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I. Overview  
This section has been designed to discuss the types of cash collections, the approvals necessary to be 
authorized to collect cash or become a cash collection point, and the procedures that must be followed to 
collect cash appropriately. Cash collection, as referred to in this section, pertains to faculty, staff or students 
collecting cash on behalf of the University. "Cash," as used in this section, refers to currency, checks, credit 
cards, drafts, money orders, and any other negotiable instruments received on behalf of the University.  

The University utilizes Banner, a series of software products which supports the integrated processing of the 
information to manage resources and functions. The Accounts Receivable sub-system is the means of assessing, 
billing and collecting funds due the University. Approval must be granted in advance from the Bursar’s Office to 
bill third parties through the Accounts Receivable sub-system. The Bursar's Office is responsible for reporting, 
reconciling, and collecting on these accounts. 

Historically, the State Legislature has chosen not to fund the University the incremental cost of operating 
various Auxiliary Enterprises, Activity and Service Fee supported organizations, Athletics, and other budget 
entities receiving administrative services from departments funded from state appropriations. The University 
assesses an administrative overhead charge on revenues for most non-state funded entities. The University 
implemented a generally accepted administrative overhead assessment rate to recognize the additional 
workload incurred and the associated cost of service to non-state funded entities. Accountable Officers of non-
state operating accounts receiving direct administrative support should plan on this monthly assessment 
overhead charge when calculating budget requirements. 

 

II. Introduction 
When University funds are collected, the Accountable Officer, defined as Assistant Dean/Director or above, is 
responsible for ensuring that adequate internal control procedures have been put in place and followed to 
secure University collections and change funds. The Bursar's Office is responsible for providing a framework for 
guidance and coordination for collecting cash and for establishing control standards relative to cash handling. It 
is the responsibility of the Bursar’s Office to ensure decentralized cash collection points comply with University, 
state and federal rules and regulations.  

Only those personnel who have applied for and have received approval are authorized to function as University 
Cash Collection Custodians at specified collection points. Cash Custodians must be verified annually as 
requested by Finance & Accounting. It is the responsibility of the Accountable Officer to complete a Cash 
Custodian Authorization form to inactivate an employee’s status as a Cash Custodian when a Cash Custodian 
leaves the University or is reassigned to duties that no longer include cash collection.  

For all authorized cash collections, the Accountable Officer must ensure that proper internal controls are in 
place and followed. This would include, but not be limited to: 

• Adequate separation of duties 
• Restrictive endorsements 
• Timely deposits 
• Proper security over funds collected 

http://www.fgcu.edu/AS/Finance/secure/Cash_Custodian_Authorization.pdf
http://www.fgcu.edu/AS/Finance/secure/Cash_Custodian_Authorization.pdf
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No student, faculty, staff member or affiliated organization shall establish any University bank account for the 
purpose of collecting revenue and processing expenditures under Florida Gulf Coast University’s name, address 
or Federal Tax Identification number. Per Section 1011.42, Florida Statutes (FS), only the University’s Board of 
Trustees shall designate depositories in which University funds may be deposited. This includes but is not 
limited to conferences, camps, continuing education activities, student newspapers, advertising, 
scholarship/loan funds, contractor’s bid deposits, student deposits, vending machines collections, grants, 
donations, clubs, organizations, etc. Under no circumstances can University funds be deposited or held in 
personal bank accounts. 

Prior to the collection of cash from a new Auxiliary Enterprise, a Request for New FOAPAL must be completed 
(See Section 2, Part IV – Process for Establishing New FOAPAL). Every effort must be made to ensure that every 
cash collection is recorded and maintained in the University’s official accounting system, Banner. Any cash 
collection activity deposited outside of the Cashier’s Office or approved location is prohibited and will be 
considered as bypassing the University’s Policies, Procedures, and Regulations. 

 

III. Types of Cash Collection 

A. Introduction  
The following represents a variety of cash collections at the University. The types of cash collections may be 
governed by Florida Statutes and subject to additional University Polices & Regulations and/or the Office of 
the Controller’s Procedures. When employees (i.e. Accountable Officers, Budget Managers, and Cash 
Custodians) are responsible for cash collection, it is imperative that they understand and adhere to the 
specific requirements associated with each kind of cash collection as it pertains to their assigned duties. 

 

B. Student Registration 
In accordance with Section 1009.24, FS, students are assessed tuition and fees based on rates and policies 
established by the State Board of Education, the Florida Legislature, and the University Board of Trustees. 
Tuition is defined as fees assessed to students for enrollment in credit courses at the University. All fees 
assessed and collected from students enrolled in credit courses MUST be assessed through Banner sub-
systems and collected by the Bursar’s Office. Under no circumstances can additional credit course fees be 
assessed by faculty or staff members in a classroom including any cost of instruction, required textbooks, 
required travel, duplicating costs, test fees, etc. 

Payments for credit tuition and fees can be made in person at the Cashier’s Office by the published payment 
deadline (cash, checks, credit cards), by mail (checks only), in the drop night box next to the Cashier’s Office 
(checks only) or online by credit card or ACH through the Bill & Payment Center in Gulfline. 

Accounts Receivable is maintained in the Banner sub-system when cash is due to the University by an 
individual or organization after receipt of goods or services. The majority of Accounts Receivable is a result 
of student activities (tuition, fees, fines, housing, etc.) and approved educational business activities. 

 

http://www.fgcu.edu/AS/Finance/secure/Request_for_New_FOAPAL.pdf
http://www.fgcu.edu/AS/Finance/proceduremanual.html
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C. Auxiliary Enterprises – (Also see Section 2) 
According to Section 1011.47, FS, “Auxiliary Enterprises” include activities that directly or indirectly provide 
a product or a service, or both, to a university or its students, faculty, or staff and for which a charge is 
made. These auxiliary enterprises are business activities of a university which require no state support and 
include activities such as housing, bookstores, student health services, continuing education programs, food 
services, college stores, operation of vending machines, specialty shops, day care centers, golf courses, 
student activities programs, and intercollegiate athletics programs. 

The two types of auxiliary enterprises are as follows: 

1. Auxiliary Educational Activities  

These activities include operations related directly to educational services to students on 
campus and in the larger Southwest Florida Community. Examples include such activities as 
Course Related Fees, Institutes, Testing, Continual Learning, Family Resource Center, 
Conferences, Workshops, WGCU, etc. 

2. Auxiliary Business Activities 

These activities include operations related to providing products or services that support the 
educational mission of the University. Examples include duplicating, telephones, laundry, 
parking, Alico arena, athletic ticket sales, aquatics admissions, concession sales, 
miscellaneous fees or fines, etc. 

The individual responsible for the fiscal and operational accounting of these activities must have an 
adequate understanding of business operations including cash collection and management, bookkeeping, 
University policies and regulations, and the Office of the Controller’s Procedures. In order to establish an 
Auxiliary Enterprise, a Line Item Budget Request that estimates direct/indirect costs and projects revenues 
must be completed and submitted to Finance & Accounting as part of the Request for a New FOAPAL along 
with the Auxiliary Enterprise Certification form, the Cash Custodian Authorization form, and if necessary the 
Accountable Officer Delegation form. If applicable, additional information may need to be provided to 
Finance & Accounting, as requested, to comply with regulations for Unrelated Business Income Tax and 
Florida Department of Revenue Sales and Use Tax. 

