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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office

2.7
Printing and Distribution of Financial System Checks

TCSG System Office and each Technical College shall determine the frequency of system check runs.  In order for a check to be generated during the regular cycle, all documentation must be received by the Accounts Payable Department by the designated deadline determined by each entity.  Every effort should be made to adhere to the designated cut off date and time.
Emergency payment requests are considered on a case by case basis as determined by each Technical College and TCSG Central Office. When an emergency arises that requires a manual check, the Administrative Services Office should be notified as soon as possible.  Though the timing of the processing may change, emergency payment requests still require the same documentation and support as other disbursements.  In addition, the supporting documentation should explain the nature of the emergency, why the payment is needed immediately and why paperwork wasn’t submitted to the Administrative Services Office in a timely manner.

Check Signing

After the Administrative Services Office produces system checks, the checks shall be signed by the person authorized to sign checks (whose signature must be on a signature card with their bank).  Under normal circumstances the signing is done using a signing machine with the appropriate signature plate or appropriate stamp.  The signature plate and stamp should always be kept in a secure location.
Check Verification

Prior to distribution, accounts payable packets should be compared to the APXXXX404 report to verify accuracy of the checks to be generated prior to the check run.  The checks should be set to print in PeopleSoft by personnel separate from the accounts payable entry and the check verification process.  

Once checks are printed, the designated personnel will compare the checks to the accounts payable packet for accuracy (amount, vendor, name and remit address).  The person completing the review should initial the check copy to document the review of the check data.  

Check Distribution

The Administrative Services Office is responsible for distributing and mailing checks.  Checks will be available for mailing or pick up as determined by each Technical College and TCSG System Office.  Checks should be mailed directly to the vendor unless special arrangements have been made with the Administrative Services Office. Proper ID must be presented before checks will be released to vendors by Administrative Services Office personnel.  
Reference:

Exhibit A:  Banner Checks Procedure

