
Draft Completed:
 March 11, 2003


Approved:
September 17, 2003
Adopted:  

Revised:
April 13, 2009



TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office

Cash Requests – All types

Cash request shall be submitted on a monthly basis to the TCSG System Accounting Office for all state and federal funds that are allocated to the individual technical colleges through the TCSG System Office.  

Cash requests made to other agencies for funds that are allocated directly to the Technical Colleges should be made in accordance with the proper procedures and guidelines of each individual grantor agency.

TCSG Cash Request Schedule 

At the beginning of each fiscal year, the TCSG System Accounting Office shall send a schedule of monthly cash request due dates to each Technical College along with the dates by which the cash shall be deposited into each college’s account.  Cash requests shall be accepted two times per month according to this schedule, one date for schools which have semi-monthly payrolls and another date for schools with monthly payrolls.  

All requests for bond money should be requested according to the schedule published by TCSG System Office.

Submitting Cash Requests to TCSG

At the beginning of each fiscal year, a new electronic form shall be sent to the Technical Colleges with updated project and program numbers. This form shall be completed for each cash request along with any forms required by other grants for which the schools are requesting money. The forms shall be emailed to the designated individuals according to the TCSG cash request schedule.

Requesting State Funds

All state funds should be requested monthly according to the above mentioned schedule.  The amount of these requests should not exceed the percentage of the fiscal year completed.  For example, in the month of December, no more than one-half of the state allocation should be requested from TCSG since one-half of the fiscal year is complete.  

TCSG receives their state allocations on a quarterly basis from the Office of Treasury and Fiscal Services. When the Technical Colleges do not adhere to these guidelines, this can cause the TCSG System Office to have cash flow constraints.

Requesting Federal Funds

All federal funds shall be requested on a reimbursement basis.  The Technical College shall request the funds in the month following the expenditure of these funds.  At the end of each fiscal period, each college should review their expenditure reports.  At this time, a cash request may be made for the amount of federal expenditures in each federal program less any encumbrances. The trial balance should be used to determine expenditures (back out encumbrances) before requesting Federal Funds.

Final Year End Cash Requests

For instructions relating to final year end cash requests see the year end close procedures.

New Fiscal Year Constraints

Because budgets are not always entered into PeopleSoft by July of each year, TCSG may request that each school hold any cash requests for several months until budgets are processed.  In this case, TCSG will send each school 1/12 of its state allocation each month until monthly cash requests may be resumed. These funds shall be recorded as personal services.

