
SECTION E: BANK AUTHORIZATION 

 

 I. Introduction 

The Region, with proper authorization, may establish various types of banking accounts for 

accomplishing certain regional business office functions. Central Office Finance, with proper 

authorization, also has the ability to establish banking accounts in order to complete necessary 

functions, such as payroll and accounts payable processing, and investment of College funds. 

These accounts, their set-up, and their usages are described in the body of this section. The 

general purpose of these accounts is to aid the College in the safe, efficient and effective 

handling of monies. 

II. Types of Bank Accounts and Usage 

A. Revolving Funds 

1. Definition 

Revolving funds are imprest funds established at an authorized amount to finance allowable 

disbursements that, in turn, are reimbursed, thereby ensuring a continuous flow of cash. 

Revolving funds may be established at each bank where the College has a depository account at 

the authorized funding levels as determined by the designated custodians. Revolving funds 

include any combination or all of the following - change fund and bank checking account. Each 

custodian has the authority to establish change funds to satisfy regional requirements. The 

custodian has the responsibility to supervise the operation of the revolving fund, to monitor 

expenditures for use in financing authorized costs, and to maintain the integrity of the fund at all 

times. Although the custodian may delegate actual day to day operation of the fund, the 

custodian retains full responsibility for its administration and supervision. 

2. Authorization 

Revolving fund accounts have been authorized for each regional institute. The financial officers 

authorized to approve payments from these accounts are the Chief Financial Officer, Chief 

Accounting Operations Officer, and Chancellor. In addition, the Chancellor, with the approval of 

the Chief Financial Officer, may authorize the Campus President and/or Executive Director of 

Finance/Administration, and/or other designee, responsibility to sign expenditure checks for the 

revolving fund account. 



A change in the bank holding a College revolving account requires a resolution approved by the 

Regional Board of Trustees. 

3. Establishment 

A regional institute’s revolving fund account is to be established in the name of: 

Ivy Tech Community College of Indiana 

Revolving Fund-Region XX 

Address of Regional Institute 

Bank statements, deposit tickets, and checks are under the control of the authorized revolving 

fund custodian. Assistance in establishing a revolving fund account should be directed to the 

Assistant Treasurer.  The dollar amount needed to establish and to maintain the revolving fund 

account must be approved by the Vice President for Finance/Treasurer. 

4. Bank Signature Card 

Evidence of signature approval will be made by the completion of a bank signature card with the 

signature of: 

a. Chief Financial Officer - Required 

b. Chancellor - Required 

c. Chief Accounting Operations Officer - Optional 

d. Campus President - Optional 

e. Executive Director of Finance/Administration- Optional 

f. Other designee – Optional 

5. Maintenance 

The custodian is responsible for maintaining the fund in a businesslike manner on an imprest 

system. The fund must be reconciled monthly to its authorized amount. A statement of Condition 

of Revolving Fund, as of the end of each fiscal quarter, is required to be filed with the Cash 

Management department in Central Office by the last working day of the month following the 

end of each fiscal quarter. Shortages/Overages in the account should be promptly investigated, 

with recommendations for corrective action included in the quarterly report. 

6. Usage 



There are various ways in which the revolving fund may be used: Change and local check 

issuance - each of these is discussed in detail in the following paragraphs: 

a. Change Funds: 

Designation letters should be prepared establishing the amount of the respective change funds 

and who is held responsible for maintaining them. These letters are to be signed by the revolving 

fund custodian, and retained for inspection by Internal Audit. Each change fund is limited to 

$250.00. Each regional business director, or designee, should periodically make an unannounced 

count of each change fund. 

This usage involves cash held for the sole purpose of making change during registration, or the 

amount needed to start cash register operations each day.  Since change may be in large amounts, 

the custodian should take every precaution to ensure its safety, either by an adequate safe on the 

premises or use of a night depository drop box, or both. When no longer needed, the change 

should be deposited back to the revolving fund checking account and adequate documentation 

must be maintained to ensure proper accounting of funds consigned to other employees. 

b. Bank Checking Account: 

The bank checking account provides for the handling of local and minor disbursements up to 

$300. Disbursements are made from time to time as needed supported by proof of disbursement. 

