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Policy Statement: 

All financial obligations to the University are payable when incurred, or in the case of advances, 
loans, charges, contract payment plans, etc., when due. University departments providing goods 
and services will operate on a cash basis. If, due to the nature of its operation, a department 
cannot operate on a cash basis, approval to allow the extension of credit for goods and services 
may be granted by the Vice President for Finance and Operations. 
 
Payment for University goods and services may be made by cash, check, or credit card. When 
payment is not collected at the time of service or point of sale, credit has been extended. The 
extension of credit and the resulting creation of an Accounts Receivable do not guarantee 
payment, and are considered the last alternative as a method of payment. Departments approved 
by the Vice President for Finance and Operations to offer credit must do so based upon sound 
business reasoning and in accordance with this policy and any applicable campus credit and 
collections business processes. 
 
Scope: 

This policy applies to all LSSU faculty, staff, students, as well as any non-LSSU person, entity, 
business, etc. 
 
Definitions: 

 Extension of Credit: When payment is not collected at time of service or point of sale. 
 Accounts Receivable (AR): Money a business is owed by customers for goods or services 

that have been delivered but not yet paid for. 
 

Procedures: 

1. University departments and units are required to have written agreements in place to 
govern credit sales transactions with outside customers.  

2. Any extension of credit made by a department is subject to the following terms and 
conditions:  

 The applicant must have a good financial record with the University. 

 The applicant must demonstrate a willingness and ability to pay the balance due 
in an established time period. 
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 When the arrangement is for a period of more than one month, a statement 
showing the terms of the arrangement will be given to the individual by the 
issuing department and, must be signed by the applicant. 

 Any payment not made in accordance with the agreed-upon payment arrangement 
may result in the entire unpaid balance of the obligation being immediately due 
and payable. 

 The University reserves the right to notify third parties of the terms of the 
agreement, of the amounts due, and of any action being taken in regard to an 
overdue account. 

3. Non-employee delinquent accounts will be pursued following Policy 3.7.18: Accounts 
Receivable/Collections Procedure.  

4. Delinquent employee accounts will be pursued following Policy 3.7.19: Delinquent 
Employee Accounts. 

5. All obligations will be considered delinquent if payment is not received by the due date.  
6. The University reserves the right to withhold all services and/or the extension of credit to 

persons with delinquent accounts.  
7. Any refund, reimbursement or payment (excluding payroll and refunds subject to Title IV 

financial aid regulations) due a person with a University obligation may be applied 
against the obligation.  

8. The University will endeavor to collect all delinquent accounts in accordance with 
Federal and State Laws. 

 
Responsibilities: 

 Approved university departments providing goods and services will operate on a cash 
basis. These departments will obtain written agreement for any approved extension of 
credit, and then manage account per terms of agreement. If the account becomes 
delinquent, the department must take necessary steps in assigning account over to 
Business Operations. 

 Vice President for Finance and Operations will approve departments that can offer lines 
of credit. 

 Business Operations will oversee further collection action of delinquent accounts (once 
assigned by original department that allowed extension of credit) in accordance of 
policies 3.7.18: Accounts Receivable/Collections Procedure and 3.7.19: Delinquent 
Employee Accounts. 

 
Review Cycle: 

This policy will be reviewed annually, or when otherwise deemed necessary by Business 
Operations to ensure its effectiveness and compliance to federal and state laws, university 
requirements, etc. 


