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100.1 POLICY

Processing student refund payments through the PeopleSoft AP system. Student refunds are defined as reimbursements due for overpayment of tuition, fees and financial aid funds.

100.2 APPLICABILITY

The policy requires compliance by all authorized individuals responsible for adding student vendors, review and approval of or processing of refund requests. 

100.3 PURPOSE

To provide guidance and establish audit compliance of processing of student refund payments by Student Accounts and Accounts Payable to monitor and ensure duplicate vendors and inappropriate payments are not made.

100.4 STATEMENT             

A refund of tuition/fees or financial aid funds payable to a student 
 may be initiated in the People Soft AP system using one of three methods: (1) a batch file interfaced from the Student Information System (SIS) to PeopleSoft AP (2) a refund entered by an authorized Student Accounts employee using the custom SIS Refund panels in PeopleSoft, or (3) an Expense Voucher input by an AP analyst.  The payment method selected under any of these three options may be check or ACH . 


A refund for a student that is made payable to a parent, guardian, 
 or corporation may be initiated under one method only. The Student Refund voucher must be submitted and input by an AP analyst.  These refund payments may not be submitted through the SIS refund panels in PeopleSoft or the SIS batch process.  The use of an alternate payee name will no longer be permitted in the SIS refund panels in PeopleSoft.  The alternate payee must be added as a separate vendor in the AP system by approved AP staff.    

100.5
ADMINISTRATION

The Office of Student Accounts in Financial Affairs will receive and process the students’ request for refunds via special forms
. Students may access the Office of Student Accounts online at: http://financialaffairs.georgetown.edu/studacct/. 
 
Forms will be reviewed by department personnel and/or input for processing in –house. A program feed (SIS) will allow for refunds to be issued that were processed outside of the department. 

The student applies for a student refund at either one of the following three offices: Student Accounts Main Campus (Lower Level White-Gravenor), GULC Student Accounts or Medical School Financial Aid Office. Refund requests can be submitted by Student Account Refund Form, fax, e-mail or letter. Payments due to be processed in Accounts Payable must be clocked in by 10 a.m., during regular business hours, to be issued same day.

100.6
STUDENT VENDORS

Accounts Payable is responsible for managing the PeopleSoft Vendor File. Included in the data file are individuals classified as students. The Accounts Payable manager is responsible for the validity of the addition or updating of vendor records, regardless of what type of payment results, maintaining multiple addresses, recording of 1099 information when required and verifying vendor classifications.  The only exception for this responsibility is to permit PeopleSoft batch processes to add and update student vendors for refund processing initiated by the SIS batch file interface or the custom SIS refund panels.  In these instances, the batch process for updating the AP vendor tables must adhere to the established policies for adding vendor data as discussed in AP-102-00, Vendor Data Maintenance, revised February 2001.  

The vendor number assigned for a new student vendor is to be the letter ‘S’ followed by the student’s nine-digit GO Card number issued by the University.  In the past the student’s SSN number was used following the letter ‘S’.  This practice is to be discontinued immediately even if it means creating a duplicate vendor in the system for an existing student vendor.  The Accounts Payable manager should inactivate any existing student vendor IDs.  The vendor number assigned for refunds to alternate payees’ will not include Go Card or other tracking information. The sequence will be assigned in the PeopleSoft format of 10 digits. 

The persistence for all student refund vendors processed by AP will be set at ‘One Time’.  AP will review the vendor entry and set the status to ‘Approved”. Once the AP voucher is entered and budget checked the system automatically changes the status to ‘Inactive’.  The batch process sets the status to ‘Inactive’.  With these settings in place the AP system permits one voucher to be paid after which the vendor is no longer open for processing.  Before another voucher can be processed for this vendor an authorized person in AP would have to go to the vendor table and set the vendor status to ‘Approved’ again and leave the persistence set to ‘One Time’. Similarly, the batch process would reset the vendor to ‘One Time’ and ‘Inactive’ if a new refund was sent in the automatic feed or entered in the SIS manual refund panels.  For payments to parents, guardians, and corporations the persistence is to be set to ‘Regular’, the status set to ‘Approved’, and the classification set to ‘Supplier’.  For refunds to employees taking classes, the persistence is to be set to ‘Regular’, the status set to ‘Approved’, and the classification set to ‘Employee’. Existing employee vendor numbers may be activated for the purpose of issuance of a refund.

