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POLICY AND PROCEDURE

Procedure:	ACCOUNTING REGULATIONS AND PROCEDURES
Policy No.:	4.4 
Department:		Administrative Services
Contact:		Controller
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Policy
The accounting system is maintained and financial reports presented on a modified accrual basis.

The controller's office prepares annual financial statements, audited by an independent certified public accounting firm.  

Whenever feasible, the accounting principles and procedures as contained in Financial Accounting and Reporting Manual for Higher Education, National Association of College and University Business Officers Fourth Edition, 1990 shall be followed. Accounting procedures of all fiscal officers or employees in departments will conform to rules and regulations as established by the GBC controller.  

Procedures 
	1.0  Definitions


1.1  Fiscal Year/Budget Year.  The fiscal year for the college shall be July 1 through June 30. In order to have summer school fund budgets and accounts in manageable form, a budget year of January 1 through December 31 shall be used.

1.2  Account Identification.   A 15-digit number (XXXX-XXX-XXXX-XX-XX) is used to identify accounts. The first group of digits identifies the Fund. The second group of digits identifies the Area. The third group of digits identifies the Organization. The next group of digits identifies the object/revenue source code and the last group identifies the sub-object/revenue source code.

It is mandatory that all receipts, disbursements, and transfers be identified as to account number.

1.3  Financial Reports.  It is the responsibility of the controller’s office to maintain and report on financial information for the college.  Any financial reports that individual units of the college prepare to be sent out of the college must be reviewed and approved by the controller.

1.4  New or Change to Existing Accounts.  

Account Creation: The decision to establish a new account must be made at the highest possible administrative level. The four most important considerations are:

1. The purpose of the account
2. The funding source for the account
3. Department assignment (President’s Office, AA, BA, SS)
4. Whether there is a current account that can be used for the purpose

Changes of account title or deletion of an account must be coordinated through the office of the Vice President for Business Affairs.

Adding/Deleting/Changing an Account: The account manager may delegate account signature responsibility. To delegate or change account signature authorization, change an account name, or add/delete an account, an Account Addition/Change Request Form should be obtained from the Controller’s Office web page and completed indicating the change that needs to be made. For mass changes, a spreadsheet attached to a signed Account Addition/Change Request Form or a spreadsheet attached to an email from the account manager can be used.


	2.0  Fund Groups     


Fund, as defined in the Financial Accounting and Reporting Manual for Higher Education:

An accounting entity with a self-balancing set of accounts for recording assets, liabilities, a fund balance, and changes in fund balance.  Separate accounts are maintained for each fund to ensure observance of limitations and restrictions placed on the use of resources.  For accounting and reporting purposes, however, funds of similar characteristics are combined into fund groups.  

All accounts shall be classified in self balancing funds within fund groups in books of account and in financial reports.

The fund groups are:	                        
· Current Funds
· Loan Funds
· Endowment and Similar Funds
· Plant Funds
· Agency Funds

All financial transactions shall be recorded and reported by fund and fund groups.

2.1  Current Fund Group.  The current fund group consists of funds for current operations. The principal types of current funds are:
· Unrestricted:
    State funds
    Non-state funds
· Restricted:
	    Federal funds (Grants and Contracts)
	    State funds (Grants and Contracts)
	    Private funds (Grants and Contracts)
	    Gift funds

2.2  Loan Fund Group.   The loan fund group consists of funds which are available to students or to employees for personal computer purchases. The principal types of loan funds are funds from federal sources and gift funds restricted for loans.

2.3  Endowment and Similar Funds Group.   The endowment and similar funds group includes those funds whose principal is nonexpendable and is invested for the purpose of producing income. The college endowments are invested under a pool concept and are administered by the NSHE Director of Banking and Investment under the direction of the Board of Regents Investment Committee. The income from the investment pool is distributed quarterly and utilized as specified by the donor. 

