Internal Procedures for Returned Payroll Checks
The following procedures should be followed for incorrect or unclaimed payroll checks.

· Departmental Business Office Staff will return payroll checks to the check desk in Disbursements within 14 days, with a memo indicating the reason for the return.
· Check desk staff will log the returned payroll check and make a copy of the check and memo.  Copies are provided to the Payroll Office daily for review and action.

· The returned check and original memo will be retained in the safe until an authorized individual signs for the release of the check.

Unclaimed Checks

· Unclaimed checks will be retained in the safe for a month.

· Unclaimed checks can be released from the check desk to authorized individuals that provide identification and sign for the check.  Authorized individuals include the employee reclaiming the check or a business office representative.

· All remaining unclaimed checks will be followed up on by the Payroll Office.

· Payroll staff will sign for any unclaimed checks that have been in the safe for a month from the check desk.

· Check desk staff will stamp the checks for deposit and release them to the payroll staff.

· Payroll staff will enter check information into payroll’s unclaimed checks spreadsheet for tracking.

· Payroll staff will prepare a cash receipts vouchers to deposit the unclaimed check(s) into the payroll unclaimed account, attach check(s), provide a copy of the CRV to the check desk, and submit the CRV and checks to the Bursar’s Office for redeposit.

· Letters will be sent to employees with unclaimed checks to local or home addresses found within human resource or student systems to provide additional notification of the unclaimed check.
· A check is reissued from the payroll unclaimed account through the accounts payable system for responses to the unclaimed check notification.

· Remaining unclaimed checks are turned over to Accounting and follow the same process as general ledger checks in accordance with the escheatment process.
· Check desk staff and payroll staff both review processed CRVs to ensure that the redeposit posted accurately.

Incorrect Payments
· At least weekly, payroll will review memos and will sign for checks that require processing through the Adjusting Payroll System.

· Check desk staff will stamp the return side of payroll checks for deposit and release the check(s) for handling.

· Payroll staff will prepare manual corrections that will flow through the adjusting payroll system to address the nature of the incorrect payment.

· Payroll will prepare a Cash Receipts Voucher (CRV) with the checks for redeposit through the Bursar’s Office.  Payroll will provide a copy of the CRV to the check desk for their final accounting of the checks.

· Check desk staff and payroll staff review processed CRVs to ensure that the redeposit posted accurately.
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