Stipend Procedures for Gift Money
· Funds may be received to pay salaries and benefits in the form of donations directly, or by using gift accounts.

· When funds are received directly they must be accompanied by an Ancillary Cost Worksheet. Accounts Receivable verifies the calculations for the ancillary costs and deposits the money received into the Gift Account for the school (BLP). A budget transfer is used to cover any other salaries and benefits paid using gift account funds from the gift account to BLP and corresponding salary and benefit accounts.
· Accounts Receivable notifies Payroll and Personnel that funds have been received.
· Accounts Receivable appropriates the funds to the salary (LF1, LF2, LF3).
· Accounts Receivable gives a copy of the appropriation journal entry with backup to the Senior Accounting Technician.
· The Senior Accounting Technician keeps records, by the entities donating the funds and for salaries and benefits paid out of these funds.
· The Senior Accounting Technician makes a Budget Adjustment from the Salary Account to the Ancillary Accounts once the employees have been paid.
· The Senior Accounting Technician reports any discrepancy to Accounts Receivable.

· If the amount collected is insufficient then Accounts Receivable notifies the entity donating the funds with a memo stating the shortage and requesting payment of the difference. 
· Annually in July, when new rates are available, Accounts Receivable sends the school sites revised Ancillary Cost Worksheets.

· At the end of the fiscal year, any shortages will be covered out of gift funds.

· All carry forwards to BLP and corresponding salary and benefit accounts must be kept separate from all other gift funds.
