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1. PURPOSE 
 This policy statement is to establish guidelines 
by which the University of Houston-Downtown 
Continuing Education programs fiscally operate, to 
include charging students the appropriate fees, 
collecting and depositing receipts, extending credit, 
recording accounts receivable in the University’s 
financial system,  reconciling accounts receivable and 
handling uncollectible accounts. 
2. DEFINITIONS 
 2.1 Continuing Education Departments: 
Departments which offer extension courses, 
correspondence classes or other self-supporting 
classes that are not for credit and for which fees are 
charged. 
 2.2 Continuing Education Courses: Courses 
which are not for University credit and for which the 
institution does not collect tuition or receive formula 
funding. 
3. POLICY/PROCEDURES 
 3.1 Continuing Education programs do not 
utilize the Banner system for charging students the 
fees for their courses and managing the receivables 
that these charges create.  These units are required to 
maintain a separate set of financial records that must 
be reconciled to the University’s financial records in 
PeopleSoft.   
 3.2 CE departments will normally do business 
on a cash basis in that all fees must be paid before the 
start of the class; however, CE departments may 
extend credit to course participants if it is considered 
appropriate, collectible, not prohibited by the state, 
and proper documentation of the transaction is 
maintained by utilizing the procedures outlined in 
this Policy Statement.  Billing, accounting and 
collections procedures shall be followed and 
documented. 
 3.3 Each CE department will create and 
maintain a ledger or spreadsheet for each class that 
displays, at a minimum, the name of each student 
attending, the charges for that student and the 
payment dates, method of payment, Banner receipt 
number for payment deposit, and Balance Due.  This 
ledger will be maintained until the class is complete 
and the Balance Due is $0.  The ledger will be filed 
with the class information and kept in the file until 
the end of the FY or for as long as the Class file is 
maintained, whichever is longer. 
 3.4 The preferred method of collecting payment 
is to have the student pay all of the fees at the 

Cashier’s Office before the start date of the class and 
bring the Banner receipt to the department to be 
recorded into the ledger.   
  3.4.1 The department should maintain a 
copy of the receipt and ensure that all deposits are 
reconciled between the department ledger and PS 
Finance at the end of each month, maintaining 
documentation of all reconciliations in accordance 
with the Account Verification Policy (PS 05.A.14). 
 3.5 On occasion, CE departments must collect 
the payments within the department instead of 
utilizing the Cashier’s Office.  When this occurs, 
departments must adhere to the UHD Cash Handling 
Policy (PS 05.A.18), to ensure the proper handling of 
cash, checks and credit card information.  
Departments will then reconcile these deposits 
between the department ledger and PS Finance. 
 3.6 If credit is extended to an individual 
participant in a continuing education course, the 
participant must complete and sign the University’s 
approved promissory note (Exhibit A).  The 
department must also create a payment plan for the 
student on the Payment Plan Form (Exhibit B) that 
gives the due dates of future payments.   
 3.7 If credit is being extended to an outside 
company, university or agency, a purchase order, 
letter of credit or other form of documentation 
indicating the amount approved for payment and 
payment terms should be obtained from the outside 
entity.  The CE department should keep copies of 
such documents and maintain a detailed record of all 
credit extensions, including the amount of credit 
extended and payments received, on the department 
ledger.  The CE department should ensure that the 
agreed upon payments are made on time and take 
adequate steps to collect all amounts due.  
  3.7.1 All deposits of funds collected in 
payment of the accounts that received credit must be 
deposited in the Cashier’s Office using the 
appropriate coding so as to automatically reduce the 
receivable in PS Finance.  The CE department will 
reconcile the department ledger with PS Finance to 
ensure all deposits are posted. 
 3.8 Each month the Office of Business Affairs 
will prepare entries needed in the University’s 
financial system to record any outstanding accounts 
receivable balances, unrecorded revenues and entries 
to create the reserve for doubtful accounts.  The CE 
Department shall forward copies of each class ledger 



to the Business Affairs office by the 15th of the 
month.   
  3.8.1 Copies of promissory notes, purchase 
orders, letters of credit or other documents used for 
the extension of credit, and detail of any payments 
received and other documentation as needed may be 
required in order to write the necessary entries and 
will be requested by Business Affairs, if needed.   
 3.9 Business Affairs will reconcile the accounts 
receivables each month to ensure payments are 
applied to the accounts receivable balance and the 
amounts reported are correct.   
3. REVIEW AND RESPONSIBILITIES 
 Responsible Party: (Reviewer): Vice President 
for Administration and Finance   
 Review:  Every two years on or before 
September 1st.      
 
 
Signed original on file in Employment Services and 
Operations. 
  
 
Exhibits 
Exhibit A: University of Houston System Tuition 
Loan  
Exhibit B: Continuing Education Department 
Payment Schedule  
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