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It is the policy of the District Board of Trustees that the College is responsible to the Board of Trustees for the establishment and maintenance of appropriate systems that will insure the efficient and effective business operations pertaining to all funds received by the College, and for the appropriate development and utilization of the buildings, grounds, and equipment of the College.

The President shall have the authority and responsibility including but not limited to:


Establish bank depositories necessary for the operation of the College.


Approve and issue all purchase orders for materials and services.

Issue vouchers and warrants covering payments made for approved materials, equipment and services.


Establish purchasing procedures.


Compute both instructional and non‑instructional payrolls and issue checks.


Maintain leave files for all personnel.

Maintain budget on encumbrance basis and prepare budget amendments where necessary.


Maintain an accurate current inventory of all equipment.
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Issue employment contracts for personnel as required.

The Chair of the Board and the College President or his/her designee shall have the authority to sign contracts, and other documents reflecting action by the Board as appropriate.



A.
In furtherance thereof, the College President may designate the Vice President for Business Services to sign contracts, external funding proposals and other documents and reports affecting documents on behalf of the College President as appropriate, and to sign financial documents and reports for the financial operations of the College; and the Director of Purchasing to sign purchase orders.



B.
Any designation made pursuant to this rule shall be deliberate, specific, and directive.  Such delegation is intended to address the signing of documents and not the authority to commit the College to action not approved by the College President and the District Board of Trustees.


History: Adopted: 12/10/74; Effective: 12/10/74; Revised: 7/14/87; 11/14/95; 6/9/98; 9/04/07
FLORIDA GATEWAY COLLEGE

PROCEDURE (1 OF 9)


TITLE:  Budgets and Budget Amendments


PAGE: 1


AUTHORITY:  District Board of Trustees


DATE: See History Below

RESPONSIBILITY:  Vice President for Business Services


NUMBER OF RELATED BOARD POLICY:  6HX12:5-00


Budget Procedure

1.
Each fiscal year, the College shall prepare a budget in such 
form as prescribed by the State Board of Education for the general current fund, and the unexpended plant fund.


2.
Two copies of the budget approved by the District Board of Trustees shall be submitted to the Chancellor, as designee of the Commissioner of Education per State Board of Education Rule 6A-14.0716.


3.
The original or facsimile signature of the President on both copies shall certify board approval.


Budget Amendment Procedure

Budget amendments will be brought to the District Board of Trustees for their approval whenever the following changes occur:


1.
Appropriations are transferred from one fund to another,


2.
Any activity that would change the unencumbered fund balance, and/or,


3.
Reallocation of appropriations from one project to another in the unexpended plant fund.

Amendments will be sent to the State Board of Community Colleges per State Board of Education Rule 6A-14.0716.  Budget changes not addressed in items 1, 2, and 3 above shall be authorized by the President or the President's designee.
History: Adopted: 4/9/91; Effective: 4/9/91; Revised: 1/15/92, 11/14/95, 10/25/00; 12/3/13
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It is the policy of the District Board of Trustees that the College shall invest funds in excess of the amounts needed to meet current expenses.  Investment objectives shall include safety of capital, liquidity of funds, and investment income, in that order.  The investment portfolio shall be structured in such a manner as to provide sufficient liquidity to pay obligations as they come due.  

The College shall adopt the Prudent Person Rule, which states that: "Investments should be made with judgment and care, under circumstances then prevailing, which persons of prudence, discretion, and intelligence exercise in the management of their own affairs, not for speculation, but for investment, considering the probable safety of their capital as well as the probable income to be derived from the investment."

Banking services for the College shall be competitively bid.  Banks from whom the College may purchase securities shall be authorized investment institutions.  Securities should be held with a third party; and all securities purchased by, and all collateral obtained by the College should be properly designated as an asset of the College.  No withdrawal of securities, in whole or in part, shall be made from safekeeping, except by an authorized staff member of the College.

The College may invest with the State Board of Administration and the State Treasurer of the State of Florida. 
Investment activities shall be reported to the Board of Trustees annually or more frequently if requested.