2.4  Plant Fund Group.  The plant fund group consists of funds related to the physical assets of the college. This fund group includes the following:

Unexpended Plant Funds. Unexpended plant funds are those funds which have been authorized for capital projects purposes (construction). These funds are accounted for on a project (appropriation) basis. The primary source of funds for capital projects is appropriation from the State of Nevada. Appropriations may either be direct capital appropriations or may be a result of a bond referendum. Funding may be from revenue bond sales, funds designated for specific construction projects. The capital improvement fee is used as a source of funding for capital projects. Other potential sources of funds for unexpended plant funds are grants (public or private).

Funds for Retirement of Indebtedness. Retirement of Indebtedness funds are those funds which have been established to accumulate certain reserves for payment of debts. Retirement of Indebtedness funds (debt service funds) may be established by bond covenants, legislative action, or other debt instrument requirements. All payments of long-term debt are accounted for through these funds. 

The accounting for Retirement of Indebtedness funds consists of charging current operations (the current unrestricted or current restricted funds) for the annual payment of the principal and interest of the long-term debt and recording the resources and expenses in the retirement of indebtedness funds. The actual debt payments are made from the retirement of indebtedness funds.

Investment in Plant Funds. The investment in plant funds is a fund classification established to record the assets of the college as well as the liabilities for long-term debt.

Agency Fund Group.  The agency fund group consists of funds in the custody of the institution but not belonging to the institution.


	3.0 Cash Procedures  


3.1  Cash Sales.   Cash sales procedures will vary depending upon the circumstances involved. Consult the controller's office for the correct procedure. Proceeds of cash sales must be deposited in the controller's office daily if cash received exceeds $100.00.  Otherwise cash must be deposited at least once a week.

3.2  Deposits of Cash.  All funds from whatever source, for which the college or a college-related entity is responsible, are to be deposited on a timely basis with the controller's office in Elko or with local bank at other campuses with the exception of gifts, which are deposited through the GBC Foundation Office.  

3.3  Deposit Requirements and Restrictions:    
· All funds received by departments in excess of $100.00 cash must be deposited daily with the controller's office. Gifts must be delivered to the GBC Foundation office.
· Lesser amounts of funds may be deposited less frequently, but at least weekly.
· Pre-numbered receipts must be issued by the collecting department for all cash/checks received which are not subject to cash register, ticket sale, or other appropriate control.
· Deposits of cash/checks must be received in the controller's office or in the GBC Foundation office prior to 4:00 p.m. daily.
· Checks should not be accepted for amounts in excess of the purchase or originating transaction.
· All deposits received in the controller's office or the GBC Foundation office must be counted and  receipted in the presence of the courier. Under no circumstances are funds to be left uncounted. Funds left uncounted will not be receipted and credited to the department's revenue accounts until a representative is present to witness the count.
· In no event are funds to be forwarded through campus mail.
· Neither the controller's office nor the GBC Foundation office will assume responsibility for funds not handled in accordance with these procedures.
· Under no circumstances shall any member of the faculty, staff, or student body realize personal gain through the handling of such funds.
· No bank accounts or investment accounts other than those specifically approved by the Board of Regents 	are allowable for the College or any college-related entity.
· Petty cash/change funds must be specifically approved by the controller and recorded on the college books.  Detailed petty cash/change fund procedures must be followed. These procedures are available in the controller's office. All petty cash/change funds will be audited at least annually.
· Timely transport of cash/checks to the controller's office shall be the responsibility of collecting 
	departments.
· Vending machine collections of all types will be made by two authorized persons and transported to the controller’s office.  Security is available to collect cash.  See GBC 4.7 for complete policy on vending machines.  

3.4  Cash Transfer.  This term refers to a transfer of monies between divisions, funds, or accounts. It does not refer to a transfer of budget credits. Cash transfers can be made only under certain circumstances. The controller should be consulted if there are any questions concerning this type of transfer. Cash transfers cannot be made between departmental accounts in state appropriated funds, but may be made in some cases between divisions, funds, and accounts that do not include state appropriations.

