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Flow Chart 

Dues & Subscription Processing: 

Receipts - Checks

Checks from dues & subscriptions are 

received through FASEB  mail room.

No

Are the society 

dues & subscriptions 

managed by

FASEB?

Send check 

directly 

to the society.

Yes

Distribute checks

to FASEB Dues &

Subscriptions Clerk 

for processing.

Checks are received, opened 

and distributed to the Dues & 

Subscriptions Processor in 

charge of that 

particular society. 

Stamp checks for deposit

and verify amounts paid

to amounts due per the 

renewal category selected 

on the form. 

Assign account code 

based upon category

paid for.

Verify subscriber

information from the 

renewal form to 

that in the IMIS 

Database.  

Using the renewal form, 

update IMIS database as 

necessary, i.e. name, 

address, phone number, etc.

Print CSR summary

and detail.

Create batches in 

groups of  25 to

30 using IMIS.

Run a total of all checks to 

verify that the total CSR 

batch amount agrees.  If 

different reconcile total

checks to total CSR batch.

Hand carry checks along with 

the accompanying CSRs from 

Dues & Subscriptions office

to accounting clerk, Devi who 

prepares the deposit. 

All checks are date 

stamped for the

day of deposit

Prepare deposit slip and 

run two tapes on checks: 

one tape goes w/ white 

copy of deposit slip to the 

bank; the other with the 

pink copy attached to 

deposit back-up and filed

in a white envelope that is

properly labeled with the 

deposit date and 

assigned a CRV number. 

Record deposit amount on

log sheet for each respective 

society.  This amount is

verified to the yellow copy 

of deposit slip when returned 

from the bank.

Give deposit to 

Director or Assistance

Director of Finance 

to take to the bank.

The CSR is given to 

Amanda Williams 

to record in the

Cash Log Sheet

The information from the

CSR is keyed into the 

cash receipts journal.

The CSR, pink copy of the deposit slip and deposit back-up are placed 

into the CRV white envelope that gets filed in the finance records room. 



Flow Chart 

Dues & Subscription Processing: 

Cash Receipts

Cash from dues & subscriptions is

received through FASEB mail room.

No

Are the society 

dues & subscriptions 

managed by

FASEB?

Give cash 

directly 

to the society.

Yes

Distribute cash

to FASEB Dues &

Subscriptions Clerk 

for processing.

Mail that contains cash is 

received, opened and 

Distributed to the Dues & 

Subscriptions Processor in

charge of that particular society. 

Verify the amount of cash

received to the amount due 

per the renewal category 

selected on the form. 

Assign account code 

based upon category

paid for.

Verify subscriber

information from the 

renewal form to 

that in the IMIS 

Database.  

Using the renewal form, 

update IMIS database as 

necessary, i.e. name, 

address, phone number, etc.

Print CSR summary

and detail.

Using IMIS a single 

batch is immediately

created, processed 

and hand carried 

to accounting.

Verify total cash to 

CSR batch amount  that the

two agree.  If different,

reconcile total cash 

to total CSR batch.

On a daily basis cash is to be

hand carried along with

the CSR from Dues &

Subscriptions office to the

accounting clerk, Devi who

prepares the deposit. 

Prepare deposit slip for total cash.  The white

copy of the deposit slip goes to the bank; 

the pink copy is attached to any deposit

back-up and filed in a white envelope that is

properly labeled with the deposit date and 

assigned a CRV number. 

Record deposit amount on

log sheet for each respective 

society.  This amount is

verified to the yellow copy 

of deposit slip when returned 

from the bank.

Give deposit to 

Director or Assistance

Director of Finance 

to take to the bank.

The CSR is given to 

Amanda Williams 

to record in the

Cash Log Sheet

The information from the

CSR is then keyed into the 

cash receipts journal.

The CSR, pink copy 

of the deposit slip and 

deposit back-up are 

placed into the CRV

white envelope that

gets filed in the finance 

records room. 



Flow Chart 

Dues & Subscription Processing: 

Receipts - Wire Transfers

Print CSR summary

and detail.

The Dues/Subs Processor

reviews information from 

credit memo to identify the 

subscriber name, category 

and amount paid. 

Credit memo from 

bank is delivered

to the accountant in 

charge of that particular

society 

The accountant relays this 

information to Dues & 

Subscriptions Processor in

charge of that particular society.

Using the information on 

credit memo update 

subscriber Information 

in IMIS database.  Assign 

account code based upon 

category paid for.

Dues & subscription amounts are

electronically sent to Bank of America.
No

Are the society 

dues & subscriptions 

managed by

FASEB?

Give credit memo

from bank directly

to the society.

Yes

A credit memo is sent

from the bank addressed

to the society.

Stamp the CSR 

“Bank Wire Transfer”

Attach credit memo to back of CSR 

and hand carry to Accounting Clerk 

Amanda Williams who first records the

wire transfer amount into the Cash Log

then inputs them into 

the Cash Receipts Journal. 

Place the CSR with the 

credit memo attached 

to the back into a white

envelope that is properly 

labeled with the deposit 

date and assigned a 

CRV number. 

File white CRV 

envelope in the 

finance records 

room into the

appropriate society

file cabinet drawer. 



Flow Chart 

Dues & Subscription Processing: 

Receipts – Credit Cards

Dues & subscription renewal forms that contain 

credit card information for the subscriber are

received through FASEB mail room.

No

Are the society 

dues & subscriptions 

managed by

FASEB?

Give information 

directly to 

the society.

Yes

Distribute credit card

renewal forms to

FASEB Dues & 

Subscriptions Clerk 

Avanija for processing.