Receipts are to be obtained and detailed records are to be maintained by the custodian, so that 

proper entries can be made in the College accounting system. 

Restrictions 

1) Sales tax should not be included on purchases made through the revolving fund. The College 

is generally exempt from Indiana sales tax. 

2) Personal funds or other non-College funds, including Ivy Tech Foundation funds, are NOT to 

be intermingled with the revolving fund. 

3) All revenues are to be receipted and deposited on a Cash Receipts form and are never to be 

added to the revolving fund. 

4) Disbursements cannot be made for: 

i. Payments to individuals for wages or personal services performed. 

ii. Cashing personal checks or third-party checks 

iii. Reimbursement for employee tuition. 

5) All change funds are to be kept in a locked cabinet or locked safe when not in use. 



6) When possible one employee should not maintain more than one change fund. 

7) Blank checks for the revolving fund should be adequately secured to prevent unauthorized 

use. 

8) Pre signing of checks is not allowed due to the possibility of unauthorized completion of the 

checks. 

7. Reimbursement 

To replenish the revolving fund, the Region should submit a completed Revolving Fund 

Reimbursement Voucher and enter an invoice in Banner. Once approvals have been obtained, the 

funds are deposited into the region’s Revolving Fund through ACH. Funds shall be reimbursed 

at least once per month, and more often as needed. 

The authorized amount should be limited to that required for operation for a week, plus the time 

needed for preparation, processing, and return of the reimbursement. 

8. Non-Sufficient Fund Items and Miscellaneous Bank Debits and Credits 

Regional revolving funds will be used for processing miscellaneous bank charges and non 

sufficient fund (NSF) checks. A regional revolving fund will be established at each bank where 

the College has a depository account. 

Procedure 

a. Debit and credit memos and miscellaneous items pertaining to the regional depository 

account(s) are to be processed through the regional revolving fund.  Charges invoiced by 

regional depository bank for deposit ticket printing, when appropriate, should be processed to the 

appropriate expenditure account as a routine function of the regional revolving fund. 

b. The bank will be requested to automatically redeposit NSF checks when first returned. The 

bank will be requested to charge NSF checks, which fail to clear a second time, against the 

regional revolving fund. 

c. The bank is to forward notices of NSF items (debit memo or returned item memo) together 

with the NSF check to the regional business office. 

d. Appropriate documentation for reimbursement will be the bank debit memo and a copy of the 

student's account reflecting the entry to the Banner. 

e. When monies are collected to honor an NSF item, such funds are to be recorded on Banner 

and deposited with other daily receipts. 

f. The uncollected NSF checks are to be included on the Banner Accounts Receivable System 



and in the annual write-off request, if applicable. The criteria for write-off is comparable to any 

account. 

9. Revolving Fund Shortage 

Items created by differences in deposits (i.e., checks totaled incorrectly on bank deposit slips, 

etc.) should be charged to Over/Short. All cash overages or shortages must have the approval of 

either the Chancellor, Campus President, or Executive Director of Finance/Administration 

(EDF/EDA) before the reimbursement voucher is processed in the accounting system. 

A copy of all cash over/shorts in excess of $25 must be sent to the Executive Director of the 

Internal Audit Department. 

Documentation of any cash over/short in excess of $250 must be reported to the Chief Financial 

Officer or designee prior to processing the reimbursement request to charge the shortage against 

the Cash Over/Short expenditure account. 

10. Audit 

Revolving fund moneys, bank statement, and other pertinent information are to be made 

available, upon the request of the College Internal Audit Department, as necessary to make 

periodic audits of such funds to aid the custodian and College in proper handling. 

  

B. Depository Funds/Depository Accounts 

1. Definition 

Depository funds are moneys, currency, checks, and credit card drafts temporarily placed with a 

banking institution as a general deposit subject to withdrawal in accordance with the terms of the 

deposit arrangement. 

2. Authorization 

College depository account(s) have been authorized at each of the regional institutes. Only the 

Chief Financial Officer and the Chief Accounting Operations Officer have signature authority for 

expenditures/transfers and for credit card arrangements from these accounts. This authorization 

is from resolution and motion of the State Board of Trustees appointing the College financial 

officers. 