At least one valid non-campus address must exist for all vendors in order to facilitate compliance with Abandoned Property requirements. An address of ‘Pickup’ will not be valid vendor address information. AP will use the system handling codes to designate payments as pickup, regular mail, and etc. for distribution of negotiable checks.    

100.7
 STUDENT Refund Voucher Information


The student refund voucher should include the following information:

1. Invoice date – the SIS batch control date, SIS manual batch load date, or the voucher date provided on student refund form.

2. Invoice number – the SIS batch control number, the student’s vendor number, or the document control number.

3. Gross Amount – the dollar amount of the refund payment.

4. Line Description – the student’s name: Last name, first name, middle initial

5. Subclass – the term of the refund (example: A2002 – spring 2002, B2002 – summer 2002, C2002 – fall 2002)

6. Account – 20414 (SIS student refunds – clearing)

7. Fund – 10

8. Deptid – GY0543000

100.8
ACH Transfers

A student may elect to receive a refund electronically via ACH Transfer – automated clearing house transfer.  There may be only one routing request (i.e., GU will transmit the funds to just one assigned bank and bank account.  GU will not transmit additional routing information).  The student must provide the appropriate ACH banking information to Student Accounts or Accounts Payable using a newly created form, Accounts Payable Electronic Payment Request Form
.  It is the student’s responsibility to contact his or her banking institution to confirm the ABA number to be used for the receiving bank.  The University will not be transmitting pre-note checks to the bank.  The bank requires a two-day lead time for ACH transfers, therefore, the funds will be posted to the student’s bank account two days after the file is transmitted from GU to Riggs Bank.  No advice will be printed for the student for the ACH transfer, as GU is not required to do so for credit transfers.

100.9 
Stop Payments, Voiding and returns of refund checks

As live check payments for student refunds are part of the overall Accounts Payable disbursements, any cancellation of payments must be within the established policies for such. All requests for stop payment of checks already released for payment must be in writing from the issuing department, Student Accounts. No verbal requests will be accepted
.  The reason for stop payment should be indicated (i.e., never received by payee) and re-issuance if needed, should be indicated. An authorized employee in Accounts Payable will check on line to see if the bank has paid the check. Provided the check is not cashed, the next step will be followed. Original negotiable checks should be given to Accounts Payable for cancellation in a timely a manner.  It is preferable that checks be cancelled within the month they are identified as non-received or otherwise not negotiable.   This will allow for timely bank reconciliation and proper audit controls to reduce chances of fraud.   The longer payments are not accounted for, the greater the chance of counterfeit check fraud.
Checks received by Accounts Payable from the US Mail system will be logged in accordance with departmental policy to track items returned. The check(s) will be returned to Student Accounts for research and further handling as appropriate. Timeliness of this task greatly impacts bank reconciliation and Abandoned Property compliance.  Payments that remain unclaimed will be included with the Accounts Payable Escheat report rather than as a separate entity.  A spreadsheet of the checks will be provided to Student Accounts for research as appropriate. The department manager, for reference after the affidavidits are due, will note any checks still unclaimed on the student account. 

100.10
ENFORCEMENT 

The Accounts Payable manager is responsible for maintenance of the vendor database to minimize duplicate vendors. The impact of duplicate vendors is an increased potential for erroneous payments to be made. The current software system is vendor driven to maintain records and provide reporting data on the University financial picture.

The Student Account manager is responsible for oversight of the review and internal data entry process to ensure refund requests are handled timely and accurately.

100.11RESOURCES

Vendor Data Maintenance policy # AP 102-01


Data Entry procedures policy # AP 101-100-00


http://www.georgetown.edu/finaff/studacct/

100.12POLICY APPROVAL:

Manager, Accounts Payable and Executive Director, Administrative Services. Manager, Student Accounts and Director of Internal Audit.

100.13 REVIEW CYCLE

Annually unless policies, procedures or regulatory requirements dictate more revisions.
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