Revenue Recognition and Receivables Tracking - Conference and Event Services

Contracts and quotes should be signed and dated by
the customer and an authorized unit representative

YES l

Poes custome
accept all items
or services?,

NO—

Sale

Revenue-generating event ) . .
initiated in C&ES Unit with a Unit creates a sales Adjust contrjact/MOU to Unit holds conference

Client or department agreement or MOU with the reflect changes and work and provides
with customer to resolve.  Services for conference.

Customer|signs final
approved contract.

customer outlining terms
and deliverables

Is customer
internal to
Cornell?

v O.

_f—>j o—— NO
(—

=1y

A 4

OXe)
YES >
10D
o "

Unit provides conference

Unit collects and tracks Acct Coordinator creates Conference T o
. . . . billing distribution
expenses related to final bill and billing Planner reviews NO heet to the FTC
conference and bills client  backup to provide to client final bill to ensure sheet tothe ’
once event is complete correct. If
approved, the bill —_ O

is sent to the - O
client, otherwise it >
is sent back to the
Acct Coordinator
(_4

Billing/Revenue Recognition

for correction.
Unit provides invoice for FTC verified billing and
external billing & distribution records invoices into
sheet to the FTC KES to external
incomejand A/R

Unit records payment in

ee CC/Check Handling
. Process Flow
StarRez and provides FTC

Does

as payment

customer pay for
event w’i)th»iln YEs—> O O in full? ves>) with account coding (or
30 days? 'y bad debt write off) “
' Customer pays invoice NO A
Accounts Receivable ledger NO v YES 1
Tracked in Excel until paid in v
full Unit contacts Unit writes off

balance or begins

customer
. agree to pay N 0P| :
regarding short . collection process
remainder? )
payment with customer

J

Unit issueg collection
letter to customer

Collection Option All future business
with customer should
be 100% paid in

YES advance.

Send additional Unit submits O

Collection Iptters at 60 L
d 90 days if not paid invoice and
. [ collection letters —qr—» > .
to external :

collection agency

Receivables & Collections

as custome

eI/ o215 2D A Unitor FFE/SSE
days? submits invoice SSC/FTC wtites off the
and collection receivable tp bad debts.
letters to If collections|made, funds
b University are offset to bad debt
amount du
below established Controller for

e — NO J write off approval

limits?

YES




	Conference Services�

