Oregon Academy of Nutrition and Dietetics
Policies & Procedures

	Title:   Processing Revenue

	Section:  Administration
	Last Revised/
Approved:  3/2018


POLICY:

The purpose of this policy is to insure that all Oregon Academy revenue is processed with the guidelines set forth below.
PROCEDURES:

Invoicing (Online Employment Board, Mail Lists, Newsletter Advertising)
1. Invoices for services are sent within 2 business days of the completed transaction.
2. Accounts receivable are monitored by the Oregon Academy Office.

Bank Deposits
1. All revenue is processed within 2 business days.

2. All checks received are reconciled with outstanding invoices.
3. Information is entered in to QuickBooks.

4. Deposits are completed.

· Deposit receipts are maintained with the deposit slip and filed.

Online Banking Transactions (Convention Online Registration)

1. The online convention registration system is monitored for failed transactions.
a. Registrants are contacted within 2 business dates to obtain alternate payment information.

2. The monthly Merchant Services statement is reconciled with the online convention registration system within 5 business days of receipt.

a. Reconciled information is entered in QuickBooks.
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