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CASH:  UNCLAI MED AND UNCASHED CHECKS

| NTRODUCTI ON

Thi s chapter contains general procedures for the disposition
by accounting offices of unclainmed and uncashed checks.
Sections IIl., IV., and VI., provide the accounting officer
Wi th considerable discretion in determ ning which procedures
to adopt for his or her canpus. A witten standard (see
exanple in Appendix |I) should be prepared for any canpus
policies that deviate fromthe standards set forth in this
chapter. In the absence of such a witten standard, the
standards in this chapter will apply.

As a matter of policy, the University attenpts to contact
payees of uncl ai ned and uncashed checks, in order to pronote
good internal control standards.

I'1. DEFI N TIONS

1) Qut st andi ng check: Any University check that has not
cl eared the bank, been canceled, or witten off.
Qut st andi ng checks include both uncashed and uncl ai ned
checks.

2) Uncashed check: A check mailed or delivered to the
payee that has not been cashed.

3) Uncl ai med check: A check held by any University office
for 1ssuance or delivery to the payee, including checks
mai l ed to a payee that were returned to the University.

4) Qut st andi ng check account: The account to which (a)
ol d uncashed checks are credited and (b) uncl ai ned
checks are credited when they cannot be delivered
pronptly. The timng for transferring checks to this
account is detailed in section Ill. bel ow

5) Cancel : To rescind a check by debiting cash and
crediting a clearing account, the outstandi ng check
account, or the account originally charged. Checks may
be cancel ed either by journal entry or through the
system (di sbursenents or payroll) fromwhich they were
originally prepared.
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6)

7)

Redraw. To change the nanme of the check payee to "The
Regents of the University of California" and deposit
the check in the University's bank account, with a
debit to cash and a credit to any of the accounts
listed in 5) above for cancellations. Redrawing a
check is an alternative to canceling it when the
accounting office has the check in its possession
(provided the date is not stale).

Reverse: To renpbve a check conpletely froman account
by reversing the original recording entry (i.e., by
debiting cash and crediting the account originally
charged); checks may be reversed either by cancellation
or by redrawi ng, in cases where the payees are no

| onger entitled to receive paynent.

FOLLOWM UP_ACTI ON

A

TI' M NG

Ceneral ly, since payroll checks are cashed nore
pronptly than vendor checks, earlier followup is

requi red. However, early followup is essential for
bot h vendor and payroll checks to insure that the payee
can be | ocat ed.

The time standard for followi ng up on uncashed and
uncl ai med checks may be determ ned by the canpus
accounting officer or according to the foll ow ng
st andar d:

Check Type Uncl ai ned checks Uncashed checks

Begin foll owup nmonthly on checks that
have becone

Vendor one Si X
Payr ol | one t hree

mont h(s) old during the precedi ng nont h.
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B. FOLLOW UP EFFORT

The foll ow ng guidelines should be used to determ ne
t he amount of followup effort needed to contact a
payee. The dollar cut-offs nmay be adjusted by the
accounting officer; however, the $1,000 Iimt for the
maxi mum ef fort mnmust not be raised.

Amount of Check Effort to Contact Payee

$1, 000 and over Maxi mum ef fort, such as phone calls
or letters to | ast known | ocation
(see Appendix Il for sanple
letter), consultation with the
departnent originating the
transaction, consulting
directories, etc.

$100 to $999 Moderate effort, including at |east
one attenpt to contact the payee.

$35 to $99 Effort nmade as tine permits.

Less than $35 No effort nmade to contact the payee

except in certain cases, as
determ ned by the accounting
of fice.

The above foll ow up action guidelines apply to both
uncl ai mred and uncashed checks.

C. CAVPUS PROCEDURES

The accounting officer should determ ne whether certain
cl asses of payees are less likely than others to claim
their checks and try to correct the procedures for

i ssuing checks to ensure that such payees claimtheir
checks.

