Unit identifies the need to bill Legend
customer (non-bursar, non-medical Minimum Required Control
billing) for goods or services. Processed by Unit
Processed by SSC
Processed by Unit or SSC

Refer to the Interdepartmental Fee Guidelines for For billing activity that is not related to

. ) *For questions about Unrelated
. . : Is this an internal or . K X :
updated guidance. For new or revised interdepartmental 3 e NI external customer? education or sponsored research, Business Income submit a service
room/space fees submit a fee request form.) y

complete a UBI Questionnaire*. request to the Tax Office.

Unit calculates and
records the amounts
to bill customers for

goods/services.

Is the unit a service
billing department?

Unit sends an

. invoice to customer.
Submit an Internal

o Refer to the
Billing (IB) e-doc. e G
Has a Service Billing (SB) entries.

role been established by an
individual in your unit?

Review the
Contact the SSC to IB e-docs must be . o
) : . Has payment unidentified
discuss an SB role. approved by a fiscal Payment received. § g8 . "
) . . been received? receipts sheet to
Is it appropriate? officer or a delegate.
locate payment.

. Unit monitors
Submit SB e-doc. ‘ .
receivable/aging
control. accounts for
payments due from

customers.

Work with the SSC
to have them grant
an SB role.

Minimum required

Unlike an IB these e-
docs do not route
for approval.

Minimum required
control.

Payment not
received.

(reconciliation).



https://finance.cornell.edu/accounting/topics/accountsreceivable/interdept
https://finance.cornell.edu/accounting/topics/accountsreceivable/interdept
https://finance.cornell.edu/accounting/topics/accountsreceivable/interdept
https://finance.cornell.edu/accounting/topics/accountsreceivable/interdept
https://finance.cornell.edu/fis/guides/kfs/processing/internalbilling
https://finance.cornell.edu/fis/guides/kfs/processing/internalbilling
https://finance.cornell.edu/accounting/topics/reconciliation
https://finance.cornell.edu/accounting/topics/reconciliation
https://finance.cornell.edu/accounting/topics/revenueclass/receivables
https://finance.cornell.edu/accounting/topics/revenueclass/receivables
https://finance.cornell.edu/accounting/topics/revenueclass/baddebt
https://finance.cornell.edu/accounting/topics/revenueclass/baddebt
https://finance.cornell.edu/treasurer/cash-management/unidentified-receipts
https://finance.cornell.edu/treasurer/cash-management/unidentified-receipts
https://tdx.cornell.edu/TDClient/218/Portal/Requests/TicketRequests/NewForm?ID=828&RequestorType=Service
https://tdx.cornell.edu/TDClient/218/Portal/Requests/TicketRequests/NewForm?ID=828&RequestorType=Service
https://tdx.cornell.edu/TDClient/218/Portal/Requests/TicketRequests/NewForm?ID=bfqOiFzZOA4_&RequestorType=Service
https://tdx.cornell.edu/TDClient/218/Portal/Requests/TicketRequests/NewForm?ID=bfqOiFzZOA4_&RequestorType=Service
https://dbp.cornell.edu/home/university-budget-office/interdepartmental-fees/
https://dbp.cornell.edu/home/university-budget-office/interdepartmental-fees/

Unit receives a payment (credit
card, check, cash, money order or Legend
direct payment to bank).

Minimum Required Control
Processed by Unit

Processed by SSC

Processed by Unit or SSC
Processed by Treasury

*Cash includes money orders or
international checks.

Was the payment sent to **Checks include only domestic
a lockbox or to the unit? checks.

Direct to Bank: Unit has established

Credit Card tra.nsactlon .
authority per Policy
3.22.

Notify the Treasurer
of any ACH/EFT
payments, when no

Payments routed to
the account #
associated with

payment history
exists, or unforeseen

MID. Refer to Policy
3.17 for additional

Check to Unit**

Cash to Unit*

or unanticipated by
Treasurer.

Office of the
Treasurer will

details.

Unit received cash,

Lockbox e «4  MoOnNey order, or

international checks.

process payment to
account.

Does your unit have a
Remote Deposit Capture

ice?
Payment sent device?

directly to the bank.
(i.e., ACH or EFT)

Is the MID owned by
the unit or the SSC?

