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Escheatment Processing 1.0
Supplemental Job Aid


Date: 09/09/2016
[bookmark: _GoBack]
Target Audience: Department AP Payment Maintainer, Central AP Payment Maintainer


Purpose: This Job Aid will provide the steps to escheat payments.


Title: Escheat process for FI$Cal Payments
This Job Aid will assist Departments in the escheatment of checks issued from agency checking accounts, office revolving fund, general cash or trust accounts.
Note: For Warrants, Departments will need to submit a ticket to FSC with details of the Warrant, requesting for FSC to escheat the Warrant payment.
The following SAM Sections will still need to be followed by Departments:

Per SAM Section 8042 UNCASHED OR UNCLAIMED AGENCY CHECKS - Uncashed checks are those that have been issued by the agency but remain uncashed by the payee. Unclaimed checks are those that have been returned to the agency and for which the payee cannot be located.

· General cash checks: Escheat the checks and remit the amount to 
an escheat revenue account in the fund from which the checks were drawn.

· Reimbursement to the ORF has been received: Escheat the check and remit the amount to the escheat revenue account in the fund that has established the ORF

· Trust fund checks: Escheat the checks and credit the amounts 
back to the depositors’ or special trust

accounts unless otherwise provided in the trust agreement or statute under which the trust was established. See SAM Section 18424.2.
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For legacy checks not recorded in FI$Cal and the vendor has requested a reissue check, the following two steps will need to be completed:

1) Create GL journal entry to record funds in the Escheat Revenue Account. (CR 4171400, DR 1109100) and
2) Create a Regular Voucher payable to the vendor entering the account from the Escheat Revenue Account (Account 4171400). 

For checks recorded in FI$Cal, you will need to complete the following steps:

Step 1: Intiate a Stop Payment request to STO (STD 432)
Step 2: Receive confirmation from STO of Stop Payment
Step 3: Escheat Check in FI$Cal (Instructions to follow)



Navigate to the Escheat Payment page:

Navigation: Main Menu > Accounts Payable> Payments>Cancel/Void Payments> Escheat Payment
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On the Payment Escheated page enter the following information and click the search button.
· Bank SetID: State
· Bank Code: State
· Bank Account: Appropriate value for BU
· Payment reference: Check Number
· Payment Method: System Check.
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The Search Results are displayed. Click on the Payment Reference number to escheat.

Enter the Escheat information:

The information on the payment you are escheating will be displayed in the Escheat Payment section. Verify this is the payment that is to be escheated.



In the Payment Status section:
· Click the Escheated Check box
· Enter the date the check is to be escheated

Click the Save button.
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Step 4: Create a Regular voucher to remit funds payable to STO 

Invoice Information Tab

a) Attach the CA-21 to the voucher
b) Distribution line: - Account: 4171400- Escheat-Unclaimed Ck/Warr
Payment Tab
a) Cash Type: General Cash

Step 5: Upon receipt of an SCO Journal Entry showing remittance of funds in the Escheat Revenue Account, create a GL journal entry to record the transaction in FI$Cal. Keep the SCO Journal Entry on file to be used as an attachment to the Voucher to pay vendor, when request for payment is received.

1) Create GL journal entry to record funds in the Escheat Revenue Account. (CR 4171400, DR 1109100)


Step 6: When the vendor requests payment; Create a Regular Voucher with the following criteria:

	Invoice Information Tab
a) Attach the SCO Journal Entry to the voucher
b) Distribution line: - Account: 4171400- Escheat-Unclaimed Ck/Warr

Payment Tab
a) Cash Type: Warrant
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