The section of the accounting office that reconciles

t he bank accounts should notify the section that issues
checks as soon as checks beconme outstanding, in
accordance with the guidelines set forth in this
chapter.
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TRANSFER OF CHECKS TO OQUTSTANDI NG CHECK ACCOUNTS

A

USE OF OUTSTANDI NG CHECK ACCOUNTS

CQut st andi ng check accounts may be used in two ways: to
transfer checks to such accounts on a set schedul e,
regardl ess of the foll owup status of individual
checks, or to credit checks to one of the outstanding
check accounts after all follow up procedures have been
conpl eted. The second procedure serves to clear
accounts of any checks that require further follow up
action. Under this procedure, it nay be necessary to
credit some unclai ned checks tenporarily to a speci al
l[iability account, 1f the checks are schedul ed for
cancel lation but foll owup action has not yet been
conpl eted (see Section B below). Uncashed checks
schedul ed to be transferred, but on which foll ow up
action is not conplete, can be left on the outstanding
check list until such action is conplete.

Wi chever procedure is used, followup effort depends
on the age and anount of the checks. (See Section
|V.D. for the types of checks that can be transferred
to outstandi ng check accounts.)

SCHEDULE FOR TRANSFERRI NG UNCLAI MED CHECKS

As an internal control neasure, unclaimed checks should
be cancel ed or redrawn one nonth after followup is
begun (or shoul d have been begun). For exanpl e,
followup is required by section IIl. A above at the
begi nning of the first nmonth following the nonth in
whi ch uncl ai ned checks becone one nonth ol d; thus,

t hese checks shoul d be cancel ed or redrawn at the

begi nning of the second following nonth, if the payee
has not been |ocated. Under this procedure, unclained
checks are canceled or redrawn no |ater than 90 days
after the check date.

Uncl ai ned checks may be transferred either to the
out standi ng check account or to a clearing account, as
expl ained in Section A above.

UCRS uncl ai med checks and wite-off activities are the

responsibility of the UCRS Ofice of the President
accounting office.

3/ 31/ 96
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V. TRANSFER OF CHECKS TO OQUTSTANDI NG CHECK ACCOUNTS (Cont.)

C.

3/ 31/ 96

SCHEDULE FOR TRANSFERRI NG UNCASHED CHECKS

Checks may be transferred to the appropriate account at
intervals convenient to the accounting office to
prevent |arge nunbers of old checks from accumul ating
on the outstanding checks lists. It is recommended
that such transfers be made nonthly, but the accounting
of ficer may choose other intervals, consistent with the
guidelines in this chapter.

CHECKS NOT TRANSFERRED

Checks |isted under each fund in the chart bel ow may
not be transferred to an outstandi ng check account.
Such checks are reversed out of the accounts
conpletely, i.e., the credit is made agai nst the
account originally charged. The purpose of this
procedure is to insure that the funds |listed bel ow
remain in active use; checks drawn on these funds
shoul d not be credited to General Funds because the
checks have not been cashed or clained. At the tine
the transfer entry is made, the fund nunber for each
check should be obtained to determ ne whet her the check
shoul d be reversed out or reissued.

Fund group or Fund or
type of account Account No. Expl anati on
Loan Funds Funds 02200- Paynents fromthese funds
03999 are intended for students
or enpl oyees (Il oans only)
in need. |If a check is
not cashed pronptly, the
presunption nmust be that
Student A d Account s t he need no | onger exists
accounts 77 XXXX- (often because students
TOXXXX fail to register). The

accounting office,
working with the office
originating the paynent,
shoul d reverse out the
check rather than credit
it to the outstanding
check accounts.

TL 68
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Endownent and Funds 04100-

Simlar 09799

Funds (except

Princi pal pri nci pal
appropri -
ated from

t hese funds
for current

expendi t ur es)

Checks are rarely drawn
on endownent princi pal
and then only by the

Cor por at e Accounti ng
Ofice. (If such a check
i's not cashed, canpus
accounting should notify
t he Endownrent Secti on of
t he Corporate Accounting
Ofice.)

Once the accounting office has reversed out a Student
Aid or Loan Fund check, it should not reissue the check
wi t hout approval of the office that originated the

payment .
TRANSFER ENTRY

1) Uncl ai med checks.

To transfer an uncl ai nred check

to an outstandi ng check account, the check shoul d
be redrawn to The Regents and deposited (see

Account i ng Manual chapter

D-371-12, Di sbursenents:

Cancel | ati on and Redraw ng of Vendor Checks, for
an explanation of the procedures for redraw ng and

cancel i ng checks).