After the initial set up of an Auxiliary Enterprise, the Accountable Officer is responsible for verifying the 
certification annually as requested by Finance & Accounting by confirming that there have been no changes 
in the operations since the most current certification. When any changes in authorized services, operations, 
or Cash Custodians occur, the Accountable Officer is required to modify the Auxiliary Enterprise Certification 
form as detailed in Section 2, Part V – Maintaining Auxiliary Enterprise Certification and, if applicable, submit 
modified or new Cash Custodian Authorization forms. The Bursar’s Office is responsible to work with 
personnel when a new auxiliary activity is identified or when a new FOAPAL is established to ensure that all 
University Cash Collection Procedures are understood and followed by the designated Cash Custodians and 
their Budget Managers and Accountable Officers. Please refer to Part III, Part IV, and Part V of this section 
for specific details and requirements. It is important to note that the operations of an Auxiliary Enterprise 
may be suspended for non-adherence to Cash Collection Procedures. 

http://www.fgcu.edu/AS/Finance/secure/Line_Item_Budget_Request.pdf
http://www.fgcu.edu/AS/Finance/secure/Request_for_New_FOAPAL.pdf
http://www.fgcu.edu/AS/Finance/secure/Auxiliary_Enterprise_Certification.pdf
http://www.fgcu.edu/AS/Finance/secure/Cash_Custodian_Authorization.pdf
http://www.fgcu.edu/AS/Finance/secure/Accountable_Officer_Delegation.pdf
http://www.fgcu.edu/AS/Finance/secure/Auxiliary_Enterprise_Certification.pdf
http://www.fgcu.edu/AS/Finance/proceduremanual.html
http://www.fgcu.edu/AS/Finance/secure/Cash_Custodian_Authorization.pdf
http://www.fgcu.edu/AS/Finance/secure/Cash_Collection_Procedures.pdf
http://www.fgcu.edu/AS/Finance/secure/Cash_Collection_Procedures.pdf
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D. Sponsored Research 
According to Section 1004.22, FS, each University is authorized to create a division of Sponsored Research to 
serve the function of administration and promotion of the programs of research, including sponsored 
training programs. Sponsored Research is authorized to solicit and collect fees. All such funds must be 
deposited and disbursed in accordance with the terms of the University and in accordance with the terms of 
any grants or contracts. All pre-award and post-audit activities regarding grants are performed by the Office 
of Research and Sponsored Programs (ORSP). The Bursar’s Office should work closely with ORSP and Finance 
& Accounting to make sure funds are received in a timely manner and deposited into the correct FOAPAL. 
Finance & Accounting coordinates with ORSP in establishing New FOAPAL Accounts. 

 

E. Expense Reimbursements 
Reimbursements received by the University to reduce the amount of a previous disbursement should be 
deposited into the FOAPAL in which the original expense was recorded. Examples of expense 
reimbursements are personal telephone calls, overpayments, payments in error, etc.  

 

F. Financial Aid (Scholarship Deposits) 
The University receives funds from many different sources and for many different types of scholarships to 
be disbursed by Financial Aid through the Banner Accounts Receivable sub-system. The Bursar’s Office may 
receive funds in the form of a check or wire transfer depending upon the source of the funds such as State, 
Federal or private funds. 

Regardless of where the funds are derived, the Procedures for Collecting and Depositing Cash should be 
followed. Usually, Financial Aid will receive checks for most Private Scholarships and the Bursar’s Office will 
receive wire transfers for most State and Federal Scholarships. If funds are received without notification, the 
Cashier’s Supervisor should contact Financial Aid to determine the source of the funds and identify the 
appropriate FOAPAL for deposit. 

Only Financial Aid Cash Custodians can submit check logs to the Cashier’s Office for the Private Pass-Through 
Scholarships which are deposited in Fund 92XXX/Org 150400. 

Due to the volume of transactions, a Cash Flow analysis is prepared by the Bursar‘s Office for all scholarship 
funds by source including state, federal, institutional, University Foundation, and private. The cash flow 
analysis is prepared during the year, usually mid to end of term and at fiscal year-end, and distributed to the 
Director of Financial Aid and the Director of Finance & Accounting for review. If needed, appropriate action 
is taken to research and correct discrepancies by the end of the fiscal year.  

 

G. Housing 
Students are assessed housing fees based on rates and policies established by the University and the 
University Board of Trustees. All fees and fines assessed and collected from students living in the residence 

http://www.fgcu.edu/AS/Finance/secure/Check_Log.xlsx
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halls MUST be charged through Banner sub-systems and collected by the Bursar’s Office. Under no 
circumstances can additional fees and fines be assessed or collected by staff members outside of the 
procedures outlined above. 

Payments for Housing fees can be made in person at the Cashier’s Office by the published payment deadline 
(cash, checks, credit cards), by mail (checks only), in the drop night box next to the Cashier’s Office (checks 
only) or online by credit card or ACH through the Bill & Payment Center in Gulfline. 

Accounts Receivable are maintained in the Banner Sub-System when cash is due to the University by an 
individual or organization after receipt of goods or services. The majority of Accounts Receivable is a result 
of student activities (tuition, fees, fines, housing, etc.) and approved educational business activities. 

 

H. Student Organizations Cash Accounts 
Registered Student Organizations (RSO) are authorized, but not mandated, to establish operational cash 
accounts with the University. Operational cash accounts are funds held in custody for others by the 
University. RSO cash accounts must follow University cash collection and disbursement policies and 
procedures including review by internal and external auditors. These funds are different from Activity & 
Services fees that are collected as part of tuition and fees where Student Government allocates such funds. 
Revenue activities for cash accounts may include intramural sports events, fundraising activities, dues from 
members, etc. 

If an RSO does not utilize the University cash account option, outside bank accounts are prohibited from 
using Florida Gulf Coast University’s name, address or Federal Tax Identification number. If such accounts 
are discovered, they will be closed by the University and referred to Internal Audit for investigation. 

 

I. Athletics 
In addition to the Athletic fee established and collected by the University as part of student tuition and fee 
assessment process, the Athletics Department collects revenues from athletics for camps and clinics. These 
activities are considered and reported as Auxiliary Enterprises and should follow the University collection, 
deposit and disbursement procedures. 

 

IV. Requesting & Maintaining Approval to Collect Cash 

A. Introduction 
Finance & Accounting and the Bursar’s Office must authorize all cash collection points before collections 
begin. For the purposes of this procedure, cash is defined to include currency, checks, money orders, credit 
cards, drafts, and negotiable instruments. 

A cash collection point is defined as a Department, event, club or other entity that collects cash and the 
source of revenue is other than recovery of expenditures such as telephone, copies, etc., unless these types 
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of reimbursements occur frequently. Internal controls generally comprise the plan of the organization and 
all of the coordinated methods and measures adopted within a business to: 

• safeguard its assets, 
• check the accuracy and reliability of its accounting data, 
• promote operations efficiency and 
• encourage adherence to prescribed managerial policies. 

For the purpose of this section, the emphasis on controls will generally be related to the methods and 
practices necessary to ensure the safeguarding of University cash collection and change funds. 

 

B. Cash Custodian Authorization 
Any Department or University related entity that wishes to function as a cash collection point must 
designate a Cash Custodian(s) by completing a Cash Custodian Authorization form. The Cash Custodian, 
Accountable Officer and Budget Manager for the FOAPAL must read and understand the Cash Collection 
Procedures in addition to the Cash Custodian Authorization prior to the start of cash collection. For an 
activity that is considered an Auxiliary Enterprise, authorization to establish a new business or educational 
activity and FOAPAL requires additional forms and approval processes (See Section 2 Part IV Process for 
Establishing New FOAPAL). Only those Departments or University related entities that can demonstrate the 
ability to establish appropriate control procedures and comply with prescribed cash handling guidelines will 
be approved. 

Upon approval of the Cash Custodian Authorization form by Finance & Accounting, it is important to note 
the following: 

1. The authorization to perform the duties of a Cash Custodian is FOAPAL specific. Therefore, 
each employee assigned the duties of a Cash Custodian for a FOAPAL must have a Cash 
Custodian Authorization form on file with Financing & Accounting referencing the specific 
Index/Fund/Organization. 
 

2. The authorization to perform the duties of a Cash Custodian must be verified annually. To 
remain a Cash Custodian, approval to continue collecting cash must be confirmed by the 
Accountable Officer and Budget Manager and received by Finance & Accounting as 
requested. (See Section 2 Part V (C) – Annual Verification of Auxiliary Enterprise 
Certification) 
 

3. When an authorized Cash Custodian leaves the employ of the University or no longer needs 
to perform the duties of a Cash Custodian, the Cash Custodian Authorization form must be 
modified by the Accountable Officer and submitted to Finance & Accounting to inactivate 
the employee’s status as a Cash Custodian. 
 

4. Finance & Accounting and Internal Audit may make periodic reviews of the cash collection 
points and/or request completion of internal control questionnaires regarding the cash 

http://www.fgcu.edu/AS/Finance/secure/Cash_Custodian_Authorization.pdf
http://www.fgcu.edu/AS/Finance/secure/Cash_Collection_Procedures.pdf
http://www.fgcu.edu/AS/Finance/secure/Cash_Collection_Procedures.pdf
http://www.fgcu.edu/AS/Finance/secure/Cash_Custodian_Authorization.pdf
http://www.fgcu.edu/AS/Finance/proceduremanual.html
http://www.fgcu.edu/AS/Finance/proceduremanual.html
http://www.fgcu.edu/AS/Finance/secure/Cash_Custodian_Authorization.pdf
http://www.fgcu.edu/AS/Finance/secure/Cash_Custodian_Authorization.pdf
http://www.fgcu.edu/AS/Finance/secure/Cash_Custodian_Authorization.pdf
http://www.fgcu.edu/AS/Finance/proceduremanual.html
http://www.fgcu.edu/AS/Finance/proceduremanual.html
http://www.fgcu.edu/AS/Finance/secure/Cash_Custodian_Authorization.pdf
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handling procedures and activities. In addition, the University’s Internal Audit Department 
and the staff of the State Auditor General’s Office routinely conduct audits of cash collection 
points. Failure to follow appropriate procedures may result in audit criticism and the loss of 
authority to serve as an authorized cash collection point. 
 