3. Establishment, Control, and Responsibility 



The establishment, control, and responsibility of a College depository account is under the 

direction of Central Office Finance and is to be established in the name of: 

Ivy Tech Commnity College of Indiana 

Depository Funds - Region XXY 

(Address of Regional Institute) 

The XX characters represent the region number and the Y character represents the first letter of 

the city (town) in which the depository account is located, other than the city of the main location 

of the regional institute. 

Bank statements and checks are under the control of the Chief Accounting Operations Officer, 

with deposit tickets furnished by the region. 

4. Bank Signature Card 

Evidence of authorization will be made by the completion of a bank signature card with the 

signature of the: 

a. Chief Financial Officer 

b. Chief Accounting Operations Officer 

At the request of the Executive Director of Finance/Administration, the Chief Financial Officer 

and/or Chief Accounting Operations Officer can provide a letter to the bank to authorize the 

Executive Director of Finance/Administration or designee to complete limited functions 

associated with the account such as establishing users or resetting passwords in the bank’s online 

portal. 

5. Usage 

Depository accounts are a collection mechanism which provides concentration of the College 

collected funds from fee payments and contractual arrangements negotiated by the regions. Such 

arrangements provide for immediate safeguard of funds until such funds are transferred to the 

College's primary bank account. By statute, the College is required to make deposits within one 

business day of receipt. 

6. Regional Depository Cash Transfers 



Regional business office personnel are to initiate a cash transfer to the College's main account: 

a. when the regional depository has more than $5,000 in deposits in the account; or 

b. at a minimum of once per week on Thursday. 

When possible, transfers should be aggregated into one daily transaction. A log is to be 

maintained for all deposits and transfers, with a copy forwarded to the Cash Management 

department at Central Office, at the end of each month. Transfers are to be made without regard 

to whether the Cash Receipts form has been completed or input in Banner. The Cash Receipts 

form should be prepared and input into the accounting system on a daily basis. 

7. Returned Check Charge 

A charge of $30 will be assessed for returned checks for each occurrence. Examples of returned 

checks include stop payment, no account, account closed, or non-sufficient funds. 

The regional business office reserves the right to insist on cash, postal money order, or certified 

check for replacement of a returned check. 

C. General Bank Account 

1. Rationale 

The College's general bank account serves as the primary account for all banking transactions. 

All deposits either direct or transferred from depository accounts are placed into the College's 

primary account. However, a single disbursement check can be charged to any number of 

separate funds through the use of proper account coding. 

2. Authorization 

By resolution and motion of the State Board of Trustees appointing the College financial 

officers, the Chief Financial Officer and Chief Accounting Operations Officer have signature 

authority for receipt and disbursement of College funds from this account. 

3. Bank Signature Card 

Evidence of authorization will be made by the completion of a bank signature card with the 

signature of the: 

a. Chief Financial Officer 

b. Chief Accounting Operations Officer 



4. Usage 

The primary function of the general bank account is to provide control on activities affecting the 

cash flow of the College. Through the control of cash receipts and disbursements, management 

has a greater potential for maximizing the pool of cash from which short-term investments are 

made. 

D. Payroll Account 

1. Rationale 

The College's payroll account is a zero balance type of checking account which is used for 

disbursement control on employee payroll checks or ACH payments. 

Each day as payroll checks are presented (cleared by bank) and ACH payments are made, a debit 

balance is accumulated. At the close of each day, a credit is automatically generated by the bank 

holding the payroll bank account equal to the day's debit, and applied to the payroll account 

bringing the balance back to zero, and a corresponding debit is applied to the primary bank 

account, the College's general account. 

2. Authorization 

By resolution and motion of the State Board of Trustees appointing the College financial 

officers, the Chief Financial Officer and Chief Accounting Operations Officer have signature 

authority for receipt and disbursement of College funds from this account. 

3. Bank Signature Card 

Evidence of authorization will be made by the completion of a bank signature card with the 

signature of the: 

a. Chief Financial Officer 

b. Chief Accounting Operations Officer 

4. Usage 

Such a banking arrangement, where one bank account draws on a second bank account for funds 

to cover only an amount needed for clearing items, allows: 

a. The elimination of an excess balance, 



b. Centralized cash in the primary bank account providing better management for short-term 

investments, 

c. Extends disbursement flow, 

d. Eliminates overdrafts, as well as the need to fund those accounts. 