Mail is received, opened and 

sorted, including credit card

renewal forms.  The clerk uses

the credit card numbers and 

expiration dates from the renewal 

forms to charge each respective

subscriber’s designated credit 

card through Nova. 

Assign account code 

based upon category

paid for.

Verify subscriber

information from the 

renewal form to 

that in the IMIS 

Database.  

Using the renewal form, 

update IMIS database as 

necessary, i.e. name, 

address, phone number, etc.

Print CSR summary

and detail.

The CSR and Nova report are 

placed in a white envelope

that is properly labeled with 

the deposit date and 

assigned a CRV number. 

Attach a copy of the Nova report 

to the back of the CSR and hand 

carry to the Accounting Clerk 

Amanda Williams to record 

electronic bank deposit on 

Cash Log Sheet.

Input the information from 

the CSR into the cash 

receipts journal.

The CSR, pink copy of the 

deposit slip and deposit back-up

are placed into the CRV white

envelope and filed in the 

finance records room. 

After all charges are 

processed, a Nova report is

generated and printed

showing a total per credit 

type and a grand total.

The Nova charge report 

and renewal forms are 

distributed to the

Dues & Subscriptions 

Processor for each 

Respective society.

Stamp the CSR 

“Electronic Bank Deposit”

Verify that the total charges and deposit 

dates are the same between the CSR 

and Nova report.



Flow Chart 

Dues & Subscription Processing: 

Unauthorized On-Line Credit Cards (Received via Email)

Subscriber goes on-line and completes

an electronic renewal form entering in 

their required subscription and credit

card information. 

The user presses

the electronic submit 

button on the screen to

renew their subscription.

The subscriber’s renewal 

information is automatically 

emailed to the FASEB Dues 

& Subscriptions office and 

directed to the Subscriptions 

Clerk Amanda Williams 

for processing.

The Processor reviews 

and verifies subscriber 

information from the 

renewal form to that 

in the IMIS Database.  

Using the renewal form, the 

IMIS database is updated for 

personal information and an 

account code is assigned.

Print CSR summary

and detail.

The CSR and Nova report are 

placed in a white envelope

that is properly labeled with 

the deposit date and 

assigned a CRV number. 

The Accounting Clerk then 

inputs the deposit information 

from the CSR into the cash 

receipts journal.

The white CRV envelope is 

filed in the finance records

room in the appropriate

society file drawer. 

After all charges are 

processed, a Nova report 

is generated and printed

showing a total per credit 

card type and a grand total.

The Nova charge report 

and renewal forms are 

distributed to the

Dues & Subscriptions 

Processor for each 

Respective society.

Stamp the CSR 

“Electronic Bank Deposit”

The total charges 

and deposit dates are

verified between the

CSR and Nova report – the

two should agree with 

each other.

The clerk uses the credit

card numbers and 

expiration dates from the 

renewal forms to charge 

each respective

subscriber’s designated 

credit card through Nova. 

Attach a copy of the Nova report 

to the back of the CSR and hand 

carry to the Accounting Clerk 

Amanda Williams to record the 

electronic bank deposit on 

The Cash Log Sheet.



Flow Chart 

Dues & Subscription Processing: 

Pre-Authorized On-Line Credit Cards (No Money Batches)

New subscribers and those who are 

renewing go on-line and complete

an electronic renewal form entering in 

their required subscription and credit

card information. 

The user presses the 

electronic submit button

on screen to renew their 

subscription that is directly

processed by either Verisign 

or Highwire press

Once processed and approved 

notification is sent to FASEB Dues & 

Subscription office via email providing

subscriber name, category, amount 

paid and credit card type, and is 

directed to the Dues & Subscriptions

Processor.

Print CSR summary

and detail.

The CSR and a copy of the

email notification are placed 

in a white envelope that 

is properly labeled with the 

deposit date and assigned 

a CRV number. 

The Accounting Clerk then 

inputs the deposit information 

from the CSR into the cash 

receipts journal.

The white CRV envelope is 

filed in the finance records

room in the appropriate

society file drawer. 

Stamp the CSR 

“No Money Batch”

The Processor uses the 

information received via 

email to assign an 

account code and 

update the subscriber

information in IMIS. 

A copy of the electronic notification

is attached to the back of the CSR 

and sent to the society for their

records.

The society then sends a

copy of the CSR to the

Accounting Clerk Amanda 

Williams to record the deposit

amount on the Cash Log Sheet.



Flow Chart 

Dues & Subscription Processing in Conjunction with Annual Meeting Registration: 

Pre-Authorized On-Line Credit Card Transactions (No Money Batches)

Annual meeting registrants go on-line

to register and subscribe to or renew 

their subscriptions by completing

an electronic renewal form entering 

in their required subscription and/or

registration and credit card information. 

The user presses the 

electronic submit button

on screen and the 

information is directly

processed by Either

Verisign or Highwire press

Once processed and approved 

notification is sent to FASEB Dues & 

Subscription office via email providing

subscriber name, category, amount 

paid and credit card type, and is 

directed to the Dues & Subscriptions

Processor.

Print CSR summary

and detail.

The CSR and a copy of the

email notification are placed 

in a white envelope that 

is properly labeled with the 

deposit date and assigned 

a CRV number. 

The Accounting Clerk then 

inputs the deposit information 

from the CSR into the cash 

receipts journal.

The white CRV envelope is 

filed in the finance records

room in the appropriate

society file drawer. 

Stamp the CSR 

“No Money Batch”

The Processor uses the 

information received via 

email to assign an 

account code and 

update the subscriber

information in IMIS. 

A copy of the electronic notification

is attached to the back of the CSR 

and sent to the society for their

records.

The society then sends a

copy of the CSR to the

Accounting Clerk Amanda 

Williams to record the deposit

amount on the Cash Log Sheet.


