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To all Program Directors of Towson University Foundation, Inc.,
Below, please find an updated and revised copy of the Towson University Foundation’s Accounting Policies and Procedures Manual.  This revised manual contains the updated, official financial management and accounting policies and procedures of the Towson University Foundation, Inc.

This manual is intended to codify the Foundation’s accounting policies and procedures in order to strengthen its internal accounting controls and traditional financial management and accounting functions.  Observance of these policies and procedures is essential to safeguard the Foundation’s assets.  As such, these policies and procedures must be observed. 
For your part, after reading it, I would appreciate your feedback on how these procedures could be made more relevant to your job.  I welcome your suggestions for new or modified procedures.  It was not my intent to incorporate every single policy or procedure of the Foundation in this manual, but rather my intentions were to highlight major and significant issues that impact us all on a day to day basis.  If you have questions about something not addressed in this manual, please reach out to me at 410-704-2040 or jmease@towson.edu.
It is my goal to keep this manual updated, current and relevant.

Sincerely,

John J. Mease, Jr.

Vice President / CFO
Towson University Foundation, Inc.
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GENERAL FOUNDATION ACCOUNTING POLICIES AND PROCEDURES

In this section, policies and procedures are described for the overall operations, conduct, and accounting system design.  Information contained in this section, being of a general nature, in no way supersedes such policies and procedures issued by the Towson University Foundation, Inc., (Foundation) as a whole.

RECORD KEEPING

To provide an accurate and auditable record of all financial transactions, the Foundation’s books, records and accounts must be maintained in conformity with generally accepted accounting principles.  Foundation personnel are responsible for safeguarding Foundation assets under their control and for maintaining an auditable record of financial transactions.

Further, the Foundation specifically requires that:

A. No projects or accounts may be established or maintained for purposes that are not fully and accurately described on the books and records of the Foundation.

B. No projects or accounts may be established or maintained for purposes that provide benefit to other than Towson University or the Foundation.

C. Receipts and disbursements must be fully and accurately described on the books and records of the Foundation.

D. No false entries may be made on the books or records, nor may any false or misleading reports be issued.
Payments may be made only to the contracting party or a valid assignee and only for the actual services rendered or products delivered.  No false or fictitious invoices may be paid.

If you have reason to believe that the Foundation’s books and records are not in accordance with the foregoing requirements, report the matter to either the Vice President or the Executive Vice President of the Foundation.

SECURITY OF FINANCIAL DATA

A. The Foundation's automated accounting system will have sufficient built-in general controls and application controls to preclude unauthorized access to data.
B. Access to any computer-based financial data will be granted on a need-to-know basis and will be restricted by a series of passwords to be revised periodically.
C. The system's accounting data will be backed up nightly and stored in a safe, off-site location. 
USE OF FOUNDATION ASSETS

A. No employee of Towson University or Towson University Foundation, Inc. may use any Foundation property, equipment, material or supplies for personal use without the prior approval of the Executive Vice President, Vice President/CFO, or other person so designated.

B. Any such uses of Foundation assets for personal purposes may be reportable to the Internal Revenue Service.

C. Foundation funds are strictly prohibited from being maintained in any bank accounts that are not under Foundation control (checking, savings, investments, etc.).

FINANCIAL MANAGEMENT POLICIES

BASIS OF ACCOUNTING

Towson University Foundation, Inc. will maintain its books and report on the accrual basis of accounting.  The Foundation has implemented the following Statements of Financial Accounting Standards:

STATEMENT OF FINANCIAL ACCOUNTING STANDARDS NO. 116

This Statement establishes standards of financial accounting and reporting for contributions received and contributions made.  This statement establishes standards for recognizing expirations of restrictions on contributions.  This statement also applies to contributions of cash and other assets, including promises to give.

The Foundation shall distinguish between contributions received with permanent restrictions, those received with temporary restrictions, and those received without donor-imposed restrictions.  A restriction on the Foundation’s use of assets contributed results either from a donor’s explicit stipulation or from circumstances surrounding the receipt of the contribution that make clear the donor’s implicit restriction on use.  Contributions with donor-imposed restrictions shall be reported as restricted revenue.  Restricted revenue increases permanently restricted net assets or temporarily restricted net assets.  Contributions without donor-imposed restrictions shall be reported as unrestricted support that increases unrestricted net assets.

The Foundation shall recognize the expiration of a donor-imposed restriction on a contribution in the period in which the restriction expires.  A restriction expires when the stipulated time has elapsed, when the stipulated purpose for which the resource was restricted has been fulfilled, or both. 

STATEMENT OF FINANCIAL ACCOUNTING STANDARDS NO. 117

This Statement requires a complete set of financial statements, which shall include a statement of financial position as of the end of the reporting period, a statement of activities and a statement of cash flows for the reporting period, and accompanying notes to the financial statements.

The Foundation’s statement of financial position shall report the amounts for each of three classes of net assets – permanently restricted net assets, temporarily restricted net assets, and unrestricted net assets – based on the existence or absence of donor-imposed restrictions.  Information about the nature and amounts of different types of permanent restrictions or temporary restrictions shall be provided either by reporting their amounts on the face of the financial statements or by including relevant details in notes to financial statements.  In addition, information about self-imposed limits, including information about voluntary resolutions by the Board of Directors to designate a portion of the unrestricted net assets to function as an endowment (i.e., board-designated endowment), will be provided on the face of financial statements.

The Foundation’s statement of activities shall focus on the organization as a whole and shall report the amount of the change in net assets for the period.  The statement shall report the amount of changes in permanently restricted net assets, temporarily restricted net assets, and unrestricted net assets for the period.  The statement of activities shall report revenues as increases in unrestricted net assets unless the use of the assets received is limited by donor-imposed restrictions.  For example, income from investments generally are unrestricted; however, investment income from donor-restricted permanent endowments may be donor restricted and increase either temporarily restricted net assets or permanently restricted net assets. The expirations of donor-imposed restrictions, that simultaneously increase one class of net assets and decrease another, shall be reported as separate items.  All expenses shall be reported as decreases in unrestricted net assets.

STATEMENT OF FINANCIAL ACCOUNTING STANDARDS NO. 124

This Statement establishes standards for accounting for certain investments held by not-for-profit organizations.  It requires that investments in equity securities with readily determinable fair values and all investments in debt securities be reported at fair value with gains and losses included in the statement of activities.  The Statement requires certain disclosures about investments held by not-for-profit organizations and the return on those investments.

This Statement also establishes standards for reporting losses on investments held because of a donor’s stipulation to invest a gift in perpetuity or for a specified term.

BUDGETS

Policy:
The purpose of the annual budget is to provide for the financial control over the operations of the Foundation and the capital requirements for the upcoming year.  The operating budget shall incorporate two areas, operations and university support expenses.

Procedures:
A.
The Vice President/CFO will have primary responsibility for coordinating the development and final preparation of the annual budget.  Preparation of a preliminary annual budget will begin approximately two (2) months prior to the beginning of each fiscal year.

B. The preliminary budget will be developed by the Vice President/CFO, based on prior year results, known operating changes for the upcoming year, and anticipated activities. 

C. The preliminary budget is to be presented to the Budget Committee, chaired by the Treasurer, approximately 1-month prior to the May Board meeting.
D. Once the Budget Committee approves the preliminary budget, the Treasurer is responsible for presenting it to the full Board at the May meeting for discussion, possible amendment and finally, for full Board approval and adoption.
E. During the fiscal year, the Executive Committee has the authority to approve any single budget revision in excess of $2,500.  The Executive Vice President and/or the Vice President/CFO have the authority to make revisions of less than $2,500 without prior Board or Executive Committee approval.

SIGNATURE REQUIREMENTS FOR FOUNDATION CHECKS

Policy:
A limited number of employees and Board members will be authorized to sign checks, but there shall be no fewer than three individuals authorized at any time.  Two signatures will be required on all checks in excess of $2,500.

Procedures:
A.
Authorized check signers require Board of Director’s authorization.  The Executive Vice President, Vice President/CFO, Board President and Board Treasurer will have check signing authority.  Additional individuals may be authorized as necessary.

B. The Executive Vice President will be the primary check signer.

C. The Board of Directors may revoke an individual’s check-signing authority at any time.  Any person who is not authorized to sign organization checks will be notified in writing.  The Vice President/CFO will be responsible for sending notification to the Foundation’s banking partners whenever authorized signature changes are made.

D. The pre-signing of blank checks is strictly prohibited.

FILES AND RECORD MANAGEMENT

Policy:
The Foundation will retain records in an orderly fashion for time periods that comply with legal and governmental requirements and agree with common practices and as needed for general business requirements.

Procedures:
CURRENT FILING SYSTEM

A. To reduce the amount of duplicate and unnecessary record retention, individual employee desk files should be avoided unless they are essential for use in daily operations.  All other Foundation or organizational records should be filed in the Foundation’s central filing area. 

B.
The following filing guidelines should be adhered to in order to optimize filing efficiency and records access:

1. All file cabinets and files will follow recognized rules of order, such as left to right, top to bottom, front to back and in the case of chronological records, newest to oldest.  

2. File markers or label headings will always be placed at the beginning or front of a file or group of files.  File tabs will always be placed at the back of the hanging files.

3. Alphabetical files should always be filed under broad topical categories.  Files should never be filed under individual employee names (except personnel) to avoid confusion and re-filing in the event of turnover.  Files should always be filed under the organizational names whenever appropriate.  In the case of individuals, files should be maintained according to the person’s "Last name" then “First name” and “Middle initial.” 