Cash transfers can be initiated by contacting the controller's office. Cash transfers should be approved by the department head or the account administrator.

3.5  Reclassification or Correction of Revenue or Non-Payroll Expenditure.  This term refers to reclassifying or correcting recorded revenue or expenditure transactions between accounts. Reclassifying or correcting of revenue or expenditure transactions may be initiated by preparing and submitting the “General Journal Voucher” form to the controller's office with appropriate explanation of the need and back-up. (Copies of original entry and/or documents.) This form should be approved by the department head or the account administrator. The reference number of the original transaction (i.e., check number, IX number, receipt number) should be indicated on the form.

Transfer of payroll expenditures may be made through the use of a payroll form “Request for Change of Payroll Charge.” All payroll changes should be authorized by the controller’s office.

3.6  Credit Sales.  Any sale not an intradepartmental sale and one for which cash has not been collected will be subject to the accounts receivable procedures as summarized below:

The vendor department will be responsible for invoicing, monitoring payments and making the necessary follow-up on delinquent payments from the customer. General invoices are available in the controller's office or departments may design their own invoice. A copy of the invoice must be sent to the controller's office with account number identified for receipting payments. All payments must be promptly transmitted to the controller's office. The controller's office will send a copy of the receipt to the department.

3.7  Petty Cash Accounts.   The controller may establish a working petty cash fund at any appropriate level (i.e., division, department, office, or station). The requesting party must designate a fund custodian. Such custodian will be the authorized signer on the account and be responsible for accountability of the fund. The petty cash fund will be held in the controller's office safe where appropriate. Once established, each fund will be maintained on an imprest basis, the operation of which will follow the procedures as required by the controller's office. The petty cash fund can be established only from unrestricted funds.

3.8  Telephone Charges.  The campus utility account will be charged for all toll charges on the basis of the telephone company's monthly billing.   


3.9  Membership, Dues, and Licenses 
Membership Types
Institutional Memberships. Memberships in organizations which are held in the name of the institution, not that of any individual.

Individual Memberships. Memberships in organizations which are not held in the name of the institution but in the name of an individual.

Professional Association Dues. Dues to professional organizations for which an individual qualifies by virtue of educational background, the occupational field to which the individual belongs, or because of interest.

Individual Licenses. Licenses which may be required of individuals in certain occupations by state or local law. Examples are CPA licenses, real estate licenses, and medical licenses.

3.10  Procedures for Membership, Dues, and Licenses.  Institutional memberships can be paid from state funds.  Currently the President's Office allows one (1) institutional membership for each college or school to be paid centrally from the account controlled by his office. Payments for institutional memberships beyond the one membership may be made from state funds under the control of deans or directors. However, before such a membership is paid, it requires the approval of the President's Office for determination that it is not a personal membership.  The institutional membership is in the interest of the college, and is not a duplicate membership.

Payment for professional licenses or individual memberships or dues are not permitted to be made from state funds. However, payment for such may be authorized from non-state funds by a vice president or dean and must result in the direct benefit to the college.  The determination as to what is of benefit to the college is to be made by a vice president or dean and should not be delegated. Because of the diminishing level of returns to the college, in authorizing payment for such membership, a determination should be made that an individual does not belong to several organizations. For the same reason, care should be exercised that college funds are not authorized for various individuals to belong to the same organization.

	4.0  Miscellaneous Financial Procedures


4.1  Independent Contractors.   All persons who render personal services to the college of a contractual nature and not covered by employment contracts shall be considered independent contractors under the provisions of  the Nevada Revised Statutes. An independent contractor, by definition, is a natural person, firm, or corporation who agrees to perform services for a fixed price according to his or its own method and without being subjected to the supervision or control of the other contracting party, except as to the results of the work but not as to the means by which the services are accomplished. The independent contractors must not use college facilities, equipment, or services.

