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ORG DIVISION

Income Dept.

The Incom& Dept has three sectione which wust not tangle
and cross,

Thege sre Area Cashier and Collections Section, Invoicing
Bection and Tolilections Section.,

The Ares Csashicr and Collesctions is total body treffic. It
takes in all payments and cocllections in the aresa - meaning
people who are on the premises. [t must have its window, ite
own invoice machine, its own cash box and records, independent
of the other secticns.

The Invoicing Section handles the letter mail end sent in
paymenta. It ham its ovn invoice machine and records. It only
receives money.

Neither Ares Cashier and Collections or Iuvoice bank mouney.
Banking is handled by the Dept of Records.

The Colleetions Section sends out all mailed statements to
individual~ and stetements to orgs and acte and writes to col-
lect any w..ey owed the org from Bny source. It has its own
statements «~oke and files . and receives whatever Area Cashier
gnd Collecticns hes uncollected when a person leaves the area.
Collections can advise Area Cashier and Collections that s
person now on the premises owes money and that Ares Cashier and
Collections might colleect it. Usually files of pecple now on
the prepises sareé turned ¢ver by Collections to Area (Caghier and
Collections and are turned back wvhen they leave, care being
taken not tc lose track of such files in msaking statements and
mgiling them. Collections should heve & statement sheat for
every perscon whe oves the org money.

The Income Dept turns over all its fuunds to Records for
safeguarding and for benking, bank reconciliation, etc. et the
end of each day. Dept of Records attends to deposits, clean and
streamline the flov lines of income and you raise gross income.

Leave & lot of details belonging to other depts in the In-
come Dept and you reduce incone.

. Even where 1 person wvears 2 Income hats, the desks, files
apnd equipment and actions must be gseparate for the Sections.

Arrange the flov lines so Area Cashier and Colluctions does
not trip up anywvhere or the other two sections and can collect
money in the area.
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