PROCEDURES FOR 
BAD CHECKS

STATE TREASURY’S CERTIFICATE OF DEPOSIT 

CHECKS DEPOSITED & RETURNED 
DURING CURRENT FISCAL YEAR
1. The State Treasury will call the department to inform the agency that a bad check has been received for their agency.
2. The next day the State Treasury prepares a negative 
Certificate of Deposit (using their own numbering sequence) for the amount of the bad check using the CAS balance sheet account ‘Bad Checks Receivable’ (1215). That morning the agency should pick up a copy of the Certificate of Deposit (along with the bad check).  The Certificate of Deposit will provide instructions that the agency needs to follow in the ‘Remarks’ section. 
3. The Certificate of Deposit will update CAS on the next working day and will remove cash from the agency’s fund (predetermined fund the agency advised the State Treasury to use). 

4. Since the State Treasury entered the negative Certificate of Deposit in CAS, the agency must enter a new cash receipt (CR) in AFNS to record the transaction.  The entry will post to BS 1215 with a ‘D’ for decrease which will result in cash being reduced by the system and increasing the balance on BS 1215.  Reference the CAS CR number used by the Treasury in the description field.  Then follow instructions in step 6 on page 3. 

Entry for CR # 1:
Line 
Fund
Agency
Balance Sheet
Line AMT
I/D
Total CR AMT

01
0123
010
1215
1000.00
D
1000.00
Description:  Treasury CR number

5. Since the State Treasury used their own Certificate of Deposit number, the following instructions will apply:

STAND ALONE AGENCIES THAT INTEGRATE CR TO CAS

The State Treasury’s Certificate of Deposit has already updated CAS.  The agency can key the CR into AFNS using either the agency’s standard numbering sequence or the State Treasury’s Certificate of Deposit number.  

If the CR is keyed into AFNS using the agency’s standard numbering sequence, it is recommended that the State Treasury’s Certificate of Deposit number be entered in the COMMENT field on the header of the CR document or enter the number in the DESCRIPTION field on each line of the CR. 

The CR should be keyed with a Batch number of 999999, 888888, 777777, or 666666 so that it will not integrate to CAS.  Or the CR document can be keyed into AFNS with ‘OT’ so integration will not pass the CR document to CAS.

STAND ALONE AGENCIES THAT DO NOT INTEGRATE CR TO CAS
The State Treasury’s Certificate of Deposit has already updated CAS. A CR document will be used to record the data in AFNS.  The agency can key the CR into AFNS using either the agency’s standard numbering sequence or the State Treasury’s Certificate of Deposit number.  
If the CR is keyed into AFNS using the agency’s standard numbering sequence, it is recommended that the State Treasury’s Certificate of Deposit number be entered in the COMMENT field on the header of the CR document or enter the number in the DESCRIPTION field on each line of the CR. 




GENERIC AGENCIES [FBTC & FGTC]
The State Treasury will assign their agency numbering sequence for the Certificate of Deposit.  DO NOT USE THE CERTIFICATE OF DEPOSIT NUMBER ASSIGNED BY THE STATE TREASURY to enter the CR document into AFNS. 

Generic agencies must use the standard number sequence for CRs to record the data in AFNS. 

EXAMPLE

0   __ __ __    0 0 0 0 0 1 5

(   

FY   Agency     Department’s

      Code      Discretion

Generic agencies’ security is based on the 2nd, 3rd and 4th positions of the CR document number, which is the agency code.

To assist with an audit trail, it is recommended that the State Treasury’s Certificate of Deposit number be entered in the COMMENT field on the header of the CR document or enter the number in the DESCRIPTION field on each line of the CR.

6. When the original account coding of the bad check is determined, the agencies will fill out a zero dollar Certificate of Deposit (instructions listed on the negative Certificate of Deposit that the State Treasury entered).  The certificate should be submitted to the State Treasury as soon as possible and processed in the current fiscal year.  If it is not processed in the current fiscal year, follow instructions in Step 7.  