E. Vendor Account 

1. Rationale 

Similar to the College’s payroll account, the vendor account is a zero balance checking account 

which is used for disbursement control on accounts payable checks and ACH payments. 

Each day as ACH payments are made and checks are presented (cleared by bank), a debit 

balance is accumulated. At the close of each day, a credit is automatically generated by the bank 

holding the vendor bank account equal to the day's debit, and applied to the vendor account 

bringing the balance back to zero, and a corresponding debit is applied to the College’s general 

bank account. 

2. Authorization 

By resolution and motion of the State Board of Trustees appointing the College financial 

officers, the College’s Chief Financial Officer and Chief Accounting Operations Officer have 

signature authority for receipt and disbursement of College funds from this account. 

3. Bank Signature Card 

Evidence of authorization will be made by the completion of a bank signature card with the 

signature of the: 

a. Chief Financial Officer 

b. Chief Accounting Operations Officer 

4. Usage 

The vendor bank account provides control on activities affecting the cash flow of the College. 

Through the control of cash disbursements and the once per day funding of the vendor account 

from the general account, management has a greater potential for maximizing the pool of cash 

from which short-term investments are made. 

F. Tier 1 Account 



1. Rationale 

The purpose of the College’s Tier 1 bank account is to maximize interest earned while 

maintaining the balance of cash needed to meet the College’s operating needs throughout the 

year. 

2. Authorization 

By resolution and motion of the State Board of Trustees appointing the College financial 

officers, the College’s Chief Financial Officer and Chief Accounting Operations Officer have 

signature authority for receipt and disbursement of College funds from this account. 

3. Bank Signature Card 

Evidence of authorization will be made by the completion of a bank signature card with the 

signature of the: 

a. Chief Financial Officer 

b. Chief Accounting Operations Officer 

4. Usage 

The Tier 1 account is used to wire funds to or from the College’s general bank account. This 

allows the College to meet daily cash obligations while earning interest on the remaining funds 

not yet needed for operations. 

G. Custodian Investment Accounts 

1. Rationale 

The purpose of the custodian investment account is to support the College’s long-term 

investment strategy. 

2. Authorization 

The College’s Investment Policy Statement as approved by the State Board of Trustees delegates 

authority to manage the custodian investment account to the Chief Financial Officer. 

3. Bank Signature Card 



Evidence of authorization will be made by the completion of a bank signature card with the 

signature of the: 

a. Chief Financial Officer 

b. Chief Accounting Operations Officer 

4. Usage 

The custodian investment account allows the College to allocate funds not immediately needed 

for daily operations into longer term investments in an effort to maximize interest earned, and as 

needed, funds from the custodian investment account may be used to satisfy an immediate cash 

need of the College. The custodian investment account also provides investment-related 

reporting, risk management, internal control, and compliance assistance to the College. 

H. Accounts for Specific Functions 

1. Rationale 

Accounts may be opened for specific methods to collect or distribute payments, including but not 

limited to ACH payments, payment plans, international transactions, printing, property 

management and payments made to the College via credit card. Central Office Finance 

determines the types of credit cards the College will accept. 

2. Authorization 

Accounts for specific accounts receivable and regional functions may be established at the 

discretion of the Chief Financial Officer and Chief Accounting Operations Officer. 

3. Bank Signature Card 

Evidence of authorization will be made by the completion of a bank signature card with the 

signature of the: 

a. Chief Financial Officer 

b. Chief Accounting Operations Officer 

Specific accounts deemed necessary for regional purposes may have additional signatories 

including but not limited to Chancellor or Executive Director of Finance/Administration as 

deemed appropriate by the Chief Financial Officer and Chief Accounting Operations Officer. 



  

4. Usage 

Regarding accounts established for accounts receivable functions, students submit payments to 

the College via ACH or credit card. The payments are received into the account based on type 

(payment plan, ACH, credit card, printing), and the funds are transferred to the College’s general 

bank account via account transfers. 

At the discretion of Chief Financial Officer (or designee), accounts may be established for a 

variety of purposes. Usage of these accounts is dependent on the nature of the account and the 

specific purpose for which it was created. 

