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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office

Unclaimed Property/Voiding Outstanding Checks

General – For Checks Issued Using State Appropriated Funds/Local Funds

The “Disposition of Unclaimed Property” Act (OCGA Sections 44-12-190 through 44-12-235) provides for the procedures to be followed for those holding property for someone else, but contact has been lost with that owner. Outstanding checks to both individuals and vendors are defined by the Act as an example of the type of property to which the Act applies. This Act applies to all Technical Colleges and TCSG System Office.
In general, the Disposition of Unclaimed Property Act requires that unclaimed property be reported and remitted to the Georgia Department of Revenue on an annual basis after a defined holding period has expired. The holding period is the time that must elapse before the property is considered abandoned. The duration of the holding period depends on the type of property being held.

For outstanding checks written to individuals for the payment of wages (e.g., personal service expense), the Act defines that a one-year holding period is required before that payment is deemed to be unclaimed property. For all other outstanding checks such as payments to vendors for goods and services rendered or to individuals for travel, etc., the Act defines that a five-year holding period is required before the payment is considered to be unclaimed property.

The forms and instructions for reporting and remitting unclaimed property should be obtained directly from the Georgia Department of Revenue website. http://www2.state.ga.us/Departments/DOR/ptd/ucp/pdf/ucp2002.pdf
Definition 

An outstanding check is defined as any check that has not cleared the bank and that has not been cancelled or voided. Outstanding checks may be one of two types:

1.
Uncashed – one that has been mailed or delivered to the payee but which remains outstanding. Uncashed checks are those, which no longer are in the possession of the issuing organization.

2.
Unclaimed – one which is pending delivery to the payee; this includes checks that have been mailed out but then returned to the issuing organization. Unclaimed checks are those, which are in the possession of the issuing organization.

Procedure

All Technical Colleges and TCSG System Office should review outstanding checks on each bank account on a monthly basis as a part of their normal bank reconciliation procedures. In addition, during the months of July and August each year, Technical Colleges and TCSG System Office should attempt to notify the payee by letter (see sample letter attached) at their last known address about any outstanding check written in a previous fiscal year for $50.00 or greater. If these attempts are not successful in getting the checks to clear the bank, all checks over a year old (both those for $50.00 and more and those less than $50.00) should be cancelled or voided.

When voiding these checks, it is essential to keep record of which checks were originally issued for personal services (e.g., wages) separate from all others. The entry to account for the voiding of the checks for personal service expense should be:








 Debit

Credit

101XXX Cash in Banks 

Payroll Acct.





$XXX


262056 Funds Held for Others -






Payroll Checks Uncashed/Unclaimed



$XXX

The sum of the face value of the cancelled or voided checks for personal service expense must be remitted to the Georgia Department of Revenue annually (by November 1) as unclaimed property once they have met the one-year holding period requirement. Funds may need to be transferred from the payroll account to the operating account prior to submitting the check to the Department of Revenue. The entry to record the check to DOR would be:








Debit

Credit
262056 Funds Held for Others -





Payroll Checks Uncashed/Unclaimed 

$XXX 


101XXX Cash in Banks 

Operating Acct.





$XXX

The entry to record the voiding of all outstanding checks that were paid with state and/or local funds (except for personal service expense) is:








Debit

Credit
101XXX Cash in Banks



$XXX




262002 Funds Held for Others-


Checks Uncashed/Unclaimed




$XXX

The sum of the face value of all of the voided checks must be remitted to the Georgia Department of Revenue annually (by November 1) as unclaimed property once they have met a five-year holding period requirement. If a check does clear the bank after being voided, the above entry would just be reversed for the amount of the check that cleared.

After the five-year holding period requirement, the entry to record the remittance of unclaimed property to the Georgia Department of Revenue would be:







Debit

Credit
262002 Funds Held for Others-

Checks Uncashed/Unclaimed


$XXX


101XXX Cash in Banks 

Operating Acct.




