: EFT

S0C SEC/DISB GUARANTEE BORROWER NAME LN TYPE STUDENT NAME STUDENT 55N DISE AMT GNTE FEE ORIG FEE NET AMT LENDER

R/R FORM GNTR/AMT SCHOOL ID LN BEG LN END

AltInPgmCde: 091 Name: Smart Option Loan
/3 ALTER 0.00 0.00 SALLIE
/ 08/24/15 05/11/16

Sub-Total

XXXXXXXX.90: FLOWCHARTS
Flowchart CA: Alternative Loans

FLOWCHART CA: ALTERNATIVE LOANS
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RECEIVABLE- CENTRAL COLLECTION UNIT

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

XXXXXXXX.70:

XXXXXXXX.80

XXXXXXXX.90:

TASK DESCRIPTION

The mission of the Central Collection Unit is to support the Office of the
Chief Financial Officer through effective and efficient administration of
District government non-tax debt collection. The Central Collection Unit
collects delinquent debts through the different third party agencies.

PURPOSE

This directive outlines the policies and procedures related to the Central
Collection Unit (CCU) of OCFO. These policies apply to the University of
the District of Columbia, Office of the Chief Financial Officer.

POLICIES

1.30.1 When an account is delinquent for more than 120 days, the student
is notified that the account is being transferred to the District
Central Collection Office (CCU) for referral to an external
collection agency.

RESPONSIBILITIES
1.40.1 The CCU is responsible for placing accounts with collection
agency.

1.40.2 The CCU is responsible receiving all payments made by student
and send electronic file to UDC of students making payment.

1.40.3 Student Accounts and the Accounting Officer are responsible for
reconciling the receivable balance with the Treasury Office.

AUTHORIZATION
1.50.1 The CCU is authorized by the OCFO to collect payments on behalf
of the University.

PROCEDURES
See Student Accounts- Collections and Reconciliation.

INTERNAL CONTROLS
n/a

EXHIBITS
n/a

FLOWCHARTS
n/a
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RECEIVABLES- GRANTS AND CONTRACTS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

TASK DESCRIPTION

Grants and Contracts (noncapital) that are classified as exchange
transactions are reported as operating revenues. Grants and contracts
(capital and noncapital) classified as non-exchange transactions are
reported as non-operating revenues on the financial statements.

PURPOSE

This directive outlines the policies and procedures for requesting and
collected funds related to grants and contracts. These policies apply to the
University of the District of Columbia, Office of the Chief Financial
Officer.

POLICIES

1.30.1 When new grants are received by the University, the Financial
Manager reviews the award documentation and how funds will be
received. The Financial Manager also monitors to ensure timely
collection of funding and follows up as appropriate.

1.30.2 The University records the grants revenues when all applicable
time and eligibility requirements are met. Expenses are recorded as
expenditures are incurred. Expenditure-driven (reimbursement
type) grant revenues are recorded after related expenditures are
incurred and in amounts equals to the expenditures.

1.30.3 The University considers exchange transactions to include charges
for services rendered and the acquisition of goods and services. As
such, if the grant or contract requires services to be rendered by the
University then revenue will be recognized when the services have
been rendered.

1.30.4 GASB Statement No. 24, Accounting and Financial Reporting for
Certain Grants and Other Financial establishes accounting and
financial reporting standards for pass-through grants

1.30.5 GASB Statement No. 33, Accounting and Financial Reporting for
Non-exchange Transactions establish accounting and financial
reporting standards for non-exchange transactions involving
financial or capital resources (for example, most taxes, grants, and
private donations).

RESPONSIBILITIES
1.40.1 The Accounting Officer, Senior Accountant, and Accountant are
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responsible for the monitoring and adjustment of the grants and
contracts revenue amounts.

1.40.2 The Financial Manager is responsible for preparing and sending
timely invoices and providing timely Accounts Receivable funding
for awards involved.

1.40.3 The Accounting Officer is responsible for overseeing and ensuring
the collection of grants funds.

XXXXXXXX.50: AUTHORIZATION
1.50.1 The Accounting Officer is authorized by the Chief Financial
Officer to oversee and ensure the collection of grants funds and
communicates to the grantor when payments or invoicing issues
arise.

XXXXXXXX.60: PROCEDURES
1.60.1 Systemically, expenditures are processed during normal day to day
operations.

1.60.2 The Accounting Officer generates the Revenue report from
CFOSolve (see Exhibit AC: Grants Select Balance Sheet
Accounts) to report the Grants and Contracts revenues
distinguishing between operating and non-operating.

1.60.3 The Pell grant revenues are deducted from the federal grant
revenue account detail be reviewing the drawdowns done
throughout the year.

1.60.4 Systemically, FRRGRNT recognizes revenue and records unbilled
expenses in Banner. The journal entry entered is:
e DR Unbilled Accounts Receivable
e CR Revenue

1.60.5 Systemically, a bill is generated in Banner in FRRBILL screen.
The journal entry entered is:
e DR Billed Accounts Receivable
e CR Unbilled Accounts Receivable

XXXXXXXX.70: INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring separation of duties
1.70.1.1  The Accounting Officer monitors the grant receivables
balances to ensure that the billing of grant funds
prepared by the Financial Manager is performed and
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collections of payments are recorded.

XXXXXXXX.80 EXHIBITS

1.80.1

Exhibit AC: Grant Select Balance Sheet Accounts

GraniCor » | GraniDescription (= | FundCod = | FundCodedDescription (= [ Account T Account (4] Descripion | » | BegBal OWIC » | Debits | = | [Credits) | »| EndBal O[T T
BFOT00 | DC COOPERATIVE EXT. SERVICE 3914 |CES ¥ H0S106 | Federal Grant Receivable-unbilled
" 05206 Federal Giant Receivable-biled
3915 CES-CRD ¥ {05106  Federal Grant Receivable-unbilled
" 105206 Federal Giant Receivable-biled
39512 CES-CRD ¥ 105205  Federal Grant Receivable-biled
39613 CES-CRO " 05206 Federal Giant Receivable-billed
35213 |CES ¥ 105205  Federsl Grant Receivable-biled
39214 |CES " 105208 Federal Grant Receivable-biled
6F0200 | SERIOR COMPANICON PROGRAM 32616 Senior Companian Non-Volurtesrs 05208 Federsl Grant Receivable-biled
32013 Senior Companion Prgram " 105208 Federal Grant Receivable-biled
3214 Senior Companion Frogram F 05106 Federal Giant Receivable-unbilled
¥ 105205 Federal Grant Receivable-biled
32415 Senior Companion Frogram 05205  Federal Giant Receivable-biled
32016 Senior Companion Program ¥ 105205  Federal Grant Receivable-biled
3421 Senior Companien Pragram " 05206 Federal Giant Receivable-biled
EF0400  FEDERAL DIRECT LOAN PROGRAM 2601 | FEDERAL DIRECT LOAN PROGRAM ¥ 105205  Federal Grant Receivable-biled
26015 | FEDERAL ORECT LOAN PROGRAM " 05206 Federal Giant Receivable-billed
6F0450  FEDERAL DIRECT LOAN PROGRAM 8301 | FEDERAL DIRECT LOAN -L AW SCHOOL " 105205  Federal Grant Receivable-biled
83015 FEDERAL ORECT LOAN PROGRAM " 105206 Federal Giant Receivable-biled
EF1B00  REHABILITATION CAPACITY BULDING AT 36K12 | REHABILITATION CAPACITY BUILDING AT ¥ 105205  Federsl Grant Receivable-biled
36K13 | Rehabilitation Capacity Building " 105208 Federal Grant Receivable-biled
3EKTS | Fihabilitstion Capacity Euilding 05208 Federsl Grant Receivable-biled
BF1700  EDUCATIONAL TALENT SEARCH 21812 Edusational Talent Search " 105208 Federal Grant Receivable-biled
2113 Educational Talent Search 05205  Federal Giant Receivable-biled
21814 Educational Talent Search ¥ 105205 Federal Grant Receivable-biled
21815 Educational Talent Search " 05206 Federal Giant Receivable-biled
6F1800  UPWARD BOUND PROGRAM, I 21010 UPWARD BOUND PROGRAM ¥ 105205  Federal Grant Receivable-biled
201 TRIO - Upward Bound " 05206 Federal Giant Receivable-biled
21012 TRIO - Upward Bound ¥ 105205 Federal Grant Receivable-biled
21013 TRIO - Upward Bound " 105206 Federal Giant Receivable-billed
Falmity TRIF - 1 lrwe ard R amet F INBPMR | Federal Grant Pensivahle-hiled

XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart K: Grant and Contract Receivable

FLOWCHART K: RECEIVABLES- GRANTS AND CONTR

Banner

Process

Recognize revenue

‘Generate a bill in

and records unbilled

‘expenditures daily

expenses

Accounting
Officer

during the year
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RECEIVABLES- DUE FROM THE DISTRICT (CAPITAL APPROPRIATION)

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

The District of Columbia appropriates funds to the University on an
annual basis. Appropriations are recognized as revenue/ receivable in
general. A receivable is established at the time an invoice is submitted to
the District for which payment has not been recorded.

PURPOSE

This directive outlines the policies and procedures for recording revenues
due from the District of Columbia for capital appropriations. These
policies apply to the University of the District of Columbia, Office of the
Chief Financial Officer.

POLICIES
1.30.1 When authorization is recorded and reported as capital
appropriation when used for capital projects.

RESPONSIBILITIES

1.40.1 The Accounting Manager is responsible for reconciling the
receivables due from the District of Columbia and recording the
journal entry to record the receivable.

1.40.2 The Senior Budget Analyst is responsible for submitting the
monthly report of capital expenditures to the Office of Budget and
Planning.

1.40.3 The Accounting Officer is responsible for reviewing and approving
the Journal Entry and supporting documentation and approving in
Banner.

AUTHORIZATION

1.50.1 The Accounting Officer is authorized by the Chief Financial
Officer and UDC to ensure the receivables due from the District
are accurate.

PROCEDURES

1.60.1 On the first of the month or the first working day of the month, the
Senior Budget Analyst generates the Open Encumbrances Report
(FGROPNE) (see Exhibit AD: Open Encumbrance Report) and the
Budget Status report (FGRBDSC) (see Exhibit AE: Budget Status
report) in Banner to ensure that the totals match the total
expenditures for the month.
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XXXXXXXX.70:

1.60.2

1.60.3

1.60.4

1.60.5

1.60.6

1.60.7

1.60.8

1.60.9

1.60.10

1.60.11

The Senior Budget Analyst prepares a monthly report by using the
Open Encumbrance Report and Budget Status report.

The Accounting Officer generates the extracts the General Ledger
activities for the month from Banner and sorts the expenses by
index.

The Accounting Officer runs a Check Register Disbursement
Report (see Exhibit AF: Check Register Disbursement).

The Accounting Officer sends the Check Register Disbursement
Report, Memorandum and General Ledger to the District. A memo
is also submitted identifying the amount requested for payment.

The Senior Budget Analyst completes the monthly reports and
sends to Office of Budget and Planning.

The Senior Accountant prepares a Journal Entry Form to record a
receivable and revenue from the District for capital appropriations:
e DR Due From the District

e CR Subsidy advance from District- capital projects

The Accounting Manager reviews the Journal Entry form and
supporting documentation for accuracy and signs the journal entry
form.

The Accounting Officer reviews the journal entry and supporting
documentation for accuracy and signs off on the journal entry
form.

The Senior Accountant enters the Journal Entry into Banner and an
email is sent to the Accounting Officer indicating a journal entry
has been entered and is ready for approval.

The Accounting Officer approves the Journal Entry in Banner.

INTERNAL CONTROLS

1.70.1

Internal controls applicable to ensuring Journal Entries are

authorized prior to entering into Banner.

1.70.1.1  AIll journal entries must be supported by the
appropriate documentation justifying the transaction.

1.70.1.2  All journal entries must be approved and signed by the
Senior  Accountant, Accounting Manager and
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Accounting Officer prior to entering into Banner.

1.70.2 Internal controls applicable to documentation retention of approved
Journal Entry forms.
1.70.2.1 All Journal Entries are scanned to the shared drive
along with the associated supporting documentation by
the Senior Accountant.

XXXXXXXX.80 EXHIBITS
1.80.1 Exhibit AF: Check Register Disbursement
1.80.1.1 Upon login to Argos, click on the UDC folder

a = Root

B Explorer * Shortcuts © Recent

W UDC

1.80.1.2 Click on Final

B Explorer * Shortcuts © Recent

+ Parent Folder

= Final
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1.80.1.3 Click on OFCO

= Final

B Explorer * Shortcuts

+ Parent Folder

= Health Services

= IRAP

Library

OCFO

Workforce

1.80.1.4 Click Accounting
W Final

B Explorer % Shortcuts @ Recent

+ Parent Folder

Accounting

Accounts Payable

Budget

Student Financial

1.80.1.5 Click on Check Register Disbursement
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EOTET®

B Explorer * Shortcuts © Recent - o% Check Disbursement Register

+ Parent Folder

1.80.1.6 Select the transaction date parameters to run the
Report (usually Organization Code = CP0O or
HEBOH). Report can also be run by Fiscal Year

a W UDC @ Final ) W OCFO } W Accounting ) Bk Check Disbursement Register - Dashboard _
= Saved Seftings ~ | Bk Reporis ~ & Run
UNIVERSITY#:
DISTRICT OF Check Disbursement Register
(COLUMBIA
1851
Organization Code(s): C91U - CC-ADIJUNCTS-NURSING&ALLHE ~
CAP10 - Capital Project UG706C FY10 C;
CCPD - CC PRIVATE DONATIONS
CPOO0 - Cap Project
HEBO4 - Banner Pru_]ect FY04 Capital Bu =
HEBl Banner Pm]ect
B
Fiscal Year: El Fiscal Period: |01 fa . = -
02 L OR | Transaction Dates: |10/01/2014 & to 09/23/2015 &
0z 3
04
05
06 =z

1.80.1.7 Once parameters are selected, select Reports at the
top on the Menu Bar, Disbursement Register
Report, and then run.

E w Root ) = UDC ) W Final ) a OCFO ) | — ]

£ Saved Seftings = | B Reporis ~ (& Run

— Disbursement Register Report

UNIVERSIT Y
ST Check D

1851
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E & Root ) & UDC ) & Final ) & OCFO ) & Accounting ) B Check Disbursement Register - Dashboard

= Saved Seftings ~ | B Disbursement Register Report + & Run

[UNIVERSITY %
D(L_,SSEIIJCNEB (ii Check Disbursement Register

1851

Organization Code(s): C91U - CC-ADIUNCTS-NURSIN Loading
CAP10 - Capital Project UG706!
CCPD - CC PRIVATE DONATIO o®®
CPOD - Capital Projects ]
HEBO04 - Banner Project FY04 G u
HEB1 - Banner Project

< n |

1.80.1.8 After the report has completed loading, the option
to open in PDF appears.

Do you want to open or save report.pdf from udcbat5.newday.udc.edu? Open Save v Cancel

— —

1.80.2 Exhibit AE: Budget Status
1.80.2.1 In the Process column enter FGRBDSC and click
submit.

Lg_:[ Qracle Fusion Midd
-
Eile Edit Options Block |tem Record Query Jools Help DRACLE

ERREREIEN =N Bl Eh & @ FE T om

mission Controls GJAPCTL &

Process: [FGREDSC [+ [Budget Status (Current Period) Parameter Set: [~
Printer Control
Printer  [paTaASE [*]  special Print Lines: |55 Submit Time:-
Parameter Values
Number Parameters Values
Ad] &3]
o7 From Account Code:
08 To Account Code:
o8 As of Date (DD-MON-YY'YY) 01-AUG-2014
10 Inciude Accrual Period \
11 Print Report Totals v
12 Print Net Totals A
13 Commitment Type Indicator
14 Print Zero Amount Lines N
Submission —|
Name: Description: ' Hold # Submit =
A T | »
Save Entered Parameters, CHECK to save. \
Record 1/1 [ | | | <0sC>
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Select the file name and click review report

Block  [tem Help

EEBEE 5V P06 @ & 8E

1.80.2.2

Becord Query Tools

File Edt Opbions
G

[i5] Tk | F (4R

Earginning Date Saved mn
Mumber 25087 -

Flle: Mame: -

Record Count  Date Saved Time Saved

6 Z1.5EF-2015 123302 PA

. v
Cheices in list 2 |
Record 11 1 1 [} ] | <0sc=

Click the save button

Eile Edit Options Block Item Record Query Tools Help

N EBAEEE WP IE B @& E

EVO 86 (PROD!

FISCAL YEAR: 15

TOTAL Subsidy from the Dist of Columbia

TOTAL CRGANIZATION
CPO0 Capital Projects

TCTAL  Nonoperating revenue

1

Record: 7/? |

coas: 1 University of the D. C.
FUND: 101105 ZAppropriated Funds

BRED ORG: 1030  Facilities Management
ORG: CPO0 Capital Projects
ACCOUNT ACCOUNT TITLE

Process: [FGRBDSC |~ Budget Status (Current Period) Beginning Date Saved: | [
Number: 454067 [+ File Name: |prod_orivasquez_fgrbdsc_454067 s [+ Lines: 3536
REFORT FGREDSC e RUN DATE: 08/21/2015 =

Budget Status {(Current Period)
LS OF 01-AUG-2014

ADJUSTED CURRENT PERIOD
BUDGET ACTIVITY

oo .00

oo .00

Press KEY-COMMIT to save, KEY-DELREC to delete the output, TAB or ENTER to shift view.

| <osc=

TIME: 12:32 EM
PAGE: 1

YEAR TO DATE BUDGET AVRILABLE T

ACTIVITY RESERVATIONS BALANCE TYP

.00 .00 .00

.00 .00 .00
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1.80.3 Exhibit AD: Open Encumbrances Report

1.80.3.1  In the process column, enter FGROPNE

LJ_f__,[ Oracle Fusion Midd| Forms : Open CTL
o -
File Edit Options Block Itemn Record Query Tools Help ORACLE

BOE CAEBE SW BEE & G 2@ .1X

Process: |FGHDPNE FlOpen Encumbrances Report Parameter Set- F

Printer Control

Printer: DATABASE EI Special Print Lines: |55 Submit Time:

Parameter Values
Number Parameters Values

] [hd
1 [Report Layout [F
|user o [
[From Fund code [

EEEE R E R

[To Fund Code [
[From Organization code [eroo
[Te organization Code [eroo
[From Account Code [
|To Account Code |

LENGTH: 1 TYPE: Character O/R: Required M/S: Single
Report Layout (Djocument or (FYOAPAL (D}

Submission

[ Save Parameter Set as Name: Description: ' Hold ® Submit =

4] DD P A O PP DD P DO

=
tzh
2
=
[
&
A
Q
@
€
¥
-

Record: 1115

1.80.3.2  Click the file you want and click review output

Lg_:[ Oracle Fusion Midd| Forms : Open CTL -
—
File Edit Options Block ltem Record Query Tools Help ORACLE

BYEAAEE YT BEE IS BRI TSR EIEH@ X

%3 Saveq UUIPUL REVIEW GJIREVD 8.0 (FRUL)

Process:  FGROPNE ¥ Open Encumbrances Report Beginning Date Saved: =

Number: 454106 Nam

Available Files -

Find|prod_lerivasquez_fgropne_454106.1%

Time Saved

Oulput File Name Record Count  Date Saved
prod_lorivasquez_fg . 464106 lis 11¢ -2015
5 21-SEP-20156 12:35:48 PM

prod_lorivasquez_fgropne_464106.log

1
Choices in list: 2 |
Record: 11 | | . | <0sC>
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1.80.3.3 Click save output

Eile Edi Qptions fem Gocord Query Tecls Help
@-D 8e88 3T SEs B &

IR

XXXXXXXX.90: FLOWCHARTS

Process.  [FGROPNE | = Open Encumirances Repod Saved: =
Mumber: 354108 [ File Name: (ot envascuss_fynens 454106 ks Lines: 1188
PCROPME as oo 31-EEF-2015 12:35:4 B A
Ope= Encusbrances Repert Fage 1
DOCTMENT TYPE: Requisifichs
FOND: CRLED NEW STUDENT CENTER (DONSTR) GO BOND
CoAs: 1 D CP1ED GhgE:  CRO0 ACTT:  T13R6R  FROG: BETOEL  ACTV: LocHE
RECUEST  REQUESIOR REOUEST CELIVERY  TRAMSACTION EIMERANCE REMALINING
WBEER  EoE USER 1D TYEE maTe maTE AsanowT BALANCE
ROOQRLET H 17-ML-2015  17-FIL-2008 988, 505.00
TOTALS FOR FUMD: CP16D SEW STUDENT CENTER (CCHSTR) GO BOD
Cpen Reguisizien Recosds: 1 Reguisizion Balance: &
Total Open Requisition Records: 1 Total Begeisition Balance: 3
FERAENE B3 L F1-SEF-201% 12:38:4d B
‘Opas Encusbrances RBeport Page 2 -
1 D
Préss KEY-COMUIT ta $ave, KEY-DELREC 1o deléts the oulpul, TAB of ENTER 15 shilview | ;
Regged 17 [ I | (B

1.90.1 Flowchart L: Due from the District (Capital Appropriations)

FLOWCHART L: RECEIVABLES- DUE FROM THE DISTRICT (CAPITAL APPROPRIATION)

Completes manthly

e = Prepare a monthly e
RE:’;::,‘,:::::EN mﬁ:ul:b':i;‘:n information from Send to Office of
Pav—— Report and Budget «:::k Reglstetr EBudget and Planning
Bannar Status Report .

Report

Senior Budget Analyst

Prepare Journal
Entry Form

Senior
Accountant

My Enter soumal Entry

Review and sign
Joumnal Entry Form

Accounting
Manager

v

Run Check Register
Disbursement

Send documents to
Office of Budget and
Planning

Sign and approve
Joumnal Entry Form

Report

Accounting
Officer

Approve Joumnal
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OTHER RECEIVABLES

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

Other receivables consist of notes receivable and refundable advances, and
long- term receivables. Notes receivable and refundable advances are the
Federal Perkins and Nursing Loans Programs reported as notes receivable
are agency transactions; no revenue or expense are recognized and the
Statement of Net Position contains only assets or liabilities for these
programs. These programs were previously reported as loan programs
with revenues, expenses, and net position. However , any cash,
investment, and receivable balances are earned in these programs at the
end of the fiscal year are considered to represent a fundable grant liability
to the Federal government, as they must be repaid to the government if
they are not continually loaned out to the students. At a minimum, an
allowance for portion of notes receivable deemed uncollectible in the
Perkins or Nursing loan program is requested for GAAP purposes. On an
ongoing basis, only the incremental changes in the allowance from the
prior year to current year. The journal entry is debit Refundable Advances
and credit Notes Receivable.

Long- term receivables consist of receivables related to the Maadi Egypt
Program, security deposits, and restitution payments. These receivables
are reported as non-current long-term receivables because the University
does not consider these assets to be current.

PURPOSE

This directive documents the accounts composition of other receivables
(long-term receivable and notes receivable). These policies apply to the
University of the District of Columbia, Office of the Chief Financial
Officer.

POLICIES
n/a

RESPONSIBILITIES

1.40.1 The Accounting Officer, Senior Accountant, and Accountant are
responsible for the monitoring and adjustments of the other
receivables accounts.

AUTHORIZATION
n/a

PROCEDURES
n/a
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XAXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal controls applicable to verifying the correct amounts are
present on the financial statements
1.70.1.1 The Accounting Officer monitors the activities of the
Balance Sheet accounts on a monthly basis and checks
for reasonableness.

XXXXXXXX.80 EXHIBITS
n/a

XXXXXXXX.90: FLOWCHARTS
n/a
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ALLOWANCE FOR DOUBTFUL ACCOUNTS, STUDENT TUITION AND FEES

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

Annually, towards yearend, an analysis is completed to determine the
adequacy of the Allowance for Doubtful Accounts for student receivables.
An allowance for doubtful accounts is established to offset the accounts
receivable which may be uncollectible for student tuition and fees.

The effectiveness of collections and adequate provision for the allowance
for uncollectible accounts receivables must be reviewed, analyzed and
calculated at least quarterly prior to fiscal yearend.

PURPOSE

This directive documents the policies and procedures for establishing an
allowance for uncollectible accounts at the University of the District of
Columbia.

POLICIES

1.30.1 In accordance with generally accepted accounting principles
(GAAP), the University records an allowance for doubtful
accounts on past due accounts for all accounts that have not
been written off. Prior to closing each fiscal year’s books, the
Accounting Officer analyzes and adjusts the allowance for
doubtful accounts, with offsets to the appropriate revenue
accounts or bad debt expense. An allowance for doubtful
accounts is set up as a contra-receivable in each appropriate
general ledger.

RESPONSIBILITIES

1.40.1 The Accounting Officer and the Director of Student Accounts are
responsible for monitoring and adjusting the receivables accounts
and writing off of the accounts when necessary.

1.40.2 The Senior Accountant is responsible for preparing journal entries
to adjust the allowance for doubtful account balances.

AUTHORIZATION

1.50.1 The Accounting Officer and the Director of Student Accounts are
authorized by the CFO to establish an allowance and write off
uncollectible accounts.

PROCEDURES

1.60.1 At yearend, the Director of Student Accounts runs the Banner
Financial System report titled TGRAGES. This is an aging report
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1.60.2

1.60.3

1.60.4

of all student receivables which are aged from 0 to 90 days, 91 to
120 days, 121 to 360 days, and older than 360 days.

The Accounting Officer reviews the report and determines the
appropriate allowance for doubtful accounts based on the aged
receivable categories:

e 121 to 360 days, 50% is estimated uncollectible

e More than 360 days, 100% is estimated uncollectible

The sum of the amounts is used to properly reserve for the
uncollectible receivables. This amount is reduced by the current
allowance for doubtful accounts to determine the increment (or
decrement) for the current fiscal year. This current increment or
decrement amount is used for the journal entry prepared by the
Senior Accountant.

See Student Accounts Manual for the monthly running of the
TGRAGES report and write offs performed by the Director of
Student Accounts.

XXXXXXXX.70:  INTERNAL CONTROLS

1.70.1

Internal controls applicable to ensuring that an Allowance for

Doubtful Accounts is established

1.70.1.1 The Senior Accountant prepares a journal based upon the
calculation of the calculated uncollectible amount.

XXXXXXXX.80 EXHIBITS

n/a

XXXXXXXX.90: FLOWCHARTS

n/a
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PREPAID EXPENSES

XXXXXXXX.10: TASK DESCRIPTION
Prepaid expenses are goods or services paid for and recorded in advance
of their use or consumption in the course of business, which represent
expenses for the next fiscal year, and therefore, should properly be
reported as a current assets at year end. Typical types of prepaid expenses
include insurance, rent, and multi-period service contracts.

XXXXXXXX.20: PURPOSE
This directive outlines the policies and procedures for recording prepaid
expenses. These policies apply to the University of the District of
Columbia, Office of the Chief Financial Officer.

XXXXXXXX.30: POLICIES
1.30.1 GASB Statement No. 34 (Basic Financial Statements and
Management’s Discussion and Analysis for state and local
government, paragraph 225 and appendix D covers the reporting
and treatment of expenses including prepaid insurance.

XXXXXXXX.40: RESPONSIBILITIES
1.40.1 The Senior Accountant is responsible for amortizing the beginning
prepaid expenses for the portion consumed or used during the
current fiscal year and identifying and recording expenses for
goods or services paid in the current fiscal year with future
economic benefits as prepaid expenses.

XXXXXXXX.50:  AUTHORIZATION
1.50.1 The Senior Accountant is authorized by the CFO to perform an
analysis necessary to record prepaid expenses on the Statement of
Net Position.

XXXXXXXX.60: PROCEDURES
1.60.1 At year end, the Senior Accountant performs an analysis to prepare
a journal entry to record prepaid expenses on the Statement of Net
Position. The journal entry prepared is:
e DR Expense (various by functional and natural classification)
e CR Prepaid Expense

1.60.2 The Senior Accountant properly records prepaid expenses for those
expenses prepaid as of yearend but not used or incurred. The
journal entry prepared is:

e DR Prepaid Expense
e CR Expense (various by functional and natural classification)
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XXXXXXXX.70: INTERNAL CONTROLS
1.70.1 Internal controls applicable to verifying the correct entry is
recorded
1.70.1.1 The Accounting Officer monitors the activities of the
Balance Sheet accounts on a monthly basis and checks
for reasonableness.

XXXXXXXX.80 EXHIBITS
n/a

XXXXXXXX.90: FLOWCHARTS
n/a
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ENDOWMENT/INVESTMENT BACKGROUND AND INTRODUCTION

XXXXXXXX.10:

TASK DESCRIPTION

The purpose of the Endowment/Investment Policy is to provide direction
for the management of endowment and investment funds and the
recording of investment revenues for the University of the District of
Columbia (“UDC?”) consistent with the best interests of the University and
the philosophy of the Chief Financial Officer of the District of Columbia
(*OCFO™), and in compliance with all applicable laws and regulations.

Investment and Management of Funds

UDC published a revised Endowment Policy on June 26, 2015 which
principles are incorporated in this document. Because additional updates
or amendments may have been made to this policy, the latest version of
the Policy must be referenced to ensure compliance.

UDC'sendowment funds include land grant funds appropriated by
Congress under the First Morrill Act; gifts; bequests; other funds directed
to be held to support University programs/activities; and funds assigned
by the Board of Trustees (the "Board™) to function as an endowment.
Endowment funds are to be used to support the mission of the
University and can be restricted or unrestricted.

The Board, as the governing body of the University, is responsible for
determining how the income from the University's endowment funds
should be spent. In conjunction with the preparation of the proposed
annual budget, the Board approves the proposed expenditures of the
University's endowment funds for the coming fiscal year.

The President of the University of the District of Columbia (“President”)
is ultimately responsible for adhering to the District laws, regulations, and
requirements for managing the endowment funds.

The Office of the Chief Financial Officer for the District of Columbia
(“OCFO”) is ultimately responsible for adhering to laws and regulations
regarding the investment of endowment funds, and adhering to financial
requirements for recording and reporting on endowment funds.

The OCFO is responsible for managing all endowment investments and
endowment-related accounts of the University, and establishing and
maintaining the governing policies for all endowment investment
activity.

The OCFO has delegated to the Office of the Treasurer of the
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District Columbia (“Treasurer”) the authority to manage the
investments and invested funds of the University.

The UDC Accounting Officer supervises the recordkeeping and
accounting procedures for endowment funds. Some of these
responsibilities are assigned to a Senior Accountant.

General Ledger Accounts
This chapter covers entries to the following general ledger accounts. None
of these accounts have sub-ledger systems:

Aect Type 2 Account (4) Account (4) Destription Debits (Credis) End Bal Dr/(Cr)

101168 Barclys |

Acct Type 2 | Account (4)| Accaunt (4) Description Beg Bal Dr/(Cr) | Debits | (Credits)

" AL7105 M Stock
170 | Bardays

10 Investments
r

AfCTyp 1 I AfCTyp 2 I Account 3 I Account 3 Desc I Account 4 I Account 4 Desc
5V Investmentincome '522001 Dividends ’522105 IEM dividends
522001 Dividends 522111 Bardays
522002 Gains and losses on investments 522230 Unrealized gains and losses
522002 Gains and losses on investments 524115 AmeriCorps national services
522003 Gains and losses on investments ’524123 Thurgood Marshall Foundation
522003 524140 L.E. A.P.
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RECEIVING NEW ENDOWMENT/INVESTMENT FUNDS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

TASK DESCRIPTION

The Endowment Investment Fund is an investment fund set up to receive
funds, donations, or assets specifically designated for the endowment. This
task addresses when UDC is notified and receives new funds that should
be added to the endowment.

In addition, UDC may accept donations for long term investment that are
not designated as endowment funds, and may manage those funds
separately from the Endowment Fund.

PURPOSE

This directive outlines the policies and procedures for receiving new
additions to the endowment or investment funds of UDC. These policies
apply to the University of the District of Columbia, Office of the Chief
Financial Officer.

POLICIES
1.30.1 New endowment or investment funds must be identified as
restricted or unrestricted.

1.30.2 If the funds are restricted, the restrictions imposed by the donor
must be in writing and must be adhered to. Restricted Funds may
be placed in the Endowment Account or they may be held
separately as designated by the donor. Documentation must be
maintained showing the restrictions on these funds.

1.30.3 New endowment or investment funds that are unrestricted may
also be placed in investment pools or they may be held separately.

1.30.4 See Endowment Policy dated 26, 2015

RESPONSIBILITIES

1.40.1 Any member of the UDC management team who receives
information that an endowment donation is about to be made must
report this gift to the President and to the CFO.

AUTHORIZATION

1.50.1 This Policy was prepared pursuant to the District’s Home Rule
Act, section 424(d) and the District of Columbia’s Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code 8§
38-1202.01(a)), Title 8, DCMR(“DCMR 8”).
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XXXXXXXX.60:

XXXXXXXX.70:

1.50.2 This policy was also prepared pursuant to a University of the

District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of
the Chief Financial Officer guidelines.

PROCEDURES

1.60.1

1.60.2

1.60.3

1.60.4

1.60.5

1.60.6

Any member of the UDC management team who receives
information that an endowment donation is about to be made must
report this donation to the President who accepts the gift on behalf
of UDC. The donation is forwarded to the CFO for deposit into
the correct fund and recordation into the financial records. The
donor identifies whether the funds are to be restricted or
unrestricted, and whether or not the donation is for the Endowment
Fund.

Upon notification of the donation, the CFO informs the OCFO for
the District of the donation, the restrictions, and the anticipated
amount or value.

The CFO obtains a written Statement of Restrictions identifying
the wishes of the donor.

If the funds are for the Endowment Fund, the CFO forwards the
donation to the Treasurer for deposit to the Endowment Fund.

If the funds are for a separate investment, the Accounting Officer
deposits the funds in a manner consistent with the donor’s
intentions and maintains documentation showing the wishes of the
donor.

For non-liquid donations, the CFO takes all necessary steps to
change the ownership of the asset (a donation of shares of stock, a
piece of artwork, etc.) into the name of UDC. Stocks are forward
to the investment bank to become a part of the endowment
portfolio or to become a separately managed asset. Other non-
liquid gifts are managed according to the wishes of the donor.

INTERNAL CONTROLS
1.70.1 Internal controls applicable to securing cash donations
1.70.1.1  All new cash endowment donations are immediately

deposited into the Endowment Fund and are managed by
the investment manager.

1.70.1.2  All new cash non-endowment donations are immediately
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deposited into an investment account according to the
wishes of the donor.
1.70.2 Internal controls applicable to ensuring accurate record keeping

1.70.1.1  All stock donations are immediately transferred into the
name of UDC and are managed according to the donor’s
wishes.  All ownership documents for new non-cash
donations are immediately changed to show ownership by
UDC and are maintained by the CFO.

XXX XXX XX.80 EXHIBITS
n/a

XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart M: Receiving New Endowment/Investment Funds.

FLOWCHART M: RECEIVING NEW ENDOWMENT/INVESTMENT FUNDS
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ENDOWMENT/INVESTMENT FUNDS MANAGEMENT

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

TASK DESCRIPTION

The Endowment Investment Fund is an investment fund set up to receive
funds, donations, or assets specifically designated for the endowment. This
task addresses when UDC is notified and receives new funds that should
be added to the endowment.

In addition, UDC may accept donations for long term investment that are
not designated as endowment funds, and may manage those funds
separately from the Endowment Fund.

PURPOSE

This directive outlines the policies and procedure to provide effective
management of the endowment and other investment funds of UDC.
These policies apply to the University of the District of Columbia, Office
of the Chief Financial Officer.

POLICIES

1.30.1 The University's Endowment Funds are to be invested and
managed with the intention of obtaining the highest possible
long-term total return with a prudent level of investment risk, as
identified in the Endowment Policy published on June 26 or as
amended. The objectives and policies for these funds are stated
in this policy and may be amended from time to time.

1.30.2 Other invested funds are invested and managed outside of the
endowment policy in a manner consistent with the policies of
the Board.

1.30.3 See Endowment Policy dated 26, 2015

RESPONSIBILITIES

1.40.1 The CFO approves the Endowment Policy for the investments
of the endowment.

1.40.2 Investment managers are required to routinely submit
performance/status reports to the Treasurer and to the
University's CFO.

1.40.3 The Board is responsible for establishing an investment policy
for funds other than the Endowment Investment Funds.
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XXXXXXXX.50:

XXXXXXXX.60:

XXXXXXXX.70:

AUTHORIZATION

1.50.1

1.50.2

This Policy was prepared pursuant to the District’s Home Rule
Act, section 424(d) and the District of Columbia’s Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code 88§
38-1202.01(a)), Title 8, DCMR(“DCMR 8”).

This policy was also prepared pursuant to a University of the
District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of
the Chief Financial Officer guidelines.

PROCEDURES

1.60.1

1.60.2

1.60.3

1.60.4

1.60.5

1.60.6

The CFO consults with the Treasurer regarding the spending of
the University's Endowment Funds and other investments.

The CFO serves as the primary point of contact between the
Board and the Treasurer regarding both Endowment Funds and
other investments.

The DC Treasurer manages the University's Endowment
Investment Funds.

The Treasurer transfers funds for investment purposes consistent
with the Endowment Policy and directs fund transfers related to
approved spending needs requested from UDC management.

The outside investment managers submit performance/status
reports to the Treasurer, OCFO, and the CFO.

The Treasurer provides investment reports regarding the
Endowment Funds to the Board of Trustee's Finance and
Budget Committee.

INTERNAL CONTROLS

1.70.1

1.70.2

1.70.3

Each investment manager acknowledges and agrees in writing to
its fiduciary responsibility to comply fully with the Investment
Policy and any subsequent modifications.

Each investment manager manages the portfolio under its care in
accordance with the objectives and guidelines set forth in the
Endowment Policy.

Upon gaining knowledge of any significant or material matter or
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XXXXXXXX.80

1.70.4

1.70.5

1.70.6

1.70.7

1.70.8

1.70.9

change, the investment manager immediately notifies the
appropriate individuals of all significant or material matters and
changes as required by the Endowment Policy.

The Treasurer reviews and approved all contracts, agreements, and
other documents related to the endowment activity.

The Treasurer, on an annual basis, maintains an updated list of
authorized signatories for all investment accounts.

The Treasurer, on an annual basis, obtains a SSAE16 report from
each investment manager to ensure that the investment managers
have not experienced material control weaknesses which could
impact the University’s Endowment Fund.

The CFO verifies that the proceeds are used in accordance with the
spending restrictions outlined for all restricted funds.

The CFO, or designee, reviews all journal entries and supporting
documents to ensure accuracy, completeness, and validity of
recorded investment transactions.

The investment managers keep detailed records of any brokerage
fees from endowment assets and will provide those records to the
CFO.

EXHIBITS

n/a
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart N: Endowment/Investment Funds Management.

FLOWCHART N: ENDOWMENT/INVESTMENT FUNDS MANAGEMENT
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RECONCILIATION AND ENTRY OF ENDOWMENT/INVESTMENT FUNDS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

TASK DESCRIPTION

The Endowment Fund is an investment fund set up to receive funds,
donations, or assets specifically designated for the Endowment Fund.
Other investments include funds which are designated as long term
investments. This task is the monthly reconciliation of both of these funds
and the entry of changes into the accounting records of UDC.

PURPOSE

This directive outlines the policies and procedure to reconcile the
investment records with the accounting records of UDC. These policies
apply to the University of the District of Columbia, Office of the Chief
Financial Officer.

POLICIES

1.30.1 The monthly financial report on the endowment fund is to be
reconciled each month and the additions and subtractions from the
account are to be recorded in the general ledger of the UDC.

1.30.2 See Endowment Policy 26, 2015

RESPONSIBILITIES

1.40.1 The Senior Accountant is responsible for downloading the
investment reports and making entries of the current month
transactions.

1.40.2 The Accounting Officer is responsible for reviewing and approving
the investment accounts to confirm the balances.

AUTHORIZATION

1.50.1 This Policy was prepared pursuant to the District’s Home Rule
Act, section 424(d) and the District of Columbia’s Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code 88§
38-1202.01(a)), Title 8, DCMR(“DCMR 8”).

1.50.2 This policy was also prepared pursuant to a University of the
District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of
the Chief Financial Officer guidelines.
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XXXXXXXX.60:

XXXXXXXX.70:

XXXXXXXX.80

PROCEDURES

1.60.1

1.60.2

1.60.3

1.60.4

1.60.5

1.60.6

The monthly financial statement from the investment account is
downloaded by the Senior Accountant by the 5" of the following
month.
The monthly investment report for non-endowment funds is
downloaded by the Senior Accountant by the 5 of the following
month.

The Senior Accountant reviews the cash account portion of each
statement and determines the changes in the account, and
completed a journal entry to record the changes in cash.

The Senior Accountant reviews the investment portfolio and
determines the non-cash changes in the account, usually gains and
losses, and completes a journal entry to record the changes in the
value of investments.

The Senior Accountant records these entries, and confirms that the
balances shown in the general ledger reflect the balances shown on
the monthly investment statement.  Any discrepancies are
immediately corrected.

The Accounting Officer reviews the reconciliation of the
investment account and confirms the accuracy of the entries.

INTERNAL CONTROLS
1.70.1 There is no access to either the Endowment Funds or the other

investment funds by individuals who don’t have authority to
manage the funds.

EXHIBITS

n/a
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart O: Reconciliation of Endowment/Investment Funds

FLOWCHART O: RECONCILIATION OF ENDOWMENT/INVESTMENT FUNDS
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USES OF ENDOWMENT/INVESTMENT FUNDS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

TASK DESCRIPTION

The Endowment Fund is an investment fund set up to receive funds,
donations, or assets specifically designated for the Endowment Fund. This
fund has specific restrictions on spending. This task addresses situations
when UDC spends approved and allotted amounts of the investment
income. Each of these policies is more fully explained in the Endowment
Policy statement issued on June 26, 2015.

Other investments owned by the UDC are also available to be used
according to specific investment policies as developed.

Spending decisions for both the Endowment Fund and other investments
are made by the Board.

PURPOSE

This directive outlines the policies and procedure to identify the process
for spending approved endowment and investment income of UDC. These
policies apply to the University of the District of Columbia, Office of the
Chief Financial Officer.

POLICIES

1.30.1 The University may obligate and expend annually no more than
five percent (5%) of the prior fiscal year's investment income
generated in the endowment funds. This spending policy is more
fully described in the Endowment Policy dated June 26, 2015.

RESPONSIBILITIES

1.40.1 The Treasurer, as the designated manager of the Endowment
Funds, is responsible for ensuring that the spending plan for the
Endowment Fund is maintained.

1.40.2 The Board, as the governing body of UDC, is responsible for
ensuring that a spending plan is in place for the non-endowment
investments.

AUTHORIZATION

1.50.1 This Policy was prepared pursuant to the District’s Home Rule
Act, section 424(d) and the District of Columbia’s Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code 88§
38-1202.01(a)), Title 8, DCMR(“DCMR 8”).
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1.50.2 This policy was also prepared pursuant to a University of the
District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of
the Chief Financial Officer guidelines.

XXXXXXXX.60: PROCEDURES
1.60.1 When it is determined that a disbursement is to be made from
Endowment Funds, the funds are withdrawn from the endowment
cash account and transferred into the regular disbursements
account for UDC. This disbursement is authorized by the CFO.

1.60.2 The approved disbursement is made through the regular Accounts
Payable process for UDC.

XXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 When it is determined that funds will be spent from the
endowment, the amount must be verified as being within the
spending limit in the endowment policy.

1.70.2 The actual disbursement must be authorized by the CFO.

XXX XXX XX.80 EXHIBITS
n/a

XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart P: Uses of Endowment/Investment Funds

FLOWCHART P: USES OF ENDOWMENT/INVESTMENT FUNDS
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ANNUAL REVIEW OF ENDOWMENT/INVESTMENT FUNDS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

TASK DESCRIPTION

The Endowment Fund is an investment fund set up to receive funds,
donations, or assets specifically designated for the endowment. Other
investments include funds which are designated as long term investments.
This task addresses the annual review of the performance of the manager
of the invested funds.

PURPOSE

This directive outlines the policies and procedure to provide for an annual
review of the endowment and investment funds and compliance with the
Endowment Policy and other investment policies of UDC. These policies
apply to the University of the District of Columbia, Office of the Chief
Financial Officer.

POLICIES

1.30.1 As indicated in the Endowment Policy of June 26, 2015, the
allocation policy will be reviewed at least annually and the target
asset allocation and the related ranges will be revised as deemed
appropriate.

1.30.2 The investment advisor will review and propose portfolio tactical
rebalancing at least annually. In order to minimize transaction
costs, new cash flows will be applied first toward meeting
spending requirements and then toward rebalancing the portfolio.

1.30.3 For separate investments, the CFO must review the investment
performance annually with the Board.

RESPONSIBILITIES

1.40.1 The Treasurer has the responsibility of submitting endowment
investment reports to the Board of UDC as designated in the
Endowment Policy of June 26, 2015.

1.40.2 The CFO has the responsibility of submitting annual performance
reports on the separate investments to the Board of UDC.

AUTHORIZATION

1.50.1 This Policy was prepared pursuant to the District’s Home Rule
Act, section 424(d) and the District of Columbia’s Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code §§
38-1202.01(a)), Title 8, DCMR(“DCMR 8”).
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1.50.2 This policy was also prepared pursuant to a University of the
District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of
the Chief Financial Officer guidelines.

XXXXXXXX.60: PROCEDURES
1.60.1 On an annual basis, the Treasurer presents a report to the Board on
the endowment performance for the past year.

1.60.2 On an annual basis, the CFO, or designate, presents a report on the
performance of the separate investments for the past year.

XXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal control ensuring the accurate reporting of funds
1.70.1.1 All funds are managed in accordance with policy and
there is no un-authorized access.

XXXXXXXX.80 EXHIBITS
n/a

XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart Q: Annual Review of Endowment/Investment Funds

FLOWCHART Q: ANNUAL REVIEW OF ENDOWMENT/INVESTMENT FUNDS
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CAPITAL ASSETS OVERVIEW

XXXXXXXX.10:

TASK DESCRIPTION

Capital assets are long-lived tangible items that provide an economic
benefit for a number of future periods. In addition, any assets that agencies
intend to hold or continue to use over a long period of time are considered
capital assets. Assets which are purchased, constructed, or donated that
meet or exceed established capitalization thresholds are recorded by the
University of the District of Columbia (UDC).

Capital assets are initially recorded at historical cost which is defined as
cash or a cash equivalent cost of obtaining the asset and bringing it to the
location and condition necessary for its intended use.

Donated assets are recorded at fair market value at the date of acquisition,
generally defined as "consideration given or consideration received,
whichever is more clearly determinable”.

When donating, or disposing of assets, the department responsible for the
asset must complete the Property Disposal Form (PDA). This form should
be sent to the Accountant notifying the Finance Office of the department’s
disposition of the asset.

Assets are reported on the financial statements at net book value, which is
the asset's historical cost less the accumulated depreciation.

UDC reports capital assets based on asset class and include buildings and
building improvements, library holdings, furniture and fixtures, equipment
and machinery, vehicles, and land and land improvements that have initial
useful lives extending beyond a single reporting period.

A capital asset is capitalized only if it meets all of the following
conditions:
Owned or considered owned by the University
e Held for operations (not for resale)
e Has a useful life that exceeds three years or more
e Meets the capitalization threshold

Assets that do not meet these criteria are expensed and not depreciated for
financial reporting purposes.

Buildings and building improvements - A building is a structure that is

permanently attached to the land, has a roof, is partially or completely
enclosed by walls, and is not intended to be transportable or moveable.
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Building improvements are capital events that materially extend the useful
life of a building, increase the value of a building, or both. A building
improvement should be capitalized if the improvement is at the
capitalization threshold. For a replacement to be capitalized, it must be a
part of a major repair or rehabilitation project, which increases the value,
and/or useful life of the building. A replacement may also be capitalized if
the new item/part is of significantly improved quality and higher value
compared to the old item/part such as complete replacement of an old roof
with a new roof.

Any maintenance-related expenses or repairs which do not increase the
value of the building are expensed when it occurs and are not capitalized
as an asset.

Library holdings - Library holdings are general collections of an
institutional library (not departmental library). Library holdings include all
library textbooks and encyclopedias.

Furniture and fixtures - Furniture and fixtures include desks, chairs, tables,
file cabinets, and cubicles.

Equipment and machinery - Equipment and machinery include tools,
copiers, and computer equipment.

Vehicles - Vehicles include automobiles, forklifts, graders, trucks,
snowplows, sprayers, police vehicles, and other vehicles.

Land and land improvements — Land is the surface of the earth, which can
be used to support structures, and may be used to grow grass, shrubs, and
trees. Land is characterized as having an unlimited life. Donated land
should be treated like other donated assets. Site improvements (other than
buildings) that prepare land for its intended use are added to the cost of the
land.

Land improvements are assets, other than buildings, which are built,
installed, or established to enhance the quality or facilitate the use of land
for a particular purpose.

Capital Assets in Banner

The Banner Financial System contains a module to manage capital assets.
This module is called the Fixed Asset System (FAS). Capital asset records
in FAS are entered, updated and maintained by the Accountant.
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XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

PURPOSE

This directive outlines the policies and procedures for the physical and
reporting control of the University’s assets, including accountability over
the assets, meeting financial reporting needs, and generating asset
management information.

POLICIES

1.30.1 Reporting  requirements have been established by the
Governmental Accounting Standards Board (GASB) Statements
No. 34 Basic Financial Statements and Management’s Discussion
and Analysis for State and Local Governments, and as amended by
GASB Statement No. 35, Basic Financial Statements and
Management’s Discussion and Analysis for Public Colleges and
Universities.

1.30.2 Additionally, the University is required to comply with the District
OCFO Financial Policies and Procedures Manual relative to capital
assets.

RESPONSIBILITIES

1.40.1 The Office of the Vice President for Real Estate, Facilities

Management, and Public Safety, is responsible for receiving,
tagging, and delivering all capital assets.

1.40.2 Deans and Department Heads for each department or school are

responsible for the physical management of capital assets within
their control, and each employee is responsible for exercising
reasonable care of UDC property.

1.40.3 The Warehouse Manager is responsible for ensuring that all

received property is properly accepted and that receiving
documents are compared to purchase orders, and all documents are
sent to the Accountant.

1.40.4 The Accountant is responsible for ensuring the fixed asset module

is being properly maintained, including the identification of capital
assets, accurate use of codes, determination of useful lives and
reconciliation to the general ledger. The Accountant is responsible
for changing the status of records when the disposition of assets
occurs. In general, surplus or obsolete equipment may be disposed
of by transferring to another department, discarding/scrapping,
trading-in or donating the asset.

1.40.5 All Department Heads are responsible for:
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XXXXXXXX.50:

XXXXXXXX.60:

XXXXXXXX.70:

XXXXXXXX.80

XXXXXXXX.90:

Reading and understanding the Fixed Assets Policy.
Maintaining current inventory records for all in-use fixed assets
within their assigned department.

Assuring property is given proper care and protection and is
used for official purposes only.

Ensuring that University property is used only in the conduct of
official University business.

Notifying the Accountant of any changes in the index coding of
an asset.

Notifying the Accountant whenever fixed assets are
transferred/acquired, donated, destroyed, stolen, lost or
otherwise disposed of by using the Property Disposal Form
found on the Finance and Planning website.

Identifying and reporting to the Accountant along any surplus
property which is useable but not needed in his/her area, or
which is beyond economic repair and therefore to be disposed
of.

Assisting in taking physical inventories.

1.40.6 Budget/Accounts Payable ensures account codes are classified
correctly for capital assets on purchase requisitions and invoices.

AUTHORIZATION
1.50.1 The Accountant is authorized by the Chief Financial Officer to
record all capital assets into FAS.

PROCEDURES
See Capital Assets section.

INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring capital assets are accurately

recorded.
1.70.1.1 The Accounting Officer and Accountant monitor the

EXHIBITS

n/a

activities of the capital assets on a monthly basis and
check for reasonableness.

FLOWCHARTS

n/a
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ACQUISITIONS

XXXXXXXX.10:

TASK DESCRIPTION

Acquisition, within the context of this document, encompasses the various
methods by which the University obtains, receives, and becomes
accountable for property. The most common method of acquisition for
University property is through purchases. Other methods include
donations (or gifts), and leases.

Assets acquired by University funds must follow the University’s
Purchasing Policy and are subject to fund availability and budget
limitations. The acquisition of assets starts with the creation of the
purchase requisition. All requisitions must be submitted to the Office of
Contracts and Procurement via the Banner Financial System through an
online requisition. A purchase order number can only be obtained by
submitting an online requisition.

Donations (Gifts) to the University

Any donated capital asset is reported to the Accountant if it has an
estimated fair market value of $5,000 or more individually or as an
operating unit. The Foundation has the responsibility of obtaining fair
market value of the item(s) and reporting the value to the Accountant,
along with a full description of the property, date received, number of
donated items, and the name of the person making the donation. These
donated assets will be capitalized as a capital asset in the Banner General
Ledger and Fixed Asset System (FAS) and tagged for inventory purposes.

Occasionally gifts are received directly by University departments and the
fair market value is determined at the time of receipt. Title to the property
will then be transferred to the University and will be entered in FAS if the
equipment meets the capitalization threshold. Donations are not
considered personal property of faculty or staff although they may have
been a primary contact for the donation.

Leases

The University classifies all leases in which the University is the lessee as
either operating or capital leases.

Operating — Agreements using an asset for a short period of time and
ownership will not transfer or use up most of the assets worth. Operating
leases are recorded at the minimum lease payments.

Capital — If an asset is essentially being paid for or used most of its life,

then the lease is classified as capital whether ownership is acquired or not.
Capital leases must meet one or more of four tests as described in
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XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

Statement of Financial Accounting Standards No. 13, Accounting for
Leases. Capital leases are recorded at the lower of the present value of the
minimum lease payments or the fair market value of the leased asset.

See Leases section for further details.

PURPOSE
This directive outlines the policies and procedures for purchasing capital
assets and ensuring that the purchases are accurately coded.

POLICIES

1.30.1

1.30.2

OMB Circular A-21: Cost Principles for Educational Institutions
http://www.whitehouse.gov/omb/circulars/a021/a021.html

Office of Contracts and Procurement’s Purchasing Policy.

RESPONSIBILITIES

1.40.1

1.40.2

1.40.3

1.40.4

1.40.5

Each department/school must designate a position which is
responsible for preparing Purchase Requisitions. For purposes of
this description, this position is known as the Department
Designee. The Budget Office must have a current list of all
Department designated positions.

A designated position in each department/school is responsible for
approving the Purchase Requisition and the Reprogramming
requests. For purposes of this description, this position is known as
the Department Approver. The Budget Office must have a current
list of all Department approver positions.

The Senior Budget Analyst in the Budget Office is responsible for
reviewing the Purchase Requisition and ensuring that the
department/school has designated sufficient funds in the
appropriate budget account and verify that all budget codes are
applicable and valid for the request purchase. These funds can be
in either the operating budget or the capital budget.

A Contract Specialist in the Office of Purchasing and Contracting
is responsible for reviewing the Purchase Requisition and
preparing the Purchase Order.

A Manager in the Office of Purchasing and Contracting is

responsible for processing the Purchase Order before the items are
ordered.
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XXXXXXXX.50:

XXXXXXXX.60:

AUTHORIZATION
1.50.1 The Accountant is authorized by the Office of the Chief Financial

Officer to ensure acquisitions meet the requirements of a capital
asset as defined and all accompanying invoices, purchase
requisitions and/or purchase orders are attached and the asset is
added into FAS.

PROCEDURES

1.60.1

1.60.2

1.60.3

1.60.4

1.60.5

1.60.6

1.60.7

Departments/schools that anticipate the purchase of assets during a
fiscal year should ensure that the budget for these items is
allocated prior to the beginning of the fiscal year in order to
prevent delays when reprogramming requests must be processed.

The Department Designee for the department/school determines if
sufficient funds are available via the Banner Financial System. If
funds are not available, a Reprogramming Request must be
completed and entered before the item can be ordered. A
Reprogramming Request is filled out and approved by the
Department Approver and submitted to the Senior Budget Analyst.

When a Reprogramming Request is submitted, the Senior Budget
Analyst makes the necessary change in the departmental/school
budget. Reprogramming procedures are discussed in the Capital
Budget section. The Department Designee is notified when the
reprogramming is complete.

Upon notification that the reprogramming process is complete, the
Department Designee completes the Purchase Requisition (see
Exhibit AH: Purchase Requisition) and submits it for approval.

The Department Approver approves the Purchase Requisition and
electronically submits it to the Senior Budget Analyst for formal
approval.

The Senior Budget Analyst reviews the coding. These costs are
initially charged as follows for purposes of matching the cost to the
budget category:

The Senior Budget Analyst checks the budget accounts in the
Banner Financial System as a final determination that the fund,
index code and account number has sufficient funds in its budget
to cover the requested amount.
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1.60.8 Once it is determined that the coding is correct, the Purchase
Requisition is approved and forwarded to the Office of Contracts
and Procurement.

1.60.9 A Contract Specialist in the Office of Contracts and Procurement
reviews the Purchase Requisition and addresses any identified
issues. When complete, the analyst issues a Purchase Order.

1.60.10 The Accountant matches the Purchase Order to the posted
invoices. If the general ledger records indicate an invoice with no
receiving information, the Accountant researches the invoice and
determines whether additional non-tangible capital assets have
been purchased and whether the assets have been received. If so,
the Accountant obtains documentation and enters the non-tangible
items into the Capital Assets sub-ledger.

1.60.11 The Accountant reviews the Purchase Order and delivery
documents and creates a property number and manually enters into
the Capital Assets sub-ledger. In some situations, an intangible
item for a small amount is not capitalized.

XXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring all purchases are approved.
1.70.1.1 The Purchase Order (see Exhibit AH: Purchase Order) is
prepared and approved by the Office of Contracts and
Procurement before the item is ordered.

1.70.2 Internal controls applicable to ensuring the accurate receipt and
payment of goods ordered.
1.70.2.1 All capital asset items are received by the Warehouse and
are matched with the Purchase Order.

1.70.2.2 Delivery tickets are compared with Purchase Orders to
ensure that ordered quantities are actually received.

1.70.2.3 Capital Assets are tagged with permanent property

numbers when received at the Warehouse before delivery
to the department/school.
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XXXXXXXX.80 EXHIBITS
1.80.1 Exhibit AH: Purchase Requisition

Purchase Order Date | Tra Primt Date | Total

g
Zl

c.p1

Prong Nurmber;
ax Numbar:

Text
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart R: Acquisitions

FLOWCHART R: ACQUISTIONS

Department Designee
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LEASES AND RENTALS

XXXXXXXX.10:

XXXXXXXX.20:

TASK DESCRIPTION

UDC leases certain equipment and facilities under operating leases
expiring at various dates. The University uses several buildings owned by
the District and Federal governments, as well as several privately owned
buildings. At the present time, the University does not have any capital
leases; all leases are operating leases.

The University also receives revenues from the lease of buildings, offices,
conference rooms, or rentals.

Operating Leases

An operating lease is a lease of personal or real property that does not
meet the criteria for a capital lease and is recorded as an expense.
Operating leases are not recorded as assets or liabilities in the Banner
Financial System general ledger accounting records. All leases that are
classified as operating leases are accounted for as expenses in the period in
which the obligation to make a lease payment is incurred.

Capital Leases

A capital lease is a lease that meets one or more of the following criteria:
1) ownership of the property is transferred to the lessee (the University) at
the end of the lease; 2) the lease contains an option (“bargain purchase
option”) to purchase the property for less than fair market value; 3) the
lease term is greater than 75% of the property’s estimated economic life;
or 4) the present value of the lease payments exceeds 90% of the fair
market value of the property. If a lease meets at least one of these criteria,
and meets or exceeds the $5,000 capitalization threshold at the inception
date of the lease, the lease must be capitalized.

Capital leases are considered a form of debt financing and must be
accounted for as such. All leases that are classified as capital leases shall
be treated as fixed asset additions to the University. As such, upon the
inception of a capital lease, the Accountant shall record a capital asset and
a liability under the terms of the lease, based on the net present value of
the minimum lease payments (or the fair market value of the leased asset,
if it is less than the present value of the lease payments).

PURPOSE

This directive outlines the policies and procedure correctly record leases.
This task establishes both financial policies and operational procedures
and the appropriate internal control structure for ensuring that UDC
adheres to all applicable laws and regulations. These policies apply to the
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XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

XXXXXXXX.70:

University of the District of Columbia, Office of the Chief Financial
Officer.

POLICIES

1.30.1

1.30.2

The University utilizes the criteria described in Statement of
Financial Accounting Standards No. 13, Accounting for Leases, in
determining whether a lease is capital or operating in nature.

The University is required by Generally Accepted Accounting
Principles to disclose total current year, total prior year and total
future minimum lease payments relating to the non-cancelable
portion of operating leases in the notes to the annual financial
statements. To meet these reporting requirements, institutions are
required to maintain a schedule of all operating leases and the
expected non-cancelable future payments of those operating leases,
including any scheduled rent increase, if known.

RESPONSIBILITIES

1.40.1

The Accountant is responsible for recording leases correctly in
FAS and reporting lease disclosures in the financial statements

AUTHORIZATION
1.50.1 The Accountant is authorized by the Office of the Chief Financial

Officer to report on leases and record checks of rental revenues.

PROCEDURES

1.60.1

1.60.2

Accounting for an operating lease is fairly straight forward in that
each lease payment is a current year expense as it occurs. If a lease
contains scheduled rent increases, the University must spread the
expense evenly over the life of the lease. This may result in the
University recording a liability or a prepaid, depending on the
situation.

