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ADMINISTRATIVE MANUAL


INSUFFICIENT CHECK
POLICY:
Edwin Fair Center shall seek reimbursement for insufficient checks.

PROCEDURE:
1.
The secretary opens the mail and stamps the received date on the returned check.

2.
The secretary gives the check to the accounts receivable clerk.

3.
The accounts receivable clerk prepares a letter, from the Executive Director to the client, requesting them to pick up the check.

4.
The letter is signed and mailed.

5.
The accounts receivable clerk enters the charge for the insufficient check onto the client's account, along with the insufficient check charge.

6.
The accounts receivable clerk makes a copy of the check for the accountant. 

7.
The original check is retained by the Accounts Receivable clerk, until picked up by the client.

8.
When the client arrives to pick up the insufficient check, the Accounts Receivable Clerk writes a receipt for the payment (cash only) and lists the reason on the receipt.  The insufficient check is returned to the client along with the receipt.  Cash is then deposited as a regular payment and follows the normal procedure through the Accounts Receivable department.  A fee is charged for returned checks.

9.
If the client fails to pick up the insufficient check, Edwin Fair Center will prosecute through the district attorney in the county in which the check was issued.
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