With regard to personnel or donor files that are considered confidential, such files will be kept in a locking file cabinet.  Access to such files will be restricted to authorized employees.

RECORD RETENTION AND LONG-TERM STORAGE

A.
Storage of archived records will be maintained in a secure, locked, off-site storage facility. Access to this area will be limited to authorized employees.  All records will be maintained in a secure location equipped with sprinkler system in case of fire.

B.
Files will be stored in cardboard file boxes.  File boxes will be labeled on the front with a description of the contents, dates covered, and destruction date if applicable.

C.
Files should be stored only in boxes with similar items, dates and retention periods.  This will allow easier access and purging of records.  A general rule to keep in mind is that it is better to only half fill a file box than to file dissimilar types of files in the same box. The Administrative Assistant will be responsible for categorizing and maintaining a listing of records maintained and the location. 

D.
The holding periods will be maintained for the documents listed in Appendix A.  Any questions regarding documents not listed should be directed to the Vice President/CFO.

RECORD DESTRUCTION

A. Three to six months after each year-end, the Administrative Assistant, in consultation with the Vice President/CFO, will proceed with destruction of all files that have exceeded their recognized holding period.

B.
The actual listing of records destroyed will be maintained permanently for future reference.

FINANCIAL REPORTING

Policy:
To maintain effective written communication while avoiding redundant and/or overlapping efforts, development and maintenance of all financial reports will be periodically reviewed and evaluated for usefulness and content requirements.  

Reporting procedures will be reviewed for appropriate distribution and minimization of filing of duplicate copies.

Procedures:
Supporting records will be maintained in sufficient detail to prepare the Foundation’s financial reports, including:

ANNUALLY:

1. IRS Form 5500 - Annual Return/Report of Employee Benefit Plan (July)

2. Endowment Investment Performance Report to USMF (August)

3. CAE Report - prepared by the Towson University Development Office (September)

4. Charitable Gift Annuity Annual Report - Maryland Insurance Administration (September)

5. Report to USM Board of Regents, as per Board of Regents’ Policy on Affiliated Foundations IX-2.00, §27 (October)
6. Audited Financial Statements and Agreed Upon Procedures Reports (October)

7. GASB 30 Report to USM (October)

8. IRS Form 990 – U.S. Exempt Organization Income Tax Return (November)

9. Maryland Charities Registration/Participation (December)

10. IRS Form 1099 MISC – U.S. Annual Information Return for Recipients of Miscellaneous Income (January)

11. IRS Form W-2 – Wage and Tax Statement (January)

12. IRS Form 1096 – Transmittal of Form 1099’s (February)

13. IRS Form W-3 – Transmittal of Income and Tax Statements (February)

14. Maryland Form MW508 – Annual Employer Withholding Reconciliation Report (February)

15. Combined Federal Campaign (April)

16. Maryland Form 1 - Personal Property Return (April)

17. Operating Budget (May)

QUARTERLY:

1. Operating Budget to Actual Report for Presentation to the Board
2. IRS Form 941 – Employer’s Quarterly Federal Tax Return

3. Maryland State Unemployment Tax Return 

4. Maryland Sales and Use Tax Returns

MONTHLY (at a minimum):

1. Detailed Project Activity Report (e-mailed to Program Directors)

2. Endowment Spendable Income Report (e-mailed to Program Directors)
3. Maryland Form MW506 – Employer’s Return of Income Tax Withheld

A monthly calendar is employed to ensure all reporting deadlines are met.

ANNUAL AUDIT OF THE FINANCIAL STATEMENTS
Policy:
The Audit Committee of the Board of Directors will arrange annually for an external, qualified independent public accounting firm to conduct a full-scope audit of the Foundation’s financial statements.  Procedures will be in place to ensure the most efficient and expeditious audit of the Foundation.

Procedures:

HIRING AN AUDIT FIRM

The Audit Committee shall review the performance and compensation of the external auditor and recommend to the Board the appointment and discharge of the external auditor. The external auditor is ultimately accountable to the Board and the Committee, and the Board and the Committee shall have the authority and responsibility to select, evaluate and, if necessary, discharge the external auditor.
If the audit is going out for bid, the Audit Committee will prepare a detailed request for proposal (RFP) for use in soliciting bids from qualified auditing firms.  The RFP will give a general background of the Foundation and will also include the following:

1. The IRS code section under which tax exempt status is granted {i.e. 501(c)(3)} 

2. A copy of the most recent audit report.

3. The RFP should request potential auditors to provide evidence of their experience in auditing non-profit organizations.

4. All potential candidates should be required to provide a copy of their most recent peer review report.

5. At least three bids should be requested in order to select the most qualified audit firm. Respondents to the RFP should be given the opportunity to meet with the Executive Vice President, Vice President/CFO and members of the Audit Committee.

6. The Audit Committee shall make a final selection and recommendation to the Board of Directors.

AUDIT PLANNING AND COORDINATION

Prior to the start of the audit (approximately one to two months before year-end), the Audit Committee shall meet with the external auditor and management of the Foundation to review the audit scope and plan.  The Committee’s review should include an explanation from the external auditors of the factors they considered in determining the audit scope, including any major risk factors identified.  The external auditors should also confirm to the Committee that no limitations have been placed on the scope or nature of their planned audit procedures.
The purpose of the audit is to obtain an opinion from the outside auditing firm on the financial statements, not to search for defalcations or inefficiencies in the Foundation’ Office. However, issues that come to their attention during normal audit procedures will be reported to the Audit Committee
The Committee shall be kept informed by the Foundation’s management and the external auditor of any actual or proposed changes in accounting or financial reporting practices or policies.
LIAISON WITH THE AUDITOR 

During the auditor’s examination, discussions are required to obtain facts regarding unusual transactions, and many matters must be explained.  The work of the Foundation can be disrupted if auditors must search for the person best qualified to furnish the needed information.  If the wrong person is asked questions or incorrect information is given to the wrong person, time is wasted correcting the inadequate or erroneous recording of data in the audit working papers.  To prevent such errors and to facilitate the flow of accurate communication, the Vice President/CFO is appointed as liaison to the auditors.
Conversely, the auditor should funnel all significant questions to the Foundation through the Vice President/CFO.  Such a procedure also saves time and avoids unnecessary questions.  However, the auditor must not be restricted from access to all records and all personnel.  Such restrictions would be considered an unacceptable limitation on the scope of the audit.

PROVIDING APPROPRIATE FACILITIES

It is economical to provide auditors with appropriate working space and to position them adjacent to any accounting or clerical personnel who will be called upon to assist them.  The auditor's facilities should be available for overtime work. 
CONCLUDING THE AUDIT

Before the auditors leave the field, they should be requested to provide an “exit conference.”  The Vice President/CFO, Executive Vice President and the senior staff member in charge of the audit should attend this meeting.  The purpose of the meeting is to give the auditors the opportunity to present any significant findings and to discuss proposed adjusting journal entries.  This meeting should be utilized to clear up any miscommunications or misunderstandings that may be present for both parties.

Subsequent to completion of the external audit (late September/ early October), the Audit Committee shall meet again with the external auditor and management to review matters relating to the external audit of the Foundation’s financial statements, including any proposed audit adjustments thereto.

The Audit Committee shall review the annual audited financial statements and related notes thereto with management and the external auditor.  The Audit Committee is authorized by the Board to approve and accept the audit report as final.  Once approved the report may be distributed to other outside parties as requested. One copy will be kept on file in the Foundation Business Office at all times.

The final audit report will be presented by the Audit Committee Chair to the Board of Directors at the November meeting.  

INTERNAL CONTROLS / INTERNAL AUDIT PROCEDURES
Policy:
Pursuant to the University System of Maryland Board of Regents Policy on Affiliated Foundations IX-2.00, paragraph 24, the Foundation is required to make use of an “internal auditor” to strengthen and maintain internal controls and processes.  To that end, the Audit Committee will arrange for an external, qualified independent public accounting firm to perform periodic “agreed upon procedures” that test internal controls and processes.
Procedures:
A. Annually, the Audit Committee shall meet with the external auditor to establish a scope for agreed upon procedures to be performed by the external auditor to test various aspects of internal control and processes, randomly rotating procedures on a periodic basis.  The Committee shall also make certain that the external auditor keeps the Committee informed about deficiencies in internal control, as well as any instances of fraud, unlawful acts, and other audit related matters.

B. The Committee shall review the report of the external auditors, note any exceptions, and then ensure that management implements any internal-control recommendations made by the auditors.  The Committee shall forward the report with recommendations to the full Board.

C. The Committee shall periodically review the effectiveness of the internal audit function. 

GENERAL LEDGER

GENERAL LEDGER ACTIVITY CONTROLS AND PROCEDURES

Policies:
Timeliness of Entries  

All entries will be made on a timely basis after the underlying accounting event to ensure the financial records and reporting are current.  

Authorization of Transactions and Entries

The official designated in the Purchasing/Approval Policy will authorize all transactions and entries.  (See Cash Management Procedures) 

Adequate Supporting Documentation

All entries will be supported by adequate documentation that clearly shows the justification and authorization for the transaction.  

Complete Audit Trails

A complete audit trail will be maintained by the use of reference codes from source documentation to the books of original entry, General Ledger and finally to periodic reporting.  

Procedures:
A.
All entries in the books in the accounting records (e.g., General Journal, Payroll, Cash Receipts and Disbursements, and other transactions) will be made as soon as possible after the accounting event, from authorized forms prepared by qualified accounting personnel.

B.
All General Journal entries will be supported by documentation attached and the Vice President/CFO will approve or prepare all non-recurring items.