Prior to engaging independent contractors, the Independent Contractor/Consultant form, must be completed and approved by the appropriate vice president. The form is routed to the Human Resources Office, which decides, based on the information on the form, whether to process through payroll or purchasing. If the description meets the criteria of an independent contractor, the form is forwarded to Purchasing.  If the description meets the criteria for payroll, Human Resources will take appropriate action. 

Before college employees are retained as consultants, approval must be made prior to engagement and a Letter of Appointment pay document or Independent Contractor/Consultant, must be submitted to the Human Resources Office.  

4.2  Contracts Submitted for Approval by the NSHE Chancellor.  The only correct contracting party of the NSHE is the Board of Regents. Therefore, all contracts submitted for approval and execution by the Chancellor should reflect the Board of Regents of the Nevada System of Higher Education as the contracting party and not a division or entity within a division or campus. Limited exceptions to this policy exist in that presidents have been specifically delegated to limited authority to execute certain types of contracts for the College. All contracts submitted for execution by the Chancellor which do not reflect the Board of Regents as the contracting party for the college will be returned without action to the department which submitted the document. (Also see Contracts, Grants, Leases and Other Agreements.)

4.3  Recharge Center Rate Establishment.  A recharge center is any separately accounted for activity of the college which provides and charges for goods or services to college departments.

· Recharge centers shall be operated on a no-gain, no-loss basis. Any surplus or deficit in any one fiscal year shall be incorporated as a cost element for recharge rate calculation for the ensuing fiscal year in order to ultimately achieve a break-even current operating funds account balance. In exceptional cases where such adjustment would create a severe fluctuation in rates from one year to the next, the surplus or deficit may be incorporated into recharge rate calculation over a more extended period of time.

· Sales of goods and services by a recharge center to non-college users shall be charged at a recharge rate as calculated for college users along with a mark-up for recovery of general college indirect costs. Funds representing recovery of such indirect costs shall be retained by the recharge center. Such funds shall not be used to reduce recharge rates but may be used to finance costs otherwise unallowable against the current operating funds account.

· A new recharge center may be established only after approval of the President.

4.4  Payroll Expense Transfer.   When it becomes necessary to submit a payroll change for an employee, form PR 45, Request for Change of Payroll Charge, shall be completed by a responsible official having first-hand knowledge of the work performed by an employee, approved by the vice-president or director, and submitted to the controller’s office for final approval. The reason for the change of the payroll charge should be indicated (e.g., change in assignment to correct payroll charge to coincide with actual effort, new account number).  

4.5  Collections.  Collection procedures will originate with students who have past-due balances from the spring 2008 semester up to and including the fall 2012 semester. The amounts will include any amount in excess of $100.

Beginning with the spring 2013 semester, quarterly reports will be submitted to the collection agency for any student that has a balance of $100 and is more than 120 days in arrears.  

It will be imperative that all students’ information including a valid email address, phone number, and mailing address are correct and on file. Currently, all billing notifications are sent via email upon enrollment, seven days prior to a due date, and after the due date has passed including 30, 60, and 90 days past due. After the 120 past due date, a letter of notification will be sent to the students’ mailing address requiring that balances be paid in full within 30 days to avoid being sent to collections. All payments made from this point must be paid directly to the collection agency.

In addition to affecting a students’ credit, a service indicator will also be placed on your account and access will be denied to transcripts, diplomas, viewing grades, registering for future classes, receiving refunds and qualifying for financial aid across all NSHE institutions until the balance is paid in full.

4.6  Audits.  Due to the size of Great Basin College, the institution does not have its own internal audit department.  The NSHE level internal audit department conducts internal audits on various department, procedures, etc. at GBC.

External auditors audit the consolidated financial statements of the Nevada System of Higher Education, its eight institutions and other component units that have a significant relationship with the institutions.  They also audit the schedule of expenditures of federal awards for the year as required by the U.S. Office of Management and Budget Circular A-133, Audits of States, Local Governments and Non-Profit Organizations.

