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MEMORANDUM

TO:

General Accounting

FROM:
College/Division Administrator



Name of College/Division

DATE:

RE:

Accounts Receivable as of August 31, 2019


PS Cost Center & Account: _______________________________________

Attached is a copy of the reconciliation of outstanding accounts receivable as of August 31, 2019.  I have reviewed the reconciliation and it fairly presents the assets as stated below:


Outstanding Receivables as of August 31, 2019 in PSGL:

$_____________


Departmental Records as of August 31, 2019:



$_____________


Difference:







$_____________

If the difference is 0  (  Your departmental records agree with the PeopleSoft general ledger.

Delinquent Accounts to be written off will require approval from the UH Board of Regents.

Included in this package is a list of receivables which have been outstanding since Fiscal Year _______.  We request that you present these accounts to the UH Board of Regents for write off approval.  Copies of the original invoices, our collection log, and all correspondence detailing collection efforts (for each account) is included as support for this request.  

Attachments Include:

A/R Aging Schedule


Supporting Documentation

A/R Reconciliation Schedule

Cost Center Information for write-off
Collection Procedures


Insufficient Checks
_________________________________________________________________________________

Department Head - Signature and Title





Date

_________________________________________________________________________________

Certifying Signature and Title


-



Date        
   

	University of Houston

	Accounts Receivable Aging Schedule

	As of August 31, 2019
Department:

Cost Center:

	

	Days Outstanding

Due Date

Invoice #

Description

Journal ID

Amount Due

0-30

31-60

61-90

91-120

121-180

181-360

360-720

>720

Balance

Sheet # ____ of ______

_________________________________________________________________________________

Prepared by






                               Date

_________________________________________________________________________________

Certifying Signature and Title






Date


University of Houston

Accounts Receivable Reconciliation 
As of August 31, 2019
Department:
Cost Center:
	Date
	Invoice #
	Description 
	PS Journal 
	Balance
	Comments

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Department’s Account Receivables Balance:
PeopleSoft Account Receivables Balance on 08/31/2019:

Adjustments:

PS Outstanding Receivables, Adjusted for Item in transit:

Difference:


	Sheet # ____ of ______


_________________________________________________________________________________

Certifying Signature and Title






Date
University of Houston

Returned Checks (Account 12101)
As of August 31, 2019
Department:
Cost Center:
	Name of Check Writer
	Check #
	Check Date
	Check Amount
	Check Purpose
	PS ID if Student/Employee

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Sheet # ____ of ______


_________________________________________________________________________________

Prepared by






                               Date
_________________________________________________________________________________

Certifying Signature and Title






Date






____________________________________________________


Prepared by                                                                    Date








2