The Accountant receives the checks from various tenants. (See the
Cash — Receipt and Deposit of Checks section of the Manual for
recording the rental revenue).

INTERNAL CONTROLS

1.70.1

Internal controls applicable to verifying the correct entries are

recorded

1.70.1.1  The Accounting Officer monitors the activities of the
Expense accounts on a monthly basis and checks for
reasonableness.
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XXXXXXXX.80 EXHIBITS
n/a

AXXXXXXXX.90: FLOWCHARTS
n/a
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CAPITALIZATION AND CONSTRUCTION IN PROGRESS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

TASK DESCRIPTION
Assets are recorded if they meet or exceed established capitalization
thresholds. Capitalization thresholds for the University are as follows:

Classification Threshold
Buildings and building improvements Capitalize all
Library holdings Capitalize all
Furniture and fixtures 55,000 or more
Equipment and machinery 55,000 or more
%ehicles 35,000 or more
Land and land improvements Capitalize all

Controllable property is all property that does not meet the University's
capitalization criteria, but which the University is obligated to physically
control (such as leased copiers or personal computers).

Construction in Progress

Construction in progress (CIP) is the cost of buildings or other capital
projects that are under construction as of the balance sheet date. CIP
represents a temporary capitalization of labor, materials, and equipment of
a construction project. When the constructed asset is substantially
complete (at least 85%) based on project spending or the University has
received a certificate of occupancy, they are known as completed capital
improvement projects. It is at this time that the costs in the CIP account
are classified to one or more of the major asset categories, capitalized, and
depreciation is set upon entry into the Banner Fixed Asset System (FAS)
under the appropriate classification. Any expenses incurred thereafter are
posted directly to the asset.

PURPOSE

This directive outlines the policies and procedures for complying with the
University’s capitalization thresholds and accurately reporting the
amounts related to CIP until the project is complete or until the equipment
is placed in service.

POLICIES

1.30.1 In accordance with Generally Accepted Accounting Principles,
amounts related to assets are recorded in CIP until the project is
complete or until the equipment is placed in service. Upon
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completion the total cost is transferred to the appropriate capital
asset.

XXXXXXXX.40:  RESPONSIBILITIES
1.40.1 The Senior Budget Analyst maintains the capital budget and tracks
all capital projects.

1.40.2 The Capital Projects Manager maintains financial records on all
capital projects in process.

1.40.3 The Accountant is responsible for capitalizing construction in
progress assets to their appropriate capital asset categories when
the capital project is substantially complete.

XXXXXXXX.50: AUTHORIZATION
1.50.1 The Accountant is authorized by the Office of the Chief Financial
Officer to prepare the journal entries related to CIP.

XXXXXXXX.60: PROCEDURES
1.60.1 Costs that are accrued through the capital budget are classified as
capital assets. These costs are charged to the Contractual Services
expense account.

1.60.2 On a monthly basis, the Contractual Services expense account is
reviewed to determine if any capitalized items have been
incorrectly recorded.

1.60.3 A capital improvements project is authorized under the Capital
Budget. When a project is authorized, purchases can be made
toward the project. The Senior Budget Analyst maintains a list of
projects in process. When capital projects are initiated, all costs are
identified with a project code and manually charged to the
Construction in Progress Account.

1.60.4 On a quarterly basis, the Senior Budget Analyst sends the
Accountant a listing of the capital projects which is reviewed and
sent to the Capital Projects Manager asking for an update on the
status of projects.

1.60.5 On a quarterly basis, the Capital Projects Manager notifies the
Accountant that a project has been completed. The Accountant
reviews the CIP accounts and determines the costs associated with
the project and prepares a journal entry to transfer the costs to the
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appropriate asset account. These entries are approved by the
Accounting Officer.

1.60.6 The Accountant enters the asset information into FAS.

XXXXXXXX.70:  INTERNAL CONTROLS

1.70.1 Internal controls applicable to verifying the correct entries are
recorded.
1.70.1.1  The Accounting Officer monitors the activities of the
Balance Sheet accounts on a monthly basis and checks
for reasonableness. Additionally, the Accounting
Officer reviews and approves all journal entries.

XXXXXXXX.80 EXHIBITS

n/a

XXXXXXXX.90: FLOWCHARTS

1.90.1 Flowchart S: Capitalization and Construction in Progress

FLOWCHART 5: CAPITALIZATION AND CONSTRUCTION IN PROGRESS
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ASSET TAGGING

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

TASK DESCRIPTION
Maintaining a positive identification of assets is the primary purpose of
tagging. Tagging is important to:

Provide an accurate method of identifying individual assets,
Aid in the physical inventory,

Control the location of all physical assets, and

Aid in the maintenance of capital assets.

Tangible capital assets are received at the Warehouse. When received, the
items are tagged with a permanent property tracking number (PTag).

The Warehouse manually compares the receiving documents and packing
slip to the Purchase Order and a permanent property number, the PTag, is
assigned. All of these documents are delivered to the Accountant in the
Accounting Office.

Departments/schools are required to confirm delivery of a capital asset
item before approving an invoice for payment. If the invoice is sent to the
department/school for approval before the items are received, the
department/school is required to contact the Warehouse or the vendor if
the warehouse does not have the asset and confirm delivery before the
invoice is approved.

Caution: Do not tag artwork, sensitive technical equipment, or other items
where tagging will affect its function, value, or the ability to return it
under warranty. A file for all untaggable capital assets must be maintained
by the Warehouse Manager.

PURPOSE

This directive outlines the policies and procedures for tagging assets.
These policies apply to the University of the District of Columbia, Office
of the Chief Financial Officer.

POLICIES
1.30.1 All capital assets must be received and tagged for inventory
purposes and delivered to the requesting department.

RESPONSIBILITIES

1.40.1 The Warehouse receives all capital assets and ensures that
appropriate receiving documentation is available. All receiving is
performed by the Warehouse at the Connecticut Street campus.
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XXXXXXXX.50:

XXXXXXXX.60:

1.40.2

1.40.3

1.40.4

1.40.5

The Warehouse counts all items received, and making appropriate
notations whether the number of items received matches the
number of items on the Purchase Order. All delivery documents
must show any discrepancy.

The Warehouse assigns the permanent property code to the asset
and affixing an inventory decal to the item.

The Warehouse Manager is responsible for ensuring that all
received property is properly accepted and that receiving
documents are compared to purchase orders, and all documents are
sent to the Accountant within 5 working days so that the tagging
process can be completed.

The Department/School that ordered a capital asset item is
responsible for signing the delivery form, and for approving the
invoice.

AUTHORIZATION

1.50.1

1.50.2

This Policy was prepared pursuant to the District’s Home Rule
Act, section 424(d) and the District of Columbia’s Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code 8§
38-1202.01(a)), Title 8, DCMR(“DCMR 8”).

This policy was also prepared pursuant to a University of the
District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of
the Chief Financial Officer guidelines.

PROCEDURES

1.60.1

1.60.2

1.60.3

1.60.4

The capital asset is delivered to the Warehouse.

The Warehouse Clerk receives the delivery, counts the number of
items received, and signs, acknowledging the receipt of good.

Delivery documents are compared with the Purchase Order, and
any discrepancies are noted.

All capital assets are tagged for Inventory with a permanent
property tag.
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1.60.5 Delivery documents and the purchase order are manually delivered
to the Accounting Department.

1.60.6 The capital item is delivered to the department/school that placed
the order.

1.60.7 When tagging a capital asset, consistently place asset tags in the
same location on each similar type asset. If possible, the tags shall
be accessible for viewing. Place the tag where the number can be
seen easily and identified without disturbing the operation of the
item, which will assist with the physical inventory.

XAXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring the accurate receipt and
payment of goods ordered.
1.70.1.1 All capital asset items are received by the Warehouse and
are matched with the Purchase Order.

1.70.1.2 Packing slips are compared with Purchase Orders to ensure
that ordered quantities are actually received.

1.70.1.3 Capital Assets are tagged with permanent property numbers
when received at the Warehouse before delivery to the
department/school.

XXXXXXXX.80 EXHIBITS
n/a
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart T: Asset Tagging

FLOWCHART T: ASSET TAGGING
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DISPOSALS AND TRANSFERS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

TASK DESCRIPTION

When an asset has been scrapped, sold, stolen, traded-in, donated,
transferred, its value has been permanently impaired, or for any other
reason the asset is no longer in service; any remaining value of the asset,
net of accumulated depreciation, must be written off or written down to its
net realizable value. If written off, this involves removing both the asset
and associated accumulated depreciation from the Banner Fixed Asset
System and General Ledger modules, and recognizing a gain or loss, if
any, for the difference in the general ledger.

All capital assets that have been disposed, traded, donated or sold will also
be disposed from FAS.

PURPOSE

This directive outlines the policies and procedure to record changes to the
inventory of capital assets through disposals and transfers. These policies
apply to the University of the District of Columbia, Office of the Chief
Financial Officer.

POLICIES

1.30.1 All property and equipment owned by UDC must be reported to
the Accountant when the item is moved from one department or
school to another location or when the item must be disposed of, or
when the item is reported as lost or stolen.

1.30.2 All property and equipment that was initially on the Capital assets
inventory must be formally removed from the list when the asset is
no longer in use.

1.30.3 All capital assets which are discontinued or discarded must be
processed through the Warehouse and removed from the listing in
the Capital Asset Module maintained by the Accounting
Department in the CFO office.

1.30.4 When new items are received and they are defective, they must be
replaced immediately.

RESPONSIBILITIES

1.40.1 Department/School that has items that must be transferred,
replaced or disposed of must contact the Warehouse to facilitate
these actions.
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XXXXXXXX.50:

XXXXXXXX.60:

XXXXXXXX.70:

1.40.2

1.40.3

The Warehouse is responsible for disposals and transfers of
property for UDC. The Warehouse is also responsible for
preparing documentation for all changes to the inventory records,
and submits these documents to the Accounting Office for
processing.

The Accountant is responsible for changing the status of records
when the disposition of assets occurs.

AUTHORIZATION

1.50.1

The Accountant is authorized by the Office of the Chief Financial
Officer to record the disposal and transfer of assets.

PROCEDURES

1.60.1

1.60.2

1.60.3

1.60.4

A removal of a capital asset must be initiated by the
department/school that has (or had) possession of the item. This
notification is made using a Property Disposal Action form (see
Exhibit AJ: Transfer of Property Form). The form must be signed
by the Agency Accountable Property Officer.

The warehouse manager is called to pick up the items. The form is
signed by the warehouse manager when the items are picked up.
The department keeps one copy and delivers the remaining copies
to the Warehouse.

The form is delivered to the Accountant by the Warehouse
Manager.

The Accountant removes the items from the Banner Fixed Asset
System.

INTERNAL CONTROLS

1.70.1

Internal controls applicable to ensuring the accurate recording and

tracking of goods.

1.70.1.1  All transfers of property are tracked through a Transfer
of Property form.

1.70.1.2  In the event an asset is to be moved from one location
to another or from one department to another a
Request for Transfer of property Form must be
completed and submitted to the Accountant. Under no
circumstances should any University owned property
be moved without prior consent.
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XXXXXXXX.80 EXHIBITS
1.80.1 Exhibit AJ: Request for Transfer of Property Form

UN;[Q&ERSITY OF THE DISTRICT OF COLUMBIA
§ QUEST FOR TRANSFER OF PROPERTY
sis form is to be used for requestin
iyt £ tramsfer of property betwaen Administral
Do SETB fo:ebgmu of Untreesty Sy Ry R;:;lucallnstrakuomccs or Departements aned MI.I'ST BE SUBMITTED N
bunitt - itle:

_— e  Date
FROM: - |
Deportiment, Did.g., Rm o
Telephes: Number Department, Bldg, fm Teleplioes Namber
Sigmmre iV P ———————————— . DATE: —_— :
e ——— — o Dovgns - ATE: _ NOTE: Separate forms are needed {or each distribution point.

T 7 T — Responsibility Center Code:

| Model Type | Froperty No, SeralNo. | Qi | Uk oo Ty ——
. . v, | Unit | Fra | marks
DMalee, Size, Color, Finish " Bldmmm Bidinﬂlm | femarks l
| . [
L—_—— ¥ I
| |

I ——
e e p— S

_— I |
Offfice of Facilit — —'_ﬁ_L_
ties Managemant ate, All nbove proper(y dalivered fo above location.
Kelease hy: Defivered by Dri
_-n___'————‘____-‘ 1 i Tirer. ——————
Property Inventory Management Dt Rewind :3',- Truck No.

i — __Date: = ol
At desipnated Department, Dldg., or Office

XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart U: Disposals and Transfers of Capital Assets

FLOWCHART U: DISPOSALS AND TRANSFERS OF CAPITAL ASSETS

Form is sign by Call Warehouse
Agency Accountable Manager to pick up

Property Officer items

Department/
School

2 o

3 & Sign the form and

2 3 Pick up items from keeps a copy and Deliver l:ropenv

= .

58 fESs R [Ty ye——

z= by S
1=
‘E Remove the items
2 from the Banner
g Fixed Asset System
o
<
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DEPRECIATION

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

TASK DESCRIPTION

Depreciation is a system of accounting which aims to distribute the cost or
other basic value of tangible capital assets over the estimated useful life of
the asset in a systematic and rational manner.

Land and land improvements and construction in progress are not
depreciated. Land is considered to have an unlimited useful life and its
salvage value is unlikely to be less than its acquisition cost. Certain land
improvements may be considered to have an unlimited useful life and
therefore are not to be depreciated.

The University uses the straight-line method of depreciation, which
accumulates depreciation uniformly over the asset’s life. Depreciation of
capital assets is computed for a full month in the month of acquisition as
follows:

Classification Useful life
Buildings and building improvements 50 vears
Library holdings 5 vears
Furniture and fixtures 5 years
Equipment and machinery 5 years
Vehicles 5 - 10 years

The use of depreciation affects the Universities financial statements. The
recording of depreciation will cause an expense to be recognized; thereby
lowering the stated change in net position on the Statement of Revenues,
Expenses, and Changes in Net Position, while the net value of the asset
will decline on the University’s Statement of Net Position.

Depreciation is a non-cash expense, therefore; it will not directly affect the
University’s cash flow.

PURPOSE
The purpose is to document the internal policies and procedures to
calculate and record depreciation on capital assets.

POLICIES
1.30.1 Depreciation is calculated on a monthly basis.
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1.30.2 UDC must follow the depreciation policies of the District of
Columbia

XXXXXXXX.40:  RESPONSIBILITIES
1.40.1 The Accountant is responsible for assigning a useful based on the
type of assets. The estimated useful life of a depreciable asset is
the period over which services are expected to be rendered by the
asset. Depreciation is calculated and recorded on a monthly basis
for financial reporting purposes

XXXXXXXX.50: AUTHORIZATION
1.50.1 This Policy was prepared pursuant to the District’s Home Rule
Act, section 424(d) and the District of Columbia’s Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code 88§
38-1202.01(a)), Title 8, DCMR(“DCMR 8”).

1.50.2 This policy was also prepared pursuant to a University of the
District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of
the Chief Financial Officer guidelines.

XXXXXXXX.60: PROCEDURES
1.60.1 On a weekly basis, the Accountant reviews delivery documents
and matches them with paid purchase orders.

1.60.2 When both are matched, the information for the items is entered
into the Banner Fixed Asset System (FAS).

1.60.3 Depreciation is automatically assigned and calculated.

XAXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring the accurate application
of depreciation procedures.
1.70.1.1 The District guidelines for depreciation are used for all
UDC assets.

1.70.1.2 Depreciation is calculated and posted electronically.

XXXXXXXX.80 EXHIBITS
n/a
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart V: Calculating Depreciation

FLOWCHART V: CALCULATING DEPRECIATION

Fixed Asset System
(Fas)

Accountant
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INVENTORY

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

TASK DESCRIPTION

OFOS conducts a physical inventory of personal property capital assets
biennially (every 2 years) to ensure that adequate care is used in the
control and accountability of District assets.

The inventory is conducted based upon the assets listed in the Banner
Fixed Asset System (FAS) as of a given date.

UDC is responsible for insuring that the proper personnel are available to
guide the inventory contractor to the location of the asset. The physical
inventory must be carefully managed and supervised by the agency’s
Property Manager to ensure an effective and efficient inventory process.

If an item cannot be located, the Accountant is notified and the item is
removed in FAS.

PURPOSE

This directive outlines the policies and procedure to verify the existence
and condition of a capital asset and ensure the accuracy of University
accounting records. These policies apply to the University of the District
of Columbia, Office of the Chief Financial Officer.

POLICIES

1.30.1 The District’s Office of Financial Operations and Systems
(OFOS), Policy and Procedure Division, requires that a physical
inventory be taken every two years.

1.30.2 All capital assets that have been acquired by UDC must be
included in the listing of the Capital Assets maintained by the CFO
office.

1.30.3 UDC must review the asset list and advise OFOS of any
discrepancies as to location or asset status.

1.30.4 The inventory must record the presence of all items on the capital
assets inventory as kept by the CFO office.

RESPONSIBILITIES
1.40.1 OFOS is the District Agency responsible for hiring the inventory
contractor.

1.40.2 The Office of Information Technology is responsible for providing
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XXXXXXXX.50:

XXXXXXXX.60:

a complete listing of all items in the current inventory.’

1.40.3 The Facilities office is responsible for providing access to the

inventory contractor as needed.

AUTHORIZATION
1.50.1 This Policy was prepared pursuant to the District’s Home Rule

Act, section 424(d) and the District of Columbia’s Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code §8§
38-1202.01(a)), Title 8, DCMR(“DCMR 8”).

1.50.2 This policy was also prepared pursuant to a University of the

District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of
the Chief Financial Officer guidelines.

PROCEDURES

1.60.1

1.60.2

1.60.3

1.60.4

1.60.5

1.60.6

OFOS notifies UDC that an inventory will be conducted and the
anticipated start date. The physical inventory will have a projected
start date of August 1%.

The UDC Office of Information Technology issues a listing of its
assets, by location, at least 30 days prior to the beginning of the
inventory. This listing serves as the master schedule for the
contractor performing the inventory. OFOS must be notified of
any discrepancies or asset status.

The contractor performing the inventory tags the inventory with its
own inventory tagging system with distinct codes.

The contractor scans the physical inventory into their own system
and produces independent reports.

Discrepancies between the physical inventory and the UDC
electronic inventory records are provided to OFOS. OFOS
performs additional reconciliation procedures and reports the
exceptions to UDC.

The exceptions report contains details on existing assets not

located, as well as new assets found that have not been recorded.
UDC reviews these exceptions, and reports their findings to OFOS.
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1.60.7

1.60.8

1.60.9

Upon completion of the city-wide inventory, OFOS issues a final
exception report. UDC has 72 hours to respond and resolve the
final exception report.

Acceptable responses for assets recorded, but not located, are:

Copies of disposition documents
Certifications for located assets

Contact information for the steward of the asset if the asset
is no longer under the control of UDC.

Acceptable responses for assets found, but not recorded, are:

The asset was donated, confiscated, court-awarded, or
obtained through other non-purchase means, must have
documentation showing the source and must be recorded in
FAS.

The fair market value (“FMV”) of the asset must be
determined. The FMV may be obtained by contacting a
vendor who sells the item or by using the value as
designated by the donor.

If the FMV is $5,000 or more, and the asset has a useful
life of at least three years, the asset is to be assigned a
Property Identification Number and recorded.

XXXXXXXX.70:  INTERNAL CONTROLS
Internal control to verify assets are on hand.

1.70.1

1.70.1.1

XXXXXXXX.80 EXHIBITS

n/a

A periodic physical inventory count is conducted to
assure UDC that the assets are on hand.
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart W: Periodic Inventory

FLOWCHART W: PERIODIC INVENTORY

OF0S

Office of
Information
Technology

Contractor
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VENDOR PAYMENTS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

TASK DESCRIPTION

Valid invoices are processed by the Accounts Payable Specialists in
Banner within three (3) business days. The Accounts Payable Supervisor
executes the Check Run process in Banner in order to issue payments due
to vendors. ACH option for students, staff and vendors is available and are
processed on an ad hoc basis.

PURPOSE

This directive outlines the policies and procedures related to the
processing of vendor payments by the Accounts Payable staff within the
University of the District of Columbia, Office of the Chief Financial
Officer.

POLICIES

1.30.1 As stated in the Quick Payment Act, invoices shall be considered
received by the designated payment officer on the date a proper
invoice is actually received in the designated office.

1.30.2 As stated in the Quick Payment Act, to avoid paying interest, the
University must pay vendors within 30 days of the receipt of a
valid invoice with 15 days grace period.

1.30.3 As stated in the Quick Payment Act, interest shall be calculated at
the rate of one percent per month and interest shall be computed
from the day after the required payment through the actual
payment date.

RESPONSIBILITIES
1.40.1 The Staff Assistant is responsible for receiving invoices sent
through the mail and invoices that are hand delivered.

1.40.2 The Accounts Payable Specialist is responsible for sorting invoices
in the appropriate person folder according to area of responsibility.

1.40.3 The Accounts Payable Specialist is responsible for processing
purchase orders and Direct Payment VVouchers Request in Banner.

1.40.4 The Accounts Payable Supervisor is responsible for reviewing and
approving the processing of various payments in Banner.

1.40.5 The Senior Accountant is responsible for verifying and confirming
the availability of funds for payments due to vendors.
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XXXXXXXX.50:

XXXXXXXX.60:

1.40.6

The Accounts Payable Supervisor is responsible for executing the
Check Run process in Banner.

AUTHORIZATION
1.50.1 The Accounts Payable Supervisor is authorized by the Chief

Financial Officer to process invoices against purchase orders and
Direct Payment Vouchers Request payments in Banner.

PROCEDURES

1.60.1

1.60.2

1.60.3

1.60.4

1.60.5

1.60.6

1.60.7

1.60.8

The Staff Assistant receives invoices that have been mailed to the
University.

The Accounts Payable Specialist receives invoices electronically
from Accounts Payable email address.

The Staff Assistant stamps and scans the invoices to the Accounts
Payable Specialist folder upon receipt. The invoices are saved on
the shared drive (FinanceFYXX-share (T)/  Accounts
Payable/Invoices to be Processed) in folders by date daily

The Accounts Payable Specialist reconciles the scanned invoices
against the hard copy invoices to verify all invoices are accounted
for.

The Accounts Payable Specialist distributes the invoices among
the Account Payable Specialist staff as outlined in the AP
Specialist Responsibility Chart (see Exhibit AK: AP Specialist
Responsibility Chart). The scanned invoices are copied into the
appropriate personnel folder.

The Accounts Payable Specialist processes invoices that references
purchase orders through the screen Invoice/Credit Memo
(FAAINVE) (see Exhibit AL: Invoice/Credit Memo) in Banner.

The Accounts Payable Specialist processes invoices that are Direct
Payment Vouchers Request Forms through Invoice Credit Memo
screen (FAAINVE) (See Cash Disbursements - Direct VVouchers
Payment and Refund) for guidance on the processing of Direct
Voucher Payments).

The various departments complete an electronic approval upon the

receipt of the processed invoice that verifies services and/or
merchandise has been received.
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1.60.9

1.60.10

1.60.11

1.60.12

The Invoice/Credit Memo screenshot is emailed to specific
agencies for confirmation of invoice processing.

The Invoice/Credit Memo is routed to Accounts Payable
Supervisor for approval.

The Accounts Payable Supervisor emails a screenshot of the total
amount of Check Run to the Senior Accountant to verify the
availability of funds based on FARINVS report.

Upon approval from Senior Accountant, the Accounts Payable
Supervisor runs the Check Run process (see Exhibit AM: Check
Run Process) in Banner.

Note: The Account Payable Specialist monitors outstanding
Banner approvals with Departments after five (5) days and
follows up via email.

Note: The Accounts Payable Supervisor receives the AP Approval
Aging Alert report from the IT Department in order to
monitor invoices awaiting approval by departments after 15
days.

XXXXXXXX.70:  INTERNAL CONTROLS

1.70.1

1.70.2

Internal controls applicable to ensuring a separation of duties

1.70.1.1 The Staff Assistant receives the invoices; the Accounts
Payable Specialist processes the invoices; the Accounts
Payable Supervisor reviews the input by the Accounts
Payable Specialist; and the Senior Accountant approves
of the payment.

Internal controls applicable to ensuring supporting documentation

for payment of purchase orders is retained

1.70.2.1 The invoices are scanned and uploaded to payment
voucher Banner system and saved to the T-drive.
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XXXXXXXX.80 EXHIBITS

1.80.1 Exhibit AK: AP Specialist Responsibility Chart

ACCOUNTS PAYABLE SPECIALISTS

AREA OF RESPONSIBILITY:

Employee Name STIPENDS: -All
INVOICES: -Consultants
-Catering
Employee Name INVOICES: -Capital Projects & Facilities
-Travel
-Utilities
-Telecommunications
-A/P Email

-A/P Voicemail (274-5088)

Employee Name SCAN INCOMING INVOICES

INVOICES: -Fixed Assets (Dell, VWR, Fisher Scientific)
-Supplies
-Direct payments

* Processing of Documents -

Payment documents should processed within 3 days

Banner approvals should be sent to Program after 5 days of processing

NSF error messages should be sent by the COB that day

Production Log submitted COB daily

Issue Log updated daily (Every document not processed should be listed on
this Log)
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1.80.2  Exhibit AL: Invoice Credit Memo (FAAINVE)

1.80.2.1 Enter Regular and Vendor number

| Ee Ean Qpmons Block fem Becor Guery Tools Help ORACLE
I BoE G e EBE S ¢ @ |
Multiphs [fopir -
Sekect PO Rems. Ivosce Al
% ol
Recard 111 [ | | =osc-

1.80.2.2 Enter all requested information

File Edit QOptions Block |tem Record Query Tools Help C)RACLE.
BRI BEEE Y REE &S AR G k@ @ X
‘I Invoice/Credit Memo FAAINVE 8.9.1.2 (PROD) g
Document: NEXT hd O Muttiple Direct Par
Vendor: NDO201657 | ¥ | Comcast Cable Communications [Ovendor Hold
Invoice Date: [1aser2015 [ Transaction Date: [zser205  |[H ¥ Document Accounting N
Check Vendor: [ =] B
1
Address Code: [u [*] Sequence Number [ 1[7] Discount Code: [ :
Payment Due: ’m@ fl
Address Line 1- 1300 Michigan Ave NE |
Address Line 2: Bank: [ [)[wets Fargo Disbursing #23154403
Address Line 3: Vendor Invoice: ’W@
Direct Deposil Status:  [No [IAT  ACH Transaction Type: | 7]
City: washington 1099 Tax ID: ]
State or Province: oC [7 [ Credit Memo !
ZIF or Postal Code:  [20017 [~ [ 1099 Vendor
Nation- =] [ Direct Deposit Override
Collects Tax: [N [cotLecTs No Taxes [ Text Exists
] N L N N I -
Enter vendor's invoice number. | J
Record: 11 | | | <osC>=
g T B B E— I
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1.80.2.3

Enter all requested information

Eile Edit Options Block |tem Record Query Tools Help

BNEAEEE W%
‘g4 Invoice/Credit Memo FAAINVE 8.9.1.2 (PROD)
z counting Distribuion FAAINVE 8.9.1.2 (PROD) "

B BEITEE S kIS B&@ 01X

Commeodity Record Count: 1
Sequence Number:

COA  Year Index

‘Nnozmrﬁ? ‘Cﬂn\}aﬂ Cable Communications

Document:  |10047645 Vendor:
Item: Commodity. | DOCUMENT ACCTG DISTRIBUTION

‘Accounting Record Count: 0

[J Vendor Hold

22-SEP-2015

Transaction Date:

Fund orgn Acct Prog Acty Locn Proj
hd [ [ hd [ [ [ [ hd
[t s [esoos [103115 [ss00 [7os10s B [ [ [
Bank: [BG [ 7| [wels Fargo Disbursing #43154403 Income Type: [
Currency Code:
Commodity % Accounting

Approved: 16770 r 167.70

Discount: 000 [ 000 Indicators

Additional: 000 [ ] 0.00 NSF Override: v

Suspense- [v

Net: 167.70 NSF Suspense: [
A T [
Enter (P)ercent to calculate dollar amt based on percentage. ‘
Record: 11 (I = | <0sC~ J
= e —— T

1.80.2.4 Click complete

il B0t Qptors Block flem Becord Query Tools Help ORACLE
Bl AeERE 3D BEE QI S BB DI ¢ @@ X >

Document: opaTesE T Multiphe

Wanoo NO201GET T Comcast Cabls Communcalions Vandod Hold

Aot T Heidor Commosity Accounting Status
= 1T 5 ) =
Discount o000 | 00 000 [RaLsNCED
Additional: poo | 0:20 000 [BALANCED
Coom plabe: E In Process: m

i Il
Selact ta mark docurent ncemplets and In Process’ |
Recond 11 | | | I | =osc»
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1.80.2.5 A notification that the document is complete is sent
to approval process.

< Oracle
File Edit Options Block ltem Record Query Tools Help ORACLE

BOE BABRE BT Kig &R

" Invoice/Credit Memo FAAINVE 8.9.1.2 (PROD)

Document: ] [ Multiple
\

Vendor: =] [ Vendor Hold

A remeeennimeaniiamsiiiiiaeiiii D

Document 10047645 is completed and forwarded to the approval process ‘
Record: 11 | | | | | <0sC>
S BT BT B E— L'

1.80.3  Exhibit AM: Screen prints of the Banner Check Run Process
1.80.3.1  Run FARINVS - Invoice Selection Report

Eile Edit Options Block ltem Record Query Tools Help (an )

(BYE RAAER %9 BEE @ E MBS

% Process Submission Controls GJAPCTL 8.3.0.2 (PROD) =

Process: ‘ B|lnvome Selection Parameter Set: B

Printer Control

Printer: B Special Print: Lines: Submit Time:

Parameter Values
Number Parameters Values

-] -]

Process Name; press SEARCH for valid processes.
Record: 141 | | | | <0sc=

Page 164 of 481



UNIVERSITY OF THE DISTRICT OF COLUMBIA
OFFICE OF THE CHIEF FINANCIAL OFFICER

FINANCIAL POLICIES AND PROCEDURES MANUAL

1.80.3.2

e Next Block

e Next Block

e Hit Arrow Down to Line 2 — Bank code

e Tab to Values — column on Line 2

e Type-BG

e Next Block

e Submit

e Save

e Go to Options on the Menu Bar

e Select — Review Output

e Double click in the file name section

e Select the Lis. File

e Hit OKAY

e Hit SAVE on the Toolbar Menu - this should open up a
new window showing the FARINVS Report.

e Save the report to TNACCOUNTS PAYABLE\Banner
Check Registers

e Save as Invoice Selection Report (Check Run Date) BG

Review the FARINVS report to review the invoices to be
paid, note the report total — this represents the Cash
Requirement amount.
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1.80.3.3 Run FTICHKS - Check Number Validation

File Edit Options Block ltem Record Query Tools Help [an]
FEEIEEEEETE R

Check Bank Cancel Check Check Check

Code Payee Name Indicator Date Amount Type

BG_ Zhu Ying, You _ 22-5EP-2015 51040 B_ =

E IZhou, Jiu Xin B 22-5EP-2015 51040 E_

E Zhou, Jin X B 22-5EP-2015 51040 E_
(00071716 BG |Xiao, Yan Wu r ‘ZZSEF'—ZCHE | 51040 ’;
(00071715 BG |Wes\ey, Rita r ‘ZZSEF'—ZCHE | 24990 ’;
(00071714 E \Weir, Stanley [ 22-SEP-20156 14230 ;
(00071713 BG \Watts, Lomraine J. [ 22-SEP-2015 249.90 ;
(00071712 E \Washington Gas [ 22-SEP-2015 234.02 ;
100071711 E \Walker, Marilyn J [ 22-SEP-2015 249.90 ;
100071710 E Travers, Annie M. [ |22-SEP-2015 24470 E_
|00071709 E Tinsley, Elaine [ |22-SEP-2015 238.00 E_
100071708 E 'Thompson, Tyrone [ 22-SEP-2015 249.90 E_ |
(00071707 E Thomas Scientific [ 22-5EP-2015 28143 E_
(00071706 E Thomas, Joyce M. [ 22-5EP-2015 3,000.00 E_
|00071705 BG 'The Consulate Dba Avalonbay Communities Inc [ \22-SEP-2015 506.30 E_
|00071704 ,E |Tang, Mei Q r ‘ZQ—SEF—ZD'% | 51040 ’;
100071703 ,; |Stemrﬂ, Ryland r ‘ZZ—SEF—ZCHE | 249.90 ’;
(00071702 ,E |Sm\th, Linda r ‘ZZSEF'—ZCHE | 24990 ’;

Press count query hits to transfer to FAICHKH (Check Payment History)
Record: 1/? [ =] | | <0sC»

e Tab to Bank Code — type BG

e Execute Query

e The first check number listed represents the last used
check number

¢ Note the next check number to begin the CHECK RUN

1.80.3.4 Run FAABATC- Batch Checks Print

Bank: B3 |- Wells Fargo Disbursing #43154403

il
Check Date:  TEESREME )|

STARTING Check Number:
Last GOOD Check Number: |
RESTART Check Number:

e Type BG - Bank code
e Next Block
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Review the Check Date (Banner automatically inputs

the current date)

Type in the starting check number, which you noted
from FTICHKS. If you forgot run FTICHKS again.

Tab
Select — PRINT CHECK
Select - OKAY

Message will appear on screen stating that several

check run form will begin
Select - OKAY

1.80.3.5 Change the form to FABCHKS — Batch Checks Process

File Edit Options Block ltem Record Query Tools Help

(aw

REEE BT BEE S

LENGTH: 11 TYPE: Date O/R: Optional M/S: Single

Process: ‘FAECHKS [T|Eatnh Check Process Parameter Set: [T
Printer Control
Printer: B Special Print: Lines: |55 Submit Time:
Parameter Values
Number Parameters Values
-l i
’T ‘Chank Selection Date | =
(]| |

Destination Printer; DOUBLE-CLICK for available printers, NOPRINT for no printout, DATABASE to review on-ine.
Record: 141 | | | Listofvalu_. | | <0sC>

Next Block

Next Block

Next Block

Submit

Save

Go to Options on the Menu Bar
Select — Review Output

Double click in the file name section

Once the Lis and Log File are displayed — it confirms

that the process has completed.
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Select CANCEL

1.80.3.6  Change the form to FABCHKP — Check Print Process

File Edit Options Block ltem Record Query Tools Help

(an

(ERAEE ¥% REE &S]

"% Process Submission Controls GJAPCTL 8.3.0.2 (PROD)

1@ 1

Process: ‘FAECHKF' F|Check Print Process Parameter Set: F
Printer Control
Printer: E‘ Special Print: Lines: |55 Submit Time:
Parameter Values
Number Parameters Values
- ]

INNEEEER

Destination Printer; DOUBLE-CLICK for available printers,
. | Listofvalu...

Record: 111 (I

, NOPRINT for no printout, DATABASE to review on-line

| <0sC>

Next Block

Next Block

Next Block

Submit

Save

Note the Lis file number at the bottom of the screen —
This is to be sent to the IT Dept for check file
transmission to Treasury.

Go to Options on the Menu Bar

Select — Review Output

Double click in the file name section

Select the Lis. File

Hit OKAY

Hit SAVE on the Toolbar Menu - this should open up a

new window showing the Check Print Report.

Save the report to TNACCOUNTS PAYABLE\Banner
Check Registers

Save as Check Copy Report (Check Run Date) BG
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1.80.3.7 Change the form to FABCHKR - Batch Disbursement
Register (Check Register)

File Edit Options Block ltem Record Query Tools Help a
(BYE RAEER &7 DEE QB RB SF&H G $1 &0 X
Process: ‘FAECHKR [T|Eat:h Disbursement Register Parameter Set: [T
Printer Control
Printer: B Special Print: Lines: |55 Submit Time:
Parameter Values
Number Parameters Values
-l i
Destination Printer; DOUBLE-CLICK for available printers, NOPRINT for no printout, DATABASE to review on-line.
Record: 141 | | | Listofvalu_. | | <0sC>
e Next Block
e Next Block
e Next Block
e Submit
e Save

e Note the Lis file number at the bottom of the screen
— This is to be sent to the IT Dept for check file
transmission to Treasury.

e (o to Options on the Menu Bar

e Select — Review Output

e Double click in the file name section

e Select the Lis. File

e Hit OKAY

e Hit SAVE on the Toolbar Menu - this should open
up a new window showing the Check Register
Report.

e Review and ensure that Register total is the same as
the total on the FARINVS total (Step 4).

e Save the report to TNACCOUNTS
PAYABLE\Banner Check Registers
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e Save as Check Register (Check Run Date) BG
e Print out copy of Register in Landscape format.

1.80.3.8 Change the form to FABCHKA — Batch Check Accounting
Process (Check Posting)

Elle Edit Options Block tem Becord Query Tools Help (-]
B0 HEEE FD BBR AE REIGH ¢
"% Process Submission Controls GJAPCTL 8.3.0.2 (PROD) © e e

Process:  |FABCHKA, * |Balch Check Accounting Process Paramueler Sel:

Printer Control

Printer: | DATABASE - ] Special Print: [ i Lines: ;‘55 i Submit Time:

Parameter Values
Number Parameters Values
f ]

i

Parameter Number, press SEARCH for valid parameters.
Recore 11 | | o ] | <05~

e Next Block

e Next Block

e Next Block

e Submit

e Save

e (o to Options on the Menu Bar

e Select — Review Output

e Double click in the file name section

e Select the Log. File

e Hit OKAY

e Hit SAVE on the Toolbar Menu - this should open
up a new window showing the Check Posting
completed successfully.

e Save the report to TNACCOUNTS
PAYABLE\Banner Check Registers

e Save as Check Posting (Check Run Date) BG
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart X: Vendor Payments

FLOWCHART X: VENDOR PAYMENTS

Staff Assistant

Accounts
EVED] S
Specialist

Accounts
Payable
Supervisor
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STUDENT PAYMENTS (STIPENDS)

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

The University of the District of Columbia makes various payments to
students for tuition and fees, teaching, research and other education-
related activities. In awarding and processing such payments, care must be
taken to classify these payments correctly. A stipend is paid to students as
living allowance, and is paid through the Accounts Payable system in
Banner.

PURPOSE

This directive outlines the policies and procedures student payment
(stipends) which applies to the University of the District of Columbia,
Office of the Chief Financial Officer.

POLICIES
1.30.1 Stipend request must be approved by the Budget Office as well as
the corresponding Departmental Dean and/or Vice President.

1.30.2 To receive a stipend payment, students must be registered for
classes in the term for which the stipend has been awarded.

RESPONSIBILITIES
1.40.1 The Program that authorizes the payment is responsible for
preparing the Direct Payment VVoucher Request Form.

1.40.2 The Budget Office is responsible for approving budget availability
the Direct Payment Voucher Request Form.

1.40.3 The Accounts Payable Supervisor is responsible for completing the
Check Run in Banner.

AUTHORIZATION

1.50.1 The Accounts Payable Specialist and Accounts Payable Supervisor
are authorized by the Chief Financial Officer to process and
approve Direct Payment VVoucher Forms in Banner.

PROCEDURES

1.60.1 The Program prepares and authorizes the student’s Direct Voucher
Request Form and Timesheet for the student. For awards, an
excerpt from the Grant and memo outlining the request/reason of
the stipend is also submitted.

1.60.2 The documents are submitted to the Budget Office for approval.
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1.60.3 Accounts Payable Specialist processes the Direct VVoucher Form by
scanning and uploading the documents in Invoice/Credit Memo
screen (FAAIVNE) (see Exhibit AM: Invoice/Credit Memo screen
(FAAIVNE) above in Banner.

1.60.4 The Accounts Payable Supervisor reviews and approves the
payment in Banner.

1.60.5 The Accounts Payable Supervisor completes the Check Run
process (see Exhibit AL: Check Run process) in Banner in order to
generate payments to vendors.

XXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring a separation of duties
1.70.1.1 The Budget Office and Accounts Payable Specialist
must approve of payment before generating the
payment in Banner.

XXXXXXXX.80 EXHIBITS
n/a

XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart Y: Student Payments (Stipends)

FLOWCHART Y: STUDENT PAYMENTS (STIPENDS)

Specific Program

Accounts
Payable
Specialist

Accounts
Payable
Supervisor

Page 173 of 481



UNIVERSITY OF THE DISTRICT OF COLUMBIA
OFFICE OF THE CHIEF FINANCIAL OFFICER

FINANCIAL POLICIES AND PROCEDURES MANUAL

QUARTERLY ENCUMBRANCE REPORT

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

On a quarterly basis the Accounts Payable Supervisor reconciles the
Encumbrance Report by reviewing the outstanding purchase orders
balances for each organization and notifying the specific organization of
their outstanding purchase order balances and how to resolve the issue.
The organization can either contact the vendor to request the invoice if it
has not been received, cancel purchase order, or de-obligate the remaining
balance or portion of balance.

PURPOSE

This directive outlines the policies and procedures accounts payable
reconciliation which apply to the University of the District of Columbia,
Office of the Chief Financial Officer.

POLICIES
1.30.1 Encumbrance Reports must be reconciled on a quarterly basis.

RESPONSIBILITIES
1.40.1 Accounts Payable Supervisor is responsible for generating
Encumbrance report to using Argos reporting system.

1.40.2 The Accounts Payable Supervisor is responsible for
communicating outstanding balances on the Encumbrance report to
the responsible Department.

AUTHORIZATION

1.50.1 The Accounts Payable Supervisor is authorized by the Chief
Financial Officer to receive Encumbrance Report from Argos and
communicate all outstanding purchase orders for the quarter.

PROCEDURES

1.60.1 The Accounts Payable Supervisor generates the Encumbrance
Report (see Exhibit AN: Encumbrance Report) on an as needed
basis. The report on all purchase orders for the quarter and
remaining balances.

1.60.2 The Accounts Payable Supervisor sorts the Encumbrance Report
by organization.

1.60.3 The Accounts Payable Supervisor emails each organization their

outstanding purchase order balances for the quarter for status (see
Exhibit AO: Email Sent to Organization).
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XXXXXXXX.70:

Note:

The organization is responsible for contacting their
respective vendors to request invoices, cancel the purchase
order, or de-obligate the remaining balance.

INTERNAL CONTROLS
70.1 Internal controls applicable to ensuring duties are segregated
1.70.1.1 The Accounts Payable Supervisor generates the

1.

XXXXXXXX.80 EXHIBITS
1.80.1 Exhibit AN: Encumbrances Report

Encumbrance Report to the Accounts Payable for
verification of outstanding purchase orders and emails to
organization to reconcile.

COA | Fund | Orgn |Account|Program| Index [PO Number| Vendor Id Vendor Name User Id | Blanket Number| Transaction Date| Encumbrance A t Balance
1| 101105| 1160| 707115 600 11600
1| 101105| 1160| 711210 600 11600
1| 101105| 1160| 711510 600 11600
1| 101105| 1160| 713165 600 11600
1| 101105 1160 713165 600 11600
1| 101105| 1160| 717330 600 11600
1| 101105| 1160| 717330 600 11600
1| 103115| 6400| 711820 700|6400C
1| 101105| 1200| 713115 600 12000
1| 103505| 6400| 713165 700|6400E
1| 101105| 1200| 713165 600 12000
1|32015 3240| 713165|FOAS00
1| 101105| 1200| 717320 600 12000
1| 101105 2130| 713165 500 21300
1| 101105| 2130| 713165 500 21300
1| 101105 2130| 713185 500 21300
1| 101105 2130| 713165 500 21300
1| 101105| 2130| 713165 500 21300

1.80.2 Exhibit AO: Email Sent to Organization
To:
Cec:
From:

Subject: Outstanding purchase orders

“In preparation for vear-end closing, the attached spreadsheet is a list of your open encumbrance
balances as of August 18, 2015. Please take a look at the remaining balances and if a de-
obligation or cancellation of the purchase order is needed, please send an email request to the
responsible Contract Specialist, with a carbon copy to Marv Ann Harris and myself. If a vendor
has not been paid (services/good delivered). please request the invoice(s) and then submit to
udcacctspavi@udc.edu

Thank vou in advance for vour cooperation. Let me know if you have any questions.”

Let me know if any additional information is needed.

Thanks
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart Z: Quarterly Encumbrances Report

FLOWCHART Z: QUARTERLY ENCUMBRANCE REPORT

Accounts Payable
Supervisor
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ACCRUED PAYROLL AND DUE TO THE DISTRICT OF COLUMBIA

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

The District of Columbia pays the payroll on behalf of the University. The
University reimburses the District. The payroll accrual is based on the
total expense incurred for the pay period.

PURPOSE

This directive outlines the policies and procedures regarding the payroll
accrual for expenses paid on a weekly a bi-weekly basis. These policies
apply to the University of the District of Columbia.

POLICIES

1.30.1 GAAP requires UDC to recognize a liability for the amount owed
to the employee when employees have performed services for
ubDC but have not yet been paid
(http://www.fasab.gov/pdffiles/2014 fasab_handbook.pdf).

RESPONSIBILITIES
1.40.1 The Senior Accountant is responsible for reconciling the payroll
for funds due to the District.

1.40.2 The Program Systems Specialist has the responsibility of
uploading the payroll file into Banner.

1.40.3 The Financial Manager and Senior Budget Analyst are responsible
for identifying the correct index code and communicating with the
Senior Accountant the correct index code to be used.

1.40.4 The Senior Accountant is responsible for preparing Journal Entry
Forms and reclassifying accounts in the PAYRL account.

1.40.5 The Accounting Officer is responsible for providing the final
review and sign off on the journal entries.

AUTHORIZATION

1.50.1 The staff at UDC is authorized by the Chief Financial Officer to
access Banner in order to generate the necessary reports to upload
Payroll. The Senior Accountant is also authorized by the Chief
Financial Officer to prepare journal entries in Banner to accrue the
payroll and record the amounts due to the District.

PROCEDURES
1.60.1 Pay & Retirement emails the Program Systems Specialist the 485
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report.

1.60.2 OFOS emails the Program Systems Specialist the DAFRIN text file
which contains all employees who are on the payroll for the period.

1.60.3 The Program Systems Specialist reviews the 485 report against the
DAFIN report ensuring that amount field (AMMTTQOT) on the 485
report agrees with the TOTAL AGENCY CFO field on the
DAFRIN report.

Note: The Programs Systems Specialist processes the files in Group
1 and Group 6 and Off Cycle Payments which combines as
CFO.

Note: The Program Systems Specialist contacts Pay & Retirement
(Special Pay Officer) if any discrepancies are noted.

1.60.4 The Program Systems Specialist saves the DAFRIN file and
uploads the DAFRIN file to Banner (see Exhibit AP: Upload
Payroll- DAFRIN File in Banner) via the FZRPAYR process.

1.60.5 The Programs Systems Specialist runs the Finance Feed Sweep
Process (FURFEED) (see Exhibit AQ: Finance Feed Sweep
Process) to collect the data from the table.

1.60.6 The Programs Systems Specialist runs the Interface Process
(FGRTRNI) (see Exhibit AR: Interface Process).

Note: Document the output file name illustrated on the bottom left
of the screen.

1.60.7 The Programs Systems Specialist reviews the log file to confirm the
process was completed successfully by clicking options and review
output; select output file name and clicks okay; then a note should
appear confirming FGRTRNI was completed successfully.

1.60.8 The Program Systems Specialist emails a screenshot of the payroll
journal entry Mass Journal Entry Screen (FGAJVCM) (see Exhibit
AS: Mass Journal Entry Screen) to the Senior Accountant.

Note: If the note does not state completed successfully, the
Program Systems Specialist generates a Transaction Error
Report (FGRTRNR) (see Exhibit AT: Transaction Error
Report) and saves the error report in .txt and emails to the
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Senior Accountant to resolve the issue.

1.60.9 The Senior Accountant receives email from Program Systems
Specialist regarding an error with the payroll upload.

1.60.10 The Senior Accountant emails the Financial Manager regarding the
payroll upload errors.

1.60.11 The Financial Manager manually consolidates the 485 reports into
one file, ‘485 Database Combined Grpl&Grp6-PAYROLL’.

1.60.12 The Financial Manager indicates or identifies the correct index code
based on payroll default that has PAYRL and communicates it to
the Senior Accountant where the new index code should be placed.

1.60.13 The Senior Accountant corrects the index code based off the
correction given by the Financial Manager.

Note: If a new index code is assigned, the Financial Manager
generates the Organization Budget Status (FGIBDST) (see
Exhibit AU: Organization Budget Status process) and
Budget Availability Screen (FGIBAVL) (see Exhibit AV:
Budget Availability Screen process) in Banner and emails
the screens to the Senior Accountant.

1.60.14 When the tape file is received from the District, the salary and
fringe benefits expense and the accrual payroll is recorded. The
journal entry prepared:

e DR Salaries and Fringe Benefit Expense
e CR Accrual Payroll

1.60.15 The Senior Accountant prepares a journal entry by checking the
date of the pay period to reverse the payroll accrual and record the
payable due to the District. The entry prepared is:

e DR Accrual Payroll
e CR Due to District

1.60.16 On an ad-hoc basis (at least quarterly), the Accounting Officer
inquires of the Senior Accountant if funds are available in order to
pay the District.

1.60.17 The Senior Accountant checks cash log to see if funds are available.

1.60.18 At the time of payment to the district, a journal entry is prepared by
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the Senior Accountant:
e DR Due to District
e CR Cash account

1.60.19 The Accounting Officer prepares the Payments to the District for
Payroll Disbursement Reconciliation spreadsheet (see Exhibit AW:
Payments to District) and updates the spreadsheet when payments
are made to keep track of all payments.

1.60.20 The Payments to the District for Payroll Disbursement
Reconciliation spreadsheet is saved to the T drive and attached to
the bank statement.

XXXXXXXX.70: INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring separation of duties
1.70.1.1 The Program Systems Specialist uploads the file, the
Senior Accountant prepares the journal entries, and the
Accounting Manager and Accounting Officer approves
of the journal entries before being posted in Banner.

1.70.2 Internal controls applicable to ensuring the correct payroll amount
is entered into Banner
1.70.2.1 The Program Systems Specialist uploads the extract file
that is received into Banner no changes are to be made.

XXXXXXXX.80 EXHIBITS
1.80.1 Exhibit AP: Load Payroll

1.80.1.1 Login into Banner, enter FZRPAYR for Finance
Payroll Load

14 Process Submission Controls GUAPCTL B3.0.2 (PRODY) (il O o o o o o o e e e A 3 S

Privfer.  |DaTABASE ) Special Prin. Lines: Submit Time:

LENGTH. 11 TYPE. Date OR. Required WE. Single

Tranaachion dabe 1or th racoras loaded

M Dhscription: Hoild * Submit
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1.80.1.2  Review Output - Log and Lis file

’g= Saved Output Review GJIREVO 8.6 (PROD)

Process: FZRPAYR ~* Finance Payroll Load Beginning Date Saved: iz
Number: 442567 File Na

Available Files [

Find‘ prod_mnkumbe_fzrpayr_442667 1%

‘Qutput File Name Record Count Date Saved Time Saved
prod_mnkumbe_fzrpayr_442667.lis 10 -2015
prod_mnkumbe_fzrpayr_442567.log 16 25-AUG-2015 121555 PM

) =)

1.80.1.3  Review Lis file - Option; Review Output

Process: WF Finance Payroll Load Beginning Date Saved: liﬁ
Number:  |as2867 [~ File Name: |prod_mnkumbe_fzrpayr_442567 is [~ Lines: 10

Excel file PR150818.csv created in finlog directory.

%k Control Report *#*¥

Payroll File Name: G1FP17_DAFRIN_GFO_FY¥15.txt
Document Code:

Credit Account Code: 203103

Transaction Date: 028-RUG-15

Run Mode: U
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1.80.1.4 Review Log file - Option; Review Output

’_E_Sl_ Saved Output Review GJIREVO 8.6 (PROD)

Process: FZRPAYR F Finance Payroll Load Beginning Date Saved: ’7"_“
Number: 442567 [*|  File Name: |prod_mnkumbe_fzrpayr_442567 log [* Lines: 16

5QL*Plus: Release 11.2.0.1.0 Production on Tue Rug 25 12:15:48 2015

Copyright (c) 1982, 2010, Oracle. RAll rights reserved.

Connected to:

Oracle Database 1lg Enterprise Edition Release 11.2.0.4.0 - 64bit Production

With the Partitioning, OLAP, Data Mining and Real Applicaticn Testing opticns

PL/SQL procedure successfully completed.

Elapsed: 00:00:05.75

12:15:54 30L> Disconnected from Oracle Database 1llg Enterprise Edition Release 11.2.0.4.0 - &4bit Production

With the Partitioning, OLAP, Data Mining and Real Application Testing options

1.80.2 Exhibit AQ: Finance Feed Sweep Process
1.80.2.1  Run FURFEED

Eile Edit Options Block |tem Record Query Tools Help

Process: |FURFEED [~ |Finance Feed Sweep Process Parameter Set: | =]

Printer Control

=] Special Print: Lines: |55 Submit Time:

Printer:

Parameter Values

Number Parameters Values
= [d]
[or ] Report Mode s =]
,F | System ID / Time Stamp PAYROLL

LENGTH: 1 TYPE: Character O/R: Required M/S: Single
S(elect) or Viiew). View runs audit mode; Select is update mode.

JITTT]

Submission

[T Save Parameter Set as Name: Description: 7 Hold ® Submit
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1.80.2.2  Review Output — Log and Lis file

Eile Edit Opfions Block Item Record Query Tools Help
(@vw(E AEEE %9 BEE @ & BRI @ ¢ #&(@0 01X
'78 Saved Output Review GJIREVO 86 (PROD)
Process:  FURFEED ~ |Finance Feed Sweep Process Beginning Date Saved: =
h Lines:

Number: 4472533 A File Name:

Find[prod_mnkumbe_furfeed_442583.1%

Output File Name: Record Count | Date Saved
E prod_mnkumbe furfee: 3 lis 57 o oy
prod_mnkumbe_furfeed_442583.100

5 25-AUG-2015 1221116 PM

() (E]ees)

1.80.2.3  Review Lis file - Option; Review Output

Procoss: | FURFEED = Finance Feed Sweep Process

Numbor:  |s4gs23 (% Pl Name:  [od mambs_ttees 4525838 Linos 7
o8/25,2018 ot FAZE

0340 Finance Feed Sveep Process REPCRT: FURFLE

3TITEY 1D TIMESTRHP Dl DESTRIFTICN RHCUNT ST STATUS

PAYROL IOIS0RASLILSEN PRAS0RL E - FANIFERRED

FEPCRT TOTALE: ny 17 TRARSTERS
/2015 e PRZE: 2

132040 Finatoe Feed Swveep Process REPORT: FURFEED

® * * BEPORT CONTROL INFORMATION ® = »
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1.80.2.4  Review Log file - Option; Review Output

Process: |[FURFEED |~ Finance Feed Sweep Process Beginning Date Saved: | [
Number: 442533 [*|  File Name: |prod_mnkumbe_furfeed_442583 log [* Lines: 5

Starting FURFEED (Release £.5.0.7)

Run Sequence Number:

Connected.

furfeed completed successfully

27 lines written to d:\banjcbs\prod\prod mnkumbe furfeed 442583.1is

1.80.3 Exhibit AR: Interface Process
1.80.3.1 Run Interface Process FGRTRNI

File Edit Options Block [tem Record Query Tools Help

(BB AEAEE 2% @EK Q & RE S HI@ X

78 Process Submission Controls GJAPCTL 8.3.0.2 (PROD)

Process: ‘FGF{THN\ F ‘Interfaoe Process Parameter Set: | [7

Printer Control

Printer:  [DATABASE d Special Print: Lines: |55 Submit Time:

Parameter Values
Number Parameters Values

hd] -]

system D
o0z Dispositon

I8

LENGTH: 8 TYPE: Character O/R: Optional M/S: Multiple
Enter the System 1D(s) to be processed or ALL (or leave blank) to process all.

Submission

[ Save Parameter Set as Name: Description: ' Hold ® Submit
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1.80.3.2 Review Output - Log and Lis file

Eile Edit Options Block |tem Record Query Tools Help

(BovE BEAEE %% BEE @ & @E S <4 H#@10 X

‘78 Saved Output Review GJIREVO 8.6 (PROD)

Process: FGRTRNI * Interface Process Beginning Date Saved: =

Number: 442686 - File Name:

Available Files .-

Fmdlprodimnkum be_fgrtrni_442586.1%

‘Qutput File Name Record Count Date Saved Time Saved
prod_mnkumbe_fgrirmi_442586.lis 3: )15 122519 PM
prod_mnkumbe_fgrimi_442586 log 6 25-AUG-2015 12:25:19 PM

(En) Gares)

1.80.3.3 Review Lis file - Option; Review Output

Tds Eot Opbors Mook em Hecord Queny Tool hHelp

) BOAEE 0 DEE G & BEI S AR X
e Saved vierw GIFREE 8 PROC
Frooess  [Portme = rtwdace Precess Boginning Date Saved
Mumbor  |La2ese = Filo Hame:  |pod_sesuses_ iyt 4426880 =  Lines 0
m 819 L= BTN DATE: I3-ADC-201%
interface Frocess TINE: 12138010 M
FASEr

PROCEASING STROORY:

SLeporlTion Settiegs o Docusmat Count
S ID  TOMOMT Cede MremserValse Pyeuem Tiogw  Puseed Mejecved Suepesses  Towal
’;:‘;;h ___________________________ \ _________________________________________
M & & & .
* Notei Paramater valus eftefed al fuh Lise will aot override the FIMSDIAT setting.

= Legendi SV - Complete; © - Complese) JVA - Approvalsl A& - Approvalr <VI - Incompiete; I - Incomplete
FROCESSING DETAIL:

System 1D Timevtanp Soiunent Nuster Amount Count  Disposition

FAYRILL TR1SDEZS1ILSAY FRISONLE 337 BSuspend
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1.80.3.4 Review Log file - Option; Review Output

File Edit Options Block Item Record Query Tools Help

(Ao B BeAEE ¥ EBEE & S ® T ok | o

"5 Saved Output Review GJIREVO 8.6 (PROD) [

Process: FGRTRNI [7 Interface Process Beginning Date Saved: [_n
Number:  |442586 [+ File Name: |prod_mnkumbe_fartrni_442586.log [+ Lines: &

s @

tarting FGRTRNI (Release 8.10)
Starting FGEABAL (Rel 8.0)...
Run Sequence Number:

Connected.

fgrtrni completed successfully

33 lines written to d:\banjobs\prod\prod mnkumbe fgrtrni_442586.lis

1.80.4 Exhibit AT: Transaction Error Report
1.80.6.1 Run Transaction Error Report FGRTRNR

Eile Edit Opfions Block |tem Record Query Tools Help

(Bl FAAEE % DEE QB BRI T E 4 2@ X

’E_E Process Submission Controls GJAPCTL 8.3.0.

Process: [FGRTRNR | [Transacton Error Report Parameter Set: [~

Printer Control

Printer: DATABASE EI Special Print: Lines: |55 Submit Time:
Parameter Values
Number Parameters Values

K] ]

ERERREEE

Submission

Name: Description: " Hold ® Submit
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1.80.6.2 Review Output - Log and Lis file

File Edit Options Block Item Record Query Tools Help

(BYE BARE %% BEE @ & BB S&HI ¢ £i& @00 X

"5 Saved Oulput Review GJIREVO 8.6 (PROD)

Process: FGRTRNR ¥ Transaction Error Report Beginning Date Saved: =
Number: 442533 ¥  File Name:
Available Files

-

Find|prod_mnkumbe_fgrtmr_442688.1%

‘Qutput File Name
prod_mnkumbe_fgrirnr
prod_mnkumbe_fgrtrnr_:

1.80.6.3 Review Lis file - Option; Review Output

Fia [ Qrtors [ock fem Bacord Query Tools Heb

W0/ 2E88 37 08B @ & BE D

o
D

e = &g X

* Teafrdcton Emor Ragxrt

& : feg Ut_ 'E.l -
Number a0 *  FleName ool sricete i L0SH *  Linex L
= R FEOITDT RO TRARIATIIOR  TREEERITINE TRRRERTT IS
DSER IDENTIFICATION e FRE FM M M DT Pl e g DESCRIFTION
SHETHEE 0 ML a 1 BE-A00-J11% SI1TIONS0NOE Biwwekly FeyFeriod
RRE bR | ERCTMERASTE TE OR-TOHE
A G I PR @S O MT BN AV NS W MO ®RITYRE IR YRR VEEGE B FROTIT
m 1 Mk 5145 € -]
DEPOSET BCOGrY BOGET COEMTT ATRCAL DOCTEENT  KOVAILASCE BLIASTT REOVIRIAL POOL PXCL
FOMMR 1D PEASE DORBATICN FIRIOC DISPOSITION  TYRL CT D Rr EM SERRIDE I G Mo
|
EOET
[RRsd pRit FiEls =T Tt i 4
Begsired srpsaiiatios iy UL, AT oo L]
Sefaslt FLARAD Besed
j=e= et FEM OITI 300 TRARSACTION  TRARSRITION TRARERIT oW
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1.80.6.4 Review Log file - Option; Review Output

|| Oracle Fusion Middleware Forms Services: Open > GIAPCTL - GJIREVO — . —

File Edit Options Block ltem Record Query Tools Help

Process: FGRTRNR FTransacﬂon Error Report Beginning Date Saved- [T
Number:  |442808 [*|  File Name: |prod_mnkumbe_fgrimr_442688 log [+ Lines: 5

Run Sequence Number: =
Starting FGRIRNR (Release £.4.0.1)

Connected.

fgrtrnr completed successfully

93 lines written to d:\banjobs\prod\prod mnkumbe fgrtrnr 4426959.1is

1.80.5 Exhibit AS: Mass Journal Entry Screen

ll et £dit Options Block tem Record Guery Tools Help ORACLE
BYEIBAEE 9% REEH G SIRE DRI G SB1@ 01X

Document Number: ’— B @

Joumal Voucher Document Header Default Values
Transaction Date: li@ Document Total: ’7 Type: ’7@ Description: ’—
CINSF Checking [ Deferred Edit [ Document Text Exisls Bank: [ (]  Deposit )

Budget Period: ’7 Currency: liEl

Joumal Voucher Detail
Debit/

Seq Type Status COA Index Fund Orgn Acct Prog Actv Locn Proj Percent Amount Credit ]

T B T M 2 N N 1 M B 2 N
I I E—1 N

4

T
T
Jim

.