FINANCIAL REPORTING

Policy:
All financial reporting will be accurate, complete, and timely to support decision-making.  Before release, all financial reports will be reviewed for accuracy and completeness and approved by the Vice President/CFO.  To facilitate statement preparation and ensure the accuracy of its financial reporting, the Foundation will periodical​ly prepare a trial balance of its books of account.  A qualified independent public accounting firm will audit the annual financial statements of the Foundation.  
Procedures:
A.
The Foundation Business Office will prepare and abide by a standardized reporting system of required financial reports: annual and quarterly Operating Budget vs. Actual Reports, Income Statements and Balance Sheets, other reports as requested by the Executive Committee/Budget Committee/Full Board.  

B.
The Vice President/CFO will prepare a quarterly trial balance/general ledger of accounts for his/her use in the preparation of the quarterly interim financial reports.  

C. All financial reports will be reviewed and approved by the Vice President/CFO prior to release.

D. The Audit Committee will arrange for a full scope audit of the Foundation’s annual financial statements by an external, qualified independent public accounting firm.

E. The Senior Bookkeeper will prepare and distribute monthly Project Activity Reports and Endowment Spendable Income reports to relevant Program Directors and Deans, via email.

F. Program Directors will review their Project Activity and Endowment Spendable Income Reports to determine the accuracy of the amounts reported, and will report back to the Foundation any discrepancies for Foundation staff to research and review and adjust, if necessary.

TAX COMPLIANCE

Policy: 
All required tax documents will be prepared and filed on a timely basis.  The Foundation will retain its public accounting firm for advice with respect to federal and state tax matters and for all non-payroll tax return preparations.  All tax returns will be reviewed and approved by the Vice President/CFO prior to filing.  The Foundation will also retain its outside payroll firm to prepare and file all payroll returns and to remit all payroll taxes when due.

Procedures:
A.
The Vice President/CFO will periodically compare the data requirements of all new tax return forms with the Foundation’s accounting system and make revisions, as appropriate, to its coding structure/chart of accounts in order to report all required tax data.

B.
The Foundation will maintain a tickler system to remind accounting staff of the required filing due dates for:

1. IRS Form W-2 - Wage and Tax Statement (Prepared by outside payroll firm)

2. IRS Form W-3 - Transmittal of Income and Tax Statements (prepared by outside payroll firm)

3. IRS Form 941 - Employer's Quarterly Federal Tax Return (prepared by outside payroll firm)

4. IRS Form 1099 MISC (also 1099-DIV, 1099-INT, 1099-OID) - U.S. Annual Information Return for Recipients of Miscellaneous Income (prepared by Bookkeeper)

5. IRS Form 1096 – Transmittal of Form 1099’s (prepared by Bookkeeper)

6. IRS Form 990 - U.S. Exempt Organization Income Tax Return  (prepared by public accounting firm, with assistance of the Vice President/CFO)

7. IRS Form 5500 - Annual Return/Report of Em​ployee Benefit Plan (prepared by public accounting firm)

8. Maryland Form MW506 – Employer’s Return of Income Tax Withheld (prepared by outside payroll service)

9. Maryland Form MW508 – Annual Employer Withholding Reconciliation Report (prepared by outside payroll service)

10. Quarterly and annual State of Maryland unemployment tax returns (prepared by outside payroll firm)

11. Quarterly State of Maryland sales tax returns (prepared by Senior Bookkeeper)

12. Other tax filings as necessary

C. Before submission, all tax returns and the supporting schedules will be reviewed and approved by the Vice President/CFO for accuracy and completeness.

GENERAL LEDGER SET-UP

The Foundation utilizes an automated accounting system for recording all financial transactions and for maintaining the books of the Foundation.  It is a full-blown computerized general ledger system that provides the capability to produce all required reports for use by management and for compliance with generally accepted accounting principles.

The accounting system is designed specifically for not-for-profits.  It allows for transactions to be categorized by fund and further categorized within each fund by project.

CURRENT FUND STRUCTURE

1. Unrestricted Net Assets (Fund 01)

2. Temporarily Restricted Net Assets (Fund 02)

3. Permanently Restricted Net Assets (Fund 03)

Each of the above funds is comprised of projects.  A project is a distinct activity with a unique purpose.  The purpose of a project (usually defined by a donor) determines the fund it is assigned to for accounting purposes.  For example, endowment gifts are assigned to Fund 03 – Permanently Restricted Net Assets, due to the fact that endowments are to be maintained in perpetuity, hence permanently restricted.  The Vice President/CFO reviews each new project’s purpose and makes a fund determination at that time.

CURRENT PROJECT STRUCTURE

Project Type


Project Numbers
Operating Budget - Unrestricted

00001 – 09999


Operating - Temporarily Restricted - Programs
10000 – 19999

Operating - Temporarily Restricted - Scholarships
30000 – 35799

Endowments (including Quasi)

35800 – 47999
Planned Gift Annuities

48000 – 48999

Gifts-in-Kind


50000 – 50003

Fundraising Events

70000 – 70999 

Grants


80000 – 80999

REQUIREMENTS TO OPEN A NEW PROJECT

OPERATING, PROGRAM AND/OR SCHOLARSHIP PROJECTS
Un-named Operating Projects - The Foundation requires $1,000 to open un-named, new operating projects.  If, after six (6) months, the $1,000 balance is not achieved, the Program Director will be contacted to see if the project should remain open.  

Named Operating Projects - The Foundation requires $10,000 to open new, named operating program or operating scholarship projects OR the promise of a donor to pay the $10,000 over a period of time.  The Foundation allows up to three (3) years for achieving the $10,000 balance, assuming the donor is unable to fund the entire $10,000 at the creation of the project.
If, after three (3) years, the $10,000 balance is not achieved, all dollars on deposit will be transferred to another existing project that most closely mirrors the original intent of the donor(s), OR expended immediately according to the donor(s) original intent.  

ENDOWMENTS

Named and/or Restricted Scholarships - The Foundation requires $25,000** to open a new, named and/or scholarship endowment project OR the promise of a donor to pay $25,000 over a period of time.  The Foundation allows up to three (3) years for achieving the $25,000 balance, assuming the donor is unable to fund the entire $25,000 at the creation of the project.
If, after three (3) years, the $25,000 balance is not achieved, all dollars on deposit will either be transferred to another existing project that most closely mirrors the original intent of the donor(s), transferred to a new temporarily restricted project assigned the same purpose as the failed endowment, OR expended immediately according to the donor(s) original intent.

**NOTE:  The $25,000 balance must be original gift dollars.  Earnings achieved while the endowment is invested in this pre-$25,000 status WILL NOT be credited toward the $25,000 required level of funding.

Donors wishing to support student scholarships at levels below $25,000 are welcome to direct gifts to an existing, general endowed or operating scholarship project for the college or department of their choice.

Named Program Endowments - The Foundation requires $10,000** to open a new, named program endowment or a new, named operating project or the promise of a donor to pay $10,000 over a period of time.  The Foundation allows up to three (3) years for achieving the $10,000 balance, assuming the donor is unable to fund the entire $10,000 at the creation of the project.  If, after three (3) years, the $10,000 balance is not achieved, all dollars on deposit will either be transferred to another existing project that most closely mirrors the original intent of the donor(s), transferred to a new temporarily restricted project assigned the same purpose as the failed endowment, OR expended immediately according to the donor(s) original intent.  
**NOTE:  For Program Endowments, the $10,000 balance must be original gift dollars.  Earnings achieved while the endowment is invested in this pre-$10,000 status WILL NOT be credited toward the $10,000 required level of funding.  

CASH MANAGEMENT PROCEDURES – CASH RECEIPTS
CASH REGISTERS
Cash registers detailing all cash activity, in and out, for the two (2) Capital One Bank checking accounts is to be maintained on a subsidiary Excel “Cash Register” by the Senior Bookkeeper.  The cash registers are agreed to the General Ledger cash control accounts and to the Capital One Bank (utilizing the bank’s Treasury Optimizer on-line access tools), on a daily basis to ensure accuracy.

CASH RECEIPTS

Policy:
Accurate internal control of cash receipts and deposits will be maintained at all times.  All revenues intended for the Foundation will be promptly deposited, properly recorded, reconciled, kept under adequate security, and maintained in compliance with the terms of any related restrictions.

Procedures:

GENERAL CASH RECEIPTS
Generally speaking, the majority of solicited gifts are mailed directly to the lockbox location.

On occasions where gifts (solicited and unsolicited) and non-gifts are mailed directly to a Program Director or other university official, the following procedures shall be followed.

CHECKS
For funds received in the form of checks:

1. Program Directors must complete either a Gift Transmittal Form (GTF) OR a Deposit Form-Non-Gift OR a Deposit Form-Sales.  The completed form(s), along with the checks, must be promptly delivered to the Foundation Business Office, attention Senior Bookkeeper.  Project numbers must be written on every check.

2. The Senior Bookkeeper will reconcile all checks received with the transmittal form(s) and organize the checks into batches of no more than 25 checks.  Each batch of checks will be remote deposited daily, via the Foundation’s Remote Deposit system.
3. Only checks made payable to Towson University Foundation or payable in the name of an existing Foundation Project name will be accepted for deposit.
4.  For checks payable to other than the Towson University Foundation:

a. Gift checks – the check(s) is given to the Towson University Senior Director of Advancement Services, who will prepare and send a Deposit Authorization letter to the donor, seeking the donor’s authorization to deposit the check into a Foundation bank account.  The donor’s signature is required.

b. Non-Gift checks – the check(s) is given to the Foundation’s Administrative Assistant who prepares and sends a Deposit Authorization letter to the payor, seeking authorization to deposit the check into a Foundation bank account.  Signature of the payor’s authorizing officer is required.    
5. RETURN DEPOSIT ITEMS: Any check returned for “insufficient funds” will be re-deposited within 1 - 2 weeks, on a separate deposit ticket.  If the item cannot be re-deposited, the amount of the check, in addition to any resulting fees, will be debited against the project from which the amount was designated.  Program Directors will be notified in writing that a deposit item was returned and can’t be re-deposited.  The Program Director is then asked to contact the payor of the check to obtain replacement payment.