5. Any Department functioning as a cash collection point without receiving the required 
approvals from Finance & Accounting and the Bursar’s Office incurs the risk of losing 
budgetary spending authority for the funds collected and the possibility of incurring other 
appropriate disciplinary action. 
 

6. Any changes within an approved cash collection point require the submission of a modified 
Cash Custodian Authorization form to Finance & Accounting. 
 

C. Cash Custodian Annual Verification Process 
Authorization to perform the functions of a Cash Custodian is subject to the following annual procedures. 
Cash Custodians for Auxiliary Enterprises will perform this verification as part of the Annual Auxiliary 
Enterprise Certification (see Section 2, Part V – Maintaining Auxiliary Enterprise Certification). 

1. Finance & Accounting will email the current Cash Custodian Authorization form to the Cash 
Custodian, Accountable Officer and Budget Manager. 
 

2. The email will request confirmation that the form contains complete and accurate 
information on the cash collection activities. 
 

3. If correct, the Cash Custodian will convey confirmation by email to both the Accountable 
Officer and the Budget Manager responsible for the specific FOAPAL. 
 

4. Both the Accountable Officer and the Budget Manager must approve the Cash Custodian 
Authorization form and forward to Finance & Accounting. 
 

5. All verifications and modifications must be submitted by the due date established by 
Finance & Accounting. 
 

6. Noncompliance may result in one or more of the following actions: 
a. Revocation of Cash Custodian Authorization 
b. Removal of all budget authority for the FOAPAL 
c. Notification to Internal Audit of failure to comply 
d. Additional restrictions as deemed appropriate 

 

http://www.fgcu.edu/AS/Finance/secure/Cash_Custodian_Authorization.pdf
http://www.fgcu.edu/AS/Finance/proceduremanual.html
http://www.fgcu.edu/AS/Finance/secure/Cash_Custodian_Authorization.pdf
http://www.fgcu.edu/AS/Finance/secure/Cash_Custodian_Authorization.pdf
http://www.fgcu.edu/AS/Finance/secure/Cash_Custodian_Authorization.pdf
http://www.fgcu.edu/AS/Finance/secure/Cash_Custodian_Authorization.pdf
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V. Procedures for Collecting and Depositing Cash 

A. Introduction 
Cash collection pertains to faculty, staff, or students collecting cash on behalf of the University. The Cash 
Custodian is the person designated by the Accountable Officer and Budget Manager, and authorized by the 
Finance & Accounting and the Bursar’s Office to maintain a cash collection activity outside of the Cashier’s 
Office. This person is responsible for all cash, check logs, receipts, cash boxes, endorsement stamps and 
whatever other documents are needed to support activity. The term check log or cash/check log refers to 
either the approved check log form listed under the forms section of the Office of the Controller website or 
the detail deposit report generated by TouchNet Web Department Deposits in Business Office Cashiering.  
The Accountable Officer will be the contact person if any questions arise or in case of an audit inquiry. 

 

B. Control Procedures 
It is recognized that no one control model effectively or efficiently fits the needs of all cash collection points. 
However, there are certain standard control procedures that are expected to be in place unless there is a 
demonstrated and justifiable reason for not doing so. In such cases, there is an expectation that alternative 
or compensating control procedures be put in place. The standard control procedures generally expected to 
be established at each cash collection point are described below. These procedures are to be followed when 
approval has been granted to collect cash/checks outside of the Cashier’s Office. 

1. It is the personal responsibility of the Cash Custodian to maintain the cash in a secure 
location. In the event of missing funds or inappropriate use of funds, the Cash Custodian 
should contact the Cashier’s Office and Campus Police immediately for an investigation. 
 

2. The Cash Custodian’s Department will be held responsible for reimbursing the Cashier’s 
office for any lost or stolen keys, cash boxes, endorsement stamps or any other items 
provided by the Cashier’s Office. 
 

3. The Cash Custodian will not, under any circumstances, cash a check out of the funds that are 
being collected. 
 

4. The Cash Custodian will not hold or place any University funds collected in a personal bank 
account. 
 

5. If the bank returns a check, the return check procedure will be followed. Depending upon 
the fund, the Department may be notified by the Bursar’s Office and the amount of the 
check will be reversed out of the account where the funds were originally deposited. 
 

6. In certain limited situations, (e.g. Fitness and Aquatics Centers) where there are numerous 
small transactions on a daily basis and operations are conducted beyond the normal 
business hours of the University, Departments may need to authorize workers to handle 
cash in a limited manner. In those instances, Cash Custodians may, with approval from the 

http://www.fgcu.edu/AS/Finance/secure/Check_Log.xlsx
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Accountable Officer, the Bursar’s Office and Finance & Accounting, develop internal controls 
and training procedures that authorize trained Departmental employees to handle cash 
without being designated as a Cash Custodian. In these special situations, the Department 
must: 
 
a. Submit their procedures to Finance & Accounting and the Bursar’s Office for review and 

approval. 
 

b. Have the Accountable Officer designate the primary Cash Custodian responsible for 
training any employees handling cash within that Department. 
 

c. Keep internal records to verify that the agreed upon procedures have been adhered to, 
and all personnel handling cash have been identified and trained. 
 

d. Cash Custodians will remain responsible for delivering deposits to the Cashier’s Office. 
 

These records and procedures will be subject to audit by Finance & Accounting, the Bursar’s 
Office and the University’s Internal Auditor. These procedures are considered an integral 
part of the FOAPALs operations. Any significant changes must be reported to Finance & 
Accounting as detailed in Section 2, Part V, B - Modification of Auxiliary Enterprise 
Certification. 

 

C. Collecting Funds 
For collections received in person, it is expected that proper receipting devices, such as a pre-numbered 
internal cash receipt at the initial point of collection be provided and that all customers receive a temporary 
receipt. For collections received through the mail, the person opening the mail should immediately log the 
check on the cash/check log and restrictively endorse the check at the earliest point in collections. It is 
recommended that Finance & Accounting be consulted about control procedures of any planned cash 
register purchases. There are two types of receipts: the temporary receipt issued by an authorized cash 
collection point and an original receipt issued by the Cashier’s Office. 

Temporary Cash Receipts are receipts that allow authorized areas to collect cash. Upon delivery of the funds 
to the Cashier's Office, the cashier reconciles the amount received to the incoming cash/check log. Once 
reconciled, the information is processed in Banner which will automatically produce a sequential pre-
numbered original receipt that should be given to the Cash Custodian. 

Temporary Cash Receipts are maintained by the Bursar’s Office. Authorized Cash Custodians must obtain 
and sign for the pre-numbered temporary cash receipts as assigned from the Bursar’s Office. Unused 
temporary receipts should be adequately secured and accounted for by the Cash Custodian. If unused 
temporary receipts are no longer needed, they must be returned to the Bursar’s Office. An Accountable 
Officer should approve all voided receipts or transactions. All copies of the voided temporary receipt should 
be retained and returned to the Bursar’s Office marked “VOID” on the receipt and included on the 

http://www.fgcu.edu/AS/Finance/proceduremanual.html
http://www.fgcu.edu/AS/Finance/proceduremanual.html
http://www.fgcu.edu/AS/Finance/secure/Check_Log.xlsx
http://www.fgcu.edu/AS/Finance/secure/Check_Log.xlsx
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cash/check log. Any cash deposited without a University-issued temporary pre-numbered receipt will be 
referred to the Bursar’s Office for review. 

Temporary pre-numbered receipts should include the following information: 

• The name of the customer from whom the money is received 
• Date the funds were received 
• Student ID number, if funds are to be applied to student’s Accounts Receivable account 
• The amount received 
• Sales Tax amount received, if applicable 
• The total amount of the temporary receipt 
• Type of the funds received, such as cash or check 
• The complete signature of the person issuing the receipt, usually the Cash Custodian 

 

The following steps should be taken during the collection of the funds: 

1. The original copy of the receipt is given to the customer at the time payment is made. 
 

2. The duplicate copy of the receipt is attached to the incoming cash/check log to the Cashier's 
Office. 
 

3. The third copy of the receipt is retained by the Department. 
 

4. If a check is received, the Cash Custodian should stamp the back of the check with an official 
University endorsement stamp. 
 

