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A8 .848 Special Departmental Checking Account Procedures
1. Purpose

To provide procedures to address special reguirements/

situationg in Departmental checking account operations

including:

a. enfacing a check,

b. stop payment orders,

C. voiding a check,

d altered checks, forgery situations, and

e. embezzlement situations.

2. Responsgibilities

S The custodian or {in his/her absence) the alternate, is
responsible for the proper execution of procedures to
address special situations in the administration of the
Departmental checking account.

b. The Fiscal Officer is responsible for ensuring that the
Departmental checking  account ig being properly
administered and that the duties of the
custodian/alternate are being properly executed. The
Fiscal Officer must also provide guidance for the
custodian/alternate in detailed record-keeping duties
and must also coordinate activities in altered check,
forgery, and embezzlement situations.

o The reconciler 1g responsible for the review of the

Check Reconciliation Report, ocutstanding checks, the