A e e e e e L L A G D
Enter NEXT or leave blank for automatic assignment or enter document number. \ }
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1.80.6 Exhibit AU: Organization Budget Status
1.80.7.1 Enter FGIBDST

File Edit Options Block Item Record Query Tools Help
BVE AEEE ¥0 BEE G I EE TR &
*%3 Organization Budget Status FGIBDST 8.5 (PROD)
Chart |ﬂ—E Organization: E[
Fiscal Year |15 [7] Fund: [ ™
Index: I—EI Program: —E
[ Query Specific Account Account: M|
¥ Include Revenue Accounts Account Type: (d]
navy | (]
Commit Type: S
Account Type Title Adjusted Budget YTD Activity Ci if its Avail
| O \ | \ [ =
| [l \ | \ \
| [l \ | \ \
| L \ | \ \
| [ \ | \ \
| [ \ | \ \
| Ll \ | \ [
[
[
[
| [ \ | \ \
| Cf \ | \ \ =
Net Total: [ [ [ [
1 2 s A [ D i
Chart of Accounts Code; Press LIST for valid codes. |
Record: 11 (. . | Listofvalu... | | <0s8C= ]I

1.80.7.2  Click any tab under the column Title

Maddieware Forms Servaces: Open > FGIBDST |
| £l Ean gotons Block flem Becord Guery Tooks Help
Bl ACEE $0 BEE QS
udget Stakis FGIBDST 85 (PROD) ¥ B L S L LN
chart [ Ovganization: L—':
Fiscal Year  [15 [* Fund: | ¥
[ Program: | [+
Accownt: [ [T
Account Type: |
actiaty. [ (%
Location: | j
Account Type Title Adjusted Budget YTO Addivity Commitments Available Balance
EEE o [Roguer ooy contrung na e I oo om0 -
[tz L [Contruinghatme [ 000
[so0 L [Reguerpayomer [ 000
[Bostns L [meawages 1 [T 000
foostio [ fadunct woges _ [ 00| om
[emtas L [Fedormiwork satyanges | 1 1 200
loosizs [ [Grausts ssssiant wages | [ oo 000
[ L [Femporany haime [ i 000 ]
loos13s  [L [conteuing partame | [ veo]
[eees U [Temporary parttme | [ 000
loastes L [Wnen actushy ampioyed ey [ [ noo]
foostss L [Fermtdime [ | [ neo] -
et Total; [ [
f .
Diun Hem for Debail Count Quen for Oren. Summary. Dus Riec for Encumn. List Iy

Page 189 of 481



UNIVERSITY OF THE DISTRICT OF COLUMBIA
OFFICE OF THE CHIEF FINANCIAL OFFICER

FINANCIAL POLICIES AND PROCEDURES MANUAL

1.80.7.3  Enter the Organization and Index

Ele Bl Opbors Block Mem Beoned Quany Todls Heip
Bl AOBS 3P U686 & & AR B <
T Organizabon Budgel Sibes FOIEDST 55 (PROD
Chari: = Organtzation: [229F | *  LawSchool Adunct . Fall
Fiscal Year 15 |- Fund fom1s 7 Twbon Fund
I zFr ¢ Program (™) = instruchon
ey Specific Account Accounk [
Include Rewenoe Acoounts m" m X
. Activity.
Commit Type: | v Location:
Acceuni Type Tiile Adiprsied Buapot ¥TD Activaiy Ca
EE | Repepeyone I [ oea| 2 =
[eestas L [wnen actaaty empioyed ivagy | [ [ 000
(818 [ [Termtanma [ [T [T 200 080
[0 [ [Payrctosiun | 28| [ 00| [T
[E1m0 L [Fenge enen mpenss | [T aoa|
{517155-. e —— | 0.00| [ 000
|7z U [esoare cormeuton [ T aoa
[rrme o [oc reamseneis [ a0 a0
[ L | [ | [
| [ |
— | [
[ [ [ =
et Total: | 000
il i »
Duip e bov Diatail Count Gusey for Orgn. Summary. Dup Rec for Encum. List |10

1.80.7.4  Click the back button and enter the Organization and
Index

Chat P Organization: 151 [*  sEAS. Adjund.Faa
Fiseal Yoar 5 (7 Fuirsd [122e18 *  Tuioe Funs
[ s [= Progran [0 [*  inssuchon
QY SEDCific Acoun! ST |
inciude Revenue Accourts Account Typay |
Actrvity. [ [=
Commil Type: | k) Location [+
Acoaount Typs Titha Adipinbid Rusdgel WD Activily L= itk
fse [ feose ourcear [ L] oz
[otrat L [when sctusty eminped (W) | [l | asa|
[sroos i [Pyt e | oo | o aee
W10 L [FrrgebereMeserse | [ a0 [0
I;llhw L ;rlht-—-mb-ﬂ:a ¢30[ | c‘:‘ﬁl
(17218 L [Medcars cortuson | aeo| | oo
BEEE L [oCresmberets [T (]
il | | | (
| | [ [
O | [ [
[ | | I
Mot Total [ as0|
Ll {1
A las record
Rarand T I I I | | o
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1.80.7.5  Click the back button and enter the Organization and
Index

IEte Eon Comons Bicx mem Becon Query Tools Hatp
BN SEEE PP BEE G & BE Sl ¢ E8)

Chart h [+ Onganization: [35F  [*  CAS Adunct-Fal
Fistal Year |15 | * Furi: [roswss [= Tumen Fune
e e (= Program: IE [*  instncton
Chmry Specific Acoouand Accotnt |
Irluie Renaifune Accenmls Acansd Tyys |
Activity: [ [=
Commit Type: [0 o Location: | [+
Account Type Title Adjusied Budpet T Activity # il Ausaai abile B,
Tl [ ] | EaE -
L ’L_:Tmuﬂ | w00 e no oo
IFTFTR | Freeyee——r 000 [ am|
WoT1a0 L [soecsiswecsspay | aoa| 200
PTTFTI T "e—— 00| aoa) a0s| T
lrios L [Payvo gemma | 000 am a0o| 2.00
e [ [Frrge benett axperee | G 000
ET18E [ ———ra o0 a0
AATEE ||._ [Medcan contstnuten 2ua | | L1
17230 L [DC Hesth benclis | 200 I oos|
r | |
[l [ [ [ [ = &
Hat Total [ I i | | o
¥

£}
Dup Rem for Detail Counl Query for Qrgn. Summary, Dup Rec for Encemn. List
e [ 0 i

1.80.7 Exhibit AV: Budget Availability Screen
1.80.7.1 Enter FGIBAVL

I [ [
[ [ [
' . !
| | |
1 [ [
| | |
. f f - |
[ [ [ [
[ [ [ [
| [
[ B
I A 5L
[ [
[ [
Tkl T [
] s
Ghart of Accounts. Press LEST for valid codes | ]
Racoed 11 | I estatvan | | «oscs
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1.80.7.2 Enter the Organization and Index

if:a Eon Qptons Biock feen Becord Query Joob Help ORACLE
[Evl Beas »9 @8E @ & A @0 ¢ & @ 0 X
i Bud IAYL 8 & (PROD) ]

Chast: = Fuand. [pac1s = PATHS PROJECT

Fiscal Yoar v ¢ Organteation |10 = MAMAGEMENT MARKETING &INFO SYSTEMS G i B e

e facs - AcEoil o300 = FRAGULE! £y CONEMUNG Nl B

Commi Type. | Progeam [roaram = PATHS 2 INCOME MANTENANCE)

Control Keys —>  Fund: [ucee Organization. 100 Account (2200 Program:

Pl

Account Tise Adtjuraing Busdget FTD Actraty C m.::“

= =

'smo | Admorasl gross. ey 1l . cm: ooz W

] [t pay [ 200

1100 [Puyed detmu w0 [Tl [T [T

B1700 |Fringe beset expense I woa

a0 'muwwm

Tesn [Tescommuncatons o0 o0 [ [T

0 [Recias | ®

71100 :‘Drm'amﬂl-u\w r v

friz00 [Purcrased seraces and contrar| | =]

1m0 Ewm"im -

00 |Subscies sndbanters [ -
| Tokal [
| "
Accaoum Code. Duplicale Bem b view Pending Docusments |
_Recond 1142 I | I 1 | =omes

1.80.7.3 Click the back button and enter the Organization and

|i.u~ Bl Ophons Bock Pem Becord Guary Tows Hel ORACLE
| 0848 s BEE G & BB Dl & | & X
o] 5 & a
‘ Chart = Fund [ams ™ [= TusonFuna
Fiscal Yoar W [* Organization: |11 * | LawSchool Aqundt - Fall ) Docurnent
ey arr [* Acrount fame " Rosguiar pay continuing el e
Commit Type: | -] Program: I.:l& = Insruction
Controd Kiys —= Fumadt .::3'|!. Orpaniration: .az# Acoount '.:uoc Program:
Acoourl Tithe Addjusied Budged WD Activity & Halanon M"
i BI100 Farprod pelead " o aw w
| forme R Yp— | | [ [T
Total [ (]

4|
Account Code. Duplicale Bem lo vew Fending Doouments
Eracars 1L {fenie] | 1 | | arwrs

Page 192 of 481



UNIVERSITY OF THE DISTRICT OF COLUMBIA
OFFICE OF THE CHIEF FINANCIAL OFFICER

FINANCIAL POLICIES AND PROCEDURES MANUAL

1.80.7.4 Click the back button and enter the Organization and

Index
Bee Eot Covons Block flem Becord Guey Toon Mao ORACLE|
Gr0 BEEE 5V DIE @ EBREF G @ X =
Chat [t [ Furkl: [tesis  [* TusonFung
Fiscal Yoar |15 | = Organization: [SF (= SEAS-Adunt- Fall P i
I AEFT hat Account ,aum *  Roguiar pay confinuing full tme
Commit Typh: |1 — Program [l [7 s
Controd Keys —=  Fund: (1318 Organization: 5rl|-=r | Account: [mw | Progam;
Account Titser Adpusted Budge YT Activity o B o
B ey oo ] = Iy
100 [Pwyrol setsa [ am| [ oo Qi
1700 | Frege tenemtaxpanas [ T [ [T
— A ! i 1
[ [
[ [
[ [
[ [
I |
[ [
[ [
[ [
[ [
| [ [
Total: | il | ao]
1| [
fatcount Code. Duphcase Bem lo view Pending Documents. | J
Recorg 14 I | [ | =08

1.80.7.5 Click the back button and enter Organization and Index

foe Eat Optons Block Mlem Becord GQuery Tools Heip ORACLE
BrD REBS Y B8E © & B8 B ¢ 4 F 0 X
15 Budgel Availabiity Staki FEEAVL 8.6 (FROD Al
Chart [t Furd: WEs |7 Tuibon Fuea ‘
Fiscal Year:  [15 | = Organization: [111F = CAS Adunc- Fal Pranding Documents
TN i—s_ﬁﬁ = Account: feewe [*  Roguisr paycontrusng S ame
Cornmil Typa: l 3 o T Program: IBW-_ ¥ ;; L gty
Control Kiya —>=  Fund. | 123115 Organization:  |311F Account [e0x0 Program: |
Ariiant Titbs Aadjuriting Dol YT Aty o it Aosa | 3tlh Bl Dw‘ul:ll'ﬂurl:l
BB Pepaos e =
i~ [Fres—— | o] 000
1000 [Faryrod et [ aoo| ooo] 000 a0
[0 [Fegecenciegense | 1 27 [N :
i | |
— : |
[ [ [ [
- | |
| [ [ [
[ [ [ [
| [ [ i
I [ [ |
o— | "
| [ [ |
Total [ ) [ : [ o] v
i iy
rcoint Coda. Duplicabs Bem fo view Pending Docsments | ]
Record 16 | I | | <pscs
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1.80.8 Exhibit AW: Payments to District

University of the District of Columbia
Payment to the District for Payroll Disbursements Reconciliation

as of 4/8/15

Account Date

Type Document Description

Amount

Group [ PP

Beginning Balance from FY20XX

203105 PR1 PR141001 061920140915 SemiMonthly PayPeriod Group 6, PP 19
203105 PR1 PRC14930 012120141004 Biweekly PayPeriod Group 1, PP 21
203105 PR1 PR141016 062020140930 SemiMonthly PayPeriod Group 6, PP 20
203105 PR1 PRBE14104 012120141004 Biweekly PayPeriod Group 1, PP 21
203105 PR1 PR141031 062120141015 SemiMonthly PayPeriod Group 6, PP 21
203105 PR1 PR141028 012220141018 Biweekly PayPeriod Group 1, PP 22
203105 PR1 PR141117 062220141031 SemiMonthly PayPeriod Group 6, PP 22
203105 PR1 PR141110 012320141101 Biweekly PayPeriod Group 1, PP 23
203105 PR1 PR141125 012420141115 Biweekly PayPeriod Group 1, PP 24
203105 PR1 PR141201 062320141115 SemiMonthly PayPeriod Group &, PP 23
203105 PR1 PR141209 012520141129 Biweekly PayPeriod Group 1, PP 25
203105 PR1 PR141212 GROWUP 2- PP25 Group 2, PP 25
203105 PR1 PR141216 062420141130 SemiMonthly PayPeriod Group 6, PP 24
203105 PR1 YE141212 062420141211 SemiMonthly PayPeriod Group 6, PPYE 2014
203105 PR1 PR141223 012620141213 Biweekly PayPeriod Group 1, PP 26
203105 PR1 YE141223 062420141213 SemiMonthly PayPeriod Group 6, PPYE 2014
203105 PR1 YE141216 062420141212 SemiMonthly PayPericd Group 6, PPYE 2014
203105 PR1 PR150102 060120141215 SemiMonthly PayPeriod Group 6, PR 1
203105 PR1 PR150106 010120141227 Biweekly PayPeriod Group 1, PR1
203105 PR1 PRI150116 060220141231 SemiMonthly PayPeriod Group 6, PP 2
203105 PR1 PR150120 010220150110 Biweekly PayPeriod Group 1, PR2
203105 PR1 PR150202 060320150115 SemiMonthly PayPeried - Partial Group &, PP 3
203105 PR1 PR150203 010320150124 Biweekly PayPeriod Group 1, PP3
Paid to District on XXX
203105 7-Feb-15 PR1 PR150218 010420150207 Biweekly PayPeriod Group 1, PP4
Paid to District on XxX
203105 7-Feb-15 PR1 PR150218 010420150207 Biweekly PayPeriod Group 1, PP4
Paid to District onXXX
203105 PR1 PR150202 080320150115 SemiMonthly PayPericd Group &, PP 3
203105 PR1 PR150217 060420150131 SemiMonthly PayPeriod Group 6, PP 4
203105 PR1 PR150302 080520150215 SemiMonthly PayPeriod Group &, PP 5
203105 PR1 PR150306 Group 2 Pay Period 5 Group 2, PP S
203105 PR1 PR150303 010520150221 Biweekly PayPeriod Group 1, PP S
203105 PR1 PR150316 060620150228 SemiMonthly PayPeriod Group &, PP 6
203105 PR1 PR150317 010620150307 Biweekly PayPeriod Group 1, PP 6
203105 PR1 PR150401 080720150315 SemiMonthly PayPeriod Group & PP7
203105 PR1 PR150331 010720150321 Biweekly PayPeriod Group 1, PP7

Balance as of XXX
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart AA: Accrued Payroll and Due to the District

FLOWCHART AA: ACCRUED PAYROLL AND DUE TO THE DISTRICT OF COLUMBIA

Program Systems Spedalist

Senior
Agcountant

‘Compkete and
subsmit Joureal Entry Enker Jourral Entry
Feclassificatian in Banner
Fam

Financial
Manager

]
s
= |
i
2

g0
<
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LITIGATION CONTINGENCIES

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

Liabilities are accrued for legal actions the University is a party to. The
accrued liability is reported as litigation contingencies is based on
estimates of the payment that will be made up for judgment or resolution
of the claim.

PURPOSE

This directive outlines the policies and procedures for financial reporting
of litigation contingencies which apply to the University of the District of
Columbia.

POLICIES

1.30.1 According to Financial Accounting Standard Board (FASB)
Accounting Standards Codification (ASC) 405 Contingencies
(asc.fasb.org), UDC shall disclose qualitative and quantitative
information about loss contingencies to enable the financial
statement user to understand the nature of the loss contingencies,
potential magnitude, and potential timing.

1.30.2 According to FASB, ASC 405 Contingencies (iasplus.com/en-
us/standards/fasb/liabilities/asc450) states that an estimated loss
from a loss contingency is recognized only if the available
information indicates that it is probable that an asset has been
impaired or a liability has been incurred at the reporting date and
the amount of the loss can be reasonably estimated.

RESPONSIBILITIES
1.40.1 The Accounting Officer is responsible for identifying the amount
used to prepare the journal entries.

1.40.2 The Accountants are responsible for preparing journal entries.

AUTHORIZATION

1.50.1 The Accounting Officer is authorized by the Chief Financial
Officer to view and assess the list of outstanding lawsuits pending
against the University.

PROCEDURES

1.60.1 The Chief Financial Officer receives an email with the outstanding
lawsuits file attached from General Counsel.
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1.60.2 The Chief Financial Officer forwards this email with the file to the
Accounting Officer for review.

1.60.3 The Accounting Officer identifies the amount to be used for the
journal entry by using the equation: beginning balance — probable
minimum balance = amount used to make journal entry.

1.60.4 The Senior Accountant completes a Journal Entry Form for an
increased amount:
e DR Settlement Litigation Contingencies Expense
e CR Claims and Judgment Liability

Note: A reversed journal entry is prepared for a decrease in the
amount.

1.60.5 The Senior Accountant attaches the last page of the UDC
Litigation Contingencies List to the Journal Entry Form and
provides to the Accounting Officer for approval.

1.60.6 The Accounting Officer approves and signs off on the Journal
Entry Form.

1.60.7 The Senior Accountant enters the Journal Entry into Banner and an
email notification is sent to the Accounting Officer indicating a
journal entry is ready for approval.

1.60.8 The Accounting Officer approves the Journal Entry in Banner.

XXXXXXXX.70: INTERNAL CONTROLS
1.70.1 Internal controls applicable to verifying correct amounts are used
when completing the Journal Entry Form
1.70.1.1 The Senior Accountant attaches the last page of the UDC
Litigation Contingence List to the Journal Entry Form for
verification of the amount used.

XXXXXXXX.80 EXHIBITS
n/a
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart AB: Litigation Contingencies

FLOWCHART AB: LITIGATION CONTINGENCIES

Chief Financial
Officer

Accounting Officer

Approve snd sign Approve the Jounmsl
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Page 198 of 481



UNIVERSITY OF THE DISTRICT OF COLUMBIA
OFFICE OF THE CHIEF FINANCIAL OFFICER

FINANCIAL POLICIES AND PROCEDURES MANUAL

COMPENSATED ABSENCES

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

Compensated absences liability refers to the amount the University owes
its employees for leave balances. An example would be unused annual and
sick as of the date of the financial statements.

PURPOSE

This directive outlines the policies and procedures for accounting and
reporting of compensated absences liability which apply to the University
of the District of Columbia.

POLICIES

1.30.1 UDC complies with Governmental Accounting Standards Board
(GASB) Statement 16, Accounting for Compensated Absences, to
measure and report accrued compensated absences liabilities in
their financial statements.

RESPONSIBILITIES
1.40.1 The Accounting Manager is responsible for requesting a Leave
Liability Report from Human Resources (HR).

1.40.2 The Accounting Manager is responsible for sorting the Report
based on short- and long term annual leave.

1.40.3 The Accounting Manager is responsible for determining the FICA
and Medicaid portions.

1.40.4 The Senior Accountant is responsible for preparing the Journal
Entry Form.

1.40.5 The Accounting Officer is responsible for reviewing and signing
the Journal Entry Form.

AUTHORIZATION

1.50.1 The Accounting Manager is authorized by the Chief Financial
Officer to request the Leave Liability Report from HR to identify
the sick and liability balance at year end.

PROCEDURES

1.60.1 The Accounting Manager request from HR a Leave Liability
Report (see Exhibit AX: Leave Liability Report) to identify the
sick and liability balance at year end.
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1.60.2 The Accounting Manager format the Leave Liability Report based
on sick and annual leave.

1.60.3 For annual leave, the Accounting Manager sorts the report by short
term and long term annual leave.

1.60.4 The Accounting Manager determines the FICA and Medicaid
portion by multiplying the liability amount on the Leave Liability
Report by the allocated percentage for FICA and Medicaid.

1.60.5 The Accounting Manager adds the liability amount to the FICA
and Medicaid share tax to final leave liability balance.

1.60.6 The Accounting Manager uses the difference between the current
and previous year liability balance to prepare the journal entry.

1.60.7 The Senior Accountant prepares a Journal Entry Form:
DR Fringe Benefits Expense

CR Short Term Annual Liability or

CR Long Term Annual Liability or

CR Long Term Sick Leave Liability

1.60.8 The Accounting Officer reviews and approves of the Journal Entry
Form.

1.60.9 The Senior Accountant enters the journal entry in Banner.
1.60.10 The Accounting Officer approves of journal entry in Banner.

XXXXXXXX.70: INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring duties are segregated
1.70.1.1 The Accounting Manager determines the balance for
compensated absences, the Senior Accountant prepares
the Journal Entry Form, and the Accounting Officer
reviews and approves the Journal Entry Form.
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XXXXXXXX.80 EXHIBITS
1.80.1 Exhibit AX: Leave Liability Report

FY2014 Liability ~ Banner Balance (FY2013 Difference
Annual Leave - LT (207205)
Annual Leave - ST (207105)
Sick (207210)
Ending Hours Hours Hours Hours Ending
Balance  Earned Taken  Adjusted  Forfeited Balance
EMPLID [~|emPL_RcD [~ Position Title | ~| Department [~ LeaveTyf ~|(Fv13) [~|(Fv14) [~ |(Fv14) [~ (Fr1a) [~|(Fv14) [~|(Fv14) [~] Liability
00012109 0 ASST PROFESSOR CC Division of AHLPS - Faculty Sick
lo0083385 0 COUNSELOR Couns & Student Dev - Staff  Sick
’00062903 0 ASST PROFESSOR CC Div Humanities-Faculty  Sick
’OCK]S&SZS 0 ASST PROFESSOR CAUSES-Arch & UD- Faculty  Sick
f00033717 0 ASSOC PROFESSOR Learning Resources - Faculty Sick
f00005053 3 PROFESSOR SBPA-Mrktg & Legal- Faculty Sick
’00035‘311 0 STAFF ASSISTANT DACSL Dean-staff Sick
f00011977 0 MEDIA TECH Learning Resources - Staff  Sick
To0071746 0 STUDENT SUCCESS SPEC. CEO Comm College- Staff Sick
f00081031 0 Laboratory Technician CAUSES-ESS - Staff Sick
’0(1]78955 0 STUDENT SUCCESS SPEC. WFDLL Student Success-Staff Sick
fo0071789 0 Director, Center for Urban Agr CAUSES-Cntr Urb Agr-Staff  Sick
’OCK]53483 0 ASST PROFESSOR CC Division of AHLPS - Faculty Sick
f00003497 0 PROFESSOR SBPA-Memt Hosp & GS-Facult Sick

XXXXXXXX.90: FLOWCHARTS
1.90.1  Flowchart AC: Compensated Absences

FLOWCHART AC: COMPENSATED ABSENCES

2 = Add the liability
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UNEARNED REVENUE

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

Unearned revenue consists primarily of fees collected in advance for the
fall semester. Tuition and fees are billed and recorded at the beginning of
each term. The University defers a portion of the revenue collected in the
current year for the portion of tuition and fees relates to the subsequent fall
year for the fall semester under this approach, 31% of the tuition for the
fall semester is recorded as revenue in the current year at 69% in the
subsequent year.

PURPOSE

This directive outlines the policies and procedures for financial reporting
of revenues collected in advance (unearned revenue) which apply to the
University of the District of Columbia.

POLICIES

1.30.1 On a Generally Accepted Account Principles (GAAP) basis,
revenue must be recognized in the period in which it is earned.
Therefore, when revenue is collected in advance, the portion
related to future periods must be recorded as unearned revenue, a
liability and recognized as revenue in the period in which the
services are provided. The unearned revenue is considered a
liability because it represents an obligation to perform a service in
the future arising from a past transaction.

RESPONSIBILITIES
1.40.1 The Accountant is responsible for receiving payments via check or
wire for any grant advances.

1.40.2 The Accountants are responsible for preparing Journal Entry
Forms and entering Journal Entries into Banner.

AUTHORIZATION
1.50.1 The Accountant is authorized by the Chief Financial Officer to
received payments for grants and student tuition.

PROCEDURES
1.60.1 The Financial Manager or Accountant receives payment via check
or wire transfer for grant advances.

1.60.2 The Accountant completes a Journal Entry Form
e DR Cash
e Cr Deferred Revenue
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1.60.3 When a receivable has been recorded for the grant, the advance
was received from, the Accountant completes a Journal Entry
Form:

e DR Deferred Revenue
e CR Receivable Billed

1.60.4 On October 1, the Accountant (69% entry) completes a Journal
Entry Form to recognize the revenue related to the portion of
unearned revenue recorded in the prior year for the fall semester,
but earned in the current period:

e DR Deferred Revenue
e CR Tuition Revenue

Note: Banner records the proportionate tuition and fees revenues
earned in the academic semester to which they relate based on the
setup of the detail codes. For fall semester 31%:

e DR Accounts Receivable

e CR Tuition and Fees Revenue

For fall 69%:
e DR Accounts Receivable
e CR Deferred Revenue Other

Summer and spring semester:
e DR Accounts Receivable
e CR Tuition and Fees Revenue

1.60.5 The Senior Accountant logs into Banner and retrieves the General
Ledger to review the feed documents to complete the 69/31 split
analysis.

1.60.6 The Senior Accountant extracts the account details from the
General Ledger for the month of August into an Excel spreadsheet.
The data is sorted by the Account Description.

1.60.7 The Accounting Officer reviews the journal entry and supporting
documents for accuracy and sign off on the journal entry form.

1.60.8 The Senior Accountant enters the Journal Entry into Banner and an

email notification is sent to the Accounting Officer indicating a
journal entry has been entered and is ready for approval.
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1.60.9 The Accounting Officer approved the Journal Entry in Banner.

XXXXXXXX.70: INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring journal entries are pre-
authorized prior to entry into Banner.
1.70.1.1  Senior Accountant records the Journal Entry and the
Accounting Officer approves of the Journal Entry.

XXXXXXXX.80 EXHIBITS
n/a

XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart AD: Unearned Revenue

FLOWCHART AD: UNEARNED REVENUE

Accountant,
Financial
Manager

Senior
Accountant

Accounting
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AGENCY AND OTHER CURRENT LIABILITIES

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

Agency and other current liabilities consist primarily for bookstore
vouchers, student health, and premiums, unapplied cash payments and
financial aid and several clearing accounts. Bookstore voucher liabilities
are used to record financial aid issued to, and utilized by students to
purchase books.

The University requires that all students have health insurance. The charge
is included in their registration fees and a corresponding liability is
recorded. The health insurance is waived of evidence that the student is
covered by another health insurance plan. Unapplied cash and financial
aid liabilities are used for matching accounting transactions in the general
ledger of Banner to transactions interfaced from the subsiding ledger of
Banner (Student module).

Student refunds are posted to the student refunds clearing account, when
processed, then claimed once the money is disbursed. P-cards claiming
accounts is claims accounts for the P-card payments and Third party
contract claiming accounts is claiming account for third party contract
payments.

PURPOSE

This directive outlines the policies and procedures for financial reporting
of agency and other current liabilities which apply to the University of the
District of Columbia.

POLICIES
n/a

RESPONSIBILITIES
1.40.1 The Accounting Officer is responsible for monitoring the activities
of the Balance Sheet on a monthly basis.

AUTHORIZATION

1.50.1 The Accounting Officer is authorized by the Chief Financial
Officer to access Banner to view the activities of the Balance
Sheet.

PROCEDURES

1.60.1 The Accounting Officer logs in Banner and retrieves the Balance
Sheet and details regarding the Agency and Other Current
Liabilities Account Details

Note: On a monthly basis, the Accounting Officers reviews the
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activities of the accounts on the Balance Sheet and checks
for unreasonable activity referencing the Fund and Acct
amounts.

1.60.2 If a discrepancy is observed, the Accounting Officer retrieves the
associated Invoices and Journal Entry forms to verify the validity
of the liability.

XXXXXXXX.70: INTERNAL CONTROLS
1.70.2 Internal controls applicable to verifying the correct entry are
recorded
1.70.1.2 The Accounting Officer monitors the activities of the
Balance Sheet accounts on a monthly basis and checks
for reasonableness.

XXXXXXXX.80 EXHIBITS
n/a

XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart AE: Agency and other Current Liabilities

FLOWCHART AE: AGENCY AND OTHER CURRENT LIABILITIES
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NET POSITION

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

TASK DESCRIPTION

The University’s net position is classified into the following categories:
Investment in capital, restricted: non-expendable, and restricted
expendable. Investment in capital assets consists of capital assets, net of
accumulated depreciation, and outstanding principal balances of debt
attributable to the acquisition, construction or improvement of those assets
and any related deferred outflows of resources.

Restricted: Non-expendable is made of the permanent endowment funds,
the corpus of which many not be expendable. The principal in a permanent
endowment fund can be invested to generate income, but the principal
amount may not be spent. The non-expendable portion of the net position
is the permanent principal that must be retained in perpetuity for the Land
Grant, Endowment and two other small endowments, Department of
Energy and the Kirkman Foundation, and also maintain a quasi-
endowment called the Reinvestment Fund.

Restricted Expendable represents resources that are subject to external
restriction on how they may be used. These externally imposed restrictions
either expire by passage of time or can be fulfilled and removed by actions
of the University. Such restrictions are primarily related to capital projects
and pre- K enhancement.

Unrestricted presents all other net resources available to the University for
general and educational obligations that are not subject to externally
imposed stipulations.

PURPOSE
This directive outlines the policies and procedures for financial reporting
of net position which apply to the University of the District of Columbia.

POLICIES

1.30.1 GASB Statement No. 63 Financial Reporting of Deferred Outflows
of Resources, Deferred Inflows of Resources and Net Position
(gasb.org), indicates that net position, rather than net assets, should
be the residual amount in the equation. Net position should be
displayed in three components: net investment in capital assets,
restricted, and unrestricted. Anything that does not meet the
definition of a net investment in capital assets or restricted
component would be the unrestricted component of net position.
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XXXXXXXX.40:  RESPONSIBILITIES
1.40.1 The Accounting Officer is responsible for identifying the different
components of the net position and to recognize the transactions in
the appropriate net position category.

XXXXXXXX.50:  AUTHORIZATION
1.60.3 The Accounting Officer is authorized by the Chief Financial
Officer to report on the different components of the net position.

XXXXXXXX.60: PROCEDURES
Invested in Capital Assets
1.60.1 The Accounting Officer verifies the balance for invested in Capital
Assets agrees to Capital Assets on the Balance Sheet.

Restricted (Nonexpendable Endowments)

1.60.2 The Accounting Officer identifies the principal balances of the
Land Grant account, Department of Energy account, and the
Kirkman Foundation account and adds the balances together to
derive at the total Investments for Endowments amount.

Restricted Expendable (Capital Projects)
1.60.3 The Accounting Officer logs into CFO$olve and generates all
revenue accounts details for student fees (see Exhibit AF:

Generation of Revenues process).

1.60.4 For the Flagship and Community Center accounts listed below, the
Accounting Officer adds the beginning balance and current revenue
generated during the year derive the amount for capital projects.

Account Number Account Name
501566 Student Center Fee CF
501567 Student Center Fee CS
501568 Student Center Fee CM
501713 Student Center Fee- CCDC CS
501719 Student Center Fee- CCDC CM

Restricted Pre-K Endowments
1.60.5 The Accounting logs into CFO$olve and generates the expenditures
report (See Exhibit AG: Generation of Expenditures process) to
identify the specific expenses amounts related to appropriated funds
101105.

1.60.6 The Accounting Officer creates a Pre-K spreadsheet taking the
difference between the allocated amount of $850,000 and the

Page 208 of 481



UNIVERSITY OF THE DISTRICT OF COLUMBIA
OFFICE OF THE CHIEF FINANCIAL OFFICER

FINANCIAL POLICIES AND PROCEDURES MANUAL

expenses identified on the expenditures report to get the remaining
balances which is used as the restricted amount for the pre- k
endowment.

Unrestricted

1.60.7 The sum of the invested in capital assets and restricted balance less
the net position identified on the Trial Balance is the unrestricted
amount that is reported on the financial statements.

XXXXXXXX.70: INTERNAL CONTROLS
1.70.1 Internal controls applicable to verifying the correct entry is
recorded
1.70.1.1 The Accounting Officer monitors the activities of the
Balance Sheet accounts posted by the Senior Accountant
on a monthly basis and checks for reasonableness.

XXXXXXXX.80 EXHIBITS
n/a

XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart AF: Net Position

FLOWCHART AF: NET POSITION
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OPERATING REVENUES- STUDENT TUITION AND FEES, NET

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

XXXXXXXX.70:

TASK DESCRIPTION

Student tuition and fees revenues are presented net of scholarships and
discounts and doubtful accounts allowances applied to student accounts.
Certain other scholarship amounts are paid directly to or refunded to the
student and are reflected as scholarships and fellowships expenses. Tuition
and fees collected in advance of fall terms are treated as unearned
revenues as of fiscal year end.

PURPOSE

This directive outlines the policies and procedures recording student
tuition and fees (net of scholarships and discounts). These policies apply
to the University of the District of Columbia, Office of the Chief Financial
Officer.

POLICIES
1.30.1 Revenues are reported net of discounts and allowance with the
discount or allowance disclosed on the financial statements.

RESPONSIBILITIES

1.40.1 The Accountant and Senior Accountant are responsible for
performing the bank reconciliations for all cash and investment
accounts and ensuring the balances are accurate and properly
stated on the financial statements.

AUTHORIZATION
1.50.1 The Accounting Officer is authorized by the Office of the Chief
Financial Officer analyzed the Trial Balance on a monthly basis.

PROCEDURES
1.60.1 The Accounting Officer generates the Revenues report from
CFOSolve to identify the student tuition fees, net amount.

Note: The amount reported as scholarships and discounts are
identified on the revenue report with the account description of
tuition adjustment.

INTERNAL CONTROLS
1.70.1 Internal controls applicable to verifying the correct entry are
recorded
1.70.1.1  The Accounting Officer monitors the activities of the
Balance Sheet accounts on a monthly basis and checks
for reasonableness.
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XXXXXXXX.80 EXHIBITS
n/a

XXXXXXXX.90: FLOWCHARTS
n/a
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DEFERRAL OF FALL TUITION REVENUE

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

XXXXXXXX.70:

TASK DESCRIPTION

Deferred revenue generally results when cash is received in advance of
revenue being earned. Deferred revenue is liability on the Statement of
Position until it is earned. Once earned, the liability is reduced and
revenue is recorded in the Statement of Activities. Tuition revenue is
recognized over the course of the term for which it is earned, regardless of
when it is received. Tuition related to the Fall semester is recognized
during July through December.

PURPOSE

This directive outlines the policies and procedures deferral of fall tuition
revenue. These policies apply to the University of the District of
Columbia, Office of the Chief Financial Officer.

POLICIES

1.30.1 Revenue should be recognized based on accrual accounting in
accordance with GAAP. Revenue should be recognized when it
has been earned, regardless of the timing of cash receipts. Revenue
is considered earned when the University has substantially met its
obligation to be entitled to the benefits represented by the revenue.

RESPONSIBILITIES

1.40.1 The Accountant and Senior Accountant are responsible for
performing the bank reconciliations for all cash and investment
accounts and ensuring the balances are accurate and properly
stated on the financial statements.

AUTHORIZATION

1.50.1 The Senior Accountant is authorized by the Office of the Chief
Financial Officer to prepare the journal entries related to deferred
tuition revenue.

PROCEDURES
1.60.1 The Accounting Officer generates the Revenues report from
CFOSolve to identify the student tuition fees, net amount.

Note: The amount reported as scholarships and discounts are
identified on the revenue report with the account description of
tuition adjustment.

INTERNAL CONTROLS
1.70.1 Internal controls applicable to verifying the correct entry are
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recorded

1.70.1.1  The Accounting Officer monitors the activities of the
Balance Sheet accounts on a monthly basis and checks
for reasonableness.

XXXXXXXX.80 EXHIBITS
n/a

XXXXXXXX.90: FLOWCHARTS
n/a
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GRANTS AND CONTRACTS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

TASK DESCRIPTION

Grants and Contracts (noncapital) that are classified as exchange
transactions are reported as operating revenues. Grants and contracts
(capital and noncapital) classified as non-exchange transactions are
reported as non-operating revenues on the financial statements.

PURPOSE

This directive outlines the policies and procedures for requesting and
collected funds related to grants and contracts. These policies apply to the
University of the District of Columbia, Office of the Chief Financial
Officer.

POLICIES

1.30.1 When new grants are received by the University, the Financial
Manager reviews the award documentation and how funds will be
received. The Financial Manager also monitors to ensure timely
collection of funding and follows up as appropriate.

1.30.2 The University records the grants revenues when all applicable
time and eligibility requirements are met. Expenses are recorded as
expenditures are incurred. Expenditure-driven (reimbursement
type) grant revenues are recorded after related expenditures are
incurred and in amounts equals to the expenditures.

1.30.3 The University considers exchange transactions to include charges
for services rendered and the acquisition of goods and services. As
such, if the grant or contract requires services to be rendered by the
University then revenue will be recognized when the services have
been rendered.

1.30.4 GASB Statement No. 24, Accounting and Financial Reporting for
Certain Grants and Other Financial states...

1.30.5 GASB Statement No. 33, Accounting and Financial Reporting for
Non-exchange Transactions states.

RESPONSIBILITIES

1.40.1 The Accounting Officer, Senior Accountant, and Accountant are
responsible for the monitoring and adjustment of the grants and
contracts revenue amounts.

1.40.2 The Financial Manager is responsible for preparing and sending
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timely invoices and providing timely Accounts Receivable funding
for awards involved.

1.40.3 The Accounting Officer is responsible for overseeing and ensuring
the collection of grants funds.

XXXXXXXX.50: AUTHORIZATION
1.50.1 The Accounting Officer is authorized by the Chief Financial
Officer to oversee and ensure the collection of grants funds and
communicates to the grantor when payments or invoicing issues
arise.

XXXXXXXX.60: PROCEDURES
1.60.1 Systemically, expenditures are processed during normal day to day
operations.

1.60.2 The Accounting Officer generates the Revenue report from
CFOSolve (see Exhibit AY: Grants Select Balance Sheet
Accounts) to report the Grants and Contracts revenues
distinguishing between operating and non-operating.

1.60.3 The Pell grant revenues are deducted from the federal grant
revenue account detail be reviewing the drawdowns done
throughout the year.

1.60.4 Systemically, FRRGRNT recognizes revenue and records unbilled
expenses in Banner. The journal entry entered is:
e DR Unbilled Accounts Receivable
e CR Revenue
1.60.5 Systemically, a bill is generated in Banner in FRRBILL screen.
The journal entry entered is:
e DR Billed Accounts Receivable
e CR Unbilled Accounts Receivable

XXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring proper separation of duties
1.70.1.1  The Accounting Officer monitors the grant receivables
balances to ensure that the billing of grant funds
prepared by the Financial Manager is performed and
collections of payments are recorded.
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XXXXXXXX.80 EXHIBITS

1.80.4

Exhibit AY: Grant Select Balance Sheet Accounts

GrantCas = | GrantDescription [+ [FundCed « | FundCodedDescriptian BreEl Account(4) Description | » | BegBal OW(C » | Debits |~ | (Credits) |~ | EndBal OulC T
BFO100 | OC COOPERATIVE EXT. SERWICE 39F14 CES FH0S106  Federal Grant Receivable-unbiled
¥ 105205  Federsl Grant Receiuable-billed
39F15 | CES-CRD F 0SI06  Federal Grant Feceiuable-unbiled
T 05206 Federal Grant Receivable-billed
33612 |CES-CRO ¥ 105205  Feders Grant Feceiusble-billed
39613 | CES-CAD 05205 Federsl Grant Feceiuable-billed
39213 CES ¥ 05205 Federal Grant Receivable-billed
359214 CES ¥ 105205  Feders Grant Feceiusble-billed
§F0200 | SEMIOR COMPANION PROGRAM 32G16 | Senior Companion Nan-Yoluntesrs 05205 Federsl Grant Feceiuable-billed
32013 | Senior Companion Prgram " 05205 Federal Grant Receivable-billed
3204 | Senior Companion Program ¥ {05105 Federsl Grant Feceiusble-urbiled
05205 Federsl Grant Feceiuable-billed
32115 | Senior Companion Program T 05206 Federal Grant Receivable-billed
3206 | Senior Companion Progrsm ¥ 105205  Feders Grant Feceiusble-billed
3211 Senior Companion Frogiam 05205  Federal Grant Receiuable-biled
6F0400  FEDERAL DIRECT LOAN PROGRAM 26019 | FEDERAL DIRECT LOAN PROGRAM " 05205 Federal Grant Receivable-billed
25015 | FEDERAL DIRECT LOAN PROGRAM ¥ 105205  Federsl Grant Feceiusble-billed
6F0450  FEDERAL DIRECT LOWN FROGRANM 63014 | FEDERAL DIRECT LOAN -LAW SCHOOL 05205  Federal Grant Receiuable-biled
83015 | FEDERAL DIRECT LOAN PROGRAM " 05205 Federal Grant Receivable-billed
EF1500 | REHABILITATION CAPACITY BULDING AT 36K12  REHABILITATION CAPACITY BULDIMG AT ¥ 105205  Feders Grant Feceiusble-billed
3EK13  Rehabiitation Capacity Bullding 05205  Federal Grant Receivable-biled
36K15  Rehabiitation Capacity Bullding " 105208 Federal Grant Receivable-biled
EF1700  EDUCATIONAL TALENT SEARCH 21E12 | Educational Talent Search ¥ 105205  Feders Grant Feceiusble-billed
2113 | Educational Talent Search 05205  Federal Grant Receivable-biled
ZIBWM | Educational Talent Search " 105208 Federal Grant Receivable-biled
Z1B15 | Educational Talent Search ¥ 105205  Feders Grant Feceiusble-billed
6F1B00  UPWARD BOUND FROGRAM, VI 2100 | UPWARD BOUND PROGRAM 05205  Federal Grant Receivable-biled
201 TRIO - Upward Bound " 105208 Federal Grant Receivable-biled
2402 | TRIO - Upward Bound ¥ 105205  Feders Grant Feceiusble-billed
21013 | TRIO - Upw ard Bound 05205  Federal Grant Receivable-biled
Zma TRICT =1 e 2ed Fimamd FonsRnR Federal lrant Rersivahle-hilled

XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart AG: Grant and Contract

FLOWCHART AG: GRANTS AND CONTRAC

Banner

Process

Recognize revenue

Generate a bill in

and records unbilled

expenditures daily

expenses

Banner

Accounting
Officer

Generate Revenues
Report from
CFOSolve

Review the
drawdowns done
during the year

Page 216 of 481



UNIVERSITY OF THE DISTRICT OF COLUMBIA
OFFICE OF THE CHIEF FINANCIAL OFFICER

FINANCIAL POLICIES AND PROCEDURES MANUAL

OPERATING REVENUE- SALES AND SERVICES OF EDUCATIONAL
DEPARTMENTS

XXXXXXXX.10:  TASK DESCRIPTION

Sales and Services of Educations Departments are revenue accounts at
UDC. The revenues are related incidentally to the conduct of construction,
research, and public services, and revenues for activities that expected to
provide instructional and elaborating experience for the students that
incidentally create goods and services that may be sold to faculty,
students, staff, and the general public. The accounts are categorized and
the balances are shown on the financial statements. The accounts included
in the Sales and Services of Educational Department are Nursing &allied
health stand training, Nursing assistance, License practical nurse program,
Cont. education-DC small business development, cont. education-
workforce development, CES Homeowners program, UDC Health
Services, Sales SVCS- P Accounts, and Lacrosse (see Exhibit AZ: Trial
Balance- Revenues).

XXXXXXXX.20: PURPOSE
This directive documents the account composition of Sales and Services of
Educational Department.

XXXXXXXX.30: POLICIES
n/a

XXXXXXXX.40: RESPONSIBILITIES
1.40.1 The Accounting Officer, Senior Accountant and Accountant are
responsible for the monitoring and adjustment of the Sales and
Services of Educational Departments accounts.

XAXXXXXXX.50: AUTHORIZATION
n/a

XXXXXXXX.60: PROCEDURES
n/a

XXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring UDC’s approved Chart of
Account is utilized
1.70.1.1 Journal Entry adjustments can only be posted to
accounts configured in Banner in an active status.
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XXXXXXXX.80 EXHIBITS

1.80.1 Exhibit AZ: Trial Balance: Revenues

5C sales and svcs of educational depts
Charges for services

XXXXXXXX.90: FLOWCHARTS
n/a

AfCTyp 1 | AfCTyp 2 | Account 3 | Account 3 Desc | Account 4 | Account 4 Desc

5A Student tuition and fees, net

5C Sales and svcs of educational depts 503001 Mursing 503105 Nursing & allied health stand trng
503001 Mursing 503110 Mursing assistance
503001 Mursing 503115 License practical nurse program
503002 Continuing education 503239 Cont educ - DC small business dev
503002 Continuing education 503254 Cont educ - Wrkforce Developement
503003 Other sales & svcs of educ depts 503315 CES Homeowners program
503003 Other sales & sves of educ depts 503321 UDC Health Services
503003 Other sales & sves of educ depts 503325 Sales & SVCS - P Accounts
503003 Other sales & sves of educ depts 503326 Lacrosse
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OPERATING- AUXILIARY ENTERPRISES

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

TASK DESCRIPTION

An auxiliary enterprise is an entity that exists predominantly to furnish
goods or services to students, faculty, or staff and that charges a fee
directly related to, although not necessarily a result of, the cost of the
goods or services. Auxiliary Enterprise revenues are fees collected from
Athletics, Child Development Center, and Cable and Television. These
accounts roll up when the financial statements are composed (see Exhibit
BA: Other operating revenues: Auxiliary Enterprises).

PURPOSE
This directive documents the account composition of Auxiliary
Enterprises and Other revenues at the University of the District of
Columbia.

POLICIES
n/a

RESPONSIBILITIES

1.40.1 The Accounting Officer, Senior Accountant and Accountant are
responsible for the monitoring and adjustment of the Auxiliary
Enterprises revenue accounts.

XXXXXXXX.50: AUTHORIZATION
n/a
XXXXXXXX.60: PROCEDURES
1.60.1  The Accounting Office generates the Revenues report from
CFOSolve to identify the auxiliary enterprises amount.
XXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring UDC’s approved Chart of
Accounts is utilized
1.70.1.1  Chief Financial Officer reviews and approves the
amounts reported on the financial statements.
XXXXXXXX.80 EXHIBITS
1.80.1 Exhibit BA: Other operating Revenues: Auxiliary Enterprises
ACTyp 1 | ACTyp2 [ Account 3 | Account 3 Desc [ Account 4 | Account 4 Desc

55 Other operating revenue

50 Auxiliary enterprises 15001 Audiary enterprises 515105 Chid development center
15001 Ausdiary enterprises 15110 |Cable television
17001 Other operating revenue 17105 | Athletics fees - miscelaneous
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XXXXXXXX.90: FLOWCHARTS
n/a
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OPERATING- REVENUES OTHER

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

XXXXXXXX.70:

TASK DESCRIPTION
Other Operating Revenues consists primarily of revenues for cable
television, classroom rentals, daily parking, garage income, miscellaneous
revenues, and prior year cost recovery related items.

PURPOSE
This directive documents the account composition of other operating
revenues at the University of the District of Columbia.

POLICIES
n/a

RESPONSIBILITIES

1.40.1 The Accounting Officer, Senior Accountant and Accountant are
responsible for the monitoring and adjustment of the other
operating revenue accounts.

AUTHORIZATION
n/a

PROCEDURES
1.60.1  The Accounting Officer generates the Revenues Report from
CFO$olve to identify the other operating revenues amounts (see
Exhibit BB: Other Operating Revenues).

INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring UDC’s approved Chart of
Accounts is utilized
1.70.1.1 Journal Entry adjustments can only be posted to
accounts configured in Banner in an active status.
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XXXXXXXX.80  EXHIBITS
1.80.1 Exhibit BB: Other operating Revenues

A/CTyp 1 | A/CTyp 2 Account 3 | Account 3 Desc Account 4 | Account 4 Desc
55 Other operating revenue 50 Auxiliary enterprises ’515002 Commission income ’515205 Bookstore commission

515002 Commission income 515210 Food services (canteen)
515003 Facilities rental 515305 Acacia bistro rental
515003 Facilities rental 515315 Classroom rentals
515003 Facilities rental 515325 DC federal credit union
515003 Facilities rental 515340 Large auditorium rentals
515003 Facilities rental 515350 Miscellaneous rentals
515004 Parking garage revenue 515405 Parking garage inc - daily
"515004 Parking garage revenue 515410 Parking garage inc - decals
515004 Parking garage revenue 515420 Contract Parking
517001 Other operating revenue 517115 Career awareness

50 Auxiliary enterprises 517001 Other operating revenue 517125 Consortium library fees

5Q Other operating revenue 517001 Other operating revenue 517140 Miscellaneous
517001 Other operating revenue 517145 Miscellaneous insurance reimb
517001 Other operating revenue ’517155 Prior year cost recovery
517001 Other operating revenue 517160 Senior class
517001 Other operating revenue 517176 Maadi Egypt fee income

XXXXXXXX.90: FLOWCHARTS
n/a
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NON- OPERATING REVENUE- DISTRICT OF COLUMBIA APPROPRIATIONS
(OPERATING SUBSIDY)

XXXXXXXX.10:  TASK DESCRIPTION

At the beginning of each fiscal year the Budget Officer receives a Budget
MARC from the Office of Budget and Planning. The Budget Office along
with the Budget Committee is responsible for distributing the funds to
each Department based on the budget draft completed by each
Department. Once all of the funds have been spent, the Accounting
Officer is responsible for requesting reimbursement from the Office of
Budget and Planning.

XXXXXXXX.20: PURPOSE
This directive outlines the policies and procedures related to the District of
Columbia appropriations (operating subsidy). These policies apply to the
University of the District of Columbia, Office of the Chief Financial
Officer.

XXXXXXXX.30: POLICIES
1.30.1 According to UDC’s handbook (udc.edu) funds are to be expended
only for the purposes and activities covered by the approved
project application and budget and in accordance with the cost
principles delineated in the U.S Office of Management and Budget
Circular (OMB-A21, Cost Principles for Educational Institutions.

1.30.2 According to UDC’s handbook (udc.edu) funds may not be
expended for items not part of the approved budget.

XXXXXXXX.40: RESPONSIBILITIES
1.40.1 The Budget Officer is responsible for receiving the Budget MARC
from the Office of Budget and Planning

1.40.2 The Accounting Officer is responsible for requesting
reimbursement from the Office of Budget and Planning.

1.40.3 The Budget Committee is responsible for producing a budget plan
for each Department.

XXXXXXXX.50:  AUTHORIZATION
1.50.1 The Budget Officer is authorized by the Chief Financial Officer of
the University of the District of Columbia to receive the Budget
MARC for UDC and allot the funds to each Department.
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XXXXXXXX.60:

PROCEDURES

1.60.1

1.60.2

1.60.3

1.60.4

1.60.5

1.60.6

1.60.7

1.60.8

1.60.9

1.60.10

1.60.11

The Budget Officer produce baseline data for the current year
Budget process by:
a. Extracting prior year expenditure reports for all major
units
b. Extracting revenue 2 year forecasts analysis
c. Accounting for the presidential priorities for the current
year
d. List budget pressures such as AFSCME COLA’s,
Student Center, IT etc.

The Budget Officer and President of the University finalize the
Budget committee membership.

The Budget Officer conducts unit reviews to retrieve goals,
assessment reports, prior year expenditure review, and critical
needs of each Vice President and Deans of each Department.

The Budget Officer identifies and incorporates Office of Budget
Formulation Calendar and Guidelines for Non-union COLA'’s, and
Enhancements.

The Budget Officer receives a link (http://cfo.dc.gov/node/289642)
and disc from the Office of Budget and Planning to retrieve the
Budget MARC (see Exhibit BC: Budget MARC) from the
University.

The Budget Committee develops a budget assumption report based
on the Budget MARC.

The Budget Officer develops and distributes forms and instruction
for the units such NPS, PS, Enhancement, new position etc. to each
Department.

The Budget Committee reviews the budget request and
justifications from each Department.

The Budget Officer summarizes the unit budgets and approves
draft budget.

The Budget Officer prepares the final budget and obtains the
President’s approval.

The Budget Committee conducts campus hearings and presents the
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XXXXXXXX.70:

XXXXXXXX.80

budget to the Board of Budget and Finance.

1.60.12 The Budget Officer submits the budget to the Board for final

approval.

1.60.13 The Budget Officer submits final budget to Office of Budget and

Planning and approval by the Mayor and DC Council.

1.60.14 Once all the funds of the Budget MARC are spent, the Accounting

Officer requests reimbursement.

INTERNAL CONTROLS

1.70.1 Internal controls applicable to ensuring a separation of duties

1.70.1.1  The Budget Officer prepares the budget; the Budget
Analyst executes the budget, and the Accounting

Officer request the drawdown of funds.

EXHIBITS
1.80.1 Exhibit BC: Budget MARC

University of the District of Columbia

Subsidy Account
wwwade.cdu
Telephone: 202-174-5000
s Change
FY 3 FY X4 Y mis from
Ihscription Actzal Approved Propncd FY 24

Oporating Bushget

University of the District of Columbia Subsidy Account reflects the
total Local funds transfer to the University of the District of
Columbia to fulfill its operational obligations during the fiscal year.

The agency’™s FY' 2015 proposed udget i presenied in the following ables

FY 2015 Proposed Gross Funds Operating Budget, by Revenue Tvpe

Tabde GeCelk | comtsins the proposed FY 2015 sgency budget compared o the FY 2014 approved budget. ht
also poovides FY 2002 and FY' 2013 actual expendinmes

Tabske C00-1
fuodlars o s b
Clange
sl wimal | Apprewd | Fropesd e Fevoeni
Agppraprisicd Fund ¥y A% ] " Py s e g

A eomrwrad i
Ll Vumehs

Tﬂhlﬂl-ﬂ

Ao B und
v g b e ey sk,

Ntz B applicabl, for 3 braldows of sch Crant (Fodral and Privassl, Spocial Puposs R fvpe and Dntred st
s, phoase rol 0 Schedale 30 Agreo Sememany by Revesss Seacoe @ ta 1Y 00 Operasiag A ppersdion. kcasod on te
Ol oo Wl o e I omuanncianl OWTocen s whste.
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart AH: District of Columbia Appropriations (Operating
Subsidy)

FLOWCHART AH: NON-OPERATING- DISTRICT OF COLUMBIA APPROPRIATIONS

Budget
Committee

i )
Finalize Budget revi 0 retri i e of Receives Budget
. 'i“"‘""“’ beseline Committee , expenditure i MARC from Office of
SISESEE year membership revi 3 r al Budget and Planning
of & ni ideli

Submit final budget
to Office of Budget
and Planning and
approval from
Mayor of DC Council

Budget Officer

Accounting
Officer
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INVESTMENT INCOME

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

Investments are reflected at fair value using quoted marketed prices.
Realized and unrealized gains and losses are included in the Statement of
Revenues, Expenses, and Changes in Net Position as a component of
investment income.

PURPOSE

This directive outlines the policies and procedures investments. These
policies apply to the University of the District of Columbia, Office of the
Chief Financial Officer.

POLICIES

1.30.1 The District requires that all cash be deposited with the District
Treasurer except for endowments and miscellaneous income funds
which are deposited in a post-secondary education fund bank
account. However, the University is allowed to maintain funds
generated from its own operation in separate bank accounts. The
ongoing of Program B are processed centrally by the District.

RESPONSIBILITIES

1.40.1 The Accountant and Senior Accountant are responsible for
performing the bank reconciliations for all cash and investment
accounts and ensuring the balances are accurate and properly
stated on the financial statements.

AUTHORIZATION
1.50.1 The Accounting Officer is authorized by the Office of the Chief
Financial Officer to analyze the Trial Balance on a monthly basis.

PROCEDURES

1.60.1 The Accounting Officer logs in Banner and retrieves the Trial
Balance and details regarding the Investments accounts (see
Endowment Funds and Investment section for detailed journal
entries related to investments.

Note: On a monthly basis, the Accounting Officer reviews the
activities of the accounts on the Trial Balance and checks
for unreasonable activity referencing the Fund and Acct
amounts.

Note: A summary of all the dividend received and interest received
Is summarized and an entry is made in the revenue account
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for the dividend and interest income. The total of the
unrealized gain/loss is also recognized in the Revenue
Account on a monthly basis.

XAXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal controls applicable to verifying the correct entry are
recorded
1.70.1.1  The Accounting Officer monitors the activities of the
Balance Sheet accounts on a monthly basis and checks
for reasonableness.

XXXXXXXX.80 EXHIBITS
n/a

XXXXXXXX.90: FLOWCHARTS
n/a
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GIFTS FOR SCHOLARSHIPS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

XXXXXXXX.70:

XXXXXXXX.80

TASK DESCRIPTION

The accounts that make up gifts for endowed scholarships are
Contributions, AmeriCorps national services, Thurgood Marshall
Foundation, L.E.A.P, General Scholarships, United Planning
Organization, CCDC Emergency Fund, and CCDC Phi Theta Kappa Fund
(see Exhibit BD: Trial Balance- Revenues).

PURPOSE
This directive documents the account composition of gifts for scholarship
accounts at the University of the District of Columbia.

POLICIES
n/a

RESPONSIBILITIES

1.40.1 The Accounting Officer, Accounting Manager, Senior Accountant
and Accountant are responsible for the monitoring and adjustment
of the gifts for scholarships accounts.

AUTHORIZATION
n/a

PROCEDURES
n/a

INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring UDC’s approved Chart of
Accounts is utilized
1.70.1.1  Journal Entry adjustments can only be posted to
accounts configured in Banner in an active status.

EXHIBITS
1.80.1 Exhibit BD: Trial Balance Revenues- gifts for endowed scholarships

ATy 1

| ACTyp2 | Account 3 | Account 3 Desc | Account 4 | Account 4 Desc

5V Investmentincome

5 Gifts for endowed scholarships F24001 | Gifts for endowed scholarships St
24001 | Gifts for endowed scholarships Fat
2401 Gifts for endowed scholarships B4
24001 | Gifts for endowed scholarships Fuia
T24001 | Gifts for endowed scholarships By
24001 | Gifts for endowed scholarships Saats
%24001 | Gifts for endowed scholarships Faats
24001 | Gifts for endowed scholarships Sz

Contrbutions

AmeriCorps national services
Thurgood Marshal Foundation
LEAPR

General Scholarships

United Planning Organization
CCOC Emergency Fund

(COC Phi Theta Kappa Fund
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XXXXXXXX.90: FLOWCHARTS
n/a
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FEDERAL NON- OPERATING GRANTS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

TASK DESCRIPTION

Grants and Contracts (noncapital) that are classified as exchange
transactions are reported as operating revenues. Grants and contracts
(capital and noncapital) classified as non-exchange transactions are
reported as non-operating revenues on the financial statements.

PURPOSE

This directive outlines the policies and procedures for requesting and
collected funds related to grants and contracts. These policies apply to the
University of the District of Columbia, Office of the Chief Financial
Officer.

POLICIES

1.30.1 When new grants are received by the University, the Financial
Manager reviews the award documentation and how funds will be
received. The Financial Manager also monitors to ensure timely
collection of funding and follows up as appropriate.

1.30.2 The University records the grants revenues when all applicable
time and eligibility requirements are met. Expenses are recorded as
expenditures are incurred. Expenditure-driven (reimbursement
type) grant revenues are recorded after related expenditures are
incurred and in amounts equals to the expenditures.

1.30.3 The University considers exchange transactions to include charges
for services rendered and the acquisition of goods and services. As
such, if the grant or contract requires services to be rendered by the
University then revenue will be recognized when the services have
been rendered.

1.30.4 GASB Statement No. 24, Accounting and Financial Reporting for
Certain Grants and Other Financial states...

1.30.5 GASB Statement No. 33, Accounting and Financial Reporting for
Non-exchange Transactions states.

RESPONSIBILITIES

1.40.1 The Accounting Officer, Senior Accountant, and Accountant are
responsible for the monitoring and adjustment of the grants and
contracts revenue amounts.

1.40.2 The Financial Manager is responsible for preparing and sending
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timely invoices and providing timely Accounts Receivable funding
for awards involved.

1.40.3 The Accounting Officer is responsible for overseeing and ensuring
the collection of grants funds.

XXXXXXXX.50: AUTHORIZATION
1.50.1 The Accounting Officer is authorized by the Chief Financial
Officer to oversee and ensure the collection of grants funds and
communicates to the grantor when payments or invoicing issues
arise.