5. Cash and checks should be secured and locked in the cash lock box or safe at all times. 
 

6. All funds collected on behalf of the University should be deposited at the Cashier's Office on 
a daily basis between the hours of 8:00 a.m. and 5:00 p.m. whenever possible, but no later 
than one week of the collection of funds. 
 

7. Original receipts are issued only by the Cashier's Office through Banner. Original receipts are 
pre-numbered and automatically assigned by Banner. When funds are deposited directly to 
the Cashier's Office, or when temporary receipts are brought to the Cashier's Office for 
depositing, an original receipt should be issued. 
 

8. Checks, drafts or money orders should be payable to Florida Gulf Coast University (FGCU), 
have a current date (not post-dated), the dollar amount, the person or organization’s name 
and address printed on the check, and a signature. Foreign checks, drafts or money orders 
should not be accepted without approval of the Cashier’s Supervisor. 
 

http://www.fgcu.edu/AS/Finance/secure/Check_Log.xlsx
http://www.fgcu.edu/AS/Finance/secure/Check_Log.xlsx
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D. Depositing Funds 
All funds collected on behalf of the University should be deposited at the Cashier's Office on a daily basis 
between the hours of 8:00 a.m. and 5:00 p.m. whenever possible, but no later than one week of the 
collection of funds. A University Police Officer should be requested to escort employees to the Cashier's 
Office with large deposits or when an employee wishes additional security. It is recommended that all cash 
collections be delivered to the Cashier’s Office on a daily basis. If cash collections cannot be delivered on a 
daily basis, all checks, drafts and money orders should be restrictively endorsed. Completed cash/check logs 
are to be secured in a safe until delivered to the Cashier’s Office, usually within 24 hours of collection if 
possible. No collections should be held more than one week before delivering to the Cashier’s Office. Credit 
card payments should be settled with the Cashier’s Office on a daily basis. 

The Cashier’s Office will accept, but not process, funds collected without a completed cash/check log 
delivered and signed by the Cash Custodian, and also signed by the Accountable Officer or the Budget 
Manager in the absence of the Accountable Officer. The approved cash/check log must be properly 
completed and contain the FOAPAL where funds should be deposited and/or Detail Codes as assigned by the 
Bursar’s Office. Departments authorized to collect funds are responsible for retaining detailed backup to 
support the cash collections and provide copies of miscellaneous documents to accompany deposits. 

The Cashier’s Office will verify that all of the funds have been recorded on the cash/check log. Any deposits 
that are brought to the Cashier’s Office by a person other than an authorized Cash Custodian will be referred 
to the Bursar’s Office for review. The Cash Custodian will be asked to initial the check log along with any 
additions or deletions made to a cash/check log and a copy of the cash/check log will be provided to the 
Cash Custodian before leaving the Cashier’s Office to document that custody of the check log has been 
transferred to the Cashier’s Office. After the check log is processed and recorded in Banner, the Cash 
Custodian will receive a copy of the computer receipt numbers at the time of deposit. If the Cashier’s Office 
is unable to process the deposit while the Cash Custodian waits, the Cash Custodian can either (1) request a 
copy of the Banner receipt to be forwarded through campus mail or (2) verify the deposit in Banner. If a 
check or draft is returned to the University for Nonsufficient Funds (NSF), the Return Check Procedures 
should be followed. 

 

E. Requesting a Cash Box, Change Fund or Endorsement Stamp 
Cash Custodians assigned cash handling responsibilities should be given written procedures regarding 
responsibilities with regard to the handling and control of cash collection or change funds. It should be made 
absolutely clear that personal loans or the cashing of personal checks from cash collection or change funds is 
prohibited. At a minimum, persons handling cash should be required to sign a copy acknowledging they 
have read or received a copy of these procedures. 

If the Cash Custodian has a need for a temporary cash box, change fund or endorsement stamp, appropriate 
arrangements should be made through the Bursar’s Office. At the same time, pre-numbered Temporary 
Cash Receipts may be issued if needed. If the cash collection activity requires change be made, the Cash 
Custodian should complete a Change Fund Request form. The amount of the temporary change fund issued 
is at the discretion of the Bursar’s Office and should not exceed $100 unless additional arrangements and 
approvals are made justifying the request. Permanent Change Funds are available and will be issued at the 

http://www.fgcu.edu/AS/Finance/secure/Check_Log.xlsx
http://www.fgcu.edu/AS/Finance/secure/Check_Log.xlsx
http://www.fgcu.edu/AS/Finance/secure/Check_Log.xlsx
http://www.fgcu.edu/AS/Finance/secure/Check_Log.xlsx
http://www.fgcu.edu/AS/Finance/secure/Check_Log.xlsx
http://www.fgcu.edu/AS/Finance/secure/Check_Log.xlsx
http://www.fgcu.edu/AS/Finance/secure/Check_Log.xlsx
http://www.fgcu.edu/AS/Finance/secure/Check_Log.xlsx
http://www.fgcu.edu/AS/Finance/secure/Check_Log.xlsx
http://www.fgcu.edu/AS/Finance/secure/Change_Fund_Request.pdf
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discretion of the Bursar’s Office if sufficient need can be documented. If the cash collection activity requires 
checks to be accepted, an Endorsement Stamp should be requested to restrictively endorse all checks at the 
time of acceptance. 

The Cash Custodian should maintain control over the cash box, change fund and cash collected at all times 
by balancing the drawer. The total cash on hand less temporary cash receipts supporting cash collections 
must balance to the total amount authorized for the change fund at all times. If the collection activity is to 
continue over several days, the cash box, the change fund (if issued) and unused temporary receipts may be 
kept until the activity is over, provided they are safeguarded at all times in a safe or comparable device. 

Different Cash Custodians should not work simultaneously out of the same change fund and when funds are 
transferred among employees, responsibility should always be documented. Change funds and cash 
collections must be available for unannounced audits by Finance & Accounting, Internal Auditors and the 
State Auditor General’s Office. Shortage or apparent theft must be reported to the University Police and the 
Controller's Office, immediately, upon discovery. 

 

F. Student Accounts Receivable Collections 
Accounts receivable are those monies owed to the University by individuals or organizations that have 
received goods and/or services from a department of the University. Payments for Accountable Receivable 
charges may be accepted in the department that provides the goods, and/or services when bills are sent to 
the customer by that department. However, after a department has forwarded a balance owed by a 
customer to the Bursar's Office, the customer is no longer able to pay the individual department and must 
make payment through the Cashier’s Office. 

Student account receivables are those monies owed to the University by students for tuition and fees, 
housing charges, library charges, health and wellness charges, citations issued by the University Police 
Department and other miscellaneous student services charges. Student account receivables are maintained 
in the Banner Student sub-system. Students must make payments through the Cashier’s Office or via the Bill 
& Payment Center in Gulfline. 

Students who do not process registration fee deferments, or who have not initiated payment of registration 
fees by the fee payment deadline will have their registration canceled, and pending upon individual 
circumstances, may be charged on the receivables system and billed for the fees due. 

The University does not mail bills/invoices to students. The students should review their Account Activity to 
verify the accuracy of the information and charges via the Bill & Payment Center in Gulfline. 

If a student’s account remains due after 180 days and the student is not actively enrolled; a past due 
balance over $100.00 will be referred to an outside collection agency for action. Accounts Receivable is 
responsible to conduct good faith collection efforts on all student accounts under $100. The University will 
notify the student by letter prior to their past due account being referred to an outside collection agency. At 
a minimum, the letter should notify the student that they have 30 days to pay their account in full or make 
suitable payment arrangements with the University and if their past due account is referred to an outside 
collection agency, collection and/or litigation commission charged by the agency will be added to the 
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balance of past due delinquent account at the current contract rate. After a student’s account has been 
referred to the outside collection agency, all correspondence with the debtor is made by the collection 
agency. Once an account is active with an outside collection agency, all payments should be made to that 
agency.  The Accounts Receivable Manager is responsible to maintain student collection efforts, 
communication and documentation. 

 The following delinquent unpaid accounts receivable may be charged off as uncollectable: 

a. The University Controller is authorized to charge off accounts with past due balances of 
$99 or less when accounts become at least six (6) months old and the cost of further 
collection effort or assignment to a collection agency would not be warranted. 

b. The Vice President for Administrative Services and Finance is authorized to charge off 
past due balances of $100 or more when accounts are at least 2 years delinquent and 
after all reasonable and lawful collection attempts have failed. 
 

