Billing study abroad program fees through student accounts

Presentation by UGA Bursar Lisa McCleary to study abroad directors, February 5, 2009, updated Jan 2011
Rationale:

The new process will benefit directors, students, and the University:  

· program directors and their staff will be saved a time-consuming task and will have access to their agency funds much earlier; 

· the University will experience improved cash management and lowered risk; 

· students and their parents will be able to pay via credit card and will also have any applicable financial aid, such as loans, credited directly against program costs and in most cases considerably earlier than current disbursement dates.
· Programs and /or department should not take deposit checks but should always bill through student accounts.

· Transient students will have a student account once they have been accepted by the university, so please first check on their acceptance if the Bursars office says they do not have a student account. 
Process: 

1).  Provide the Bursar with your program name (this should be a name which students and Bursar’s office staff can easily match up with your particular program, as it will appear on the student’s bill).  Provide your full agency account number (which you should have already set up via the normal process), the object code (usually 45000), and the TERM of your program (based on the academic term in which the students will actually be enrolled in OASIS for the program).  

2).  Provide your fee deadlines.  You can have one deadline for the entire amount or divide it into several (up to four) separate payment deadlines.  Your deadline(s) will need to correspond with the existing billing dates in the student financial system, which are roughly the 10th of each month (sometimes earlier or later depending on weekends and holidays).  Make your last deadline no later than 30 days before departure.  

3).  Provide student names and either the social or the 810. 

4).  If you want, you can send the name, account, etc. information initially and the student names later.  Please send only the names of admitted students who have clearly indicated their intention to participate; you can always send additional student names later if you have adds – just make sure to provide the same account name and number information as previously.

All of the information listed above, items 1-4, should be entered on this form:

http://www.busfin.uga.edu/forms/program_fees.pdf
You may attach additional sheets if necessary to list the students.  

5).  TAKE the list to the Bursar’s office (since it contains socials, please do not e-mail the document).  Once you have turned in the list, you will immediately be credited the agency funds.  Your students’ bills will show the balance due within 48 hours of the stated due date.  If students do not pay the stated amount by the deadline for that payment, the student’s account will show BALANCE DUE IMMEDIATELY until it is cleared.

6).  Check your students’ payment status (the Bursar’s office will give you or your designee, such as a business manager in your department, access to do so) to make sure everyone is paid.  Check increasingly often as program departure nears; you will still need to “nudge” unpaid students increasingly urgently, just as you are no doubt doing now.  Because of the credit card option and the way financial aid will be dispersed, you will probably have fewer people paying at the last minute than before, but it is still vital to see who has paid and who has not.  The names of individual payees will not be reflected in monthly account status reports, so again please check on-line.
Frequently asked questions:
What if the student has an outstanding balance due before he or she makes a study abroad payment?  If the student owes parking tickets or library fines, for example, the money paid by the student will first be used to clear those, but it is the student who is short, not your account.  Again, you will have already received your agency funds even before payments are made.  The student will still show an outstanding balance.

What if a student’s check bounces?   It will initially have no impact on the program balance because the program will already have the money, and Business Services will handle the collections.  If the amount is never paid, it will be debited from your agency account and will also go to a collection agency.  

At a collection agency, the University incurs collections fees which, if subtracted from the amount owed, can still leave your agency account debited even if the initial amount is collected.  This is true whether the program director or the Bursar’s office is the one collecting the checks.  

So in order to reduce the risk of collected amounts being reduced, OIE is drafting language that can be added to the waiver/participation agreement as well as to the sample payment/refund schedule; this language will have students sign indicating their understanding that they are liable not only for the original amount, but also for any amounts incurred as the cost of the collection action itself.  That way, the collection agency can collect the original amount plus their own percentage, and your account will be restored fully once the collection is complete.   
What about the initial deposits: Collect applications without a deposit, but inform students on marketing materials and applications that their student account will be debited for the deposit amount within 48 hours, then simply provide the names and socials to the Bursar, who will bill the student for the deposit.

What about refunds?  Students who are not accepted into your program or who withdraw within your program’s own deadlines or parameters can be issued refunds – just let Lisa know and she will credit their account.  If the student withdraws as a time that makes him or her due a partial refund, that is fine – just specify the exact amount to Lisa.  Document everything with e-mails explaining what you are doing and how you arrived at the decision to refund and the amount of the refund.  

The Bursar’s office will not issue a full or partial refund of program fees without the program’s written direction to do so, although as before, students dropping the associated courses will automatically be refunded the tuition portion (or HOPE will be refunded on their behalf).  The Registar’s office normally checks with OIE before allowing a student to drop an REGT-coded course, but as a back-up, it is always good to make sure that your program participants are (and remain after departure) enrolled in the courses.

Students to whom you issue a refund will have that amount applied first against any outstanding balance with Student Accounts, and if all balances are cleared, will receive a disbursement via check or direct deposit.

How will financial aid work? Under the new system, any applicable aid that can be used for program fees (for example, loans, Pell, certain institutional scholarships) will be credited (with “pending” status) against the student’s bill once the student has registered for UGA hours.  Previously, no matter how early students enrolled for the courses, they had to wait for disbursement for any part of financial aid other than the part covering tuition (in practice, any part other than HOPE) until only 10 days before departure and therefore frequently had to ask for fee payment extensions to those dates.  Again, the new system should reduce late payments among those using financial aid for a portion of their program fees.

How will this new system affect how I pay program expenses?  Immediately when the Bursar’s office uploads the list of students and amounts to the financial system, the full anticipated program fees will be credited to your program’s agency account.  Once the program fee total is credited to your agency account, you can begin the process of wiring money to pay for providers’ invoices (provided other procurement and payables steps are completed), which may make it easier to pay your vendors in a timely way.

What if a student mails me a check anyway?  Bring it to the Bursar’s as you currently do with deposits, and make sure it is clear whose account (student and program) it is being credited against.
