PS 8532. 07 CHECK CANCELLATION - FPI



U. S. Departnent of Justice
Federal Bureau of Prisons

OPl: FP

Program i
Statement

1. PURPCSE AND SCOPE. To establish policies and procedures to
fol | ow when requesting cancell ation of Treasury checks, or status
gqueries, and when processing clains for non-receipt, |oss, theft,
mutil ated or destroyed checks and the disposition of non-
negoti abl e checks.

The Departnent of Treasury, Financial Managenent Service (FMS)

i npl enented the PACER On-Line information systemin March 1998.
This systemis accessed at the Central Ofice level and all ows
Federal Prison Industries (FPI) to retrieve information
pertaining to paynents made by check or Electronic Fund Transfer
(EFT). The system can be used to:

determ ne the status of paynents,

request check cancel |l ati on,

initiate clainms, and

retrieve, view, and print digital inmages of negotiated
checks.
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FPI must use the PACER On-Line systemto facilitate responses to

vendor inquiries and cash managenent initiatives. In addition,
procedures have been established for erroneous paynents made to
vendor s.

2. SUWARY OF CHANGES. This revision to the Program Statenent:

# clarifies procedures for depositing or canceling U S.
Treasury checks subm tted and/or deposited by the wong
vendor ,

# requi res the rei nbursenent of erroneous paynents,

# clarifies procedures for retrieving Automated C earing

House (ACH) transfers deposited to the wong bank
account, and
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# establishes the responsibility of the Central
Di sbursement Secti on.

3. PROGRAM OBJECTI VES. The expected results of this program
ar e:

a. The process for canceling checks will be consistent
t hroughout Federal Prison Industries (FPI).

b. Al returned US. Treasury checks will be recorded and
accounted for in accordance with Departnent of Treasury
regul ati ons.

4. DI RECTI VES AFFECTED
a. Directive Rescinded
PS 8532. 06 Check Cancellation - FPI (5/26/00)
b. Directives Referenced

PS 8000. 01 UNI COR Cor porate Policies and Procedures
(5/13/81)

Treasury Financial Manual (TFM, Volunme 1, Part 4
5. STANDARDS REFERENCED. None

6. CHECK CANCELLATION. U.S. Treasury checks issued for paying
FPI obligations are canceled automatically one year after

i ssuance, if not cashed. However, the U. S. Treasury nmay cancel
checks upon request, after a status determnation. A status
determ nation may be requested by submtting an unavail abl e check
action to the Departnment of Treasury. |In addition, if a check is
avai |l abl e and requires cancellation, it nust be sent to the

Regi onal Finance Center responsible for that disbursenent.

7. UNAVAI LABLE CHECKS. An unavail abl e check action nust be
initiated for checks which are unavailable or not in the
possession of FPI or the U S. Treasury, when one of the follow ng
ci rcunst ances ari se:

T t he payee reports a check’s non-receipt, nutilation,
destruction, loss, or theft; or

T it is determned that the payee is not entitled to the
check’ s proceeds.
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a. Unavail abl e Check Action. The unavail able check action is
used to determ ne the paynent status of a check which is not in
FPI’'s or Treasury’s possession and/or to request a photocopy, if
t he check has been paid.

The Busi ness Manager or designee nust submt a request for an
unavai |l abl e check action to Financial Mnagenent Branch (FMB),
D sbursenment and Budget O ficer, e-mail ID “Central
D sbursenment.” The request nust contain adequate information to
process it through the PACER On-Line systemincl udi ng:

Payee (recipient) name and address
Vendor nunber

Tax ldentification Nunber (TIN)

Vendor Paynment Nunber (i.e. 15XXXXXXX)
Amount of check

Reason Codes (See follow ng |ist)

4~~~

. Code A - Re-certified. The payee reported the
check’ s non-receipt, loss, theft, destruction, or
mutilation. The check was not endorsed. The
payee is entitled to the proceeds and paynent has
been re-certified before the original check’'s
status i s known.

