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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office

2.9 
Returned Checks 
General 
When checks are received and subsequently returned unpaid for goods and/or services at each Technical College, certain steps must be taken before they are deemed uncollectible.    

Record Returned Checks into Deposit Return Log 
Create a log of each returned check to track the date of return, and redeposit if applicable.  If there is a second return, the transactions should be posted in PeopleSoft, and/or when the transaction was paid in full (Exhibit A:  Returned Check Log, 2-10).  This step is not necessary if the college is using a third party service that handles returned checks.
Record Transaction in Banner

Post the returned check against the student’s account in Banner along with the returned check fee.  A hold should be placed on the student’s account.
Re-Deposit Check or Applicable 
Re-deposit check, unless student has come in to pay the entire amount.  If check is not returned the second time, reverse the charge in Banner, leaving the returned check fee.  Send a certified letter to student notifying him/her that they owe a returned check fee.
Posting of Unpaid Checks
If check is returned the second time, post the transaction in PeopleSoft.  The ID number from PeopleSoft should be entered into the Deposit Return Log.  A certified letter should be sent to the student notifying him/her of their outstanding balance.
Non-Student Returned Checks
If the returned check is an employee, it is still sent back for re-deposit.  If it doesn’t clear, a notification  is sent to the employee. The employee should pay the amount of the check and the returned check fee.

If the returned check is for livework service the check is sent for re-deposit.  If it doesn’t clear a certified letter is sent to the address that is on the check.  The returned check information is posted to the livework account in Banner.
Year End
Outstanding returned checks and fees at the end of the fiscal year should be considered a receivable.  Please reference the procedure for receivables and reserve for uncollectable accounts to record receivables (Procedure 3-6   Uncollectible Accounts Receivable). 
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