XXXXXXXX.60: PROCEDURES

1.60.1 Systemically, expenditures are processed during normal day to day
operations.

1.60.2 The Accounting Officer generates the Revenue report from
CFOSolve (see Exhibit BE: Grants Select Balance Sheet Accounts)
to report the Grants and Contracts revenues distinguishing between
operating and non-operating.

1.60.3 The Pell grant revenues are deducted from the federal grant
revenue account detail be reviewing the drawdowns done
throughout the year.

1.60.4 Systemically, FRRGRNT recognizes revenue and records unbilled
expenses in Banner. The journal entry entered is:
e DR Unbilled Accounts Receivable
e CR Revenue
1.60.5 Systemically, a bill is generated in Banner in FRRBILL screen.
The journal entry entered is:
e DR Billed Accounts Receivable
e CR Unbilled Accounts Receivable
XXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring proper separation of duties
1.70.1.1  The Accounting Officer monitors the grant receivables
balances to ensure that the billing of grant funds
prepared by the Financial Manager is performed and
collections of payments are recorded.
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XXXXXXXX.80 EXHIBITS

1.80.1 Exhibit BE: Grant Select Balance Sheet Accounts

GrantCac = | GrantDescription |+ | FundCod - | FundCodedDescription | | Account | T Account [4) Description  + | BeaBal Orl(C - | Debits | = | [Credits] | » | EndBal OrlC-T
EFO0M00  OC COOPERATIVE EXT. SERVICE 33F14 CES 105106 Federal Grant Receivable-unbilled
105206 Federal Grant Receivable-billed
105106 | Federal Grant Receivable-unbilled
105206 Federal Grant Receivable-billed
105206 Federal Grant Recsivable-biled
05206 Federal Grant Receivable-billed

3915 CES-CRD

39E12  CES-CRD
3913 CES-CRO

3313 CES 105206 Federal Grant Receivable-billed
33714 CES 105206 Federal Grant Receivable-hilled
GFO200  SEMIOR COMPAMNION PROGRAM 32616 Senior Companion Mom-Volunteers 105206 Federal Grant Receivable-billed

105206  Federal Grant Receivable-hilled
105108 Federal Grant Receivable-unbilled
105206 Federal Grant Receivable-billed
105206 Federal Grant Receivable-billed
105206 Federal Grant Recsivable-biled
05206 Federal Grant Receivable-billed

32013 | Senior Comparion Proram
3204 Senior Companion Program

32ME | Senior Companion Program
3206 | Seniar Companion Frogram
3021 Senior Companion Program

GF0400  FEDERAL DIRECT LOAN PROGRAM 26014 FEDERAL DIRECT LOAN PROGRAM 105206 Federal Grant Receivable-billed
26015 FEOERAL DIRECT LOAN PROGRAM 105206 Federal Grant Receivable-hilled
GF0450  FEDERAL DIRECT LOAN PROGRAM 83014 FEDERAL DIRECT LOAN -LA%W SCHOOL 105206 Federal Grant Receivable-billed
§3015  FEDERAL DIRECT LOAN PROGRAM 105206 Federal Grant Receivable-billed
EFIE00  REHABILITATION CAPACITY ELILDING AT 36K1Z2 REHABILITATION CAPACITY BUILDING AT 105206 Federal Grant Receivable-billed

SEK13 Rehabilitation Capacity Building

3EKIS  Rehabilitation Capacity Buiding
GF1700  EDUCATIOMAL TALEMT SEARCH 21812 Educational Talent Search

21813 Educational Talent Search

21814 Educational Talent Search

21615 Educational Talent Search
EF1800  UPWARD BOUND PROGRAM, I 21010 UPWARDEBOUND PROGRAM

210M TRIO - Upward Bound

2102 TRID - Upward Bound

21013 TRIO - Upward Bound

21014 TRIO - Usward Bound

105206 Federal Grant Receivable-billed
105206 Federal Grant Receivable-billed
105206 Federal Grant Recsivable-biled
05206 Federal Grant Receivable-billed
105206 Federal Grant Recsivsble-billed
105206  Federal Grant Receivable-hilled
105206 Federsl Grant Recsivsble-billed
105206 Federal Grant Receivable-billed
105206 Federal Grant Receivable-billed
105206 Federal Grant Receivable-billed
105206 | Federal Grant Receivabla-billed

L T T T T T T T T T T [ I I T T T T T T T T I T T R I I

XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart Al: Federal Non-operating Grants

ART Al: FEDERAL NON-OPERATING GRANTS

Recognize revenue

. B ey Generate a killin
expenditures daily " Banner

Process

Banner

Reniew the
drawdowns done
during the year

Officer

Accounting
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NON- OPERATING - CAPITAL APPROPRIATIONS (CAPITAL SUBSIDY)

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

The District of Columbia appropriates funds to the University on an
annual basis. Appropriations are recognized as revenue/ receivable in
general. A receivable is established at the time an invoice is submitted to
the District for which payment has not been recorded.

PURPOSE

This directive outlines the policies and procedures for Capital
Appropriations. These policies apply to the University of the District of
Columbia, Office of the Chief Financial Officer.

POLICIES
1.30.1 Revenues are recorded at the time payment has been received by
the District/ Office of Budget and Planning (OBP)

RESPONSIBILITIES
1.40.1 The Senior Accountant is responsible for completing the Journal
Entry form.

1.40.2 The Senior Budget Analyst is responsible for generating the
FRRBDSC report in Banner.

1.40.3 The Accounting Officer is responsible for approving the Journal
Entry form and Journal Entry in Banner.

AUTHORIZATION

1.50.1 The Accounting Officer is authorized by the Chief Financial
Officer and UDC to request reimbursement for the capital
appropriations.

PROCEDURES

1.60.1 Upon receipt of payment from the Office of Budget and Planning,
the Senior Accountant prepares a Journal Entry Form:
e DR Cash
e CR Due from the District

1.60.2 The Accounting Officer signs and approves the Journal Entry
form.

1.60.3 The Senior Accountant enters the Journal Entry into Banner and an

email notification is sent to the Accounting Officer indicating a
journal entry has been entered and is ready for approval.
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1.60.4 The Accounting Officer approves the Journal Entry in Banner.

XXXXXXXX.70: INTERNAL CONTROLS
1.70.1 |Internal controls applicable to ensuring Journal Entries are
authorized prior to entering into Banner.
1.70.1.1  All journal entries must be supported by the appropriate
documentation justifying the transaction.

1.70.1.2  All journal entries must be approved and signed by the
Accountant, Senior Accountant and Accounting
Officer prior to entering into Banner.

1.70.2 Internal controls applicable to documentation retention of
approved Journal Entry forms.
1.70.2.1 All Journal Entries are scanned to the shared drive
along with the associated supporting documentation by
the Senior Accountant.

XXXXXXXX.80 EXHIBITS
n/a

XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart AJ : Capital Appropriations (Capital Subsidy)

FLOWCHART AJ: NON- OPERATING CAPITAL APPROPRIATION (CAPITAL SUBSIDY)

Upon receipt of
payment from the
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OPERATING EXPENSES - SALARIES AND BENEFITS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

XXXXXXXX.70:

TASK DESCRIPTION

Salaries and Benefits expense accounts include the personnel services and
fringe benefits accounts. Budget reclassifies any account that hit the
payroll default account and the Accountant prepares the journal entry upon
request for reclassification. The accounts that are included in Fringe
benefit expense are Fringe benefits-current personnel, social security
employer, employee tuition remission, accident death and
dismemberment, health insurance waiver, group life benefits, retirement
contribution- FICA, retirement contribution- teachers, retirement
contribution- judicial, retirement contribution- civil service, vision
(optical) benefit, dental benefit, prepaid legal, Medicare contribution,
retirement, DC metro benefits, DC Health benefits, and misc. fringe
benefits (see Exhibit BF: Trial Balance Expenditures: Salaries and
Benefits).

PURPOSE
To document the account composition of Salaries and Benefits expense
accounts at the University of the District of Columbia.

POLICIES
n/a

RESPONSIBILITIES

The Accounting Officer, Senior Accountant and Accountant are
responsible for the monitoring and adjustment of the Salaries and Benefits
expense accounts.

AUTHORIZATION
n/a

PROCEDURES
1.60.2  The Accounting Officer generates the Expenditures report from
CFOSolve to identify the Salaries and Benefits expenses amount.

INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring UDC’s approved Chart of
Accounts is utilized
1.70.1.1 The CFO reviews and approves amounts reported on
the financial statements.
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XXXXXXXX.80

EXHIBITS

Exhibit BF: Trial Balance Expenditures: Salaries and Benefits

AIC Tup 1 I AICTup 2 I Account 3 I Account 3 Desc I Account 4 I Accountd Desc
B0 Perzonnel services BC Regular Pay - Continuing Full Time *B03001 Regular pay continuing full time 'BO311S Continuing full time
B6C Regular Pay - Continuing Full Time
EE Regular Pay - Other FE0S001 Regular pay other 505105 Staffwages
BOSTI0 Adjunct wages
B0S1z0 Federalwark study wages
605125 Graduate assistant wages
05130 Temparary full time
05135 Continuing part time
05140 Temparary part time
05145 ‘when actually emploved [WAE)
"BO5150 Term full time
05155 Other regular pay
6E Regular Pay - Other
BG Additional Gross Pay BOT00 Additional gross pay 50705 Faculty overloads
BOTS Shift differential
507120 Administrative premium
BOT1Z5 Terminal leave
507130 Haliday pay
BOT135 Sunday pay
BOT140 Special aw ards pay
07145 Borus pay
07155 Sewerance pay
6G Additional Gross Pay
Bl Owvertime Pay E03001 Cvertime pay 503105 Overtime pay
AfCTyp 1 AfCTyp 2 | Account 3 | Account 3 Desc | Account 4 | Account 4 Desc
&K Payroll Default 611001 Payrall default ‘611105 Payroll default

60 Personnel services
65 Fringe benefits

XXXXXXXX.90:

6K Payroll Default
Personnel services

&Q Fringe benefits B17001

FLOWCHARTS

Fringe benefit expense

B17105 Fringe benefits - current personnel
B17115 Social security employer

B17120 Employee tuition remission

17130 Accident death and dismemberment
517150 Health insurance waiver

617155 Group life insurance

%17160  Health benefits

17165 Retirement contrib - FICA

B17170 Retirement contrib - teachers
B17175 Retirement contrib - judidal
517135 Retirement contrib - dvil svc
B17195 Vision (optical) benefit

'%17200  Dental benefit

B17210 Prepaid legal

517215 Medicare contribution

617220 | Retirement

17225 DC Metro benefits

17230  DC Health benefits

B17235 Misc fringe benefits
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OPERATING EXPENSES- SCHOLARSHIPS AND FELLOWSHIPS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

XXXXXXXX.70:

TASK DESCRIPTION

Scholarships and Fellowships expenses include all subsidies and transfers
of scholarships and fellowships. These accounts are composed of the
Student stipends- travel, meals, and supplies, Indirect Cost expense,
tuition, and scholarships. Student tuition and fees revenue are presented
net of scholarships and doubtful accounts allows applied to student
accounts. Certain other scholarships amounts are paid directly to or
refunded to the student are reflected as scholarships and fellowships
expenses (see Exhibit BG: Trial Balance Expenditures: Scholarships and
Fellowships).

PURPOSE
This directive documents the account composition of Scholarship and
Fellowships expense accounts at the University of the District of
Columbia.

POLICIES
1.30.1 For GAAP reporting purposes, the University must report the
amount of financial aid the student received in excess of the
tuition and fees and auxiliary enterprise fees as scholarships and
fellowships expense.

1.30.2  Revenues are reported net of discounts and allowance with the
discount or allowance disclosed in the financial statements.

RESPONSIBILITIES

The Accounting Officer, Senior Accountant and Accountant are
responsible for the monitoring and adjustment of the Scholarships and
fellowships expense accounts.

AUTHORIZATION
n/a

PROCEDURES
1.60.1  The Accounting Officer generates the Expenses Report from
CFOS$olve to report the Scholarships and Fellowships expenses

INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring UDC’s approved Chart of
Accounts is utilized
1.70.1.1 Journal Entry adjustments can only be posted to
accounts configured in Banner in an active status.
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XXXXXXXX.80 EXHIBITS
1.80.1 Exhibit BG Trial Balance Expenditures: Subsidies and transfers
ACTyp 2 I Account 3 | Account 3 Desc | Account 4 | Account 4 Desc
7Y Subsidies and transfers 725001 Subsidies and transfers 725105 Student Stipends

XXXXXXXX.90:

725106 Student Stipends-Travel
725107 Student Stipends-Meals
725108 Student Stipends-Supplies
725110 Indirect Cost Expense
725115 Tuitien

725116 Scholarships

FLOWCHARTS
n/a

Page 239 of 481



UNIVERSITY OF THE DISTRICT OF COLUMBIA
OFFICE OF THE CHIEF FINANCIAL OFFICER

FINANCIAL POLICIES AND PROCEDURES MANUAL

OPERATING EXPENSES- CONTRACTUAL SERVICES, SUPPLIES, AND OTHER

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

XXXXXXXX.70:

TASK DESCRIPTION

Contractual Services, supplies, and other expenses include Account Type
7A Supplies and other operating materials. The account descriptions are
supplies, dues, memberships and licenses, printing and duplication,
operation and maintenance of plant, other general expenses, service
department charges, printing and duplicating, and operation and
maintenance of plant. It also includes Account type 7K- Other charges and
services, 7M- Contractual services, 7Q- Capital expenditures, Bad Debt-
Expense not Expenditure, and Settlement/ Litigation Contingency. The
Account descriptions are travel and meetings, dues, memberships and
licenses, equipment, furniture maintenance and repair, Professional
services, Advertising, and Postage & shipping, capital expenditures, other
non-capital equipment, Purchased services and contracts. These accounts
less Account type 9A- Expended for capital assets is the amount rolled up
on the financial statements (see Exhibit BH: Contractual Services,
Supplies, and other).

PURPOSE
This directive documents the composition of Contractual services,
supplies, and other expenses accounts at the University of the District of
Columbia.

POLICIES
n/a

RESPONSIBILITIES

1.40.1 The Accounting Officer, Senior Accountant and Accountant are
responsible for the monitoring and adjustment of the Contractual
services, supplies, and other expenses accounts.

AUTHORIZATION
n/a

PROCEDURES
n/a

INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring UDC’s approved Chart
of Accounts is utilized
1.70.1.1 CFO reviews and approves amounts reported on the
financial statements.
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XXXXXXXX.80 EXHIBITS
1.80.1  Exhibit BH: Trial Balance Expenditures: Contractual Services,
Supplies, and Other

AfCTyp 1 AfCTyp 2 | Account 3 | Account 3 Desc | Account 4 | Account 4 Desc

70 Mon-personnel services 7A Supplies and other operating 01001 Materials and supplies 701105 Art supplies

701110 Athletic supplies
01115 Audio visual supplies
01120 Books
701125 Botted water
"701130  Copier supplies
701135 General supplies
701140 Instructional materizls
701145 Labaratary supplies
701150 Music supplies
F/01155  Office supplies
701160 Promotions & gifts
701185 Research materials
01170 Trophies and awards
01172 Clothing and Maintenance
701173 Custodial and Maintenance
01175 Educational supplies
701178 Food provision
01177 General
01180 Medical and laboratory supplies
701181 Recreational

701002 Dues, memberships and licenses 701205 Certificate fees
01210 Membership dues and subscriptions
701215 MNetwork usage and maint fees
701228  Licenses and Fees

A/CTyp 1 ACTyp 2 Account 3 Account 3 Desc | Account 4 | Account 4 Desc

701003 Printing and duplication 701305 Printing
701310 Binding
701315 Preprinted stationery and forms
701320 Publications
701325 Yearbook

701007 Operation and maint of plant 701705 Campus signs
701707 Permits (Not otherwise classified)
701710 Electrical services and supplies

701720 Facilities and plant equip maint
701725 Facilities supplies
701730 HVAC equip and service contracts

701735 Landscaping and horticultural sves
701745 Uniforms services and supplies
701008 Other general expenses 701805 Miscellaneous expense
701000 Service department charges 701005 Copy center charges
701910 Bookstore charges
711009 Printing and Duplicating 711015 Printing
711930 Publications
711010 Operation and Maintenance of Plant 711960 Facilities maintenance

711965 Facilities supplies

7A  Supplies and other operating
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AIC Tup 1 I AIC Tup 2 I Account 3 I Account 3 Desc I Account 4 I Account d Desc
TE. Other charges and services Frnm Travel and meetings s Emplavee recruitment travel
R ] Ledging
Fr11IS Meals and food - external
Frit1z0 Meals and foad - internal
s Meetings and travel
P2y Travel, Lacal
Tz Travel, Out OF City
a0 Transpoartation
s ‘warkshop and conf registration
FraEs Emplovee Training, &l Tupes
Az Travel- non emploves
711135 Travel Advance
ooz DOuesz, memberships and licenses Fr11205 Cerificate fees
210 Membership dues and subscriptions
s Metwark usage and maint fees
Frizzn Periadical licenses & subs
Fr1z30 Accreditation fees
Fr11235 Tanes
Fri236 Lizcenses and Fees
003 Equip. furniture maint and repair 1305 \ehicle supplies, maint and repair
310 Audio visual equip maint and repair
F31s Equipment maint and repair
a1 Other maint and repair
Fr00s Prafeszsional services Frman Situdent Suppart - Stipends
Fr11505 Audit contracted services
Fs10 Contracting and consulting services
Fr1515 Legalfees
Frsz0 Paost Emplayment Benefits
A/CTyp1 ACTyp 2 Account 3 | Account 3 Desc | Account 4 | Account 4 Desc
7M  Contractual services 713001 Purchased services and contracts 713105 Bank charges and fees
713110 Billing and collection services
713115 Contracted temporary help
713120 Copyright charges and fees
713125 Equip and software maint contract
713130 Food services contract
713135 Honoraria
713140 Insurance services
713145 Interlibrary loan services
713150 Investment expenses
713155 Photography
713158 Amusement & Entertainment
713160 Student credentialing
713165 Contractual Services - Other
7M Contractual services
A/CTyp 1 | ACTyp 2 | Account 3 Account 3 Desc | Account 4 Account 4 Desc
7Q Capital expenditures 717001 Capital expenditures 717110 Library holdings -capitalized
717115 Furniture and fixture -capitalized
717120 Equip and machinery -capitalized
717135 Constr in prog (CIP) -capitalized
717003 Other non-capital equipment 717305 Telephone equipment
717310 Office furniture
717315 Instructional equipment
717320 Computer equipment
717325 Computer software
717330 Equipment - less than $5,000

7Q Capital expenditures

XXXXXXXX.90: FLOWCHARTS

n/a
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OPERATING EXPENSES- UTILITIES AND OTHER

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

XXXXXXXX.70:

TASK DESCRIPTION
Utilities and other expense accounts include 7C- Utilities accounts, 7E-
telecommunication accounts, 7G- Rental accounts, 71- Janitorial accounts,
70- Security accounts. Utilities and other also includes depreciation
account and fixed assets accounts (see Exhibit BI Expenditures- Operating
Accounts: Utilities and other).

PURPOSE
This directive documents the account composition of utilities and other
expenditures at the University of the District of Columbia.

POLICIES
n/a

RESPONSIBILITIES

1.40.1 The Accounting Officer, Senior Accountant and Accountant are
responsible for the monitoring and adjustment of the utilities and
other accounts.

AUTHORIZATION
n/a

PROCEDURES
1.60.1  The Accounting Officer generates the Expenditure report in
CFO$%olve to identify the Utilities and other expense amounts.

INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring UDC’s approved Chart
of Accounts is utilized
1.70.1.1 The CFO reviews and approves the amounts reported
on the financial statements.
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XXXXXXXX.80 EXHIBITS

1.80.1  Exhibit Bl: Expenditures- Operating Accounts: Utilities and Other

AIC Tupd I AICTup 2 I Account 3 I Account 3 Desc I Account 4 I Account 4 Desc

TC Lhilities 0300 Ltilitie= 0300 Lhtilitie=, Electric, Gas & 'water
"T03103 Gas, Matural (For Vehicls Fuel)
"T03105 Gas [natural)
FrO03T0 Electic
Frats ‘Water and sewerage

TC Lhilities

TE Telecommunications Fros001 Telecommunications TS0 Cable services
Fr0s10 Internet services
FrsTIs Long distance services
Frs1z0 Telecommunic ation supplies
Fr0S12s Telephone charges

TE Telecommunications

TG Rentals Frovom Leaszes andrentals Frvi0s Buildirg rental
FroTn Copier lease and rental
TS Cither lease and rental
07120 ehicle lease and rental

Tz Equip and machine lease and rental
"roTizz Furn and Fistures leasze and rentals
TG Rentals
Tl Janitorial 703001 Janitarial 703105 Janitarial services

Froatin Jamitarial supplies
"T0ats Trash and waste remowal

Tl Janitorial

TO Security Frs0m Security Frs10s Security
Fr2e00 Morn-Cash Expenses Fr2E1I0 Depreciation-Exp not Expenditure

AXXXXXXXX.90: FLOWCHARTS
n/a
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OPERATING EXPENSES - DEPRECIATION

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

Capital assets are recorded at historical cost (the amount you paid for the
item, or the amount it cost to build the capital asset), measured net of
accumulated depreciation. Depreciation is a way of allocating the cost of
capital assets over the useful life of those assets. It is an expense and
therefore it reduces the net assets of the University (see Capital Assets
Manual) for the recording of the depreciation expense in the Banner Fixed
Asset System.

Depreciation is an expense that is recorded on the Statements of Revenues,
Expenses, and Changes in Net Position, but unlike other expenses it does
not represent an outflow of cash from the University; i.e. it is an expense
only on paper. Depreciation is also recorded on the Statement of Cash
Flows.

PURPOSE

This directive documents the policies and procedures for recording
depreciation expense on the financial statements at the University of the
District of Columbia.

POLICIES

1.30.1 In accordance with generally accepted accounting principles
(GAAP), depreciation is calculated and maintained by the
University for each asset by asset type, and total depreciation
expense is reported each year. Accumulated depreciation is
summarized and reported for GAAP purposes annually.

RESPONSIBILITIES

1.40.1 The Accountant is responsible for reviewing the posting of
depreciation recorded by the Banner Fixed Asset.

1.40.2 The Accounting Officer is responsible for recording depreciation
expense on the financial statements.

AUTHORIZATION
n/a

PROCEDURES
1.60.1 See Capital Assets Manual for recording of depreciation
expense in the Banner Fixed Asset System.

1.60.2 The Accounting Officer generates the Expense detail report
from CFO%olve to report the depreciation expense amount.
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XAXXXXXXX.70: INTERNAL CONTROLS
1.70.1 Internal controls applicable to verifying the depreciation expense
balances recorded
1.70.1.1  The Accounting Officer monitors the activities of the
depreciation expense balance on a monthly basis and
checks for reasonableness.

XXXXXXXX.80 EXHIBITS
n/a

XXXAKXXXX.90: FLOWCHARTS
n/a
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TRAVEL EXPENSES

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

TASK DESCRIPTION

University of the District of Columbia staff, faculty and students are
occasionally required to travel for official business reasons on behalf of
UDC. Official travel must be authorized and approved by the Provost and
Dean of Vice President. Requests must be submitted to the Budget Office
at least 21 days prior to travel in order to be advanced prior to the
departure date.

PURPOSE

This directive outlines the policies and procedures on travel which apply
to the University of the District of Columbia, Office of the Chief Financial
Officer.

POLICIES

1.30.1 All travel expenditure reports and original copies of supporting
receipts must be submitted to Budget Office within 21 days of the
designated travel date.

1.30.2 Travel Authorization Form is required before travel is permitted.

1.30.3 Employees and students are required to submit a Travel and
Related Expense Voucher 7-10 days after their return date to
receive reimbursement.

1.30.4 The UDC DCMR (442.2) states that “..only travel expenses
essential to the transaction of official business shall be
reimbursed.”

1.30.5 Authorized reimbursable expenses for travel over 50 miles is
limited to Ground Transportation (Taxi/Shuttle), Airport parking,
Mileage to/from Airport, Mode of Transportation (if not
advanced), Hotel (if not advanced), Car Rental (Preapproval),
Meal per Diem (if not advanced), Baggage Fees and Tolls.

1.30.6 Authorized reimbursable expenses for local travel (under 50 miles)
are limited to Registration/Conference Fees and Parking or Metro
transportation.

RESPONSIBILITIES

1.40.1 The Accounts Payable Specialist is responsible for processing
travel-related payment request in a timely manner.
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1.40.2

The Accounts Payable Supervisor is responsible for monitoring the
travel-related payment requests processed by the Account Payable
Specialist to ensure quality of work and accuracy of the
processing.

XXXXXXXX.50: AUTHORIZATION

1.50.1

All travel advance and reimbursement forms must be authorized by
the Provost or CEO of Community College and Dean of Vice
President with the exception of students.

XXXXXXXX.60: PROCEDURES

1.60.1

1.60.2

1.60.3

1.60.4

1.60.5

For all travel advance requests received, the Accounts Payable
Specialist reviews the documentation to ensure they have the
proper signatures and approvals from the Provost or CEO of
Community College and Dean or Vice President. Copies of the
following must be included:
a. Request and Authorization for Official Travel (see
Exhibit BJ: Request and Authorization for Official
Travel).
b. Direct Payment Voucher Form (see Exhibit BK: Direct
Payment VVoucher Form) is submitted for students.

The Department Head delivers to Budget Office for funding
approval.

The Staff Assistant receives authorization form from the Budget
Office and date stamps the request and scans and saves the files to
the responsible Accounts Payable Specialist.

Accounts Payable Specialist calculates the per diem payment
amount against GSA.gov rate to determine the allocated amount
per diem based on the city and state a staff is traveling to.

Note: When employees/faculty or students request to stay in a
hotel that is more than the allocated hotel expense according
to GSA.gov, they must complete and get approved by the
Dean or Vice President, a Hotel Authorization Form (see
Exhibit BL: Hotel Authorization Form) in order for the
University to pay more than the allocated amount.

Accounts Payable Specialist generates the Invoice/Credit Memo
report (FAAINVE) (see Exhibit BM: Invoice/ Credit Memo report)
in Banner. The scanned files are uploaded to the payment voucher
in Banner and T-Drive.
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1.60.6 The Accounts Payable Supervisor reviews and approves what was
processed by the Accounts Payable Specialist.

1.60.7 The Accounts Payable Supervisor completes a Check Run in
Banner (see Exhibit BN: Check Run Process) and ACH Check run.

Travel and Related Expense VVoucher

1.60.8 Upon receipt, the Travel and Related Expense Voucher (see
Exhibit BO: Travel and Related Expense VVoucher) is submitted to
the Budget Office for approval. The voucher must be also
approved the Dean/VP.

1.60.9 The Staff Assistant stamps and scans to the Accounts Payable
Specialist folder for the day.

1.60.10 The Accounts Payable Specialist distributes the reimbursement
documents in the responsible Accounts Payable Specialist folder.

1.60.11 The Accounts Payable Specialist reviews and reconciles
expenditures noted on the voucher against the receipts submitted.

1.60.12 The Accounts Payable Specialist scans and uploads the documents
in Banner screen Invoice/Credit Memo (FAAINVE).

1.60.13 The Accounts Payable Supervisor reviews and approves the
payment voucher and is included in the next scheduled Check Run
process in Banner (see Exhibit BN: Check Run Process).

XXXXXXXX.70: INTERNAL CONTROLS
1.70.1 Internal controls applicable to verifying that all requests are
approved
1.70.1.1 Travel authorization and travel reimbursement requests
cannot be processed without Provost or CEO of
Community College and Dean/VVP approval.

1.70.1.2 The Accounts Payable Supervisor reviews supporting
documentation prior or submitting payments in Banner.
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XXXXXXXX.80 EXHIBITS

~1.80.1 Exhibit BJ: Request and Authorization for Official Travel form

“ n',;",:;' ',2ﬁeques.t and Authorization for Official Travel
L
™ Gt Fomie i O v (a1 N0 O 0damliin

— — —
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A MEXTHO ORCOWFERENCE (NANE |
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5 DEPART DATE RETUSM DATE L] TO (NCLUENTE)
A5 AUTHORIED B DOMMERSICRERS - L. PUNGES
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1.80.2 Exhibit BM: Screen prints of Banner Invoice Credit Memo.
1.80.2.6 Enter Document and VVendor number.

File Edit QOptions Block |tem Record Query Tools Help C)RACLEl
BOEIEAEAEE 47 Q@ @ E [ D &1 @ |
il lemo FAAINVE 8.9.1.2 (PROD) v
Document: =] [ Multiple Direct Pay -
Vendor: [vooz01657 [ 7][comeast cabie communications [ vendor Hold
|
N
1
i
|
|
I s e I -
Enter NEXT or leave blank for automatic assignment or enter document number, press Next Field. |
Record: 11 | | | | | <osC>= J
S T e — T
1.80.2.7 Enter all requested information.
File Edit Qptions Block ftem Record Query Tools Help C)RACLE'.

BYEAAER 9P BEE QS RE G ¢ &£ 00X

‘r8Invoice/Credit Memo FAAINVE 8.9.1.2 (PROD)

Document: NEXT - [ Multiple Direct Pa
Vendor: NOO201657 | ¥ | Comcast Cable Communications [Ovendor Hold

it Memo Header FAAINVE 8.9.1.2 (PROD) -l

Invoice Date: [ieser20ts [ Transaction Date: [2ser201s  [@ W Document Accounting N
Check Vendor: [ = A
18
Address Code: [eu [*] Sequence Number: | 1[¥] Discount Code: [ :
Payment Due: ’M@ fl
Address Line 1: 900 Michigan Ave NE |
Address Line 2: Bank G | B‘Wﬂs Fargo Disbursing #43164403 :
Address Line 3: Vendor Invoice: 275077033 9.15 @

Direct Deposit Status:  [Ne [ 11AT  ACH Transaction Type: ]

City: [washington 1099 Tax ID:
18

State or Province: bc (7] [ Credit Memo
ZIP or Postal Code:  [20017 [~ [~ 1099 Vendor
Nation: ] [ Direct Deposit Override
Collecis Tax: N ‘COLLECFS NO TAXES [ Text Exists
D 1D
Enter vendor's invoice number. |
Record: 1/1 | | . | <0sc=
A B B '
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1.80.2.8 Enter all requested information.

File Edit Options Block llem Record Query Tools Help ORACLE
BOE AAEE %% B &I RE TG s & @ X
g Invoice/Credit Memo FAAINVE £9.12 (PROD)

: counting Distribution FAAINVE 8.9.1.2 (PROD) "

Document: (10047645 Vendor: [Noo201657 [Comcast Cabe Communications [ Vendor Hold

tem: Commodity.: | DOCUMENT ACCTG DISTRIBUTION Transaction Date:  |22-5EP-2015

Commodity Record Count: | 1 Accounting Record Count: | 0 |
Sequence Number: ’7 ’,
COA Year  Index Fund orgn Acct Prog Acty Locn Proj
hd [ [ hd [ [ [ [ hd
[t s [esoos [103115 [ss00 [7os10s B [ [ [
Bank: [BG [ 7| [wels Fargo Disbursing #43154403 Income Type: [
Currency Code: [
Commodity % Accounting
Approved: 16770 r 167.70
Discount: 000 [ 000 Indicators
Additional: 000 [ ] 0.00 NSF Override:
Suspense:

==

Net: 167.70 NSF Suspense:

O

Enter (P)ercent to calculate dollar amt based on percentage. ‘
Record: 111 (I . | | <osc>
== BRI B BN E— Il

1.80.2.9 Click complete.

Fila GOt Qpocrs [lock flem Becord Quary Tools Help ORACLE
BY0 BB %9 B8R QI E RE DI ¢ 2@ X 5
Documesnt: 100ATELE - LRI R
Wandos NOCRUTEET T Comcost Cable Communcations Vandor Hold

oo [ 0% [BaLawceD

Agdetional o
Complete 5 in Process: [E]
| il
Seleci to mark document incomplete and In Process” |
Recpnd 11 [ | I | =osc>
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1.80.2.10 A notification that the document is complete is sent to
approval process.

@ Oracle Fus

File Edit Options Block ltem Record Query Tools Help ORACLE
BN E EEEE ¥ @R QS REEEH
2 Invoice/Cre i

Vendor: [ =] [ Vendor Hold

A rreeeeeeeeeeeesssseessescececcececcaanon i
Document it 10047645 is completed and forwarded to the approval process ‘
Record: 11 | | | | | <0sC>

S BT B B E— T
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1.80.3 Exhibit BL: Hotel Authorization Form.
UNIVERSITY OF THE gi‘;@i‘. AR
AL A
DISTRICT OF COLUMELA ~

TEAVEL AUTHORIZATION FEE DIEM FORDN

Thiz is a request for reimbursement of expenszes that will erceed the bazic per dier
allatment narmally allow ed for the destination ta which the requester iz traveling.

Traveler Name Traveler Title

Destination City & State Trip Dates [Departure & Return Dates)

Area in Which Traveler Will Ezceed Per Diem

D Lodging

Location of Lodging:

Bllotted Per Diemn Fate:

Actual Cozst Per Might: Might=

[uithouk kazer]

Feazan hor Request:

n Other:

Approved By

Mame and Title Signature Diake
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1.80.4 Exhibit BN: Screen prints of the Banner Check Run Process.
1.80.3.9 Run FARINVS - Invoice Selection Report.

File Edit Options Block ltem Record Query Tools Help o

(BOE BAEEE &7 BEHE QI & BR S® ¢ & & @ (X
Process: E|Invmne Selection Parameter Set: [+]
Printer Control
Printer: B Special Print: Lines: ’_ Submit Time:
Parameter Values
Number Parameters Values
-l i
(]| | A
F \ |
Process Name; press SEARCH for valid processes.
Record: 141 | | | | <0sC>
e Next Block
e Next Block

e Hit Arrow Down to Line 2 — Bank code

e Tab to Values — column on Line 2

e Type-BG

e Next Block

e Submit

e Save

e (o to Options on the Menu Bar

e Select — Review Output

e Double click in the file name section

e Select the Lis. File

e Hit OKAY

e Hit SAVE on the Toolbar Menu - this should open up a
new window showing the FARINVS Report.

e Save the report to TNACCOUNTS PAYABLE\Banner
Check Registers

e Save as Invoice Selection Report (Check Run Date) BG

Page 255 of 481



UNIVERSITY OF THE DISTRICT OF COLUMBIA
OFFICE OF THE CHIEF FINANCIAL OFFICER

FINANCIAL POLICIES AND PROCEDURES MANUAL

1.80.3.10 Review the FARINVS report to review the invoices to be
paid, note the report total — this represents the Cash
Requirement amount.

1.80.3.11 Run FTICHKS — Check Number Validation.

File Edit Options Block ltem Record Query Tools Help [an]
(BYERACEE %7 @0E G 2 BE

Check Bank Cancel Check Check Check

Number Code Payee Name Indicator Date Amount Type

Be Zhu Ying, You [ 22-SEP-2016 51040 B =
00071718 lbe Zhou, Jiu Xin [ 22-SEP-2015 51040 |5
00071717 ba Zhou, Jin X [ 22-SEP-2015 51040 |5
(00071716 E Xiao, Yan Wu B \22-SEP-2015 510.40 E_
(00071715 E \Wesley, Rita B 22-SEP-2015 249.90 E_
(00071714 E \Weir, Stanley [ 22-SEP-2015 142.20 ;
(00071713 ; \Watts, Lorraine J. [ 22-5EP-2015 249 90 E_
(00071712 E \Washington Gas B 22-5EP-2015 23402 E_
(00071711 E \Walker, Marityn J B 22-5EP-2015 24990 E_
00071710 BG |Travers, Annie M. r ‘ZZ—SEF—ZD'\E | 244.70 ’;
|00071709 ,E |Tm5|ey, Elaine r ‘ZE—SEF'—ZD‘NE | 238.00 ’;
(00071708 E Thompsaon, Tyrone [ 22-SEP-20156 24990 ; -
(00071707 E \Thomas Scientific [ 22-SEP-2015 281.43 ;
(00071706 E IThomas, Joyce N. [ 22-SEP-2015 3,000.00 ;
100071706 E 'The Consulate Dba Avalenbay Communities Inc [ 22-SEP-2019 606.30 ;
(00071704 E Tang, Mei Q B \22-SEP-2015 510.40 E_
(00071703 E Steward, Ryland B \22-SEP-2015 249.90 E_
(00071702 E Smith, Linda B 22-SEP-2015 249.90 E_

Press count query hits to transferto  FAICHKH (Check Payment History)
Record: 1/? | | | | | <0sC=

e Tab to Bank Code - type BG

e Execute Query

e The first check number listed represents the last used
check number

¢ Note the next check number to begin the CHECK RUN
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1.80.3.12 Run FAABATC- Batch Checks Print.

Eile Eat Help. =
8 HaEBEE %W H @ & X
W Batch Check Print FAAR, L6 T T T D T DT DD DT DT T D T D D T T DD D T D T T D B D D D D DD D o 3

Bank: BG |- Woells Fargo Disbursing #43154403

Check Date:  SEEEEENE m|

STARTING Check Number: |
Last GOOD Check Number:

e Type BG - Bank code

e Next Block

e Review the Check Date (Banner automatically inputs
the current date)

e Type in the starting check number, which you noted
from FTICHKS. If you forgot run FTICHKS again.

e Tab

e Select— PRINT CHECK

e Select - OKAY

e Message will appear on screen stating that several
check run form will begin

e Select - OKAY
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1.80.3.13 Change the form to FABCHKS - Batch Checks Process.

File Edit Options Block ltem Record Query Tools Help (en]

(BYE RAAER %9 ZEE @ EIREBZ@

‘B Process Submission Controls GJAPCTL 8.3.0.2 (PROD)

Process: ‘FAECHKS F|Eat:h Check Process Parameter Set: F

Printer Control

Printer: E Special Print: Lines: |55 Submit Time:
Parameter Values
Number Parameters Values
Check Selection Date =

| ‘ | | | ‘ ‘E‘

LENGTH: 11 TYPE: Date O/R: Optional M/S: Single

Destination Printer; DOUBLE-CLICK for available printers, NOPRINT for no printout, DATABASE to review on-line.
Record: 141 | | | Listofvalu_. | | <0sc>

e Next Block

e Next Block

e Next Block

e Submit

e Save

e (o to Options on the Menu Bar

e Select — Review Output

e Double click in the file name section

e Once the Lis and Log File are displayed — it confirms
that the process has completed.

e Select CANCEL
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1.80.3.14 Change the form to FABCHKP — Check Print Process.

File Edit Options Block ltem Record Query Tools Help (e}

(BYERAAEE 9 20H QS MR I SBEIEI 2@ 01X

Process: ‘FAECHKP [T|Check Print Process Parameter Set: [T
Printer Control
Printer: ‘ EI Special Print: Lines: |s5 Submit Time:
Parameter Values
Number Parameters Values
o - -
— |
Destination Printer; DOUBLE-CLICK for available printers, NOPRINT for no printout, DATABASE to review on-ling.
Record: 1/1 [ .. | Listofvalu.. | | <0sC=
e Next Block
e Next Block
e Next Block
e Submit
e Save

e Note the Lis file number at the bottom of the screen —
This is to be sent to the IT Dept. for check file
transmission to Treasury.

e (o to Options on the Menu Bar

e Select — Review Output

e Double click in the file name section

e Select the Lis. File

e Hit OKAY

e Hit SAVE on the Toolbar Menu — this should open up a
new window showing the Check Print Report.

e Save the report to TNACCOUNTS PAYABLE\Banner
Check Registers

e Save as Check Copy Report (Check Run Date) BG
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1.80.3.15 Change the form to FABCHKR — Batch Disbursement
Register (Check Register).

File Edit Options Block ltem Record Query Tools Help a
(BYE RAEER &7 DEE QB RB SF&H G $1 &0 X
Process: ‘FAECHKR [T|Eat:h Disbursement Register Parameter Set: [T
Printer Control
Printer: B Special Print: Lines: |55 Submit Time:
Parameter Values
Number Parameters Values
-l i
Destination Printer; DOUBLE-CLICK for available printers, NOPRINT for no printout, DATABASE to review on-line.
Record: 141 | | | Listofvalu_. | | <0sC>
e Next Block
e Next Block
e Next Block
e Submit
e Save

e Note the Lis file number at the bottom of the screen
— This is to be sent to the IT Dept. for check file
transmission to Treasury.

e (o to Options on the Menu Bar

e Select — Review Output

e Double click in the file name section

e Select the Lis. File

e Hit OKAY

e Hit SAVE on the Toolbar Menu - this should open
up a new window showing the Check Register
Report.

e Review and ensure that Register total is the same as
the total on the FARINVS total (Step 4).

e Save the report to TNACCOUNTS
PAYABLE\Banner Check Registers
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e Save as Check Register (Check Run Date) BG
e Print out copy of Register in Landscape format.

1.80.3.16 Change the form to FABCHKA - Batch Check Accounting

Process (Check Posting).
File Edit Options Block Iltem Record Query Tools Help (e}
(BYE REEEI Y BER Q& A GH EILI1£@1 . 1X
Process: ‘FAECHKA F|Eat:h Check Accounting Process. Parameter Set: F
Printer Control
Printer: DATABASE EI Special Print: Lines: |s5 Submit Time:
Parameter Values
Number Parameters Values
o -] -
[
Parameter Number, press SEARCH for valid parameters.
Record: 1/1 [ | | | <0sC=
e Next Block
e Next Block
e Next Block
e Submit
e Save

e (o to Options on the Menu Bar

e Select — Review Output

e Double click in the file name section

e Select the Log. File

e Hit OKAY

e Hit SAVE on the Toolbar Menu - this
should open up a new window showing the
Check Posting completed successfully.

e Save the report to TNACCOUNTS
PAYABLE\Banner Check Registers

e Save as Check Posting (Check Run Date)
BG
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1.80.3.17 Send email to the IT Dept
e Provide them with the Lis. File numbers for FABCHKP and
FABCHKR
e Provide them with the beginning and ending check numbers for the
check run
¢ Provide them with the Check Register dollar total

1.80.3.18 Run FARINVS - Invoice Selection Report

|= | Oracle Fusion Middleware Forms Services: Open > GJAP gm
File Edit Options Block ltem Record Query Tools Help ORACLE’

@B BEEE v% BEE & S BB GG & @0 01X

’@PI'UCESS L e L L

Process: | B‘Invoice Selection Parameter Set: B

Printer Control

Printer: B Special Print: Lines: Submit Time:

Parameter Values
Number Parameters Values

- -

T

Submission

4] % R R R R R R R R R R R R R R R R R R [
Process MName, press SEARCH for valid processes ‘
Record: 11 | | | <osC> I

e Next Block

e Next Block

e Hit Arrow Down to Line 2 — Bank code
e Tab to Values — column on Line 2

e Type-BG

e Next Block

e Submit

e Save

e (o to Options on the Menu Bar
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e Select — Review Output

e Double click in the file name section

e Select the Lis. File

e Hit OKAY

e Hit SAVE on the Toolbar Menu - this
should open up a new window showing
the FARINVS Report.

e Save the report to TN\ACCOUNTS
PAYABLE\Banner Check Registers

e Save as Invoice Selection Report (Check
Run Date) BG

1.80.3.19 Review the FARINVS report to review the invoices to be
paid, note the report total — this represents the Cash
Requirement amount. Send email to confirm availability of

funds
* - -
1.80.3.20 Run FAABATC — * Direct Deposit
|= Oracle Fusion Middleware Forms Services: Open > FAABATC. QE‘
Eile Edit Opfions Block ltem Record Query Tools Help ORACLE
(B0 ACAEE # T BDH & & BB T & (@1 @1 01X
= Batch Check Print FAABATC 8.8.0.6 (PROD)
Bank: |BG BWeHs Fargo Disbursing #43154403
 Check © Direct Deposit and Check  Zero Amount Check
Check Date: El
Create Direct Deposit File: E
] e e R | v -
Choose Payment mode and press NEXT BLOCK |
Record: 111 1 L | <0sc>

e Type BG - Bank code
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e Next Block

¢ Review the Check Date (Input the current date)
e Select - PRINT CHECK

e Select - OKAY

1.80.3.21 Run FABCHKS - Batch Check Process

= | Oracle Fusion Middleware Forms Services: Open > GJ

—

File Edit Options Block ltem Record Query Tools Help ORACLE
EIEEEEIEE IR

" Process Submission Controls GJAPCTL 8.3.0.2 (PROD) -0

Process: ‘FAECHKS F|Eat:h Check Process Parameter Set: F

Printer Control

Printer: DATABASE B Special Print: Lines: |55 Submit Time:

Parameter Values

Number Parameters Values
- -] -]
01 Check Selection Date =
[ |
[ |

LENGTH: 11 TYPE: Date O/R: Optional M/S: Single
Enter the Check Selection Date (i.e.Date to be compared with invoice due date)

Submission

[ Save Parameter Set as Name: Description: ' Hold ® Submit

Record 11 [ | Listorvau__| | <osc> lJ
e Next Block
e Current check run date
e Next Block
e Submit
e Save

e (o to Options

e Select — Review Output

e Double click in the file name section
e Click log file

e Click OK
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e |f successfully completed — X Close

1.80.3.22 Change the form to FAPDIRD- Check Print Process

< | Oracle Fusion Middleware Forms Services: Open > GJ.
Eile Edit Options Block ltem Record Query Tools Help ORACLE
NEBEERE 2T REE GO E RE G EISIH@] 01X

"8 Process Submission Controls GJAPCTL 8.3.0.2 I R it e e R R L L R R i R R

Process: [FAPDIRD [ [pwect Depost File Creation Parameter Set: [+

Printer Control

Printer: DATABASE E Special Print: Lines: 55 Submit Time:

Parameter Values
Number Parameters Values

- -
‘Deb\t transaction 27 required? ‘Y |

TR

Submission

Name: Description: “ Hold ® Submit

Save Entered Parameters; CHECK to save. \
Record: 11 |1 | | <0sc= I

e Next Block

e Next Block

e Debit Transaction 27 Required — Y

e Next Block

e Submit

e Save

¢ Note the Sequence Number at the bottom of the screen — This
file # will be on banjobsprod (Fapdird_LIS File) is to be sent to
the Acctg Dept (Binod/Shaina) or ACH file transmission to
Wells Fargo.

e Go to Options on the Menu Bar

e Select — Review Output

e Double click in the file name section
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e Select the Lis. File

e Hit OKAY

e Hit SAVE on the Toolbar Menu - this should open up a new
window in text format

e Save the report to T\ACCOUNTS PAYABLE\Banner Check
Registers

e Save as DD Trans File (Check Run Date) BG

1.80.3.23 Change the form to FAPTREG — Direct Deposit Transmittal Register

= | Oracle Fusion Middleware Forms Services: Open > GJ.
File Edit Options Block ltem Record Query Tools Help ORACLE’

BOEHACERER ¥ BEXE Q& BE S&E

"B Process Submission Controls GJAPCTL 8.3.0.2 (PROD) iriririririiiiriririninil

Process: |FAPTREG F‘D\re:t Deposit Trans. Register Parameter Set: F

Printer Control

Printer: DATABASE B Special Print: Lines: 55 Submit Time:

Parameter Values

Number Parameters Values
M| M|
01 Direct Deposit Date 29-SEP-2015 =
02 Bank Code BG

LENGTH: 2 TYPE: Character O/R: Required M/S: Single
Enter Bank Code

Submission

[ Save Parameter Set as Name: Description: ~ Hold ® Submit

Record: 2/2 | | Listofvalu.. | | <osC> J

e Next Block

e Next Block

e Submit

e Save

e Go to Options on the Menu Bar

e Select — Review Output

e Double click in the file name section
e Select the Lis. File
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e Hit OKAY

e Hit SAVE on the Toolbar Menu - this should open up a new
window showing the Check Register Report.

¢ Note the Dollar amount for email to Acctg (Binod)

e Save the report to T\ACCOUNTS PAYABLE\Banner Check
Registers

e Save as DD Transmittal Register (Check Run Date) BG

1.80.3.24  Change the form to FARDIRD - Direct Deposit Advice Print Next
Block

= | Oracle Fusion Middleware Forms Services: Open > GJ.

==

File Edit Options Block ltem Record Query Tools Help ORACLE’

OB RAEAEER ¥ BEE QS REIGEIEIS@@ 01X
'@.Process ST A T e s SR E L R ([RRD)) sttt tte e e et R e e e SR eSS e g EEe O
Process: [FARDIRD [ [owect Deposit agvice Prnt Parameter Set: [+
Printer Control
Printer: DATABASE E Special Print: Lines: 55 Submit Time:
Parameter Values
Number Parameters Values
Submission
[ Save Parameter Set as Name: Description: “ Hold ® Submit
Parameter Number, press SEARCH for valid parameters ‘
Record: 11 | | <0sC> JI

Page 267 of 481



e Next Block
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e Submit

e Save

e Go to Options on the Menu Bar

e Select — Review Output

e Double click in the file name section

e Select the Lis File

e Hit OKAY

e Hit SAVE on the Toolbar Menu - this should open up a new
window showing the Check Register Report.

e Save the report to T\ACCOUNTS PAYABLE\Banner Check
Registers

e Save as DD Advice Report (Check Run Date) BG

1.80.3.25 Change the form to FABCHKR - Batch Disbursement Register
—érbracle Fusion Middleware Forms Services: Open > GJAP EE X
File Edit Options Block ltem Record Query Tools Help ORACLE

I"ﬁ[ﬁ'@@[‘ﬁ%ﬂ@@[%[[I‘-EJ@I((:I—:I:—IE‘?I@I X

Process: |FABCHKR F‘Bat[:h Disbursement Register Parameter Set: F

Printer Control

Printer: E Spegcial Print: Lines: |55 Submit Time:

Parameter Values
Parameters Values

-] -]

Number

HENRREER

Submission

[ Save Parameter Set as Name: Description: “ Hold ® Submit

Destination Printer, DOUBLE-CLICK for available printers, NOPRINT for no printout, DATABASE to review on-line. ‘
Record: 11 | | Listofvalu.. | | <osC> I

e Next Block
e Next Block
e Submit
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e Save

e Go to Options on the Menu Bar

e Select — Review Output

e Double click in the file name section

e Select the Lis File

e Hit OKAY

e Hit SAVE on the Toolbar Menu — this should open up a new
window showing the Check Register Report.

e Count # of Transactions

e Save the report to T\ACCOUNTS PAYABLE\Banner Check
Registers

e Save as DD Register (Check Run Date) BG

1.80.3.26 Change the form to FABCHKA — Batch Check Accounting
Process (Check Posting)

< | Oracle Fusion Middleware Forms Services: Open > GJ.
Eile Edit Options Block ltem Record Query Tools Help ORACLE
NE REEBR PF BEE @ SIREISRIEIE SO 01X

"8 Process Submission Controls GJAPCTL 8.3.0.2 I R it e e R R L L R R i R R

Process: |FABCHKA F‘Bat[:h Check Accounting Process Parameter Set: F

Printer Control

Printer: DATABASE E Special Print: Lines: 55 Submit Time:

Parameter Values
Number Parameters Values
] ]

JTTTTT e

Submission

[ Save Parameter Set as Name: Description: “ Hold ® Submit

Parameter Number; press SEARCH for valid parameters. \
Record: 11 |1 | | | <0sc= I

e Next Block
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e Next Block

e Next Block

e Submit

e Save

e Go to Options on the Menu Bar

e Select — Review Output

e Double click in the file name section

e Select the Log. File

e Hit OKAY

e Hit SAVE on the Toolbar Menu - this should open up a new
window showing the Check Posting completed successfully.

e Save the report to TNACCOUNTS PAYABLE\Banner Check
Registers

e Save as DD Check Posting (Check Run Date) BG

= *Find ACH (Seq #) on UBAT6 Server
e Banjobsprod
e LIS file- FAPDIRD
e Copy/paste file to email to Acctg (Binod) for upload to Wells
Fargo
= Fapdird Seq #
= #of Records
= Dollar amount of file
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1.80.5 Exhibit BO: Travel and Related Expenses VVoucher.

L e e Travel and Related Expenses Voucher

CrmLrry G rmmen of S Dintrct of Cobimbia
Skema el amich ul AT DbFLRTRAIAT R SOEWCY | DE EUPLOVEE § DM Enah OEE ALCOANTS PavABLE
g ety
# ity W of ITUCHNT MA=TL fLCE DINECT wOLUOsEN
i o
B L] TITLE ©F THAVELER
: ADDRE S S AUTHORIZED TRAVEL DATES:
E
E ks . b i s @ 0 s wllabsay o ba ageiietad BAMHER “mm“
[ )
LIME WO | YEAR DR (L] BANNER KOCOUNT CODE APPRCOVED AMKHINT OF TR
1
2
TOTaL 5

FERAL T FOF: PRESENTING FRALTULENT CLAM Firsk of rod saoes thusn § ) D] oF e [} e b oty T2 52 T T,
LEST M- ) PORFDTURT OF FRACDULINT CLAM T alibe st ol s b= 0 i deefloiiria djalainard wiork o bfirsp o S et ol [Tape 0 T2t
Ml UEC 2, D) W Cemp e BN |

TRAVEL COnvERES BY TRANSPOATION S GAUE ST S (REMABURSEMENT 0T T0 BE CLANSED 87 TRAVELER)

[TE OF TRAYEL TRANE RECLEST RO FROH T CARRIER WRLILIE
CHARALTER OF EXPEMINTURE
P bty ey b e by s s e prd, e o el o el et e e et s ber st
Y, STATE 1 DATES
CITY, STATE * DATES
ITEM EXPENLE O SCRIPTRON TOTAL

1 AIRFARE a

3 TRAMN

3 LOCE G

4 MEALT
mFEE

] |BH5-|1'.GE FEES

T PARKE G

B LN ERGE

=

10 |umESGE
PREFARED BY: ALTTHORLIING OFFICLAL TOTAL EXPERLEL 5
FRET WAL PEIMT AL

TEAVEL ADNVANCE

ST i RS TN
GATE: S DATE: ADJUSTED TOTAL E
O

FERANCE DFFICE:  REVIEWED AS TDFORM AND AUTHORITY - FURNDS ARE AVANLAELE

FLAME TITLE SHasTURE GeTE
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart AK: Travel Expense

FLOWCHART AK: TRAVEL

Before Travel After Travel
w
E —
] Review recemed 2
£ B Hocum o for Hand deifver
o documentation to
L Trovel to ensure all
= 2 5 Budiget Office for
= sgnatures sne a |
= l% identified L
g
a
-
=
;g . Ciste, stamp, and
= Recsive scan Trawel snd
'-g authorization forms Related Expense
= firom Budget Office Woucher received
pi
w)
=D
Distrisute
reimbursement
B Caiculnte the per
E ﬂl!mpﬂ\lmlﬂt
[*] Bmoant against
2 E5A DOV rate
wy
K,
L
5
o
£
2
o
& Have smpiopse
complete Hobel
Aumhorization Farm
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< o B
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CASH DISBURSEMENTS - DIRECT VOUCHER PAYMENT REQUESTS (440)

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

TASK DESCRIPTION

Direct Voucher Payment requests form (440) are specifically for
expenditures listed on the OCFO Financial Management and Control
Order No. 07-004A which are not related to a purchase orders. Any
exceptions are reviewed and approved/denied by the Chief Financial
Officer.

PURPOSE
This directive outlines the policies and procedures on processing Direct
Voucher Payment requests and refunds.

POLICIES
1.30.1 All supporting documents for Direct Voucher Payment requests
must be scanned and uploaded to the payment voucher in Banner.

1.30.2 Refer to OCFO Financial Management and Control Order NO. 07-
004A document.

RESPONSIBILITIES

1.40.1 The Student Accounts Specialist and Director of Residence Life
are responsible for submitting the Direct Voucher Payment
requests for Student Account related activities and housing to the
Senior Accountant.

1.40.2 The Budget Office is responsible for the verification of available
funds and provides and/or confirms accounting attributes for 440
requests associated with the OCFO Financial Management and
Control Order NO. 07-004A.

1.40.3 The Senior Accountant is responsible for the verification of
available funds and provides and/or confirms accounting attributes
related to student accounts activities and housing.

1.40.4 The Accounting Officer is responsible for the review and sign the
Direct Voucher Payment request forms for student account related
activities and housing.

AUTHORIZATION

1.50.1 The Accounts Payable Specialist is authorized by the Chief
Financial Officer of UDC to process Direct Voucher Payment
requests.
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XXXXXXXX.60: PROCEDURES
1.60.1 The Senior Accountant receives all Direct Voucher Payment
Request Forms (see Exhibit BP: Direct Voucher Payment Request
Form (440)) from Student Accounts and Director of Residence
Life.

1.60.2 The Senior Accountant provides/verifies the account(s) listed on
the Direct Voucher Payment Request Form (440). The Senior
Accountant verifies the accounting attributes by reviewing the
Chart of Accounts (See General- Chart of Accounts) in Banner.

1.60.3 The Senior Accountant and the Budget Office log into Banner with
their assigned credentials and verifies that the funds are available
to process the Direct Voucher Payment request form.

1.60.4 Upon verification of the available funds, the Senior Accountant
signs and submits the Direct Voucher Payment request Form
related to student accounts activities and housing to the
Accounting Officer for signature and approval.

1.60.5 Once approved the Senior Accountant and the Budget Office make
a copy of the Direct Voucher Request Form and delivers it to the
Staff Assistant who is then responsible for stamping and scanning
into the daily folder.

XXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring duties are segregated
1.70.1.1 Accounts Payable is not authorized to process Direct
Voucher Payment requests without the proper approval
from Budget Office or Accounting Officer.

1.70.2  Internal controls applicable to accurate documentation
1.70.2.1 The Senior Accountant and Budget Office must verify
the accounting attributes identified on the Direct
Voucher Payment Request forms.
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XXXXXXXX.80 EXHIBITS
1.80.1 Exhibit BP: Direct Voucher Payment Request Form

DIRECT VOUCHER PAYMENT REQUEST

T

meopesToae ] eamenroveoae [

al VENDOR INFORMATION
BANMER WVENDIOR MO. [ma)
WVENDOR NARE
ADCRESS
CITY, STATE, ZIF CODE

DELIVERY IMSTRUCTIONS {Lewur biank if yame m vensdnor bformat jon)

VEMDOR STATUS
B. |CHECK OhE CPTION)

DAMNMER NEW VENDOR

T
-3 FORMA MUST BE SENT 7D PROCUREMENT) D Lol s

€. PAYMENT TYRE [necstramourees [Jsruoewrsmeenos [ Jwoworamuns [ Juease [Owsusance [EJomwen ispecity baow)
(CHECK OME OFTION
DM(MIEH"F DUES DSTIJDL"TT“\'LL DHDU DWLI’"ES DLBGIL Fees
D. FROPER SUPPORTING DOCUMENTS s (o
E BUDGET (FOAPAL)
INDEX FUND BANNER ACCOUNT CODE DESCRIPTION “AMGUNT
| I TOTAL ] -]
APPROVALS:
DEPARTMENT BUDGET OFFICE AGENCY CONTROLLER ACCOUNTS PAYABLE
temup.- l‘ww' Tree ra attaued B frocesa &
i T ot Hame e
¢ v ov s,
e Dae [Z0 Dare =8
fisthes riced By: Bucgrt = pactra
Frim Fame Sigdene Frivn Marve Sigranu
itk Bl [
isf Farm Revleed 10/20511
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart AL: Direct Vouchers Payments and Refunds

FLOWCHART AL - DIRECT VOUCHERS PAYMENTS AND REFUNDS

Funds Ausilabla?

Copy Dinect Voucher
Fequest Farm

Senior Accountant

Accounting Officer

AP Manager
2
i
g
i
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CASH DISBURSEMENTS -STOP PAYMENTS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

A STOP payment is a request by UDC to the bank to cancel a check or
payment that has not already been cleared by the bank. The most frequent
reasons for STOP payments are lost, stolen, or damaged checks. The
Senior Accountant requests a new check for reissue if the check was not
previously cashed.

PURPOSE
This directive outlines the policies and procedures for STOP payments
which apply to the University of the District of Columbia.

POLICIES
1.30.1 The Senior Accountant must verify whether the check was cashed
prior to issuing a STOP payment request.

1.30.2 The staff responsible for canceling or reissuing the check must be
assigned special credentials in order to access the bank online.

RESPONSIBILITIES
1.40.1 Accounts Payable and/or Student Accounts are responsible for
emails Stop Payment request to Senior Accountant.

1.40.2 The Senior Accountant is responsible for verifying whether or not
a check was cashed prior to submitting a STOP payment request to
Wells Fargo bank.

1.40.3 The Senior Accountant is responsible for permanent
canceling/voiding or reestablishment of the check in Banner after
the STOP payment request is approved.

1.40.4 Accounts Payable is responsible for reissuance of a check (if
required).

AUTHORIZATION
1.50.1 The Senior Accountant is authorized by the Chief Financial Officer
to oversee the processing of stop payment request.

PROCEDURES
1.60.1 A STOP payment request is received by the Senior Accountant
from Accounts Payable or Student Accounts via email.

1.60.2 The Senior Accountant logs into Wells Fargo’s website
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(www.wellsfargo.com) with their assigned credentials and verifies
that the check was not cashed.

Note: If the check was cashed, the Senior Accountant advises
Accounts Payable or Student Accounts that the check was
cashed and provides printed Wells Fargo confirmation sheet.

1.60.3 If the check was not cashed, the Senior Accountant logs into
Banner with their assigned credentials and cancels or reissues the
check as requested (see Exhibit BQ: Banner STOP Payment
process).

