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Capital Assets

Process Input: Capital Asset Details Process Output: accumulate depreciation and depreciation expense

Communicate capital
Start »|asset detailsichanges
to Financial Affairs

Other
Departments

e
= o
F= % Record depreciation
<C £ 0 expenses under
_ . Capialize UAEU's N
T E \u’alugte UAEU's | »| capital assets over operating expenses Stop
5] Capital Assets i and add to
2o eir useful life. e

18]
E ] depreciation,
[
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Financial Reporting

Process Input: UAEU’s Financial Records Process Output: Signed Annual Financial Statements
§5 Provide accurate
financial records
g e of department's
8 operations
- € ¥
] @ g Audit all expenses Conduct physical Consolidate data
g GR= reported by .| inventory count .| intoannual
@ = @ UAEU's different for UAEU's capital financial
hE_ < % departments assals statements
[m]
‘_5 y
E Sign off annual
= financial
E slatements
Q
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Insurance of new items of Property

Process Input: Property Insurance Request Form Process Qutput: issued insurance, charged insurance expense

Fill out a Property

Charge insurance »
Eoe expense to budget

Insurance Regquest

CPD/ Other
Departments
g
-

i

T
v \

-

= =

@ [ . Forward request to Forward insurance

2 g .E R?&aemc;r:g:egtagld | ol Insurance, along palicy to respactive

© g @ insuranceq 2 with the required department, while

i.IE. <L % e decumentation keeping a copy
[m] A

Review and lssue
insurance policy

Insurance
Company

Annual Renewal of Insurance Contracts

Process Input: To-be-renewed insurance contract Process Qutput: renewed insurance contract
a Send Financial
Affairs a copy of
?)' SEL new Insurance
contract

L 4

Formulal Pracess Payment
m-:-;:l:r:oirrldu; for contracted N endor
UAEU's proparty 'SS:‘F::’?’? Payments

r

Affairs

Financial

¥
Review the record
of UAEU's
property

Insurance
Company
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Grants, Gifts and Donations

Process Input: monetary pledge or gift-in-kind Process Output: processes and recorded monetary pledge/gift-in-kind

Recaive monetary Repaort monetary

pledge or gift-in- pledge or gift-in-

kind from extermnal ™1 kind to Financial
party Affairs

Other
Departments

Validate that gifts-in-
———{ kind satisfy UAEL's
requirements

- 7
' I

Capital Assets
Policy

Establish bank
#{  account for »
restricted fund

Financial Affairs
Department

Cash Recaipts
Palicy

commitmants
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Direct, Contract and Other Payments

Process Input: Contract/ Purchase Order Process Qutput: Issued Payment
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Advance Payments

Input: Contract and Yendor details

Process Output: Advance Payement
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Department
§
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Payroll Processing

Process Input: Salary Details Process Qutput: Paid Salary, Employee Notification

2] 3 :
[= Overtime, holidays

llLJ g and Deductions to

£ £ Start »| employee salaries

Q@ are forwarded to
% HR.
(=}

Human
Resources
Department
(Payroll)

Data for employes
Salary changes ,| compensation is
are decided by HR compiled and
verified

Financial

Affairs
Department

Payment is issued
Data is processed N and Employee is h
for payment notified through
UAEU Intranet
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End of Service Payment

Process Input: End of Service Report Output: End of Service Benefit Payment

Details of EOSB and form of
payment
End of Service

Report

Human
Resources
Department

Process End of Checks and
Service Benefit v Transfers

Financial Affairs
Department
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Reimbursements/ Expense Claims

Process Input: Reimbursement Request, Required Approvals Process Qutput: Reimbursement Payment
0

B i in

= approvals

w

4

4

Validates required Process
approvals "l Reimbursement

Financial Affairs
Department

e —
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Establishing Bank Accounts

Process Input: Request to Establish Bank Account Process Output: Established Bank Account
Z_
£ 8
< £ CFO reviews the L"’*"‘” chocses a Treasury fills out Treasury adds the
—_ ank and preparad & ‘.
T * need for bank H et the required bank account to UAEU's
E g account creation docrﬁqrrﬂ'lb establishment form list of accounts
©
@
en0 7 r'y
[
v
o
8 @ Approve the
= = eslablishment of
=& new aceount
4=
(&}
4
= Create bank
g account