CREDIT CARDS
For funds received in the form of credit cards:

*IMPORTANT* Paperwork that documents funds received in the form of credit cards MUST BE hand delivered to the Senior Bookkeeper for processing.  For security reasons, under no circumstances may credit card information be sent via inter-office mail or by email.

The Foundation accepts MasterCard, Visa, Discover and American Express.

For all numbered items described below, each process has reporting capabilities to ensure that every receipt is properly accounted for as either gift or non-gift revenue and recorded to the appropriate project.

We process credit cards in all of the following ways:

1. Virtual Terminal – Gift and Non/gift credit card transactions that are initiated and authorized by our donors and received via U.S. mail in Foundation Business Office, are processed via our USA EPay Virtual Terminal (VT).  Once the credit card information is keyed into the VT and once authorization is received that the transaction was properly processed, the credit card number and any other identifying information written on the donor solicitation card is shredded/destroyed to ensure everyone’s protection in compliance with good PCI policy.

We also use the VT to process credit card transactions when donors call us on the phone, asking for assistance in making their gift by credit card.  In these instances, the Senior Bookkeeper will enter the credit card information directly into the VT, as conveyed by the donor on the phone.  This improves transaction security by not having to write the card number down on paper.  The Senior Bookkeeper keeps the donor on the phone line until the transaction has been approved.

Finally, the VT is used to process credit card transactions at on and off-campus events.  In these instances, the credit card is usually present and swiped via a card reader directly into the VT.  Again, note there is no need to write down credit card information, which improves transaction security.
USA EPay provides us with all the reporting/accounting information we require to ensure proper posting of the transactions in our books.  Additionally, USA EPay settles all batches daily and remits the proceeds directly to the Foundation’s Capital One Bank credit card account. 

2. Network for Good (previously Give Corps) – This is our “go to” giving site.  We advertise, communicate and promote this portal to our donors via all forms of solicitations (U.S, Mail, email, Social Media, etc.).  The site is managed by the TU Development Office, in conjunction with Network for Good (NFG).  Our donors enter their own credit card information directly into this secure online system, via their own computing device at their home or work.  We (TUF) NEVER see or touch their credit card information.

NFG provides us with all the reporting/accounting information we require to ensure proper posting of the transactions in our books.  NFG also provides gift receipts to our donors directly (on our behalf), reducing the workload of the TU Development Office. Additionally, NFG settles all batches daily and remits the proceeds directly to the Foundation’s Capital One Bank credit card account. 

3. Tiger Tracks – This on-line portal is primarily used by the TU Alumni Association. TU Alums use this site to pay for attendance at various Alumni and University events. Like the NFG site, we never touch or see the credit card information.  Alums enter their card information themselves, from their own computing device.  Alumni events often include both a gift and non-gift event fee.

Tiger Tracks is also used to process monthly, recurring credit card gift transactions that were established BEFORE the NFG site came into existence.  We’ve made the internal decision to keep these existing, recurring credit card gift transactions in Tiger Tracks vs. attempting to work with these donors to transition these transactions to the EPay VT (which also has recurring transaction processing capabilities) or to NFG.

Tiger Tracks is also utilized for processing Asian Arts and Cultural Center membership transactions.  These transactions are often part membership (non-gift) and part gift.  Because the NFG site does not possess the ability to distinguish between gift and non-gift portions (and because NFG receipts gift transactions directly on our behalf), we have no choice but to process these types of transactions in Tiger Tracks, where we maintain control of a proper gift receipting process.

Tiger Tracks provides us with all the reporting/accounting information we require to ensure proper posting of the transactions in our books.  Additionally, Tiger Tracks settles all batches daily and remits the proceeds directly to the Foundation’s Capital One Bank credit card account. 

4. Phone-a-Thon - The University has engaged the services of Ruffalo Noel Levitz to oversee the Phone-a-Thon operations. The Phone-a-Thon is manned by TU Student callers, supervised nightly by a Ruffalo representative.  The students utilize a system called Campus Call, which directly interfaces with Cybersource, TU Foundation’s authorized Gateway provider for on-line credit card processing.  Once the students receive authorization from a donor to process their credit card information, they enter the information into the Campus call/Cybersource interface.  This interface provides real time processing, allowing for almost immediate processing and approval.  So, in the event there is an issue with a credit card transaction, the caller can resolve the matter quickly/timely.

Campus Call provides us with all the reporting/accounting information we require to ensure proper posting of the transactions in our books.  Additionally, Campus Call settles all batches daily and remits the proceeds directly to the Foundation’s Capital One Bank credit card account. 

5. Wireless Units - We also have 2 wireless credit card units for processing credit cards at off-campus events.  These units are usually used to process cards via a built in card reader, so cards are usually present when we use these units (though we can process in a card not present environment).

We deploy these units in instances where there is no access to a network.  These units work off of cell phone/satellite technology, so they are ideal for use in places like golf courses, etc.
We have access to a reporting system that provides us with all the reporting/accounting information we require to ensure proper posting of the transactions in our books.  The Wireless Unit batches MUST BE manually settled after each use in order for the funds to be remitted directly to the Foundation’s Capital One Bank credit card account. 

6. Lockbox Virtual Terminal – Capital One Bank’s Lockbox sometimes receives mail directly, on the Foundation’s behalf, which contains authorization from a donor to process their gift via credit card.  Instead of having Capital One Bank return the information for us to process via our USA EPay Virtual Terminal, we have authorized Capital One Bank’s Lockbox to process these transactions directly for us, by-passing the process of them returning it to us for processing.  The transactions are processed in a secure environment and the funds are deposited directly to our Capital One Bank credit card account.  We have on-line access to this Lockbox Virtual Terminal, which provides us with all our reporting needs to properly record these transactions.
7. Credit Card Merchant Accounts – The Foundation has established separate merchant accounts at Capital One Bank to accommodate transactions for each of the above described portals for accepting and processing credit card transactions.  Capital One Bank processes/settles all of our Visa/MC/Discover transactions.  American Express settles all of our AMEX transactions, and so we have also established separate merchant accounts with AMEX to mirror the Capital One Bank merchant accounts.  We have found that by having these separate merchant accounts for each portal, we can more easily track credit card deposits into our Capital One Bank credit card account, making the monthly/daily reconciliation process simple.
8. Credit Card Fees - MasterCard, Visa, Discover and American Express charge the Foundation monthly fees for using their processing services.  It is the policy of the Foundation to allocate the monthly credit card fees to each of the projects that receive gift or a non-gift credit card dollars in a particular month.
The monthly fee allocation is based on a simple mathematical formula, whereby a project’s total credit card cash received in a given month, divided by TOTAL credit card cash received for that month, times the TOTAL credit card fees charged to the Foundation for that month.  The monthly fee allocation is the responsibility of the Vice President/CFO.
CASH
For funds received in the form of cash:

ALL cash must be hand delivered to a Foundation employee who will immediately count the cash in the presence of the Program Director.  Both individuals will initial the transmittal paperwork.  Under no circumstances should cash be sent through campus mail or left on anyone’s desk in the Foundation Business Office.

Deposit tickets are prepared for all cash received and are delivered to a Capital One Bank branch on a weekly basis.  Cash received, but not deposited on the same day will remain in a fireproof safe until they are deposited.  All cash received must be deposited in the month received.

RECORDING CASH RECEIPTS ON THE FOUNDATION’S BOOKS
A. On a daily basis, the Senior Bookkeeper will reconcile all cash receipts included on the Capital One Bank reports, all amounts deposited at bank branch locations and all credit cards processed via all portals.

B. Once all receipts are reconciled, the Senior Bookkeeper will separate the daily receipts into gift and non-gift totals (further separated by check, credit card and cash), summarize the receipt activity onto a Daily Cash Receipt Reconciliation Form, and forward a copy of the Daily Cash Receipt Reconciliation Form, along with all supporting documentation, to the Gift Processors in the TU Development Office.
C. The Gift Processors then process all Gift receipts in their TU Development Donor Database/Gift Processing system.  According to all applicable restrictions, the TU Development Office will maintain all gift documentation records.
D. Gift information that is processed in TU Development Donor Database/Gift Processing system is batched and reconciled to the Daily Cash Receipt Reconciliation Form by the Gift Processors.
E. Once gift information is reconciled by the Gift Processors, the Gift information (ONLY GIFT) is electronically exported into the Foundation’s General Ledger accounting system, whereby the Senior Bookkeeper will review and post the gifts, via journal entry, to the accounting system.

F. All Non-gift receipts (those not processed in G above) are posted directly to the Foundation’s accounting records by the Senior Bookkeeper utilizing the General Ledger’s Cash Receipts module.

