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0.2 RECORD OF CHANGES

No. Date Details of Changes Authorization
(dd-mm-yy) Page Clause/subclause Title

0.3 Distribution / Circulation

This standard operating procedure is available at relevant function for authorized users.

1.0 PURPOSE
The purpose of this procedure is to ensure thatpays made to CUEA are collected, banked
and correct documents are accurately kept or maeda

2.0 SCOPE
This procedure covers the receipting of all paymeait The Catholic University of Eastern
Africa.
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3.0TERMSAND DEFINITIONS

31 RA- Receipting Accountant
3.2 FA- Financial Accountant

4.0 REFERENCES
4.1 Student handbook
4.2 Quality Management Manual
4.3 CUEA FINANCE POLICIES

5.0

RESPONSIBILITIES

The Financial Accountant has the overall respolisilof ensuring that this procedure remains
adequate and is effectively implemented

6.0METHOD

6.1. The student presents the banking slip, banker'sudecash or an ordinary cheque to the
Receipting Accountant.

6.2 If it is a banker’s cheque , cash or a caslosiepanking slip a receipt is issued
immediately

6.3 For any other deposit confirmation is made wiith bank and if it is in the account a
receipt is issued.

6.4  The Receipting Accountant prepares a summamlldhe transactions for the day and
reconciles the summary against the receipts andafads it to Banking Officer for
banking.

6.5  The Banking Officer counter checks to confitrattall the cash and cheques collected as
shown in the daily cash summary report has beaersiered.

6.6 The banking Officer takes the cash aretjabs for banking the following working day.

6.7 The Banking Officer forwards the daily cashmmary and the banking deposit slips to
the Financial Accountant for confirmation.

6.8  If correct it is returned to the RA faltifig. If it is not correct it is returned to theARwith

comments for correction.
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7.0 APPENDICES
7.1 APPENDIX A: PROCESS MAP FOR RECEIPTING
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APPEDIX B:SAMPLE OF ARECEIPT

Revision

00

Date

09 - Feb 2011




Y e Standard Operating Procedure CUEA/DVC FIN/FIN/09

‘I’“_r " 77"‘
Ul il
1‘.7{|_‘_ a

Qs

Title Procedure for Receipting Page 7 of 8

THE CATHOLIC UNIVERSITY OF EASTERN AFRICA

P. 0. BOX 62157, 00200 CITY SQUARE, NAIROBI - KENYA.
TEL: 891601 - 6, FAX: 020 - 891084 i

Email: admin@cuea.edu 0 5 0 4 0 5

b2011 ]




Standard Operating Procedure

CUEA/DVC FIN/FIN/09

Procedure for Receipting

Page 8 of 8

Revision

00

Date

09 - Feb 2011




