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PURCHASING AND ACQUISITION CFF

PAYMENT PROCEDURES

(REGULATION)

COLLECTIONS ON Actions by the depository bank are as follows:

RETURNED CHECKS

1.

2.

As a part of the depository contract, the depository bank shall
run all insufficient funds checks through twice for collection.

Checks returned for reasons other than insufficient funds can
only be run through once; i.e., Account Closed Checks.

Collection efforts by College and Financial Services Division are as
follows:

1.

The payor shall be notified by telephone that his/her check
has been returned unpaid, and that settlement must be made
within three days of the notification.

During the notification call, the payor shall be informed that
settlement of the unpaid check will include a collection fee.

If settlement is not made within three days, collection letters
shall be sent as follows:.

a. Collection letter #1 shall be sent.

b. If no response is received within five days, collection let-
ter #2 shall be sent via certified mail-return receipt re-
quested.

c. Ifnoresponse is received from collection letter #2 within
ten days of the receipt of the certified mail, the College
shall file charges with the Justice of the Peace.

Procedures for filing charges with the Justice of the Peace Court
are as follows:

1.

A legal form, entitled “Complaint -Affidavit for Warrant of Ar-
rest,” must be completed. This form, due to its nature as a
legal document, must be completed correctly to comply with
the requirements of the Court. Since each “returned check” is
a separate incident, a separate complaint form will be re-
quired for each check.

The Justice of the Peace Court will require the returned
check, the return receipt requested stub, and copies of cor-
respondence.

In some cases payment will be received for checks that have been
turned-over to Justice of the Peace Court. When this happens the
Court shall be notified and arrangement made to withdraw our
complaint, or refer the payor to the court. The payor shall be in-
structed to take his or her receipt to the court as evidence of pay-
ment.
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