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MEMORANDUM

TO:

General Accounting

FROM:
Jennifer Lee


Department Business Administrator, UH Sales Office
DATE:
September XX, 20XX
RE:

Accounts Receivable as of August 31, 20XX


PS Cost Center & Account: 00730-3056-H0XXX-I0XXX-NA (12XXX)
Attached is a copy of the reconciliation of outstanding accounts receivable as of August 31, 20XX.  I have reviewed the reconciliation and it fairly presents the assets as stated below:


Outstanding Receivables as of August 31, 20XX in PSGL:

$1,060.30

Departmental Records as of August 31, 20XX



$2,060.29

Difference:







$   999.99
If the difference is 0  (  Your departmental records agree with the PeopleSoft general ledger.

If PSGL Balance sheet amount does not match Department records, then create adjusting journal entry in period 998 FY2025. Please include a copy of 998 adjusting journal entries done related to this balance.

**Delinquent Accounts to be written off will require approval from the UH Board of Regents.**

Included in this package is a list of receivables which have been outstanding since Fiscal Year 20XX.  We request that you present these accounts to the UH Board of Regents for write off approval.  Copies of the original invoices, our collection log, and all correspondence detailing collection efforts (for each account) is included as support for this request.  

Attachments Include:

A/R Aging Schedule


Supporting Documentation

A/R Reconciliation Schedule

Cost Center Information for write-off
Collection Procedures


Insufficient Checks
__Jennifer Lee_________________________________________________________09.01.20XX____________________

Department Head - Signature and Title





Date

__John Simpson________________________________________________________09.02.20XX______________________

Certifying Signature and Title






Date        
   

	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	University of Houston

	Accounts Receivable Aging Schedule

	As of August 31, 20XX
Department: UH Sales Office
Cost Center: 00730-3056-H0XXX-I0XXX-NA

	

	Days Outstanding

Due Date

Invoice #

Description

Journal ID

Amount Due

0-30

31-60

61-90

91-120

121-180

181-360

360-720

>720

Balance

3/1/20XX
3014
R. Conan
000123456
9.00
9.00
9.00
4/1/20XX
3015
W. Hearst
000123457
100.00
100.00
100.00
6/1/20XX
3017
V. Hugo
000123458
500.50
500.50
500.50
7/1/20XX
3018
A.Simon
000123459
450.80
450.80
450.80
Total
1,060.30
1,060.30
Sheet # ___1_ of __1____

___Jon Jones______________________________________________________09.01.20XX________________________

Prepared by






                               Date
___Jennifer Lee_____________________________________________________09.02.20XX_________________________

Certifying Signature and Title






Date


	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	


University of Houston

Accounts Receivable Reconciliation 
As of August 31, 20XX
Department: UH Sales Office
Cost Center: 00730-3056-H0XXX-I0XXX-NA
	Date
	Invoice #
	Description 
	PS Journal 
	Balance
	Comments

	09/03/20XX
	3012
	L. Smith
	000999992
	0.00
	

	09/03/20XX
	3015
	C. Nest
	000999994
	0.00
	

	01/31/20XX
	3014
	R.Conan
	000999993
	9.00
	

	02/28/20XX
	3015
	W.Hearst
	000999995
	100.00
	

	03/30/20XX
	3016
	Technology Dept
	000999997
	0.00
	

	04/15/20XX
	3017
	V.Hugo
	000999996
	500.50
	

	05/02/20XX
	3018
	A.Simon
	000999999
	450.80
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	Total 
	
	1060.30
	


Department’s Account Receivables Balance: $1,060.30
PeopleSoft Account Receivables Balance on 08/31/20XX: $2060.29
Adjustments:  $999.99
PS Outstanding Receivables, Adjusted for Item in transit: $1,060.30
Difference: $0.00

	Sheet # __1__ of ___1___


_____Jennifer Lee_____________________________________________________09.02.20XX_______________________

Certifying Signature and Title






University of Houston

Returned Checks (Account 12101)
As of August 31, 20XX
Department: UH Sales Office
Cost Center: 00730-3056-H0XXX-I0XXX-NA
	Name of Check Writer
	Check #
	Check Date
	Check Amount
	Check Purpose
	PS ID if Student/Employee

	Janice Hamm 
	1234
	04/21/20XX
	$50.00
	Basketball Camp Tickets
	N/A

	Paul Luke
	4567
	07/17/20XX
	$1,2015.00
	Leisure Books
	0123456

	Sean Chavez
	12345678
	08/25/20XX
	$85.00
	Contact Lenses
	0678912

	Pam Hill
	1804
	12/20/20XX
	$120.00
	Summer Camp Tickets
	N/A

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Sheet # _1_ of _1_

	


Jon Jones_________________________________________09.01.20XX__________________

Prepared by




                    Date
Jennifer Lee_______________________________________09.02.20XX__________________

Certifying Signature and Title



    Date






__Jon Jones__________________________09.01.20XX________


Prepared by                                                                    Date








2