VWhen a check is redrawn and

deposited, it clears the bank in the nornal
manner; therefore, no adjustnent is required to
the controll ed di sbursenents bank account or the

out st andi ng check i st.

However, uncl ai mred checks

al so may be transferred by the cancellation

process.

2) Uncashed checks.

Si nce an uncashed check i s not

In the possession of the accounting office, it
nmust be transferred to a check account through the

cancel l ati on process.

The cancel l ati on may be

done either as a financial journal entry (formU
Fin 288) or as a vendor check adjustnment (formU

Fin 100).

If a financial

journal entry is used,

the total amount transferred nust be manual ly
deducted fromthe next controll ed di sbursenents

rei nbur senent request;

this deduction serves to

reduce the revolving fund bank bal ance by the
anmount of the checks that are being transferred

(i.e., canceled).

| f a vendor check adj ust nent

formis used, the entry is processed with |ocal

3/ 31/ 96
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V. TRANSFER OF CHECKS TO OUTSTANDI NG CHECK ACCOUNTS ( Cont.)
E.  TRANSFER ENTRY (Cont.)

checks through the accounts payabl e system manual
adjustnment to the reinbursenent request is
required only if the total anmount of the checks
bei ng cancel ed exceeds the offsetting total of

| ocal checks witten. For each transfer entry, a
list of checks being canceled nust be sent to the
bank reconcil ement service with a request to
remove these checks fromthe outstandi ng check
list.

F. | NCOVE TAX REPORTI NG

For tax reporting purposes, accounting officers should
consi der uncashed and uncl ai mred checks to have been
recei ved and cashed by the payee. Uncashed checks
shoul d be canceled by journal entry or on a Vendor
Check Adjustnment formwith a tax code of 0O (regardless
of the original tax code) to ensure that the tax
reporting data is not renoved fromthe Data Processing
Center (DPC) accounts payable file; unclainmed checks
may be simlarly canceled or may be redrawn. Such
anounts are reportable as incone because the payee has
an indefinite claimon the funds remtted to himor her
(see Section VII. below), and the University has no way
of knowi ng when the payee m ght claimthese funds.

(The issuance of a tax reporting formmght rem nd the
payee that the University owes the payee noney the
payee has not clained.)

V. ACCOUNTS

The foll ow ng accounts are used for old outstandi ng checks:

115540 Thi s account can be used for both vendor and
payrol |l checks originally charged to non-Federa
funds. |If vendor and payroll checks are

separated, this account should be used for vendor
checks only.

115541 This account is used for payroll checks originally
charged to non-Federal funds, if the accounting
of ficer decides to keep such checks in a separate
account .

3/ 31/ 96 TL 68
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115542 Thi s account can be used for both vendor and

payrol |l checks originally charged to Federa
funds. If vendor and payroll checks are
separated, this account should be used for vendor
checks only.

115543 This account is used for payroll checks originally

charged to Federal funds, if the accounting
of ficer decides to keep such checks in a separate
account .

The above accounts are controlled by the DPC by the
reference nunber field, i.e., a separate subtotal prints in
the | edger for each reference nunber.

VRI TE- OFF OF CHECKS FROM QUTSTANDI NG CHECK ACCOUNTS

A

TI' M NG

The purpose of hol ding checks in an outstandi ng check
account, instead of crediting the checks back to the
original fund source imediately, is to ensure that
noney i s available to cover these checks if they are
cashed by a payee. Checks are held in the outstanding
check accounts for four years. Since a check is seldom
claimed by the payee after this tinme, it can be witten
of f; however, there is no legal significance to the
four year period.

At canpus option, checks of $100 or less may be witten
of f one year after they have been transferred to the
out st andi ng check accounts.

NON- FEDERAL FUND SOURCE CHECKS

The procedure bel ow governs the wite-off or
cancel l ation of old outstanding checks originally
charged to non-Federal funds. |In general, checks are
credited back to the fund source fromwhich they were
originally drawn. However, certain checks of |less than
$1, 000 each (as specified in the chart bel ow may be
credited to M scel l aneous | ncone--CGeneral Funds as a
matter of accounting conveni ence.

3/ 31/ 96
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VI. WRITE-OFF OF CHECKS FROM OUTSTANDI NG CHECK ACCOUNTS (Cont.)