1.60.4 The Senior Accountant scans and emails the confirmation screen
from the bank to Accounts Payable and cc: the initiator.

XXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring authorization obtained
prior to reissuing a check
1.70.1.1 The Senior Accountant must review and authorize the
STOP Payment form before it can be submitted to
Accounts Payable for reissuance.

1.70.2 Internal controls applicable verifying a check was not cashed prior
to reissuing
1.70.2.1 The Senior Accountant must verify the check was not
cashed on Wells Fargo’s website prior to permanent
canceling or reestablishment of the check in Banner.
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XXXXXXXX.80 EXHIBITS
1.80.1 Exhibit BQ: Stop payment process in banner

1.80.2.1 Log in Banner, select My Banner

SO T{:___|I=AA£:H|-:,S | ""| wWelcome

1l Ry Banmer
ol Banmer
[ Student
O Avdhvancement
O Finance Systerm hMaenu
O Financial Add
O General

1.80.2.2 Enter the information that is requested

Check [oooa7azs [=] Bank: [pG [7]
Vendor \ \
Check Vendor: \ \
Street Line 1: \
Street Line 2: \
Street Line 3 \
City:
State or Province: ’_ ZIP or Postal Code: ’7
Check Information
Date: Amount:
1.80.2.3 Select cancel the check or resissue it.

[/ Re-establish Payable Cancal Date: 12205 [E)
Cancel Reason: E‘
Process Cancellation : &
A T T e T T
Check for (Y)es.
Record: 111 | ] o | | <08C=
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart AM: STOP Payments

FLOWCHART AM - STOP PAYMENTS

Accounts Payable
Manager/Student
Accounts

3 c Document that the
. Print Confirmation
Is the Check TN . the Check was Check was Cashed
Cashed? on the STOP
Esshed Payments Form

Senior Accountant

Email STOP
Sign STOP Payments Scan STOP Payments Payments Form to
Form Form AP Manager/
Student Accounts
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CASH DISBURSEMENTS - FRAUD CHECK RESOLUTION

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

The University of the District of Columbia has a responsibility to their
students to help solve problems which arise related to the University’s
operations. One problem relates to students claiming they have not
received their check or that someone else has cashed the check. The
Senior Accountant is responsible for initiating the resolution process with
the Bank.

PURPOSE
This directive outlines the policies and procedures on fraud check
resolution which applies to the University of the District of Columbia.

POLICIES
1.30.1 The Wells Fargo Affidavit of Check Fraud by Payee must be
completed by Accounts Payable.

1.30.2 The Student must get the Wells Fargo Affidavit of Check Fraud by
Payee form notarized prior to submission to the bank.

1.30.3 Valid identification is required when submitting forms. The Senior
Accountant will verify upon receipt of forms.

RESPONSIBILITIES

1.40.1 Accounts Payable is responsible for completing the Affidavit of
Check Fraud by Payee form and distributing it to the student to get
notarized.

1.40.2 The Student is responsible for getting the Affidavit of Check Fraud
by Payee form notarized.

1.40.3 Accounts Payable is responsible for reissuing a physical check to
the student, once a confirmation email is received from the bank
confirming the check was not previously cashed by payee.

AUTHORIZATION

1.50.1 The Senior Accountant is authorized by the Chief Financial Officer
at UDC to access Wells Fargo bank online to verify whether a
missing check was cashed.

PROCEDURES

1.60.1 Check fraud claims are received by the Senior Accountant from
students on an ad hoc basis.
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1.60.2 The Senior Accountant accesses Wells Fargo bank account
(www.wellsfargo.com) with their assigned credentials and verifies
if the check was cashed. The image of the processed check is
printed.

Note: If the check was not cashed, see the Expenditures and
Disbursements- Stop Payments process for voiding and
reissuing a check.

1.60.3 Once the Senior Accountant verifies that the check was cashed but
by the payee, the Accounts Payable completes a Wells Fargo
Affidavit of Check Fraud by Payee form (see Exhibit BR:
Affidavit of Check Fraud by Payee) and gives it to the student to
get notarized.

1.60.4 The Senior Accountant copy the back and front of the student’s
Government issued ID and obtains the student’s telephone number.

1.60.5 Upon receipt of the notarized Affidavit of Check Fraud by Payee
Form, the Senior Accountant mails the form, copy of the student’s
ID and copy of the issued check to Wells Fargo.

Note: Wells Fargo bank sends a letter by mail addressed to the
Senior Accountant to confirm that the claim was received by
the bank and is being investigated.

1.60.6 The Senior Accountant saves the confirmation letter and scanned
copies of the Affidavit of Check Fraud by Payee Form to the T-
drive (T:\ACCOUNTS PAYABLE\AFFIDAVIT OF CHECK
FRAUD).

1.60.7 The Senior Accountant contacts the student and advises them of
the Bank’s confirmation of receipt of the claim.

1.60.8 The Bank sends their decision letter addressed to the Senior
Accountant.

1.60.9 If the bank agrees to the claim, the Wells Fargo account is credited
with the claim amount.

1.60.10 The Senior Accountant prepares and approves a Direct Voucher
and gives it to Accounts Payable for issuing.

1.60.11 Before a physical check is issued, the Senior Accountant advises
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the student to either:

» Update their ACH information on MY UDC website
(https://udcinb11.newday.udc.edu:8910/PROD/twbkwb
is.P_WWWLogin )

* Complete the ACH form with the Program Systems
Specialist

Note: Accounts Payable issues a physical check to the student if
ACH details are not provided by the student.

Note: If the bank denies the claim, the Senior Accountant gives the
decision letter to the student and advises them to pursue any
further action with the bank directly.

XAXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring proper identification and
documentation
1.70.1.1 A copy of the student’s Government issued ID is
requested by the Senior Accountant to verify the identity
of the student.

1.70.2 Internal controls applicable to verifying funds are not issued twice
to the student
1.70.2.1 The Senior Accountant verifies that the claim was
accepted prior to reissuing the check.
1.70.2.2 The Senior Accountant monitors the Wells Fargo bank
account activity to confirm the claim was credited to the
account prior to reissuing the funds to the student.
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XXXXXXXX.80 EXHIBITS

1.80.1 Exhibit BR: Affidavit of Check Fraud by Payee

— Affidavit of Check Fraud
TAnGO Forged Endorsement

[FME O P ver [WEELLS FARCHD ADCOUMT FUMIER S

] Endorsement Forged
My endorsement on the reverss of the check listed below is a forgery. méssme. ornot as drawn. I did not sign the
check and T did not authorize the siznanme

"PLEASE RETURN THF COAPLETFD CLANI I'OR.'I!S AL ONG WITH THE ORIGINAL CHECE (OF. A FHOTOCOFPY IF
THE ORICINAT CHECE IS NOT AVAIT ABT F) TCr

State Treasurer's Office
200 W. 245h Strest, Sute 121
Cheyenne, WY 82002

I you have any questions about completing the forms, please call us at 1-800-278-6256 Monday throngh Friday T-30 am to 530 pm.
FT.
» If you are claiming more than oo check as “Endorsement Farged”, please make photocopiss of this form and submit each check

with a separate signed affdavi page.
= Please inchude the following information for the Sanuddent cheds:

[k |u.— Ameust [Made puyabi 1o

BY SIGNING BELOW, ¥OU ARE MAKING THE FOLLOWING DECLARATIONS:

= The statement(s) indicated above are froe.

« T did not receive amy benefit ar value from the proceeds of the check(s) listed above.

= Ihave not with the persom(s) wio mismsed the checlys) listed above to be reimburved for any portion of the
proceeds of the checlys).

«  Iwill cooperate in any mmhgahm,p«mpm disclose any information requested by the Bank: and if necessary,
wooperate fally with any

- Iwmtﬂﬁtuhzmhﬂmnmmmmm\me which may resulf from this affidavit.

- A]lmfmmlh:wprmdmﬂnsdmum

1 DECLARE UNDER THE PENALTY OF PERSURY THAT THE ABOVE STATED IS TRUE.
PAYEEENDORSER SIGNATURE (FORGED ENDORSEMENT CLAIMS ONLT}

BTy —
Placs Notary Stanp Here:

[y Se——

NOTARY INFORMATION

Sate of Counry of [ ——

Subseribed and sworn before me this dary of . [year)y

My Commuission Expires
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart AN: Fraud Check Resolution

FLOWCHART AN: FRAUD CHECK RESOLUTION

Request Notarized
Affidavit of Check
Fraud by Payee
Form

Senior Accountant

Follow Up Directly
with Wells Fargo

Student
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CASH DISBURSEMENTS - UNCLAIMED PROPERTY AND STALE DATED CHECKS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

TASK DESCRIPTION

Undeliverable checks issued to students and vendors are returned to the
Cashier’s Office. The Cashier’s Office holds returned checks for a period
no longer than six (6) months. Upon receipt of the returned check and
every two months thereafter, the Cashier’s Office notifies Student
Accounts and Accounts Payable of the checks which were returned for
them to conduct any follow up action. UDC checks have a ‘positive pay’
with Wells Fargo and therefore do not expire. After six (6) months, all
checks are returned to Accounts Payable by the Cashier’s Office to be
cancelled. The Senior Accountant is responsible for creating the
accounting entry in Banner to reverse the check payment.

PURPOSE
This directive outlines the policies and procedures for the handling of
retuned checks.

POLICIES

1.30.1 UDC uses FASB Statement No. 5 (fasb.org) which helps the
University to account for unclaimed property liability on their
financial statements. It states that the treatment of a loss
contingency on the books depends on whether the likelihood of the
future event giving rise to the loss is probable, reasonably possible
or remote.

1.30.2 Accounts Payable and Student Accounts are responsible for
determining why the checks were undeliverable.

RESPONSIBILITIES
1.40.1 The Cashier’s Office is responsible for the receipt of returned
checks.

1.40.2 The Cashier’s Office is responsible for the notification to the issuer
of the check (Accounts Payable or Student Accounts) of the
returned checks.

1.40.3 Accounts Payable and Student Accounts are individually
responsible for determining why the check was undeliverable and
advising the Cashier’s Office of further action (contacting the
vendor of student).

1.40.4 The Accounts Payable Supervisor is responsible for forwarding
checks to be voided or reissued to the Senior Accountant.
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1.40.5 The Senior Accountant is responsible for the accounting entry in
Banner to void the check after six months.

XXXXXXXX.50: AUTHORIZATION
1.50.1 The Senior Accountant is authorized by the Chief Financial Officer
to access Banner and perform the STOP payment process.

XXXXXXXX.60: PROCEDURES
1.60.1 Undeliverable checks are received by the Cashier’s Office. When

checked are received, the Cashier’s Office emails Student
Accounts and Accounts Payable the following details in order to
notify them of the returned check:

» Payee name

*  Check number

» Date received

* Type of payment (student refund or vendor)

Note: Accounts Payable and Student Accounts are individually
responsible for determining why the check was undeliverable and
advising the Cashier’s Office of further action. Accounts Payable
also contacts payee to pickup check or mail.

1.60.1 After the six month period, the Cashier’s Office returns all
undeliverable checks to Accounts Payable.

1.60.2 Accounts Payable Supervisor creates a STOP Payment Form for
each check and stamps VOID on each check.

1.60.3 The STOP Payment Forms and voided checks are forwarded to the
Senior Accountant.

1.60.4 The Senior Accountant performs the STOP payment process in
Banner (see Expenditures and Disbursements- Stop Payments
procedure).

1.60.5 The Senior Accountant writes “cancelled in Banner” on the check.

1.60.6 Upon completion, the STOP Payment Form and the voided check
are returned to Accounts Payable.

XXXXXXXX.70: INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring all stale dated checks are
cancelled
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1.70.1.1 A report of all issued checks older than six months is
periodically generated from Banner in order to identify
uncashed checks. The Senior Accountant cancels all
checks older than six months.

XXX XXX XX.80 EXHIBITS
n/a

XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart AP: Unclaimed Property and Stale Dated Checks

FLOWCHART AP - UNCLAIMED PROPERTY AND STALE DATED CHECKS

Head Cashier

M Reseno oheck Fayment Foem for
Recipient Checks and write

Accounts Payable
Manager

s e W Rezend Checkn
Cormrected? Recipient

Student

Accounts

Reczive STOP
Faryment Forms and
VOID Check

Senjor
Accountant
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CASH DISBURSEMENTS - EMERGENCY STUDENT LOANS (KAPPA LOAN)

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

Emergency loans are issued to active UDC students or student workers.
Any active student may go to Financial Aid to request an emergency loan
for up to $250. Students on payroll may request an emergency loan for up
to $1000 when they are experiencing issues with receiving their check
from the University.

PURPOSE

This directive outlines the policies and procedures on processing
emergency student loans which apply to the University of the District of
Columbia.

POLICIES
1.30.1 Students must be a second semester freshman at the University of
the District of Columbia and enrolled for the current semester.

1.30.2 Student must have at least a 2.5 average.
1.30.3 Student’s account must be in good standing.

RESPONSIBILITIES

1.40.1 Financial Aid is responsible for providing the Check Request —
Revolving Student Loan form and Promissory Note to students
who wish to receive an emergency student loan.

1.40.2 The student is responsible for notarizing the Promissory Note.

1.40.3 The Senior Accountant is responsible for verifying the student’s
information and issuing checks to the student.

1.40.4 The Associate Chief Financial Officer and Chief Financial Officer
are the designated signatories for the loan.

AUTHORIZATION
1.50.1 The Senior Accountant is authorized by the Chief Financial Officer
at UDC to issue Emergency Student Loans to active students.

PROCEDURES

1.60.1 Financial Aid gives the student the Check Request — Revolving
Student Loan form and Promissory Note (see Exhibit BS:
Emergency Loan Form) to complete and notarize.
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1.60.2 The student gives the notarized forms to the Senior Accountant.

1.60.3 The Senior Accountant logs into Banner with their assigned
credentials to confirm that the student is an active UDC student.
The Senior Accountant prints the Banner screen illustrating that
the student is an active student (see Exhibit BT: Active student
illustration).

1.60.4 The Senior Accountant makes a copy of student’s ID and advises
them that they would be contacted within 3 days.

1.60.5 The Senior Accountant creates the check and updates the check log
to track the checks.

1.60.6 The Senior Accountant attaches the student’s ID, Check Request -
Revolving Student Loan form and Promissory Note to the check
and provides to the Chief Financial Officer for approval.

1.60.7 The Chief Financial Officer signs the checks.

1.60.8 The Staff Assistant provides the check to the Associate Chief
Financial Officer for approval and signature.

1.60.9 Upon approval, the check is returned to the Senior Accountant.
The Senior Accountant contacts the student to collect the check.

1.60.10 Upon receipt, the student signs and dates the check.

1.60.11 The Senior Accountant copies the check for the Office of the Chief
Financial Officer records (see Exhibit BU: Copy of Check).

1.60.12 The Senior Accountant emails the Student Accounts Office
confirming the student was issued an emergency loan. See Student
Accounts procedures for further action taken by the Student
Accounts Department.

1.60.13 The Senior Accountant prepares a journal entry (See JOURNAL
ENTRY process):
* DR KAPPA Loan Revenue
* CR Bank account

1.60.14 Upon receipt of repayment of the loan, the Senior Accountant

reverses the journal entry:
* DR Bank account
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XXXXXXXX.70:

XXXXXXXX.80

* CR KAPPA Loan

INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring loans

are only issued to

active students

1.70.1.1 The Senior Accountant verifies the student status on
Banner prior to processing the loan request.

EXHIBITS
1.80.1 Exhibit BS: Emergency Student Loan Forms
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1.80.2 Exhibit BU: Copy of Check

GOVERNMENT OF THE DISTRICT OF COLUMBIA
UDC POST SECONDARY EDUCATION FUND
4200 CONNECTICUT AVENUE, NW
WASHINGTON, DC 20009

PAY
TOTHE
- e

o ——

2042

DATE

S — ————.

EUAREY il Fargs Bank A TWO SIGNATURES REQUIRED

MEMO

[ - I

COPY - NON NEGOTIABLE

—_— e — e ————
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1.80.3 Exhibit BT: Active Student Illustration

|| Address Detals Sy o tutw
Toe St {4y  Prodes PostiCode Teephow  FomDss  ToDde  dcky

Fllor Pt Time  Ackeily Dge -

Comicula Summary - Primary Sudent Tjpe Rae
Moy em  Pugam Gy Lew canpus Cotege Degre .
End Odoneey . Adnission Tige Adrn ot | °
Fiekd ol Summary
| | Py b e PeldolSuy Degarmment Aeached o Magr
e =
el T
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart AR: Emergency Student Loans

FLOWCHART AR - EMERGENCY STUDENT LOANS

Student

Collect and Sign
Check

Verify Student
Status in Banner

Senior Accountant

Print Banner Screen
TN iy . i Active C""* 5“‘*(":;"“’ -
Student Status 3t

Chief Financial
Officer

Financial Officer

Associate Chief
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CASH DISBURSEMENTS - ACH UPLOADS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

Accounts Payable has the responsibility to pay vendors when bills are due.
The Senior Accountant ensures that funds are available for use and in turn
uploads the ACH payment file to Wells Fargo.

PURPOSE

This directive outlines the policies and procedures on accounts payable
ACH upload. These policies and procedures apply to the University of the
District of Columbia.

POLICIES
1.30.1 The Staff accessing Wells Fargo online banking must have their
own special credentials to get in.

1.30.2 The Senior Accountant must verify that funds are available prior to
contracting Accounts Payable.

1.30.3 The upload process must take place before 3pm or it is applied to
the next business day.

RESPONSIBILITIES
1.40.1 The Senior Accountant is responsible for confirming to Accounts
Payable that the funds requested are available.

1.40.2 Accounts Payable is responsible for emailing the ACH file to the
Senior Accountant.

1.40.3 The responsibility of uploading the ACH file to Wells Fargo
website is the Senior Accountant. The Accounting Officer uploads
in the ACH file to Wells Fargo website in the Senior Accountant’s
absence.

AUTHORIZATION

1.50.1 The Senior Accountant is authorized by the Chief Financial Officer
of UDC to give permission to Accounts Payable to access funds to
make payments to vendors.

PROCEDURES
1.60.1 Accounts Payable sends an email to the Senior Accountant
requesting the availability of funds for payment due to vendors.

1.60.2 The Senior Accountant checks the Wells Fargo bank statement
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online (www.wellsfargo.com) and check logs manually to see if
funds are available.

1.60.3 The Senior Accountant emails Account Payable to confirm the
requested funds are available.

1.60.4 Accounts Payable emails the Senior Accountant an attachment of
the file to upload into Wells Fargo.

1.60.5 The Senior Accountant accesses Wells Fargo website with their
assigned credentials and physical token to upload ACH file (see
Exhibit BV: Wells Fargo ACH upload process).

Note: The Accounting Officer logs into the Wells Fargo website
with their credentials and token in the Senior Accountant’s
absence.

Note: This must be performed prior to 3 pm or it is applied to the
next business day.

1.60.6 The Senior Accountant receives verification of a successful upload
on Wells Fargo’s website.

1.60.7 The Senior Accountant screen-prints the upload confirmation
screen that verifies that the file was successfully uploaded and
emails the screen to the Accounts Payable Supervisor as
confirmation.

XAXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring the successful upload of
the ACH file.
1.70.1.1  The Senior Accountant verifies the file name which was
successfully uploaded is the same as the file name sent
via email from the Accounts Payable Supervisor.
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XXXXXXXX.80 EXHIBITS
1.80.1 Exhibit BV: Wells Fargo ACH upload process

1.80.1.1 Sign on with the assigned UDC credentials.

Sign On

Company 1D
User 1D

Password

Forgot Password?

Password Reset Tutorial
Sign on Help

System Requirements
Fraud Prewvention

1.80.1.2 Select ACH Inquiry.

ACH Inquiry
Event Messaging
Returned Item Services
+ SAFE Transmission §
Statements & Notices
Stops-Images-Search

Treasury Information Reporting

1.80.1.3 Enter the token code number and click on Continue.

Token Authentication

Enter the Token Passcode 1o continue.

SecurlD” Token Card
OREE | Token Code
——

If you have not created a PIMN, enter only the Token Code.

Token Code ({PIN = Token Code = Token Passcode)

clear
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1.80.1.4 Upload the file that was received from the Accounts Payble

Upload Files

Upload files Upl files
View file upload history Click Browse, select your file for upload, and choose the destination Product Folder.
Download files(3) Click Upload when you are ready to send your files

Mote: Do not skip rows when selecting your files

Froduct

Hum | File Name Product Folder

Contact us

Browse... Select Product Folder -

Transmission Support Services

800-835-2265 Ext.75555

Browse. Select Product Folder -

|
[

3. || Browse... || SelectProduct Folder -
| Browse... || SelectProduct Folder -
[

Browse. Select Product Folder -

1.80.1.5 Click on Upload.

Upload files

Click Browse, select your file for upload, and choosea the destination Product Folder.

Click Upload when yvou are ready to send vour files.
Mote: Do not SKip rows when selecting vour files.

Froduct
Hum | File Mame Product Folder
1. |T:'\.¢3«.CCCILJNTS PAN AB L B HWw(C Browse. . Select Product Folder

- | Erowse. .. Select Product Folder
| Erowse. .. Select Product Folder
- | Erowse. . Select Product Folder
| Erowse. Select Product Folder

1.80.1.6 Click on Product Folder to choose the destination for the
file.

Upload files

Click Browse, select your file for upload, and choose the destination Product Folder.

Click Upload when you are ready to send your files.
Hote: Do not skip rows when selecting your files.

[ Frodust |

Hum | File Hame Product Folder

1. [[TawccounTs PavABLEWCHWC _ Browse...
2. | Browse... Select Product Folder

3. | Browse. . Select Product Folder

a. | Browse. . Select Product Folder

5. | Browse. . Select Product Folder
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1.80.1.7 Upon completion of upload, a confirmation notice is
received notifying that the file upload was successful.

| Ulosatles

@ Your files have been successfully uploaded.

File Hame Batch 1D Product Folder Status
1. prod_rking_fapdird_434267 lis 14F28820717 ACH (ACH_UDC_INBOUND) Uploaded
< Return to Upload Files | Print

XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart AS: Accounts Payable ACH Upload

FLOWCHART AS —- ACCOUNTS PAYABLE ACH UPLOAD

Email ACH Upload
files

Accounts Payable
Manager

J ind s
- 2 el
. Log into Wells Fargo
VESH- A::;:'F':'ﬁ website with Token Upload acH File S |||
and User Credentials
a

Senior Accountant

Accounting
Officer
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CASH DISBURSEMENTS - RESOLUTION OF WIRE TRANSFER ISSUES

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

The Office of the Chief Financial Officer has a duty to assist students for
the resolution of wire transfers sent to the University but not received by
Student Accounts. The Senior Accountant assists students in determining
why wire transfers were not successfully received by the University.

PURPOSE
This directive outlines the policies and procedures for the resolution of
wire transfer issues which apply to the University of the District of
Columbia.

POLICIES

1.30.1 The Senior Accountant must verify that funds requested are
actually available before contacting Student Accounts to release
funds to the student.

RESPONSIBILITIES
1.40.1 The Senior Accountant is responsible for assisting the student
where possible.

1.40.2 Student Accounts is responsible for releasing requested funds to
the student’s account in Banner.

AUTHORIZATION

1.50.1 Student Accounts is authorized by the Chief Financial Officer and
the Senior Accountant to release funds to students awaiting wire
transfers still pending.

PROCEDURES
1.60.1 Student contacts the Senior Accountant with details of their
missing wire transfer.

1.60.2 The Senior Accountant logs into the Wells Fargo bank website
(www.wellsfargo.com) with their assigned credentials to verify the
funds expected from the student are actually available.

1.60.3 If the funds cannot be located, the Senior Accountant contacts the
sending bank in order to determine the cause of the missing funds
and to arrive to a resolution.

1.60.4 Once the funds are verified to be received, the Senior Accountant
emails Student Accounts a screen print illustrating the funds were
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received and requests for them to release the funds to the student.

1.60.5 The Senior Accountant provides the student with UDC’s wire
transfer details (see Exhibit BW: UDC Wire Transfer Details) in
order to ensure further errors are not made.

1.60.6 Student Accounts posts the funds to the student account in Banner.

XAXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal controls applicable to verifying funds are received by the
University prior to notifying Student Accounts
1.70.1.1  The Senior Accountant verifies the receipt of funds
from the Wells Fargo bank website.

XXXXXXXX.80 EXHIBITS
1.80.1 Exhibit BW: UDC Wire Transfer Details

UNIVERSITY OF THE DISTRICT OF COLUMBIA
Office of the Chief Financial Officer

UMEVERSITY OF
THE DISTRICT
Donald Rickford OF COLUMBLA

Chial Financin] Offizer A Officz of Finanze

Please find the information bzlow for tuition payments.

Bank: WELLS FARGO

Address: 1300 1 ST NW STE 105W
WASHINGTON DC, 20005

Account Name: DISTRICT OF COLUMBIA GOVT.

UDC POST SECONDARY EDUCATION FUND ACCT
Account Number: 4120700430
ABA number: 121000248
Swift Code WFBIUSGS

UNIVERSITY OF THE DISTRICT OF COLUMBIA
4200 CONNECTICUT AVENUE NW
WASHINGTON , DC 20008-1122

Instructions: Please include N# in the description field when wiring funds.

4200 Connecticul Avenue, N.W_, Building 39, Suite 200, Washingion, DC 20008 (202) 274-5410  (202) 274-
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart AT: Resolution of Wire Transfer Issues

FLOWCHART AT - RESOLUTION OF WIRE TRANSFER ISSUES

Obtain Details of
Wire Transfer Sent
1oUDC

Student

Log into Wells Fargo Sends
to Verify if Funds : " Issue Identify
were Received from enit's Banl and Resohed?

Senior Accountant

Student's Account in Student’s Account in
Banner Banner

Student
Accounts
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P-CARDS

XXXXXXXX.10: TASK DESCRIPTION

Purchase Card transactions are reconciled by the P-Card holder and
accounting entries are reviewed and verified by the Accountant. The
University of the District of Columbia will not issue Purchase Order for a
purchase of less than $2500. As an alternative, a Purchase Card is used for
expenditures of less than $2500. In certain instances, the cardholder may
exceed the maximum amount of $2500 for a P-card purchase with the
authorization of the Director of Contracting and Procurement Office.

XXXXXXXX.20: PURPOSE
This directive outlines the policies and procedures on purchasing cards
which apply to the University of the District of Columbia, Office of the
Chief Financial Officer.

XXXXXXXX.30: POLICIES
1.30.1 P-Cards shall not be used for personal expenditures or for any
reason other than official UDC purchases.

1.30.2 P-Cards shall only be used by the cardholder.

1.30.3 P-Cards are used for expenditures of less than $2500 with few
exceptions which requires authorization from the Director of
Procurement.

XXXXXXXX.40: RESPONSIBILITIES
1.40.1 The Accountant is responsible for verifying that all cardholders’
accounts are accurately reconciled before the end of the cycle
month.

1.40.2 The cardholder is responsible for accessing the Banner System and
ensuring that cardholders are not spending more than the allotted
amount.

1.40.3 The Accounting Officer is responsible for authorizing the Direct
Voucher Payment form.

XXXXXXXX.50:  AUTHORIZATION
1.50.1 The Accountant is authorized by the Chief Financial Officer to
prepare the Direct Voucher Payment request to send to Accounts
Payable. Accounts Payable is authorized by the Chief Financial
Officer to process payments for P-Cards.

Page 304 of 481



UNIVERSITY OF THE DISTRICT OF COLUMBIA
OFFICE OF THE CHIEF FINANCIAL OFFICER

FINANCIAL POLICIES AND PROCEDURES MANUAL

XXXXXXXX.60:

PROCEDURES

1.60.1

1.60.2

1.60.3

1.60.4

1.60.5

1.60.6

The Accountant logs into JP Morgan’s online banking website
with their assigned credentials and generates the Statement of
Account (see Exhibit BX: Statement of Account) on the 21% of
every month.

The Accountant reviews the Statement of Account and sends an
email to the cardholders who have not reconciled (see Exhibit BY:
Email Sent to P Cardholder), requesting the cardholder to reconcile
their account by the date provided to them.
Note: The following reconciliation details are entered on the
Statement of Account by the cardholder when their account
Is reconciled:
Index, Fund Code, Org Code, Program Code, Account Code

Note: If the cardholder does not reconcile by the date provided in
the email, the Accountant charges all expenditures not
reconciled to the Miscellaneous account (account number
701805).

Note: The Budget Office notifies the cardholder when expenditures
have been charged to miscellaneous account and that they
are required to contact the Budget Office to reclassify the
account expenses.

The Accountant updates the Allocation from Index Code PCARD
spreadsheet (see Exhibit BZ: Allocation from Index Code) with
each cardholder’s reconciliation details (i.e. Index, Fund Code, Org
Code, Program Code, Account Code)

The Accountant verifies the reconciliation details against the Chart
of Accounts that the expense description captured is correctly
outlined.

Note: The Accountant corrects the account codes or description if
it is incorrect.

The Accountant emails the Allocation from Index Code PCARD
spreadsheet to the Program Systems Specialist to upload in Banner
thus creating a Journal VVoucher.

The Accounting Officer approves the Journal Entry in Banner.
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1.60.7

1.60.8

1.60.9

1.60.10

1.60.11

1.60.12

1.60.13

1.60.14

1.60.15

1.60.16

The Accountant logs into J.P Morgan online banking system and
retrieves the invoice (see Exhibit CA: Invoice) for the period.

The Accountant verifies that outstanding balances were paid as
outlined in the Beginning Balance line of the invoice.

Note: For any outstanding balance, the Accountant either contacts
Accounts Payable to inquire of the status of payment or goes to the
Banner screen FGIGLAC (see Exhibit CB: FGIGLAC) to verify if
the payments were actually made.

The Accountant verifies that the Total P-card Transactions line of
the Statement of Account equals to the total invoice amount due
and initials the invoice.

Note: Any discrepancies are investigated and resolved.

The Accountant prepares the Direct Voucher Payment Request
(see Exhibit CC: Direct Voucher Payment Request Form) and
attaches it to the bank invoices.

The Accountant logs into the JP Morgan online banking website
with their assigned credentials and generates the Transaction Detail
Report (see Exhibit CD: Transaction Detail Report). The report
reflects all expenditures of cardholders which the Accountant
verifies agrees with the bank invoice and Direct Voucher Payment
Request.

The Accountant emails the Direct Voucher Payment Request, bank
invoices and Transaction Detail Report for review and approval by
Procurement.

Upon approval, Procurement signs the Direct Voucher Payment
Request.

Upon review and approval, the Accounting Officer signs the Direct
Voucher Payment Request.

The Direct Voucher Payment Request is given to Accounts
Payable to enter into Banner for payment processing.

After payment, Accounts Payable scans the approved Direct

Voucher Payment Request, bank invoices and Transaction Detail
Report and uploads the documents into Banner.
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XXXXXXXX.70: INTERNAL CONTROLS
1.70.1 Internal controls applicable to verifying the cardholder does not
expense more than the allotted $2500.
1.70.1.1  The Accountant verifies that the amount in JP Morgan
Bank online statement is not more than $2500.The
Director of Procurement’s approval is requested for
approvals more than $2500.

1.70.2 Internal controls applicable to verifying that the correct detail code
is used for the P-Card.
1.70.2.1  The Accountant verifies the detail code and underlying
accounts from the report in Bank Account of J.P
Morgan.
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XXXXXXXX.80 EXHIBITS

1.80.1 Exhibit BX: Statement of Account Report

Statement of Account
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1.80.2 Exhibit BY: Email Sent to P- Card holders
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1.80.3 Exhibit BZ: Allocation from Index Code PCARD Excel

Allocation from Index Code PCARD

Card Holder Name

APRIL 2015 - 03/21/15 - 04/20/15 - FY15

Index Code

[Fund Code

Org Code

Prog. Code

Account Code Amount
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1.80.4 Exhibit CA: Invoice
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1.80.5 Exhibit CB: Direct Voucher Payment Request form

DIRECT VOUCHER PAYMENT REQUEST
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1.80.6 Exhibit CC: Banner screen print: FGIGLAC
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1
1.80.7 Exhibit CD: Sample Transaction Details Report
Transaction Detail
DCPCARD
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Grusd Tatsh Fotsl Transacrions 536
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart AU: P-Cards

FLOWCHART AU- P- CARDS

= e e oe
e veriny i n - Alccrtion from
¥ Indiexn Code PCARD
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Accountant

Accounts
Payable
Specialist
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Entry in Banner

Accounting
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FINANCIAL STATEMENTS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

TASK DESCRIPTION

The University financial report includes three financial statements: the
Statement of Net Position, the Statement of Revenues, Expenses, and
Changes in Net Position, and the Statement of Cash Flows. The financial
statements of the University are prepared in conformity with U.S
Generally Accepted Accounting Principles (GAAP) as applied to
government colleges and universities. The Government Accounting
Standards Board is the accepted standard setting policy for establishing
governmental accounting and financial reporting standards.

The Statement of Net Position presents the financial position of the
University at the end of the fiscal year and includes all assets and
liabilities of the University. The difference between total assets and total
liabilities less net position is one indicator of the current financial
condition of the University, while the change in net position is an indicator
of whether the overall financial conditions has improved or worsen during
the year. Assets and liabilities are generally measured using current
values.

The Statement of Revenues, Expenses and Changes in Net Position
presents the University’s results of operation. Significant recurring sources
of the University revenues are considered non-operating. Theses
significant non-operating sources include District of Columbia
appropriations, Pell grants, gifts for scholarships, and investment income.

The Statement of Cash Flows provides information about the University’s
financial results by reporting the major sources and uses of cash.

PURPOSE

This directive outlines the policies and procedures for the preparation of
interim and annual financial statements. These policies apply to the
University of the District of Columbia.

POLICIES

1.30.1 As stated in GASB Concepts Statement No. 1 Summary
(www.gasb.org/st/concepts/gconsuml.html), UDC is required to
provide information about the sources and uses of financial
resources to the Board and provide information necessary to
determine whether is financial position improved or deteriorated as
a result of the year’s operations.

1.30.2 As stated in GASB Concepts Statement No. 1 Summary
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(www.gasb.org/st/concepts/gconsuml.html), UDC is required to
present financial statements that should assist users in assessing the
level of services that can be provided by the governmental entity
and its ability to meet its obligations as they become due by
providing information about its financial position and condition
which is presented to the Board.

XXXXXXXX.40:  RESPONSIBILITIES

1.40.1 The Accounting Officer is responsible for establishing and
maintaining a system of internal controls to ensure that all
transactions related to the University operations are properly
initiated, approved, and reported to ensure that at year end, the
accounting data are compiled to allow for the preparation of
interim and annual financial reporting in conformity with GAAP
and applicable laws, rules, and regulations.

1.40.2 The Chief Financial Officer has the responsibility to review the
financial statements and reports for accuracy and reasonableness.

XXXXXXXX.50:  AUTHORIZATION
1.50.1 The Accounting Officer is authorized by the Chief Financial
Officer to prepare financial statements and reports of financial
position, operating results and other pertinent.

XXXXXXXX.60: PROCEDURES
1.60.1 The Accounting Officer generates a Trial Balance report (see Exhibit
CE: Generation of Trial Balance report), Revenue and Expenditures
reports funds from CFO$olve to prepare the Statement of Revenues,
Expenditures, and Statement of Change in Net Position.

1.60.2 The Accounting Officer generates the Trial Balance report to
prepare the Statement of Net Position and Statement of Cash Flow
(see Exhibit CF: Statement of Cash Flow).

XXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal controls applicable to verifying the correct information
about the University is presented on the financial statements
1.70.1.1  The Chief Financial Officer reviews and approves of
the financial statements.
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XXXXXXXX.80 EXHIBITS
1.80.1  Exhibit BO: Trail Balance Generation Process

1.80.1.1 Upon logging in, click on the Agency Folders link

Public Folders ETiQ % @ =] ﬁ/
Entries: 1 -5 @ » M

| [Namee | Modified ¢ | Actions

[ €3 AcD and Budget Appiications Qctober 8, 2013 7:15:40 AM Bz,

|:| Bﬂ e January 15, 2015 3:18:00PM EMore‘.‘

] # Acudsinfo Aprl 20, 20154:17:20PM Hmore..

[0 (3 AGENCY FOLDERS September 2, 2015 10:43:01 AM Hmore..

|:| Bﬂ ACD February 19, 2014 2:09:00 PM EMore‘.‘

|:| Bﬂ BMAPS January 24, 2015 4:11:56PM EMore‘.‘

[0 3 BUDGET EXECUTION June 22, 20154:27:13PM Hmore..

[[ 3 BUDGET FORMULATION January 15, 2015 11:25:32 AM Hmore..

] i} Capital October 7, 2013 11:14:41 AM Hmore..

0 O crFomf August 17, 2015 9:30:10 AM Hmore..

|:| [} CFOINFOReports January 15, 2015 12:56:23PM EMore‘.‘

[ 3 cosmGREPORTS March 26, 2015 10:15:19 AM Hmore..

[0 (3 COSTORIVERS Tanuary 15, 2015 2:28:40PM Hmore..

|:| Bﬂ DCLB June 24, 2015 3:23:45PM EMore‘.‘

[0 C3 FINANCIAL STATUS REPORTS October 10, 2013 2:36:08PM Hmore..

1.80.1.2

Public Folders > AGENCY FOLDERS 7% @ B %I
Entries: 1 - 15 o »
] | Hame ¢ | Modified ¢ | Actions
[ o eoRe June 8, 2015 7:43:41 PM EMore...
FSL 2010 Comp Source 20 May 28, 2014 10:25:30 AM Mare...
o] =]
GFO - UNIVERSITY OF THE DISTRICT OF COLUMBIA August 26, 20113 10:05:48 AM More...
(] =
O 0O Kate August 21, 2015 1:41:25 PM EMore...
O O oemc September 9, 2015 11:18:28 AM
[] &> 520 Object Level Available Balance March 27, 2015 9:55:30 AM
e 520 Report 3 March 26, 2015 1:02:17 PM
= h
[C] &b DHS SUMMARY BY PROGRAM NO AY January 9, 2015 4:12:48 PM
] ¥ Expense 3500 /3501 by org Code (3) w Vendor March 26, 2015 9:38:02 AM
O m G121t Inuiry December 10, 2014 435:23PM
B X  GL2735P0 Report July 11, 2014 1:54:23PM
[ N GL1207Revised July 2, 2015 10:47:50 AM
[T] ma™ KAO - EXP REPORT BY GRANT - ALL YEARS June 4, 2015 5:23:04PM
[ ¥  Negative Expenditures FY15 December 10, 2014 41408 PM
[C] % PO REPCRT - MONTHLY September 2, 2015 10:43:01AM

On the next page, click on the GFO — UNIVERSITY OF
THE DISTRICT OF COLUMBIA icon.
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1.80.1.3  On the next page, click on Banner Package Reports.

Fublic Flders > AGENCY FOLDERS > GFO - UNIVERSITY OF THE DISTRICT OF COLUMBIA ErU%OE«cRoRiBH
Entries: 1 -4 e

O [wames | Modified & | Actions

[ [ BANNER Package REPORTS May 31, 2012 12:25:58PM E wore...

[ [ ReSTARS Package REPORTS February 24, 2014 2:52:20PM E woe...

|:| [0 772 Bamner Package only - NO REPORTS IN HERE August 15, 2012 4:10:00 PM E More...

|:| m_'_nb Fund 4151 Index 64000 Comp Source 0020_0041FY 2010 September 28, 2013 10:59:20 AM E [ k @ ﬁ E More...

1.80.1.4 On the next page, click on General Ledger Reports

Pl A0 FOLDERS » 8- NDERSTYCF THEISACTCFCOLNEI»BAMER ackag EPORTS ERIONE 4B KB
Enfriess 1~ -4 0

0 anet [ i

D N evelpnent -REPCRTS AT FALLZED Harth 2, 053 120 EMwem

] (0 Gorer g e Warth 21, 3 ST 4R Ete.

] (0 Optrglee Reors b B D0 0BEM . E e,

D DTransacﬁunHisharyledgerRepurts Hovenber 14,2003 (03221 ¥ EMNE.H

1.80.1.5 On the next page, click on Working Trial Balance Excel —
Balance Sheet Account Totals

PPl  AEACYFLORRS»GF-NDVERSTY OF THELSTRLCTOFCCLUVE  BAANER g ERCRTS »GenerlLedgerRepors EXCYOE BN ED
fnfriess 1~ -6 ﬁ

[ hanet o e

D 0 Gt renurts Novenber 21, 112 S23740PM EMnreH.

T P G T e ECE - e e Ao o (e M| 4 k@ﬁEMmem

T P i e B st et 4 bt 2 AR 05k B k@ﬁLMme

U Tl B -und it e et At e B AB0HEN  EEP L@ﬂé‘,mm”

] P RS T ke ECE Bl et At oo e B AB0HEN  E2P k@@EMNe.”

i m@ VCRING i Balzn: POF (Reoort Vi) -Belance Shest Accunt s Noventer |, JE2 41251 E_ b EMDFE‘..
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1.80.1.6  Select the Fiscal Period and the Fiscal Year by clicking on
the drop down bar and hitting ok to run the report.

Provide values for the report you are about to run,
# Indicates a required field.

# Points to missing information.

FiscalMonthPeriod
Provide a value:

"l =

Fiscal¥ear

Provide a value:

(2015 -

1.80.1.7 A window will appear indicating the report is running.

» Your report is running.

Instead of waiting, you can select a delivery
method to run the report in the background.
Select a delivery method.

Cancel

1.80.1.8 Once the report is done running, a window will prompt
asking whether you want to open or save the report.

Do you want to apen or save WORKING Trial Balance EXCEL - Balance Sheet Account Totals 23¢c141af.dsx (133 KB from cfosolve.indcgov?

Open | See v Cancel
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1.80.2  Exhibit CF: Statement of Cash Flow
UNIVERSITY OF THE DISTRICT OF COLUMEIA
(A Component Unit of the Government of the District of Columbia)
Statements of Cash Flows
Years Ended September 30, 2014 and 2013

Cash flows from operating activities:
Tuition and fees 5
Grants and contracts
Payments to vendors
Payments to employees
Other payments

Net cash used by operating activities

Cash flows from non-capital financing activities:
District of Columbia appropriations - operating
Change in advances to/from District of Columbia
Gifts for scholarships
Direct loan receipts
Direct loan payments
Federal Pell grant

Net cash provided by noncapital financing activities

Cash flows from capital and related financing activities:
Purchase of capital assets
Capital appropriations

Net cash provided/(used) by capital and related financing activities

Cash flows from investing activities:
Proceeds from sales/maturities of long-term investments
Investment income
Purchase of investments

Net cash provided by investing activities

Net decrease in cash and cash equivalents

Cash and cash equivalents, beginning

Cash and cash equivalents, ending 5

Eeconciliation of operating loss to net cash provided by operating activities:
Operating loss 3
Adjustments to reconcile operating loss to net cashe

Depreciation

Bad debt expense

Prior vear cash receipts, eamed as revenue in the current year
Change in:

Accounts receivable

Grants receivable

Accrued interest receivable

Other current assets

Other noncurent assets

Notes receivable

Accounts payable and accrued liabdlities

Unearned revenue

Other current liabilities

Befundable advances

Accrued leave

Due to District of Columbia

MNet cash used by operating activities 5
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart AW: Financial Statements

FLOWCHART AW: FINANCIAL STATEMENTS

Email Board OF
Directors the
Balance Sheet, i
: - Present Financial
Send to CFO to variance analysis Statements tothe
review
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Officer
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MONTHLY BOARD OF TRUSTEES REPORTS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

TASK DESCRIPTION

The Governmental Accounting Standard Board (GASB) has identified
responsibility as the principal objective of financial reporting. Operational
accountability refers to the University of the District of Columbia
responsibility to report the extent to which they have met their operating
objectives efficiently and effectively using all resources available for that
purpose. The University of the District of Columbia has a duty to prepare
monthly statements and present them to the Board keeping the Board
informed on its financial position and financial performance.

PURPOSE
This directive outlines the policies and procedures on monthly board
reporting. These policies apply to the University of the District of
Columbia.

POLICIES

1.30.1 As stated in GASB Concepts Statement No. 1 Summary
(www.gasb.org/st/concepts/gconsuml.html), UDC is required to
provide information about the sources and uses of financial
resources to the Board and provide information necessary to
determine whether is financial position improved or deteriorated as
a result of the year’s operations.

1.30.2 As stated in GASB Concepts Statement No. 1 Summary
(www.gasb.org/st/concepts/gconsuml.html), UDC is required to
present financial statements that should assist users in assessing the
level of services that can be provided by the governmental entity
and its ability to meet its obligations as they become due by
providing information about its financial position and condition
which is presented to the Board.

RESPONSIBILITIES
1.40.1 The Accounting Officer is responsible running the Trial Balance,
Revenues, and Expenditures reports and the BAVAL reports.

1.40.2 The Chief Financial Officer has the responsibility to review the
monthly reports to ensure it is reasonable before being presented to
the Board.

AUTHORIZATION

1.50.1 The Accounting Officer is authorized by the Chief Financial
Officer to present the monthly financial statements to the Board on
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XXXXXXXX.60:

XXXXXXXX.70:

a monthly basis and upload them on UDC’s website.

PROCEDURES

1.60.1 The Accounting Officer generates a Trial Balance report (see
Exhibit CG- Trial Balance- Balance Sheet) and Revenue and
Expense Report and BAVAL report for restricted and non-restricted
funds from CFO%$olve to prepare the Statement of Net Position and
Net Income/ Loss Comparison.

1.60.2 The Accounting Officer also completes a variance analysis with
terms and definitions (see Exhibit CH: Statement of Net Position
Comparison/  Definitions) which includes the percentage
explanations.

1.60.3 The Accounting Officer emails the Chief Financial Officer to
review the report for reasonableness.

1.60.4 Upon approval, the Accounting Officer emails the Board of
Directors the Statement of Net Position and Net Income/ Loss
Comparison and the variance analysis report.

1.60.5 The Accounting Officer presents the financial statements and
variance analysis reports to the Board. On an ad hoc basis posts the
reports monthly to UDC’s website.

INTERNAL CONTROLS
1.70.1 Internal controls applicable to verifying the correct information
about the University is presented on the financial statements
1.70.1.1 The Chief Financial Officer reviews and approves of
the financial reports before being presented to the
Board.
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XXXXXXXX.80 EXHIBITS

1.80.1 Exhibit CG: Trial Balance- Balance Sheet

| Account (4) | Account (4) Description | Beg Bal Dr/(Cr) | Debits | (Credits) | End Bal Dr/(Cr)

101105 Wells Fargo-conc.#4351

101106 Wells Fargo-Dish.#4403

101107 Wells Fargo-rec.#4458

101109 Wells Fargo-Post Secondary

101110 Bank Of America

101112 Wells Fargo - PSEF

101115 Bank Of America - Post second educ

101120 Bank Of America (PSEF-Sweep)

101140 Colombo Bank - CD

101145 Industrial Bank - CD

101150 JP Morgan

101160 Sanford C Bernstein - 60

101165 Sanford C Bernstein - 61

101166 Sanford C Bernstein-48

101168 Barclays

101170 US Bank - Perkins Loan

101994 Cash Holding

101995 Credit Card Holding

101996 Agency Collection Holding

101998 Claim on cash

121105 Buildings

121110 Library holdings

121115 Furniture and fixtures

121120 Equipment and machinery

121205 Land

121210 Construction in progress (CIP)

121305 Acc depr - buildings

121310 Acc depr - library holdings

121315 Acc depr - furniture and fixtures

121320 Acc depr - equipment and machinery

211105 Bookstore vouchers agency

211106 Bookstore vouchers agency CF

211107 Bookstore vouchers agency CS

211108 Bookstore vouchers agency CM

211110 Bookstore vouchers non-agency

211111 Bookstore vouchers non-agency CF

211112 Bookstore vouchers non-agency CS

211113 Bookstore vouchers non-agency CM

211114 Bookstore vouchers non-agency FY

211115 Bookstore vouchers - law sch
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1.80.2 Exhibit CH: Statement of Net Position Comparison

UNIVEESITY OF THE DISTEICT OF COLTUMEIA

(A Component Unit of the Government of the Divirict of Columbia)
Statements of Net Position
September 30, 2014 and 2013

Asyeiy
Currentasyeds:
Cazh and cash sguivalants (note 37
Avopunts raoaivable, net {mote 4
Grants and contracts r=oeivabla, nat
F.aceivable from the Diztrict of
Columbia
Acorpad intarest r=paivabls
Orther corrant asssts
Total Current asssts
MNoncorrent Asyey:
Investments
Motas raoeivabla, nat {not2 4)
Capital azzatz net (nota &)
Lone-tem racsivablas
Total Wonourrent azzats
Total Aszzstz
Liabilities
Currentliabilities:
Acoounts payabla
Acomeed pavroll
Litization contingancias {not2 )
Compenzated sheamozz
TUnsamad r=vanns
D= 1o the DHztrict of Columbia
Othar currant lighdlitiss
Total Curr=nt ligkdliti=s:
MNoncorrent liabilities:
F.efindabla advancas
Total Wonowrrant liabdlities:
Total Liabdlitiss
MNet Position
Imvestad in capital asasts
Fastrictad:
KNonanpendabla spdovwmeants
Expandshla:
Capital projects
Pr=-K Enhancement
TUnrestrictad
Total n=t position

Cuorrent Year

Previous Year
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CXTVERSITY OF THE DISTRICT OF COLIMELY i
(A Compament Uit of the Goremment o te Disict of Cotmbis) !
Yot Income Loss Compasson i
Fo he Moahs Ended by 31, 10K, 205 i
NAUDITED i
]
]
Curras Year LstYear Vilwee  Perostge | Percesage
Bavemaes: I
Opeeeing ervemmans: i
M Snpdem tstion and fres st i !
Federad granms and coomncts l
% !
1 pes gromts and eonts i
] |
Foate Gty
n
Appespeated Frnds (Local)
b
¥ InductCost Becorey
Fost Secendary Education
i1 Endowment
Total Revenoes
Expenar
Dpeeesng nprses
i Sl

XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart AV: Monthly Board of Trustees Report

FLOWCHART AV: MONTHLY BOARD OF TRUSTEES REPORT
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FINANCIAL MANAGEMENT
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DEVELOPING DEPARTMENTAL SPENDING PLANS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

Each budget unit is required to develop a departmental spending plan
reflecting the expected expenses on a month to month basis. The Budget
Department provides monthly reports from Banner that can be used to
update these spending plans. These spending plans are used by the budget
units to project monthly and quarterly spending needs. Spending plans
include special purpose funds and local funds. Spending plans for grants
are based on carryover grant information.

PURPOSE
This directive outlines the policies and procedures to describe the
development of departmental spending plans.

POLICIES

1.30.1 It is the policy that each department within UDC must develop and
monitor a monthly spending plan which is consistent with overall
budget objectives.

RESPONSIBILITIES
1.40.1 Each Dean or Department Head is responsible for developing a
monthly spending plan for his/her department.

1.40.2 The Budget Officer is responsible for ensuring that spending plans
are completed once a year for budget purposes.

AUTHORIZATION

1.50.1 This Policy was prepared pursuant to the District’s Home Rule
Act, section 424(d) and the District of Columbia’s Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code 88§
38-1202.01(a)), Title 8, DCMR(“DCMR 8”).

1.50.2 This policy was also prepared pursuant to a University of the
District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of
the Chief Financial Officer guidelines.

PROCEDURES

Updating Budget Unit Spending Plans

1.60.1 A Department Designated person reviews the prior year financial
reports for his/her unit for accuracy, and prepares updates for the
next fiscal year. Once completed, the revised Annual Spending
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Plan is submitted to the Department Head for review and approval
and inclusion in the upcoming budget process.

1.60.2 The Department Deans or Directors receives and reviews the
revised Budget Unit Annual Spending Plan and approves it.

1.60.3 The Department Designee submits an updated plan to the Budget
Analyst.

1.60.4 The Budget Analyst enters the Budget Unit Annual Spending Plans
in the excel spreadsheets for the department and finalizes the
updated Spending Plan for the entire University.

1.60.5 These spending plans are updated on a regular basis by the budget
unit in order to project the requirements for the department.

XXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring the approval of spending
plans
1.70.1.1  The Department Deans or Directors must approve
the final spending plans before they are sent to the
Budget Analyst for entry into the budget. The
Budget Officer reviews the spending plans and
approves the final spending plan for the University.

XXXXXXXX.80 EXHIBITS
n/a

Page 330 of 481



UNIVERSITY OF THE DISTRICT OF COLUMBIA
OFFICE OF THE CHIEF FINANCIAL OFFICER

FINANCIAL POLICIES AND PROCEDURES MANUAL

XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart AX: Developing Departmental Spending Plan

FLOWCHART AX: DEVELOPING DEPARTMENTAL SPENDING PLAN

Enter approved
Department budzets & sy V18]
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RECONCILIATION OF FUNDED POSITIONS (SCHEDULE A)

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

The Budget Department works closely with the UDC schools and
departments to update their personnel schedules and funded position for
each future budget year. The Budget Department asks for quarterly
updates to the Schedule A from the budget unit. Schedule A information
includes the special purpose funds and local funds. Schedule A
information for grants is projected based on rollover grant information.

PURPOSE

This directive outlines the policies and procedures to project and update
the personnel cost for the upcoming fiscal years and to determine the
number of funded positions.

POLICIES
1.30.1 It is the policy that positions must be approved in the budget before
these positions can be filled.

RESPONSIBILITIES

1.40.1 Each Dean or Department head is responsible for developing a
personnel schedule, or Schedule A, for all funded and proposed
positions in their department.

1.40.2 The Budget Officer is responsible for compiling all Schedule A
documents for the University during the annual budget process and
working with each department to agree on the funding level for
personnel.

AUTHORIZATION

1.50.1 This Policy was prepared pursuant to the District’s Home Rule
Act, section 424(d) and the District of Columbia’s Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code 88§
38-1202.01(a)), Title 8, DCMR(“DCMR 8”).

1.50.2 This policy was also prepared pursuant to a University of the
District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of
the Chief Financial Officer guidelines.

PROCEDURES

1.60.1 The Schedule A for the current year (Year 1) is reviewed by the
Department Head or Dean. It is also compared with the projected
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Schedule A for the upcoming budget year (Year 2). If necessary,
updates are made to Year 2. In preparation for a new budget cycle,
a Schedule A is prepared for the following year (Year 3).

1.60.2 Once the Schedules A’s have been revised, they are submitted to
the Budget Officer, who compiles all departments into a single
Schedule A for the University.

1.60.3 During the year, the budget analysts compare the Schedule A with
payroll information in the 485 report. The Schedule A is submitted
to the programs on a monthly or quarterly basis for updates.

XXXXXXXX.70:  INTERNAL CONTROLS
1.70.1  Internal controls applicable to ensuring the expenses are within
budget.
1.70.1.1 Scheduled positions are developed in the budget on an
individual position basis to ensure that personnel
expenses do not go over budget.

XXX XXX XX.80 EXHIBITS
n/a

XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart AY: Reconciliation of Funded Positions (Schedule A)

FLOWCHART AY: RECONCILIATION OF FUNDED POSITIONS (SCHEDULE A)
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ANNUAL BUDGET DEVELOPMENT PROCESS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

TASK DESCRIPTION

The budget process formally begins when the District Office of Budget
and Planning (OBP) delivers the budget instructions to the Office of the
CFO and Budget Officer in late September. A timeline is developed for
the budget process. OBP also furnishes UDC with the total targeted
budget amount which is the basis for the UDC budget planning.

Operating budgets and personnel costs are uploaded into the budget
worksheets, reviewed, and adjusted to meet the targeted budget. The
Budget Officer and CFO review the proposed budget, make corrections
and adjustments, and approve, in cooperation with the President’s Budget
Committee. Budget information includes the special purpose funds and
local funds. Budget information for grants is projected based on rollover
grant information.

PURPOSE
This directive outlines the policies and procedures to develop a Year 3
budget for UDC in a timely manner.

POLICIES
1.30.1 UDC must follow the guidelines established by OBP for the
production of the district-wide budget.

1.30.2 The annual proposed Budget must keep expenditures within the
UDC funding limits established by OBP.

RESPONSIBILITIES
1.40.1 The Budget Officer is responsible for managing the preparation of
the University budget.

1.40.2 Each Department Head or Dean is responsible for developing the
budget for his/her individual budget unit.

1.40.3 The President’s Budget Committee reviews the budget once the
budget is completed.

AUTHORIZATION
1.50.1 This Policy was prepared pursuant to the District’s Home Rule Act,
section 424(d) and the District of Columbia’s Public Postsecondary
Education Reorganization Act Amendments (“Act”) effective
January 2, 1976 (D.C. Law 1-36; D.C. Official Code 8§ 38-
1202.01(a)), Title 8, DCMR(“DCMR 8”).
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XXXXXXXX.60:

1.50.2

This policy was also prepared pursuant to a University of the
District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of the
Chief Financial Officer guidelines.

PROCEDURES

1.60.1

1.60.2

1.60.3

1.60.4

1.60.5

1.60.6

1.60.7

1.60.8

1.60.9

The Budget Officer obtains the approved annual Fiscal Year
Budget Instructions from OBP toward the end of September.

The Budget Officer also receives the MARC allocation for UDC
from the OBP. The allocation represents the total amount of local
funds that is being allocated to the University.

Upon receiving the instructions, the Budget Officer meets with the
Budget Analyst(s) to review the instructions, review the budget
MARC, budget formation templates, and budget timeline.

Following this meeting, the Budget Officer develops a UDC
Budget Formulation Timeline that details when deliverables are
due from the UDC departments and submits it to the CFO for
review.

The CFO approves the UDC Budget Formulation Timeline.

The Budget Officer and CFO determine the allocation of the
MARC to each department and determine how much must be set
aside for contingencies.

After approval, the Budget Formulation Timeline is forwarded to
the UDC departments along with the MARC allocation to each
department.

After the end of the current fiscal year, and after closing entries has
been completed, the Budget Analysts generate a financial report
from BANNER for each budget unit at UDC. This financial report
details all expenses for the budget unit for the past year, including
summary level personnel costs.

The Budget Analysts forward the reports for each department to
the respective department designee for aiding the budget
preparation. A request is made to update the non-personnel
expense and project the non-personnel requirements for the next
fiscal year.
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XXXXXXXX.70:

1.60.10

1.60.11

1.60.12

1.60.13

1.60.14

1.60.15

The Department Head or Dean develops the budget unit non-
personnel projection (NPS) for accuracy, and approves updates for
the next fiscal year.

The Budget Analyst enters departmental NPS budget in the Excel
spreadsheets for the department to represent the non-personnel
services portion of the budget.

The Budget Officer and the President’s Budget Committee review
the overall budget. Changes can be proposed to any department
and updates are made.

The CFO, President, and Budget Committee meet and review the
overall budget. Changes can be proposed to any department.
Updates are made.

The budget is presented to the Board of Trustees. Changes can be
proposed to any department. Updates are made. The Board votes
to approve the budget.

After approval by the Board, the final proposed budget is entered
into the citywide proposed budget in a summary form, with all
amounts summarized into five unrestricted line items, and three
restricted line items.

INTERNAL CONTROLS

1.70.1

1.70.2

Internal controls applicable to ensuring the budget is developed

within spending limits.

1.70.1.1 Each department is provided with a target spending level
at the beginning of the budget cycle which is the
maximum that can be spent.

Internal controls applicable to ensuring the budget is reviewed and

approved by all responsible parties.

1.70.2.1 Department Heads and Deans must approve final
departmental budgets before they are sent to the Budget
department.

1.70.2.2 The Budget Officer and CFO reviews the overall proposed
budget before it is submitted to the Committee.

1.70.2.3 CFO/President/Committee reviews and approves the

overall proposed budget before it is submitted to the Board
of Trustees.
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1.70.2.4 When changes are proposed by OBP, Mayor’s Office, City
Council, or Congress, the changes are entered into the
proposed budget maintained by the Budget Officer, and
resubmitted to OBP.

1.70.3 Internal controls applicable to ensuring the developed budget is
secured.
1.70.3.1 The budget is kept on a drive exclusively for the Budget
Department and is password protected.

1.70.3.2 Once the proposed budget is finalized, it is downloaded on
the desk computer of the Budget Officer, password
protected, and only the director can make changes.

XXX XXX XX.80 EXHIBITS
n/a

XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart AZ: Annual Budget Development Process

FLOWCHART AZ: ANNUAL BUDGET DEVELOPMENT FROCESS
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OPERATIONAL BUDGET APPROVAL PROCESS

XXXXXXXX.10: TASK DESCRIPTION
The proposed budget is sent to the District’s OBP, the Mayor’s Office, the
D.C. City Council, and the U.S. Congress for approvals.

XXXXXXXX.20: PURPOSE
This directive outlines the policies and procedures to gain all necessary
approvals before the budget can be implemented.

XXXXXXXX.30: POLICIES
1.30.1 The budget for UDC must be approved by the OBP of the District
of Columbia, the Office of the Mayor, District City Council and the
United States Congress before it can be implemented.

XXXXXXXX.40:  RESPONSIBILITIES
1.40.1 The OBP is responsible for reviewing the UDC budget and
proposing changes.

1.40.2 The Office of the Mayor is responsible for reviewing the UDC
budget and proposing changes.

1.40.3 The District City Council is responsible for reviewing the UDC
budget and proposing changes.

1.40.4 The United States Congress is responsible for reviewing the UDC
budget and proposing changes. The United States Congress is the
final approving authority.

XXXXXXXX.50:  AUTHORIZATION
1.50.1 This Policy was prepared pursuant to the District’s Home Rule
Act, section 424(d) and the District of Columbia’s Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code 88
38-1202.01(a)), Title 8, DCMR(“DCMR 8”).

