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CHAPTER 600 – MISSION SUPPORT

50 – Financial Management

[bookmark: FM_50_14]50.14     Processing Checks

Occasionally, the Treasury Inspector for Tax Administration (TIGTA) directly receives checks related to vendor refunds, Freedom of Information Act (FOIA) requests, and insurance settlements.  This section establishes procedures for processing such checks.  For the purposes of this section, checks also include cashier checks and money orders.

[bookmark: FM_50_14_1]50.14.1   Mailing Checks.
For cost effectiveness, the guidelines below are strongly recommended for mailing money orders or cashier’s checks (Approval for overnight or 2-day services should be obtained from the individual’s manager):

· For check values $1,000 and over, use 2-day or overnight service (the higher the value the more overnight service is recommended).
· For check values of at least $100 but less than $1,000, use ground courier service (e.g., United Parcel Service (UPS) Ground Service).
· For checks between $25 and $100 use United States Postal Service certified mail.
· For checks $25 or less, use regular first class mail and notify the Assistant Director, Finance by e-mail.

[bookmark: FM_50_14_2]50.14.2   Refund Checks. 
Employees approving invoices or Intragovernmental Payments and Collections (IPACs) should not approve erroneous charges.  All invoices or IPACs with erroneous charges should be rejected.  Refunds result from discontinuing prepaid services, returning unused goods, cancellation of annual subscriptions, etc.  Most vendors will provide a credit on the subsequent invoice; however, in some instances, the vendor will provide a refund check.  

[bookmark: FM_50_14_2_1]50.14.2.1   Obtaining a Refund Check.  The TIGTA employee who identifies the need for a refund shall contact the vendor and request the refund in the form of a credit on a subsequent bill.  If this method is not appropriate, the TIGTA employee should request that the vendor submit a check payable to the Treasury Inspector General for Tax Administration and mail the check to the following address:



	Treasury Inspector General for Tax Administration
	Attention:  Office of Mission Support/Assistant Director, Finance 
1401 H Street, NW 
Suite 469
	Washington, DC  20005

The TIGTA employee will send an e-mail to the Assistant Director, Finance, and the appropriate Functional Budget Coordinator with the following information:  

1. Brief description of why TIGTA received refund (e.g., employee unable to attend training class due to medical emergency);
1. Vendor’s name and mailing address;
1. Amount of refund;
1. Date refund requested;
1. Accounting string data:
4. TGT0119DBXXXX (insert 2-digit fiscal year) XX, e.g., for FY 2013 appropriation it would be TGT0119DB1313XX;
4. Cost center; and 
4. Budget object code and
1. Statement:  “Please deposit and credit TIGTA’s account based on the above accounting string.”

[bookmark: FM_50_14_2_2]50.14.2.2   Processing a Refund Check.  The Assistant Director, Finance will follow up with the TIGTA employee who requested the refund, if the refund is not received within 10 business days.  The TIGTA employee who requested the refund will be responsible for contacting the vendor, taking the appropriate action to obtain the refund, and keeping the Assistant Director, Finance informed.

Upon receipt of the refund check, the Assistant Director, Finance will prepare a memo to Bureau of the Fiscal Service (BFS)-Administrative Resource Center (ARC) containing the following information;
1. Brief description of why TIGTA received refund
1. Amount of refund
1. Accounting string data for deposit:
7. TGT0119DBXXXX (insert 2-digit fiscal year) XX, e.g., for FY 2013 appropriation it would be TGT0119DB1313XX;
7. Cost center; and 
7. Budget object code.

The Assistant Director, Finance will place both the check and memo in a confidential envelope marked, “TIGTA – Account Processing,” place the envelope in the appropriate mail envelope (see 50.14.1), and mail envelope to BFS-ARC.  

The envelope should be mailed to:

Accounting Services Branch – 2
Avery Street A3-G
Bureau of the Fiscal Service
P.O. Box 1328
Parkersburg, WV 26106-1328

The BFS-ARC will be notified by e-mail to expect the check, and subsequently will e-mail the Assistant Director, Finance confirming receipt of the check.  The Assistant Director, Finance will e-mail the individual who requested the refund and the appropriate Functional Budget Coordinator informing them that the check was received by BFS and will be processed.  