GIFT RECEIPTING PROCESS

Once receipts are processed in the TU Development Donor Database/Gift Processing system, gift receipts are printed and mailed to the donors by the TU Development Office.  No other person or department may provide gift receipts to donors for gifts of any kind on behalf of the Foundation.  IRS regulations require that all donors who wish to deduct charitable contributions must have gift receipts for gifts of $250 or greater.  These receipts must indicate whether goods or services have been received in exchange for that “gift.”
GIVING TO PROJECTS FOR WHICH YOU SERVE AS PROGRAM DIRECTOR

Giving to a Project for which you serve as Program Director - Individuals are not permitted to contribute to projects for which they are serve as the Program Director and still receive a tax deduction for IRS tax purposes.  This is so we remain within our interpretation of the IRS’s definition that “a charitable donation is something voluntarily transferred to a charity with no expectation of something in return”.  If we allowed Program Directors to manage their own gifts, they would in fact be getting something in return.  Therefore, this will not be permitted. 

FUNDS RECEIVED FROM TOWSON UNIVERSITY
A. The Foundation will comply with all policies established by the University System of Maryland Board of Regents (USMBOR).

B. In keeping with these USMBOR policies, the Foundation may not accept a transfer of state funds into a Foundation account without prior approval by the appropriate state/university official(s).

C. On the occasion that the University must reimburse the Foundation for a payment or service, the request to the University must clearly state the reason why the funds are being paid to the Foundation.

D. A copy of the request to the University must be forwarded with a completed Deposit Form – Non-Gift.

E. When payment is received by the Foundation, the check will be deposited in accordance with general cash receipt procedures.

RECORDING CASH RECEIPTS TO THE APPROPRIATE PROJECT NUMBER
Policy:
Proper internal control will be followed to ensure that all contributions and gifts are recorded with the proper project and general ledger number.

Procedures:
A. All contributions and gifts shall be first recorded in TU Development Donor Database/Gift Processing system, where they are assigned to a project and general ledger code by the TU Development Office., in accordance with the following classifications:

B. Per Item E in “RECORDING CASH RECEIPTS ON THE FOUNDATION’S BOOKS”, page 21 of this manual, the gifts will be imported, reviewed and posted to the Foundation’s accounting system by the Senior Bookkeeper, keeping the project number assigned by the TU Development Office.
C. All contributions and gifts are to be recorded according to the following accounting classifications:
1.  Unrestricted - No donor stipulated restrictions.

2.  Temporary Restrictions - Temporary restrictions indicate the contribution may be used only after a specified date or only for a specified purpose, or both.

3.  Permanent Restrictions - Permanent restrictions indicate that the contribution must be maintained permanently or invested in perpetuity.

Restrictions generally result from a donor’s explicit stipulation.  An assumption that the donor intended to restrict the contribution is insufficient.  Restrictions are only implied when circumstances surrounding the receipt of the contribution make it clear that a donor implicitly restricted the use of the contribution.  For example:  making a gift to the capital campaign whose stated objective is to raise funds for a new building would be a temporarily restricted contribution even if there was not written communication accompanying the contribution that indicated this.

D. The recording of the contributions and gifts by the Development Office will be interfaced with the Foundation Business Office as noted in the Cash Receipts section.  (See General Cash Receipt under Cash Management Procedures.)

CASH MANAGEMENT PROCEDURES – CASH DISBURSEMENTS
CASH DISBURSEMENTS 

Policy:
Proper internal control will be followed to ensure that only valid and authorized invoices, vouchers and expenses are paid. Accounting procedures will be implemented to ensure the accuracy of amounts, general ledger account and project coding, and appropriate timing of payments.

Procedures:

GENERAL CASH DISBURSEMENTS
A. IRS Form W-9 - All individuals who wish to receive direct payment, other than reimbursement of expense, from the Foundation must complete a Form W-9 – Request for Taxpayer Identification Number and Certification.

B. Maryland Sales Tax - The Foundation is exempt from paying State of Maryland sales tax on purchases.  Contact the Foundation Business Office to obtain the Tax-Exempt Certificate Number and, if needed, a copy of the Certificate.  When making purchases, notify the vendor and provide the Tax-Exempt Certificate Number.

C. Disbursement Approval Requirements - All disbursements must be for the benefit of the Foundation and/or Towson University and not for the private benefit of any individual.  Therefore, no self-directed purchases are allowed.  An individual cannot approve a reimbursement or payment to him or herself.  Approval must be co-signed by the individual’s Foundation or University supervisor.

D. Supporting Documentation for Expenditures - An individual may be reimbursed for expenditures made on behalf of the Foundation or the University, but original supporting documentation must be submitted to the Foundation with the disbursement request.  No supporting documentation means no reimbursement!  NOTE: Unlike Towson University, the Foundation will not reimburse for travel expenses on any kind of per diem basis…receipts only.
E. Disallowed Expenses - Expenditures must not be in violation of the policies established by the Foundation for disbursements.  The Foundation will not reimburse for:

1. Personal expenses for family members;

2. Personal meals when not on official business travel;

3. Political contributions;

4. Questionable items, such as those not in compliance with policies established by Towson University or the Foundation, or those that may give the perception of misuse of charitable funds;

5. First class or business class travel, except when extenuating circumstances occur and have been pre-approved by the University President, a TU Vice President, a Dean and/or the Provost or the Foundation’s Vice President/CFO;
6. Payments made to a third party for honorariums, consultant fees, payments for services, student scholarships/awards, etc.  Payments must be made directly to the recipient by the Foundation in order to supply the recipient with the proper IRS Form 1099, as required by the IRS;

7. The Foundation does not allow the purchasing and/or serving of alcoholic beverages unless it is through a licensed third party.  Incurring expenses for alcoholic beverages is permitted only when such consumption is an integral part of a promotional or cultivation event;

8. Gifts/Contributions to other charities;

9. Faculty/staff parties (i.e. birthday, bridal showers, baby showers, retirement parties, etc.), gifts to a faculty/staff member, and/or any other faculty/staff celebration not of a business nature; or

10. State of Maryland sales tax.

F. Employee Reimbursements - To assure that all business transactions are recorded timely and accurately on the books of the Foundation, it is required that all requests by employees (TU and TUF) to be reimbursed for out-of-pocket expenditures be received by the Foundation within three (3) months of the expenditure to remain eligible for reimbursement.  After 3 months, reimbursement may be denied depending on the extenuating circumstances The Vice President/CFO will have the final say.
G. Cash Advances are generally prohibited; however on the occasion that they are required, the Program Director must prepare a Disbursement Request Form including the Tax Identification Number (TIN) of the recipient and reason for the advance.  All cash advances MUST be settled within five (5) business days.  In addition, the Foundation may require some form of documentation from the recipient as to the purpose of the advance. Settlement of the advance will only be deemed complete once the Foundation Business Office has received complete invoiced documentation and any unused cash is returned.  Failure to settle an advance in a timely fashion will result in an IRS Form1099 being issued to the recipient of the funds.

H. Petty Cash Requests - The Foundation maintains a petty cash fund in the amount of $300.  Petty Cash funds may be used for incidental purchases, such as office supplies, postage, off-campus parking, etc.  Any request over $20 must be processed via Accounts Payable, NOT through Petty Cash (see Cash Disbursement – Computerized Checks.)

Periodically, the Bookkeeper replenishes petty cash by preparing a Disbursement Request Form, payable to “Bookkeeper” or “Administrative Assistant.”  Receipts and/or petty cash slips must accompany the disbursement request.  At all times, petty cash plus receipts/slips must equal $300.

I. Stop Payments - In the event it is necessary to issue a “Stop Payment” on a check, any stop payment fee applicable at that time will be charged to the project from which the check was issued.

J. Travel Related Expenses - The Foundation will reimburse travel expenses for:

1. Inter- and intra-city transportation, including coach air, rail and bus travel.  Documentation must be provided which indicates amount paid and destination.  A boarding ticket must accompany reimbursement requests for air, rail, and bus travel.

2. Cost of meals/entertainment while on official business, provided the purpose of the business is identified, any guests included in the expense are identified and original receipts are attached.

3. Auto mileage at the rate approved by Towson University, actual tolls and parking fees while on official business.

PURCHASING/APPROVAL POLICY

A. In order to avoid conflicts of interest, any purchase in excess of $100 from a related party must be accompanied by a minimum of two price quotes.

B. No advance approval is required for purchases under $7,500.

C. Goods and services provided by Towson University are exempt, i.e., printing, art services, campus food services (Chartwells), Towson University Marriott, etc.
D. Multiple bids are not required, BUT strongly encouraged. 

E. For purchases above $7,500, pre-approval by the Foundation’s Vice President/CFO is required.  Complete and submit a Purchase Approval Form (Found on Foundation’s website https://webapps.towson.edu/tufoundation/resources/program-directors.html)

F. Multiple bids are not required, BUT strongly encouraged. 

G. Purchases through the Foundation are not restricted to the lowest bid.  However reasonable justification must be made for selecting higher bids.

PROCESS FOR ISSUING COMPUTERIZED CHECKS
A. For invoices received directly by the Foundation Business Office, the Bookkeeper will email a copy of the invoice to the appropriate Program Director for their approval and their preparation of a Disbursement Request Form.

B. Disbursement Request Forms are to be submitted for all disbursement requests and must include:

1. The form completed in its entirety, accompanied by the emailed copy of or the original invoice;

2. Detailed explanation regarding the purpose for which funds are being expended;

3. Detailed original supporting documentation (invoices, packing slips, receipts);

4. Signature of at least one person listed on the Account Agreement Form as having signature authority;

5. For payments to be made to an authorized signer, their supervisor must countersign the form; and

6. Properly completed Form W-9 for all vendors (to be updated annually).

C. The Bookkeeper will review all Disbursement Request Forms to ensure the following:

1. Correct general ledger and project coding;
2. Original and adequate supporting documentation attachments;

3. Reasonableness of the request;

4. Compliance with 501(c)(3), IRS, federal government, Maryland Secretary of State, and University of Maryland Board of Regent’s regulations; and

5. That the signature on the disbursement request form agrees with the signature on the signature card.

D. Incomplete requests will be returned to the individual that submitted the request for correction.
E. Disbursement Request Forms received by the Foundation Business Office by 5:00 p.m. on Friday will be processed and checks made available by the following Wednesday.