. Code D - Entitlenent. The paynent will be re-
certified after the original paynent’s status is
det er m ned.

. Code E - The payee died before the check was
i ssued and the payee’'s estate is not entitled to
the check’ s proceeds.

. Code F - Non-entitlenent. The payee is not
entitled to all or part of the check’s proceeds.

. Code G - Lost/Stolen - endorsed. The payee
reported the check was endorsed and then | ost or
stolen. The payee is entitled to the proceeds.
Re-certify the second paynent after the origina
paynment’s status is determ ned.

. Code K - Photocopy. A photocopy of the check is
requi red for adm nistrative purposes. No
i ndi cations of non-receipt, |oss, theft, or other
evi dence that the payee’s claimfor a check is
i nvol ved.

. Code M- Status. To determ ne the paynent status
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only. A photocopy is not required. No claimis
i nvol ved.
. Code U - Legal incapacitation. The agency

determ nes the payee is no longer legally entitled
to the check’ s proceeds.

| f the TIN nunber cannot be obtained fromthe vendor naster,
the applicable location nmust obtain this information fromthe
vendor prior to submtting the request. 1In addition, the
| ocation obtaining the information nust send the correct
information to the ACH Coordinator in Central Ofice requesting
that the vendor master be updated. However, staff vendors
(enpl oyees) are exenpt fromthis requirenent.

Upon receiving the request, the D sbursenment and Budget Ofi cer
or designee nust process the request via PACER On-Line within 48
hours. Either Treasury or FMB will notify the applicable
| ocation after a status determ nation has been nade.

b. Available Checks. An available check is one that is
physically in the possession of FPI or a vendor (the vendor has
notified FPI of the possession) and the check is still
negoti able. Upon occasion a vendor may receive a check in which
one of the follow ng situations may occur:

not entitled to the proceeds,

dupl i cate paynent, and/or

hol der/ payee not the sanme (check issued in the wong
name) .
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Under any of these circunstances the staff nmenber first
notified of the situation nust request the vendor return the
check imediately to the foll ow ng address:

UNI COR
Attn: Central D sbursenent
Fi nanci al Managenent Branch, 8'" Fl oor
400 First Street NW
Washi ngton DC 20534

Al'l checks returned to Central D sbursement nust be forwarded
within five days after receipt to the foll ow ng address:



PS 8532. 07
8/ 7/ 2001
Page 5

Depart ment of Treasury
Fi nanci al Managenent Service
Austin Regional Financial Center
PO Box 149058
Austin TX 78714-9058

In addition, the check nust be defaced with the words:

“Not Negotiable - For Paynent and Credit in the U S
Treasury’s Account.”

8. ERRONEQUSLY DEPCSI TED CHECKS. If it is determned that a
vendor was not entitled to a check’s proceeds, but the vendor has
al ready deposited the check into its bank account, reinbursenent
is required. The vendor nust be instructed to reinburse FPI for
t he anbunt of the check issued.

Paynent must be received by the Central Disbursenent Section at
the address referenced in Section 7.b. The reinbursenent may be
in the formof a personal check or noney order made payable to
UNI COR or FPI. Cash nust never be accept ed.

Central Disbursenent is responsible for depositing all personal
checks and/ or noney orders received fromvendors for

rei mbursenent daily. A Deposit Ticket (SF-215) must be conpl eted
and sent to the follow ng address via certified mail:

Federal Reserve Bank of Phil adel phia
Recei ving, First Floor
10 I ndependence Mal
Phi | adel phia PA 19106

9. RECONCI LI ATI ON AND CHECK RE-I SSUANCE. If the stop reason
code annotated on the unavail able check action is an A, D, E, F,
G or U as listed in Section 7.a., Treasury will credit the
anmount of the check To FPI’'s appropriation. Treasury will notify
the Central Disbursenent Section of all treasury checks cancel ed
via the “Schedul e of Cancel ed or Undelivered Checks.”