The Bursar is responsible to coordinate on an annual basis, the write off process on eligible student 
accounts. The detail code “DEBT” should be processed on the student account in the amount that will be 
written off as uncollectible. This detail code will automatically charge the same amount to the bad debt 
expense account. A financial “HOLD” should be place on the student’s account after the past due amount 
has been written off as uncollectible and should continue to be maintained on the student’s record until the 
amount due is paid in full. While on financial hold, the student’s grades, transcripts, schedule, etc. will not 
be released until the student’s account has been paid in full. If the student pays the past due amount in full, 
the detail code “DEBT” should be reversed on the student account reinstating the amount past due that was 
written off and then the payment should be applied and the hold is removed. 

G. Employee Accounts Receivable Collections  
The University will exert every effort to collect delinquent accounts-other than educational loans collectable 
pursuant to Section 112.175, F.S. owed to the University by its employees. Please see regulation FGCU-
PR5.003 for the Employee Debt Collection procedures.  

VI. Reconciliation 
The Accounts Receivable Reconciliation Report (TGRRCON) and the Aging Analysis Report (TGRAGES) enables 
the Bursar’s office to reconcile receivable information to the General Ledger accounts. The Application of 
Payment Process (TGRAPPL) and the Accounting Feed Process (TGRFEED) should be run prior to reconciliation, 
and all documents created by the feed must be posted to Banner Finance before the reconciliation. 

The Accounts Receivable Reconciliation Report (TGRRCON) provides a list of Open Charges-Receivables 
(Account A) by Detail Code and a list of Unapplied Payments (Account B) by Detail Code. The difference 
between Open Charges-Receivables (Account A) and Unapplied Payments (Account B) should equal the total of 
the Aging Analysis Report (TGRAGES). Any difference should be researched by verifying the feed amounts in 
TGRFEED and running the Unfed Transaction report in COGNOS.  
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VII. Returned Checks Procedures 

A. Collection Process-Paper Checks 
Returned checks are returned from the bank unpaid after being submitted twice through the University’s 
bank. Returned checks processed through Accounts Receivable will be reversed on the Student’s account 
and automatically placed on Accounts Receivable HOLD if the amount of the returned check exceeds the 
Accounts Receivable hold limit. In addition, a return check fee will be assessed on the student’s account. If 
the amount of the returned check is $50.00 or less, a fee of $25.00 will be assessed; if the returned check 
amount is more than $50.00 but less than $300.00 a fee of $30.00 will be assessed. If the returned check 
amount is above $300.00, a fee of $40.00 will be assessed, or an amount of up to 5 percent of the face 
amount of the check, whichever is greater. This prohibits the Student from registering, receiving transcripts 
or receiving diplomas until all debts are cleared. Students having three or more checks returned to the 
University will result in check writing privileges being revoked and will be placed on Check Writing 
Restriction Hold (CK). 

An  email notification should be sent to the student’s FGCU Eagle email address and the email address at the 
time of application in the Registrar's files. This notification should provide details of the returned check and 
instructions to contact the Bursar’s Office within 15 days. If after 15 days the returned check remains 
outstanding, the below procedures will be taken. If the returned check is for payment of application fees, 
the Admission’s Office should be notified. If the returned check is for the payment of tuition and fees, the 
Office of Records & Registration should be notified, and the student should be cancelled from all classes for 
non-payment. If the returned check is for payment of Housing charges, the Office of Housing and Residence 
Life should be notified. 

If the returned check was not processed through Banner Accounts Receivable, then the depositing 
department will be notified that a check has been returned and the Accounts Receivable office should 
reverse the transaction in Banner. The depositing department would be responsible for collection of the 
return check and the returned check fee.  

 

B. Collection Process-Electronic Checks 
Returned eChecks are returned from the bank unpaid after being submitted once through the University’s 
bank. Returned eChecks processed through Accounts Receivable will be reversed on the Student’s account 
and automatically placed on Accounts Receivable HOLD if the amount of the returned eCheck exceeds the 
Accounts Receivable hold limit. In addition, a return electronic fund transfer fee will be assessed on the 
student’s account. If the amount of the returned eCheck is $50.00 or less, a fee of $25.00 will be assessed. If 
the returned eCheck amount is more than $50.00, but less than $300.00 a fee of $30.00 is assessed. If the 
returned eCheck amount is above $300.00, a fee of $40.00 will be assessed, or an amount of up to 5 percent 
of the face amount of the eCheck, whichever is greater. This prohibits the Student from registering, 
receiving transcripts or receiving diplomas until all debts are cleared. Students having three or more eChecks 
returned to the University will result in check writing privileges being revoked and will be placed on Check 
Writing Restriction Hold (CK). 
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An email notification should be sent to the student’s FGCU Eagle email address and the email address at the 
time of application in the Registrar's files. This notification should provide details of the returned check and 
instructions to contact the Bursar’s Office within 15 days. If after 15 days the returned check remains 
outstanding, the below procedures will be taken. If the returned eCheck is for payment of application fees, 
the Admission’s Office should be notified. If the returned eCheck is for the payment of tuition and fees, the 
Office of Records & Registration should be notified, and the student should be cancelled from all classes for 
non-payment. If the returned eCheck is for payment of Housing charges, the Office of Housing and 
Residence Life should be notified. If the returned eCheck was not processed through Banner Accounts 
Receivable, then the depositing department will be notified that an eCheck has been returned and the 
Accounts Receivable office should reverse the transaction in Banner. The depositing department would be 
responsible for collection of the returned eCheck and the return electronic fund transfer fee.  

 

VIII.Student Refund Procedures 
Student refunds are processed at least once per week. The student can either receive a paper check or sign up 
through the Bill & Payment Center to receive their refund electronically via ACH. If the student is receiving a 
paper check they will be notified via email with a time frame to pick-up their check. If the check is not picked up 
during this time frame it will be mailed to the address on file with the Office of Records & Registration. If the 
student signed up for electronic refunds they will receive an email notification once their refund has been 
processed with an expected deposit date. All balances owed to the University will be deducted before the 
refund is issued. If the credit balance is less than $10 the student must contact the Bursar’s Office to request 
the refund. If the credit balance is less than $10 and at least six months old  the credit balance will be moved to 
Abandoned Property Scholarships by posting ABSC to the account for the respective amount.  

A. Tuition & Fee Refunds 
100% of registration fees and tuition will be refunded if notice of complete withdrawal or course withdrawal 
from the university is processed prior to the end of the drop/add period (please refer to the Academic 
Calendar). 

25% of tuition will be refunded if notice of withdrawal from ALL courses from the University is processed 
prior to the end of the fourth week of classes and the term is at least 10 weeks long (please refer to the 
Academic Calendar). Terms less than 10 weeks are not eligible for the 25% refund of tuition. 

 

B. Financial Aid Refunds 
A financial aid refund is defined as any excess funds on the students’ account after all financial obligations 
have been met.  A financial aid refund may be generated by the disbursement of any financial aid, including 
but not limited to federal and state grants, foundation scholarships, etc. All financial aid refunds, including 
Title IV aid, will be processed within the time allowed by Federal rules and regulations or the first day after 
drop/add and will typically take 5-7 business days from the date your funds have been disbursed,  whichever 
is sooner. Students who have applied and received financial aid will be disbursed through Banner on the 
student’s Accounts Receivable account. If there is an amount due to the University in the student’s Accounts 
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Receivable account, financial aid funds will be applied to all outstanding debt first and deducted prior to 
calculating a financial aid refund. 

Students who may be eligible to receive a refund as a result of a withdrawal, cancellation or termination of 
attendance and received financial aid for that period may be required to return a portion of the refund to 
the appropriate financial aid program.  The amount to be returned is determined by the percentage of the 
term the student completed prior to withdrawal and in accordance with Federal Financial Aid regulations.  
Any credit amount that remains after the funds have been returned will be refunded to the student.  
Students receiving financial assistance should consult with the Financial Aid Office prior to withdrawing 
and/or changing enrollment status. 

 

C. Fee Adjustment Refunds 
The student must submit a Fee Adjustment Request to the Office of Records & Registration. The Office of 
Records & Registration will forward the request to the University Fee Appeals Committee for review. If the 
appeal is approved any amounts owed to the University will first be deducted before the Fee Adjustment 
Refund is issued. Students have six months from the last day of the term to submit a Fee Adjustment 
Request.  