PROCESS FOR ISSUING MANUAL CHECKS

A.
Manual checks are prepared by the Foundation on a limited basis and must have the approval from the Vice President/CFO.

B. The manual check process is the same as indicated above.

POSITIVE PAY 

What is 'Positive Pay'?
Positive pay is a cash-management service employed by banks to deter check fraud. Banks use positive pay to match the checks a company issues with those it presents for payment. Any check considered to be potentially fraudulent is sent back to the issuer for examination.
Procedures:

A. Each week, the Bookkeeper will export that week’s bank register information (name of payee, check number, check date, check amount, bank account number) from the Accounts Payable system into a prescribed Excel file format.
B. The Excel file is then uploaded to Capital One Bank’s Treasury Optimizer Positive Pay website https://pospay.capitalonebank.com/WebPosPay/WebPosPay.do
C. If manual checks are produced between regular weekly check runs, they are added to Capital One Bank’s website manually.  

D. If a check needs to be voided, it is voided through a manual process on Capital One Bank’s website.
E. Any time there is an exception (i.e. stale date, duplicate check presented, check amount different than what was uploaded), Capital One Bank’s Positive Pay department will send an email notification to the Foundation’s Bookkeeper and the Vice President/CFO.
F. The Foundation Bookkeeper will review the exception and notify Capital One Bank, via their website, to either pay or to reject check.

CORPORATE CREDIT CARDS

The Foundation has established a corporate credit card line of credit with Capital One Bank.  Corporate credit cards will be issued to the University President, Vice President’s, Dean’s and any Program Director, provided there is a documented need.  The Vice President/CFO will make the determination if need for a card is warranted.

A. Corporate credit cards can be used to pay for expenses that, in most cases do not lend themselves to be invoiced by the vendor.  Examples of these items would be (this is not meant to be an all-inclusive list:
1. Meals at restaurants;

2. Taxi’s;
3. Air fare;

4. Train tickets;

5. Office Supplies (emergency out-of-pocket purchases);

6. Sponsorship of external events;
B. Use of a corporate credit card to pay for items that ordinarily should be / can be invoiced is prohibited, unless prior approval of the Vice President/CFO is granted in writing.  The card holder may have their corporate card privileges revoked if used in this manner.
C. Documentation for all credit card purchases shall follow the same requirements as listed in section above titled “PROCESS FOR ISSUING COMPUTERIZED CHECKS, item B”, with the added requirement that you include a copy of your credit card statement.
Failure to supply adequate documentation for purchases will result in forfeiture of your card privileges.

D. Card holders shall logon to the corporate credit card website the first week of every month and shall submit all paperwork/documentation to the Senior Bookkeeper by the third Friday of each month.  This allows the Senior Bookkeeper adequate time to review the submission and enter it into our accounting system and approve payment of the charges.
PAYMENTS TO NON-RESIDENT ALIENS

Non-resident aliens are able to receive payment through the Foundation.  However, all such requests must first be processed and approved by the Towson University NRAT (Non Resident Alien Tax) specialist.  Depending on the outcome of the NRAT review, it may be deemed necessary for such payment to be processed by the University.  In those instances, the Foundation can/will reimburse the University at the request of the Program Director.

BANK ACCOUNT RECONCILIATIONS

Policy:
Errors or omissions may occur with the cash records due to the many cash transactions that occur.  Therefore, it is necessary to prove monthly the balance shown in the general ledger.  Cash on deposit with a bank is not available for count and is therefore proved through the preparation of a reconciliation of the Foundation’s record of cash in the bank and the bank's record of the Foundation’s cash that is on deposit. 

Procedures:
A. Upon receipt of the monthly bank statements, the Vice President/CFO will prepare the monthly bank reconciliations.
B. Two forms of the reconciliation are prepared:
1. An Excel spreadsheet, traditional bank reconciliation.

2. A reconciliation within the Foundation’s General Ledger accounting software.

C. Any discrepancies with the bank reconciliations require research to determine the cause, such as recording errors, omissions, mispostings, etc.  This can also include recalculation of the bank statement for any possible errors made by the bank.

D. Any book reconciling items such as interest income, bank charges and any recording errors will be summarized in journal entry form for posting to the general ledger.

E. Further, any outstanding checks over three months old will be reviewed for disposition including re-issuance, write-off by journal entry, or remittance to unclaimed property.

INVESTMENTS

PURCHASING AND SALE PROCEDURES

Policy:
See Investment Policy & Guidelines
Procedures:
A. The Executive Vice President and Vice President/CFO will oversee the Foundation’s investments in accordance with policies set by the Investment Committee and approved by the Board of Directors.  The policies currently governing significant areas of investment management are based upon actions of the Board of Directors and the Investment Committee.

B. The Investment Committee reports to the Board of Directors at each meeting regarding the status of the Foundation’s endowment and operating funds, investment policies, and investment results; and makes recommendations for any changes in investment policy to be approved by the Board.

C. The Investment Committee shall review regularly all investments of the Foundation.  Its principal function shall be to develop and recommend to the Board of Directors such investment and investment related policies as deemed appropriate.

D. The Vice President/CFO will initiate all investment transactions in accordance with the Investment Committee recommendations.

E. The Vice President/CFO will obtain investment account statements on a monthly basis.  All purchases and sales will be traced to the appropriate minutes of the investment subcommittee meetings.

INVESTMENT ACCOUNT RECONCILIATION PROCEDURES
Policy:
The Foundation Business Office will record all investment transactions on a timely basis and maintain accurate records over investments. 

Procedures:

ENDOWMENT INVESTMENTS
A. The Vice President/CFO will obtain monthly an endowment investment statement of account from the M&T Bank, who serves as our custodial bank.

B. All endowment deposits and expenditures are processed through the Foundation’s operating checking account, NOT the endowment investment account.  Therefore, a monthly reconciliation (performed by the Vice President/CFO) of all endowment transactional activity processed through the operating checking account must be performed.  To facilitate this reconciliation process, a monthly report (titled “Endowment Investment Project Activity Report”) is generated from the Accounting system and used to reconcile endowment activity processed through the operating checking account.
C. The above reconciliation process yields either a net endowment revenue or a net endowment expenditure total (the “Net” transfer).  Net endowment revenues are transferred from the operating checking account to the endowment investment account.  Net endowment expenses are transferred from the endowment investment account to the operating checking account.
D. The Vice President/CFO sends the “Net” transfer request to the appropriate bank for processing.  In addition, a detailed Excel report titled “Endowment Revenues and Expenses for the month of xxx” is emailed to the M&T Bank.  This Excel report details, by endowment project number, all revenues and expenses.
E. M&T Bank uses the “Endowment Revenues and Expenses for the month of xxx” detail report to post the revenues and expenses to their unitization reporting system.  
F. M&T Bank also posts and unitizes the monthly investment income, investment realized gains and losses, investment and custodial fees to their unitization reporting system.  This information comes straight from M&T Bank’s monthly endowment investment statements of account.

G. Once M&T Bank completes their “unitization” process, they send to the Vice President/CFO a report titled “Endowment Unitization Report for the month of xxx”.  The Vice President/CFO prepares monthly journal entries based on this report to record the investment income, investment realized gains and losses, investment and custodial fees and unrealized gains and losses to the books of the Foundation, according to the project breakdown per M&T Banks’s unitization report.

H. Once all activity is posted to the General Ledger, the Vice President/CFO reconciles and agrees the General Ledger endowment investment general ledger control account to both the reports from M&T Bank, i.e. the report titled “Endowment Unitization Report for the month of xxx” and the endowment investment statement of account.

I. Any discrepancies between M&T Bank’s “Endowment Unitization Report” or the endowment investment statement of account and the general ledger will require research by the Vice President/CFO to determine the cause, such as recording errors, omissions, mispostings, etc.  This can include a re-calculation of M&T Bank’s reports for possible errors. 
J. Endowment Investments will be marked to market on a monthly basis by recording, via journal entry to the general ledger, unrealized gains (losses) to each project, as per M&T Bank’s “Endowment Unitization Report”.
Procedures:

OPERATING INVESTMENTS:
A. The Vice President/CFO will obtain statements of account from each bank.

B. The activity from each bank’s statement of account will be reviewed by the Vice President/CFO, who will journalize and post reconciling entries such as interest income, bank charges.  Additionally, any recording errors will be summarized and drafted in journal entry form for posting to the general ledger.

C. The operating investments will be marked to market on a monthly basis by recording, via journal entry to the general ledger, unrealized gains or losses, as per each bank’s statement of account.
ENDOWMENTS
ENDOWMENT SUBSIDIARY LEDGER CONTROL PROCEDURES

Policies:
Timeliness of Entries  

All subsidiary ledger entries will be made on a timely basis after the underlying account​ing event to ensure the financial records and reporting are current.  

Adequate Supporting Documentation

All entries will be supported by adequate documentation that clearly shows the justification and authorization for the transaction.  

Complete Audit Trails

A complete audit trail will be maintained by the use of reference codes from source documentation to the books of original entry, to the general ledger and finally to periodic reporting.  

Procedures:

A. The Foundation’s endowment records will be maintained on subsidiary ledgers to the general ledger using Excel or another spreadsheet software program.  The spreadsheet will be reconciled to the general ledger on a monthly basis.