I. Construction and Bond Custodian Accounts 

1. Rationale 

Accounts may be established for construction project funding, including bonds for such projects. 

2. Authorization 

Accounts may be established at the discretion of the Chief Financial Officer and Chief 

Accounting Operations Officer. 

3. Bank Signature Card 

Evidence of authorization will be made by the completion of a bank signature card with the 

signature of the: 

a. Chief Financial Officer 

b. Chief Accounting Operations Officer 

4. Usage 

Bond funding related to construction projects is maintained in the accounts. The College seeks 

reimbursement from the account for construction expenses related to the bond funded projects. 

III. Bank Service Charges 

It is College practice to minimize bank service charges. These charges may be invoiced to the 

College or, with the approval of the Executive Director of Finance/Administration, depository 



and revolving fund fees may be charged to the Region's revolving fund.  With the approval of the 

Chief Accounting Operations Officer, fees for Central Office accounts may be charged directly 

to the account. 

IV. Unclaimed Property 

A. Reporting of Unclaimed Property 

1. Rationale 

The College must report and remit unclaimed property to the appropriate state annually based on 

the last known address for the student, business or organization. In accordance with Indiana 

Code 32-34-1, all uncashed vendor and non-financial aid related student refund checks and credit 

balances on all account types with a last known address in Indiana that have reached 3 years or 

older as well as outstanding payroll checks over 1 year old by June 30th must be included with 

the College’s annual report and payment to the State of Indiana. Regions with outstanding 

checks and credit balances for students and entities in other states should contact the Cash 

Management department within Central Office Finance to determine the appropriate dormancy 

and reporting date for the property. The Return of Funds procedure should be followed for 

financial aid-related refund checks and credit balances. 

2. Procedure 

a. Annually prior to June 30 the Cash Management department will send a template to the 

regional Finance Office to complete. The completed spreadsheet should include the student or 

entity’s name, check date that generated the unclaimed property, amount, type of payment (e.g. 

check, credit card), C# or A#, and last known address. Credit balance reports regarding student 

accounts will be provided by Central Office to the regional Business Office to assist with 

completion of the template. 

b. Revolving fund checks should also be reviewed by the region to determine if any checks older 

than 3 years have not been cashed. Revolving fund checks meeting the dormancy period should 

be included on the template provided by the Cash Management department. A non-reimbursable 

check should be written from the revolving fund to Ivy Tech Community College and sent to 

Central Office Finance for the total amount of the revolving fund checks that will be reported as 

unclaimed property. 



c. A letter meeting the due diligence requirements of the statute will be mailed by Central Office 

Finance to the addresses included on the Unclaimed Property spreadsheet. Checks will be voided 

and payments reissued for responses received before the stated due date. The item(s) will then be 

removed from the unclaimed property report before it is submitted. All items for which a 

response is not received will be reported and remitted to the appropriate state’s unclaimed 

property division. 

d. Persons holding checks, who inquire relative to cashing such items, issued prior to June 30, 

2012, should be directed to Central Office Finance for assistance. Indiana vendors and students 

with checks issued after June 30, 2012 and who did not respond to the letter regarding reissue of 

payment by the deadline stated in the letter, must contact the Indiana Attorney General’s Office 

through IndianaUnclaimed.gov to initiate the claim process. Out of state vendors and students 

with checks issued after June 30, 2012, should be directed to the appropriate state’s unclaimed 

property division for assistance. 

B. Undeliverable Checks 

If a check is returned to a regional address, it should be forwarded to Central Office Finance 

within 7 days. For nondeliverable checks returned directly to Central Office, the Cash 

Management staff will notify the regional business office. The regional business office should 

then contact the student to obtain an updated mailing address. 

If an updated mailing address is able to be obtained, the check will be sent by Central Office 

Finance to the updated address. 

In the event the business office is not able to obtain an updated address for a check consisting of 

financial aid funds, the regional business office should work with financial aid staff to return the 

funds to the sponsor. Checks issued for non-financial aid purposes will be stored in Central 

Office Finance’s safe and reported in accordance with the unclaimed property dormancy 

requirements. 

 