1.50.2 This policy was also prepared pursuant to a University of the
District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of
the Chief Financial Officer guidelines.
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XXXXXXXX.60:

PROCEDURES

1.60.1

1.60.2

1.60.3

1.60.4

1.60.5

1.60.6

1.60.7

1.60.8

1.60.9

After the UDC Board of Trustees approves the proposed budget,
the Budget Officer submits it in summary form to OBP for
approval by the first week of February.

Questions are submitted to the President and the CFO by OBP.
Responses must be approved by the Board of Directors before
being submitted.

OBP communicates any recommended changes or adjustments to
the Budget Officer and the CFO in writing.

After OBP approves the budget, it is submitted to the Mayor’s
Office for approval. This submission level is on a summary basis.

The Mayor forms a Budget Review Team to review the UDC
budget as part of the overall budget review process. Questions are
submitted to the President and the CFO ahead of a budget review
meeting. All responses from UDC must be reviewed and approved
by the Board of Trustees before being submitted to the Mayor’s
office.

After the Mayor’s Office approves the budget, it is submitted to the
District City Council for approval. The budget must be submitted
by the first week of April.

The District City Council forms a Budget Review Team to review
the UDC budget as part of the overall budget review process.
Questions are submitted to the President and the CFO ahead of a
budget review meeting. All responses from UDC must be
reviewed and approved by the President and CFO before being
submitted to the District City Council.

After the City Council approves the budget, it is submitted to the
United States Congress for approval.

The United States Congress forms a Budget Review Team to
review the UDC budget as part of the overall budget review
process for the District. Questions are submitted to the President
and the CFO ahead of a budget review meeting. All responses
from UDC must be reviewed and approved by the Board of
Directors before being submitted to the United States Congress.
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1.60.10 Once the Annual Budget receives final approval from the United
States Congress, it is loaded into the financial system for the
District of Columbia known as SOAR, and the financial system for
UDC known as BANNER. This must be completed by October 1%
of each year.

1.60.11 Once the Annual Budget is loaded into the respective financial
systems, funds can be spent against the budgeted amounts.

XXXXXXXX.70: INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring the budget is approved

1.70.1.1

1.70.1.2

1.70.1.3

1.70.1.4

XXXXXXXX.80 EXHIBITS
n/a

OBP must approve the final corrected version of the
budget before it is sent to the Mayor’s Office.

The Mayor’s Office must approve the final corrected
version of the budget before it is sent to the District
City Council.

The District City Council must approve the final
corrected version of the budget before it is sent to the
United States Congress.

The United States Congress must approve the final

corrected version of the budget before it is loaded into
the systems and funds are spent against it.
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart BA: Operational Budget Approval Process

FLOWCHART BA: OPERATIONAL BUDGET APPROVAL PROCESS
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OPERATIONAL BUDGET REPROGRAMMING

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION
This task describes when budget amounts must be reprogrammed from
one account to another in order to spend funds from an account.

PURPOSE
This directive outlines the policies and procedures are to provide budget
funds in an account so that an encumbrance can be charged to the account.

POLICIES
1.30.1 It is the policy that all accounts must have adequate budget funds
before an encumbrance can be approved.

RESPONSIBILITIES

1.40.1 Each Department Head or Dean is responsible for ensuring that
budgeted funds are available in an account before requesting
approval of expenditures.

1.40.2 When presented with a reprogramming request, a Budget Analyst
is responsible for reviewing the request, identifying any issues and
correcting them, and performing the reprogramming.

AUTHORIZATION

1.50.1 This Policy was prepared pursuant to the District’s Home Rule
Act, section 424(d) and the District of Columbia’s Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code §8§
38-1202.01(a)), Title 8, DCMR(“DCMR 8”).

1.50.2 This policy was also prepared pursuant to a University of the
District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of
the Chief Financial Officer guidelines.

PROCEDURES

1.60.1 A Department Head or Dean identifies that an expenditure should

be made, and identifies that the account to be charged does not
have sufficient funds in its budget to cover the expenditure.

1.60.2 A Reprogramming Request is completed and approved. The

Reprogramming Request is approved and submitted to the Budget
Office.
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1.60.3 A Budget Analyst reviews the Reprogramming Request to
determine if there are any issues. ldentified issues are addressed.

1.60.4 The Budget Analyst identifies the account where the funds will
come from, and ensures that the amount is available before
entering the reprogramming.

1.60.5 When the reprogramming is complete, the Budget Officer signs an
approval, and the Budget Analyst notifies the department.

XXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring the availability of funds
1.70.1.1 A Reprogramming request cannot be completed if the
funds are not available to be moved to another account.

XXX XXX XX.80 EXHIBITS
n/a

XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart BB: Operational Budget Reprogramming

FLOWCHART BB: OPERATIONAL BUDGET REPROGRAMMING
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PERIODIC BUDGET REVIEW PROCESS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

On a quarterly basis, the University completes a financial review process
(FRP) which shows a projection to the end of the year and includes all
funds. The projections for each fund, local, special purpose, and grants,
are set out separately. This report compiles information for the entire
University and is required by OBP.

PURPOSE

This directive outlines the policies and procedures to update, on a
quarterly basis, the financial projection for the University to determine
whether there will be a surplus or a deficit.

POLICIES
1.30.1 The University is required to monitor its budget so that a deficit
will not be incurred.

RESPONSIBILITIES
1.40.1 The Budget Officer is responsible for the timely preparation of the
quarterly FRP.

1.40.2 The CFO and ACFO are responsible for reviewing the final FRP
and signing off on it before it is submitted.

AUTHORIZATION

1.50.1 This Policy was prepared pursuant to the District’s Home Rule
Act, section 424(d) and the District of Columbia’s Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code §§
38-1202.01(a)), Title 8, DCMR(“DCMR 8”).

1.50.2 This policy was also prepared pursuant to a University of the
District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of
the Chief Financial Officer guidelines.

PROCEDURES

1.60.1 A CFO$olve BAVAL Report is run which identifies the data
needed to prepare the FRP. It includes the total budget, both PS
and NPS, and total expenditures to date for PS and NPS. This
information becomes Table 1 in the FRP report.
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1.60.2 A year-to-date 485 spreadsheet report is generated from the payroll
system showing cumulative earnings for all employees. This
information becomes Table 2 in the FRP report.

1.60.3 A final document showing the projections for the remainder of the
year is compiled and reviewed, and approved by the ACFO.

XXXXXXXX.70: INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring current and accurate data

are reviewed.
1.70.1.1 All reports are generated from data in Banner and the

payroll system.

XXX XXX XX.80 EXHIBITS
n/a

XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart BC: Periodic Budget Review Process

FLOWCHART BC: PERIODIC BUDGET REVIEW PROCESS
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SPECIAL PURPOSE FUNDS BUDGET

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

TASK DESCRIPTION
The task is to ensure that special purpose funds are distributed according
to the requirements and guidelines for each type of fund.

Endowment interest has restrictions that require that the expense be a one-
time usage. It cannot be used for normal operating expense or salary
expense. These restrictions have been in place for a number of years.

Indirect cost reimbursed from grants must be allocated to support services
that have a direct impact on managing grants. These decisions are made
by the President’s Budget Committee.

Post-Secondary funds are distributed on a percentage basis to the
programs in the University. These decisions are made by the President’s
Budget Committee.

PURPOSE
This directive outlines the policies and procedures to ensure that the funds
are allocated according to requirements previously established by the
University.

POLICIES
1.30.1 Special Purpose Funds are to be distributed according to
previously established protocol.

RESPONSIBILITIES
1.40.1 The President’s Budget Committee is responsible for maintaining
the previously established protocol.

AUTHORIZATION

1.50.1 This Policy was prepared pursuant to the District’s Home Rule
Act, section 424(d) and the District of Columbia’s Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code 88§
38-1202.01(a)), Title 8, DCMR(“DCMR 8”).

1.50.2 This policy was also prepared pursuant to a University of the
District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of
the Chief Financial Officer guidelines.
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XXXXXXXX.60: PROCEDURES
1.60.1 The prior year breakdown of these special funds is reviewed.
Initially, the Schedule A requirements is met.

1.60.2 Next, the capital assets requirements are reviewed and special
purpose funds are applied if appropriate.

1.60.3 If funds are remaining, the Presidents Committee distributes
according to the needs of the University.

XXXXXXXX.70: INTERNAL CONTROLS
n/a

XXX XXX XX.80 EXHIBITS
n/a

XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart BD: Special Purpose Funds Budget

FLOWCHART BD: SPECIAL FUNDS BUDGET
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DEVELOPING A REQUEST FOR A NEW CAPITAL PROJECT

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

Large capital projects, such as construction or major repairs, are budgeted
through the Capital Budget. When a project is proposed in this budget, the
approval must come from the Office of the Vice President for Real Estate
and Facilities.

PURPOSE

This directive outlines the policies and procedure to establish a new
project in the capital budget. These policies apply to the University of the
District of Columbia, Office of the Chief Financial Officer.

POLICIES
1.30.1 All capital projects must be incorporated in the approved Capital
Budget.

RESPONSIBILITIES
1.40.1 The Vice President for Real Estate and Facilities approves all
capital projects.

AUTHORIZATION

1.50.1 This Policy was prepared pursuant to the District’s Home Rule
Act, section 424(d) and the District of Columbia’s Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code 88§
38-1202.01(a)), Title 8, DCMR(“DCMR 8”).

1.50.2 This policy was also prepared pursuant to a University of the
District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of
the Chief Financial Officer guidelines.

PROCEDURES

1.60.1 The department or school suggests a new capital project, or as a
group, the Board of Trustees suggests a new capital project. A
new project can also be initiated by the Facilities Department.

1.60.2 In many situations, the project needs extensive evaluation. In these
cases, UDC requests funds for a study project, or an evaluation by
an outside expert. If there are sufficient funds in the designated
budget, and the study/evaluation project is approved, a purchase
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order is approved for the study. The project is assigned to a
manager within the facilities department to manage while the study
project is underway.

1.60.3 If a study/evaluation project is not needed, the new capital project
is assigned to a manager within the department/school that is
proposing the new project. The manager obtains information on
the proposed project and develops cost estimates.

1.60.4 When a project plan is completed, it is presented to the dean or
department head for evaluation and approval.

1.60.5 Once approved by the Board of Trustees, it is submitted to the
Facilities Department for approval and inclusion in the CIP.

XXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal controls to ensure all Capital Projects are approved.
1.70.1.1 Capital projects must be approved by the Vice President
of Facility and Real Estate before they can be included in
the CIP.

XXX XXX XX.80 EXHIBITS
n/a

XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart BE: Developing a Request for a New Capital Project

FLOWCHART BE: DEVELOPING A REQUEST FOR A NEW CAPITAL PROJECT
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UPDATES TO THE CAPITAL BUDGET

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

When a capital project is approved, it is added to the capital budget. This
budget is dependent on an allocation from the District and the project
cannot be scheduled until there is funding. In some instances, District
funding is supplemented with other funds. The capital budget is reviewed
and revised on an annual basis.

PURPOSE

This directive outlines the policies and procedure to place a newly
authorized capital project in the que to be funded through the capital
projects budget. These policies apply to the University of the District of
Columbia, Office of the Chief Financial Officer.

POLICIES

1.30.1 A capital project cannot be started until there is available funding
through the capital budget and all necessary approvals have been
received.

RESPONSIBILITIES
1.40.1 The Budget Officer is responsible for reviewing proposed projects
and inserting them in the capital budget.

1.40.2 The Vice President of Real Estate and Facilities is responsible for
reviewing proposed projects and setting priorities for them.

AUTHORIZATION

1.50.1 This Policy was prepared pursuant to the District’s Home Rule
Act, section 424(d) and the District of Columbia’s Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code 88§
38-1202.01(a)), Title 8, DCMR(“DCMR 8”).

1.50.2 This policy was also prepared pursuant to a University of the
District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of
the Chief Financial Officer guidelines.

PROCEDURES

1.60.1 Prior to the end of the current fiscal year, the Budget Officer
reviews with OBP the balance left in the Local Funds budget for
capital improvements and projects how much will be spent before
the end of the year. They anticipated what the roll-over amount
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1.60.2

1.60.3

1.60.4

will be. This amount is combined with any approved allotment for
the upcoming year to create the maximum amount that can be
spent on Capital Project for the upcoming year.

Once the anticipated CIP amount is projected for the upcoming
year, the Budget Officer meets with the Vice President of Facilities
to review projects that are planned for the proposed budget year.

The Budget Officer meets with OPB to discuss the financial impact
and staffing requirements of all capital projects, and the future
impact on staffing requirements and the operating budget for:

e  EXxisting capital projects that are underway;

e Proposed capital projects that have already been included in
the six year forecast.

e New proposed capital projects that would be included in the
six year forecast.

e The program trends and the effect of each project on these
trends.

For all new capital projects, a budget analyst prepares a technical
and policy review which covers the following:
e Justification of the project’s overall mission;

e  Whether the project might duplicate any other project;

e Justification for being included as a capital project rather than
in the operating budget.

e  For existing projects, the budget analyst updates the financial
forecast in the project management system to reflect the
revisions to the capital budget. Financial information is also
updated in the CFO$olve Capital Budget system.

e For proposed projects that have previously been included in
the six year plan, but which have not yet started, the Budget
Analyst updates the financial forecast in the project
management system to reflect the revisions.

e For new proposed projects, a project profile is set up, and the
initial financial projections are entered.
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XXXXXXXX.70: INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring the availability of funds for
projects.
1.70.1.1 A proposed project is not included in the capital budget
until there are funds available to cover the cost and the
project has received approval from the Vice President of
Facility and Real Estate.

XXXXXXXX.80 EXHIBITS
n/a
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart BF: Updates to the Capital Budget

FLOWCHART BF: UPDATES TO CAPITAL BUDGET
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REIMBURSEMENTS FOR CAPITAL PROJECTS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

XXXXXXXX.70:

XXXXXXXX.80

XXXXXXXX.90:

TASK DESCRIPTION
All local funds used for capital projects are paid on a reimbursement basis.
This task is the development of the invoice to the District.

PURPOSE

This directive outlines the policies and procedure to invoice the District on
a regular basis for reimbursement of approval capital projects. These
policies apply to the University of the District of Columbia, Office of the
Chief Financial Officer.

POLICIES
1.30.1 All approved capital projects are to be billed to the District for
reimbursement under the Capital Budget.

RESPONSIBILITIES
1.40.1 The Senior Budget Analyst prepares the invoice to the District for
Capital Project cost reimbursements.

AUTHORIZATION

1.50.1 This Policy was prepared pursuant to the District’s Home Rule
Act, section 424(d) and the District of Columbia’s Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code 88§
38-1202.01(a)), Title 8, DCMR(“DCMR 8”).

1.50.2 This policy was also prepared pursuant to a University of the
District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of
the Chief Financial Officer guidelines.

PROCEDURES
n/a

INTERNAL CONTROLS
1.70.1 All capital projects must be approved by the Vice President of
Facility and Real Estate before work begins.

EXHIBITS
n/a

FLOWCHARTS
n/a

Page 354 of 481



UNIVERSITY OF THE DISTRICT OF COLUMBIA
OFFICE OF THE CHIEF FINANCIAL OFFICER

FINANCIAL POLICIES AND PROCEDURES MANUAL

CLOSING OUT A CAPITAL PROJECT

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

TASK DESCRIPTION

On a quarterly basis, capital projects are reviewed to determine their active
status. When it is determined that a capital project is completed, the
Capital Projects Accountant moves the costs from the CIP account to the
completed projects account. The Senior Budget Analyst is notified and
marks the project as completed.

PURPOSE

This directive outlines the policies and procedure is to close out capital
projects in a timely manner. These policies apply to the University of the
District of Columbia, Office of the Chief Financial Officer.

POLICIES

1.30.1 Capital projects must be monitored in the accounting and budget
offices in order to reclassify a completed project in a timely
manner.

RESPONSIBILITIES
1.40.1 The Senior Budget Analyst maintains the capital budget and tracks
all capital projects.

1.40.2 The Capital Projects Manager has access to the sub-ledger for the
Construction in Progress account where all project costs are
accumulated.

1.40.3 The Accountant transfers costs for capital projects from the
construction in process account to the capital accounts and records
the projects into the inventory.

AUTHORIZATION

1.50.1 This Policy was prepared pursuant to the District’s Home Rule
Act, section 424(d) and the District of Columbia’s Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code 88§
38-1202.01(a)), Title 8, DCMR(“DCMR 8”).

1.50.2 This policy was also prepared pursuant to a University of the
District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of
the Chief Financial Officer guidelines.
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XXXXXXXX.60:

XXXXXXXX.70:

XXXXXXXX.80

PROCEDURES

1.60.1

1.60.2

1.60.3

1.60.4

A capital improvements project is authorized under the Capital
Budget. When a project is authorized, purchases can be made
toward the project. The Senior Budget Analyst maintains a list of
projects in process. When capital projects are initiated, all costs are
identified with a project code and manually charged to the
Construction in Progress Account.

On a quarterly basis, the Senior Budget Analyst sends the
Accountant a listing of the capital projects which is reviewed and
sent to the Capital Projects Manager asking for an update on the
status of projects.

On a quarterly basis, the Capital Projects Manager notifies the
Accountant that a project has been completed. The Accountant
reviews the CIP accounts and determines the costs associated with
the project and makes a journal entry to transfer the costs to the
appropriate permanent account. These entries are approved by
Accounting Officer.

The Accountant enters the project information into the Capital
Asset module for the purpose of properly classifying the completed
project and starting depreciation.

INTERNAL CONTROLS

1.70.1

Internal controls applicable to ensuring budget amendments are
restricted and approved.

1.70.1.1 A capital project cannot be started until it is authorized

in the Capital Budget. Once it is closed out, no further
costs can be charged to the project.

1.70.1.2 The Senior Budget Analyst approves all purchase

requisitions for capital projects.

EXHIBITS

n/a
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart BG: Recording Completed Projects

FLOWCHART BG: RECORDING COMPLETED CAPITAL PROJECTS
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GRANTS AND CONTRACTS
MANAGEMENT
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GRANT AWARD NOTIFICATION

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

TASK DESCRIPTION

The University of the District of Columbia (UDC) administers a number
of federal, private, and intra-district (local) grant programs. Grant funds
are typically awarded to accomplish specific social-economic objectives
within a specified period of time. Grant funds originate principally from
the Federal Government, based on federally mandated grant formula and
competitive or block grants, but are also received from private entities
such as foundations. Private grants can originate from any grant agency
that’s not associated with the Federal grants. When a grant is initially
awarded within UDC, the details of the grant are to be established in
Systems of Accounting and Reporting (SOAR) and Banner.

PURPOSE
This directive outlines the policies and procedures on grant award
notification. These policies apply to the UDC.

POLICIES

1.30.1 According to OMB Circular A-21
(https://www.whitehouse.gov/omb/circulars_a021 _2004/) UDC
establishes principles for determining costs applicable to grants,
contracts, and other agreements with educational institutions. The
principles deal with the subject of cost determination, and make no
attempt to identify the circumstances or dictate the extent of
agency and institutional participation in the financing of particular
project.

1.30.2 According to OMB Circular A-110
(https://www.whitehouse.gov/omb/circulars_a021 2004/)  UDC
provides standards and policies for Uniform Administrative
Requirements for Grants and Agreements with Institutions of
Higher Education, Hospitals, and Other Non-Profit Organizations.

RESPONSIBILITIES
1.40.2 UDC is responsible for accounting for the use of grant funds and
financial reporting through Banner and SOAR.

1.40.3 The Budget Office is responsible for ensuring grants are setup
correctly.

1.40.4 The Accounting Office is responsible for the setup of grants in
Banner.
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XXXXXXXX.50: AUTHORIZATION
1.50.1 UDC is registered and authorized to receive and administer grants
and contracts from Federal, local and state governments and
private-sector organizations.

XXXXXXXX.60: PROCEDURES
1.60.1 The Budget Office receives via email from the Office of Sponsor
Programs (OSP) the Grant Award Notification (see Exhibit CI:
Grant Award Notification) and Proposal Routing Form (see
Exhibit CJ: Proposal Routing Form) attached.

1.60.2 The Accounting Office sets up new grants and makes the necessary
modifications to the existing grants in Banner (see Exhibit CK:
Banner Setup Process).

1.60.3 The Budget Office sets up the grant agency in SOAR for PROMS
and GRAMS (see Exhibit CL: SOAR Setup Process).

1.60.4 The Budget Officer signs and approves of the grant setup.

1.60.5 The Senior Budget Analyst emails a screenshot of the grant budget
(see Exhibit CM: Banner Grant Budget) from Banner to the
program personnel listed on the Grant Award Notification.

1.60.6 A confirmation email is sent to the Budget Officer as verification
of the setup for the specific grant.

1.60.7 The Senior Budget Analyst and/or Financial Manager scan all files
and save it to the I Drive (I: Budget
Office/FYXXBudget/GrantsAdministration/FY XXGrant).

XXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring appropriate separation of
duties
1.70.1.1 The Grant Profile is setup by the Accounting Office in
Banner and the Budget Office setups in SOAR and the
Budget Officer approves the grant setup.
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XXXXXXXX.80 EXHIBITS

1.80.1 Exhibit CJ: Proposal Routing Form

Office of Sponsored Programs Proposal Routing Form Pagel

Proposal No.[ ‘ Proposal T}rpe[ j Agency T}rpe[ j

University of the District of Columbia [Print Form|

Proposal Pmpose: Proposal Starus| j CFDA No.|

Sponsoring Ageucy‘| Sponsor's Dead]jne.'

Project Title|

Principal Investigator(s) |

Department I School/Devision | Phone | En:l.ail|

Consultant/Sub-Award/Subcontract Amount on the Proposal Proposed Start Date

Proposed End Datel

Total Project Cost qusld:‘li[ | Yr.5% |

Yr.14 | 'fr.!i[ | Yr.S:SI | ‘1"1.45'

Indirect Cost: $ ["] On Campus Rate =48% ||| Off Campus Rate =26% |[_| | Other Rate: %

If Other Rate. Please Explain |

[] Mo Cost Share/Matching Required |[_| Cost Share/Matching Required | In-Kind-$ Cash$

If Cost Share/Matching Required, please complete the COST SHARE/MATCHING AUTHORIZATION FORM and

Provide a copy or website URL of the sponsor's guideline for cost sharing |

Principal Investigator/Project Director's Statement

i
=]

1. Does the Propesal Invelve Human Subject? If Yes, attach IRB Approval or Explain

2. Does the Propesal Involve DNA Techniques, Radicactive or hazardous matenials or infectious agents, hazardous chemical waste? if
ves, send copy of abstract to the University Wide Safety Committee

| O}z

3.Is adequate space already assigned for the proposed program? if no, submit explanation to the Chairperson/Dean

4. Does the project provide for new academic degree program and or new courses?

3. Has faculty signed a University patent agreement? If no or uncertain, contact the Director of OSP

6. Is any proposed personnel presently debarred, suspended or proposed for debarment by any federal agency? If yes. proposal should
contain explanation for each such person

7. Will project require as a condition of acceptance that the University absorb the services should project fund be reduced or terminated?
If yes. please explain so that approval may be obtained in advance

I O
10 O

8. Is there any out year commitment required or expected?

9. Iz this a Public Health Services (PHS) Grant? If yes, attach "FCOI FORM"

Statement of the Department Head and Dean or VP. This proposal is consistent with the educatons] and research objectives of the Deparmment and University. I endorse its submussion |
and agree: (1). To abide by the approved budget as it relates to faculry and staff personnel. (2). That cost sharing, if propesed, is reasonable and appropriate for this program and availsble in
[ty budzet. (3). That adequate space will be made available for the proposed program.

Title Name Signature Date

Principal Investizator

ChairDepartment Head

DeanVP/CED

Sponsored Programs’ Director

Procurement Director

CGeneral Counszel

Chief Financial Officer

nunanune

Provost (for All)
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§ University of the District of Columbia

LINIVERSITY
DHSTRICT
COLUMBLA
i

Office of Sponsored Programs Proposal Routing Form

L. Explanation
of Items from
page 1. Add
continuation
page if needed

1. Faculty release time: Provide the names and depariments of any faculty members for whom release fime 15 requested. Indicate the amount of release
time per academic vear. List the amount of funds (3) requested in this grant for release (salary and benefits) for the first year and the tofal grant.

5 Reqr d for iR far % Requested for $ Requested for Release

Faculty Member's Name | Department | Release¥r. Release Salary Yr.1 o Bemefit ¥r.1 | Release Total Be Total

[] Check here If more than five faculty are involved and include a continvation page.

As Department ChairDean, I approve the proposed release, and agree to support any commutted release not funded through the grant.
using resources of my department/school/college

Department Chairperson Signature Date

School/College Dean Signature Date

LR

3. Complete this section, if in-kind or cash matching is requested: Is matching required by the sponsor? [ ] yes []No

If yes. how much is required How mmch Cash is required

From what Budget(s) will the match be provided? [ |

MName of Approving person responsible for the budget | | Signature |

How much In-Kind is requested (Value Description) | |

[] Availability of match has been verified. OCFO Date:

4. If Yes to Q.# §, Please describe Out year
Commitment and plan to fulfill it.

Proposals must arrive at the Office of Sponsored Programs a minimum of seven (7) working days prior to the desired submission date.
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1.80.2 Exhibit ClI: Grant Award Notification
United Siates Department of Aghcullure
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1.80.3 Exhibit CL: SOAR Setup Process

1.80.3.1 In SOAR, Click Agency Project Profiles, then Select
Project Number and input all the requested information.

Project Number
[ Mew Project Mumber
Implementing [ SOAR) Agency: Seiect =]
SOMAR Project Type: (=]
Project Number: =]

Title:
Ownes Agency. - |
Project Category
Figcal Year End (WMDY
Praect Phase Budget Level Indicator
Control Budget af Phase level? 5

Agency Budget Progect Level Indicator?

Fraject Manager |
Phane Number
Report Dates | | 1 |
Slatus |
Craatad By Craate Date: Modgifiad By
Efectve Starl Date |:| Effective End Date i:l Last Process Dals;
Save | Clear
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1.80.3.2 In SOAR’s home screen, Select Agency Project Profiles,
then select Project Control and input all requested

information.

Project Control

0] New Project Control
Implementing (SOAR) Agency: Select [=]
Project Number/Phase: [+ ]
Agency Code 2: [~
|

Title:
General Billing Recovery Information
Adjustment Indicator: No - Praject is net = ajusiment perod [ = | Non-Escrow Indicator: v - Substract Non-eserow balance type ameunt [« |
Project Type: | Final Post Date:
Contractor/Stx: ¥ Agency Code 1. -
-] Service Date Conftrol Ind: ¥ - Transaction must ocour prioe to the final post date =]

Summary GL Posting:
Expenditure Object Posting:
Revenue Object Posting: |

E I Pre-Encumbrance Control Ind: ¥ - Substract pre-encumbrance balance type ;I

Project Control Type Ind: 0 - Ners [= |

Grant Number/Phase: - |

Geographic Code:
Major Minor Ind: M - Major - RTL:
Status: acwe [ = |
Created By: Create Dale: Medified By:
Effective Start Date: ’j Effective End Date: I:I Last Process Date:
| Save _- Reset .

1.80.3.3  Select SOAR Profiles, then select Grant Number and input
all requested information.

Grank Number
=]
=]
i | i HP el
]
a|
(MDY
= vard Conk:
Creie Date Moed By
EBecive End [ate Ij Last Pracess Date
Sm. Cear
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1.80.3.4  Select SOAR Profiles, then select Grant Control and input
all requested information.

Grant Control

New Gran Control?
Agency et B

Grant No/Phase Seedt .. =)
Agency Code 1.
Titie

Grank Type

Federal Grant Category

. | MTracking
Privale Grant Category mm Tracking

[ Wifachments

Grantor
S Summary 6L Posing: Cash Cordrl Posting: o -Da ot hav cashconro for e gt phe B
S Expendite Ohje! Posting : Senvice Dl Conlrol: N - Mot Goroled sgamstte fral pos e s
Grant Control i i

Revenue Objet Posting : Geograptic Coce:
Grant Object Grand Control Psing Lefter Of Credit bo..

Grand Objectnd: 0-tere ':| Lefier Of Credit Awand No:

Reason Code Cash ool Type 0.t | Agency Code 2 sekt ]
Grant Tracking ProjectPhase: Select . Z
Submit To SOAR Corractor'Sc
Approve Grants
(1BP's Pending Grant Control
GRAMS Training Manual s M

Create Date: hodfied By.

Crealed By
Effective Stari Date lj Effective End Dale: Ij Last Process Date,
Sae Cex
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1.80.3.5  Select SOAR Profiles, then select Grant Control and input

all requested information.
GrantContrd
New Gead Corin?
Ageny 0-DETRCT OF COUNSA RELC 04004 ]
Gt Prase: oo [3]
ey Code 1
Tl |MALLOCATED GREKTS

fadfer  (TVYY) (et Bagi d
(Orignal Aard Aot G ¢ 3
Lot e ot Bledlie ]
It Cost B 3
Amin Cest Fsiaze ) :
Gt Tracking Granl Clssicafion Farwied
Sebant To SOAR Kot lser Aboinedflr |
Agprowe Gl Dipt Cortict Pasen Mgk Contac Phiee
O Pending Grant Costrol
(RS T Masnidl
St em ]
Coaed By necemarca Creale Dl oo s Wectbed By wrcmrcs
Efache Bt Die p Eficive End D Ij List Praoess Dule: escm oo

S ar
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1.80.4  Exhibit CK: Banner Setup Process

1.80.4.1 Setup the agency first via the FTMAGCY
screen

"5Agency Code Maintenance FTMAGCY 8.7 (PROD) i ii e L L L Ll L e L e L L L e e et e e e oy o
Agency: H E” Generate ID: @
Agency Information Address
Name Type: E‘
[ Active Status Area Code Phone Number Extension
Contact: |
Contact E-mail: |
Predecessor: | E”
Address Type: EI Sequence Number: Last Activity Date:
1 e | »
Enter Agency Identifier; LIST is available; COUNT HITS ‘
Record: 1/1 | | | | =08C=
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1.80.4.2 Further grant details are entered on the
FRAGRNT screen

Grant | 4 Proposal: 4 [ Grant Text Exists

Grant Agency. Location CostCode Personne! Eilling UserDefined Data. | Effort Reporting - Pass Through Agency

Chart of Accounts: [ [*  Responsible Organization- =]

Long Title: \

Tite: \ ¥ Requires Effort Certification
Agency. | =l

Principal Investigator ID: | =

Project Start Date: =] Project End Date: =] Proposal: I
Termination Date: =] Expenditure End Date: =

Status: ™ [l Pass Through Indicator

Alternate Description: \ Status Date: ]

Current Amount: Cumulative Amount: Maximum Amount:
Total Recipient Share:

Related Grant: \ [

Grant Type: [T

Category: =]

Sub Category: [~]

CFDA Number: [~] Sponsor ID: L
ar R e e e e e e e e e e e e e e e | 3
Enter the Grant Code or use NEXT for an automatic number generation |
Record: 11 [ | | | <0sC=

1.80.4.3  Select Grant Agency

Grant:  [2GooFY (7 Proposal: [+ [ Grant Text Exists

Location Cost Code FPersonnel Billing User Defined Data EffcriFeporting  Pass Through Agency

Agency:
Contact:

|

|

Predecessor: |
Address Type: l_ (=]
[ =

Address Sequence:

Street Line 1:
Street Line 2:
Street Line 3:

|
|
|
City:
State or Province: Zip or Postal Code:

Email: [
[ Phone Number Exists
Area Code Phone Number Extension

Phone Type: B

Phone Sequence Number: B
[T I I NI NI NI | »
Agency ID is new; please create Agency using FTMAGCY. |
Record: 1/1 | o | | <0sC=
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1.80.4.4  Select Personnel tab

Grant: ’WF Proposal: ’—F [ Grant Text Exists
Main Grant Agency Location Cost Code Billing User Defined Data  Efiort Reporting  Pass Through Agency
i | =l |
Indicator: [ o
Chart of Accounts: [ .
Organization: ’— B
Salutation: |
Title: [
Address Type: ’—B Address Sequence Number: ’_E
Phone Type: ’—B Phone Sequence Number: ’_E
E-mail: [
Billing or Report Format: [ (7]

Full Time Equivalency- Employee: l:l i

A e | »
Agency ID is new; please create Agency using FTMAGCY, \
. Record: 11 | | | | <osc=

1.80.4.5 Next, setup FTMFUND and enter the requested

information
Chart of Accounts: = W Active Status Last Activity Date: | =l
Grant: EI
Proposal: ’—
Fund: T Title: [
Effeclive Date: 2zsepa01s [ Termination Date: =] Next Change Dale:
Expenditure End Date: = [ Data Entry
Fund Type: B [ Fund Requires Effort Certification
Predecessor Fund: ’—E [l Fund Requires Effort Allocation
Financial Manager: ‘ E”
Unbilled AR Account: A
Revenue Account: =]
Bank: ’7 EI
Cash Receipt Bank Code: A
Capitalization Fund Indicator: ‘Cap Different or No Cap hd
Capitalization Equity Account: | I
Capitalization Fund: T
Multiple Fund Balance Indicator: | (None) -
Restriction Indicator: (None) -
Defaults: Organization Program Activity Location

(I (I - I <

Al e e e e e e e | B
Chart of Accounts; Press LIST for valid values. Press Edit for Navigate To. |
Record: 11 | .. | Listofvalu... | | <osC=
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1.80.4.6  Goto FRMFUND and enter the requested information

Chart of Accounts: [ [7] n

Fund- i Grant: | [

Effective Date: 22-SEP-2015 Termination Date: Next Change Date:
Budget Period Start Date: Budget Period End Date:

[ Encumber Multi Year Labor
[ Indirect Cost Encumbering

Cost Codes

Indirect Cost Basis:

Indirect Cost Rate Code:

Indirect Cost Charge Account Code:
Indirect Cost Distribute To Code:
Cost Share Basis:

Cost Share Rate Code:

Cost Share Credit Account Code:
Cost Share Distribute From Code:

s

KK

Billing Information

Billed Accounts Receivable: |

Cash Receipt Bank Code: ’_ Retainage Accounts Receivable:

Revenue Account: ] Retainage Amount: 7 -

Unbilled Accounts Receivable: | Retainage Percent: -
I Y

Enter Chart of Accounts |
_Record: 11 |1 .. | Listofvalu.. | | <0sC=

1.80.4.7 Then, go back to FRAGRNT to set up the Billing
Window

v

Grant: 2GOOFY F Proposal: [7 ] Grant Text Exists

Main Grant Agency Location Cost Code Personnel User Defined Data EfortReporing  Pass Through Agency

Agency: | |

PMS Code: [
Billing Exclusion Code: =]
|

Budget Limit Indicator:

Payment Fund Code: | E
Undistributed Cash Receipt Account: =]
Refund Clearing Account: [ =
Billing Address Type: [ = Sequence Number- =

Bill If Budget Line Exceeded: Bill If Minimum Not Reached: r

Bill If Budget Total Exceeded: Budget Check Source:
Billing Start Date: =] Billing End Date: =

Billing Limits: Minimum: 0.00 Cumulative: Mandimum:
Deferred Account Code: =]

Last Invoice Number: 1034 Billing Format Extension: E‘
[
[

(I e PP
FRM-40208: Form running in query-only mode. Cannot change database fields. |
Record: 111 (. .. | Listofvalu... | | <osC=
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1.80.48  Setup FRAEVGA

| »

|SENIORCOMPANION PROGRAM 4

Event Code: 1BILL [ 1stbill due

Alternate Description: | Number Of Days Reminder: l_

Number of Days: |_1 Date From: |04-aUG-2011 @ Date To: 05-AG-2011 @
Begin Date. Frecuency: [y -

Payment Method Type Ind: Period To: [0+-AUG2011  [E]

Bill Format: 2728 E‘ Federal Cash Transactions Report Default Proxy User ID: F
Default Responsible User ID: | K Defaull Fixed Schedule:[ ™
Sequence Responsible User ID Due Date Text Status  Bill Period to Date

M ] =]

[ 1 [wRamor [Rayner, Wima D. [c3marz011 | N B [c3-mar2011 | a

l_z [wramor [Rayner, wima D. [o3-aPR-2011 |N— |5— 03-APR-2011

[3  [wremor [Rayner, wima b. [o3-mav-2011 [N s 03-MAY-2011

[+ [wramor [Rayner, wima D. [o3un-z011 v 5 [o3uun-zo11

[5  [wremor [Rayner, wima D. [o3uL-2011 N s 03-JuL-2011

l_s [wramor [Rayner, wima D. |o3-auG-2011 |N— |5— lm ?j
1] A O S A [

)

Record: 1/1 | . | <0sC=

1.80.4.9 Go to the next block

"78 Event Assignment FRAEVGA (PROD)

Grant
= [sFo200 [SENIOR COMPANION PROGRAM [4
\ \ 1
\ \ .
Event Code: [ 4th bill adjustment
Alternate Description: Number Of Days Reminder: ,7
Number of Days: [ Date From: [020CT2013 (55 Date To: n-ocT2ms @@
Begin Date: @ Frequency:
Payment Method Type Ind: Period To: [p+-0CT2013 [
Bill Format: WE‘ Federal Cash Transactions Report Default Proxy User ID- (7]
Default Responsible User ID: | [ Default Fixed Schedule:[~
Sequence Responsible User ID Due Date Text Status  Bill Period to Date
M ]
[ [sramacoorer [Cooper, Saina [oeocT-2013 w7 [s [zs-ancz014 4
[z [snamacoorer [cocper, Shaina [11-0cT-2013 [v] [s 2302014 |
[3  [snanacoorer [cocper, Shaina [180cT2013 [v] [s 2302014
[4 [snamacoorer Cooper, Shaina 250CT2013 [w [s [s-a0G-2014 | -
[ [snamacoorer Cooper, Shaina o1-Nov-2013 [v] [s° 2902014
“ '_ﬁ ISHAINACOOPFR (fl}!{!’m’!r :‘;f}ﬁ{in’ﬁ’ —_— %N’()’V’-'/:’ﬂj{% 'N_ E W ‘ "'
Enter Event Code; Listis available; CQUERY for List of Assigned Events \ J
Record: 4/5 | | | | | <osC>
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1.80.4.10 Differences for fixed priced are set up on FRAGRNT
and FRAEVGA. Set up FRAGRNT- Billing Window

Grant: 6FO200 [T Proposal: [7 [ Grant Text Exists
Main Grant Agency Location Cost Code Personnel User Defined Data  Effort Reporting  Pass Through Agency

Agency: [N00204427  [Corporation for National and Community Service

PMS Code: [ ™

Billing Exclusion Code: =]

Budget Limit Indicator: [ No Budget Action Required -

Payment Fund Code: | E

Undistributed Cash Receipt Account: (213230 E Unapplied Grants

Refund Clearing Account: 213210 E Refunds clearing

Billing Address Type: B [ Sequence Number: =

Last Invoice Number: 94 1034 Billing Format Extension: E

Bill If Budget Line Exceeded: [ Bill If Minimum Not Reached:  [v |

Bill If Budget Total Exceeded: [] Budget Check Source:
Billing Start Date: o1-ocT-1e50 [ Billing End Date: =
Billing Limits: Minimum: | 0.00 Cumulative: | 145300699 Maximum: |
Deferred Account Code: 7]

-

I O I
FRM-40208: Form running in query-only mode. Cannot change database fields. \
Record: 1/1 | .| Listofvalu... | | =osC=
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1.80.4.11 FRAEVGA- Review accounting results under
Appendix in Grant Billing Training Workbook.

|SENIOR COMPANION PROGRAM 4

Event Code: 1BILL | ™ 1stbill due
|

Alternate Description: Number Of Days Reminder: ’_
Number of Days: |_1 Date From: |D4-AlG-2011 @ Date To: 05-AUG-2011 @
Begin Date Freauoncy

Payment Method Type Ind: Period To:  [n4-AUG-2011  [&

Bill Format: 2726 B Federal Cash Transactions Report Default Proxy User ID: [T
Default Responsible User ID: | [~ Default Fixed Schedule:| ™
Sequence Responsible User ID Due Date Text Status  Bill Period to Date

M4 E] ]

[1  [wravnor [Raynor, Wima D. [o3-marz011 N 5] [o3marz011 N

[2  [wramnor [Raynor, Wima D. [03-aPR-2011 N s 03-APR-2011

|_3 (WRAYNOR [maynor, wima D. [03-mav_2011 |N— |5— W

[ ¢ |wravnor [Raynor, Wima D. [o3uun-2011 N 5] [p3uunz2011

[ 5 [wravnor [Raynor, wima b. [p3-uuL-2011 N s 03-JuL-2011

,_5 (WRAYNOR [raynor, wima b [o3-auG-2011 |N— |s— ,M s

QL et iR PR R TR R
')
Record: 11 I | <osc=

Grant
= [sFo200 [SENIOR COMPANION PROGRAM (4
| \
| \ s
Event Code: [=] 4th bill adjustment
Alternate Description: [ Number Of Days Reminder: | |
Number of Days: l_ Date From: [0+-0cT2013 [ Date To: o2ocTams [
Begin Date: (Mone) - Frequency:
Payment Method Type Ind: Period To: [o+0cT-203 [
Bill Format ’KE‘ Federal Cash Transactions Report Default Proxy User ID: E
Default Responsible User ID: | 4 Default Fixed Schedule- ™
Sequence Responsible User ID Due Date Text Status  Bill Period to Date
] = =]
(1 [sramacooper [cooper, Shaina [p+ocT2013 | [ [s [eo-anG-2012 B
[ 2 [sHaNscooPER [cooper, Shaina [11-0cT-2013 N [ 29 AUG-2014 )
’_3 [SHAINACOOPER |cooper, shaina [18-0cT-2013 |N— |5— 29-AUG-2014
[ [smamacooper [cooper, shaina [25-0T-2013 v [s [0a0G-2014 ||
[ 5 [sHaNscooPER [cooper, Shaina o1-Nov-2013 N [s 29 AUG-2014
] (6 Isamacooers lcooner Sonn | Ine-nov-pn13 v’ Is! be-ancante D =
Enter Event Code; List is available; CQUERY for List of Assigned Events | J
Record: 4/5 |1 | | | <0sC>
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1.80.5

File Edit O

s Block ltem Record Query Tools Help

Exhibit CM: Banner Grant Budget

£, Oracle Fusion Middleware Open > [E=mEEmE=)

ORACLE |

Il cnart

Index

Fiscal Year:

B0E BEABR % @

"3 Budget Availability Status FGIBAVL 8.6 (PROD)

[ (7]

e [
[ &
Commit Type: Program:

Fund:

Account:

IR

44E15 7] Post Secondary CIP Fund

Organization: |Cc300 E‘ Workforce Development and Life Long
60300 EI Regular pay continuing full time
018CF [ *| Post Secondary CIP Fund

Organization: Account:

Program:

[ Pending Documents

Adjusted Budget

YTD Activity

Commitments

~ Pending
Available Balance o nants ¥

1l

Record: 1/1

Tntal-

odooo0oooooooooan

Account Index; Press LIST for valid codes

.. | Listofvalu... |

| <0sC=
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart BH: Grant Award Notification

FLOWCHART BH: GRANTS AND CONTRACTS MANAGEMENT- GRANT AWARD NOTIFICATION

Budget Officer

Officer

Accounting

in SOAR (PROM and
GRAMS)

Budget Office

Senior Budget
Analyst
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GRANT BUDGET CREATION & MODIFICATION

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

TASK DESCRIPTION

The University of the District of Columbia administers a number of
federal, local and private grant programs. When a grant is initially
awarded within UDC, the details of the grant need to be established in the
System of Accounting and Reporting (SOAR) and Banner so there is a
record of all grants received and a record of any grant budget
modifications.

PURPOSE
This directive outlines the policies and procedures on grant creation
budget and modification that applies to the University of the District of
Columbia.

POLICIES

1.30.1 AIl grant funds must be approved by Congress and the Office of
Grants Management and Development before they can be entered
in SOAR.

1.30.2 Grants must be administered in accordance with the grant
agreement, grantor guidelines, and all applicable federal and
District of Columbia Government rules and regulations.

1.30.3 Grants must adhere to Public Law 104-8 which mandates that all
grants spent by District agencies must be approved by Congress
and the President as part of the District’s annual budget.

RESPONSIBILITIES
1.40.1 The Accounting Office is responsible the setup of new grants in
Banner.

1.40.2 The Finance Department is responsible for the application and
administration of grants.

1.40.3 The Senior Budget Analyst and/or Financial Manager are
responsible for completing the Budget Modification Package from
OBP and upon complete Chief Financial Officer are responsible
for signing it.

1.40.4 The Senior Budget Analyst and Budget Officer is responsible for
reviewing all Budget Modification Packages from OBP.
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XXXXXXXX.50:

XXXXXXXX.60:

XXXXXXXX.70:

AUTHORIZATION

1.50.1 The Accounting Office is authorized by the Chief Financial Officer
to setup grants in Banner and make modifications to the grant
setup when necessary.

PROCEDURES

1.60.1 The Senior Budget Analyst and/or Financial Manager completes
the Budget Modification Package (see Exhibit CN: Budget
Modification Package) received from Office of Budget and
Planning (OBP) for grants new grants and/or increase or decreases
to current grants.

1.60.2 The Grant Award Notification (see Exhibit Cl: Grant Award
Notification in Grant Award Notification section) is attached to the
Budget Modification Package and sent to the Chief Financial
Officer for an approval.

1.60.3 The Senior Budget Analyst sends the Grant Award Notification
and Budget Modification package to the Office of Budget and
Planning (OBP) for approval.

Note: New grants must also be sent to the District Counsel for
approval.

1.60.4 Upon receipt of approval from OBP and District Counsel, the
Budget Office loads approved grant details into Banner.

Note: If the grant is denied due to documentation errors, it is
returned to the Budget Officer and corrected and
resubmitted by the Senior Budget Analyst and/or Financial
Manager.

1.60.5 Senior Budget Analyst and/or Financial Manager emails
screenshot of the grant budget (see Exhibit CM: Banner Grant
Budget in Grant Award Notification section) from Banner to the
program personnel listed on the Grant Award Notification form.

1.60.6 The Senior Budget Analyst scans all files and saves it to the |
Drive(l:Budget
Office/FY XXBudget/GrantsAdministration/FY XXGrant).

INTERNAL CONTROLS

1.70.1 Internal controls applicable to ensuring separation of duties
1.70.1.1 The Chief Financial Officer signs and approves the
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Award Modification Package that is completed by the
Senior Budget Analyst before it is submitted to the Office
of Budget and Planning.

XXXXXXXX.80 EXHIBITS
1.80.1 Exhibit CN: Budget Modification Package
1.80.1.1  Request for Budget Establishment or Modification

GOVERNMENT OF THE DISTRICT OF COLUMBIA

Office of the Chiel Finanetal Officer

*kk
[ ]
I

MEMORANDUM

T Gordon blcDonald

Depaty Chiet Flaancll OfFcer, Oce o Bkt snd Py
FitiM:

(name)
Associale Chlef Fiauneiul {icer
I:I'l: Manth Day, Year

MIECT: Y100 Requestfor GrontBudget Estoblshewend o Moo

pocy Nasse/Clarier s ogiasting b et moificaionds(or the following praséfe. {Mease pravidz o brief descripion for the requesi} We have smsched allthe nocessary documsentalion to suppert the reques!,

= ﬁ
Radgs ety
= i Thisi
T ReaR e | o | e e oo I eterud I K A
ot | (ELDI | Humbie | Phuse Qrant Hime Paried | Foriod | Parind M ’l“‘“llilﬂlllhm “"':': m_ M‘M:I dsremse, mier mtn m"o:u
L)
"] L
H o
L] B
L] LL1I
L) B
B LU
an L]
i L]
] L]
-l m
nY M.I_._
L2 ] Wi
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1.80.1.2 Grand Award Profile

Office of the Chisf Financis! Officer/Office of Budgest snd Pianning
Grants Managemant and Reparting Branch
1350 Pennsyivania Avenve, Sulte 229
Telephone # 727-5234/Fax # T2T7-1400

Project Tila Award Comract # CFDA # (raquired lor ladaral grants)

Name of Project Oficer Phone Grant Award Perlod (Performance Perod]

‘Gramt Flacal Year Budgel Period (this may nol Gramt Budget Period (insfaliment Pevdoa)

A SDAR Bramt Number Grant Phase Grant Avward Amount

B. Numbar of positions [FTEs) supported by this swerd:

€. s there & match requirement? — C3a ks th malch cash ar in-kind?
Yes No 5
it Canh
Canthe match be accommodated within the sgency's
ot yor g e O
Yes [
Program/Rasponaibility Cemter for matching funds:
Loeal O-type  Intra-District
D. Is thers & Maintenance of ENort (MOE) required?
C31 33 s
Yas [ Hyes
‘Can tha MOE be scoommodated within tha agency's
Haca your budgo? [ I
Yan HNo
Program/Ffssponaibliity Canter for MOE funde:
Source of MOE funds: o S T I |
Local O-typa  Inira-District
E. Check i the funds will be used 1o Subgrant g
Coniract
Indra-District
F. Indirect Cost I:l D o yus, what is your negotisted rate?
You No ‘what is tha dollar amount 7
G. Didyou C - In your inddirect cosl rale?
Yes Ho
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1.80.1.3 Grant Reconciliation Sheet

Grant Reconclilation Sheet (FY 15)

|Grant Name: S
|Grant Number/Grant Phase: -
|g:t_ Award Period (Performance/Project Period):
irant Fiscal Year Budget Period

(this may not exceed the District's fiscal year)

Initial Grant Award Amount:
Supplemental Funding:
Tramflars In/Out (a}):

Total Grant Award Amount B of

Less Prior Year(s) Expenditures (07, 06, etc.) (b)

FY 2014 Expenditures: _
__FY 2014 IDCR Expenditures:
__FY 2013 Expenditures:
__FY 2013 IDCR Expenditures:

FY 2012 Expenditures:

FY 2012 IDCR Expenditures:

FY 2011 Expenditures:

FY 2011 IDCR Expenditures:

FY 2010 Expenditures: ) -

' FY 2010 IDCR Expendiures: -

Total Expenditures - 000
[Remaining Grant Award Available ©) . 9
Current FY 2015 Budget, per SOAR  HeaEw i

Variance (Remaining Grant Award Available - S;Jhﬂ Budgel;l _

Adjustment to FY 15 Budget per this request

Agency Comments:

Notes:

VU _ — —
(a) Transfers In/Out - only applicable to DHS (g.g. TANF)

{b) When calculating prior year expenditures, use the current month and current year on screen 61. Please
note that you may need multiple screen prints to come up with the total (change the AY for each year the
grant has been available...i.e grant 00004/04 will have three screen prints - AY04, AY0S, AY06 and AY07 as
of the current month and year). Also, if the grant has expenditures prior to FY 08, insert rows fo include

&, i and “fotal e 5" ingly.

{c) Remaining Grant Award Available = the total grant award amount less the total expendilures (this should
match the amount in the appropriate column of the Cover Memo) .
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1.80.1.4 Grant Reconciliation Sheet at Year- Close

Grant Reconcilistion Sheet {(FY 15)
Year End Close Out

GrantMName: = = 00
Grantl’«lumbara‘ﬁrantl’hw

Grant Award Period rPa:fommnce'iject Fb.rmdj
Grant Fiscal Year Budget Period

mmewW&wmd ]

Initial Grant Award Amount:

Supplemental Funding:
Transfers In/Out (a): —

Totllﬁrmtﬁmrdm o

|Lese Frior Year(e) Expanditures (07, 06, ste.) (1)

FY 2015 Expendituras including accrued expenditures

FY 2015 IDCR Expenditures:

| FY 2014 Expenditures
FY 2014 IDCR Expenditures:
FY 2013 Expendilures including accrued expenditures
FY 2013 IDCR Expenditures:

__FY 2012 Expenditures S
FY 2012 IDCR Emndlh.uwr
F¥ 2011 Expenditures
FY 2011 IDCR Expenditures:
FY 2010 Expendituras:

NG IEHE NPT

 FY 2009 Expenditures: -
FY 2008 IDCR Expendilures: -

Total Expenditures ~

Remaining Grant Award Available (c) I E— =

Current FY 2015 Budget, per SOAR

Variance (Remaining Grant Award Available - SOAR Budget) 1]

Adjustment to FY 15 Budget per this request

Agency Comments:

Notes:

{a) Transfers In/Out - only applicabla to DHS (e.0. TANF)

{b) When caiculating prior year expenditures, use the current month and current year on screen 61. FPlease
nota that you may need multiple screen prints to come up with the total {change the AY for each year the
grant has been available...i.e grant 00004/04 will have three screen prints - AY04, AYDS, AY06 and AYOT as
of the current menth and year). Alsc. if the grant has expendituras prior to FY 09, insert rows to include

expanditures and ﬂgl.l!l “total gEru:llures" m’dinah"

{c) Remaining Grant Award Available = the total grant award amount less the total expenditures (this should

match the amount in the appropriate column of the Cover Memo)
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1.80.1.5 SOAR Journal Entry for Grants

{Dater
SOAR Journal Entry for Grants
Agency Name Agency Code
Grant # Grant Phase
lmnm FTE Request
Projact
Number Object
ORGCODE | PAGCODE | (¥ apnicabie) Index FCA Clask | Current Budget | Increase | Decraase
| =
T |
— | |
ETE S S—— l I
— =
| = |
| [ | I |
— —— |
I 00 40 $0.00 00

Far Office Use Only

Batch #
¢ #

‘Altach SOAR Screen
TITAL
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1.80.1.6 Memorandum

MEMORANDUM
TO: Gordon MeDonald
Deputy Chief Financial Officer, Office of Budget and Planning
FROM: (name)
Associate Chief Financial OfTicer
{Cluster Name)
DATE: 00Maf14
SUBJECT: FY 2015 Request for Increase in FTE Authorization Due to New/Increased Grant Amounts

Agency Name is requesting an increase in avlhorized FTEs for FY 2015 for grant number zrexer, phase e, We kave atiached
all the necessary documentation to support the accompanying budgst modilication request, The table below shows how each
position will be supported.

Posilion
Duration Notio | Salary | Benefils| Total
Position Title or | Schedule Service Exceed | (Object | (Object | Agency
Series {1} CBU Code | Grade | Step |FTE(2)| Date |Class 12)|Cluss 14)] Cost
of
é
ol
ol
g
of
ol
g
(1) Position Duration Schadule: (2) FTE:
03 = Term Full-Time Salary Enter 1.0 if full-time
04 = Term Part-tima Salary Enter appropriale fraction, 0.01 - 0.99, if part-lime
05 = When Actually Empioyed
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart BI: Grant Creation Budget and Modification

FLOWCHART Bl: GRANTS AND CONTRACTS MANAGEMENT- GRANT BUDGET CREATION AND MODIFICATION

Notification to CFO approval
for approval

Senior Budget Analyst

Officer

Approve Budget
[y —— Ilenl':nl::nudget
Package st

Chief Financial

Page 386 of 481



UNIVERSITY OF THE DISTRICT OF COLUMBIA
OFFICE OF THE CHIEF FINANCIAL OFFICER

FINANCIAL POLICIES AND PROCEDURES MANUAL

DRAW DOWNS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

TASK DESCRIPTION

The University of the District of Columbia receives funding from the
issuance of federal grants from the Federal Government. This guidance
relates to the federal funds received by the District from a grant on a
reimbursable basis, whereby the District incurs a liability based on the
requirements outlined in the federal award. UDC then seeks
reimbursement from the Federal Government for the expenditures through
cash drawdowns.

PURPOSE

This directive outlines the policies and procedures on drawdowns from the
Federal Government that applies to the University of the District of
Columbia.

POLICIES

1.30.1 The Accounting Office is required to draw down federal funds
once a month, unless the grant agency requires another method
for seeking reimbursement.

1.30.2 Federal funds received by an agency are subject to various
federal requirements including those of the federal agency that
provides the federal funds as well as those of the Federal Cash
Management Improvement Act (CMIA) of 1990 (see award
notification letter for drawdown policies for specific grant).

RESPONSIBILITIES
1.40.1 The Accounting Officer is responsible for accounting for the use of
grant funds and financial reporting through Banner.

1.40.2 The Accounting Department is responsible for the application,
administration, financial management, including the drawdown of
funds, and the overall successful implementation of the grant.

1.40.3 The Senior Accountant is responsible for the drawdown of funds.

1.40.4 The Accounting Manager is responsible for approving the
requested drawdown of funds.

AUTHORIZATION

1.50.1 The Senior Accountant is authorized by the Chief Financial Officer
to drawdown funds with approval from the Accounting Officer.
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XXXXXXXX.60:

PROCEDURES
1.60.1 The Senior Accountant accesses the desired federal website to
review available funds and balance:
e ASAP: www.asap.gov

e G5: www.g5.gov
e Payment Management System (PMS): www.dpm.psc.gov

e Award Cash Management Service: www.research.gov

1.60.2 The Senior Accountant logs in Banner to run an Inception to Date
report (FRRGITD) (see Exhibit CO: Grant Inception to Date
Report).

Note: This report is generated at the end of the month.

1.60.3 The Senior Accountant generates the Grant Select Balance Sheet
Account CFOSolve report (see Exhibit CP: Grant Select Balance
Sheet) which outlines receivables according to Banner and is
separated by Index.

1.60.4 The Senior Accountant completes a Draw Down Excel spreadsheet
to determine the amount to draw down which is total expenditures
less previous drawdowns. The difference is the amount to be
drawn down.

1.60.5 The Senior Accountant requests the funds from the Federal
Drawdown Systems depending upon the grant. The Senior
Accountant enters the Grant Account ID; grant amount requested
and submits the request.

1.60.6 After the request for the funds is made and accepted, the Federal
government wires the funds to UDC’s Receivable Account within
1-3 business days.

1.60.7 The Senior Accountant monitors the account and prepares a
Journal Entry Form once the funds are received:
e DR Cash
e CR Grant Receivable by Index

1.60.8 The Senior Accountant attaches to the Journal Entry Form screen-
print from the Federal agency website, Drawdown Excel
spreadsheet, Grant Select Balance Sheet and Inception to Date
Report and provides to the Accounting Manager from review (See
General - Journal Entry section for journal entry process details).

Page 388 of 481


http://www.asap.gov/
http://www.g5.gov/
http://www.dpm.psc.gov/
http://www.research.gov/

UNIVERSITY OF THE DISTRICT OF COLUMBIA
OFFICE OF THE CHIEF FINANCIAL OFFICER

FINANCIAL POLICIES AND PROCEDURES MANUAL

XXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring separation of duties
1.70.1.1 The Accounting Manager reviews and approves the
journal entries recorded by the Senior Accountant.

XXXXXXXX.80 EXHIBITS
1.80.1 Exhibit CO: Inception to Date Report

116:25 M uDc R
Gzant Inception to Date Report FERRGIT
AS OF 11-3EF-2013
GRANT: €F0100 DC COOFERATIVE EXT. SERVIC
FROJE ERICD 01-0CT-2010 —
ADJUSTIED CURRENT FERIOD INCEFTION COMMITMENTS AVAILABLE
OREN ACCOUNT RACCOUNT TITLE BUDGET ACTIVITY TG DRTE ACTYV. EALENCE
4008 71200 Purchased sexvices and o
TOTAL
FUND TOTAL
2302
KET
116:25 M ERGE
FERRGIT
COOFERATIVE EXT. SERVIC
ADJUSTED CURRENT FERIOD INCEETION COMMITMENTS AVAILRELE
EUDGET ACTIVITY TG DRTE ACTYV. EALANCE
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1.80.2 Exhibit CP: Grant Select Balance Sheet

Grants Select Balance Sheet Accounts

Fiscal Month: 14, Fiscal Year: 2015
GrantCoc = [ Grand |~ [FundCode ~ [ FundCode4Description |~ | Account (7] Account (4) Description ~ [ BegBal Dr/(Ci~ [ Debits |~ | (Credits) |~ | EndBal Dri(Ci.T|

6F0100  DC COOPERATIVE EXT. SERVICE 39F14 (CES ¥ 105106  Federal Grant Receivable-unbiled
" 105206 |Federal Grant Receivable-biled

39F15 CES-CRD ¥ 105106  Federal Grant Receivable-unbiled
" 105206 |Federal Grant Receivable-biled
39G12  CES-CRD " 105206  Federal Grant Receivable-biled
39G13 CES-CRD T 105206  Federal Grant Receivable-billed
39213 CES " 105206  Federal Grant Receivable-billed
39214 CES T 105206  Federal Grant Receivable-billed
6F0200 | SENIOR COMPANION PROGRAM 32616 Senior Companion Non-Volunteers " 105206  Federal Grant Receivable-biled
32013 Senior Companion Prgram " 105206  Federal Grant Receivable-billed

32J14  Senior Companion Pragram ¥ 105106  Federal Grant Receivable-unbilled
" 105206 |Federal Grant Receivable-biled
32115 | Senior Companion Program ¥ 105206 Federal Grant Receivable-biled
32116 Senior Companion Program " 105206  Federal Grant Receivable-billed
31211 Senior Companion Program " 105206  Federal Grant Receivable-billed
6F0400  FEDERAL DIRECT LOAN PROGRAM 26014 FEDERAL DIRECT LOAN PROGRAM ¥ 105206  Federal Grant Receivable-billed
26D15 FEDERAL DIRECT LOAN PROGRAM ¥ 105206  Federal Grant Receivable-billed
6F0450  FEDERAL DIRECT LOAN PROGRAM 83014 FEDERAL DIRECT LOAN -LAW SCHOOL ¥ 105206  Federal Grant Receivable-billed
83015  FEDERAL DIRECT LOAN PROGRAM " 105206  Federal Grant Receivable-biled
6F1600  REHABILITATION CAPACITY BUILDING AT 38K12  REHABILITATION CAPACITY BUILDING AT T 105206  Federal Grant Receivable-billed
38K13  Rehabilitation Capacity Building ¥ 105206  Federal Grant Receivable-biled
38K15  Rehabilitation Capacity Building ¥ 105206 Federal Grant Receivable-biled
6F1700  EDUCATIONAL TALENT SEARCH 21812 Educational Talent Search ¥ 105206  Federal Grant Receivable-billed
21613 Educational Talent Search " 105206  Federal Grant Receivable-biled
21814 Educational Talent Search T 105206  Federal Grant Receivable-billed
21815 Educational Talent Search ¥ 105206  Federal Grant Receivable-billed

XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart BJ: Grants and Contracts Management - Draw Downs

FLOWCHART BJ: GRANTS AND CONTRACTS MANAGEMENT- DRAWDOWNS
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BILLING AND INVOICING

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

TASK DESCRIPTION

All grants and contracts, billing and invoices are prepared by Financial
Manager. All receipts for payments for bills are received and recorded by
the Accountant. When UDC receives an advance, billing and invoicing
must be prepared by the Financial Manager.