 

D. Late Payment Refunds 
All students who do not pay their Tuition & Fees in full by the respective payment deadline as noted on the 
Academic Calendar are subject to a $100.00 Late Payment fee. If the student feels that they have a 
legitimate reason for paying late they may submit a Late Payment Waiver request form to the Bursar’s 
Office. If the appeal is approved any amounts owed to the University will first be deducted before the Late 
Payment Refund is issued. Students have six months from the last day of the term to submit a Late Payment 
Waiver request form.  

 

E. Eagle Dollar Refunds 
All Eagle Dollars deposited on the Eagle ID will roll over from one term to the next; however, a refund may 
be requested by submitting an Eagle Dollar Refund Request form to the Bursar’s Office. An Eagle Dollar 
Refund may only be approved upon graduation, complete withdrawal from the University or during the first 
and last two weeks of the semester. Any outstanding balances owed to the University will be paid before the 
refund will be issued.  

 

F. Educational Business Activity Refunds 
Refunds of cash collected as a result of an educational business activity can be made by completing a 
Deposit Refund Request and submitting it to the Cashier Supervisor. Refunds of Marketplace Store 
purchases can be made by completing a Marketplace Refund Request and submitting it to the Cashier’ 
Supervisor. Refunds of cash or credit card using one of the above forms will be made within 3 days of the 

http://www.fgcu.edu/AS/Finance/Files/Late_Payment_Waiver_Request.pdf
http://www.fgcu.edu/AS/Finance/Files/Late_Payment_Waiver_Request.pdf
http://www.fgcu.edu/AS/Finance/Files/Late_Payment_Waiver_Request.pdf
http://www.fgcu.edu/AS/Finance/Files/Eagle_Dollar_Refund_Request.pdf
http://www.fgcu.edu/AS/Finance/secure/Deposit_Refund_Request.pdf
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approved request. Refunds of checks using one of the above forms will not be made until at least 3 weeks 
after the date of the check deposit to make sure that the funds have cleared the bank. Refunds of purchases 
made through Campus Merchant Edition (CME) cashiering can be processed by a CME Supervisor using the 
software.  Educational Business Activity Refunds will be issued the way they were originally processed.  

IX. Third Party Billing 
The Bursar’s Office does offer the ability for students to request deferment of their Tuition & Fees if they will be 
receiving funds from a Third Party. The student is required to fill out the Application for Deferment or the VA 
Deferment Promissory Note or provide an Authorization from the respective Agency. Any Tuition & Fees not 
covered by the third party must be paid in full by the Tuition & Fee deadline as posted on the Academic 
Calendar. The Third Party has the ability to pay by check, wire transfer, or credit card.  

If the student is a Florida Prepaid owner they are not required to fill out a deferment form. The Florida Prepaid 
benefit is automatically assessed to the students account. The students are identified by a matriculation file 
that is downloaded nightly from Florida Prepaid. When the benefit is initially posted the student is sent a 
notification to their FGCU student email account. If the student decides not to use their Florida Prepaid funds 
for any reason the student must complete the Florida Prepaid Non-Usage form each term and submit to the 
Bursar’s Office by the Payment Deadline date as posted on the Academic Calendar. The University does not 
automatically bill Florida Prepaid Housing for the Summer Term. If the student wishes to use their Housing plan 
benefit for the summer term they must submit the Florida Prepaid Summer Housing Authorization form to the 
Bursar’s Office by the respective Summer Housing Payment Deadline date. Any Tuition & Fees not covered by 
Florida Prepaid must be paid in full by the Tuition & Fee deadline as posted on the Academic Calendar. Florida 
Prepaid submits payment to the University by wire transfer. 

 

X. Emergency Loans 
Emergency Loans are available to students on a limited basis either to extend the payment deadline to allow the 
student to make payments throughout the semester or to issue an advance of pending Financial Aid. There is a 
$10.00 Administrative fee for all Emergency Loans. The due date of the Emergency Loan is based upon the terms 
on the Promissory Note. However, the Emergency Loan is typically due immediately upon receipt of Financial 
Aid, the last day of the semester, or complete withdrawal from the University, whichever occurs first.  

The Emergency Loan must first be approved by the Bursar and the student must fill out and submit an 
Emergency Loan Application and a Promissory Note.  

 

XI. Lost or Stale Dated Student Refund Checks 

A. Lost Student Refund Checks  
If a student contacts the Bursar’s Office concerning a lost student refund check, Account Receivables should 
obtain the needed information such as student name, check number, amount and check date for 
investigation if the student check should have a stop payment issued and if a new student check should be 
issued. (Note: mailing address must agree with address in Registrar’s files; any changes need to be made by 

http://www.fgcu.edu/AS/Finance/Files/Application_for_Deferment.pdf
http://www.fgcu.edu/AS/Finance/Files/Non-Usage_of_Florida_Prepaid.pdf
http://www.fgcu.edu/AS/Finance/Files/Florida_Prepaid_Summer_Housing_Authorization.pdf
http://www.fgcu.edu/AS/Finance/secure/Emergency_Loan_Promissory_Note.pdf
http://www.fgcu.edu/AS/Finance/secure/Emergency_Loan_Application.pdf
http://www.fgcu.edu/AS/Finance/secure/Emergency_Loan_Promissory_Note.pdf
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student through the Office of Records & Registration.) As part of the investigation, Accounts Receivable will 
determine if the student check has been cashed. Once verified that the check is outstanding, Account 
Receivables should (1) notify the Cashier Supervisor to place a stop payment on the check, (2) After 24 
hours, the Cashiers’ Supervisor confirms check has not been paid and notifies Accounts Receivable to 
process detail code “STOP” on student’s account. (3) Accounts Receivable notifies Procurement Services 
when (1) and (2) have been completed and to cancel the student check in Banner Finance. After the refund 
check has been reversed on the student’s account and if there is an amount due to the University in the 
student’s Accounts Receivable account, the funds will be applied to all outstanding debt and deducted prior 
to calculating a new student refund. 

 

B. Stale Dated Student Refund Checks  
 

On a monthly basis, the Accounts Receivable Manager should monitor outstanding checks for stale dated 
student refund checks. Once an outstanding check has reached 60 days, it should be deemed stale dated.  
Once a check has been deemed staled dated the following steps should be taken (if at any point the student 
requests a new check, the Lost Student Refund procedures should be followed):  

1) Between days 60 to 90, the student should be sent a stale dated check letter and email notification.  
2) If the student does not respond, a second email notification should be sent between days 90 to 120. 
3) If the student does not respond, a third email notification should be sent between days 120 to 150.  
4) If the student does not respond, a final stale dated letter check notification should be sent and a 

telephone call should be made to the phone number on file between days 150 to 180.  
5) If the student does not respond, all applicable funds should be returned to Title IV between days 

180 to 240. If the funds are not applicable to be returned to Title IV, the funds should be placed in 
Abandoned Property. 

If the source of the funds is Title IV and is between days 180 to 240, the Accounts Receivable Manager 
should complete the following steps: 

1) The Accounts Receivable Manager should notify the Bursar Reconciliation Accountant to place a 
stop payment on the check. 

2) After one business day, the Bursar Reconciliation Accountant should confirm that the check has not 
been paid and should notify the Accounts Receivable Manager to process detail code “STOP” on the 
student’s account.  The STOP will create a credit balance on the account.   

3) Once steps (1) and (2) have been completed, the Account Receivable Manager should request 
Procurement Services to cancel the student check in Banner Finance. 

4) Once Procurement Services has confirmed that the student check has been canceled in Banner 
Finance, the Accounts Receivable Manager should contact the Associate Director of Financial Aid to 
process a return of Title IV Funds.  

5) Once the return has been completed, the credit balance created in step 2 should be cleared 
automatically. 
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If the source of the funds is Non-Title IV and is between days 180 to 240, the Accounts Receivable Manager 
should complete the following steps: 

1) The Accounts Receivable Manager should notify the Bursar Reconciliation Accountant to place a 
stop payment on the check. 

2) After one business day, the Bursar Reconciliation Accountant should confirm that the check has not 
been paid and should notify the Accounts Receivable Manager to process detail code “STOP” on the 
student’s account.  The STOP will create a credit balance on the account.   

3) Once steps (1) and (2) have been completed, the Account Receivable Manager should request 
Procurement Services to cancel the student check in Banner Finance. 

4) Once Procurement Services has confirmed that the student check has been canceled in Banner 
Finance, the Accounts Receivable Manager should move the funds to Unclaimed Property. Any 
outstanding debts owed to the University should be paid prior to the funds being moved to 
Unclaimed Property. 

a. If the credit is greater than or equal to $10.00, the funds should be moved to Abandoned 
Property “ABDN”.  

b. If the credit is less than $10.00, the funds should be moved to Abandoned Property 
Scholarships “ABSC”. 

