March 1, 2007

MEMORANDUM
 
TO:

Agency Fiscal Officers

FROM:
Kristin A. Reiter



Director, Operations Division



Department of the Treasury



Kin White



Director, General Accounting



Department of Accounts 

SUBJECT:
Address Updates for General Warrant Checks

In the fourth quarter of fiscal year 2007, the Department of the Treasury (Treasury) will begin to notify agencies of possible change of payee addresses on the general warrant (vendor payment) checks printed and mailed by Treasury on their behalf.  This memorandum outlines the reasons for this change and the effect of this change on agency accounts payable procedures.  Please note that Treasury will not change the payee address on a check nor hold up the mailing of a check; however, we will notify agencies when Treasury believes that the address being used on a check is not current.  It is the responsibility of the disbursing agency to update mailing addresses of the payees identified, as appropriate, and use the new address on future payments.   
Currently, all general warrant checks printed by Treasury are processed through postal presorting software.   This software currently only reads the last line of the address fields and makes corrections to mismatched city, state and zip code combinations using prescribed postal logic.  Checks are then sorted into zip code order, printed, and mailed.  

Due to recent software enhancements to its check processing systems, Treasury can now identify and provide disbursing agencies and the Department of Accounts (DOA) possible payee change of addresses for printed general warrant checks.  At the end of the daily process to print general warrant checks, reports are now generated by agency that list payment information relating to checks printed that may have old, non-current addresses.   These agency specific reports provide the check date, check number, voucher number(s), a portion of the Vendor ID Number, and check amount for any check that the new process indicates has a new mailing address.  On any given day that a report has been generated for an agency, Treasury will e-mail the report to the applicable disbursing agencies.  It is the responsibility of each agency to contact the payees associated with the checks identified on the reports, determine whether their addresses are still current or need to be updated, update mailing addresses, as appropriate, and use the updated address on future payments. 

We believe that this process will promote the more timely receipt of general warrant checks to payees, specifically those that are currently being issued with outdated addresses.  Treasury is making this change for the reasons outlined below:

· Because Treasury‘s postal rates are discounted, Treasury is required by postal regulations to use up-to-date addresses on its mailings, including checks that it mails on behalf of the Commonwealth.

· If agencies are notified of possible bad addresses, the agency can contact the payee directly, determine the correct address, and make changes to their address file.

· The new process will provide for more up-to-date vendor address tables by state agencies and institutions, reduce processing costs by eliminating the re-issuing of vendor checks due to misdirected mail, and allow for prompt payment to Commonwealth vendors.

In order to accomplish our goal of reporting to agencies that their vendors/ payees may have new mailing addresses, Treasury will need at least one e-mail address per agency.  Treasury recommends that agencies set up a global mailbox with multiple user access to receive the daily report.  E-mail addresses may be forwarded to checkproc@trs.virginia.gov.  If an agency fails to supply an e-mail address by April 1, 2007, Treasury will use the e-mail addresses currently listed for general warrant stop payments.

A message will be put on the CARS broadcast screen to notify agencies when this process will begin in the fourth quarter.

Periodically DOA and Treasury may monitor agency address corrections to ensure agencies are updating old addresses identified by this process.

Please contact Lucy Norris at (804) 225-2394, Thelma Ingle at (804) 371-6009 or Kristin Reiter (804) 225-3240 if you have any questions.

