PROCESSING TRANSACTIONS ON AGENCY ACCOUNTS 
Agency accounts are 92xxxx
(Depository Account to Agency Account)


· Student Travel Advances are still available at the Treasurer’s Office.  Receipts must be submitted upon return of trip to the Treasurer’s Office.

· Reimbursement of supplies under $150 may be reimbursed by Petty Cash.  Submit a petty cash form with receipts to the Treasurer’s Office.

· Reimbursements and payments to vendors
· Submit receipts and/or invoices to departmental administrative assistant to process a Direct Pay Invoice.  After proper approvals a check will be generated by Accounts Payable.  The normal direct pay limit of $1,500 does not apply to agency accounts.  Please allow 7 days to generate a check.

· Charges from Citadel departments such as ARAMARK, Athletics, Physical Plant, etc. can be processed on interdepartmental transfers.  The agency account should be provided to the department providing the service so these charges can be processed by the service provider.

· Account Budgets are adjusted periodically, however if a deposit is made and the available balance has not been increased please contact the Budget Office.

· Complete the Request to Establish Agency Fund form and send to the Accounting Manager.