B. The individual endowment projects will be maintained by the Vice President/CFO using the general ledger program as follows:

1. Each individual endowment account will be set up as a project, using the name as written in the Gift Instrument or Memorandum of Understanding.  

2. All transactions will be entered in detail.  The following types of transactions will be entered:  gifts, expenses, realized gain/loss, unrealized gain/loss and investment income, bank fees and custodial fees.
3. All transfers of funds to/from the endowment investment account will be supported by a spreadsheet summarizing “Revenues and Expenses, by Project.”  This report is titled “Endowment Investment Project Activity Report”.
4. A reconciliation of the General Ledger endowment investment control account and both reports from M&T Bank, i.e. the report titled “Endowment Unitization Report for the month of xxx” and the endowment investment statement of account is performed monthly.

5. Any discrepancies between these three reports will require research by the Vice President/CFO to determine the cause, such as recording errors, omissions, mispostings, etc.

6. Any general ledger reconciling items such as interest, investment expenses, and any recording errors will be summarized and drafted in journal entry form for recording in the general ledger.

ENDOWMENT SPENDABLE INCOME 

Policy:

See the separate Endowment Spending Policy for complete details.
CONTRIBUTIONS RECEIVABLE

Policy:
Contributions Receivable, defined as unconditional promises to give, are recorded as revenue in the period received and as contributions receivable in the statements of financial position, as long as receipt is expected within five (5) years.  Unconditional promises to give that are expected to be received after five (5) years, are not recorded as income until receipt is expected within five (5) years and collection is not in doubt.


An allowance for doubtful contributions receivable must be established for potentially un-collectable amounts.  


Amounts due beyond one (1) year are discounted to their present value using the one-year T-Bill rate.

Procedures:
A. Pledge Forms are obtained by TU Development Officers from the donors.  Each Pledge Form MUST be signed and dated by the donor to be considered a valid pledge document for accounting purposes.

B. Valid, completed Pledge Forms are forwarded to the Vice President/CFO for recording into a subsidiary ledger maintained using Excel or another software spreadsheet.  This spreadsheet accounts for: 1. the total amount of the pledge, 2. the pledge payment schedule, 3. cash receipts from the donor applied to the pledge balance, 4. the allowance for un-collectable amounts and, 5. the present value discount calculation.

C. All activity mentioned in “B” above is recorded to the General Ledger by way of journal entries.

D. Pledge payment reminders are generated by the Development Office via the Gift Processing database and are mailed to the donors prior to their next scheduled payment due date.

E. Quarterly, the Vice President/CFO reconciles the spreadsheet to a pledge report generated from the TU Development Donor Database/Gift Processing system.  This reconciliation process ensures the accuracy of pledge receivable information maintained in both the Foundation and the Development systems.
EQUIPMENT

EQUIPMENT ACQUISITIONS

Policy:
Proper control procedures will be followed for all capital asset acquisitions in order to provide internal control of capital equipment and to assist in reporting.  Program Directors are responsible and accountable for furniture and equipment and any other capital assets in their departments and will maintain some type of physical control over capital assets.

Procedures:
A. All purchases of unrestricted assets in excess of $5,000 that are not pre-approved through the operating budget process require Executive Committee approval.  Executive Committee approval is not required for purchases using temporarily restricted funds, as these funds are controlled by Program Directors, NOT the Foundation’s Board.
B. Capital expenditures are recorded into separate general ledger accounts based on value of the individual asset.  Under special circumstances, ownership of equipment is retained by the Foundation and insurance is provided under the Foundation’s policy.  These purchases are generally made with unrestricted funds and items purchased are to be used solely for the benefit of the Foundation; i.e. computer equipment, software, etc.  
C. In general, all assets acquired in excess of $500 will be transferred to Towson University and will be expensed on the Foundation’s books.  Once transferred to Towson University, the assets become property of the University and therefore, become subject to the University’s policies and procedures.  Assets purchased in excess of $500 solely for the use of the Foundation are properly capitalized on the Foundation’s books.

RECORD KEEPING


Policy: 
Completely and accurately record fixed asset acquisitions, transfers and dispositions on a current basis.

Procedures:

A. The Vice President/CFO will maintain unrestricted asset acquisitions in excess of $500 in a detailed listing of capital assets on the Foundation’s books.  The Administrative Assistant maintains a listing of all other items to be transferred to Towson University.

B. The Vice President/CFO will also maintain depreciation records that will include the description, date acquired, vendor, cost basis, depreciation method/life and accumulated depreciation and net book value for all capitalized items. 

C.
Fixed assets will be maintained for the following major classifi​cations: software and equipment.

D.
The Vice President/CFO will calculate the annual depreciation by individual asset based upon the straight-line depreciation method on a mid-month convention over the life of the asset.

E.
Depreciation expense will be recorded to the general ledger, via journal entry, on a quarterly basis and reconciliations will be performed at that same time.  Any differences will be analyzed and resolved by the Vice President/CFO.
INVENTORY OF EQUIPMENT

Policy:
To ensure that all recorded assets exist and are in use.

Procedures:
A.
Based on the amount of assets managed by the Foundation, no formal inventory policy exists at this time.  However, should the number of assets increase, a policy will be developed at that time.
INVENTORY OF COLLECTIONS

Policy:

To properly record and value donated collections.

Procedures:

A. The Foundation receives gifts of artwork and antiques, held for educational, research, scientific and curatorial purposes.  Each item is catalogued, preserved and cared for.
B. Gifted items valued in amounts in excess of $5,000 must be accompanied by an appraisal. ALL APPRAISALS MUST BE PAID FOR BY THE DONOR!  To do otherwise jeopardizes the donor’s ability to claim a tax deduction for the gift.  The appraisal must be completed within sixty (60) days of the date, include a detailed description, and clearly stating its fair market value.
For donations deemed to have a value of less than $5,000, the final determination of market value for accounting purposes will be made after consultation with the Director of the Asian Arts Gallery.  Under no circumstances shall this value be given to a donor.

C. The Collections Committee reserves the right to refuse any donated artwork deemed inappropriate.

D. Gifts in Kind donations WILL BE entered into the TU Development Donor Database/Gift Processing system.  However, the Foundation has opted to NOT record these Gifts as assets on the Statement of Financial Position or in the books of the Foundation, but rather has opted to account for these in the footnotes to the audited financial statements.  (See Footnote #1 in the Audited Financial Statements under “Collections” for further information.
E. The Director of the Asian Arts Gallery will be notified of all gifts.  He/she will add such items to their inventory listing.

F. All items valued over $10,000 will be added to the Foundation’s Inland Marine / Fine Arts Insurance Policy.

G. For additional information regarding Collections, please refer to the separate Collections Policy, i.e. Appendix E. 

H. The Director of the Asian Arts Gallery is responsible for coordinating an annual inventory of ALL Collections.  A final copy of this inventory is to be provided at fiscal year-end to the Vice President/CFO for safe keeping within the Foundation’s records.

DISPOSAL AND TRANSFER OF PROPERTY, PLANT AND EQUIPMENT & COLLECTIONS

Policy: 
All assets that are no longer in use will be disposed of and properly recorded.  

Procedures:

A.
Capital assets may be sold or traded in on new equipment.  Any assets to be disposed of require the approval of the Executive Vice President.  

B.
After completion of the sale or trade-in, the Vice President/CFO will delete the item from the fixed asset records and record any gain or loss on the disposition.

C.
Worn out or obsolete property with no cash value must be reported to the Vice President/CFO.  He/she will then remove the asset from the fixed asset records, after gaining final approval from the Executive Vice President.

D.
Any asset that is missing or has been stolen will be reported in writing to the Vice President/CFO as soon as possible.  The description, serial number, and other information about the lost item should be included in the report.

The Vice President/CFO will determine the proper course of action and will notify the Foundation’s insurance carrier and any outside authorities if deemed appropriate.  If not recovered, the Vice President/CFO will remove the asset from the fixed asset records.

E.
Gifts-in-kind retained by the Foundation Business Office may be held or sold.  Sale of such items requires approval by the Executive Committee.  If sold, the proceeds received from the sale will be placed in an account designated by the Executive Committee.


IRS Form 8282 will be filed by the Foundation with the Internal Revenue Service if the property was valued at more than $500 at the date of the gift and is sold within two (2) years of the date of the gift.  A copy of the form will be sent to the donor.

DEBT AND ACCRUED LIABILITIES

NOTES PAYABLE AND LONG-TERM DEBT

Policy: 
The Board of Directors must approve all transactions involving the issuance of notes payable and debt.  All payments on debt are to be made on a timely basis and properly recorded.

Procedures:
The Foundation does not currently have any long-term debt, therefore, no specific procedures exist at this time.  In the event the Foundation incurs long-term debt, procedures will be developed at that time. 

RECORDING ACCRUED LIABILITIES

Policy:
All liabilities of the Foundation shall be properly recorded as accrued liabilities.  To properly record accrued liabilities, schedules will be maintained for each accrual:  salaries and wages, vacation pay, payroll taxes, etc.  On an annual basis, a reconciliation will be performed between the detail schedules and the General Ledger control accounts.  

Procedures:
A. Detailed accrual schedules are to be established and maintained by the Vice President/CFO for each type of accrual.

B. At the end of each year, the Vice President/CFO will evaluate the timing differences between the incursion and payment of expenses to determine the amount(s) of accrued liabilities.

C. At the end of each year, the Vice President/CFO will prepare a General Journal Entry to record the accrued liability(s).

D. At the end of each year, the Vice President/CFO will perform a reconciliation between the schedules and the General Ledger control accounts.  