$XXX

All unclaimed checks in the possession of the issuing Technical College or TCSG System Office should be physically marked or stamped “Cancelled” when they are voided from the accounting system to prevent them from being deposited or cashed. In addition, the signature block on the cancelled check should be removed.
If the accounting system used by the Technical Colleges and TCSG System Office automatically generates a credit to the account that was originally debited when a check is voided (e.g., People Soft), you will need to post a debit to that original account when making this credit to the liability account (either 262002 or 262056).







Debit

Credit
6XXXXX Expense



$XXX


262002 Funds Held for Others-

Checks Uncashed/Unclaimed



$XXX

Or

5XXXXX Expense



$XXX


262056 Funds Held for Others -






Payroll Checks Uncashed/Unclaimed


$XXX

When voiding checks that were originally issued using Federal Funds, the excess funds should be returned to the grantor agency that issued the funds (i.e. TCSG for Carl Perkins Adult Lit. etc.) The grantor agency should return the funds to the originating Federal Agency.

HOPE REFUNDS TO GEORGIA STUDENT FINANCE COMMISSION

If a school needs to return funds to GSFC on a prior year award for prior year voided checks, the school shall send a remittance to:




GA Student Finance Commission





2082 East Exchange Place 




Tucker, GA 30084

The remittance should include the name and social security number of each student, the amount of the voided check, and the period when the refund was originally awarded.  The financial aid office must also make the necessary downside adjustment in Surfer and Banner.
If a school has excess cash for a current year award, the school may reduce a current year cash draw for the amount overdrawn.  If the excess cash is due to current year checks voided in the current year, the school must provide to GSFC the name and social security number of the student, the amount of the voided check, and the award period for which the award check was written.   The financial aid office must also make the necessary adjustment in Surfer and Banner.
TITLE IV REFUNDS TO US DEPARTMENT OF EDUCATION

The Blue Book, which provides procedures for federally funded student financial aid, states  “if a school needs to return funds as a result of reducing expenditures on a closed award, the school simply sends a remittance to the lockbox at:




U.S. Department of Education




P.O. Box 952023




St. Louis, MO 63195-2023

The remittance should include the school’s DUN number and Document Award Number; it also should indicate that the remittance is for a closed award.”

If the award is not closed and a school simply has excess cash, the school can resolve the excess cash balance by either returning the excess cash to USDOE or by reallocating drawn funds among grant awards in GAPS (Grant Award Payment System) to comply with immediate cash needs.  If a school must return the funds to USDOE, the school must return funds under $100,000 by check and by FEDWIRE for funds that exceed $100,000, or use the refunds application on the GAPS website.
As set forth in 34 CFR 668.165(a), Student Assistance General Provisions, “Before an institution disburses Title IV funds for any award year, the institution must notify a student of the amount of funds that the student or his or her parents can expect to receive under each Title IV program, and how and when those funds will be disbursed.”

Regulation 34 CFR 690.78(c), Federal Pell Grant goes further in providing the following guidance:

If a student does not pick up the check on time, the institution shall still pay the student if he or she requests payment within 20 days after the last date that his or her enrollment ends in that award year.

If the student has not picked up his or her payment at the end of the 20 day period, the institution may credit the student’s account only for any outstanding charges for tuition and fees and room and board for the award year incurred by the student while he or she was eligible.

A student forfeits the rights to receive the payment if he or she does not pick up the payment by the end of the 20 day period.

The institution has the right to hold the check for the student for longer than the 20 day period.  However, if a check is voided, the financial aid office needs to be notified in order to make the necessary adjustment to the Common Origination and Disbursement Record to reflect a decrease in the amount of Federal Pell Grant disbursed.  The funds returned to the account will reflect as “cash-on-hand” and the next Title IV drawdown request can be offset by the “cash-on-hand”.  If this procedure in-turn creates a problem with having excess cash, follow the guidelines set forth in the Blue Book stated above. The People Soft accounting entry would be to adjust revenue and expense in the appropriate program/project combination. 
