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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office

Accounts Receivable/Revenue 

General 

Peoplesoft Accounts Receivable Module is used to record revenue invoicing transactions. The Accounts Receivable Module provides a means for recording sufficient detail for all revenues. The module also offers various reporting and inquiry abilities for researching, reviewing, and documenting transactions entered in the system.

Invoicing/Billing

All Technical Colleges and the System office should record all revenue invoicing. The source document should be authorized with detailed information. This detailed information should include but is not limited to: customer name, address, contact name, phone number, customer tax number, invoice number, invoice date, and description.

All revenue invoicing should be submitted to the customer and recorded in the Accounts Receivable modules accurately and in a timely manner. The department providing the service/goods should mail the original invoicing statements to the customer and provide a copy to the appropriate A/R staff for data entry into the system. All payments should be mailed to the Business Office. Log all checks as they are received (see attached sample form). This task should not be the responsibility of the A/R staff. Customer balances should be reviewed monthly by a responsible official (other than the A/R data entry staff) using the aged accounts report.  

Due diligence shall be practiced in the collection of debt. Documentation must be available showing that all due diligence efforts, according to TCSG Due Diligence Policy, have been completed in attempting to collect outstanding debts. The probability of collecting a past due receivable is equivalent to the quality of the information obtained at the time the debt is incurred. Therefore, when a debt to the TCSG and/or one of the Technical Colleges is incurred, the Department should obtain as much information from the debtor as possible. Delinquent accounts shall be prohibited from receiving additional credit.  

