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Sponsor Billing Procedure 
Procedure Number 4.12P 

Effective Date May 13, 2016 

 
1.0 PURPOSE  

 
In accordance with Sponsor Billing Policy Number 4.12, the purpose of this procedure is to set forth 
the procedure to initiate and manage student sponsorships at Laramie County Community College.   
 
The Sponsor Billing office assists students whose attendance at Laramie County Community College 
is being sponsored. A sponsor is a company or agency, such as the government, a private company, 
the military, or an educational institution, that takes responsibility for all or partial payment of 
tuition, fees, books, etc. 
 
Sponsor billing is a unique process in that the sponsor requires an invoice (bill) or written 
verification from the College of a student's tuition, fees, books, etc. before remitting payment. A 
sponsorship a
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D. Sponsorship authorization form – Companies or organizations will have a special form or 
application, Financial Guarantee, or will write a letter, stating what they are authorizing for 
payment. There is no standard form. All sponsorship authorizations, regardless of its format, 
must include the following information in order to be processed:  
1) Student's name 
2) Student ID, Social Security Number, or other identifying information 
3) Specific charges or classes the company is willing to pay (e.g., tuition, fees, books, supplies, 

meal plans, residence hall, etc.) 
4) Specific semester covered by the contract 
5) Name and signature of authority authorizing the sponsorship 
6) Billing address of the company 
7) Contact information for questions 

 
E. Student Fees ʹ General term referring to any additional cost and amounts assessed to students 

as a condition of enrollment in the College and/or as a condition of enrollment in a particular 
activity, course or program, not including tuition.  
1) Course Fees – Student fees that are assessed for the enrollment in individual courses to 

defray the unique or extraordinary costs of a specific course. 
2) Mandatory fees – Student fees assessed College-wide to all students for the provision of 

over-arching academic, student, or administrative services, and/or infrastructure that 
supports the delivery of the educational experience. Such fees may include Student Fees, 
Wellness, Athletics, Technology and Facilities Fees. 

 
5.0 PROCEDURES  

 
Sponsor billing procedures for most sponsors may vary slightly, but are conceptually the same. The 
exception to this statement is found in the procedures for Concurrent and Dual Enrollment 
sponsorships. These procedures are identified in a separate section. 
 
A. Student Responsibilities 

1) Student must make sure the Student Accounts/Sponsor Billing office has a sponsorship 
authorization form on file. Sponsorship authorizations are to be received by the Student 
Accounts/Sponsor Billing office by the first payment deadline of the semester or at time of 
registration in order to prevent classes from being dropped.  

2) 
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6) LCCC Program Assistant for the High School Programs registers students per the 
authorizations received from each high school.  

7) At the end of the semester LCCC Program Assistant for the High School Programs finalizes 
class rosters with each instructor. 

8) When the class rosters are finalized, LCCC Program Assistant for the High School Programs 
will inform Student Accounts/Sponsor Billing Accounting Technician that the school districts 
may be billed for the classes. Statements are generated and delivered along with supporting 
class rosters to each districts contact for payment. 

9) As payments from each district are received, Accounts Payable issues a check to reimburse 
each district for expenses in the amount they were billed from the appropriate budget. 

 
D. Dual Enrollment 

1) The Program Manager of the High School Programs receives dual enrollment paperwork 
from each high school counselor/representative registering students for courses at LCCC.  

2) The Program Manager of the High School Programs places a hold into the student’s account 
which identifies the student as a dual enrolled student.  

3) Student names are sent weekly via email by LCCC Program Assistant for the High School 
Programs to the Student Accounts/Sponsor Billing Accounting Technician starting at 
beginning of semester registration. 
a. Students listed as SELF FUNDED are not part of Dual Enrollment and are not to be added 

to the sponsorships. 
4) Student Accounts/Sponsor Billing Accounting Technician will:  

a. Check the holds to find out which class falls under the dual enrollment program;
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8) The Student Accounts/Sponsor Billing Accounting Technician prepares an invoice at the end 
of the semester for each sponsor.  
a. For the school district invoices, four copies are printed: two are mailed to district billing 

office, one delivered to the Lead Accounts Receivable Technician in Accounting with 
closing statement, and one is filed with closing statement and the registration 
worksheets. 

b. For the LCCC VP invoice, two copies are printed, each paired with closing statement. 
One delivered to the Lead Accounts Receivable Technician in Accounting indicating “OK 
to pay,” the other if filed.