The Disbursing and Budget O ficer or designee must prepare a
journal voucher within 24 hours after notification fromthe U S.
Treasury of cancel ed checks or ACH paynents. The journal voucher
must be submtted to the Financial Manager for entry into the

i ntegrated paynment system and recorded on the nonthly Statenment
of Transactions (SF-224). The follow ng general |edger accounts
nmust be used:
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Debit 111000, Operating Cash
Credit 299000, O her Liabilities

In addition, the Central Di sbursenent O ficer or designee nust
notify the applicable |ocation(s) by e-mail of all cancel ed
checks, requesting re-establishnent of the payable using the
transaction “How to Process an Invoice Wthout a Purchase O der
or Receiving Report,” in the integrated paynent system The
e-mai |l must include the follow ng information:

T Treasury schedul e nunber and date
T M |l enni um paynment run |ID and date
T vendor nane and dol | ar anount

However, prior to re-establishing the payable the applicable

| ocation nust verify the vendor paynment information (i.e. banking
information, mailing address, etc.). The General Ledger Account
299000, Ot her Liabilities, nust be debited and the words “RE-

| SSUE” nust be annotated in the “assignnent” field when entering
the transaction, “How to Process an Invoice Wthout a Purchase
Order or Receiving Report.”

10. OUTDATED CHECKS. All checks returned to FPI that are nore
t han one year old and no | onger negotiable nmust be stanped with
the word “VO D.” Wen a confirmed receipt of the Limted
Payability Cancellation credit is obtained, the check nust be
shr edded.

11. CLAI M5 FOR NON- RECEI PT OF PAYMENT. The payee must submt
clainms for non-receipt of paynment to the FPI |ocation responsible
for purchasing the goods and/or services. FEach claimnust be a
witten request for canceling the original check and re-issuing
the proceeds. In addition, the request nust include the
foll ow ng pertinent information:

T the object for which the check was drawn;

T whet her the check was received and | ost, stolen,
destroyed, nutil ated, endorsed by the payee, or had a
limted endorsenent such as “for deposit only;”

T the circunstances surroundi ng the check’s |oss, theft,
destruction, or nmutilation; and

T present address and signatures of claimant(s).

Upon receiving a claim the Business Manager nust review and
determ ne the request’s validity. Therefore, the follow ng
informati on nmust be ascertained prior to submtting a request for
an unavail abl e check acti on:
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was the payee entitled to the paynent;

had a check been previously issued;

does another FPI | ocation possess the check;

had FPI cancel ed or deposited the check previously, and
has the check been deposited by the vendor?
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Once the Busi ness Manager has verified the claim the request for
an unavail abl e check action nust be subnitted to the FMB, Centra
Di sbur senent Secti on.

Vouchers for paynment may be re-certified or the check “repl aced”
based on the circunstances of the original check’s non-receipt,

| oss, theft, destruction, or nutilation. However, if this option
is taken, the “replacenent” check will be issued against FPI’'s
appropriation and not the Departnent of Treasury, Operations

Di vi sion Check Cains (0ODCC).

12. ELECTRONI C FUNDS TRANSFER. EFT is another paynent mechani sm
FPI uses to disburse funds. However, only paynment status
information can be retrieved via PACER, if pertinent information
IS provided.

A request for an unavail able check action nust be submtted for
all EFT paynent inquiries. The unavail able check action nust

i nclude the sane information specified in Section 7.a. However,
stop reason code “K’ is not an option. Digital imaging is not
avai | abl e because there is no hard copy check printed.

If it is determ ned the ACH paynent in question has been
deposited into the wong account or has been established in a
m scel | aneous account at the bank, the funds nust be returned.
Therefore, the Disbursing and Budget O ficer or designee nust
foll ow procedures as outlined in Section 9., Reconciliation and
Check Re-l1ssuance, to ensure reinbursenent of funds.

/sl
Kat hl een Hawk Sawyer
Director



