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PROCEDURE
Effective Date: 6/7/07
Approved By: Vice President George Pierce Authority: RCW 28B.15; SAAM 85.54
Cancels: See Also: POL-U5352.02; POL-U1400.03; PRO-U1400.03A;

PRO-U1400.03B; PRO-U1400.03C; PRO-U5352.02E

PRO-U5352.02D CHARGING COURSE FEES TO STUDENTS BY
ATTACHING THE FEE TO THE COURSE NUMBER

Action by: Action:
Financial Manager 1. Ensures that fee has been approved through the fees and
rates approval process.

2.  Contacts the Registrar to obtain training and instruction
manual on how to attach a course fee to the course CRN.

a. If this is the first time the fee has been charged, sends
request to Student Accounting Supervisor to create a detail
code to post the revenue correctly.

Student Accounting  b. Receives detail code request form.
Supervisor

C. Verifies that the fee has been approved.

d. Creates a detail code to record the revenue.

e. Notifies Financial Manager that the code has been created
and what the code is.

Financial Manager 3. Enters the detail code and the approved fee in SSADETL.
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http://www.wwu.edu/policies/docs/5300%20Business%20Services/POL-U5352.02%20Billing%20Students'%20Accounts.pdf
http://www.wwu.edu/policies/docs/1000%20University%20Administration/POL-U1400.03%20Establishing%20and%20Changing%20Course%20and%20Lab%20Fees.pdf
http://www.wwu.edu/policies/docs/1000%20University%20Administration/PRO-U1400.03A%20Procedure%20Establishing%20and%20Changing%20Course%20and%20Lab%20Fees.pdf
http://www.wwu.edu/policies/docs/1000%20University%20Administration/PRO-U1400.03B%20Collecting%20Revenue%20for%20Fixed%20Course%20and%20Lab%20Fees.pdf
http://www.wwu.edu/policies/docs/1000%20University%20Administration/PRO-U1400.03C%20Collecting%20Revenue%20for%20Variable%20Course%20and%20Lab%20Fees.pdf
http://apps.leg.wa.gov/RCW/default.aspx?cite=28B.15

