


the program manager over the grant.  Also, the Specialist Grant Accounting will sign the 
payable voucher of the disbursement documents to signify approval; 

3. Once a payable voucher has proper documentation and authorization, the Payables 
Processor and/or the Administrative Accounting Specialist (Office Assistant) will enter 
the payable data in the computer system to post the payable record. The accounts 
payable module does not allow the entry of identical invoice numbers for the same 
vendor and the accounts payable personnel are not allowed to update vendor files; 

4. Daily the Staff Accountant (or designee) views the posted voucher packages for proper 
authorization, acceptable backup, data entry accuracy, and sufficient funds against 
appropriate budget accounts. The Director, Accounting and Budgeting reviews any 
Nonsufficient Funds (NSF) voucher packages. The Assistant Director reviews any NSF for 
grants and club funds.  If the voucher package passes all points of review, it is approved 
electronically and is ready for check printing. If the voucher package fails any point of 
review the voucher is disapproved electronically and the paperwork is returned to the 



2. Student accounts with a low balance (less than $50) or non-credit refund balances are 
mailed paper checks and are coded on individual student accounts in the computer 
system by the Bursar or Account Receivable Processor. The Staff Accountant prints the 
checks payable to students. A check register is printed. Checks are printed on blank 
stock. Specialized check printing software is used to only allow checks to be printed in 
the business office by assigned users on a specific printer located in a secure room. The 