B.  NON FEDERAL FUND SOURCE CHECKS (Cont.)

Oiginal Fund Source

Fund to be Credited

Current Funds (19900-
75999 and pri nci pal
appropriated from
04100- 09399)

Pl ant Funds (00300-
01599)

Agency Funds
00001- 00299)

UCRS Funds
(90000- 99995)

Loan Funds
(02200- 03999)
Endowrent and Sim | ar
Funds Pri nci pal
(04100- 09399
except principal
appropri at ed)

3/ 31/ 96

Checks of $1, 000 or nore:

Credit original fund source if
still in existence. |If not,
credit either M scell aneous

| ncone- - General Funds or a
fund logically related to the
ori ginal source, whichever
best preserves the identity of
the original source.

Checks of | ess than $1, 000:
Credit original fund source
or, at canpus option,

M scel | aneous | ncone- - Gener al
Funds. The canmpus may adj ust
the $1,000 cut-off to a | ower
anopunt as a matter of | ocal
policy but not to a higher
anount. The cut-off anopunt
may be adj usted downwar ds
either for all funds or for
certain funds selected by the
campus.

Credit original fund source in
all cases.

Credit UCRS M scel | aneous
| ncone account J-130331.

Checks drawn on these funds
shoul d not be credited to an
out st andi ng check account, as
provided in Section |V.D.
above. Checks credited to
such accounts in error should
be credited back to the fund
fromwhich they were
originally drawn.

TL 68
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In transferring checks to the original fund source,
revenue accounts should be credited.

C. FEDERAL FUND SOURCE CHECKS

At | east once a year, checks to be witten off from
accounts 115542 and 115543 (for outstandi ng vendor and
payrol |l checks originally charged to Federal funds)
nmust be totaled for each account; one check should then
be prepared for the grand total. The check, nmade
payable to the order of the United States Treasury,
shoul d be sent to:

Di rect or

Di vi sion of Cost Allocation

Departnent of Health and Hunman Servi ces
90 7'" Street, Suite 4-600

San Franci sco, CA 94103

REI SSUANCE CF WRI TTEN OFF CHECKS

As a matter of policy, the University wll reissue any
check, regardl ess of age or anount, for which it can be
determ ned fromthe outstandi ng check account, or from sone
ot her source, that the check was never cashed or previously
rei ssued (except that Student Aid or Loan Fund checks shoul d
not be reissued w thout the approval of the originating

of fice--see Section IV. D., above). Each reissuance should
be charged to the fund credited in the wite-off; the
account to be charged nust be determ ned by the accounting
officer on a case-by-case basis. |If the fund is no | onger

i n existence, the reissuance should be charged to

M scel | aneous | ncone- - General Funds.

ESCHEAT OF UNCLAI MED CASH AND NEGOTI ABLE PROPERTY

Escheat property is defined in GASB 21 as “the reversion of
property to a governnent entity in the absence of |egal
claimants or heirs. For purpose of this Statenment, escheat
property al so includes abandoned and uncl ai med property.
Abandoned and uncl ai med property results fromthe failure of
a person who is legally entitled to property to make a valid
cl ai m agai nst the hol der of the property within a prescribed
period of tine.”

***Del eti on 9/ 30/ 07
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Section 1520 of the California Unclainmed Property Law

provi des that all tangible personal property located in the
state and all intangible personal property, including any
income that is held or owmng and that has renai ned uncl ai ned
by an owner for nore than three years, shall be distributed
as unclaimed by an owner for nore than three years, and
shal|l be escheated to the state. The University of
California, however, is exenpt fromthe provisions of the
escheat statute pursuant to the California Code of Cvil
Procedure (8 2080.8). All unclainmed cash and negoti abl e
property which remain unclaimed after the procedures set
forth in this chapter have been followed shall becone the
property of The Regents. Once an item has been sold or
auctioned by the University pursuant to its authority under
Civil Code section 2080.8, it has been reduced to cash,

whi ch may be retained by The Regents.

| NTERNAL CONTRCL

A ACCOUNTI NG CFFI CE

Duties pertaining to the handling of checks should be
di vided within the accounting office. The follow ng
gui delines for the separation of duties should be
followed to the extent possible: if it is not
practicable to separate sonme duties, an alternative
formof control or review nust be instituted.