Does your unit process
cash* deposits? (i.e.,

Unit SSC

Use Remote Deposit
Capture (RDC) to
deposit paper

Forward to SSC for
processing with

Office of the
Treasurer processes
payment to unit
account.

Unit monitors
clearing account and
makes entry to
apply to the
appropriate
account.

SSC monitors
clearing account and
makes entry to
apply to the
appropriate
account.

Payment processed.

Minimum required
control.

12.

Reconcile daily all
payments received

See Reconciliation §
Guidelines.

For any inquiries regarding non-traditional payment types not listed above, please contact cashmanagement@cornell.edu for further guidance.

to that day's sales
receipts. See Policy
3.22.

processing details.

Cash* Deposits

Use an Advance Deposit funds at
Deposit (AD) e-doc Tompkins
to record deposits. Community Bank.



https://finance.cornell.edu/accounting/topics/deposits
https://finance.cornell.edu/accounting/topics/deposits
https://finance.cornell.edu/treasurer/cash-management/cash-and-checks/remotedeposit
https://finance.cornell.edu/treasurer/cash-management/cash-and-checks/remotedeposit
https://policy.cornell.edu/policy-library/safekeeping-financial-assets-including-cash-checks-and-securities
https://policy.cornell.edu/policy-library/safekeeping-financial-assets-including-cash-checks-and-securities
https://treasurerforms.hosting.cornell.edu/wiretransfers/create
https://treasurerforms.hosting.cornell.edu/wiretransfers/create
https://finance.cornell.edu/accounting/topics/reconciliation
https://finance.cornell.edu/accounting/topics/reconciliation
https://policy.cornell.edu/policy-library/accepting-credit-cards-conduct-university-business
https://policy.cornell.edu/policy-library/accepting-credit-cards-conduct-university-business
https://policy.cornell.edu/policy-library/safekeeping-financial-assets-including-cash-checks-and-securities
https://policy.cornell.edu/policy-library/safekeeping-financial-assets-including-cash-checks-and-securities

Continue to assess
until payment
received or write-off
is needed.

Payment Received

Payment received.

Over $5,000

Write-Off Needed

Unit considers and develops allowance for
doubtful accounts based on historical
collectability experience.

as unit made multiple
recorded attempts to
collect balance?

Yes

Need to create a
write-off.

Is the write-off greater

Acquire
authorization from

University Controller
for write-off.

than $5,000?

Submit write-off

Legend

Minimum Required Control
Processed by Unit
Processed by SSC
Processed by Unit or SSC
Processed by Treasury

Requests for authorization of non-sponsored, non-

employee-related write-offs should include:

e A brief narrative of the reason for the write-off.

e Evidence of multiple collection attempts.

e The account number that will fund the write-off.

e An email confirmation from operating unit's
senior business officer stating they agree with
the write-off

Under $5,000

Acquire
authorization from
unit's senior
business officer for

Minimum required
control.

approval.

entry with
authorization.



https://finance.cornell.edu/accounting/topics/accountsreceivable/writeoffs
https://finance.cornell.edu/accounting/topics/accountsreceivable/writeoffs
https://finance.cornell.edu/accounting/topics/accountsreceivable/writeoffs
https://finance.cornell.edu/accounting/topics/accountsreceivable/writeoffs
https://finance.cornell.edu/accounting/topics/revenueclass/baddebt#:~:text=Allowance%20for%20Doubtful%20Accounts%20is%20a%20contra%20current,external%20customers%20where%20the%20possibility%20of%20default%20exists
https://finance.cornell.edu/accounting/topics/revenueclass/baddebt#:~:text=Allowance%20for%20Doubtful%20Accounts%20is%20a%20contra%20current,external%20customers%20where%20the%20possibility%20of%20default%20exists

TOMPKINS

New Guidance for Deposit Locations

Cornell deposits not delivered by Loomis Couriers may be made at Tompkins Trust
Company’s Ithaca Main Office Drive-up Night Depository. Deposits cannot be processed at
the teller line.

Main Office Drive-up Night Deposit
119 E Seneca Street

Entrance to Night Drop location:
119 E Seneca Street

Location of Night Drop

Envelopes can be inserted by
pulling the handle. A night drop
key is not necessary for

- ;
= envelopes up to 1inch.

Questions may be directed to Myrniah Marnell at mmamell@tomplkinsfinancial.com
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