When entering the second CR document into AFNS, the first line(s) of the second cash receipt document should indicate a decrease (D) to the original account coding of the bad check (i.e. revenue source, balance sheet account or expenditure object).  The second line should reflect an increase (I) to BS 1215 to reduce the balance sheet account to zero (see balance on BBAL table).  See the following CR example:



Entry for CR # 2:

Line 
Fund
Agency
Balance Sheet
RSRC
Line AMT
I/D
Total CR AMT

01
0123
010

1234
1000.00
D

02
0123
010
1215

1000.00
I









0.00
STAND ALONE AGENCIES THAT INTEGRATE CR TO CAS 
This Cash Receipt/Certificate of Deposit is required to go through integration to CAS.  The agencies will use their standard numbering sequence.
GENERIC AGENCIES AND STAND ALONE AGENCIES THAT DO NOT INTEGRATE CR TO CAS 
These agencies will use their standard numbering sequence when keying the CR into AFNS.  A CR form will also have to be completed and submitted to the State Treasury which will then be picked up by the Comptroller’s Office to be entered into CAS.
7. Any amounts remaining in BS 1215 as of the end of the fiscal year must be reclassified as indicated in step 6 by the end of the 13th accounting period.  

Any Certificates of Deposit processed in the 13th accounting period to reclassify amounts recorded in the prior year to BS 1215 should be coded to the 13th accounting period. (The increase and decrease must be to the same fund.)
If the increase and decrease are to different funds, the Certificate of Deposit should be coded to the prior budget fiscal year and the accounting period should be left blank.

PROCEDURES

FOR BAD CHECKS

STATE TREASURY’S CERTIFICATE OF DEPOSIT 

FOR CHECKS DEPOSITED IN PRIOR FY BUT RETURNED 
DURING 13TH ACCOUNTING PERIOD

1. The State Treasury will call the department to inform the agency that a bad check has been received for their agency & instruct the agency to look at Chapter 3 (page 3-10) of the Fiscal Policy and Procedures Manual for instructions on preparing the $0.00 13th accounting period Cash Receipt. These instructions are for checks deposited in the prior fiscal year but returned during the 13th accounting period. 
2. The next day the State Treasury prepares a negative Certificate of Deposit (using their own numbering sequence) for the amount of the bad check using the CAS balance sheet account ‘Cash – Reductions for Bad Checks’ (1006).  That morning the agency should pick up a copy of the Certificate of Deposit (along with the bad check).  The Certificate of Deposit will provide instructions that the agency needs to follow in the ‘Remarks’ section. 

3. The Certificate of Deposit will update in CAS on the next working day & will remove cash from the agency’s fund (predetermined fund the agency advised the State Treasury to use).  
4.
The agency is advised that, if the predetermined fund is incorrect (discovered after agency picks up & researches coding for bad check), contact Lillie Meeks at 242-7520. Lillie can change the fund on the negative Certificate of Deposit before the Receipts Section of the Comptroller’s Office picks up the Certificate of Deposit.  Lillie will need to be contacted by 2:00pm the day the negative Certificate of Deposit is prepared by the State Treasury or when the agency brings over their $0.00 Certificate of Deposit that day.
If the agency doesn’t contact Lillie by 2:00pm (the day the State Treasury prepares the negative Certificate of Deposit) to let her know the predetermined fund number is incorrect, it will be the agency’s responsibility to modify the State Treasurer’s negative Certificate of Deposit & move the negative amount to the correct fund.  This will ensure the fund used on the 13th accounting period $0.00 Certificate of Deposit will agree with the modified State Treasury negative Certificate of Deposit.

5. Since the State Treasury entered the negative Certificate of Deposit in CAS, the agency must enter a new cash receipt (CR) in AFNS to record the transaction.  The entry will post to BS 1006 with a ‘D’ for decrease which will result in cash being reduced by the system and increasing the balance on BS 1006.  The CR needs to be entered for the current BFY.  Reference the CAS CR number used by the Treasury in the DESCRIPTION field on each line of the CR.  Then follow instructions in step 7. 