1) Per sons who request issuance of checks shoul d not
be authorized to issue these checks to payees. In
keeping with this rule, a person who reconciles
the ol d outstandi ng check account should not have
access to the checks that he or she requested to
be rei ssued.

2) The person who reconciles the bank accounts shoul d
not al so reconcil e the outstandi ng check account
and shoul d not have access to unclai nmed or other
unpai d checks.

3) Transactions pertaining to checks, including both
cancel |l ati ons and requests for issuance, should be
approved by at | east one person other than the
person originating the transaction.

***Del eti on 9/ 30/ 07 TL 97
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DEPARTMENT

Each accounting officer should issue instructions to
departnents covering the proper internal handling of
checks within the departnment. This may be done either
in the canpus policy and procedures manual or in sone
ot her appropriate format. The instructions should
speci fy that uncl ai mred checks shoul d be returned
pronptly to the accounting office.

X SUMVARY OF ACCOUNTI NG OFFI CER' S RESPONSI BI LI Tl ES

A

TL 95

UNCLAI MED CHECKS

Ensure that uncl ai ned checks are returned pronptly to
the accounting office fromcanpus distribution points,

i n accordance with canpus instructions (see Section
VIIl. B. above). Pronptly cancel, or otherw se dispose
of , undelivered checks and checks mail ed out and
returned to the accounting office.

FOLLOM UP ON OLD QUTSTANDI NG CHECKS

Reconci | e bank accounts pronptly and distribute lists
of outstandi ng checks to the appropriate personnel for
fol | ow up.

CHECK DI STRI BUTI ON PROCEDURES

Not e any deficiencies in canpus procedures that result
in a disproportionately high nunber of checks of a
particular type or froma particular office that do not
reach the payee. Change canpus procedures as necessary
to correct any deficiencies found.

ACCOUNTI NG

Transfer outstandi ng checks fromthe cash account to

t he appropriate outstanding check account and cl ear out
such account in conformance with this chapter and
canmpus policy.

Since the responsibilities pertaining to the issuance

of checks are divided anong different accounting office
units for internal control reasons, the accounting

6/ 30/ 06
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D.  ACCOUNTI NG (Cont.)

of fi cer should designate one person to act as

coordi nator for outstanding checks. The coordinator's
role is not to supervise individuals, but to insure
that the overall systemis functioning as intended.
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Sections |I. and I X.)

Accounting O fice
Canpus Name

ACCOUNTI NG OFFI CE PERSONNEL:

Uni versity procedures concerning unclai med and uncashed checks
are provided in Accounting Manual chapter C 173-78, Cash:
Uncl ai ned and Uncashed Checks. These procedures have been
nodi fied as follows for our canpus:

Section Ill--Followup action:

A Timng
B. Followup effort

Section IV--Timng of transfer to old
out st andi ng check account

Section VI--Fund to be credited when
checks are witten off
from ol d outstandi ng
check account
In other areas, we will follow the procedures set forth in the

af orenenti oned chapter

| have appoi nt ed as the accounting office
coordi nator for unclai ned and uncashed checks. This person is
responsi ble for the overall system of handling these checks and
for ensuring that all responsibilities are clearly assigned;
(he/she) will help to resolve any jurisdictional problens or

di sput es.

Accounting Oficer

TL 68 3/ 31/ 96
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APPENDI X I'l: SAMPLE FOLLOW UP LETTER (see section I11-B)
Accounting Ofice
Canpus Name
Addr ess
Nane and address
of payee
A review of our records indicates that our check no. =, dated
________ , payable to you in the ampunt of $  is still
out st andi ng as of . This check was in paynent

of

Pl ease conplete the section below and return this letter to ne.

| f you have this check, please return it for reissuance; do not
cash the check, as it wll not |Ionger be honored by our bank. If
you do not have this check, we will reissue it upon receipt of

t he appropriate certification bel ow

for the Accounting Oficer

| certify that the above paynent is proper and is still due and
payabl e.

Check one:
O The original check is enclosed; please reissue.
O

The original check was never received; please stop
paynment on it and reissue.

O O her (explain):

Si gnat ur e Dat e

Address (if different from above):

End.
3/ 31/ 96 TL 68
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