PURPOSE
This directive outlines the policies and procedures on grant billing and
invoicing that apply to the University of the District of Columbia.

POLICIES

1.30.1 It is the policy of the University of the District of Columbia that all
grants and contracts billings be billed and aged by the Financial
Manager and that all receipts for payment of such bills are received
by the Accounting Office.

1.30.2 Reference grant award letter for billing and invoicing. The billing
and invoicing can be prepared on a monthly or quarterly basis.

1.30.3 UDC follows OMB Circular A-21(Cost Principle for Educational
Instiutions), (https://www.whitehouse.gov/omb/circulars_a021 200
4/) which establishes the principles for determining costs
applicable to grants and contracts with colleges and universities.
These principles are to be used as a guide in the pricing of fixed
price agreements and apply to direct costs and indirect costs.

1.30.4 UDC follows OMB Circular A-110 (Uniform Administration
Requirements for Grants and Agreements with Institutions of
Higher Education, Hospitals, and other Non-Profit Organizations),
(https://www.whitehouse.gov/omb/circulars_a021 2004/)  which
provides a public declaration of the standards to be used by federal
agencies and colleges and universities in the administration of
grants and other agreements.

RESPONSIBILITIES
1.40.1 The Financial Manager is responsible for preparing manual billing
and invoices.

1.40.2 The Accounting Officer is responsible for performing the grant
billing process in Banner.

1.40.3 The Accounting Officer is also responsible for signing and
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approving the billing and invoices prepared by the Financial
Manager.

XXXXXXXX.50:  AUTHORIZATION
1.50.1 The Financial Manager is authorized by the Chief Financial
Officer to prepare billing and invoices while the Accounting
Officer is authorized to setup and perform billing processes in
Banner.

XXXXXXXX.60: PROCEDURES
1.60.1 The Financial Manager accesses the Grant Inception to Date screen
(FRIGITD) and extract the information to excel to prepare a
spreadsheet for grant billing and invoices.

1.60.2 The Financial Manager prepares a Grant Billing spreadsheet to
determine the amount to be billed. The amount billed or invoiced is
total billings less previous billings.

1.60.3 The Financial Manager delivers the billing and invoices attached
with supporting document such as screen prints of grant activities
in Banner, 485 report if necessary, grant billing spreadsheet, and
copies of vendor invoices to the Accounting Officer for approval.

1.60.4 The Accounting Officer reviews and signs the billing and invoices.

1.60.5 The Financial Managers scans and emails the billing and invoices
with supporting documents to the grantor.

1.60.6 The Accounting Officer accesses the Grant Events Assignment
screen (FRAEVGA) (see Exhibit CQ: Setup of Billing Process
(FRAEVGA) to setup the billing process for new grants.

1.60.7 To start the billing process, the Accounting Officer goes to the
Banner Deferred Grant Process screen (FRRGRNT) (see Exhibit
CR: Deferred Grant Process FRRGRNT) to input all required
information.

1.60.8 The Accounting Officer reviews the .lis log to verify the correct
accounts were credited and debited. The accounting entry which
occurs automatically:

e DR Receivable Unbilled
e CR Grant Revenue

1.60.9 The Accounting Officer generates the Interface Process
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(FGRTRNI) which is an interface process to verify the billing
process is setup correctly.

Note: If an error is detected, the Accounting Officer refers to the
last page of Billing Process Report (FRRIBLL) to resolve the
error.

1.60.10 The Accounting Officer executes the Banner Posting Process
(FGRACTG) to post the process.

1.60.11 The Accounting Officer executes the Billing Process (FRRBILL)
(see Exhibit CS: Billing Process FRRBILL) to identify the billing
period of the grants and contracts. This report is typically run on a
Tuesday or Friday and illustrates all of the bills generated and the
amounts posted. The accounting entry which occurs automatically:
e DR Receivable Billed
e CR Receivable Unbilled

XXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring separation of duties
1.70.1.1 The Financial Manager prepares billing and invoicing of
grants and the Accounting Officer approves.

XXXXXXXX.80 EXHIBITS
1.80.1  Exhibit CQ: Setup of Billing Process (FRAEVGA)

1.80.1.1In Banner, go to the FRAEVGA screen

=8 General Menu GUAGMNU 8.6.4 (PROD) - Tuesday, September 15, 2015 - Last login Tue

Go To.._. |FRAEVGA [E| Welcome, Shaina Cooper.

_|My Banner

—{ Banner
1 Student
1 Advancement
_lFinance System Menu
_l Financial Aid
_l General

1.80.1.2 Enter the grant code and then using the next block icon

E, go to the next page. After getting to the next page,
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use the next block icon again to get to the next section to
enter the Event Code.

"¥3 Grant Events Assignment FRAEVGA 87.0.2 (PROD)

Grant Code: |gFi600 |||

Agency: | 5
PMS Code: | (*] [ Process All Grants
# Event Management " Group Management

' Event Assignment FRAEVGA 87.0.2 (PROD)

Grant
= |6F1eu-u |REHABILITATION CAPACITY BUILDING AT

Event Code: [ 7]

Alternate Description: | MNumber Of Days Reminder: l_

Number of Days: l_ Date From: @ Date To: @
coinDae T — R —

Payment Method Type Ind: | Cost Rembursement |  Period To: =
Bill Format: | [~ Default Proxy User ID: [ 7]
Default Responsible User ID: | (7] Default Fixed Schedule:|~

1.80.1.3Click on the drop down box and enter the applicable event
code. The following fields must then be completed:

e Date From — Date the billing dates should begin

e Date To — Date the billing dates should end

e Frequency — how often the billing process should be
performed. Federal grants = weekly, Private and
Intradistrict grants = monthly

e Payment Method Type Ind — should always be Cost
Reimbursement

e Period To - this should agree to the Date From field

e Default Response User ID — individual responsible for
performing Grants Billing Process
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Event Code: 4Bl [ 7] 4th bill adjustment

Alternate Description: ||

Event Code: E|4th bill adjustment

Alternate Description: | Number Of Days Reminder: l_
Number of Days: Date From: W @ Date To: 30-SEP-2018 @
Begin Date: (Nene) b Frequency:

Payment Method Type Ind: | Cost Reimbursement ~| Period To: [p1-ocT2017 [

Bill Format: | ]

Default Responsible User ID: | ]

Default Proxy User ID: |~ |
Default Fixed Schedule:[ ™

1.80.1.4 Once all fields have been entered, save the document

JES——

using the icon. The Responsible User ID and Due
Date will appear.

Sequence Responsible User ID Due Date Text Status  Bill Period to Date
(7] = =
[ 1 [sHANAcoOPER [cooper, Shaina [p1-ocT2017 [N [P
[ 2 [sHamnacoorer |cooper, Shaina |os-ocT-2017 [N [P
[ 3 [sHamacoorer |cooper, shaina [15-0cT-2017 [N 3
[ 4 [sHamacoorer [Cooper, Shaina [z2-0cT2017 [N [P [ ]
[ 5 [sHamacoorer |cooper, shaina [2s-0cT-2017 [N 3
,_ﬁ |SHnINn{‘:mPFR |{"'mru=.r Shaina |ﬂ5—Nn\f—m17 ,N_ F ,7

1.80.2  Exhibit CR: Deferred Grant Process (FRRGRNT)
Parameter Values
Number Parameters Values
M| A

[o1 [Recaicuston [n
IE |Date From |
[3  [pateTo [15-sEP-2015
[+ [chartor Accounts 1
[s | [Fund opton |
IF |Frcm Fund |
IF |Tc Fund |
IDIT |Fund |

LENGTH: 1 TYPE: Character O/R: Required M/S: Single

|oe |Posting Date |15-3EP-2015

[0 [Execution Mode u

,T |F{ep-ort Type |5
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1.80.3  Exhibit K: Deferred Grant Process (FRRGRNT)
Parameter Values
Number Parameters Values
- o
[ [Recaicuiation [n
,DZ_ |Date From |
[3  [pateTo [15-sEP-2015
[+ [chartor Accounts 1
[s [Fund Option |
'F |Frnm Fund |
[ [toFund |
b [ |
LENGTH: 1 TYPE: Character O/R: Required M/S: Single
|oe |Posting Date |15-SEP-2015
[0 [Execution Mode u
,T |Flepnrt Type |S
1.80.4  Exhibit CS: Billing Process (FRRBILL)
I I
[0t [eaby PMS CoderGrant Code le
[z [PMs code Option |
[3 | [FromPMS Code |
s [roPmscode |
s [pms code |
[os | [Grant Code Opten R
[ [FromGrantcode sFot00
e [focrantcode |133sFc
— —
[o [orantcode |
[0 [péing Fomat Code 2728
[11 [Béing Percd to Date [15-5EP-2015
[12 [Final or Partal Payment lp
[13  [advanceRembursement Payment lr
[14 [Executon Mode [u
’? |Flepnrt Type |D
[6  [papat |os-15-15]
[t [Posting Date [os-15-1¢]
[5 [paRetainage [
[19 | [B@Payment Withholding [
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart BK: Grants and Contracts Management- Billing and
Invoicing

FLOWCHART BK: GRANTS AND CONTRACTS MANAGEMENT- BILLING AND INVOICING
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FINANCIAL REPORTING

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

TASK DESCRIPTION

The reporting of financial statements presented to the Board must include
grant funding and it is important that the financial statements are presented
fairly and accurate. In many cases, financial reporting is required by
certain grants. The Financial Manager completes the SF425 when required
by the grantor and final financial statements.

PURPOSE
This directive outlines the policies and procedures on grant financial
reporting which to the University of the District of Columbia.

POLICIES

1.30.1 The University will follow the financial reporting requirements of
Budget Circular A-110 as stated on the Office of Management and
Budget website
(https://www.whitehouse.gov/omb/circulars a021 2004/),
Uniform Requirements for Grants and Agreements with
Institutions of Higher Education with respects to financial
reporting. Sections C.51 through C.52 set forth procedures for
monitoring and reporting the grantee’s financial and program
performance and list the standard reporting forms.

1.30.2 As stated in UDCs Handbook, UDC must provide regular and
required financial reports to the sponsor, the Principal Investigator,
and Office of Sponsored Programs (OSP).

1.30.3 To comply with the Single Audit Act and the U.S Office of
Management and Budget Circular A-133, UDC must prepare a
Schedule of Expenditures of Federal Award each fiscal year.

1.30.4 According to OMB Circular A-21
(https://www.whitehouse.gov/omb/circulars_a021 _2004/) UDC
establishes principles for determining costs applicable to grants,
contracts, and other agreements with educational institutions. The
principles deal with the subject of cost determination, and make no
attempt to identify the circumstances or dictate the extent of
agency and institutional participation in the financing of particular
project.

RESPONSIBILITIES
1.40.1 The Financial Manager is responsible for preparing the SF425
report.
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1.40.2 The Financial Manager is responsible for preparing the financial
reports.

1.40.3 The Financial Manager is responsible for creating a Schedule of
Expenditures of Federal Award (SEFA).

1.40.4 The Accounting Officer has the responsibility of reviewing all
grant financial reports for accuracy.

XXXXXXXX.50:  AUTHORIZATION
1.50.1 The Financial Manager is authorized by the CFO to prepare
financial reports.

XXXXXXXX.60: PROCEDURES
1.60.1 The Financial Manager creates a Schedule of Expenditure for the
Federal Award (SEFA) (see Exhibit CT: Schedule of Expenditure
for Federal Award) at year-end which includes PELL grant,
DIRECT LOAN Grant, Nursing, and Federal Work Study.

1.60.2 The Financial Manager runs Grant Expenditure Total for “6F”s
report in CFOS$olve to report the expenditures for each Federal
Award separately by Index Code.

1.60.3 Using the Award notification, the Financial Manager determines if
the grant is a Research and Development grant to be reported in the
Research and Development column.

1.60.4 The Accounting Officer emails Office of Integrity and Oversight
(OI0) the Schedule of Expenditure for the Federal Award to be
included in the District’s Single Audit Report.

1.60.5 The Accounting Officer also emails the SEFA to the Chief
Financial Officer for reviewing purposes.

1.60.6 The Financial Manager completes the SF425 Federal Report Form
(See Exhibit P: SF425 Federal Report Form). The Form includes
the grant award number, whether the award is quarterly, semi-
annually, monthly, or annually, grant period, award date, the end
for financial reporting, how much to expense.

1.60.7 The Financial Manager generates the Inception to Date report to

determine the amount of cash on hand. This report will generate
the revenues less expenses to get actual amount of cash on hand.
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1.60.8 The Financial Manager completes the matching requirement. This
ensures the actual match costs are reported on the Closeout
financial report. When the actual match does not equal or exceed
required match, the difference is an amount potentially subject to
debt collection.

1.60.9 The Financial Manager compares the actual amount of indirect
cost charged to the grant with the rate established by the Indirect
Cost Rate agreement. Actual indirect cost which exceeds the rate
agreement is subject to disallowance.

1.60.10 The Accounting Officer signs the Federal Report Form before it is
sent to the agency.

1.60.11 The Financial Manager sends the form and attached documents to
the T Drive and emails them to the corresponding agency or grant
tour.

XXXXXXXX.70: INTERNAL CONTROLS
1.70.1 Internal Controls Applicable To Ensuring Separation Of Duties
1.70.1.1 The Accounting Officer reviews and approves the grant
financial reports that are completed by the Financial
Manager.
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XXXXXXXX.80 EXHIBITS
1.80.1 Exhibit CT: Schedule of Expenditure for Federal Award
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LLisikeperniity of the Dstrict of Cotambia
Gavarnmant of the District of Columibla
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As of September 30, 2014
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Frderal Prisram CFOA Mo | Erimk | Type of Grane Purs Thidsgh EntEy | Won Cash Awards| Totsl Federsl | ARRA RED
Awnrd Mo | Direct oo Brvfirat Frpendtures _I

Covpiratiag | ddereon Lorvicn LT T -]

Serucr Comagaracey Prisgy aey e mm Direct

Fackaral DUy, G Lisaen. LF ] Dot

Federsl Cupes Sudend Loar BAME [

LCagucity Bakdog for Tty Underservid Pocudatiors L TIN5 T ] Dwect

THED: Vaiore Search LR e Enewct

TRED Ui Bioandt M Eisecs

Agruamn Eapeirment Sutons Under he Hatet Act B @im Dt

Coaperathe Extersicn Servce 0y 201 Dwrert

Fosteral Work-Shudy ogram LR ] vz

Fretorsl Suppherensl Lucationss Dppournity Grings e T ] Direct

Pl Pl Grant Prspaen G e fwect

ity SoeneR i Drgeosng reroerand [ BF.] e [ ]

O Ubtins Femchar Acadermy A I Dt

Trace Afpritreairl Assintaroe Comerassty Colege snd Casser Tai L1267 i) Dwec

Trace Agustraend Avsstarcs Communty Golege ond Ciosr Ty 7,280 Lot Curmex
T-nmmmmwhln Iy e Dt

A Monke Canio il Sumd Sesarch L ki, § L2 ] Dt

Farmmes M- [eabanreg Didei FLAL e e

vk Markeet Chawgeng) Fasvmi 50154 I =2

SguSiering Wachew and diomic Foene L e e

Assiieie 1o Staty Water Resouroes Rcieardh Inastuses s SRa0G [

Sporaity Crogp Mok Gra Prgra - Farm B2 W T et

Somcuity O B G Prgres - Fasn B MWLM O D

Lderston arad Human Esteseoes-Collsboramr Resairth ATOM RRAT et
Mﬂmrmwl—m?wm 47006 0 arecy

aanon e Human Reouosy Lot L] e

Lddataten, o uman Restures e Chrvin e it Wimlan-
Heirrecdnl Aemrarthi a0v) Bvmsarch: Treang LT Ll Dt e

Carner Gt 3 Proventen Filaarch TLWY R e

Syrimgialic: iva Devicgrmant Tumor [EEL ) [

B, dopled, aeed Acbeaeced Reseorch in Soence ond Engieer (2600 oS0 Birect

Special Edueatin - Persnne Deveicpment i [ngrows Sardicee. 0105 65400 Dlsect

Hisien] Securty-reled Sowrce, Trchnology, Engresringan 07060 geeadL Dasecy

gty BdLcafon_nSfutonal A Titke 511 HACY Bom L] Derwcy

Higher Elaration_{resinstonal Asd- Frie [2] - Lo B [ ] Dt

FY¥ 3304 BEFA TEMPLATE

=

Tpe wof Srunis

S e e

Lot
310

Carpagr 3 (A LEE
L durvme Tanpav e P
BALBA e Besrarchy Trasreg A
L T T, P
iw Faatr Histern fras o BANEY
Fila stmen ara] = priars Efi g s AR G
oo a | e farvue 080
[ — s
Corrgues s Science wd Ergraeres AT
Ll R Arahat Pk ]

Tkl K apareiSuros Foo Agoncy

D e e e S ——

W 35 i B sy B ST i b o iy
R
3

e D P S NP L

B R 8 R g AR
L Fawerd &

e

[T
)
]

HEEEEEERREE

|-'-m"t"lmw-w“ﬂﬂhﬂw*ﬂﬂhrﬂmm“ﬂ—-mw

Page 401 of 481



UNIVERSITY OF THE DISTRICT OF COLUMBIA
OFFICE OF THE CHIEF FINANCIAL OFFICER

FINANCIAL POLICIES AND PROCEDURES MANUAL

XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart BL: Financial Reporting

FLOWCHART BL: GRANTS AND CONTRACTS MANAGEMENT- FINANCIAL REPORTING

Generate Grant
Expenditure Total
Reportin CFOSsolve

Completes the
SF425 Federal
Report

Financial Manager

I

Send SEFA to CFO to Sign Federal Report
FEVISHE Form before sending
to agency

Accounting Officer
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CLOSE OUT

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

TASK DESCRIPTION

Closeout is the process in which the University of the District of Columbia
determines that all applicable administrative actions and all required work
with the award have been completed by the grantee. Closeout is a post
award activity that officially ends the award relationship. The final SF-425
for the grant should reflect the total amount of federal expenditures, the
total amount of matching contributions, and the amount of unobligated
funds. Any unobligated or unspent funds will be deobligated during the
closeout process. The Financial Manager also completes the final financial
reporting if required by the grantor.

PURPOSE
This directive outlines the policies and procedures on grant close out that
apply to the University of the District of Columbia.

POLICIES

1.30.1 As stated in UDC’s Handbook, almost all sponsors require a final
financial status report detailing the disposition of funds. For
Federal projects, these reports are due within 90 days of the award
expirations; for state and private awards, the deadline may be as
short as 15 days. Inability or failure to submit reports within the
stipulated time frame can result in the suspension of funding and/or
a delay in the release of future funding for the investigator and/or
the University. In order to comply with reporting deadlines, all
expenditures related to the project must be processed, open
encumbrances closed, cost sharing verified, and the account (s)
reviewed for errors or necessary changes. Any necessary
corrections must post to the grant account within the closeout
period, which is typically 90 days except for state or other
sponsors, which may be 15 days.

RESPONSIBILITIES
1.40.1 The Financial Manager is responsible for completing the SF425
Federal Report Form.

1.40.2 The Accounting Officer is responsible for signing the Federal
Report Form before being submitted to the agency.

AUTHORIZATION

1.50.1 The Financial Manager is authorized by the Chief Financial
Officer to complete the SF425 Federal Financial Report.
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XXXXXXXX.60:

XXXXXXXX.70:

PROCEDURES

1.60.1

1.60.2

1.60.3

1.60.4

1.60.5

1.60.6

1.60.7

1.60.8

The Financial Manager completes the SF425 Federal Financial
Report only if necessary (see Exhibit CU: SF425 Federal Financial
Report). The Form includes the grant award number, whether the
award is quarterly, semi-annually, monthly, or annually, grant
period, award date, the period end for financial reporting, how
much to expense.

The Financial Manager generates the Inception to Date report
(FRRGITD) to determine the expenses for the period end. This
report will generate the revenues less expenses to get actual
amount of cash on hand.

If applicable, The Financial Manager completes the recipient share
section by reporting matching requirement in the recipient share
section of the Federal Financial Report. This ensures that actual
match costs are reported on the Closeout financial report. When
the actual match does not equal or exceed required match, the
difference is an amount potentially subject to debt collection.

If applicable, the Financial Manager completes the Indirect
expense section of the Federal Financial Report. The actual amount
of indirect cost is compared to the rate established by the Indirect
Cost Rate agreement. Actual indirect cost which exceeds the rate
agreement is subject to disallowance.

If required, the Financial Manager completes the final financial
reports (refer to the grant award letter for requirement details).

The Financial Manager saves the Financial Reports and supporting
documents to the T Drive.

The Accounting Officer signs the Financial Report before it is sent
to the agency.

The Financial Manager emails the Financial Reports to the
corresponding agency or grantor.

INTERNAL CONTROLS

1.70.1

Internal Controls Applicable To Ensuring Separation Of Duties

1.70.1.1  The Financial Manager completes the Financial Reports
and Accounting Officer signs and approves the
Financial Reports.
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XXXXXXXX.80 EXHIBITS

1.80.1 Exhibit CU: SF425 Federal Financial Report Form

FEDERAL FINANCIAL REPORT
(Follow form instructions)

1. Federal Agency and Organizational Element 2. Federal Grant or Other ldentifying Mumber Assigned by Federal Agency Page of
o Which Report is Submitted (To report multiple grants, use FFR Attachment)

| pages

3. Recipient Organization (Mame and complete address including Zip cod=)

4a. DUMNS Mumber [4b. EIN 5 Recipient Account Mumber or ldentifying Mumber B. Report Type 7. Basis of Accounting
(To report multiple grants. use FFR Attachment) Quartery
Semi-Annual

Annual 0O Cash OO Accrual

inal

8. ProjectGrant Period 5. Reporting Period End Dai=
From: {Month, Day, Year) To: (Month, Day, Year) {Month, Day, vear)

10. Transactions Cumulative

fUs= fines a-c for single or mulfiple grant reporting)
Federal Cash (To report multiple grants, also use FFR Attachment):
a. Cash Receipts

b. Cash Disbursements

c. Cash on Hand (lime a2 minus b)

U= fines d-o for single grant reporting)
Federal Expenditures and Unobligated Balance:

d. Total Federal funds authorized

. Federal share of expenditures

f. Federal share of unliquidated obligations

g. Total Federsl share (sum of lines & and f)

h. Unocbligated balance of Federal funds (line d minus g)
Recipient Share:

i. Total recipient share required

j. Recipient share of expenditures

k. Remaining recipient share to be provided (line i minus j)

Program Income:

I. Total Federal program income earmed

m. Program income sxpended in sccordance with the deduction altemative

n. Frogram income expended in accordance with the addition altermnative

o. Unexpended program income (line | minus |

e m or line n}

& Type b Rate c. Pericd From Feriod To d. Base & Amount Charged T Federal Share

12. Remarks: Aftach any expianations deemed necessarny or information required by Federal sponsoring agency in compliance with govemning legislation:
13. Certification: By signing this report, | cerfify that it is frus, compiete, and accurate to the best of my knowledge. | am aware that any false, hchiious, or

fraudulent information may subject me to criminal, civil, or admi enalties. (U.S.Code, Title 18, ion 1001)
a. Typed or Printed Name and Title of Authorized Certifying Oficial c. Telephene (Area code. number and sxtension)
d. Email address
b. Signature of Authorized Certifying Ofcial &. Date Report Submitted (Month. Day, ¥ear)
Standard Form 425
OMB. Approval Number 0346-0061

Expiration Date: 1V3 12011

Burden Staterment
AmmngncmeF- perwork Reducton = amended. no persons are required o respond to 3 collection of sformation unless it Sisplays 3 valkd OME Control Number. The alid OWE control
P T B oo Coleshan 16 D345 008 Bkl reporing burtien for this Cobotion Gf information 1= eetrmated o average 1.5 response, mduding Bme for reviewing
nslructons. searching existng data sources. gaherng and maintsning he data nesced. and completing and rewewing the collecton oF ImronTaon. Send comements regerding e burden estmte
or any cfhver aspect of thrs collection of infommation, McUkng Suppeshions for reducng this burden, 1o the Offce of Management and Budget, Faperwork Reduction Project { D348-0060).
Wsshlnglun DC 20503.
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart BM: Close Out

FLOWCHART BM: GRANTS AND CONTRACTS MANAGEMENT- CLOSE OUT

re
= I Send Federal Report
Cﬂ'“P'E(_E"‘ﬂ:"lE [ y i Sf';e “’f’“‘m""i"ﬂl :.mn :'.'ld Scan and save form
requireme e icer for approval dnmmg‘n and supporting
a document to | Drive
corresponding
agency
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[ i

Financial Manager

Accounting
Officer
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STUDENT ACCOUNTS BACKGROUND AND INTRODUCTION

XXXXXXXX.10:

TASK DESCRIPTION

The Board of Trustees of the University of the District of Columbia,
(“Board”) is the governing body of the University, and is responsible for
making decisions regarding the tuition and fees charged to the student
pursuant to the authority set forth under the District of Columbia Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code 8§ 38-
1202.01(a)), Title 8, DCMR(“DCMR 8”).

The President of the University of the District of Columbia (“President”)
is ultimately responsible for adhering to District laws, regulations, and
requirements for all University activity.

The Office of the Chief Financial Officer for the District (“OCFQ”) is
ultimately responsible for adhering to laws, regulations, and requirements
for recording and reporting on student accounts and adhering to financial
requirements for managing student accounts.

The Office of the Chief Financial Officer of the University of the District
of Columbia (“CFO”) is responsible for recording student account
charges, and for posting all payments, collecting unpaid amounts, and
other management functions of the student account process. The
Accounting Officer is responsible for student accounts and supervises the
Office of Student Accounts. These responsibilities are delegated to the
Director of Student Accounts and a staff of Student Account Specialists.

Admission and Registration

An individual desiring admittance to the University of the District of
Columbia (“UDC”) must first apply through the Office of Enrollment
Management. There is a walk in and online process that a person must
follow for acceptance as a student in UDC. The guidelines and procedures
for acceptance are outlined on the UDC website (“UDC.edu”) under the
Academics/Enrollment Management tab.

After meeting all criteria a student is notified via a congratulatory letter.
The student is then directed to contact their assigned Admissions
Counselor with any questions or concerns about their acceptance or the
enrollment process.

Once a student is admitted the student is issued an identification number

(“student ID”) and a UDC email account. A student record is established
for the student in the MYUDC student portal and the student is given login
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XXXXXXXX.20:

credentials. After completion of admissions counseling the student can
then begin the registration process.

The admitted student is required to see an academic advisor and register
for classes through the student online student registration.

Tuition, health insurance and student fees are charged to a student’s
account automatically through the registration process .When registration
is complete, a student account is set up with all of the fees for tuition,
health insurance, and academic fees. .

After completion of the registration process a student can then be issued
photo identification by the UDC campus security office.

PURPOSE

The purpose of the Student Accounts Policy is to provide direction for the
accurate and timely recordation and collection of tuition and fee revenues
of the University of the District of Columbia (UDC) consistent with Board
of Trustees of the University of the District of Columbia resolutions and
District of Columbia laws and regulations. In conjunction with the
preparation for enrollment in a new semester, the annual tuition and fees
are approved and submitted to the Office of Student Accounts and these
amounts are updated in a table in the Banner Financial System for the
coming semester.

Page 410 of 481



UNIVERSITY OF THE DISTRICT OF COLUMBIA
OFFICE OF THE CHIEF FINANCIAL OFFICER

FINANCIAL POLICIES AND PROCEDURES MANUAL

STUDENT REGISTRATION

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

TASK DESCRIPTION

When students register, Board approved rates and fees are applied and
become charges to their student accounts. At this point, an official student
account is established for the student in the student account sub-ledger of
the Banner Financial System.

PURPOSE

This directive outlines the policies and procedure to ensure that a student
is accurately charged tuition and fees. These policies apply to the
University of the District of Columbia, Office of the Chief Financial
Officer.

POLICIES
1.30.1 All students will be charged the tuition and fees established by the
Board of Trustees.

RESPONSIBILITIES

1.40.1 The student is responsible for registering using the established
registration process.  This registration process creates the
individual student account where all fees and tuition charges are
immediately posted.

1.40.2 Student Account Specialists are responsible for reviewing charges
to the student accounts and proposing a correction if any errors are
found.

1.40.3 The Director of Student Accounts approves corrections before the
Student Account Specialist makes the correction.

AUTHORIZATION

1.50.1 This Policy was prepared pursuant to the District’s Home Rule
Act, section 424(d) and the District of Columbia’s Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code 88
38-1202.01(a)), Title 8, DCMR(“DCMR 8”).

1.50.2 This policy was also prepared pursuant to a University of the
District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of
the Chief Financial Officer guidelines.
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XXXXXXXX.60:

PROCEDURES

1.60.1

1.60.2

1.60.3

1.60.4

The Director of Student Accounts updates the rate tables with the
Board approved tuition and fees.

The Office of Admissions reviews the student’s application for
admission to UDC and a student record is set up using the
student’s ID as the account number. During the registration period,
the student registers for classes. As part of this registration, tuition
charges, various fees, and health insurance are charged to the
student’s account and automatically posted to the individual
student account.

Student Account Specialists review charges to the student accounts
and process all approved corrections if any errors are found (see
Exhibit CV: Screenshot of student account after registration).

If the student drops out, the Office of the Registrar reverses the
registration information and the student’s tuition and fees are
reversed.

Note: The student is charged for tuition, all student fees, and a
required health insurance premium. The entry is driven by
the detail code which automatically posts to the correct
revenue account:

e DR Receivable- Student Account Number

CR Unapplied Student Account Charges

DR Tuition Receivables

CR Deferred Revenue (Fall only)

CR Tuition Revenue

CR Fee Revenue

CR Health Insurance Payable- Reg. Student or:
CR Health Insurance Payable- Law School

Note: The details for each entry are combined with other sub-
ledger postings for the daily summary entry to the GL
system described in (e) below.

e DR Unapplied Student Account Charges
e CR Receivable- Student Account Number

Note: The details for each entry are combined with other sub-

ledger postings for the daily summary entry to the GL system
described in (e) below.
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Note: The amount posted to the individual student accounts must
equal the amount posted to all of the receivable accounts.
This nightly feed has a Banner reconciliation process called
TGRRCON which is designed to catch reconciliation issues
on a daily basis. Any errors are corrected immediately so
that the entry can post.

Note: The Banner Financial System only posts to deferred revenue
in the fall semester because separate accounts are used for
tuition and fees for each semester. Only the fall accounts
are programmed to defer 69% of the revenue into the next
fiscal year.

XXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring accurate record keeping.

1.70.1.1 The entries to the student accounts must balance on a
daily basis. All entries are posted in a batch on a
nightly basis. If the batch cannot post, it creates an
error message that must be cleared before the posting
can occur. The Accounting Officer is notified of the
error.

XXXXXXXX.80 EXHIBITS
1.80.1 Exhibit CV: Screenshot of student account after registration
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart BN: Student Accounts- New Registrations

FLOWCHART BN: STUDENT ACCOUNTS- NEW REGISTRATIONS
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PAYMENT OF TUITION AND FEES - FINANCIAL AID FUNDS, SCHOLARSHIPS,

LOANS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

TASK DESCRIPTION
Students apply for financial aid during the admission and registration
process. These funds are used to pay tuition and fees.

In this task, the Office of Financial Aid posts the approved financial aid,
private loans, and scholarships to the student’s individual account as
payment of tuition and fees.

PURPOSE

This directive outlines the policies and procedure to accurately record the
financial aid, private loans, and scholarship funds to the student’s account
in a timely manner. These policies apply to the University of the District
of Columbia, Office of the Chief Financial Officer.

POLICIES

1.30.1 Financial aid is posted to the student’s account in accordance with
amounts approved by DOE immediately after the attendance
verification.

1.30.2 UDC follows the requirements outlined by the entity offering each
individual scholarship.

RESPONSIBILITIES

1.40.1 The Financial Aid Office is responsible for posting the approved
financial aid, private loans, and scholarships to the student’s
accounts.

AUTHORIZATION

1.50.1 This Policy was prepared pursuant to the District’s Home Rule
Act, section 424(d) and the District of Columbia’s Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code §§
38-1202.01(a)), Title 8, DCMR(“DCMR 8”).

1.50.2 This policy was also prepared pursuant to a University of the
District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of
the Chief Financial Officer guidelines.
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XXXXXXXX.60: PROCEDURES
1.60.1 The Office of the Registrar performs the attendance verification
the second week of school.

1.60.2 Once the attendance verification is performed, the Office of
Financial Aid posts financial aid amounts, private loans, and
scholarships to the students’ account (see Exhibit CX: Student
Account with Financial Aid Loan). The financial aid amounts must
be approved by DOE before posting.

1.60.3 If an error is detected in the posting of financial aid, private loans,
or scholarships (see Exhibit CW: Student Account with
Scholarship), the Office of Financial Aid makes the correction.

XXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal controls applicable to verifying financial aid qualification
prior to approval
1.70.1.1  Attendance is verified before the financial aid is posted.

XXXXXXXX.80 EXHIBITS
1.80.1 Exhibit CW: Screenshot of student account with scholarship
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1.80.2 Exhibit CX: Screenshot of student account with financial aid loan
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart BO: Student Accounts- Financial Aid Posting

FLOWCHART BO: STUDENT ACCOUNTS- FINANVIAL AID, SCHOLARSHIPS, LOANS
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PAYMENT OF TUITION AND FEES - PRIVATE RESOURCES

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

TASK DESCRIPTION

The Office of Student Accounts manages all required billing if the student
is not paying through a financial aid program or through personal
resources. The Office of Student Accounts directly bills third party
agencies (private sources) such as embassies, church groups, employers,
non-profit organizations, etc., that require an invoice from UDC. The
Office of Student Accounts directly bills for consortium student who
attend UDC as part of the consortium program, and arranges for payment
for UDC student who attend other universities. The Cashiers Office
collects all payments for students who are paying out of pocket for tuition
and fees.

PURPOSE

This directive outlines the policies and procedure to ensure that third party
vendors are accurately billed for tuition and fees incurred by a student and
that proper payment is received from the private resource and ensure that
consortium payments are processed correctly provide effective
management of the endowment and other investment funds of UDC.
These policies apply to the University of the District of Columbia, Office
of the Chief Financial Officer.

POLICIES

1.30.1 Tuition and fees are due and payable at the time of registration, or
when satisfactory payments arrangements have been made, failure
to do either will result in students’ classes being dropped for non-
payment.

1.30.2 UDC participates in a consortium of universities which allows
students to attend classes at participating universities. The policy
is that satisfactory payment arrangements must be made.

RESPONSIBILITIES

1.40.1 The student is responsible for providing all necessary
documentation and authorizations from the private resource that is
needed to initiate an invoice.

1.40.2 A Student Account Specialist is responsible for reviewing the
accounts for one-time payments, and initiating an invoice to the
third party responsible for the payment. The Student Account
Specialist is also responsible for follow-up on accounts which are
not timely paid.
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XXXXXXXX.50:

XXXXXXXX.60:

1.40.3

1.40.4

1.40.5

1.40.6

The Director of Student Accounts is responsible for ensuring that
all invoices are sent in a timely manner, and that receivable are
monitored and followed up.

The Director of Student Accounts is responsible for reviewing all
consortium billings, both for students attending UDC, and for
UDC students attending other universities, and making appropriate
payment arrangements.

Accounts Payable processes vouchers for payments to participating
consortium schools.

The Cashier’s Office is responsible for recording all one-time
payments received from private resources, consortium payments
and students paying out of pocket.

AUTHORIZATION

1.50.1

1.50.2

This Policy was prepared pursuant to the District’s Home Rule
Act, section 424(d) and the District of Columbia’s Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code 88§
38-1202.01(a)), Title 8, DCMR(“DCMR 8”).

This policy was also prepared pursuant to a University of the
District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of
the Chief Financial Officer guidelines.

PROCEDURES
Third Party Vendors

1.60.1

1.60.2

1.60.3

After registration, a Student Account Specialist obtains all
necessary documents from the student when a third party vendor
will be billed.

Once documents are complete, a Student Account Specialist bills
the amount to the third party vendor (see Exhibit CY: Screenshot
of Third Party sample invoice). When this billing is completed,
the balance due is transferred to an account for the vendor in the
Student Account sub-ledger system.

Payments are received and are directed to the cashier’s office (see
Exhibit CZ: Screenshot of Third Party payment), where they are
entered into the student account sub-ledger system and posted
directly to the third party vendor account.
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XXXXXXXX.70:

1.60.4

When payments are not received from third party vendors after
four weeks, the Student Account Specialist communicates via
email and phone calls to all third party vendors who are delinquent.
This process continues until payment is received.

Consortium Students

1.60.5

1.60.6

1.60.7

1.60.8

1.60.9

Students from another University attend classes at UDC through
the consortium program. Tuition and fees for these students is
manually billed through the area-wide consortium program (see
Exhibit DA: Consortium Payment Request).

For students attending UDC from other universities, the Office of
Student Accounts prepares an invoice and forwards it to the home
institution.

When UDC students participate at another University, the student
registers for classes at the University. Tuition from the other
University is manually billed through the area-wide consortium
program.

When payment is received is from the other University it is
deposited in UDC bank account.

Acceptable forms of payment include cash, check, credit card,
money order, certified check, or wire-transfer. Post-dated checks
are not accepted. In the event a check is returned, a fee of $50 is
assessed. A letter is generated informing the student of a returned
item and the fees, and that restitution needs to be made to the
University of the District of Columbia.

INTERNAL CONTROLS

1.70.1

1.70.2

1.70.3

The Director of Student Accounts verifies that Student Accounts
Specialists bill all third party vendors as soon as possible after
registration. The billing occurs after the Student Accounts
Specialist contacts the student and receives all required
documentation.

The Accounts Payable department processes the consortium
vouchers for payment after approval from the Director of Student
Accounts.

The Director of Student Accounts reviews the open vendor

accounts monthly and determines what follow-up steps must take
place to collect payment. Follow-up is performed by the Student
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Accounts Specialists.
1.70.4 The Cashiers Office collects all payments and posts to the
student’s accounts.

XXXXXXXX.80 EXHIBITS
1.80.1 Exhibit CY: Screenshot of Third Party sample invoice
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1.80.2 Exhibit CZ: Screenshot of Third Party payment
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart BP: Student Accounts- Third Party Payments

FLOWCHART BP: STUDENT ACCOUNTS- THIRD PARTY PAYMENTS
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COLLECTION FROM PAYMENT PLANS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

TASK DESCRIPTION

When a student registers for classes, he/she has the option of paying their
tuition through monthly installments through the UDC’s deferred payment
option administered by Tuition Manager Services (TMS).

PURPOSE

This directive outlines the policies and procedure to give the student the
option of payment of tuition and fees in installments. These policies apply
to the University of the District of Columbia, Office of the Chief Financial
Officer.

POLICIES

1.30.1 Tuition and fees are due and payable at the time of registration, or
when satisfactory payments arrangements have been made, failure
to do either will result in students classes being dropped for non-
payment

RESPONSIBILITIES
1.40.1 The Office of Student Accounts is responsible for managing the
contract with TMS.

1.40.2 The Office of Student Accounts is responsible for identifying new
students who are eligible for a payment plan, and reconciling
payments received from TMS.

1.40.3 TMS is responsible for sending monthly payment data to the
Office of Student Accounts representing payments made by the
students.

1.40.4 The Office of Information Technology is responsible for a monthly
upload of payment information to the student accounts when
received from TMS.

1.40.5 The Accounting Office is responsible for ensuring that funds
received in the bank account from TMS reconciles with the data
received.

AUTHORIZATION

1.50.1 This Policy was prepared pursuant to the District’s Home Rule
Act, section 424(d) and the District of Columbia’s Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code 88§
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XXXXXXXX.60:

XXXXXXXX.70:

1.50.2

38-1202.01(a)), Title 8, DCMR(“DCMR 8”).

This policy was also prepared pursuant to a University of the
District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of
the Chief Financial Officer guidelines.

PROCEDURES

1.60.1

1.60.2

1.60.3

1.60.4

1.60.5

1.60.6

1.60.7

The Office of Student Accounts supplies TMS with all “first time”
student demographic information. TMS already had student
information from students who have previously used their service.

TMS uses this information for marketing purposes to inform these
students of the deferred payment plan options.

Students voluntarily register via the TMS website (see Exhibit DB:
Screenshot of website for TMS) to set up a payment plan.

TMS collects the payments up to a predetermined date during the
semester. Once a month, the cash is deposited directly to a UDC
bank account via wire transfer. A report of these payments is
forwarded to the Office of Information Technology.

The Office of Information Technology receives the student listing
and loads student payment information which is posted to the sub-
ledger account.

A Student Account Specialist runs a report from the TMS website
and compares it to the posted amount (see Exhibit DC: Screenshot
posting to Student Account) and verifies that all payments were
posted.

The Student Account Specialist works with the Senior Accountant
to identify funds in the UDC Bank Account which reconcile with
Student Account posted amount.

INTERNAL CONTROLS

1.70.1

Internal controls applicable to ensuring all funds are accurately
accounted for and recorded.
1.70.1.1 The OIT receives all electronic payment information
directly from TMS and posts to the student’s account.

1.70.1.2 The Office of the CFO receives all funds from TMS in the
UDC bank account.
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1.70.1.3 The payments are reconciled with the posted information
and the bank receipts.

XXXXXXXX.80 EXHIBITS
1.80.1 Exhibit DC: Screenshot posting to student account

i
3
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart BQ: Student Accounts- Payment Plans

FLOWCHART BQ: STUDENT ACCOUNTS- PAYMENT PLANS

Student
Accounts
Specialist

TMS Billing
Service

CFO

Payment credited to
student's account

Technology

Office of
Information
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BOOKSTORE PURCHASES, DORM FEES, STUDENT ADVANCES

XXXXXXXX.10:  TASK DESCRIPTION
Other than tuition and fees, additional charges are posted to the students’
accounts when appropriate. These charges are for bookstore purchases,
dorm fees, and student emergency loans.

XXXXXXXX.20: PURPOSE
This directive outlines the policies and procedure to ensure that all
additional charges are accurately posted to the student’s account. These
policies apply to the University of the District of Columbia, Office of the
Chief Financial Officer.

XXXXXXXX.30: POLICIES
1.30.1 All charges are posted to the student’s account and are managed by
the Office of Student Accounts.

XXXXXXXX.40: RESPONSIBILITIES
1.40.1 The Bookstore is responsible for documenting the use of a
Bookstore Authorization.

1.40.2 The Director of Student Accounts is responsible for submitting
vouchers to the Accounts Payable Manager to reimburse the
bookstore.

1.40.3 The Office of Residential Life is responsible for providing the
Office of Student Accounts with a list of students who desire
residential housing.

1.40.4 The Office of Financial Aid is responsible for verifying that a
student has sufficient funding to obtain an emergency loan.

1.40.5 The Accounting Office is responsible for issuing a check for an
emergency loan and notifying the Office of Student Accounts.

1.40.6 The Office of Student Accounts is responsible for posting the
bookstore purchases, dorm fees, and emergency loans to the
student accounts.

XXXXXXXX.50: AUTHORIZATION
1.50.1 This Policy was prepared pursuant to the District’s Home Rule
Act, section 424(d) and the District of Columbia’s Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code 88§
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1.50.2

38-1202.01(a)), Title 8, DCMR(“DCMR 8”).

This policy was also prepared pursuant to a University of the
District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of
the Chief Financial Officer guidelines.

PROCEDURES
Bookstore

1.60.1

1.60.2

1.60.3

1.60.4

1.60.5

1.60.6

Students with financial aid can use an electronic book
authorization to make purchases. The authorization is issued by the
Office of Financial Aid. The amount is based on the availability of
financial aid funds. The Office of Financial Aid verifies that the
student has at least this amount available in financial aid for
bookstore purchases before issuing the authorization.

The electronic book authorization can only be issued if the student
has previously completed a Title IV Authorization Release
authorizing the University to utilize a credit balance for bookstore
charges.

Electronic book authorizations become available beginning the
week before the start of classes and lasts through the end of the
drop/add period. This electronic file is sent directly to the
bookstore. The student makes purchases using their Student ID
and charges the purchases to the authorization.

Once a week, these bookstore charges are transmitted to the Office
of Student Accounts and a Student Account Specialist manually
posted to the student’s account( see Exhibit DE: Screenshot of
posting to Student’s Account).

The Student Account Specialist prepares a voucher (see Exhibit
DF: Screenshot of Voucher to Accounts Payable for Bookstore) to
reimburse the bookstore for the charges (see Exhibit DD:
Statement of Bookstore charges).

The Director of Student Accounts approves the voucher to
reimburse the bookstore for the charge.

Dorm Fees

1.60.7

At the beginning of each semester, the Office of Residential Life
supplies the Office of Student Accounts with a list of students who
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desire residential housing and dorm fees (see Exhibit DG: List of
Dorm Fees).

1.60.8 The Student Account Specialist posts the dorm fees (see Exhibit
DH: Screenshot of Dorm Fee Postings) to the student’s account.

Student Emergency Advances

1.60.9 UDC has an emergency student loan process where students can
obtain an emergency loan if their financial aid or work study funds
are delayed, known as the KAPPA loan program. The Office of
Financial Aid must verify that the student has sufficient funds in
their aid package to cover this loan.

1.60.10 Students may obtain an emergency loan from the Accounting
Office. A check is issued to the student, and the Office of Student
Accounts is notified.

1.60.11 The Student Account Specialist receives the emergency loan
information and posts it to the student’s account (see Exhibit DJ:
Kappa Emergency Loan Posting).

XXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring the accurate recording of
transactions.

1.70.1.1

1.70.1.2

1.70.1.3

1.70.1.4

1.70.1.5

The Student Account Specialist posts all bookstore
vouchers to the student’s accounts, and reconciles with
the information submitted by the Bookstore.

The amount submitted by the Bookstore and posted is
the same as a voucher approved by the Director of
Student Accounts for reimbursement.

The Student Account Specialist reconciles all posted
dorm fees with the documents submitted by the Office
of Residential Life and by the Accounting Officer.

The Accounting Office and the Student Account
Specialist reconcile Kappa Loan advances.

The Director of Student Accounts reviews the student
accounts after the posting of additional charges and
determines that all postings are correct and reconcile
with submitted information.
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XXXXXXXX.80 EXHIBITS

1.80.1 Exhibit DD: Statement of bookstore charges
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1.80.2 Exhibit DE: Screenshot of posting to student account
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NS

1.80.3 Exhibit DF: Direct Voucher Payment Request
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1.80.4 Exhibit DG: List of Dorm Fees

Cost of Attendance

Rate
Non-Refundable Housing  $150 (due with application)
Deposit

Fall 2015 - Spring 2016 54200 per semester/ $8400 for the academic year (subject to
percentage increase)
Summer Session | & II 525940 (51470 for each six-week session)

Amenities and Features

« 24-hour resident concierge / Doorman

« Sparkling olympic size swimming pool

« 24-hour fitness center

Multi-purpose resident community room (3003 Van Ness ONLY)
o ATM

« Steps to Van Ness/UDC Metro stop

« Underground walk way to grocery shopping

All apartments are two-bedroom, fully furnistwin size bedhed units that include:
« twin size bed
« dresser
« desk and chair
« microwave
« stove
« refrigerator
« dishwasher

1.80.5 Exhibit DH: Screenshot of Dorm Fee Postings

Accoum Delails
Dt Effactive
G Dascription Term Change Fayment Balanon Source Dt

=l _ B P8 L .
BE  recswrar.twe e Bewn a BobcxE -~
oot [COMSULATE MOURING PENTR [aerimg T [tz
MO [Compus Fousng Dep- Consuae freisia T |1eisaos
Pota [ CARD WEB PAYMENT fateen W [xoman s
Yesa | Prry— [3em P [reaanoonm
s [vma cann wem PanagnT B TRTETTE T
Dl-' :"ll'l .ﬂ_.r.ﬂl:;' l-:‘:IBIA: r ;fdm«.“:‘!
P P ——— P F| [Rr-laaes
WO [COMBULATE HOUSING RENTA fazinm ) TRTTET
(P2 [TmEmUHBERGR NoRRES [rnsen R lea e oeae
PEle  [Foacsse Full- TieE FEES (E=Te R jm-lsee
) [0 PEE FER AR CORIRSD) Ty IR RTTIErY

Pasthortood
Caserry Armcmnt Dun Mo Elplarec Al alancn NSF Rpcoipe?
Lo o Y

Page 433 of 481



UNIVERSITY OF THE DISTRICT OF COLUMBIA
OFFICE OF THE CHIEF FINANCIAL OFFICER

FINANCIAL POLICIES AND PROCEDURES MANUAL

1.80.6 Exhibit DJ: Kappa Emergency Loan Posting
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart BR: Student Accounts- Bookstore Purchases, Dorm
Fees, Student Advances

FLOWCHART BR: STUDENT ACCOUNTS- BOOKSTORE PURCHASE, DORM FEES, STUDENT ADVANCES

Bookstore Dorm Fees Student Advances
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HEALTH INSURANCE WAIVERS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

TASK DESCRIPTION

All students are charged a mandatory health insurance fee during the
registration process and may obtain a waiver if evidence is provided that
the student has adequate coverage. This coverage is provided through
Firststudent.com. A student may obtain a waiver of the premium upon
presentation of evidence that the student is already covered by another
health insurance plan. These waivers must be received by UDC within the
waiver period which lasts for approximately three weeks after registration
starts. The end date of the waiver period is published in the academic
calendar.

PURPOSE

This directive outlines the policies and procedure to ensure that a student
is covered by health insurance and the charge is properly waived if
evidence of other insurance is provided at UDC. These policies apply to
the University of the District of Columbia, Office of the Chief Financial
Officer.

POLICIES
1.30.1 Student health insurance is mandatory unless a student can show
that he/she is covered by comparable insurance.

RESPONSIBILITIES
1.40.1 The Student Health Services Office is responsible for answering
questions regarding student health insurance waivers.

1.40.2 The student is responsible for providing necessary information to
the insurance company in order to obtain a waiver of the
mandatory insurance.

1.40.3 The Student Account Specialist is responsible for daily downloads
of the student health insurance waivers and posting them to the
student accounts.

1.40.4 The Director of Student Accounts approves all corrections.

AUTHORIZATION

1.50.1 This Policy was prepared pursuant to the District’s Home Rule
Act, section 424(d) and the District of Columbia’s Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code 8§
38-1202.01(a)), Title 8, DCMR(“DCMR 8”).
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XXXXXXXX.60:

1.50.2

This policy was also prepared pursuant to a University of the
District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of
the Chief Financial Officer guidelines.

PROCEDURES

1.60.1

1.60.2

1.60.3

1.60.4

1.60.5

1.60.6

1.60.7

The Student Health Services Office notifies the students each
semester that health insurance is mandatory for all students. The
student is also informed that he/she may apply for a waiver if there
is existing comparable coverage under another policy. The student
is also notified of the deadline for providing information regarding
the waiver.

The Student notifies the health insurance provider,
FirstStudent.com, through their website that they are covered by
alternative insurance. The student provides insurance information
from an alternative source to the insurance company.

The insurance company verifies the coverage and notifies the
student if the information provided is acceptable. If additional
information is needed the insurance will continue communication
with the student until such time all the information needed is
provided.

If the insurance company ascertains that the student does not have
sufficient coverage the student is notified and the UDC coverage is
required. The charge remains on the student account and the
student is responsible for the paying for the coverage.

If the insurance company completes the verification and it is
determined that the student has sufficient coverage, the student is
notified that the charge for the insurance coverage is waived.

On a daily basis for the first week after school starts, the Student
Account Specialist logs in to the insurance website to identify
students who have obtained waivers through the Health Insurance
Waiver Report (see Exhibit DL: Health Insurance Waiver Report).
These waivers are posted to the student accounts (see Exhibit DM:
Screenshot of Posting Waiver to Student Account) to remove the
charge for health insurance.

Student Accounts Specialists review the accounts and corrections
are made if errors are detected.
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XXXXXXXX.70:

XXXXXXXX.80

[ E T .

INTERNAL CONTROLS

1.70.1

Internal controls applicable to the timely detection and correction

of errors.

1.70.1.1 The Student Account Specialists reviews the student
accounts after the posting of insurance waivers. If errors
are detected, corrections are made.

1.70.1.2 The Director

corrections.

EXHIBITS
1.80.1 Exhibit DL: Health Insurance Waiver Report
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1.80.2 Exhibit DM: Screenshot of posting waiver to student accounts
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XXXXXXXX.90:

FLOWCHARTS
1.90.1 Flowchart BS: Student Accounts- Health Insurance Waivers

FLOWCHART BS: STUDENT ACCOUNTS- HEALTH INSURANCE WAIVER
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REFUND OF UNUSED AMOUNTS IN STUDENT ACCOUNT

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

TASK DESCRIPTION

When funds remain in a student’s account from financial aid funds after
the payment of tuition, fees, dorm fees, books, and insurance waivers,
these funds must be refunded to the student.

The Office of Student Accounts releases the remaining funds to the
student for personal expenses within 14 days of the posting of federal aid
to the students’ account.

If a student notifies the Office of Student Accounts that his/her check has
not been received, a stop payment can be issued and the check replaced.

PURPOSE

This directive outlines the policies and procedure to ensure that all
remaining funds are refunded to the student in a timely and accurate
manner. These policies apply to the University of the District of
Columbia, Office of the Chief Financial Officer.

POLICIES

1.30.1 Any remaining credit balances on a student account must be
returned to the student. DOE regulations state that if this refund is
a result of a federal financial aid payment, the funds must be
refunded to the student within 14 calendar days after credit appears
on the student account.

RESPONSIBILITIES

1.40.1 Students are responsible for registering to have their refunds
automatically deposited into their bank accounts. The student
completes this process through the MYUDC student portal.

1.40.2 The Student Account Specialist is responsible for ensuring that all
amounts are posted to the student’s accounts before refunds are
made.

1.40.3 The Director of Student Accounts is responsible for approving all
refund payments to students and monitoring outstanding check
issued to students.

1.40.4 The Accounts Payable Manager is responsible for processing
requests for all student refund payment vouchers.

1.40.5 The DC Treasurer is responsible for issuing checks.
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XXXXXXXX.50:

XXXXXXXX.60:

1.40.6

1.40.7

1.40.8

The Accounting Office is responsible for processing ACH direct
deposits to the students’ accounts, and responding to situations
where the direct deposit is rejected.

The Student Accounts Specialist receives notifications that checks
have not been received and prepares a stop payment request.

The Director of Student Accounts approves the request, and the
Accounting Office completes the stop payment and reissue of the
check.

AUTHORIZATION
1.50.1 This Policy was prepared pursuant to the District’s Home Rule

Act, section 424(d) and the District of Columbia’s Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code §§
38-1202.01(a)), Title 8, DCMR(“DCMR 8”).

1.50.2 This policy was also prepared pursuant to a University of the

District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of
the Chief Financial Officer guidelines.

PROCEDURES

1.60.1

1.60.2

1.60.3

1.60.4

1.60.5

1.60.6

The Student Account Specialist ensures that all charges and
reversing entries have been posted in a timely manner.

The Director of Student Accounts reviews and approves final
report on refunds due to students.

The Director of Student Accounts runs a file to feed refund
information to the accounts payable process (see Exhibit DN:
Refund Report for Student’s Refunds).

The Accounts Payable Manager process student refund invoices
and sends check file to Treasurer to print checks.

The DC Treasurer issue checks to students. The Accounting
Office sends an ACH file directly to the bank for transfers to
student accounts. The Accounting Office also corrects ACH errors.

If a student notifies the Office of Student Accounts that his/her
check has not been received, a stop payment can be issued and the

Page 441 of 481



UNIVERSITY OF THE DISTRICT OF COLUMBIA
OFFICE OF THE CHIEF FINANCIAL OFFICER

FINANCIAL POLICIES AND PROCEDURES MANUAL

check replaced. The Student Account Specialist determines that
more than 14 days has passed. A stop payment is issued and a new
check is requested.

1.60.7 The Student Accounts Director or Student Accounts Specialists
notify the Accounting Office when a student reports a check lost.
A stop payment request is issued, and a new check is requested.

XXXXXXXX.70: INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring all transactions are
authorized.
1.70.1.1  The refunds are reviewed by the Director of Student
Accounts before checks are processed.

1.70.1.2  Checks are issued by the Office of the Treasurer, and
ACH transfers are performed by the Accounting Office.

1.70.1.3  The Director of Student Accounts reviews all posting
processes and ensures that all charges and previous
credits have been posted to the student’s account before
starting the refund process.

XXXXXXXX.80 EXHIBITS
1.80.1 Exhibit DN: Refund Report for Student Refunds
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart BT: Student Accounts- Refunds of Unused Funds

FLOWCHART BT: STUDENT ACCOUNTS- REFUNDS OF UNUSED FUNDS
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COLLECTIONS ON STUDENT ACCOUNTS

XXXXXXXX.10:  TASK DESCRIPTION
The Office of Student Accounts and the Accounting Office collectively
review accounts and make decisions regarding collections and
notifications to students regarding delinquent accounts.

XXXXXXXX.20: PURPOSE
This directive outlines the policies and procedure is to ensure that
appropriate measures are taken to collect delinquent accounts. These
policies apply to the University of the District of Columbia, Office of the
Chief Financial Officer.

XXXXXXXX.30: POLICIES
1.30.1 To be eligible to register for subsequent semesters, or to obtain

copies of official transcripts or earned degree(s), the student's
account must have a zero balance. Accounts with outstanding
balances are subject to referral to third party agents for collections.
Students are subject to liability for associated collection fees.

XXXXXXXX.40:  RESPONSIBILITIES

1.40.1

1.40.2

1.40.3

1.40.4

1.40.5

1.40.6

1.40.7

It is the student’s responsibility to monitor his/her account and
make satisfactory payment arrangements.

The Student Account Specialist is responsible notifying students
with a delinquent balance that is more than 30 days old or more.

The Director of Student Accounts is responsible for running aging
reports on a monthly basis. The Director of Student Accounts and
the Accounting Office are responsible for reviewing the aging
report and making decisions regarding collection activity.

The Director of Student Accounts is responsible for placing a hold
on the student’s registration records if the student’s account.

The Director of Student Accounts is responsible for referring
accounts to the District of Columbia Central Collection Unit
(CCU).

The CCU is responsible for placing accounts with collection
agency.

The CCU is responsible receiving all payments made by student
and send electronic file to UDC of students making payments.
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XXXXXXXX.50:

XXXXXXXX.60:

1.40.8

1.40.9

The UDC/OIT is responsible receiving the electronic file and
electronically updating the Student Accounts of payments received
by CCU.

The Student Accounts Office is responsible for reviewing the
electronic updates to the student for accuracy.

AUTHORIZATION

1.50.1

1.50.2

This Policy was prepared pursuant to the District’s Home Rule
Act, section 424(d) and the District of Columbia’s Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code §§
38-1202.01(a)), Title 8, DCMR(“DCMR 8”).

This policy was also prepared pursuant to a University of the
District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of
the Chief Financial Officer guidelines.

PROCEDURES

1.60.1

1.60.2

1.60.3

1.60.4

1.60.5

On a regular basis, the Director of Student Accounts runs a Aging
report (see Exhibit DP: Aging Report) showing the balances in the
student accounts, and reviews all accounts that are more than 30
days old.

The Student Account Specialist begins notifying students whose
accounts are delinquent more than 30 days that the balance must
paid within 30 days (see Exhibit DO: Sample of Student Collection
Letter). This notification is an email to the student’s UDC email
account as well as their personal email account.

The Student Account Specialist continues this process everything
30 days for 90 days.

When an account reaches 120 days delinquent, the Director of
Student Accounts places a hold on the student’s ability to register
for a future semester, to receive a transcript, or receive a diploma.

When an account is delinquent for more than 120 days, the student
is notified that the account is being transferred to the District
Central Collection Office (CCU) for referral to an external
collection agency. The student is notified to make all future
payments to the collection agency including collection costs.
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XXXXXXXX.70:

XXXXXXXX.80

1.60.6 When the student pays the CCU, it sends an electronic file of the
payment information to Office of Technology.

1.60.7 The Office of Technology processes this electronic update to the
student account of payments information received from CCU.

1.60.8 The Student Accounts Specialist reviews the student account
ensure that the correct amounts were posted.

INTERNAL CONTROLS
1.70.1 Internal controls applicable to the timely monitoring of accounts.
1.70.1.1 An aging report is printed on a monthly basis and by the
CFO, the Accounting Officer, and the Director of Student
Accounts for collection purposes.