The Assistant Director, Finance will maintain originals or copies, as appropriate, of the following documents in file:

1. Refund check; 
1. Envelope that the refund check was received in;
1. E-mail from the individual who requested the refund;
1. Memo to BFS-ARC; and
1. E-mail sent to the individual who requested the refund and the Functional Budget Coordinator.  

[bookmark: FM_50_14_3]50.14.3   FOIA Checks.
The TIGTA Office of Chief Counsel's Disclosure Branch (Disclosure) is responsible for obtaining all FOIA checks.  All checks should be made payable to the Treasury Inspector General for Tax Administration.

The Disclosure staff will send an e-mail to the Assistant Director, Finance, and copy the Staff Accountant notifying them of the FOIA check.  Following the e-mail notification, the Disclosure staff will provide the check to the Assistant Director, Finance, or the Staff Accountant, and obtain a signed receipt from whoever accepts the check.  The receipt will be prepared by the Disclosure staff.

[bookmark: FM_50_14_3_1]50.14.3.1   Processing a FOIA Check.  Upon receipt of the FOIA check, the Assistant Director, Finance will prepare a memo to BFS-ARC containing the following information:

1. Brief description of the source of the check;
1. Amount of check; and
1. A request to deposit check to the General Receipts Fund; TGT3220GRXXXXXX.

The Assistant Director, Finance will place both the check and memo in a confidential envelope marked “TIGTA – Account Processing,” place the envelope in the appropriate mail envelope (see 50.14.1), and mail envelope to BFS.  

The envelope should be mailed to:

Accounting Services Branch – 2
Avery Street A3-G
Bureau of the Fiscal Service
P.O. Box 1328
Parkersburg, WV 26106-1328

The BFS-ARC will be notified by e-mail to expect the check, and subsequently will e-mail the Assistant Director, Finance confirming receipt of the check.  

[bookmark: FM_50_14_4]50.14.4   Settlement Checks.
Settlement checks are normally obtained by TIGTA’s Office of Chief Counsel (Counsel).  All checks should be made payable to the Treasury Inspector General for Tax Administration.

Counsel will send an e-mail to the Assistant Director, Finance and copy the Staff Accountant notifying them of the settlement check.  Following the e-mail notification, Counsel will provide the check to the Assistant Director, Finance or the Staff Accountant.  An e-mail to Counsel confirming receipt of the check will be sent by the Director, Finance or the Staff Accountant.

[bookmark: FM_50_14_4_1]50.14.4.1   Processing a Settlement Check.  Upon receipt of the check, the Assistant Director, Finance will prepare a memo to BFS-ARC containing the following information:

1. Brief description of the source of the check;
1. Amount of check; and
1. A request to deposit check to the General Fund; TGT1099GRXXXXXX.

The Assistant Director, Finance will place both the check and memo in a confidential envelope marked “TIGTA – Account Processing,” place the envelope in the appropriate mail envelope (see 50.14.1), and mail envelope to BFS.  
The envelope should be mailed to:

Accounting Services Branch – 2
Avery Street A3-G
Bureau of the Fiscal Service
P.O. Box 1328
Parkersburg, WV 26106-1328

The BFS-ARC will be notified by e-mail to expect the check, and subsequently will e-mail the Assistant Director, Finance confirming receipt of the check.  

[bookmark: FM_50_14_5]50.14.5   Other Checks.
See Chapter 600 Section 70.4.14 for procedures regarding jury duty and witness fees – in addition to the procedures in Section 70.4.14, the employee should notify the Assistant Director, Finance after notifying their servicing personnel office.  See Chapter 600 Section 40.5.7 for checks related to travel paid by non-Federal sources.  See Chapter 600 Section 40.5.10.3 for checks related to compensation when denied boarding.  See Chapter 600 Section 50.9.4.2 for checks related to the imprest fund.  See Chapter 600 Sections 50.11.5 and 50.11.7 for forfeited seized cash and one-time restitution checks.  For checks related to travel refunds, please contact TIGTA’s Travel Card Program Coordinator in Office of Support Services under Office of Mission Support.  For any other check not discussed in this chapter, please contact the Assistant Director, Finance by e-mail for further instructions.
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