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ADMINISTRATIVE DIVISION 

FINA Finance 

POLICY NUMBER 

FINA 48.13 

POLICY TITLE 

Allowance for Doubtful Accounts 

SCOPE OF POLICY 

USC System 

DATE OF REVISION 

XXX 

RESPONSIBLE OFFICER 

Executive Vice President of Aministration and 

Finance and Chief Financial Officer 

ADMINISTRATIVE OFFICE 

Administration and FinanceUniversity 

Bursar 

 

PURPOSE 

This policy establishes procedures for establishing an allowance to handle removing 

uncollectable debts from university accounts. This policy also formalizes the calendar for writing 

off this bad debt during the fiscal year. 

 

POLICY STATEMENT 

 

Doubtful Accounts: in this policy defined as monies owed to the university with low probability 

of repayment. This category may include, but is not limited to tuition, fees, other charges, 

advances, etc. 

 
Allowance: means a budgeted operating expense created by a campus/department with the 

expectation that some doubtful accounts exist in that department’s ledger. The required threshold 

for establishing an allowance is documented below. 

 
Write Offs: an elimination of particular accounts receivable balances once determined the 

amount will not be collected by the University. 

Responsible Party: the University department/campus responsible for the billing and 

administration of the accounts is the “Responsible Party” for the allowance for known or 

potentially uncollectible accounts. 

 

POLICY STATEMENT 

To accurately recognize revenues on the University Financial Statements, the University must 

recognize the possibility that a portion of present and future revenues may not be collectible.  

 

This policy facilitates an accurate forecast of this allowance based on actual experience and 

relevant data. 

 

This policy applies to the recording of all revenue in the University’s financial records. 

 

PROCEDURES 

 

A. The university shall calculate an allowance of non-collectability for any revenues for which 

uncertainty exists about future collections. All institutions or University departments are 

required to allow for the non-collectability of revenues when the receivables exceed $20,000. 
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This is accomplished by submitting to the Associate Vice President and University Bursar an 

Allowance for Doubtful Accounts (contra account to Accounts Receivable) and expensing 

the allowance (contra account to Revenue). 

 

Examples of these include but are not limited to: 

• Student Accounts Receivable 

• Student Loan Receivable 

• Housing Receivable 

• Parking Receivable 

• Health Services Receivable 

 

B. The Allowance amount will be 100% of the 180-day balance on June 30 of the previous 

fiscal year.  The Allowance will be submitted via Post Close Journal Entry in July by the 

Bursar’s Office on behalf of each billing campus and department. 

 

C. A mid-year review of the Allowance will occur each year by December 15 to determine the 

accuracy of the estimate by the billing campus or department. Adjustments to the allowance 

should be made if material differences are noted. 

 

D. Account write-offs and increases to the allowance are recorded in the department or campus 

recording the revenue. All recommendations for adjustments must be submitted to the 

University Bursar by December 15 after a mid-year review. A review of uncollectible 

accounts must be considered during the annual budget process and all budgetary adjustments 

should be completed prior to the submission of all write-offs. 

 

E. All uncollectible accounts will be written off once they exceed a minimum six (6) months 

with no productive activity on the account.The calendar for write offs, as well as any other 

instructions, will be communicated by the Bursar’s Office to all University departments and 

campuses. 

 

F. Sponsored receivables will be transferred to the student account if the sponsor fails to pay 

any invoiced charges. 

 

G. The annual deadline for posting all write-offs is June 30. Write-offs will not be processed for 

the current fiscal year after the June 30 deadline. 

 

 

RELATED UNIVERSITY, STATE AND FEDERAL POLICIES  

FINA 84.01 Student Statement of Financial Responsibility 

FINA 84.10 Receipt and Handling of University Payments 

FINA 84.13 Allowance for Doubtful Accounts 

 

HISTORY OF REVISIONS  

DATE OF REVISION REASON FOR REVISION 

May 11, 2015 New policy approval.  

https://sc.edu/policies/fina401.pdf
https://sc.edu/policies/fina410.pdf
https://sc.edu/policies/fina413.pdf
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Xxxx Policy updated to standard template.  Title 

changes. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NUMBER: FINA 4.13 (NEW) 

SECTION: ADMINISTRATION AND FINANCE 

SUBJECT: ALLOWANCE FOR DOUBTFUL ACCOUNTS 

DATE: MAY 11, 2015 

POLICY FOR: ALL CAMPUSES  

PROCEDURE FOR: ALL CAMPUSES  

AUTHORIZED BY: LESLIE BRUNELLI 

ISSUED BY: UNIVERSITY FINANCE – BURSAR’S OFFICE 

______________________________________________________________________________ 

I. POLICY 

IN ORDER TO ACCURATELY RECOGNIZE REVENUES ON THE UNIVERSITY FINANCIAL 

STATEMENTS, THE UNIVERSITY  

MUST PROVIDE FOR THE POSSIBILITY THAT SOME PRESENT AND FUTURE REVENUES MAY NOT 

BE COLLECTIBLE.  

THIS POLICY WILL FACILITATE AN ACCURATE FORECAST OF THIS ALLOWANCE BASED ON 

ACTUAL EXPERIENCE AND  

RELEVANT DATA.  

THIS POLICY APPLIES TO THE RECORDING OF ALL REVENUE IN THE UNIVERSITY’S FINANCIAL 

RECORDS.  