ANNUITIES

Policy:
Accurately record and track gifts of annuities to the Foundation.   

Procedures:

A. Donors who donate to the Foundation through an annuity must first contact a Planned Giving Officer in the TU Development Office.  

B. All annuity contracts are written, issued and guaranteed by the University System of Maryland Foundation, Inc. (USMF), per an agreement between the Foundation and USMF. Per this agreement, USMF manages all administrative responsibilities (i.e. investing, quarterly payments to the donors during their lives, etc.) related to the Foundation’s annuity contracts in exchange for a fee.  

C. The Foundation records an asset and offsetting gift revenue at the time the annuity is issued. The dollar amount of this entry is determined by an actuarial calculation performed by USMF.  Factors considered in this calculation include the age and sex of the donor, the amount of the annuity contract, etc.  The amount recorded as a gift is identified as the “Charitable Deduction” on the USMF calculation paperwork forwarded to the Foundation.

D. Upon the death of a donor, all amounts remaining in the annuity account revert in their entirety to the Foundation.  USMF will cut a check, payable to Towson University Foundation” for the remainder once they (USMF) have received the official death certificate.

E. Remainder funds received from USMF will be deposited into a Foundation project designated by the donor prior to their death, and the proceeds will be used in accordance with the criteria established by the donor prior to their death.

GIFTS OF SECURITIES

Policy:
Gifts of marketable stocks and bonds are immediately sold upon their receipt.  The proceeds from the sale of the securities are deposited into the Foundation’s operating checking account and credited to the project of the donor’s choosing and then utilized in accordance with the instructions given by the donor.

Procedures:


A. Where donors hold the securities in their brokerage accounts, we ask them to arrange an electronic transfer of the securities to the Foundation’s brokerage account at M&T Bank.  We provide the donor with specific details for contacting M&T Bank.

Once M&T Bank is in receipt of the securities, they have standing orders from the Foundation to immediately sell the securities and remit all proceeds from the sale to the Foundation for deposit to our operating checking account.

B. Where donors deliver the actual stock or bond certificates to the Foundation, the procedure is to send the unsigned certificate to the Foundation’s broker via certified mail or hand delivery, accompanied by a gift letter and instructions from the donor.  

Under separate mailing, the Foundation’s broker is sent a Stock/Bond Power of Attorney form, authorizing them to sell the security.  Again, as in “A” above, the Foundation’s broker is asked to remit the sales proceeds to the Foundation for deposit into the operating checking account.

MATCHING GIFTS

Policy:
The Foundation encourages all donors to take advantage of the matching gift programs made available at their places of employment.  Utilizing matching gifts from employers maximizes total dollars raised for the benefit of the university’s programs.

Procedures:


A. Matching gift forms received in the mail are first routed to the Development Office, where they are logged into the TU Development Donor Database/Gift Processing system.
B. After being logged in, the forms are then delivered to the Foundation for verification of the donor’s original gift and for completion of the matching gift form by the Bookkeeper. They are then reviewed and signed by the Vice President/CFO.

C. Once the forms are signed, the Bookkeeper prepares them for mailing to the matching gift company.

D. All matching gifts received from matching gift companies are processed according to the “Cash Receipt Procedures” in the “Cash Management Procedures” section of this manual.

GIFTS-IN-KIND (NON-CASH)

Gifts of tangible personal property (such as books, equipment, furniture and paintings) will not be accepted if made on the condition, understanding, or expectation that the items will be loaned back to the donor, or persons designated by the donor, for life or extended periods of time to be determined by the donor, unless approved by the Foundation Board.  Gifts will also not be accepted if made on the condition, understanding, or expectation that the items will never be sold or disposed of.  The acceptance of Gifts-in-Kind must be authorized by the Executive Vice President and the Vice President/CFO PRIOR to acceptance.  

PAYROLL PROCEDURES

PERSONNEL REQUIREMENTS

Policy:
To ensure that Towson University Foundation hires only those employees ‑ full or part-time ‑ it absolutely needs, we keep tight control over the hiring of new employees and the promoting of existing employees.  The Foundation has adopted payroll policies for entering new employees into the payroll system and for removing terminated employees from the system as well.  The payroll system also tracks vacation and sick pay, as well as all other leave.  

Procedures:
NEW EMPLOYEES
A.
Requests for new employees are initiated by either the Executive Vice President or Vice President/CFO, based upon need and available funding.

B.
All new employees must complete all employment forms included in the New Hire Packet, prior to the first day of work, no exceptions.  The Vice President/CFO signs off on and approves all New Hire packets. 
C.
Based upon employee elections and other information received, the Senior Bookkeeper will set the employee up on the payroll and the time keeping systems.  It is each employee’s responsibility to review withholding for taxes and other deductions for accuracy and correctness and to report discrepancies/errors.
D.
The Vice President/CFO will review information input into the payroll system for all new employees before the first payroll for the new employees.

LEAVE POLICIES 

See Towson University Foundation’s Employee Handbook

TERMINATIONS
A.
All forms within the Terminated Employee Checklist will be completed by a Program Director and routed by hand to the Senior Bookkeeper for processing.

B.
The approved Terminated Employee Checklist will be maintained in the terminated employee's personnel file.  

C. The Vice President/CFO will review payroll detail to determine that all terminated employees have been removed.

D. Earned leave is paid at the time of an employee termination in accordance with the Employee Handbook.  

TIMING OF PAYROLL DISBURSEMENTS

Policy:  
All payments for salaries and wages by check, direct deposit, or other means shall be made only to employees entitled to receive payment.

Procedures:
A.
Time is to be entered on a daily basis into an automated, on-line time keeping system, by either the employee or by the employee’s supervisor.  All time entries must be complete by 5:00 p.m. on Thursday of each payroll week, for review and approval by the Vice President/CFO.

B. Approved time is imported from the automated, on-line time keeping system to the payroll system by the Senior Bookkeeper.  The Senior Bookkeeper reviews the import for accuracy.
C. After the import has been reviewed by the Senior Bookkeeper, the Vice President/CFO reviews one final time.

D. Payroll information is then submitted to the outside payroll service for processing.

E. Payroll reports are electronically delivered to the Vice President/CFO from the outside payroll service.

F. The Vice President/CFO reviews the payroll reports, comparing the information to the import time reports to ensure the accuracy of the payroll. 

G. Payroll checks are either hand delivered or mailed to employees on the Wednesday following.  Direct Deposits are posted to employee bank accounts, also on the following Wednesday.

H. The bi-weekly payroll is posted to the general ledger, via journal entry, and is prepared by the Vice President/CFO.

PAYROLL DEDUCTIONS

Policy:
All payroll deductions are to be correctly recorded and paid to the appropriate third parties.  Payroll deductions will be recorded in appropriate General Ledger control accounts and reconciled with payments made to third parties.

Procedures:
A.
Payroll deductions will be calculated for each employee by the payroll system.  These will be summarized by pay period and recorded in the General Ledger bi-weekly via journal entry.  

SCHOLARSHIPS
Policy:  
Towson University Foundation establishes scholarship/award projects to accept gifts restricted by donors for the presentation of scholarships and awards.  

DETERMINING SCHOLARSHIP DISTRIBUTION

Procedures:

A.     For currently enrolled students, Program Directors must complete an Institutional/Foundation Scholarship/Award Form, which may be obtained from the Foundation’s website, as follows:

https://webapps.towson.edu/tufoundation/resources/documents/ScholarshipAwardFormRevised6-14_000.pdf
B.     For all scholarships/awards a completed Criteria Compliance form and “draft” Notification Letter must be attached to the Scholarship/Award form signed by the project’s Program Director.  By signing this form, the Program Director is certifying that the recipient meets the requirements established by the donor.  Criteria Compliance forms have been individually prepared for each scholarship/award project by the Foundation Business Office and provides a summary of the requirements specified by the donor as written in the Memorandum of Understanding (MOU) or the Gift Letter.

C.     The Scholarship/Award form must be submitted by the Program Director (with the Criteria Compliance form, and the “draft” Notification letter) to the Foundation Business Office for approval by way of scan via email, fax, or by campus mail.  The Foundation will retain the original of the Scholarship/Award form and scan a copy to the Financial Aid Office.  

D. The Scholarship Processor will make entries to the scholarship payables spreadsheet and will enter the student information into a Journal Entry to be posted. 

E.     Once approval is received from the Financial Aid Office, the Foundation Office will advise the Program Director.  The Program Director will release the Notification Letter to the student.  A scanned copy is also forwarded to the Development Office along with the ‘draft” copy of the Notification Letter and any other correspondence received, such as essay, transcripts, etc. that are received with the packet.  The Foundation Business Office maintains the original Forms. 

F.     The university’s Bursars Office will make payment of the award to currently enrolled students via a credit to the student’s account.  

CANCELLATION OF SCHOLARSHIPS

Procedure:

A.     It is the responsibility of the Program Director to inform the Foundation Business Office when a scholarship is canceled or not issued.  The Foundation Business Office will make every effort to reassign any endowment spendable income balance for re-issuance before the fiscal year end.

B.     Approximately two weeks after each semester begins (fall and spring), the Financial Aid Office will advise the Foundation Business Office of any dropped classes and ineligibility of students.  Those students will be cancelled in the Foundation’s system.

C.     Once the Foundation Office is notified of the dropped classes by the Financial Aid Office, the Scholarship Processor will prepare a list of students for the current semester that have received scholarships/awards. She will request a check from the payables clerk.  When the check is received, she will send it to the Bursar’s Office with the list of students who received scholarships.  She will post payments to spreadsheet which must balance to the General Ledger.