History: Adopted: 12/10/74; Effective: 12/10/74; Revised: 7/14/87, 11/14/95, 3/11/97, 1/09/02, 3/11/2008; 12/3/13
FLORIDA GATEWAY COLLEGE

PROCEDURE (3 OF 9)


TITLE:  Petty Cash and Change Funds


PAGE: 1


AUTHORITY:  District Board of Trustees


DATE: See History Below

RESPONSIBILITY:  Vice President for Business Services


NUMBER OF RELATED BOARD POLICY:  6HX12:5-00


A petty cash fund in an amount not to exceed to $- 1000.00 will be maintained in the cashier’s office. - - The Vice President of Business Services - shall designate the custodian of the fund and shall provide adequate internal controls.  Fund expenditures shall follow normal purchasing procedures.

Payments made from petty cash shall be substantiated by an original itemized receipt detailing what the purchase was and what the purchase will be used for.  Each receipt will have approval via signature of the President or appropriate Vice President. – Receipts - shall not exceed $100 in amount.  IN NO CASE will petty cash funds be used for purchasing to circumvent normal purchasing procedures.
The Director, Business Services or his/her designee shall be custodian of the petty cash fund.

Change funds required for the orderly operation of the College shall be maintained.  The following steps shall be followed to assure proper safeguard and usage of change funds.

(1) Each custodian will complete a custody receipt form that will be maintained in the business office.

(2) Each custodian of change funds shall maintain the change fund in a secure location.

(3) Change funds shall not be used for temporary loans.

(4) Change funds are not to be used for disbursements.

 
History: Adopted: 12/10/74; Effective: 12/10/74/; Revised: 7/14/87,6/13/89, 11/14/95, 9/29/98, 9/26/00, 12/12/00, 2/7/01, 9/1/07;12/3/13
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A.
GENERAL.  This procedure governs the actions to be taken when checks, which are deposited by the College, are returned dishonored by the bank.

B.
PROCEDURE.


1.
Routing of dishonored checks.  All dishonored checks will be given to the Bursar.


2.
The Bursar will determine what obligation the check was originally intended to satisfy.


3.
A copy of the check and all related documentation will be provided to the account clerk handling collections.


4. 
Check issued for payment of fees.  If any or all of the dishonored check amount was intended by the issuer to be for payment of student fees:



a.
The account clerk will:



(1)
Notify student by letter that he/she has been purged from classes and that a return check charge is due.




(2)
Freeze the student's records and make entry to bad check flag.




(3)
Give return check form to Cashier to post service charge and reverse fee payment on student's account.




(4)
Verify that student has been purged from class.
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5. Return check fees are $30.00 or 5% of the returned check whichever is greater.



a.
The Registrar will:




(1)
Drop the student from his/her classes and remove the fee charges.




(2)
Advise the student's instructor(s) to immediately drop the student from class.



b.
The instructor(s) will:




(1)
Immediately drop the student from class.


c.
When student pays the original debt and service charge, the freeze flag is removed from student's account.
d.
The student has five (5) working days from the day of the notification letter to be reinstated to class pending approval of the class instructor(s) and payment of all class fees, and service charges.

e. Back check and other charges not paid will be forwarded to a collection agency. Students will be responsible for all collection and litigation costs.


6.
Checks issued by students for college obligations other than fees, 



the Bursar will:




(1)
Verify that the student name and/or social security number reflected in SIS are the same as those recorded on the check and prepare the return check form.





(a)
Give the Cashier a return check form to adjust the student's record to reflect the money due.




(b)
Freeze the student's records and make entry to bad check flag.




(2)
Within ten (10) working days after the check is received in the Business Office, send a Statutory Notice by certified mail; return receipt requested to issuer.




(3)
If the check is not redeemed within thirty (30) days after the Procedure 6Hx12:5-00(4 of 9)
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Statutory Notice return receipt is received, refer account to collection agency.



7.
When the check and the service charge are redeemed, the Cashier will:




(1)
Adjust the student's record to reflect that the charge has been paid.




