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Policy:

All departments will be responsible for initiation and completion of the end-of-day closing.

Procedure:

1. The departments will accomplish end-of-day closing each day.

2. Each department will complete the closing of all batches and complete the batch header that demonstrates that all items are in balance.

3. Each person will have all Context batches closed and balanced by 3:45 pm.  The Context transfer will start at that time.  Any batches not closed and balanced will be transferred the next day.

4. All Experior batches will be closed and balanced by 4:15 pm and the daily processing will begin at 4:30 pm.  If there are any problems with this time frame being completed it is the responsibility of the department to contact the Information Systems department.

5. A designated person in each department will be responsible for assuring all batches are accounted for, in posting date order and filed in a secure location.  This individual will be responsible for follow-up and resolution of any conflicts.

6. The designated person in the department will match deposits with the appropriate payment batches.
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