Closing Bank Account

Process Input: Request to close bank account Process Output: Closed account, Signed affirmation
T, 5
STLE CFO revises the Iﬁ?suq vegﬁﬁ Prepare required Submit decuments Recaive
% g = closing considering | chnegkp:gremg ds along long with checkbooks signed affimation
=4 g the reason outstanding with signatures if any of the closure
(T @
(=]
v
= Transfer remaining
] Close bank account [—s{ funds if any to other
o university account
Requesting Credit Card Facilities
Process Input: Credit Card Request Process Qutput: Issued Credit Card, Monthly Statements
&
= =
5 2 N ot wihthe Send nonty
£ £ approval of the invoices o
O G H of Accounts Payable
o for Reconciliation
O Department
(s} Y
=
[5]
c o
E e Approve of
ic & Department's
Request
‘D (@]
=
(5]
4
Tt
= 0 Deiver credit card to
< E me‘;a::l‘,:d'sg:;m issuing department
™ LT Chl Jlor’ »| and send manthly
‘© g sia:flurem statements o
% < g accounts
o
[
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Bank Reconciliation

Process Input: Bank statement, Credits on Accounting System Process Output: Finalized Bank Reconciliation
-\é Bank issues bank
g Start statement to Finance
Degpartment

4

£
8 c 1
‘;: (i1} Bank Account Match ary If discrepancy
- = Reconciler compares & unidentified receipts ~ conlinues fo exist, o Prepare summary of i
@° E bank statement with or credils/debits on notify Bank or account reconclliation
g o accounting system the bank statemant General Accounting
@
g0
'8
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Cash Receipts
Process Input: Payment Process Qutput: Processed Payment, Journal Entry, Receipt
8 Pa kes
'ea mal
5 s
[+
E Make journal entry Make journal entry
E " for cash payment for cash payment
t
« v
= CaSTET SUnmIS
] Cashier validates racaipts and Deposit check with
that t i bank and validate Maki Il enty
£ il P ook | (e snen|
g requirements the Banking recaived
< Degartment
=
2 Process payment
o #| through entering [——»{ Make journal entry
an: credit card details
Receipts (E-Payments)
Process Input: Payment Details Process Output: Processed Payment, Journal Entry, Receipt
% Payee inputs
E inte enline portal

Cashier receives Cashier validates )
automated  —»{that credit notice s » Czirr‘:; :‘:L'::S “
natification recaived !

Financial Affairs
Department
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Issuing Petty Cash

Process Input: Petty Cash Request

Process Output: Petty Cash payment, original receipt

—
7]
% . E Reguest Petty Cash
> 0 thraugh an |.0.L, .
o E Provide Petty Cash
= 5 = Start Faorm / Pre_sam original Custodian with original
receipt in case of :
Ex 8 disbursements g
w [T}
[s] 'y
-
= = v
© 5]
T L E Cashier reviews
SEE request made by ,|1sstue and record casn Koep mocore 1 =t
C 8 employee and assess payment to employee g =
i i i petty cash issued
[N 8 its appropriateness

Replenishing Petty Cash Funds

Process Input: Replenishment Request

Process Output: Replenished Petty Cash Fund

Financial Affairs
Department

Petty cash

Payable

custodian requests
Start replenishment
from Accounts

Petty cash

. . Accounts Payable
submits .
filed receipts along replenishes the
with the request petty

Daily Reconciliation of Petty Cash Funds

Process Input: manual petty cash book, physical petty cash balance

Process Qutput: reconciled balances

Financial

Affairs
Department

Cashier writes up
Start #| the manual petty
cash book

Cashier reconclles
physical patly
cash with book
records

Reconciliation is

repeated by an
iy employes other *
than the cashier
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Payments
Process Input: Payment Request, Required Signatures Process Output: Issued Payment
w)
7 £ =
1= @ eceive
5] Place a payment order Pty
g 52 .g Start »  including payment E ,| notification that . Stop
S28 a@ details payment is
T £ (o] a complate
7]
r 5
o Process the
= . L4 »| transfer request
§ 5 Validate required with the bank Send check 1o
< E signatures! 1 benaficiary’s
wE approvals r #| address, or hand it to
S g l:[elnef_lciary upon
5o e werification of identity
£ [a] | check and issue to
('S cashier
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Bank Guarantees
Process Input: Bank Guarantee/Bidding Bond Process Output: Released bank guarantee/ Repaid bid bond
5 Submit bids or
=) proposal including
5 (( sat  }—{0idfing bonabank
= gu
55 y _ Confirm that bank Upon the
E £ Tabulate bids guarantees are termination of
[ M;V"de a"\g g’w'?l'd malniained up-to- | 7| contract, notify
5 an L date Treasul
é g’;— guaranteas to 0
nn: o Treasury
0 Deposit bid bonds Maintain a record
E = —={ for clearance with |——| of the balance of
R bank bonds
< g Vahd;t)ammfill:;‘ddmg Validate presence Release bank
=TT s — of authorizing  |—» guaraniees or
5 ® tgi:‘:;gails = a:ipr:dr signatures repay bid bond
E % e Place bank Maintain a register
o guarantees in of bank
i vault for guarantaes
safekeeping received

e ——
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