EXHIBITS
1.80.1 Exhibit DO: Sample Student Collection Letter

Frem: Shudenl Acodunts

Senl

Ta:

Subpegt UoC Pl 2015 BlLbnG REMINDER

_ [JNIVERSITY:%
i, DISTRICT OF
@) (COLUMBIA

OFFICE OF STURENT ACCOUNTS
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart BU: Student Accounts- Collections

FLOWCHART BU: STUDENT ACCOUNTS- COLLECTIONS

Student Records

NO

Referral to agency |

DC Collection
Agency
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WRITE-OFFS OF UNPAID STUDENT ACCOUNTS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

TASK DESCRIPTION

The Office of Student Accounts and the Accounting Office make
decisions regarding which student accounts to write-off as uncollectible.
These decisions are based on the aging of the account, and whether the
student has made any arrangements to pay the balance. In addition,
accounts are written off when the Office of Student Accounts receives
appropriate bankruptcy notices.

If a bankruptcy notice is received, and the student has filed a Chapter 7
bankruptcy, the account is written off immediately. If the student has filed
a Chapter 13 bankruptcy, UDC files a creditor’s claim and wait for
adjudication before the account is written off. A student with a Chapter 13
filing is not sent to collections. A hold cannot be placed on the student’s
account if either a Chapter 7 or a Chapter 13 bankruptcy is filed.

PURPOSE

This directive outlines the policies and procedure to ensure that
appropriate measures are taken to clear delinquent accounts. These
policies apply to the University of the District of Columbia, Office of the
Chief Financial Officer.

POLICIES

1.30.1 The policy is that any student account that remains delinquent for a
year with no payment arrangements must be written off as
uncollectible.

RESPONSIBILITIES
1.40.1 It is the student’s responsibility to monitor his/her account and
make satisfactory payment arrangements.

1.40.2 The Director of Student Accounts is responsible for running aging
reports on a monthly basis.

1.40.3 The Director of Student Accounts and the Accounting Office are
responsible for reviewing the aging report and making decisions
regarding write offs

AUTHORIZATION

1.50.1 This Policy was prepared pursuant to the District’s Home Rule
Act, section 424(d) and the District of Columbia’s Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code 88
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38-1202.01(a)), Title 8, DCMR(“DCMR 8”).

1.50.2 This policy was also prepared pursuant to a University of the
District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of
the Chief Financial Officer guidelines.

XXXXXXXX.60: PROCEDURES
1.60.1 The Office of Student Accounts runs aging reporting detailing
which accounts have aged for a year and provides the Accounting
Office and CFO with a copy of the aging report.

1.60.2 The Accounting Office and Student Accounts agree on which
accounts are to be written off and have already been turned over
for collection.

1.60.3 The Student Accounts Office updates the student sub-ledger and
clears balances that are 365 days old.

1.60.4 In addition, accounts are written off when the Office of Student
Accounts receives appropriate bankruptcy notices.

XXXXXXXX.70:  INTERNAL CONTROLS
1.70.1  Internal controls applicable to the timely monitoring of
accounts.

1.70.1.1  An Aging Report is printed at the end of every month
and reviewed collection purposes. Based on a collective
decision made by the CFO, the Accounting Officer, and
the Director of Student Accounts, an account is written

off.
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XXXXXXXX.80 EXHIBITS
1.80.1 Exhibit DP: Aging Report
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e A 1
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BOZCRET24 Aala=l, Mohoine, =00 -0 =00
HOMIBELSS Raron, Hewss, M. N 00
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KAXXXXXXX.90: FLOWCHARTS
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1098T FEDERAL REPORTING FOR STUDENT TUITION DEDUCTION

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

XXXXXXXX.60:

TASK DESCRIPTION

Once a year, the Office of Student Accounts is required to issue 1098T
forms for certain amounts paid by the student who is a citizen, and to a
non-citizen upon request because this amount may be deductible on a tax
return for the student. This document must include the amount of tuition
and fees charged for a calendar year.

PURPOSE

This directive outlines the policies and procedure meet the federal
requirement for reporting student tuition charges. These policies apply to
the University of the District of Columbia, Office of the Chief Financial
Officer.

POLICIES

1.30.1 The Office of Student Accounts is required to comply with IRS
regulations to report certain amounts charged to students that may
be eligible as a deduction for the student.

RESPONSIBILITIES
1.40.1 The Director of Student Accounts is responsible for ensuring that
the 1098T forms are accurately issued once a year.

AUTHORIZATION

1.50.1 This Policy was prepared pursuant to the District’s Home Rule
Act, section 424(d) and the District of Columbia’s Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code §8§
38-1202.01(a)), Title 8, DCMR(“DCMR 8”).

1.50.2 This policy was also prepared pursuant to a University of the
District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of
the Chief Financial Officer guidelines.

PROCEDURES

1.60.1 Once a year, after January 1, and before January 31%, the Director
of Student Accounts is responsible for running the Banner program
which produces the 1098T forms (see Exhibit DQ: 1098T Form)
for students who are citizens. Non-citizens may request the form,
but these must be manually processed.
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XXXXXXXX.70:

XXXXXXXX.80

1.60.2

1.60.3

1.60.4

The forms are issued in a timely manner and mailed to the
students.  Students have the opportunity to identify errors and ask
for a corrected form until the end of February. If forms are
returned by the Post Office, they are kept in the Office of Student
Accounts for pick-up.

Once the correction period is over, the Director of Student
Accounts is responsible for uploading the electronic file to the IRS
by March 31%.,

The Office of Student Accounts receives all 1098T forms that are
returned, and hand delivers the forms when students request them
upon proper identification.

INTERNAL CONTROLS

1.70.1

Internal controls applicable to the accurate creation of 1098T
forms.

1.70.1.1  Information used to produce the 1098T forms is obtained

from the same data as in the student’s account.

EXHIBITS

1.80.1

Exhibit DQ: Sample of 1098T Form

| CORRECTED

FILER'S name, sireot addrss, city, stale, 2

P code, and teeph ber | 1 Payments recelved 1or

muakliod tultion and rolated | -
XPeMSes

5’ & Tuition
s DiSad Tor 1 Statement

Copy B
For Student

Form 1098-T
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart BV: Student Accounts- 1098T Reporting for Student

Tuition Deduction

FLOWCHART BV: STUDENT ACCOUNTS- 1098T REPORTING FOR STUDENT TUITION DEDUCTION

Student
Accounts
Specialist

Upload electronic
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Director of
Student
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RELEASE OF STUDENT FINANCIAL RECORDS

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

TASK DESCRIPTION

The Office of Student Accounts is required to release financial
information for a student for personal, investigative, and legal reasons.
Student financial records are not to be released without the express written
consent of the student. In order to obtain records, the student must sign a
Family Education Rights and Privacy Act (FERPA) form and have it on
file with the Registrar. When the parents, spouse, or a third party, requests
these records, the requester must have and authorization from the student.
When records are requested for a court proceeding, and a subpoena is
issued, no FERPA form is required.

PURPOSE

This directive outlines the policies and procedure to ensure that proper
procedures are followed in releasing student financial records at UDC.
These policies apply to the University of the District of Columbia, Office
of the Chief Financial Officer.

POLICIES

1.30.1 It is the policy that student financial records are confidential and
will not be released without the written consent of the student. The
only exception is when records are requested through a court
process.

RESPONSIBILITIES

1.40.1 The Director of Student Accounts is responsible for ensuring that
the confidentiality policy is maintained in releasing student
records.

AUTHORIZATION

1.50.1 This Policy was prepared pursuant to the District’s Home Rule
Act, section 424(d) and the District of Columbia’s Public
Postsecondary Education Reorganization Act Amendments (“Act”)
effective January 2, 1976 (D.C. Law 1-36; D.C. Official Code §8§
38-1202.01(a)), Title 8, DCMR(“DCMR 8”).

1.50.2 This policy was also prepared pursuant to a University of the
District of Columbia Board of Trustees resolution and is consistent
with the District of Columbia laws and regulations and Office of
the Chief Financial Officer guidelines.
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XXXXXXXX.60: PROCEDURES
1.60.1 The Parent, or a Third Party, obtains original signed FERPA form
from student and submits the form requesting copies of the
student’s financial records.

1.60.2 The Student Account Specialist reviews the authorization or
identifies that a FERPA form (see Exhibit DR: FERPA Form) is on
file, and obtains the signature of the Director of Student Accounts
before releasing any student financial records.

1.60.3 The Director of Student Accounts reviews the request, approves it,
and authorizes the release of documents.

1.60.4 The Student Account Specialist releases written student financial
records as requested.

XXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal control applicable to ensuring all documents are
approved
1.70.1.1 The Director of Student Accounts reviews and
approves the release of student financial documents.
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XXXXXXXX.80 EXHIBITS

1.80.1 Exhibit DR: Sample FERPA Form

TINIVERSITY
DISTRICT OF
§ COLUMBIA

University Registrar

DISCLOSURE OF STUDENT INFORMATION - FERPA

The University of the Disirici ol Columbin can release limiied information aboua ennobled
studenis &l the request of mienssied paries. The LS. Deparimeni of Education, Family
Educanonal Rights amd Privacy Act {FERT'A}, prevents the release of infarmalion ahow o
student, ather than Direcsory Informeation, without the student’s eonsent

The following listed izind ane eocdiderod "Directory Information” by the U8, Diepariment off
Educaiian { hap:warw od gov)

The University of e District of C e et 1 |k following calegories of
infoemiadion about individas| sudenis &3 public or dirscvory infonnsion:

Addresses (inchedes c-moil addresses)

Dhate of Birth

Dites of Anendance

Diegress, Honors, & Awands Reccived

Enrolineerd. Stabus {including cument year, credi load. and fall or pan-time status)
Majar Feeld of Shady

Name

Participation im Athlelics

Participation in Officially Recognized Activities
Phalograph

Pravious Educations] Instilstion

Telephons Mambers

Weight and Height of Members of Athletic Teams

L N LS e

Alll pther snadent infia will not be L0 amy persons oF orpanizalions oulside the
University of the District of Columbda without the wrinen eonssnt of the student, except for
cenain calepories of outside persons or crganizations specifically exempiad by federal law,
Theese cxceptions ane listed in the University Catalog, and Course Gusde, and are availoble m the
Upiversity Registrars Office. (hipeieww udé.edu'registrar’course schedules_guides ar
batperarwew e, edwiegismrarcourss_catalog)

Under the provisions of the Family Educstionsl Rights and Privacy Act of 1974,

(hutpewrers 2 ed. gov policy'gen'guidfpeodferpadindex haml), studems bave the right 1o instnec:
the University to withhold even the *directory information” lisied above (with the exceplicn of
g, chool, and dates of sliendance). A copy of the Disclosare of Swudent Information
Request Form must be submined w the Universily Regisirar in onder 1o instruct the University in
withhaold "Directary Informasion™. A Direcsory hald o et can request may be Giled ot any time
with the Office of the Registrar ond will bz banored by the University antil the stedent ofTically
rescinds his or her opt oul decsion in wrilimg. Please consider very carefially the consequences
of any dezision vou make 1o withhald "Direciocy Inlcrmation™. Should yow decide 1o inform the

410 Camneciical Avere NW | Wshingion, I 20008 122 95000 16 o s
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart BW: Student Accounts: Release of Student Financial

Records

FLOWCHART BW: STUDENT ACCOUNTS- RELEASE OF STUDENT FINANCIAL RECORDS
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SYSTEM ACCESS AND SECURITY
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SECURITY ROLES AND PERMISSION

XXXXXXXX.10: TASK DESCRIPTION

Each user’s Banner user account is assigned to a user class based upon
their job responsibilities. The user class grants the user access to various
aspects of Banner based upon the roles which the user class is comprised
of. To provide a further level of access, each role is assigned to various
permissions. User classes are assigned to the users’ Banner account by the
Program Systems Specialist to provide access to the user classes in
Banner.

XXXXXXXX.20: PURPOSE
This directive outlines the structure of user classes and the assignment to
Banner users based on their job description.

XXXXXXXX.30: POLICIES
1.30.1 Modification of the roles and permissions assigned to user classes
must be reviewed by OIT in order to detect and avoid segregation
of duty conflicts.

1.30.2 Sharing of Banner user account credentials is not permitted.

XXXXXXXX.40:  RESPONSIBILITIES
1.40.1 The Program Systems Specialist is responsible for assigning and
reviewing security roles and permissions assigned to the Financial
Department Banner user accounts.

XXXXXXXX.50: AUTHORIZATION
1.50.1 UDC staff is authorized by the President of the University to
access data on Banner based upon their job responsibilities.

XXXXXXXX.60: PROCEDURES
Access to the various functions in Banner is restricted by the employee’s
user class assignment. While all user classes would grant a varying level
of access to Banner, not all users have the same authorization and
authority that other user classes have (see Exhibit DS: User classes and
Descriptions).

XXXXXXXX.70: INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring duties are segregated
1.70.1.1 User Classes are created to separate the access granted
to each User. Users are assigned to user classes based
upon their associated job responsibilities.
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XXXXXXXX.80: EXHIBITS

1.80.4.1 Exhibit DS: User Class and Description

USER CLASS

DESCRIPTION

BAN_FIN_ACCTG_MGR_C

Accounting Manager

BAN_FIN_ACCTG_STAFF C

Accounting Staff

BAN_FIN_AP_MGR_C [F]

Accounts Payable Manager

BAN_FIN_AP_STAFF C

Accounts Payable Staff

BAN_FIN_BUDGET MGR_C

Budget Manager

BAN_FIN_CASHIER_C

Cashier

BAN_FIN_CONTROLLER

Accounting Officer

BAN_FIN_DIRECTOR_FINOPS_C

Chief Fiancial Officer

BAN_FIN_EXECUTIVE_C

Chief Financial Officer

BAN_FIN_PROGRAM_QUERY_C

Program Staff Query

BAN_FIN_PROGRAM_INB_C

Program Staff

BAN_FIN_PURCH_MGR_C

Purchase Manager

BAN_FIN_PURCH_STAFF_C

Purchase Staff

BAN_FIN_QUERY_ALL C

Query all Access

BAN_FIN_SECURITY_C

Program Systems Specialist

BAN_FIN_STUDENT ACCT MGR_C

Director of Student Accounts

BAN_FIN_STUDENT ACCT _STAFF C

Student Accounts Staff

BAN_FIN_SUPERCASHIER_C

Head Cashier

BAN_FIN_WHSE_C

Warehouse

XXXXXXXX.90: FLOWCHARTS
n/a
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REQUESTING ACCESS TO BANNER

XXXXXXXX.10:  TASK DESCRIPTION

Access to Banner is assigned to users who require it to perform their job
responsibilities. All users’ access must be documented and approved by
HR upon employment and the users’ supervisor. Prior to being assigned
Finance Department Banner user access by the Program Systems
Specialist, UDC network access is required and granted by the

Information Technology Specialist.

XXXXXXXX.20:  PURPOSE

This directive outlines the policies and procedures on requesting,
approving and assigning user credentials for access to Banner.

XXXXXXXX.30:  POLICIES

1.30.1 Request for access to Banner must come directly from Department

Head/Supervisor with documented approval.

1.30.2 Employee must complete Training 101- Overview and Navigation
and Requisition before access to Banner is granted.

1.30.3 The sharing of Banner user credentials is not permitted.

XXXXXXXX.40:  RESPONSIBILITIES

1.40.1 The Program Systems Specialist is responsible for completing all
the forms required to grant an employee access to Banner.

1.40.2 The Program Systems Specialist is responsible for notifying the
employee when they are granted access to Banner.

1.40.3 The Program Systems Specialist is responsible for notifying the
Information Technology Specialist when a request for setup in

Banner is made.

1.40.4 The Information Technology Specialist

is responsible for

completing the request from the Program Systems Specialist and
notifying the Program Systems Specialist upon completion.

XXXXXXXX.50: AUTHORIZATION

1.50.1 The Program Systems Specialist is authorized by the UDC Chief
Financial Officer to setup new employees in the Banner System.

XXXXXXXX.60: PROCEDURES
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Note: Prior to being assigned Banner user credentials, employees
are required to complete Banner 101 Training ‘Overview and
Navigation’.

New Credentials for Non Finance Department Personnel
1.60.1 The Information Technology Specialist assigns a Banner user ID to
the employee upon completion of the Banner 101 Training.

1.60.2 The employee contacts the Program Systems Specialist to obtain
Banner Finance access.

1.60.3 The Program Systems Specialist verifies in Banner that a user ID
was assigned to the employee.

1.60.4 The employee completes the Banner Access Request Form (see
Exhibit DT: Banner Access Request Form) and obtains approval
from their Supervisor. The approved form is submitted to the
Program Systems Specialist.

1.60.5 The Program Systems Specialist scans the approved form and
creates a work order in Track-IT. The scanned form and work
order is also emailed to the IT Specialist.

1.60.6 The IT Specialist assigns the user class to the employee’s user ID
as outlined on the approved form. The IT Specialist notifies the
Program Systems Specialist upon completion.

1.60.7 The IT Specialist emails the employee notifying them of access
being granted to Banner Finance.

1.60.8 The Program System Specialist logs into Banner and assigns
Banner Self Service access to the user’s credentials.

1.60.9 The Program Systems Specialist emails the employee to notify of
access granted to Banner Self Service.

New Credentials for Finance Department Personnel

1.60.10 The Program Systems Specialist logs into Banner to FOAIDEN
Personal Identification Screen (see Exhibit DU: Personal
Identification Screen) and completes the form to setup employee
“N’ number.

1.60.11 The Program Systems Specialist provides the Banner Access
Request Form (see Exhibit DV: Banner Access Request Form), the
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Application for Banner User Account (see Exhibit DW:
Application for Banner User Account), the Application for
Network User Account (see Exhibit DX: Application for Network
User), the Confidentiality Agreement and Security Policy (see
Exhibit DY: Confidentiality Agreement and Security Policy) forms
to the employee to sign and obtain required approval from their
supervisor and the CFO.

1.60.12 The employee signs the completed forms and gives to their
supervisor and Chief Financial Officer for signature.

1.60.13 The employees are requested by the Program Systems Specialist to
sign the Confidential and Security Policy.

1.60.14 The forms are given back to the Program Systems Specialist.

1.60.15 The Program Systems Specialist scans the forms, uploads it to
Track-IT to create a work order. The scanned form and work order
is also emailed to the IT Specialist.

1.60.16 The Program System Specialist completes the Banner
Faculty/Advisor Information Form (SIAINST) (see Exhibit DZ:
Faculty/Advisor Information Form) to setup new employee.

1.60.17 The Information Technology Specialist completes the request and
emails the employee’s assigned UDC network credentials to the
Program Systems Specialist.

1.60.18 Program Systems Specialist prints the information, take it to the
staff and show them how to logon to the network.

1.60.19 The Information Technology Specialist emails Banner Finance
Access credentials to the new employee.

1.60.20 The Program System Specialist logs into Banner and assigns
Banner Self Service access to the user’s credentials.

1.60.21 The Program Systems Specialist emails the employee to notify of
access granted to Banner Self Service.

Modification of Assigned User Class

1.60.22 The Program Systems Specialist emails the Information
Technology requesting for modification of a user’s user class or to
add an additional user class.
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1.60.23 The Information Technology Specialist confirms or suggest
alternative depending on the request.

1.60.24 If the request is confirmed, IT Specialist logs into Banner to make
the requested user class modifications.

XXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring duties are segregated
1.70.1.1 Program Systems Specialist is not authorized to process
request access to Banner without prior approval from
the Supervisor of the employee or Department Head.

1.70.2 Internal controls applicable to accurate documentation
1.70.2.1 The Program Systems Specialist must ensure that all
request forms are completed and authorized by
Department Heads/HR.
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XXXXXXXX.80 EXHIBITS
1.80.1 Exhibit DT: Banner Finance Access Form

INIVERSITY
§]) STRICT O
(COLUMBIA

BANMER FINANCE: SECURITY REQUEST FORM

COMFPLETE THIS FORM, OBTAIN AFPFROFRIATE AFFROVAL STGNATURES AND RETURN

EMPLOYEE MAME TITLE

WORK PHONE FAX CAMPUS ADDRESS ROOM OR OFFSITE ADDRESS
ORGANIZATIONAL UNIT DEPARTMENT, C OLL EGE

Click here to enter text. Titke 11 Office

STATUS [sPECTFY IF OTHER)

I UNDERSTAND THAT MY ACCESS TO THE COMPUTER SYsTems oF THE Uhnverstr oF mwe DmmRRcT oF
Cocpmera Aavp DO GovERNMENT. OF THIS Accouwt, MUST NOT sc usEp FOR COMMERCIAL PURPOSES OR
MONETARY GAIW. T ACCEFT RESFONSIBILITY FOR ALL ACTIVITY OW THIS ACCOUNT AND FROMISE THAT MY LSE
WILL BE IN COMPLIANCE WITH ALL APFLICABLE unrversrTy AND DC GOVERNMENT resvvatons.

SIGNATURE: DATE:

EMPLOYEE CERTIFICATION

MARK APPROFPRIATE ACTION MARK APFROPRIATE BOX

Choose an tam. I PROD [~ TRNG ™ TEST [T CON
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ADD DR DELETE

EANNER INE ACCESS PROFILE

REQUIRED APFROVAL LEVEL

(o] I | I e |

E [ ] [ (]
| o w ] w

[ ] =]

FORMS:

FINANCE FUND/ORG SECURLITY

Manrte Mrumee

Twpex:
[ e DATE
ST TURES
Ch CASHIER'S OFFICE CASHIER

Do vow esp Access 1o AccousT
Recervasie/ Casnrer’s  Ofrice Banwes

AUTHORIZATION : 70 BE COMPLETED BY DEFARTMENT HEAD, SUPERVISOR, OR ACADEMIC ADVISOR

MAMED

SIGHATURED
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1.80.2 Exhibit DW: Application for Banner user Account Form

APPLICATION FOR BANNER USER ACCOUNT

COMPLETE THIS FORM, OBTAIN AFPROPRIATE AFFROVAL STaNATURES AND RETURN

EMPLOYEE MAME
WORK PHONE Fax CAMPUS ADDRESS BUILDING | ROOM OR OFF SITE ADDRESS
ORGANIZATIONAL UNIT DEPARTMENT/COLLEGE

STATUS [SPECIFY IF OTHER)

I HAVE ATTEMDED BANNER TRAINIMG FOR: r.c "Sawves Reguosimions Ano POST

SISHATURE; DATE OF TRAINING:

EMPLOYEE DERTIFICATION

I UNDERSTAND THAT MY ACCESS TO THE COMPUTER SYSTEMS OF THE UNIVERSITY OF THE DISTRICT OF COLUMELA, ON THIS ACCOUNT,
MUST NOTBE USED FOR COMMERCIAL PURPOSES OR MONETARY GAIN. I ACCEPT RESPONSIEILITY FOR ALL ACTIVITY ON THIS ACCOUNT
AND PROMISE THAT MY USE WILL BE IN COMPLIANCE WITH ALL APPLICAELE UNIVERSITY REGULATIONS. FURTHER, I UNDERSTAND THAT
THE QFEICE OF TNFORMATTON TECHMOLOGY PERSONNEL RESERVES THE RIGHT TO REVIEW AND MODIFY — AT ANY TIME —ACCESS FOR
SERVICES IN LIGHT OF THE CURRENT DEMANDS ON THE RESOURCES AND TO AWARD ACCESS ON A PRIORITY BASIS.

SIGNATURE: DATE:

EMPLOYEE CERTIFICATION

MARK APPROPRIATE ACTION MARK APPROPRIATE BOX

T PROD [~ TRN [~ TEsST [ CONV [~ REP
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Indicate with an “A" for approval for all applicable BANNER ACCESS CLASSES, A ™D” indicates remowval of the
prifle,
ADD DR DELETE E-ANNER [NB ACCESS PROFILE REQUIRED APPROVAL LEVEL
REGISTRAR'S OFFICE

'WILL Y'DU NEED ACCESS TD ANY OF THE FOLLOWING?

WD DT AN, (LM MR IO — 05
SEAN_ N Cueey_

ADWIEING RECITTRAR
RECISTRATION RECITTRAR
PURMITS | AUTHORLEATIONS REGIITRAR
ADMITEDINE QIRFDCE TUFERVISOR) ADMITEITNS

FIMNANDTE OIFICE

FINANTE PUND | ORG SEOURLTY

[OELIVER TO SEW QETANCIIS MOR SIEvATLRE )

oaTeE!
SIGEATLRE!
FIHANTLAL ATD OFFICE FUHANTLAL ATD
CATHIER'S QIFTCE CASHIER

OO FOU WEED ACCESS TD ACCOLWT AECEIVASLECATHIER YT
OFPTCE EAAWER

AUTHORIZATION * 7O e COMPLETED EY DEPARTMENT HEAD, TUFSIVISIR, OR KOKDEMIC ADVITIR

TRLER=ORE:

DATR

FOR OFFTCE OF INFDEMATION TECHHDLOGY LSE OHLY

NODOUNT HAME:

HOTIOFICATION:

LSRR HAME: FIROTEITED Y OATE:
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1.80.3 Exhibit DX: Application for Network User Account Form

APPLICATION FOR NETWORK USER ACCOUNT

Phone: 202-374-5941

Fax: 202-274-6006

Email: support@udc.edu

COMPLETE THIS FORM, OOTAIN APPROFREIATE APPROVAL SICNATORES AND RETUEN

LT RS

FERAT RS

BIDDAE RRME TROTTAL PR R
Click here to enter Click here to enter Click here to enter Click here to enter text.
text. text text
TWRDEE PO R CHMPUS ADCEREE BURLDING ROl DR OFF SITE ADDRRRS
Click here to enter tex Click here to enter te Choose an item Click h er

text.
OEGANVIZATIONA.  LRIT PR THENT COLLEGE

Click here to enter tex

ATATIS EEE WUMEEE

Other Click here to enter text.

I UNDERSTAND THAT MY ACCESS TO THE CosMPuTER svsTems orf THE Usovessiry or e Disteecr or Cowsases, os tars saccoust, MUST HOT
BE USED FOR COMMERCINL PURFOSES OR MONETARY GAIM. [ NOCEFT RESFONSISIITY FO® AL ACTIVITY ON THIS ACCOUNT AND FROMIEE THAT MY

e Wl Ee IN COMPLIANCE WITH ALL AFFLICAELE UNIVERSITY RECULATIONZ.

FURTHER, I UNDERSTAND THAT THE OFTICE OF INMDAMATION

TECHNOLOGH FERSONNEL RESIEWES THE RIGHT TO REVIEW AND MODIDFY — AT ANY TIME — ACDESS FOR SEAWDDES IN LUIGHT OF THE DURRENT
DEMANDS ON THE RESQURCES AND TO AWARD ADDESS ON A& FRIORITY SASTE,

GRNTURE: | ETR:

EMPLOTRE  (CER TIFICATION

AUTHORIZATION ; 7o st OoMPLETED 5Y DEFARTMENT HEAD, TUFERVITOR, OR ACADEMIT ADVITOR

R TR0
Click here to enter tex Click here to enter ex

DR TMENT A SUPEANIROR | AL ADE MO ADVIROR
SGNATURE | DATR

DR TMENT A SUPEANIROR | AL ADE MO ADNVIROR

FOR OFFIOE OF DNFORMATION TEOHNOLUODGY USE DMLY

ANODOUNT HAME: MADLEOX HAME: FROCESIED BY: DATE:

HOTIFICATION:

REVDSED BlTTiL
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1.80.4 Exhibit DY: Confidentiality Agreement and Security Form

Agreement

I understand that if granted access to process transactions via Banner data enfry screems, any
information 1 enter or change will be effective immediately. Accordingly, I understand that I am
responsible for any changes made using my ID. T agree not to share my ID or PIN number with
any other individuals and will notify the Security Office immediately if I believe my password
has been compromised.

I understand that my access to University data and information systems is for the sole purpose of
carrying out my job responsibilities and confidential information is not to be divilged outside of
the University, except as previously stated. Breach of confidentiality, including aiding, abetting,
or acting in conspiracy with any other person to violate any part of this policy, may result in
sanctions, civil or criminal prosecution and penalties, employment and/or University disciplinary
action, and could lead to dismissal, suspension or revocation of all access privileges.

I understand that misuse of University data and information and any violation of this policy or
the FERPA K HIPAA or GLB policies are grounds for disciplinary action, up to and including
dismissal. This agreement shall not abridge nor supersede any rights afforded faculty members
under the Faculty Handbook.

I have read and agree to comply with the University of the District Of Columbia Confidentiality
Agreement and Security Policy and understand the policy takes effect November 15, 2011.

Individual’s Name (Please Print) Busmess Unit Department

Individual’s Signature Date
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1.80.5 Exhibit DZ: Faculty/ Advisor Information Form (SIAINST)

Flle Edit Options Block ltem Record Wuery |ools Help

(BvE AEEE 5% DERE Q& BRI S ¢4 2@ 01X

"va|Faculty/Advisor Information SIAINST B.5.4 (BPRD) iritiriirirs i s e e A e AT e Ao o

D d] Tem: [ [7]

Faculty Member Base Details

From Term: Maintenance (] To Term:

Status: [ = Status Date: =]
[ Faculty
[ Advisor Appoiniment Date: =
[” Override Process Rule Security

Override User I1D: Override Activity Date:

Category: ] Activity Date:

Staff Type: Ad| User ID: [

Workload Rule: E
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1.80.6 Exhibit DU: Personal Identification (FOAIDEN)

File Edit Options Block ltem Record Query Tools Help

(ABYE BAABE %% B

'7a Person Identification Form - Finance FOAIDEN ¢ 6 (BPRD) [-Iriri-lrll

1D: | =

EIEYEICIETEEEE]

Generate ID: @

1 @1

Preferred First Name:

Full Legal Name:

_|_
K

Marital Status:
Non-Person
Name: ‘ E

Current Identification |EEEREIEISERIGiI==is Address Telephone | Biographical E-mail Emergency Gontact | Additional [dentification’
1D: Name Type: =] SSNISINITIN:
Person ID and Name Source
Last Name: | Last Update
First Name: E‘
Middle Name: User:
Prefix: Activity Date:
Suffix: Origin:

Original Creation

User: ‘

Create Date:

XXXXXXXX.90: FLOWCHARTS

1.90.1 Flowchart BX: Requesting Access to Banner

FLOWCHART BX: REQUESTING ACCESS TO BANNER

Program Systems Specialist

Information Technology Specialist  New employee
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TERMINATING ACCESS TO BANNER

XXXXXXXX.10: TASK DESCRIPTION
Access to Banner is revoked upon notification of termination of UDC
employment or if access is no longer required. The Program Systems
Specialist disabled the user’s Banner user credentials upon notification
and the Information Technology Specialist disables the terminated
employee’s UDC network user account credentials.

XXXXXXXX.20: PURPOSE
This directive outlines the policies and procedures on revoking a user’s
access to Banner.

XXXXXXXX.30:  POLICIES
1.30.1 Upon notification or receipt of Employee Separation Form, the
employee’s Banner user ID credentials must be disabled
immediately.

XXXXXXXX.40: RESPONSIBILITIES
1.40.1 Human Resource or the employee’s supervisor is responsible for
notifying the Program System Specialist of employees that have

been terminated.

1.40.2 The Program Systems Specialist is responsible for disabling the
former employee’s Self Service Banner (SSB) user credentials.

1.40.3 The Information Technology Specialist is responsible for locking
Internet Native Banner (INB) account and disabling the terminated
employee’s UDC network credentials.

XXXXXXXX.50: AUTHORIZATION
1.50.1 The Program Systems Specialist is authorized by the Chief
Financial Officer of the University of the District of Columbia to
disable a terminated employee Banner user credentials.

XXXXXXXX.60: PROCEDURES
1.60.1 The Program Systems Specialist is notified of a terminated
employee either by:
¢ HR emails a notification file of all terminated employees.

e The Accounting Officer or Chief Financial emails the
name of employees who has been terminated.
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e The employee contacts Program Systems Specialist to sign
Employee Separation Form.

1.60.2 The Program Systems Specialist logs User Profile Maintenance
Screen in Banner (FOMPROF) (see Exhibit EA: User Profile
Maintenance Screen) and unchecks all authorizations assigned to
the former employee’s user credentials.

1.60.3 The Program Systems Specialist goes to Master FUND and change
the role of the employee to ‘no authorization’ and saves by hitting
F10.

1.60.4 The Program Systems Specialist goes in Banner to Third Party
Access Audit (GOATPAD) (see Exhibit EB: Third Party Access
Audit) and enters the employee’s N number and disables the Pin
number of the employee and saves by hitting F10.

1.60.5 The Program Systems Specialist goes on Track IT and creates a
work order to Request for Termination and includes the user’s
Banner N number.

1.60.6 The Program Systems Specialist emails Information Technology
Specialist the employee information and work order number to
disable and lock INB account and copies the Chief Financial
Officer and the Accounting Officer on the email.

1.60.7 Information Technology Specialist disables the account and
notifies the Program Systems Specialist that the account has been
disabled.

XXXXXXXX.70:  INTERNAL CONTROLS
1.70.1 Internal controls applicable to ensuring a former user’s access is
revoked in a timely basis
1.70.1.1 The Program Systems Specialist is notified upon receipt
of Employee Separation Clearance Form or on a
quarterly basis from Human Resources, the end of a
user’s employment. User accounts are disabled upon
notification.
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XXXXXXXX.80 EXHIBITS
1.80.1 Exhibit EA:

|£/ Oracle Fusion Middleware Forms Services: Open > FOMPROF

User Profile Maintenance (FOMPROF) screen print

Eile Edit Options Block |tem Record Query Tools Help

EFEEIEEEEIE T

"5 User Profile Maintenance FOMPROF £.7.0.2 (B

RN R R

@ 1@

Authorizations

COA:

’7[7 Organization: E

["| NSF Override

[ Expenditure End Date Posting
[ Post in Accrual Period

[ EDI Override

Budget ID:

[

[ ACH Override
[ Purchase Card Override

T —

[ Self Service Budget Access

1D- ‘ =l [’ Self Service Access

[ Payroll Expense Detail Access

Area Code Phone Number Extension P ent Hold Override

Phone: ‘ | ‘ .

["/ Purchase Order Hold Override
Fax \ | \
Email: ‘
Self-Service Budget Planner Authorizations

Budget Budget
Master Fund Master Organization

1.80.2 Exhibit EB:

| £ Oracle Fusion Middleware Forms Services: Open > GOATPAD

Banner Third Party Access Audit (GOATBAD)

Eile Edit ne Block ltem Record Query Tools Help

(B E AEBBR %%

%A Third Party Access Audit GC

By &I

|

]

Current Third Party

PIN: [& [ Disabled [ Accepted Expiration Date: =
Confirm New PIN:
User ID:
Third Party ID: (&  web Last Access Date: Activity Date:
LDAP User ID: Sourced ID:
Activity Source:
it Panymieny ) [Varcaton Glestons A
User ID Activity Date
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XXXXXXXX.90: FLOWCHARTS
1.90.1 Flowchart BY: Terminating Access to Banner.

FLOWCHART BY: TERMINATING ACCESS TO BANNER

Notify IT Specialist
via email

Obtain list of former -
it Ce screen
[E—

Program System
Specialist

Information
Technology
Specialist

"""" P'.aiﬂ Disable and lock
Special user's INB account
upon completion
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PERIODIC USER REVIEWS AND UPDATES

XXXXXXXX.10:

XXXXXXXX.20:

XXXXXXXX.30:

XXXXXXXX.40:

XXXXXXXX.50:

TASK DESCRIPTION

Banner user credentials are periodically reviewed in order to verify that
access assigned to users are authorized and are based upon need. The
Information Technology Specialist emails the Program Systems Specialist
a list of current employees and the Programs Systems Specialist reviews
the list. Notification of user accounts which must be disabled or whose
assigned user class must be modified is provided to the Information
Technology Specialist.

PURPOSE
This directive outlines the policies and procedures for the periodic user
reviews and updates of assigned Banner user credentials.

POLICIES

1.30.1 Quarterly, the Information Technology Specialist emails a list of
current employees who have access to Banner Finance to the
Program Systems Specialist for review.

1.30.2 The Program System Specialist must review and immediately
notify the Information Technology Specialist of any identified
unauthorized access.

RESPONSIBILITIES

1.40.1 The Information Technology Specialist is responsible for emailing
the list of current Finance Department employees to the Program
Systems Specialist.

1.40.2 The Information Technology Specialist is responsible for updating
the changes to the list and notifying the Program Systems
Specialist of the changes.

1.40.3 The Program Systems Specialist is responsible for reviewing the
list of current employee against the Department Employee List in
the Finance Department.

AUTHORIZATION

1.50.1 The Program Systems Specialist is authorized by the Chief
Financial Officer to verify the appropriate user class and ensure
that terminated employees no longer have access to the Banner
Finance.
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XXXXXXXX.60: PROCEDURES

1.60.1

1.60.2

1.60.3

1.60.4

On a quarterly basis, Information Technology Specialist emails a
report of Banner user’s IDs and their assigned user class.

The Program Systems Specialist reviews all user’s IDs against the
assigned user class (see Exhibit EC: Periodic review) and verifies
that the user classes are appropriated based upon the user’s
responsibilities and roles.

If the employee is not assigned to the correct user class, the
Program System Specialist completes the attached modification
form and emails the Information Technology Specialist to make
the desired change. The Information Technology Specialist is also
notified to disable user accounts that are no longer authorized to
have access in Banner.

The Program Systems Specialist is notified via email when the
changes are made.

XXXXXXXX.70:  INTERNAL CONTROLS

1.70.1

Internal controls applicable to ensuring a periodic review are

conducted.

1.70.1.1 The Information Technology Specialist generates a
report for Banner Finance access review that includes
Banner Finance Users ID and Classes.
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XXXXXXXX.80 EXHIBITS

1.80.1 Exhibit EC: Periodic review report emailed to Finance from IT

September 2015
Office of the Finance pagel

Classes and Users:

BAN_FIN_ACCTG_STAFF_C [F]_| BAN_FIN_AP_MIGR_C [F] | BAN_FIN_AP_STAFF_C [F] | BAN_FIN_EUDGET_MGR_C [F]

Office of the Finance

YOLANDRAFLUMMER
WTHOMPSON

TJWILLIAMS
THARRIS
TDEKSISSA
TBECKETT

BAN_FIN_CASHIER_C [F] | BAN_FIN_CONTROLLER_C | BAN_FIN_DIRECTOR_FINOPS_C | BAN_FIN_EXECUTIVE_C

[F1

BAN_FIN_PROGRAM_QUERY_C[F] | BAN_FIN_QUERY_ALL_CIFI | BAN_FIN_SECURTY_CIF] | BAN_FIN_WHSE_C

BAN_INVOICE_CHECKS_C[F__| USR_FIN_JOES_C[1l

XXXXXXXX.90: FLOWCHARTS

1.90.1 Flowchart BZ: Period User Reviews and Updates

FLOWCHART BZ: PERIODIC USER REVIEWS AND UPDATES

STEFt CLAIR
SSANFORD
SRADKAR

EMARTIN

SJSMITH
SHIJOHNSON
SHARONCLARK
SHARONBUSH
SHARLEETADUNLAP
SHAGHANI
SELMACUNNINGHAM
SCARTER

SBUTLER
SBROOKS
SAWASHINGTON
SABINEOHARA
RLEER
RICHARDBEBEE
PTYAGI
PMWILLIAMS
FFAISON

PR

BAN_FIN_PROGRAM_INB_C [F]

September 2015

PAMELAGAMMAGE
QIDEHEN
NAWILLIAMSE
NAKIAFUGH
MWIGGING
MESHANNON
MRANDALL
MIJOHNSON
MICHAELROGERS1
MHAMILTON
MCONQUEST
MBYRD
MELANCHARD
MBHARRIS

MBAR
MAMEIWILLIEBONGLD
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	1.80.1 Exhibit AX: Leave Liability Report
	XXXXXXXX.90:  FLOWCHARTS
	1.90.1 Flowchart AC: Compensated Absences

	UNEARNED REVENUE
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	1.50.1 The Accountant is authorized by the Chief Financial Officer to received payments for grants and student tuition.
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:    INTERNAL CONTROLS
	XXXXXXXX.80    EXHIBITS
	n/a
	XXXXXXXX.90:  FLOWCHARTS

	AGENCY AND OTHER CURRENT LIABILITIES
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	1.50.1 The Accounting Officer is authorized by the Chief Financial Officer to access Banner to view the activities of the Balance Sheet.
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:    INTERNAL CONTROLS
	XXXXXXXX.80    EXHIBITS
	n/a
	XXXXXXXX.90:  FLOWCHARTS

	NET POSITION
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	1.60.3 The Accounting Officer is authorized by the Chief Financial Officer to report on the different components of the net position.
	XXXXXXXX.60:   PROCEDURES
	Invested in Capital Assets
	1.60.1 The Accounting Officer verifies the balance for invested in Capital Assets agrees to Capital Assets on the Balance Sheet.
	Restricted (Nonexpendable Endowments)
	XXXXXXXX.70:    INTERNAL CONTROLS
	XXXXXXXX.80    EXHIBITS
	n/a
	XXXXXXXX.90:  FLOWCHARTS

	OPERATING REVENUES- STUDENT TUITION AND FEES, NET
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:    INTERNAL CONTROLS
	XXXXXXXX.80    EXHIBITS
	n/a
	XXXXXXXX.90:  FLOWCHARTS

	DEFERRAL OF FALL TUITION REVENUE
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:    INTERNAL CONTROLS
	XXXXXXXX.80    EXHIBITS
	n/a
	XXXXXXXX.90:  FLOWCHARTS

	GRANTS AND CONTRACTS
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:    INTERNAL CONTROLS
	XXXXXXXX.80    EXHIBITS
	1.80.4 Exhibit AY: Grant Select Balance Sheet Accounts
	XXXXXXXX.90:  FLOWCHARTS

	OPERATING REVENUE- SALES AND SERVICES OF EDUCATIONAL DEPARTMENTS
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20:    PURPOSE
	XXXXXXXX.30:   POLICIES
	XXXXXXXX.40:   RESPONSIBILITIES
	XXXXXXXX.50:   AUTHORIZATION
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:      INTERNAL CONTROLS
	XXXXXXXX.80       EXHIBITS
	1.80.1 Exhibit AZ: Trial Balance: Revenues
	XXXXXXXX.90:     FLOWCHARTS

	OPERATING- AUXILIARY ENTERPRISES
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20:     PURPOSE
	XXXXXXXX.30:     POLICIES
	XXXXXXXX.40:     RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	XXXXXXXX.60:    PROCEDURES
	XXXXXXXX.70:    INTERNAL CONTROLS
	XXXXXXXX.80       EXHIBITS
	1.80.1 Exhibit BA: Other operating Revenues: Auxiliary Enterprises
	XXXXXXXX.90:     FLOWCHARTS
	n/a

	OPERATING- REVENUES OTHER
	XXXXXXXX.10:     TASK DESCRIPTION
	Other Operating Revenues consists primarily of revenues for cable television, classroom rentals, daily parking, garage income, miscellaneous revenues, and prior year cost recovery related items.
	XXXXXXXX.20:     PURPOSE
	XXXXXXXX.30:     POLICIES
	XXXXXXXX.40:     RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	XXXXXXXX.60:    PROCEDURES
	XXXXXXXX.70:    INTERNAL CONTROLS
	XXXXXXXX.80       EXHIBITS
	XXXXXXXX.90:     FLOWCHARTS
	n/a

	NON- OPERATING REVENUE- DISTRICT OF COLUMBIA APPROPRIATIONS (OPERATING SUBSIDY)
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:    INTERNAL CONTROLS
	XXXXXXXX.80    EXHIBITS
	1.80.1 Exhibit BC: Budget MARC
	XXXXXXXX.90:  FLOWCHARTS

	INVESTMENT INCOME
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:    INTERNAL CONTROLS
	XXXXXXXX.80    EXHIBITS
	n/a
	XXXXXXXX.90:  FLOWCHARTS

	GIFTS FOR SCHOLARSHIPS
	FEDERAL NON- OPERATING GRANTS
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:    INTERNAL CONTROLS
	XXXXXXXX.80    EXHIBITS
	1.80.1 Exhibit BE: Grant Select Balance Sheet Accounts
	XXXXXXXX.90:  FLOWCHARTS

	NON- OPERATING - CAPITAL APPROPRIATIONS (CAPITAL SUBSIDY)
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:    INTERNAL CONTROLS
	XXXXXXXX.80    EXHIBITS
	n/a
	XXXXXXXX.90:  FLOWCHARTS

	OPERATING EXPENSES - SALARIES AND BENEFITS
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20:     PURPOSE
	XXXXXXXX.30:     POLICIES
	XXXXXXXX.70:      INTERNAL CONTROLS
	XXXXXXXX.80       EXHIBITS
	1.80.1 Exhibit BF: Trial Balance Expenditures: Salaries and Benefits

	OPERATING EXPENSES- SCHOLARSHIPS AND FELLOWSHIPS
	OPERATING EXPENSES- CONTRACTUAL SERVICES, SUPPLIES, AND OTHER
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20:     PURPOSE
	XXXXXXXX.30:     POLICIES
	XXXXXXXX.40:      RESPONSIBILITIES
	XXXXXXXX.50:      AUTHORIZATION
	XXXXXXXX.60:      PROCEDURES
	XXXXXXXX.70:      INTERNAL CONTROLS
	XXXXXXXX.80       EXHIBITS
	1.80.1 Exhibit BH: Trial Balance Expenditures: Contractual Services, Supplies, and   Other
	XXXXXXXX.90:     FLOWCHARTS

	OPERATING EXPENSES- UTILITIES AND OTHER
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20:    PURPOSE
	XXXXXXXX.30:     POLICIES
	XXXXXXXX.40:      RESPONSIBILITIES
	XXXXXXXX.50:      AUTHORIZATION
	XXXXXXXX.60:      PROCEDURES
	XXXXXXXX.70:      INTERNAL CONTROLS
	XXXXXXXX.80       EXHIBITS
	1.80.1 Exhibit BI: Expenditures- Operating Accounts: Utilities and Other
	XXXXXXXX.90:     FLOWCHARTS

	OPERATING EXPENSES - DEPRECIATION
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20:     PURPOSE
	XXXXXXXX.30:     POLICIES
	XXXXXXXX.40:      RESPONSIBILITIES
	XXXXXXXX.50:      AUTHORIZATION
	XXXXXXXX.60:      PROCEDURES
	XXXXXXXX.70:      INTERNAL CONTROLS
	XXXXXXXX.80       EXHIBITS
	n/a
	XXXXXXXX.90:      FLOWCHARTS

	TRAVEL EXPENSES
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:    INTERNAL CONTROLS
	XXXXXXXX.80    EXHIBITS
	1.80.1 Exhibit BJ: Request and Authorization for Official Travel form
	1.80.2 Exhibit BM: Screen prints of Banner Invoice Credit Memo.
	1.80.2.6 Enter Document and Vendor number.
	1.80.2.7 Enter all requested information.
	1.80.2.8 Enter all requested information.
	1.80.2.9 Click complete.
	1.80.2.10 A notification that the document is complete is sent to approval process.
	1.80.3 Exhibit BL: Hotel Authorization Form.
	1.80.4 Exhibit BN: Screen prints of the Banner Check Run Process.
	1.80.5 Exhibit BO: Travel and Related Expenses Voucher.
	XXXXXXXX.90:  FLOWCHARTS

	CASH DISBURSEMENTS - DIRECT VOUCHER PAYMENT REQUESTS (440)
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	1.30.1 All supporting documents for Direct Voucher Payment requests must be scanned and uploaded to the payment voucher in Banner.
	1.30.2 Refer to OCFO Financial Management and Control Order NO. 07-004A document.
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	1.50.1 The Accounts Payable Specialist is authorized by the Chief Financial Officer of UDC to process Direct Voucher Payment requests.
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:    INTERNAL CONTROLS
	XXXXXXXX.80    EXHIBITS
	1.80.1 Exhibit BP: Direct Voucher Payment Request Form
	XXXXXXXX.90:  FLOWCHARTS

	CASH DISBURSEMENTS –STOP PAYMENTS
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	1.30.1 The Senior Accountant must verify whether the check was cashed prior to issuing a STOP payment request.
	1.30.2 The staff responsible for canceling or reissuing the check must be assigned special credentials in order to access the bank online.
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:    INTERNAL CONTROLS
	XXXXXXXX.80    EXHIBITS
	XXXXXXXX.90:  FLOWCHARTS

	CASH DISBURSEMENTS - FRAUD CHECK RESOLUTION
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	1.30.1 The Wells Fargo Affidavit of Check Fraud by Payee must be completed by Accounts Payable.
	1.30.2 The Student must get the Wells Fargo Affidavit of Check Fraud by Payee form notarized prior to submission to the bank.
	1.30.3 Valid identification is required when submitting forms. The Senior Accountant will verify upon receipt of forms.
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	1.50.1 The Senior Accountant is authorized by the Chief Financial Officer at UDC to access Wells Fargo bank online to verify whether a missing check was cashed.
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:    INTERNAL CONTROLS
	XXXXXXXX.80    EXHIBITS
	1.80.1 Exhibit BR: Affidavit of Check Fraud by Payee
	XXXXXXXX.90:  FLOWCHARTS

	CASH DISBURSEMENTS - UNCLAIMED PROPERTY AND STALE DATED CHECKS
	XXXXXXXX.10:     TASK DESCRIPTION
	Undeliverable checks issued to students and vendors are returned to the Cashier’s Office. The Cashier’s Office holds returned checks for a period no longer than six (6) months. Upon receipt of the returned check and every two months thereafter, the Ca...
	XXXXXXXX.20: PURPOSE
	This directive outlines the policies and procedures for the handling of retuned checks.
	XXXXXXXX.30: POLICIES
	1.30.1 UDC uses FASB Statement No. 5 (fasb.org) which helps the University to account for unclaimed property liability on their financial statements. It states that the treatment of a loss contingency on the books depends on whether the likelihood of ...
	1.30.2 Accounts Payable and Student Accounts are responsible for determining why the checks were undeliverable.
	XXXXXXXX.40: RESPONSIBILITIES
	1.40.1 The Cashier’s Office is responsible for the receipt of returned checks.
	1.40.2 The Cashier’s Office is responsible for the notification to the issuer of the check (Accounts Payable or Student Accounts) of the returned checks.
	1.40.3 Accounts Payable and Student Accounts are individually responsible for determining why the check was undeliverable and advising the Cashier’s Office of further action (contacting the vendor of student).
	1.40.4 The Accounts Payable Supervisor is responsible for forwarding checks to be voided or reissued to the Senior Accountant.
	1.40.5 The Senior Accountant is responsible for the accounting entry in Banner to void the check after six months.
	XXXXXXXX.50:    AUTHORIZATION
	1.50.1 The Senior Accountant is authorized by the Chief Financial Officer to access Banner and perform the STOP payment process.
	XXXXXXXX.60:   PROCEDURES
	1.60.1 Undeliverable checks are received by the Cashier’s Office. When checked are received, the Cashier’s Office emails Student Accounts and Accounts Payable the following details in order to notify them of the returned check:
	Note: Accounts Payable and Student Accounts are individually responsible for determining why the check was undeliverable and advising the Cashier’s Office of further action. Accounts Payable also contacts payee to pickup check or mail.
	1.60.1  After the six month period, the Cashier’s Office returns all undeliverable checks to Accounts Payable.
	1.60.2 Accounts Payable Supervisor creates a STOP Payment Form for each check and stamps VOID on each check.
	1.60.3 The STOP Payment Forms and voided checks are forwarded to the Senior Accountant.
	1.60.4 The Senior Accountant performs the STOP payment process in Banner (see Expenditures and Disbursements- Stop Payments procedure).
	1.60.5 The Senior Accountant writes “cancelled in Banner” on the check.
	1.60.6 Upon completion, the STOP Payment Form and the voided check are returned to Accounts Payable.
	XXXXXXXX.70:    INTERNAL CONTROLS
	1.70.1.1 A report of all issued checks older than six months is periodically generated from Banner in order to identify uncashed checks. The Senior Accountant cancels all checks older than six months.
	XXXXXXXX.80       EXHIBITS
	n/a
	XXXXXXXX.90:      FLOWCHARTS

	CASH DISBURSEMENTS - EMERGENCY STUDENT LOANS (KAPPA LOAN)
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	1.30.1 Students must be a second semester freshman at the University of the District of Columbia and enrolled for the current semester.
	1.30.2 Student must have at least a 2.5 average.
	1.30.3 Student’s account must be in good standing.
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	1.50.1 The Senior Accountant is authorized by the Chief Financial Officer at UDC to issue Emergency Student Loans to active students.
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:    INTERNAL CONTROLS
	1.70.1.1 The Senior Accountant verifies the student status on Banner prior to processing the loan request.
	XXXXXXXX.80    EXHIBITS
	1.80.1 Exhibit BS: Emergency Student Loan Forms
	XXXXXXXX.90:    FLOWCHARTS

	CASH DISBURSEMENTS - ACH UPLOADS
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	1.30.1 The Staff accessing Wells Fargo online banking must have their own special credentials to get in.
	1.30.2 The Senior Accountant must verify that funds are available prior to contracting Accounts Payable.
	1.30.3 The upload process must take place before 3pm or it is applied to the next business day.
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	1.50.1 The Senior Accountant is authorized by the Chief Financial Officer of UDC to give permission to Accounts Payable to access funds to make payments to vendors.
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:    INTERNAL CONTROLS
	XXXXXXXX.80      EXHIBITS
	1.80.1 Exhibit BV: Wells Fargo ACH upload process
	1.80.1.1 Sign on with the assigned UDC credentials.
	1.80.1.2 Select ACH Inquiry.
	1.80.1.3 Enter the token code number and click on Continue.
	1.80.1.4 Upload the file that was received from the Accounts Payble Supervisor.
	1.80.1.5 Click on Upload.
	1.80.1.6 Click on Product Folder to choose the destination for the file.
	1.80.1.7 Upon completion of upload, a confirmation notice is received notifying that the file upload was successful.
	XXXXXXXX.90:  FLOWCHARTS

	CASH DISBURSEMENTS - RESOLUTION OF WIRE TRANSFER ISSUES
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	1.30.1 The Senior Accountant must verify that funds requested are actually available before contacting Student Accounts to release funds to the student.
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	1.50.1 Student Accounts is authorized by the Chief Financial Officer and the Senior Accountant to release funds to students awaiting wire transfers still pending.
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:    INTERNAL CONTROLS
	XXXXXXXX.80    EXHIBITS
	1.80.1 Exhibit BW: UDC Wire Transfer Details
	XXXXXXXX.90:  FLOWCHARTS

	P-CARDS
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:    INTERNAL CONTROLS
	XXXXXXXX.80    EXHIBITS
	1.80.1 Exhibit BX: Statement of Account Report
	1.80.2 Exhibit BY: Email Sent to P- Card holders
	1.80.3 Exhibit BZ: Allocation from Index Code PCARD Excel
	1.80.4 Exhibit CA: Invoice
	1.80.5 Exhibit CB: Direct Voucher Payment Request form
	1.80.6 Exhibit CC: Banner screen print: FGIGLAC
	1.80.7 Exhibit CD: Sample Transaction Details Report
	XXXXXXXX.90:  FLOWCHARTS

	FINANCIAL STATEMENTS
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:    INTERNAL CONTROLS
	XXXXXXXX.80    EXHIBITS
	1.80.1 Exhibit BO: Trail Balance Generation Process
	1.80.2 Exhibit CF: Statement of Cash Flow
	XXXXXXXX.90:  FLOWCHARTS

	MONTHLY BOARD OF TRUSTEES REPORTS
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:    INTERNAL CONTROLS
	XXXXXXXX.80    EXHIBITS
	1.80.1 Exhibit CG: Trial Balance- Balance Sheet
	1.80.2 Exhibit CH: Statement of Net Position Comparison
	XXXXXXXX.90:  FLOWCHARTS

	FINANCIAL MANAGEMENT
	DEVELOPING DEPARTMENTAL SPENDING PLANS
	RECONCILIATION OF FUNDED POSITIONS (SCHEDULE A)
	ANNUAL BUDGET DEVELOPMENT PROCESS
	OPERATIONAL BUDGET APPROVAL PROCESS
	OPERATIONAL BUDGET REPROGRAMMING
	PERIODIC BUDGET REVIEW PROCESS
	SPECIAL PURPOSE FUNDS BUDGET
	DEVELOPING A REQUEST FOR A NEW CAPITAL PROJECT
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:     INTERNAL CONTROLS
	XXXXXXXX.80      EXHIBITS
	n/a
	XXXXXXXX.90:     FLOWCHARTS

	UPDATES TO THE CAPITAL BUDGET
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:     INTERNAL CONTROLS
	XXXXXXXX.80      EXHIBITS
	n/a
	XXXXXXXX.90:     FLOWCHARTS
	1.90.1 Flowchart BF: Updates to the Capital Budget

	REIMBURSEMENTS FOR CAPITAL PROJECTS
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	XXXXXXXX.60:   PROCEDURES
	n/a
	XXXXXXXX.70:     INTERNAL CONTROLS
	XXXXXXXX.80      EXHIBITS
	n/a
	XXXXXXXX.90:     FLOWCHARTS

	n/a
	CLOSING OUT A CAPITAL PROJECT
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:     INTERNAL CONTROLS
	XXXXXXXX.80      EXHIBITS
	n/a
	XXXXXXXX.90:     FLOWCHARTS
	1.90.1 Flowchart BG: Recording Completed Projects

	GRANT AWARD NOTIFICATION
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:    INTERNAL CONTROLS
	XXXXXXXX.80    EXHIBITS
	1.80.1 Exhibit CJ: Proposal Routing Form
	XXXXXXXX.90:  FLOWCHARTS

	GRANT BUDGET CREATION & MODIFICATION
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:    INTERNAL CONTROLS
	XXXXXXXX.80    EXHIBITS
	1.80.1.1 Request for Budget Establishment or Modification
	1.80.1.2 Grand Award Profile
	1.80.1.3 Grant Reconciliation Sheet
	1.80.1.4 Grant Reconciliation Sheet at Year- Close
	1.80.1.5 SOAR Journal Entry for Grants
	1.80.1.6 Memorandum
	XXXXXXXX.90:  FLOWCHARTS

	DRAW DOWNS
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:    INTERNAL CONTROLS
	XXXXXXXX.80    EXHIBITS
	1.80.1 Exhibit CO: Inception to Date Report
	1.80.2 Exhibit CP: Grant Select Balance Sheet
	XXXXXXXX.90:  FLOWCHARTS

	BILLING AND INVOICING
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:    INTERNAL CONTROLS
	XXXXXXXX.80    EXHIBITS
	1.80.2 Exhibit CR: Deferred Grant Process (FRRGRNT)
	1.80.3 Exhibit K: Deferred Grant Process (FRRGRNT)
	1.80.4 Exhibit CS: Billing Process (FRRBILL)
	XXXXXXXX.90:  FLOWCHARTS

	FINANCIAL REPORTING
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:    INTERNAL CONTROLS
	XXXXXXXX.80    EXHIBITS
	1.80.1 Exhibit CT:  Schedule of Expenditure for Federal Award
	XXXXXXXX.90:  FLOWCHARTS

	CLOSE OUT
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:    INTERNAL CONTROLS
	XXXXXXXX.80    EXHIBITS
	1.80.1 Exhibit CU: SF425 Federal Financial Report Form
	XXXXXXXX.90:  FLOWCHARTS

	STUDENT ACCOUNTS BACKGROUND AND INTRODUCTION
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE

	STUDENT REGISTRATION
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	XXXXXXXX.60:   PROCEDURES
	1.60.4 If the student drops out, the Office of the Registrar reverses the registration information and the student’s tuition and fees are reversed.
	XXXXXXXX.70:     INTERNAL CONTROLS
	1.70.1 Internal controls applicable to ensuring accurate record keeping.
	1.70.1.1 The entries to the student accounts must balance on a daily basis. All entries are posted in a batch on a nightly basis.  If the batch cannot post, it creates an error message that must be cleared before the posting can occur.  The Accounting...
	XXXXXXXX.80      EXHIBITS
	1.80.1 Exhibit CV: Screenshot of student account after registration
	XXXXXXXX.90:     FLOWCHARTS

	PAYMENT OF TUITION AND FEES - FINANCIAL AID FUNDS, SCHOLARSHIPS, LOANS
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:     INTERNAL CONTROLS
	XXXXXXXX.80      EXHIBITS
	1.80.1 Exhibit CW: Screenshot of student account with scholarship
	1.80.2 Exhibit CX: Screenshot of student account with financial aid loan
	XXXXXXXX.90:     FLOWCHARTS

	PAYMENT OF TUITION AND FEES – PRIVATE RESOURCES
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	XXXXXXXX.60:   PROCEDURES
	XXXXXXXX.70:     INTERNAL CONTROLS
	XXXXXXXX.80      EXHIBITS
	1.80.1 Exhibit CY: Screenshot of Third Party sample invoice
	1.80.2 Exhibit CZ: Screenshot of Third Party payment
	1.80.3 Exhibit DA: Consortium Payment Request
	XXXXXXXX.90:     FLOWCHARTS
	1.90.1 Flowchart BP: Student Accounts- Third Party Payments

	COLLECTION FROM PAYMENT PLANS
	XXXXXXXX.10:     TASK DESCRIPTION
	XXXXXXXX.20: PURPOSE
	XXXXXXXX.30: POLICIES
	1.30.1 Tuition and fees are due and payable at the time of registration, or when satisfactory payments arrangements have been made, failure to do either will result in students classes being dropped for non-payment
	XXXXXXXX.40: RESPONSIBILITIES
	XXXXXXXX.50:    AUTHORIZATION
	XXXXXXXX.60:   PROCEDURES
	1.60.7 The Student Account Specialist works with the Senior Accountant to identify funds in the UDC Bank Account which reconcile with Student Account posted amount.
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