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TECHNICAL COLLEGE SYSTEM OF GEORGIA

BANNER PROCEDURES MANUAL

This procedure applies to technical colleges and system office

Returned Checks

General

Students who write dishonored checks to the college will have a Hold placed on their student account. The procedure for collecting payment is as follows.

Procedure
1. Before entering the returned check into Banner, the individual responsible should ensure their current cashier session (TGACREV) is clear before posting the charges.
2. If you have the receipt number for the student, but do not have the student’s ID number, go to TGARCPT. Enter the receipt number from the check in order to find the student’s ID number.  Find the term and date the check was entered into Banner.

3. Using the returned check detail codes and the term the payment was originally entered, key in each returned check detail code charge to include the returned check fee charge in TSAAREV.  This adds the balance back to the student’s account.  For a complete listing of returned check detail codes, please refer to the Banner matrix located at: http://intranet.tcsg.edu/acct.php#bann, under “Banner External Documentation”, “Banner A/R Detail Code Matrix”.
4. Save the entry.  

5. Go to SOAHOLD and enter the required hold code used by the college.  This hold will remain on the student’s Banner account according to the college’s policies.  Suggestions for the hold process:

a. BU hold for the amount of the check including the returned check fee.

b. CO hold would designate only a Cash, Money Order, or Credit Card payment will be accepted as payment on the Banner account. 
c. Note: If the college prefers, automatic holds could be placed on the student’s account.  See Hold procedure for more information.

6. Enter all the returned checks to include the return check fees in TSAAREV.  Then balance and close the session using TGACREV.

***If a college does not enter all charges in Banner, those returns should be posted to PeopleSoft and a hold placed on the student’s Banner account. ***

Letters to Students/Customers

Students/Customers must be notified of the returned check.  (See Exhibit A, Returned Check Notification Letter).  If your college sends unpaid return checks to the Magistrate Court for collection, the notification letter must be sent certified mail.  (See Exhibit B, Returned Check Magistrate Court Letter).  Returned check billing must follow the same procedure as Banner billing in order to fulfill due diligence requirements.  (See Student Billing for more info).  Retain copies of all letters sent with the return receipt signed card or returned unclaimed letter and any other communications or documentation with a copy of the returned check.  If eligible and approved by the State Accounting Office, returned checks may be written off.  If a student does not clear a returned check within a minimum of ten (10) days of being notified, appropriate methods of collection will be used by the college.
Worksheets

A Return Check worksheet should be prepared for the Business Office to ensure the appropriate entries are processed and posted in PeopleSoft for the returned checks.  (See Exhibit C, Returned Check Listing).  A worksheet should be completed for each bank receiving deposits for the college.  The worksheets should be complied at the end of every month and include all returned checks for the month.  The staff should ensure the spreadsheet is posted in PeopleSoft appropriate to the banking month-end period.  Keep a copy on file.  
Exhibit A

December 1, 2015  

«LastName»
«Address1»
«City», «State» «PostalCode»
Student ID/SSN: «SSN»
Dear «Salutation»:

This is to advise you that check number «CheckNumber» issued by you on «IssueDate», drawn upon «Bank», and payable to XYZ Technical College, in the amount of $«CheckAmt» has not been honored for payment.  If your bank has made an error, then please bring written confirmation of this error to us immediately.  However, if the error is yours, then pursuant to Georgia Law, you have ten (10) days from receipt of this notice to make full restitution for this check plus a returned check fee of $30.00.  The total amount due is $«AmtDue».  Unless this amount is paid in full within the days specified in this notice, XYZ Technical College has a variety of options to collect this debt, including but not limited to, criminal prosecution, civil lawsuit or turning the matter over to a collection agency.

A Hold has been placed on your account. You will not eligible to receive credit for the term, be allowed to graduate, receive grades or receive transcripts until this matter has been resolved.

All future payments will need to be cash, credit/debit card or money order. Payment can be made at any of the College’s Campuses during normal business hours (Monday through Thursday 8:00 am until 6:00 pm and Friday 8:00 am until 12:00pm.).

Sincerely,

XYZ Technical College

Business Office
Exhibit B
December 1, 2015  

«LastName»
«Address1»
«City», «State» «PostalCode»
Student ID/SSN: «SSN»
Dear «Salutation»:

This is to advise you that check number «CheckNumber» issued by you on «IssueDate», drawn upon «Bank», and payable to XYZ Technical College, in the amount of $«CheckAmt» has not been honored for payment.  If your bank has made an error, then please bring written confirmation of this error to us immediately.  However, if the error is yours, then pursuant to Georgia Law, you have ten (10) days from receipt of this notice to make full restitution for this check plus a returned check fee of $30.00.  The total amount due is $«AmtDue».  Unless this amount is paid in full within the days specified in this notice, XYZ Technical College will be required to deliver this dishonored check and all available information relative to this incident to the Magistrate Court for collection and prosecution.

 A Hold has been placed on your account. You will not eligible to receive credit for the term, be allowed to graduate, receive grades or receive transcripts until this matter has been resolved.

All future payments will need to be cash, credit/debit card or money order. Payment can be made at any of the College’s Campuses during normal business hours (Monday through Thursday 8:00 am until 6:00 pm and Friday 8:00 am until 12:00pm.).

Sincerely,

XYZ Technical College

Business Office
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Returned Check Listing


