
SUNY Campus [should be tailored to the individual campus]

Internal Control Review Template: Revenue Management

A)General (Organization and Structure)

B) Records and Reports

C) Accounts Receivable

Reviewed by:

Date :

Introduction: This table represents a sample internal control review template designed to evaluate and 

assess the campus' internal controls relating to revenue management. Revenue management is a high-

risk area that is integrated within a variety of processes.  Given the nature of revenue, there is an 

inherent risk that funds may be misappropriated.  With good internal controls, a Campus can mitigate 

the risk of misappropriations and mistakes. Therefore, this template divides revenue manangement into 

the following three key areas, each with its own worksheet:  

For each of these areas, review the key control points in the first column that should be tested to 

determine whether the proper controls are in place at your campus. The second column provides 

examples of how to adequately test each control point. As you test each control point, document any 

weaknesses identified, as well as any corrective actions in the last two columns. Overall, the purpose of 

this template is to provide a means for campuses to assess the adequacy and effectiveness of its internal 

controls over revenue management. Upon completion of the evaluation, campuses should document 

their conclusion regarding the adequacy of its general control environment. 

Please note that while this template is intended to address a number of control points, it is understood 

that each campus is structured with some degree of variation. The terms used in this template may or 

may not be in use at your campus. As such, campuses are encouraged to modify any portion of this 

template, as necessary, to reflect the relevant risks identified within their operations. 

Name :

Title :



Review of the Campus Revenue Management Process

Brief Description of Key Control

Point being Tested Suggested Control Test

Describe the Results of the 

Test:

State whether any Internal 

Control Deficiencies (ICD) 

were Found or Weaknesses 

Discovered

Analyze the Internal Control 

Deficiencies and Cite Possible 

Corrective Action Plans

A.1 An organizational chart, which 

demonstrates where the authority and 

responsibilties for the billing, collection, 

and recordkeeping functions reside should 

be established and  reviewed regularly 

and updated, as necessary.

Obtain and review the most recent 

organizational chart and job descriptions 

of key employee functions to determine 

where the authority and responsibilities 

for the billing, collection, and 

recordkeeping functions reside. Discuss 

with Campus (Student Accounts and/or 

Business Office) personnel, as needed. 

A.2 Written policies and procedures 

should be established governing billing 

and collections, which address staff 

responsibilties and key control activities. 

They should be reviewed regularly, 

updated as neccessary, and made 

available to appropriate Campus 

personnel.

Obtain and review a copy of current 

written policies and procedures.  

Determine whether they're current and 

made available to appropriate Campus 

personnel. 

A.3 The duties of handling billing should 

be adequately segregated from the duties 

of collection and recordkeeping.

Review the job functions per the 

organizational chart and/or written 

policies and procedures and determine 

who has responsibility for billing, 

collection, and recordkeeping.

A. General (Organization and Structure)
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Review of the Campus Revenue Management Process

Brief Description of Key Control

Point being Tested Suggested Control Test

Describe the Results of the 

Test:

State whether any Internal 

Control Deficiencies (ICD) 

were Found or Weaknesses 

Discovered

Analyze the Internal Control 

Deficiencies and Cite Possible 

Corrective Action Plans

A. General (Organization and Structure)

A.4 Employee data input controls and 

data security restrictions over billing, 

collection, and recordkeeping functions 

should be adequate.

Verify what financial software systems 

are utilized  within the (Student Accounts 

and/or Business Office) over the billing, 

collection, and recordkeeping functions.  

if available, obtain any system user access 

listing(s) for the above functions and 

discuss with department officials  whether 

any employees who have the capability to 

create a bill, are also able to collect and 

record payments in the accounting system 

and whether they should have a need to 

do so. If so, verify other mitigating 

controls are in place, such as supervisory 

reviews of collection and recordkeeping 

reports.  
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Review of the Campus Revenue Management Process

Brief Description of Key Control

Point being Tested Suggested Control Test

Describe the Results of the 

Test:

State whether any Internal 

Control Deficiencies (ICD) 

were Found or Weaknesses 

Discovered

Analyze the Internal Control 

Deficiencies and Cite Possible 

Corrective Action Plans

B.1 Campuses utilize the uniform revenue 

accounting system (URAS).  Utilizing 

URAS, campuses should maintain certain 

accounting records and reports, including a 

standard chart of accounts; standard 

journal entries; cash receipts and 

disbursement journals; trial balance; 

reconciliation(s) of collections,fund 

balance,and revenue related to student 

registrations; aged student accounts 

recievable report; aged hospital and clinic 

accounts receivable reports (if applicable); 

and an analysis of cash in banks.

Identify and review the Campus' 

accounting records and reports.  Ensure 

accounting records and reports are being 

maintained, as required.

Reconciliation of Collections: The reconciliation of collections report reconciles the collection accounts with the amounts remitted to the various funds for 

which they were collected. This report should be prepared monthly and submitted semi-annually to the office of university controller within thirty days of 

the end of the quarter. 

B. Records and Reports

Standard Journal Entries: The standard journal entries are designed to accommodate the normal flow of accounting data from the data sources to the 

general ledger accounts.  

Standard Chart of Accounts: The uniform campus accounts are maintained in a general ledger, which at the option of each campus, may vary in form and 

may be maintained by either automated or manual procedures. 

Cash receipts and disbursement journals are required for each revenue distribution cycle. At the option of each campus, the journals may contain either 

individual cash transactions or summaries from other sources and may be either computer generated or manually posted.

Trial Balance: The trial balance is simply a listing of each account in the general ledger, together with its debit or credit balance at a given date.   The trial 

balance will be submitted to the office of university controller via the on-line URAS module on a quarterly basis.  It must be released to system 

administration within thirty days of the end of the quarter.  
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Review of the Campus Revenue Management Process

Brief Description of Key Control

Point being Tested Suggested Control Test

Describe the Results of the 

Test:

State whether any Internal 

Control Deficiencies (ICD) 

were Found or Weaknesses 

Discovered

Analyze the Internal Control 

Deficiencies and Cite Possible 

Corrective Action Plans

B. Records and Reports

Analysis of Cash In Banks:  The analysis of cash in banks provides a summary of transactions recorded in account 1110 - Cash.  The cash receipts and cash 

disbursements should be supported by the appropriate journals.  This report will be prepared annually and submitted to the office of university controller, 

within thirty days of the end of the quarter.         

Refer to URAS Manual: http://www.suny.edu/sunypp/documents.cfm?doc_id=560 for additional information.

Reconciliation of Fund Balance: After closing the nominal accounts for revenues, collections, and transfers the fund balance should reconcile to the net 

total of all assets and liability accounts, excluding the collection fund (CU44) asset and liability accounts.   A reconciliation of fund balance should be 

prepared monthly and submitted semi-annually to the office of university controller, within thirty days of the end of the quarter. 

Reconciliation of Revenue Related to Student Registrations: For each academic term the revenues related to student registrations should be directly 

reconcilable with the amount of earned revenue determined by multiplying enrollment statistics by the standard rates charged by the campus. This report, 

for tuition and room rent revenue, will be prepared annually for the campus fiscal year and submitted to the office of university controller within thirty days 

of the close of the fiscal year.

Aged Students Accounts Receivable Category Report and Summary Report: An aged student’s accounts receivable report will be prepared by semester and 

category to verify the proper transfer of receivables to the Attorney General.  The total aged accounts receivable must equal the balance in the general 

ledger, which is reflected on the balance sheet.  These reports should  be submitted semi-annually  to the office of university controller, within thirty days 

of the end of the quarter.

Aged Hospital and Clinic Accounts Receivable Category Reports: An aged hospital and clinic accounts receivable report will be prepared by payor class.  