Great Basin College will comply with NSHE Procedures and Guidelines manual, Chapter 5, Section 14, Audit Related Procedures. The Vice President for Business Affairs is the institution’s Business Officer and will facilitate and ensure compliance of the audit procedures:

· Meetings.  Audits begin and end with entrance and exit meetings, respectively.  Additional meetings may be necessary such as during audit field work.  The institution Business Officer shall provide guidance regarding the personnel that are responsible for attending audit meetings.
· Field Work.  The auditors may work with various institutional personnel during audit field work depending on the scope of the review.  The institution Business Officer shall provide general guidance regarding the personnel involved during the audit field work.  
· Reports.  Audit reports are issued at the conclusion of the audit process.  The institution shall provide guidance regarding the personnel to whom reports shall be distributed.  For external audits, including those from external grantors, the audit reports shall also be forwarded to the Chancellor and the NSHE Chief Internal Auditor.
· Responses.  Audit reports often require a response from institutions for the findings noted.  The institution shall provide guidance regarding the personnel responsible for drafting, reviewing and approving the initial and follow-up responses to audit report findings.
· Audit Committee.  For audit reports presented to the Board of Regents Audit Committee, the institution Business Officer shall provide guidance regarding the personnel responsible for representing the institution at the audit committee meetings. 
· Monitoring.  In general, audit findings are required to be monitored until they are resolved.  The institution Business Officer shall develop a system for tracking and resolving audit findings and provide guidance regarding the personnel that will be responsible for this activity.

All internal and external audit recommendations, findings, etc. will be addressed and resolved in accordance to those entities and/or state/federal guidelines.










Date adopted: October 28, 1997
Date last revised by President’s Council:  January 22, 2008, April 23, 2013, October 27, 2015, May 10, 2016, August 26, 2016
Contact the assistant to the president for any questions, corrections, or additions.
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Procedures
bc ACCOUNT ADDITION/CHANGE REQUEST FORM

GREAT BASIN COLLEGE

D CHANGE EXISTING ACCOUNT FUND AGENCY ORGN
D NEW ACCOUNT FUND AGENCY ORGN
D INACTIVATE EXISTING ACCOUNT FUND AGENCY ORGN

(To inactivate, account balances must be $0.00, and encumbrances must be cleared)

ACCOUNT TITLE

DEPARTMENT/ADMINISTRATIVE UNIT

ACCOUNT MANAGER CHANGE I:IYES D NO

ACCOUNT PURPOSE

SOURCE OF FUNDS

REVENUE OBJECT CODES EXPENSE OBJECT CODES

Oe8 Tuition and Fees O10 Letters of Appointment

O72 State Appropriation O11 Professional Salaries

O76 Private Gifts O14 Classified Salaries

077 Indirect Cost Recovery O15 Wages

07s Miscellaneous (pease specify ) O16 Fringe Benefits

O79 Child Day Care 020 Travel

Oso Investment Income 30 General Operations

0 s1 Other Sources 060 Equipment

D 85 Gifts/Donations (expenditures cannot exceed revenue) D VT Vquntary Transfer

Ovr Voluntary Transfer O Other

O Other

ADDITIONAL AUTHORIZED SIGNERS DELETE AUTHORIZED SIGNERS
(Print or Type Name) (Print or Type Name)
REQUESTED BY DATE

APPROVED BY

(Vice President, Dean, Director or Department Chair)

FOR BUSINESS AFFAIRS OFFICE USE ONLY

SETUP BY DATE
ACTIVITY.

SHORT NAME ORG 2
SIGA

APPROPRIATION Al
EB

RB
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		AGENCY: 

		ORGN: 

		FUND_2: 

		AGENCY_2: 

		ORGN_2: 

		FUND_3: 

		AGENCY_3: 

		ORGN_3: 
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		Check Box17: Off

		Check Box18: Off

		Check Box19: Off

		Check Box20: Off

		Check Box21: Off

		Check Box22: Off

		Check Box23: Off

		Check Box24: Off

		Check Box25: Off

		Check Box26: Off
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