5) Once the funds have been moved to Unclaimed Property, the credit balance created in step 2 should 
be cleared automatically. 

6) If a student contacts the University regarding the unclaimed check prior to remittance to the State, 
Accounts Receivable Manager should reverse “ABDN” to reverse stale dated refund check on the 
student’s Accounts Receivable account, or if less than $10.00 Accounts Receivable should reverse 
“ABSC". 

The Treasury Coordinator is responsible for maintaining a detailed list of all unclaimed property according to 
Chapter 717, Florida Statutes, including name, last known address, student identification number, check 
number and amount. All checks in the Unclaimed Property account will be reported to the Assistant 
Controller of Finance & Accounting once they have reached the required dormancy period as of December 
31st. For unclaimed property in excess of $50.00, ‘Due Diligence’ to contact student must be performed 
between January 1st and February 28th. If no response from student by April 1st, Accounts Receivable 
Manager should reverse the detail code “ABDN” on the student’s account and process the new detail code 
“STAT” that will automatically move the funds from FOAPAL 99002 200300 2201 to FOAPAL 99009 200300 
2001. This will identify the student refunds $10.00 and greater to be forwarded to the State of Florida. The 
Assistant Controller of Finance and Accounting will issue an annual report and remittance to the Florida 
Department of Financial Services by April 30th. 

After the student check has been reported to the Florida Department of Financial Services, any student 
requests for refund would need to be made by the student to the State of Florida at 
http://www.fltreasurehunt.org/. 

NOTE: Refer to Section 3 for vendor and payroll stale dated check procedures. 

NOTE: Should a Student Refund Check need to be cancelled and the check is physically in the possession of 
the University: 

http://www.fltreasurehunt.org/
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• "CANCEL” the check at the bank (i.e. do NOT issue a Stop Payment). 
• "VOID” the check in Accounts Receivable Banner. 
• "CANCEL” the check in Accounts Payable. 

 

XII. IRS Form 1098-T 
The IRS Form 1098-T shows Qualified Tuition Related Expenses (QTRE) for the respective Tax Year. QTRE are 
reported in Box 1 and Scholarships and Grants are reported in Box 5.  

The chart below should be used when determining payments to be reported in Box 1 for QTRE on Form 1098-T. 
This guidance is provided by NACUBO Advisory Report 2013-2. 

Report Do Not Report 
Tuition Tuition or other charges for courses related 

to sports, games, or hobbies (unless count 
towards degree) 

Books, equipment, supplies (if required to be 
purchase from institution) 

Dining /meal plan charges 

Course or program fees (e.g., lab, art music) Health or disability insurance fees (even if 
required; excluded by statute) 

Distance learning fees Housing charges 
Enrollment confirmation fees Late payment fees 
Exam fees (for placement, testing out of credit 
courses, or if required for degree program) 

Library fines 

Information & technology fees Loan processing fees 
Malpractice insurance (if required for clinical courses) Orientation fees (portion which covers 

expenses for overnight stays) 
Records fees Parking permits 
Student athletic fees (if required, no personal benefit 
provided) 

Parking fines 

Student life/activity/association fees Student health fees 
Other mandatory fees (no personal benefit provided) Transportation fees (if providing 

individual benefit) 
 

The chart below should be used when determining Scholarships or Grants to be reported in Box 5 on Form 1098-
T.  This guidance is provided by NACUBO Advisory Report 2013-2. 

Report Do Not Report 
Corporation or employer under a third-party billing 
arrangement, including institutional §127 plans 

AmeriCorps Education Award — Earned income, not 
gift aid, AmeriCorps reports to student on 1099-MISC 

DoD Tuition Assistance and other support for 
service members and dependents 

Corporation or employer with no third-party billing 
arrangement (including corporate §127 plans) — Not 
administered and processed by institution 

Federal Pell, SEOG, or other grant Other college or university, with agreement to 
exchange students/tuition — student pays home 
university; exchange payment between universities 
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Report Do Not Report 
Institutional scholarship/grant Private nonprofit organization, not processed as a 

scholarship/grant — not administered and 
processed by institution 

Private nonprofit or other organization, if 
processed as scholarship/grant 

Private or family trust — not gift aid, not 
administered and processed by institution 

Scholarship restricted to room and board State §529 savings or prepaid plan distribution 
reported on Form 1099-Q 

State grant, including vocational-rehabilitation State or local school system payment for K-12 dual 
enrollment, if no student account — 1098-T not 
required 

State or local school system payment for K-12 dual 
enrollment, if student account is maintained 

Travel grant/prize/award not related to educational 
pursuit resulting in college credit — not for COA; 
may be reportable on Form 1099-MISC 

Travel grant/prize/award related to educational 
pursuit for credit - covers COA 

Veterans’ benefits — Chapter 30 (Montgomery GI 
Bill) — VA makes payment to student 

Veterans’ benefits (Chapter 31, Chapter 33 (Post 
9/11 GI Bill), and Yellow Ribbon) — VA makes 
payment to institution 

 

Tuition waived by institution  
There are currently two tax credits available to help offset the costs of higher educations. These credits are the 
American Opportunity Credit and the Lifetime Learning Credit. For additional information about these credits 
the tax payer should consult IRS publication 970 (Tax Benefits for Education).  

IRS Form 1098-T is provided to all students with QTRE for  the respective tax year; however, if Box 5 is greater 
than Box 1 the IRS considers this student exempt and the IRS Form 1098-T does not need to be generated. If the 
student gives electronic consent the student will only receive an electronic version of the 1098-T. These 
students will be notified by email once their 1098-T is available to be viewed on Gulfline. All other students will 
have a paper copy mailed to the mailing address on file with the Office of Records & Registration. If a student 
does not receive their 1098-T in the mail due to an out-of-date mailing address or for any other reason the 
student may access the electronic copy on Gulfline at any time. 

 

XIII. Taxation of Non-Resident Aliens for Scholarships/Fellowships 
The University is required to withhold U.S. income tax at the time a payment is made to a nonresident alien or 
to a third party on their behalf. The following types of payments can be subject to U.S. income tax: wages, salary 
or compensation, payments to independent contractors, scholarships and fellowships, stipends, book 
allowances, living expenses, honoraria for guest speaker fees, prizes, awards, royalties, commissions, travel 
reimbursements and interest payments. 

In order to determine whether or not U.S. income tax is to be withheld from payments that the students might 
receive, the University requires all foreign nationals to complete its ‘Foreign National Information Form’ and 
provide documentation needed to calculate the tax on these payments. The amount of tax withholdings may be 
determined by tax treaties countries have with the United States. The Bursar will calculate the withholding 
amount based on the student’s visa type, passport, citizenship, and ‘Substantial Presence Test’ performed in 

http://www.fgcu.edu/AS/Finance/proceduremanual.html
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Windstar/Tax Navigator. Once the amounts are calculated, each term the Bursar will send a detailed 
spreadsheet to the Payroll Office with the students’ names and withholding amounts. The Bursar will then post 
the withholding amounts on the students’ accounts and the Payroll Office will submit amounts withheld to the 
IRS. 

In addition, the University must file annual 1042-S information returns with the Internal Revenue Service to 
report amounts paid and withheld for each type of payments. The Bursar’s Office and the Payroll Office should 
produce and submit a copy of the 1042-S to the payee and an electronic copy to the Internal Revenue Service.  

In general, the taxable portion of a scholarship or fellowship paid to a Nonresident Alien is subject to Federal 
income tax withholding at the rate of 30%, unless the payments are exempt from tax under the Internal 
Revenue Code or a tax treaty. However, payees who are temporarily present in the United States in F-1, J-1, M-
1, Q-1, or Q-2 nonimmigrant status are subject to a reduced 14% withholding rate on the taxable portion of the 
grant because such individuals are considered to be engaged in a U.S. trade or business under Internal Revenue 
Code section 871(c). 

Students can refer to the Bursar’s Office webpage for information regarding the taxation for Non-resident Aliens 
for scholarships/fellowships. 

 

XIV. Identity Theft Prevention Program  
A. Program Adoption 

Florida Gulf Coast University (“University”) developed this Identity Theft Prevention Program ("Program") 
pursuant to the Federal Trade Commission's (“FTC”) Red Flags Rule 16CFR681.This Program was developed 
in consideration of the size and complexity of the University's operations and account systems, as well as 
the nature and scope of the University's activities. 

 
B. Definitions and Program 

• Red Flags Rule Definitions Identity Theft: A fraud committed or attempted, using the identifying 
information of another person without authority. 

