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Guidelines for Adjustments 
 
There are two types of adjustments that occur in InTouch – Price Adjustments 
and Fee/Fine Adjustments.  Both warrant attention in the means of securing 
adequate authorization prior to performing the adjustment.  A clear 
delineation of duties should exist between the person authorizing the change 
and the person taking the payment. The ability to explain your actions begins 
with appropriate documentation and approvals, as this has become a subject 
of interest during audits. 
 

• PRICE ADJUSTMENT – a manual change performed on the price of an Item 
while performing a transaction in InTouch.  

• FEE/FINE ADJUSTMENT – a manual change or deletion performed on an 
existing fee or fine that has been assessed to a customer in InTouch.  

 
 
 

~ PRICE ADJUSTMENTS ~ 
Price adjustments occur when an InTouch user manually changes the price of an item while performing 
a customer transaction.   There are times when price adjustments are completely warranted.  One 
example is when an InTouch item is created with a $0.00 value.  A $0.00 value is needed when there is 
extreme fluctuation within each transaction associated 
with that item.  A fundraiser comes to mind with this 
scenario.   The InTouch user must have the ability to 
enter the value of the money that each student presents.    
 
Price adjustments that frequently come into question, are those items which have a “set” price but are 
still changed during a transaction.  If a school sells an 
annual SPIRIT T-SHIRT, the bookstore would be given a 
set sales price for that item. 
 
But, if that school has leftovers from the previous year 
and decides to sell those for half-price, an adjustment 
during the sale would be made to reduce the price and 
a memo would be added to explain the price adjustment.  However, even with this memo as 
documentation, this item would still be flagged as an item with an adjusted price on the InTouch 
reports.  So since there are always going to be items that need price changes, what does an auditor 
recommend as a course-of-action to minimize price adjustments?   
 
It is suggested that Bookstores establish additional items to minimize as many price adjustments, as 
possible.  The InTouch system allows virtually an unlimited amount of items, and the more detailed 
accounting & reporting will keep you, in the clear during an audit.  The further you can stay away from 
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the “generic” entries, the better.  Items that recur 
annually (yearbooks, spirit shirts, etc) would best be 
set-up as a new item each year. As in the example, 
this year’s Spirit T-Shirt would have the full price 
associated with its InTouch item.   While last year’s 
InTouch item would have the price adjusted to reflect 
the new, lower price.  This eliminates the need to 
manually adjust the price with each. At the end of the year, inactivate any items that are no longer being 
used. 
 

PRICE ADJUSTMENT APPROVALS 

The segregation of duties needs to be present when administering price adjustments.  Internal controls 
should mandate that the person who is directly responsible for the fund/account has the ability to set 
and adjust prices.  Though you are more than happy to comply with the wishes of others, please 
remember that you must always be safeguarding your actions.  If the yearbook advisor wants to reduce 
prices on last year’s books, have them send the request in writing!  If the StuCo Advisor wants the old 
Spirit Shirts to be cleared-out at half price; get it in writing!  Once you have it, please save and file it! 

 
 
 
 

~ FEE/FINE ADJUSTMENTS ~ 
Fee/Fine adjustments occur when an InTouch user manually changes or deletes the amount of a fine for 
a student. Prior to performing any fee/fine adjustments, the bookstore manager should receive written 
authorization from the appropriate authority. Approval may come in the form of an email, or you may 
create and use a form in the Bookstore, explaining adjustment and requiring signatures. 
 

FINANCIAL HARDSHIPS: 

    School Admin have the authority to wave student fines within their school (or after conversing 
with departments outside of their school) based on financial hardship.  The Bookstore Manager should 
receive written confirmation of this prior to adjusting a student’s account.  
 

CLASS USAGE FEE ADJUSTMENTS: 

Class Usage Fees adjustments need to have a policy aligned at the beginning of each school 
year.  The policy would cover students who “drop” after the semester begins, as well as new students 
who enroll after a semester has started. It should represent a sliding-scale and time range of when 
students would receive a full, partial or no adjustment/refund.  Here are some policy options: 

• Admin School Policy – School Admin would create a written class usage fee adjustment 
policy that would cover ALL class fees for the year. 

• Department Policy – The head of each department which has a class usage fee would email 
the bookstore & Admin of a policy determining fee/fine adjustments & refunds for the year.  
(Art, Biotechnology, Digital/Video, FACS, Industrial Technology, and Music). 

• Case-by-Case Policy – Each student’s class usage fee would be reviewed on a case-by-case 
basis by the respective teacher and communicated with the Bookstore & school Admin. 
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UNRETURNED ITEMS: 

    Fines that are placed on accounts for missing  items (i.e. JROTC Uniforms, Sports Apparel or 
Equipement, etc), should have accountability for both the creation of the fine and its removal.  
Teachers, coaches, equipment managers need to submit, in writing, the request to have fines added 
and/or removed.   
 

STUDENT AIDES: 

    Teachers who are requesting the class fees to be removed from their Student Aides’ must 
submit, in writing, a list of all students who are approved. 
 
For all other fine/fee adjustments, not mentioned here, please be sure to procure the proper 
documentation and retain in the Bookstore for future reference or audit concerns. 
 

FINE/FEE ADJUSTMENTS DUE TO SYSTEM ERRORS: 

 Any errors that can be substantiated, due to computer or system errors, may be removed by the 
Boosktore Manager upon discovery without any written documentation.  However, please be PRECISE in 
your utilization of the Adjustment REASON CODE in InTouch. This includes, but is not limited to: 

• Destiny Interface Issues – Library and text book payments that can be substantiated in the 
Customer’s History which reappear after the InTouch-to-Destiny nightly interface may be 
manually removed in InTouch. 

• TipWeb IT Interface Issues – Device fines that have been paid, and can be substantiated in 
the Customer’s History may be removed if the TipWeb IT interface does not correctly 
remove the fine or if the fine reappears. 

• Duplicate Fines – Any duplicate fines that are generated via the Schedule Interface between 
InTouch and Synergy may be manually removed in InTouch. This scenario is commonly seen 
within the first week of the semester. 

   
 
 
 
 

The first thing that an auditors will ask is, “Show me the policy that your school has on . . . “  
This is their starting point, the place where their comparisons and analysis begin.  With that in 
mind, be proactive and always have approvals on-hand and policies aligned for each new year. 

 
 


