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Purpose 
 
The purpose of this procedure is to describe the process required to process bills to sponsors and agencies 
for courses involving tuition, fees, books and/or supplies. 
 
Procedure 
 
A. Various sponsors and agencies agree in writing to pay for a student's tuition, fees, books and/or 

supplies.  These agreements take the form of letters, formal contracts and/or authorization documents 
which stipulate the educational expenses the agency or sponsor will pay.  

 
B. Sponsor/agency written agreements (verbal agreements are unacceptable) will be routed to the 

respective Student Financial Services Office for recording the sponsor award so the student may enroll 
on an accounts receivable rather than on a cash basis.   

 
C. The Student Financial Services Office will forward all college credit agreements to the Financial 

Services Department. 
 
D. The Financial Services Department will ensure the charges have been properly recorded and bill the 

sponsor or agent.  If sponsors or agents refuse to pay the student charges, the affected students will be 
liable for the charges and will be billed by the Financial Services Department for the amount of the 
charges. 
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