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BUSINESS PROCEDURES MANUAL 
SECTION 2. ACCOUNTING
Issue Date: August, 1993

2-9 Miscellaneous Receivables


All sales of materials and services on credit must be reported to the Accounting Office for billing and collection. Documentation of charges including dollar amount to be charged, a description of the goods or service provided, date, and the complete name and address of the client/customer should be sent to the Accounting Office. The account number to be credited should also be sent to the Accounting Office. Customer/clients should be told by the department that payment is due upon receipt of the billing statement. Delinquent accounts will be charged back to the originating department after 180 days. Credit should not be routinely extended by departments without approval by the Division of Business and Finance.
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