Entry for CR # 1:

Line 
Fund
Agency
Balance Sheet
Line AMT
I/D
Total CR AMT

01
0123
010
1006
1000.00
D
1000.00
Description:  Treasury CR number

6. Since the State Treasury used their own Certificate of Deposit number, the following instructions will apply:

STAND ALONE AGENCIES THAT INTEGRATE CR TO CAS

The State Treasury’s Certificate of Deposit has already updated CAS.  The agency can key the CR into AFNS using either the agency’s standard numbering sequence or the State Treasury’s Certificate of Deposit number.  

If the CR is keyed into AFNS using the agency’s standard numbering sequence, it is recommended that the State Treasury’s Certificate of Deposit number be entered in the COMMENT field on the header of the CR document or enter the number in the DESCRIPTION field on each line of the CR. 

The CR should be keyed with a Batch number of 999999, 888888, 777777, or 666666 so that it will not integrate to CAS.  Or the CR document can be keyed into AFNS with ‘OT’ so integration will not pass the CR document to CAS.

STAND ALONE AGENCIES THAT DO NOT INTEGRATE CR TO CAS

The State Treasury’s Certificate of Deposit has already updated CAS. A CR document will be used to record the data in AFNS.  The agency can key the CR into AFNS using either the agency’s standard numbering sequence or the State Treasury’s Certificate of Deposit number.  
If the CR is keyed into AFNS using the agency’s standard numbering sequence, it is recommended that the State Treasury’s Certificate of Deposit number be entered in the COMMENT field on the header of the CR document or enter the number in the DESCRIPTION field on each line of the CR. 


GENERIC AGENCIES [FBTC & FGTC]
The State Treasury will assign their agency numbering sequence for the Certificate of Deposit.  DO NOT USE THE CERTIFICATE OF DEPOSIT NUMBER ASSIGNED BY THE STATE TREASURY to enter the CR document into AFNS. 

Generic agencies must use the standard number sequence for CRs to record the data in AFNS. 

EXAMPLE

0   __ __ __    0 0 0 0 0 1 5

(   

FY   Agency     Department’s

      Code      Discretion

Generic agencies’ security is based on the 2nd, 3rd and 4th positions of the CR document number, which is the agency code.

To assist with an audit trail, it is recommended that the State Treasury’s Certificate of Deposit number be entered in the COMMENT field on the header of the CR document or enter the number in the DESCRIPTION field on each line of the CR.

7.
When the original account coding of the bad check is determined, the agencies will fill out a zero dollar Certificate of Deposit (instructions are listed in the ‘Remarks’ section on the negative Certificate of Deposit that the State Treasury entered and on page 3-10 of the Fiscal Policy and Procedures Manual).  The certificate must be submitted to the State Treasury as soon as possible.  

When entering the second CR document into AFNS, the first line(s) should indicate a decrease (D) to the original account coding of the bad check (i.e. revenue source, balance sheet account or expenditure object).  The second line should reflect an increase (I) to BS 1006 to reduce the balance sheet account to zero.  The CR document should be coded to the 13th accounting period (13 XX).  (The increase and decrease must be to the same fund.)
Entry for CR # 2:

Line 
Fund
Agency
Balance Sheet
RSRC
Line AMT
I/D
Total CR AMT

01
0123
010

1234
1000.00
D

02
0123
010
1006

1000.00
I









0.00
STAND ALONE AGENCIES THAT INTEGRATE CR TO CAS

This Cash Receipt/Certificate of Deposit is required to go through integration from AFNS to CAS.  The agencies will use their standard numbering sequence.
GENERIC AGENCIES AND STAND ALONE AGENCIES THAT DO NOT INTEGRATE CR TO CAS 
These agencies will use their standard numbering sequence when keying the CR into AFNS.  A CR form will also have to be completed and submitted to the State Treasury which will then be picked up by the Comptroller’s Office to be entered into CAS.
New CR #1





New CR #2





New CR #1


13th Acctg Period








New CR #2


13th Acctg Period
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