• Red Flag: A pattern, practice, or specific activity that indicates the possible existence of identity theft. 
• Covered Account: Account used mostly for personal, family, or household purposes, and that involves 

multiple payments or transactions. A covered account is also an account for which there is a foreseeable 
risk of identity theft. 

• Program Administrator: The individual designated with primary responsibility for oversight of the 
program. See Section VI below. 

• Identifying information: Any name or number that may be used, alone or in conjunction with any other 
information, to identify a specific person, including: name, address, telephone number, social security 
number, date of birth, government issued driver’s license or identification number, alien registration 
number, government passport number, employer or taxpayer identification number, student 
identification number, computer’s Internet Protocol address, or routing code. 

 
C. Identification of Red Flags 
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In order to identify relevant Red Flags, the University considers the types of accounts that it offers and 
maintains, methods it provides to open its accounts, methods it provides to access its accounts, and its 
previous experiences with identity theft. The following items are illustrative examples of Red Flags: 
1. Notifications and Warnings from Background or Credit Reporting Agencies 

a) Report of fraud accompanying a background or credit report. 
b) Notice or report from a credit agency of a credit freeze on an applicant. 
c) Notice or report from a credit agency of an active duty alert for an applicant. 
d) Receipt of a notice of address discrepancy in response to a credit report request. 
e) Indication from a credit report of activity that is inconsistent with an applicant’s usual pattern or 

activity. 
2. Suspicious Documents 

a) Identification document or card that appears to be forged, altered or inauthentic. 
b) Identification document or card on which a person’s photograph or physical description is not 

consistent with the person presenting the document. 
c) Other document with information that is not consistent with existing student information. 
d) Application for service that appears to have been altered or forged. 

3. Suspicious Personal Identifying Information. 
a) Identifying information presented that is inconsistent with other information the student provides 

(example: inconsistent birth dates). 
b) Identify information presented that is inconsistent with other sources of information (for instance, 

an address not matching an address on a loan application). 
c) Identify information presented that is the same as information shown on other applications that 

were found to be fraudulent. 
d) Identifying information presented that is consistent with fraudulent activity (such as an invalid 

phone number or fictitious billing address). 
e) Social security number presented that is the same as one given by another student. 
f) An address or phone number presented that is the same as that of another person. 
g) A person fails to provide complete personal identifying information on an application when 

reminded to do so. 
h) A person’s identifying information is not consistent with the information that is on file for the 

student. 
4. Suspicious Covered Account Activity or Unusual Use of Account 

a) Change of address for an account followed by a request to change the student’s name. 
b) Payments stop on an otherwise consistently up-to-date account. 
c) Account used in a way that is not consistent with prior use. 
d) Mail sent to the student is repeatedly returned as undeliverable.  
e) Notice to the University that a student is not receiving mail sent by the University. 
f) Notice to the University that an account has unauthorized activity. 
g) Breach in the University's computer system security. 
h) Unauthorized access to or use of student account information. 
5. Alerts from Others 
a) Notice to the University from a student, Identity Theft victim, law enforcement or other person that 

the University has opened or is maintaining a fraudulent account for a person engaged in identity 
theft. 

 
D. Detecting Red Flags 
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1. Student Enrollment 
a) Require certain identifying information such as name, date of birth, academic records, home 

address or other identification. 
b) Verify the student’s identity at time of issuance of student identification card (review of driver’s 

license or other government-issued photo identification). 
2. Existing Accounts 

a) Verify the identification of students if they request information (in person, via telephone, via 
facsimile, via email). 

b) Verify the validity of requests to change billing addresses by mail or email and provide the student a 
reasonable means of promptly reporting incorrect billing address changes. 

c) Verify changes in banking information given for billing and payment purposes. 
3. Background and Consumer (“Credit”) Report Requests 

a) Require written verification from any applicant that the address provided by the applicant is 
accurate at the time the request for the background or credit report is made. 

b) In the event that notice of an address discrepancy is received, verify that the background or credit 
report pertains to the applicant for whom the requested report was made and report to the 
consumer reporting agency an address for the applicant that the University has reasonably 
confirmed is accurate. 

 
E. PREVENTING AND MITIGATING IDENTITY THEFT 

In the event University personnel detect any Red Flags, such personnel shall take one or more of the 
following steps, depending on the degree of risk posed by the Red Flag: 
1. Continue to monitor a Covered Account for evidence of Identity Theft. 
2. Contact the student or applicant. 
3. Change any passwords or other security devices that permit access to Covered Accounts. 
4. Not open a new Covered Account. 
5. Provide the student with a new student identification number if applicable. 
6. Notify the Program Administrator for determination of the appropriate step(s) to take. 
7. Program Administrator will notify University Campus Police if appropriate. 
8. Program Administrator will file or assist in filing a University Campus Police Report. 
9. Program Administrator will determine that no response is warranted under the particular 

circumstances. 
 
F. PROTECT STUDENT IDENTIFYING INFORMATION 

In order to further prevent the likelihood of identity theft occurring with respect to Covered Accounts, the 
University will take the following steps with respect to its internal operating procedures to protect student 
identifying information: 
1. Ensure that its website is secure or provide clear notice that the website is not secure. 
2. Ensure complete and secure destruction of paper documents and computer files containing student 

account information when a decision has been made to no longer maintain such information. 
3. Ensure that office computers with access to Covered Account information are password protected. 
4. Avoid use of social security numbers. Florida Gulf Coast University 
5. Ensure computer virus protection is up to date. 
6. Require and keep only the kinds of student information that are necessary for University purposes. 
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G. Program Administration 
1. Oversight 

Responsibility for developing, implementing and updating this Program lies with an Identity Theft 
Committee (“Committee”) for the University. The Committee is headed by a Program Administrator who 
may be the President of the University or his or her appointee/designee. Two or more other individuals 
appointed by the President of the University or the Program Administrator comprise the remainder of 
the committee membership. The Program Administrator will be responsible for ensuring appropriate 
training of University staff on the Program, for reviewing any staff reports regarding the detection of 
Red Flags and the steps for preventing and mitigating identity theft, determining which steps of 
prevention and mitigation should be taken in particular circumstances and considering periodic changes 
to the Program. 

2. Staff Training and Reports 
University staff responsible for implementing the Program shall be trained either by or under the 
direction of the Program Administrator in the detection of Red Flags and the responsive steps to be 
taken when a Red Flag is detected. University staff shall be trained, as necessary, to effectively 
implement the Program. University employees are expected to notify the Program Administrator once 
they become aware of an incident of identity theft or of the University’s failure to comply with this 
Program. At least annually or as otherwise requested by the Program Administrator, University staff 
responsible for development, implementation, and administration of the Program shall report to the 
Program Administrator on compliance with this Program. The report should address such issues as 
effectiveness of the policies and procedures in addressing the risk of identity theft in connection with 
the opening and maintenance of Covered Accounts, service provider arrangements, significant incidents 
involving identity theft and management’s response, and recommendations for changes to the Program. 

 
H. Service Provider Arrangements 

In the event the University engages a service provider to perform an activity in connection with one or more 
Covered Accounts, the University will take the following steps to ensure the service provider performs its 
activity in accordance with reasonable policies and procedures designed to detect, prevent and mitigate the 
risk of identity theft. 
1. Require, by contract, that service providers have such policies and procedures in place. 
2. Require, by contract, that service providers review the University's Program and report any Red Flags to 

the Program Administrator or the University employee with primary oversight of the service provider 
relationship. 

 
I. Non-disclosure of Specific Practices 

For the effectiveness of this Identity Theft Prevention Program, knowledge about specific Red Flag 
identification, detection, mitigation and prevention practices may need to be limited to Florida Gulf Coast 
University, the Committee who developed this Program and to those employees who need to know them. 
Any documents that may have been produced or are produced in order to develop or implement this 
program that list or describe such specific practices and the information those documents contain are 
considered “confidential” and should not be shared with other University employees or the public. The 
Program Administrator shall inform the Committee and those employees who need to know the information 
of those documents or specific practices which should be maintained in a confidential manner. 
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J. Program Updates 
The Committee will periodically review and update this Program to reflect changes in risks to students and 
the soundness of the University from identity theft. In doing so, the Committee will consider the University's 
experiences with identity theft situations, changes in identity theft methods, changes in identity theft 
detection and prevention methods, and changes in the University's business arrangements with other 
entities. After considering these factors, the Program Administrator will determine whether changes to the 
Program, including the listing of Red Flags, are warranted. If warranted, the Committee will update the 
Program. 
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