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KC 400.10
Cash Receipts/Accounts Receivable 
Last Revision/Approval Date: 11/17/2025
__________________________________
Cash Receipts/ Accounts Receivable Cash receipts (check or cash) should be recorded by any staff receiving the funds in a deposit ledger. The original receipt will be given to the person paying/donating the funds, and the copy should remain in the book. The staff receiving the funds should make a copy of the receipt and give it along with the funds to the CFO's Office. The original checks should be photocopied. Cash should be verified by the documentation which accompanies the cash receipt. Copies of checks and cash documentation should be attached to each deposit record. Deposits Receipts should be deposited to a Kingdom College account at least once weekly. A copy of each item's deposit record and the corresponding check or cash documentation should be retained. At the end of each bank statement cycle, the CFO's Office will reconcile the deposit register and deposit records to the bank statement. Bank statements are to be reconciled to the account/check register monthly. Reconciliations will be performed by the CFO or other staff designee and reviewed by the Board President.
All donors of Kingdom College will receive a donation letter by January 31st of each year.

Students will be billed through QuickBooks Online for all semester/class fees and tuition. The students can pay through QuickBooks Online or via check and the funds will be handled as listed above.
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