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October 11, 2002

MEMORANDUM:

TO:

Fiscal Officers of State Agencies and Institutions

FROM:
Lewis R. McCabe Jr., Manager



General Accounting



Department of Accounts



Kristin A. Reiter, Director



Operations Division



Department of the Treasury

SUBJECT:
CARS Suspense Account for General Warrant Stop Payments

Effective December 1, 2002, the Department of the Treasury (Treasury), in conjunction with the Department of Accounts (DOA), will implement new procedures through the Commonwealth Accounting and Reporting System (CARS), to account for stop payments placed on general warrant (vendor payment) checks and to reissue replacement checks relating to these stop payments. A new general ledger account, GLA 564 - General Warrant Stop Pay Clearing, has been established on CARS to function as a suspense account dedicated solely to account for general warrant stop payments.

Purpose

The new procedures are being implemented to allow agencies more control over the issuance of replacement checks, provide more information to the agencies related to the issuance of replacement checks, provide better customer service to the state’s vendors and to reduce manual processing of stop payments by the Department of the Treasury.

New Process

Agencies are contacted by vendors asking the status of a check (vendor payment).  State agencies in turn contact Treasury to determine the status.   If the check status is outstanding, agencies complete Treasury’s stop payment request forms to request that Treasury place stop payments on the checks.  Treasury places and verifies the stop payments using the Commonwealth’s disbursement bank’s on-line system.  Treasury will then key a suspense batch to CARS with one line entry per stop payment to debit agency cash equal to the stop payment.  The deposit certificates  (dc’s) relating to the suspense batches will be processed using transaction code 057 which debits GLA 101, Cash with the Treasurer of Virginia and credits GLA 564, General Warrant Stop Pay Clearing, for the amount of the stop payment in Fund 0100.  The check number for the check that was stopped and the vendor name will be referenced in the CUR-DOC and INV-DESCRIPTION fields on the weekly ACTR0401 CARS reports and the monthly CARS reports.

Treasury will process stop payment dc’s to CARS daily based on the stop payment request forms received from agencies.  Agencies with stop payments in a daily stop payment dc batch will receive e-mails from Treasury notifying them that the stop payment transactions are complete.  Email notification will be sent to the Fiscal Officer at each agency placing the stop payment. The email notification will provide the check number stopped, the date of the check, and the vendor name.  If you wish the email notification to go to a different address you must notify Treasury’s Manager of Bank Reconciliation, Debbi Seitz @ Debbi.Seitz@trs.state.va.us by November 8, 2002.

Upon receipt of the e-mail notification, agencies can either generate a replacement check through the normal general warrant check issuance process or, if a replacement check is not necessary, reverse the original transaction generating the check through an agency transaction voucher (ATV).

Agency’s Responsibilities to Clear Suspense Account

It will be the responsibility of each agency to clear the suspense account as transactions post to it by either issuing a check to replace the one stopped or by processing an ATV to reverse the original transaction that generated the check that was stopped.  Similar to other general ledger suspense accounts on CARS, agencies must identify the nature of any balance remaining in this suspense account at fiscal year end.

Daily Treasury will:

1. Receive stop payment request forms from agencies.

2. Place stop payments on checks based on request forms using the Commonwealth’s disbursement bank’s online system.

3. Key and release a CARS batch type 7 to post a transaction for each stop payment to each agency that requested a stop by debiting GLA 101, Cash with the Treasurer of Virginia and crediting GLA 564, General Warrant Stop Pay Clearing in Fund 0100.

4. Notify agencies by email that their stop payment requests were processed and that cash in the amount of the stop payment(s) has been credited to GLA 564. General Warrant Stop Pay Clearing to await further action on their part. 

Agencies will clear stop payment transactions posting to GLA 564, General Warrant Stop Pay Clearing by one of the following methods:

1. Generating a replacement check to replace the check that was stopped using CARS transaction code 535 and Fund 0100.  This transaction code debits GLA 564, General Warrant Stop Pay Clearing, and credits GLA 101, Cash with the Treasurer of Virginia.  This replacement check will be generated in the same manner as a regular general warrant check and will be mailed to the vendor with no manual intervention by Treasury. 

2. Processing an ATV to reverse the transaction that generated the check that has been stopped by using transaction code 565 and Fund 0100, which will debit GLA 564, General Warrant Stop Pay Clearing, and credit GLA 101, Cash with the Treasurer of Virginia and a transaction code that will credit the appropriate GLA to reverse the original transaction and debit GLA 101, Cash with the Treasurer or Virginia.  Agencies are reminded that amounts recorded to expenditures in a previous fiscal year must be recorded as revenue using revenue source code 09084. 

If agencies wish to provide additional documentation (other than the replacement check itself) relating to a stop payment and the re-issuance of a replacement check to vendors, it will be each agency’s responsibility to do so.

As with all accounting processes performed by agencies, it is the responsibility of each agency to ensure adequate internal controls are in place to monitor and process stop payment transactions.

Treasury Contacts

Questions concerning this memorandum should be addressed to either:

· Debbi Seitz, Manager of Bank Reconciliation and Issued Check Services at

804-786-6774 or email Debbi.Seitz@trs.state.va.us
· Kristin A. Reiter, Director of Operations

804/225-3240 or email at Kristin.Reiter@trs.state.va.us 

c: Auditor of Public Accounts

     Treasury Internal Audit