(2)
Remove from the student's record any freezes
created as a result of this dishonored check.


8.
Checks issued for non-student college obligations.



a.
when a check issued for a non-student College obligation is returned dishonored, the account clerk will:




(1)
Prepare a return check form and adjust the Financial Reporting System (FRS) to reflect the returned check.




(2)
Prepare a Statutory Notice if the check and the service charge are not redeemed within ten (10) working days after the check is received in the Business Office.




(3)
Mail the Statutory Notice by certified mail; return receipt requested.




(4)
If the check is not redeemed within thirty (30) days after the Statutory Notice return receipt is received, refer account to the collection agency.


9.
Checks issued to clubs and organizations.  When a check which was issued to a club or organization affiliated with the College is returned dishonored:



a.
The account clerk will:




(1)
Prepare the Returned Check form.




(2)
Make the required adjusting entries in the Financial Reporting System (FRS) to reduce the club or organizations' account balance by the amount of the check.
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(3)
Notify the club or organization and return the dishonored check to the club.

B.
EXCEPTIONS.  The Vice President for Business Services must authorize exceptions to this procedure.


History: Adopted 7/1/89; Effective 7/1/89; Revised 10/18/91, 2/13/96, 9/26/00; 9/9/08; 12/3/13, 10/19/20
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A. GENERAL.  

Monies, including cash, checks, money orders, and other negotiable instruments which are received by anyone on behalf of the College are to be safeguarded, accounted for, and transmitted to the Cashier as prescribed by this procedure.  Any person who receives money on behalf of the College is responsible for safeguarding and accounting for such funds from the time of receipt until the moment of transfer of those funds to another individual or institution authorized to receive College funds.

B. SAFEGUARDING.  

Safeguarding actions include, but are not limited to, insuring that cash is not left unattended and is locked in a desk drawer, file cabinet, or other similar semi-permanent fixture until the cash is transferred to an individual or organization authorized to accept and hold or deposit cash on behalf of the College.

C.
PROCEDURES.


1.  
Cash received from individuals (Excluding ticket sales and clubs.)


    
(a)  
Issue a completed pre-numbered receipt to each person who remits money (cash, checks, etc.) to the College.


   
(b)  
Endorse checks using rubber stamp and fill in required information.


    
(c)  
Secure cash until it is transferred to the Cashier.
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(d)  
Prepare Cash Transmittal document to transfer cash to the Cashiers when one or more of the following criteria is met.



    
(1)  
Each Friday



    
(2)  
Cash on hand exceeds $30 as of 2:00 p.m. daily.



    
(3)  
The next day is a holiday.


    
(e)  
Deliver money, Cash Transmittal form and copies of the pre-numbered receipts and the receipt book to the Cashier's office not later than 2:30 p.m.  Money delivered after 2:30 p.m. will be secured by the Cashier and processed for deposit the following workday.


    
(f)  
The Cashier verifies the cash amount to the supporting documentation and provides a receipt to the individual turning in the money.


2.  
Receipt of Funds by Mail.


    
(a)  
Endorse checks using rubber stamp.


    
(b)  
Record required information on Cash/Check Receipt Log


    
(c)  
Secure cash and checks until the money is transferred to the Cashier.


    
(d)  
Prior to 2:30 p.m. daily turn in money and Cash/Check Receipt Log to the Cashier.  Money received after 2:30 p.m. will be secured by the Cashier and processed for deposit the following workday.


    
(e)  
Cashiers will verify the money to the log and sign the log which serves as a receipt to the individual who turns in the money.


    
(f)  
The Cash/Check Receipt Log will be retained by the department receiving the money by mail.


3.  
Receipts from sale of tickets.


    
(a)  
Prior to the occurrence of the event, obtain tickets from the Cashier's Office.  Person taking possession must sign for custody of tickets.
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(b)  
Not later than 2:30 p.m. of the first workday following the occurrence of the event the following items will be turned in to the Cashier.




(1) 
All money generated by the event/performance.




