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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office

Sales and Services Revenue Procedure
General 
Each college may offer goods and services to students, faculty and in some instances the public.  These goods or services must enhance the mission of the college and follow appropriate procedures that determine how funds will be collected, recorded and documented.
Sales and Services Definition

Revenues are classified as Sales and Services based on Generally Accepted Accounting Principles.  Each technical college earns sales and services revenue through numerous avenues.  Testing Fees, Transcript Fees, Continuing Education Classes, Business and Industry Classes, Commissions, Vending Fees, Bookstore Sales, Conference Center Fees and Live Work Fees are some examples of revenues categorized as Sales and Services revenue.  However, this list is not all inclusive. 
 Sales and Services Guidelines
Sales and Services revenue is earned when the goods are delivered or when services are provided to the customer.  Payment must be collected at that time.  No credit may be extended by the college without written documentation from a third party agency, company or financial aid awards.  This revenue must be properly recorded into the college’s general ledger using the PeopleSoft and/or Banner accounting software.  Therefore, each college must establish procedures detailing the proper handling and processing of sales and service revenue.  The college’s procedure should provide guidance for the following parameters.
· Approval for new sales and services opportunities

· Assignment of responsibility to employee(s) for the sales/services implementation
· Determine if change fund is needed and follow established procedure for implementation

· Processing of sales and services revenue including collecting, balancing, depositing, recording and reconciling.  Multiple procedures may be necessary due to the revenue collection process in the various departments/locations.  For example, live work revenue may be collected and processed very differently than conference center revenue. 

· Determining sales tax implications
· Documentation requirements for sales and services revenue
· Internal controls implemented for the protection of sales and services revenue.
