College of Southern Idaho

Billing Policy and Procedures – 5.14.21
Updated:  January 1, 2011
In order to remain consistent in billing format and to allow for funds to be deposited in a timely manner, we are requiring all invoices not generated in the Business Office to adhere to the guidelines listed below.
1.  INVOICE NUMBER 

All invoices sent off campus are to be assigned an Invoice number.  The invoice number will have 3 parts, the first being the phone extension of the person sending the invoice, then the date, and lastly the invoice number for that date.  

For example, the first invoice of the day from the Business Office would have an invoice number of 6204-0415-01 and your eleventh billing of the day would be 6204-0415-11.

An invoice from HSHS may be 6701-0415-01

An invoice from GED may be 6534-0415-01


If  there is already an invoice numbering system in place that cannot be changed such as Penske, Freightliner and room reservations (only Facilities Use Coordinator), please let the Business Office know what that system is and we will see if we can work with it.

2.  REMITTANCE INFORMATION

All invoices from the College of Southern Idaho must include the following remittance information:  



Please include copy of invoice with payment and mail to:




College of Southern Idaho




Business Office




PO Box 1238




Twin Falls ID  83303-1238

Payments are not to be directed to an individual or an individual department other than the Business Office.

3.  BUSINESS OFFICE NOTIFICATION
Once the invoice is ready to be mailed, a copy will need to be made and sent to the Business Office.  The Business Office copy must include the fund, department and revenue account number where the funds are to be receipted.   This must be listed in fund/dept/acct order.  Ex -      01-0004-4650  

It is recommendation is that the account number be listed under the contact information.     Ex -    
For questions regarding this billing please contact:  
Jane Doe





208-732-6010





(01-0004-4650)
The account number that funds are to be deposited to should be a revenue account.  On the rare occasion that the funds do need to be receipted to an expense account an explanation must be attached and will be reviewed by the Business Office prior to receipting.  Revenue accounts are the 4000 series and expense accounts are the 5000 series.


Ex - Business Office Miscellaneous Revenue:     01-0004-4650
When the payment is received it will be deposited into the dept/revenue acct specified and the person who originated the invoice will be mailed a receipt.

All funds received that cannot be matched up to an invoice in the Business Office will be deposited into general fund miscellaneous revenue until the time that it can be shown that the funds belong elsewhere.  Should this happen, it will become the responsibility of the individual having sent the invoice to provide copies of billing with all the necessary information to the Business Office in order to have to have funds moved to the proper revenue account.
4.  OTHER POINTS OF CONSIDERATION
Third party billings for student Accounts Receivable accounts are processed through the Business Office and are to remain there.  In the case of billing student accounts for the exceptions listed below there would not be a department and account listed but the student names, ID #’s, and the amount for each student would be itemized.  Invoices cannot be sent out with the following description:   10 students to take Course XYZ.   

The two exceptions for billing student accounts are: 

Office Specialist, Adult Evening/Dual Credit – Apprenticeship and Dual Credit                          Office Specialist, Health Sciences and Human Services – CNA, CPR (limited)                                       

Always include a contact person and phone number on all invoices.

5.  PERSONAL BUSINESS

All checks received by the mailroom will be forwarded to the Business Office, opened and deposited in CSI accounts.  Personal checks are not to be mailed to CSI.  Personal reimbursements must be made payable only to the employee (CSI name should not be included anywhere on the check) and must be mailed to the employee’s home address or post office box.  


Questions concerning this policy should be directed to the Vice President of Administration.
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