Comptroller’s manual


Accounts Receivable

1. Introduction

This section encompasses the policies and procedures for billing individuals and organizations for services rendered by AUB, and for controlling accounts receivable.

2. Policies

Miscellaneous accounts receivable covers the following:

a. Employee Syndicate loans: 

These loans are given to employees upon request and approval of the Syndicate Office, and approval of the Personnel Office.  The maximum amount of the loan is LL 1,500,000 with interest of 6 percent per annum, paid back over a maximum period of a year. All loans must be evidenced by a contract signed by the recipient and co-signed by two AUB employees, with the exception of requestors employed before 1965.  Loans are paid from Lebanese loan funds. Interest income is charged to a different account.

b. Employee Accounts Receivable: 

These amounts cover any charges owed by the employee to the University such as: hospital bills, telephone charges, parking fees, tuition fees, amount exceeding rent allowance, etc. A minimum of 20 percent of the employee salary is deducted to settle the amount due, if not wholly settled.

Payments to employees of amounts equivalent to $250 or less are forwarded to the Accounts Payable Section for processing (see accounts payable).

c. Education allowances:

These allowances are tuition fees owed by other schools and universities to AUB.

d. Others:

Engineers lab tests, university publications, excess over rental allowance, retiree’s hospital charges, and other minor services provided by AUB.

In emergency situations a salary advance may be provided to an employee. These advances are limited to up to one month worth of the employees’ salary and require the approval of the employees’ supervisor and personnel.

The accounts receivable section at the comptroller’s office is responsible for maintaining miscellaneous receivable records. 

The miscellaneous accounts receivable are invoiced and considered due as of the date of the invoice.  Accounts receivable not paid within a maximum period of two to three months are considered “past due” by the University and appropriate follow-up procedures for collection are to be undertaken.  The comptroller, in consultation with the university lawyer, assigns responsibilities for following-up past due receivables.

The accounts receivable are reviewed periodically to determine the collection status of the monies.  Amounts determined to be not collectable are written off the books, but only after appropriate review and approval. 

3. Flows and Narratives

Click on the process to see the flow and narrative.

Customer Maintenance Process
Adjustment Process
Invoice Manual Creation Process
Debit Memo Creation Process
Credit Memo Manual Creation Process
Credit Memo Application Process
Receipts Entry and Application Process
Receipts Adjustments Process