The total aged accounts receivable must equal the balance in the general ledger, which is reflected on the balance sheet.   These reports should be 

submitted semi-annually  to the office of university controller, within thirty days of the end of the quarter.
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Review of the Campus Revenue Management Process

Brief Description of Key Control

Point being Tested Suggested Control Test

Describe the Results of the Test:

State whether any Internal 

Control Deficiencies (ICD) were 

Found or Weaknesses 

Discovered

Analyze the Internal Control 

Deficiencies and Cite Possible 

Corrective Action Plans

C.1 Subsidiary accounts receivable ledger(s) 

should be reconciled to the control accounts 

periodically.

Discuss with the appropriate campus officials 

how reconciliations are performed and verify 

how often. Review supporting documentation 

for the most recent reconciliation performed 

C.2 Delinquent accounts receivable should be 

forwarded to the Attorney General or a 

private collection agency, as required by 

SUNY Policy 7301.

Obtain an understanding of Campus 

procedures for delinquent accounts.  Obtain 

and review any supporting documentation 

(such as an aged receivables report) and note 

any that have been delinquent for an 

extensive period of time.  Note the most 

recent transfer of delinquent accounts 

receivable to the Attorney General or private 

collection agency.  

C. Accounts Receivable

A subsidiary accounts receivable ledger must be maintained containing an account for each student.  The records should be designed so as to provide the subsidiary 

classifications that are contained in the general ledger accounts.  The subsidiary accounts receivable ledgers should always agree with the URAS control accounts. 

Refer to URAS manual (SUNY #7304) Accounting Concepts and Principles for additional detail.

URAS Manual: http://www.suny.edu/sunypp/documents.cfm?doc_id=560

Refer to SUNY Policy 7301: https://www.suny.edu/sunypp/documents.cfm?doc_id=390

Sections: III. Collection of Delinquent Accounts and IV. Transfer of Delinquent Accounts to the OAG or to a Private Collection Agency.
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Review of the Campus Revenue Management Process

Brief Description of Key Control

Point being Tested Suggested Control Test

Describe the Results of the Test:

State whether any Internal 

Control Deficiencies (ICD) were 

Found or Weaknesses 

Discovered

Analyze the Internal Control 

Deficiencies and Cite Possible 

Corrective Action Plans

C. Accounts Receivable

C.3 Attorney General and/or private 

collection agency receivables should be 

segregated from active student receivables 

and periodically reconciled to Attorney 

General and/or private collection agency 

records. 

Ensure Attorney General and/or private 

collection agency receivables are 

appropriatetly segregated. Review the most 

recent reconciliation performed. 

C.4 Campuses are required to calculate an 

allowance for uncollectible accounts 

receivable each quarter.

Review the most recent calculation. 

C.5 Campus write-offs of delinquent or 

overpaid student accounts should be made in 

accordance with  SUNY Policy 7301.

Review and discuss with campus officials the 

procedures for write-offs. Verify any recent 

write-offs to ensure they were in compliance 

with the policy (Refer to Section V: Write-off 

of Student Delinquent Accounts Receivable 

and Overpaid Accounts).

SUNY Policy 7301: https://www.suny.edu/sunypp/documents.cfm?doc_id=390

Allowance for uncollectible accounts: Campuses are required to calculate an allowance for uncollectible accounts receivable each quarter.  The objective in 

calculating an allowance is to present the net realizable value (collectible value) of the accounts receivable balance.  It is not to present the balance of accounts 

actually written off during the year.  An allowance should be calculated for each major category of receivables (tuition, room rent, hospital, IFR fees, college fees, 

etc.). Refer to URAS manual (SUNY #7304) Allowance for Uncollectible Accounts Receivable for additional detail.

Delinquent accounts that are referred to the office of attorney general (OAG) and private collection agency for collection will be transferred to account nos. 1500 - 

1599 and nos. 1700 – 1799 for control purposes.  Subsidiary accounts must be maintained by collection classifications for cash receipt analysis.  These accounts 

should be reconciled with the OAG and private collection agency records on a periodic basis. Refer to URAS Manual (SUNY #7304) Account Descriptions-1300 to 

1700 Accounts Receivable for additional detail.
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