(2) 
Report of tickets sold.




(3) 
A list of individuals or organizations to which complimentary tickets were given.




(4) 
Return unused tickets to the custody of the Cashier.


    
(c)  
The Cashier verifies the cash and supporting documentation and provides a receipt to the individual turning in the money.


    
(d)  
The department/organization sponsoring the event will maintain on permanent file copies of the Report of Tickets Sold as well as the receipts for the Cashier.


4.  Performing Art Center (PAC) Ticket Sales

(a) PAC ticket sales will be handled in accordance with PAC Cash         Handling Procedures, herby incorporated by reference.


5. Concession Sales

(a) Cash from concession sales will be handled in accordance with Concessions Cash Handling Procedures, hereby incorporated by reference.


6.  
Clubs and Organizations


    
(a)  
Cash and a Cash Transmittal form will be submitted to the Cashier.


    
(b)  
The Cashier verifies the cash to the supporting documentation and provides a receipt to the individual turning in the money.
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(c)  
The club or organization will maintain on permanent file copies of the Cash Transmittal form and the receipts from the Cashier.

D. EXCEPTIONS.  

Request for exceptions to this procedure should be addressed to the Vice President for Business Services.


History: Adopted: 7/1/89; Effective 7/1/89; Revised: 11/14/95; 12/3/13, 10/19/20
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RESPONSIBILITY:  Vice President for Business Services


NUMBER OF RELATED BOARD POLICY:  6HX12:5-00


All accidents should be reported immediately in writing to the Director of College Facilities on forms furnished by the College Facilities Department.  The Director of Human Resources Development will notify the insurance companies which carry College insurance and file reports as specified by the insurance companies.

 
History: Adopted: 12/10/74; Effective: 12/10/74; Revised: 7/14/87, 11/14/95; 12/3/13
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NUMBER OF RELATED BOARD POLICY: 6Hx12:5-00


The following procedures shall govern all vending concessions:

(1)
Locations:

All requests for vending machines must be submitted to the Director of Procurement and Contracts.


(2)
Bids or negotiations are handled by the Director of Procurement and Contracts.


(3)
Owner of vending machines must:



Service on a schedule established by the Director of Procurement and Contracts.



Keep machines clean and in proper operating condition.



Furnish College with a detailed commission statement along with checks.



Transmit receipts to College on a monthly basis.



Furnish College with change and forms for refunds.



Pay all sales tax to proper agency.
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Agree that either party has the right of cancellation of agreement upon written notice as set forth in the agreement between the College and the vendor.


History: Adopted: 12/10/74; Effective: 12/10/74; Revised: 7/14/87, 2/13/96; 12/3/13
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TITLE:  Financial Accounting



PAGE: 1 
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RESPONSIBILITY:  President


NUMBER OF RELATED BOARD POLICY:  6Hx12:5-00


The College will follow the "Accounting Manual for Florida's Public Community Colleges" as set forth in Florida State Board of Education Administrative Rule 6A-14.072.

The President shall have the authority to designate the commitment of fund balance monies as is deemed appropriate which will properly reflect the financial condition of the College.


History: Adopted: 3/11/97; Effective: 3/11/97; Revised: 12/3/13
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TITLE:  Financial Statement Preparation
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AUTHORITY:  District Board of Trustees

DATE:  See History Below


RESPONSIBILITY:  Vice President for Business Services


NUMBER OF RELATED BOARD POLICY:  6Hx12:5-00


The College will follow the "Accounting Manual for Florida's Public Community Colleges" as set forth in Florida State Board of Education Administrative Rule 6A-14.072.  

The Vice President for Business Services is allowed to designate any or all of the preparation of the College’s year-end financial statements to the Director of Business Services.  The College’s financial statements will be prepared following the guidance of the Florida Department of Education and State of Florida Auditor General’s guidance.  

The completed financial statements will be reviewed by the Vice President for Business Services and upon approval, will be submitted to the Florida Department of Education on or before the required due date.


History: Adopted: 12/3/15; Effective: 12/3/15