THIS POLICY SETS FORTH THE UNIVERSITY SYSTEM WIDE PROCEDURES FOR ESTABLISHING AN 

ALLOWANCE TO  

HANDLE REMOVING UNCOLLECTABLE DEBTS FROM UNIVERSITY ACCOUNTS. THIS POLICY ALSO 

ESTABLISHES THE  

CALENDAR FOR WRITING OFF THIS BAD DEBT DURING THE FISCAL YEAR. 

A. DEFINITIONS 
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1. IN THIS INSTANCE “DOUBTFUL ACCOUNTS” ARE DEFINED AS MONIES OWED TO THE 

UNIVERSITY  

WITH LOW PROBABILITY OF REPAYMENT. THIS CATEGORY MAY INCLUDE, BUT IS NOT LIMITED  

TO TUITION, FEES, OTHER CHARGES, ADVANCES, ETC. 

2. THE “ALLOWANCE” IS A BUDGETED OPERATING EXPENSE CREATED BY A  

CAMPUS/DEPARTMENT WITH THE EXPECTATION THAT SOME DOUBTFUL ACCOUNTS EXIST IN 

THAT  

DEPARTMENT’S LEDGER. THE REQUIRED THRESHOLD FOR ESTABLISHING AN ALLOWANCE IS  

DOCUMENTED BELOW.  

3. THE UNIVERSITY DEPARTMENT/CAMPUS RESPONSIBLE FOR THE BILLING AND 

ADMINISTRATION  

OF THE ACCOUNTS IS THE “RESPONSIBLE PARTY” FOR THE ALLOWANCE FOR KNOWN OR  

POTENTIALLY UNCOLLECTIBLE ACCOUNTS. 

II. PROCEDURE 

A. THE UNIVERSITY SHALL CALCULATE AN ALLOWANCE OF NON-COLLECTABILITY FOR ANY 

REVENUES FOR  

WHICH UNCERTAINTY EXISTS ABOUT FUTURE COLLECTIONS. ALL CAMPUSES OR UNIVERSITY  

DEPARTMENTS ARE REQUIRED TO ALLOW FOR THE NON-COLLECTABILITY OF REVENUES WHEN 

THE  
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RECEIVABLES EXCEED $20,000. THIS IS ACCOMPLISHED BY SUBMITTING AN ALLOWANCE FOR  

DOUBTFUL ACCOUNTS (CONTRA ACCOUNT TO ACCOUNTS RECEIVABLE) AND EXPENSING THE 

ALLOWANCE  

(CONTRA ACCOUNT TO REVENUE) TO THE UNIVERSITY BURSAR. 

EXAMPLES OF THESE INCLUDE BUT ARE NOT LIMITED TO: 

 STUDENT ACCOUNTS RECEIVABLE 

 STUDENT LOANS RECEIVABLE 

 HOUSING RECEIVABLE 

 PARKING RECEIVABLE 

 HEALTH SERVICES RECEIVABLE 

B. THE ALLOWANCE AMOUNT WILL BE 100% OF THE 180 DAY BALANCE ON JUNE 30 OF 

PREVIOUS  

FISCAL YEAR, AND WILL BE SUBMITTED VIA POST CLOSE JOURNAL ENTRY IN JULY BY THE 

BURSAR’S  

OFFICE ON BEHALF OF EACH BILLING CAMPUS AND DEPARTMENT.  

C. A MID-YEAR REVIEW OF THE ALLOWANCE WILL OCCUR BY DECEMBER 15 EACH YEAR TO 

DETERMINE  

THE ACCURACY OF THE ESTIMATE BY THE BILLING CAMPUS OR DEPARTMENT. ADJUSTMENTS 

TO THE  

ALLOWANCE SHOULD BE MADE IF MATERIAL DIFFERENCES ARE NOTED. 

D. ACCOUNT WRITE-OFFS AND INCREASES TO THE ALLOWANCE ARE RECORDED IN THE 

DEPARTMENT OR  

CAMPUS RECORDING THE REVENUE. ALL RECOMMENDATIONS FOR ADJUSTMENTS MUST BE 

SUBMITTED  

TO THE UNIVERSITY BURSAR BY DECEMBER 15 AFTER A MID-YEAR REVIEW. A REVIEW OF  
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UNCOLLECTIBLE ACCOUNTS MUST BE CONSIDERED DURING THE ANNUAL BUDGET PROCESS AND 

ALL  

BUDGETARY ADJUSTMENTS COMPLETED PRIOR TO THE SUBMISSION OF ALL WRITE-OFFS. 

E. ALL UNCOLLECTIBLE ACCOUNTS WILL BE WRITTEN OFF ONCE THEY EXCEED A MINIMUM SIX 

(6) MONTHS  

WITH NO PRODUCTIVE ACTIVITY ON THE ACCOUNT. WRITE-OFFS WILL OCCUR TWICE PER 

YEAR, IN 

DECEMBER AND JUNE. THE CALENDAR FOR WRITE OFFS, AS WELL AS ANY OTHER 

INSTRUCTIONS, WILL BE  

COMMUNICATED BY THE BURSAR’S OFFICE TO ALL UNIVERSITY DEPARTMENTS AND 

CAMPUSES.  

F. SPONSORED RECEIVABLES WILL BE TRANSFERRED TO THE STUDENT ACCOUNT IF THE 

SPONSOR FAILS TO PAY  

ANY INVOICED CHARGES. 

G. THE DEADLINE FOR POSTING ALL WRITE-OFFS IS JUNE 30 OF EACH YEAR. WRITE-OFFS WILL 

NOT BE  

PROCESSED FOR THE CURRENT FISCAL YEAR AFTER THE JUNE 30 DEADLINE. 


