TUC Accounting Policies & Procedures List

Updated:  November 1, 2006











Orignal   Updated
AC001-Counting/controlling cash room and food service change funds
2/24/04
   7/31/06
AC002-Reconciliation of food service sales receipts to daily deposits
2/12/04
AC003-Treatment of inactive employees




12/9/03    1/24/06

AC004-Payroll check distribution and new hire procedure

5/21/03    1/24/06

AC005-Human resources and payroll department segregation of duties
2/26/04    1/24/06
AC006-Disaster computer operations and data recovery plan

6/13/03
   5/12/06
AC007-Purchasing policy & capitalization 



12/15/04
AC008-Fixed assets policy and procedure



3/26/04    1/13/06

AC009-Changing safe combinations-Administration


5/21/03    1/25/06


AC009a-Safe hours






1/5/04      1/26/06
AC009b-Safe combination list





4/18/05
AC010-Agency fund request





5/10/04
AC011-Student stipends/reporting to financial aid office


12/1/03

AC012-Use of the incomplete information form



2/9/04

AC013-Travel advance






9/30/04
   1/25/06


AC013a-Annual travel guidelines




2/18/04    5/5/05
AC014-Processing accounts payable invoices from a copy or facsimile
2/19/04

AC015-Supporting documentation on purchase orders/check requests
2/19/04    2/1/06


AC016-Cash receipts/separation of duties within the Accounting office
4/20/04
   9/8/06

AC017-AP check issue file upload to bank



1/5/06

AC018-Processing of journal entries




1/4/04
   1/25/06

AC019-Adding new vendors to the vendor master file


5/21/03
   1/26/06


AC020-Record retention 





2/24/04    1/26/06
               
AC021-Endowment funds





1/30/06

AC022-Petty cash fund-administration




2/1/06


AC023-Billing and A/R collections




2/17/06


AC024-Used computer purchasing 




2/28/06


AC025-Unredeemed gift cards





6/12/06


AC026-General ledger account reconciliations



5/3/06


AC027-Risk Management 





5/22/06


AC028-Tracking UBI activity





9/25/06

CO001-Counting and controlling cash receipts in food service units
4/19/04

CO002-Food service sales returns




3/7/05

CO003-Tracking food service sales returns



3/7/05

CO004-Investigating food service sales returns



3/7/05

CO005-Changing safe combinations-Food Service


1/25/06

CO005a-Safe combination list-Food Service



2/2/06


CO006-Catering billing/collections




1/25/06


CO007-Meal plan payments





6/21/06


CO008-Food service purchasing & inventory 



10/21/06

HR001-Salary comparability procedure




10/30/06


LI001-Licensing accounting 





1/23/06

