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STUDENT OUTLINE

AUDIT UNAVAILABLE/RECERTIFIED CHECKS

LEARNING OBJECTIVES: 
a.
TERMINAL LEARNING OBJECTIVE:

1. Given source documents and the reference, audit unavailable/recertified checks in accordance with the DODFMR, Vol. 5. (3432.04.22)

2. Given a suspense account report (monthly), source documents, and the reference, maintain suspense accounts in order to balance the suspense account in accordance with the DODFMR, Vol. 5.  (3432.04.20)

3. Given a Standard 1080 form, and the reference, audit Standard 1080 form for accuracy and completeness prior to submission for certification in accordance with the DODFMR, Vol. 5.  (3432.04.18) 

b.
ENABLING LEARNING OBJECTIVE:

1. Given a simulated situation pertaining to lost/unavailable checks, supporting documentation, and with the aid of reference, audit a Standard Form 1034 in accordance with the DODFMR Vol. 5. (3432.04.22a)

2. Given a simulated situation pertaining to a suspense account, a calculator, and the reference, audit the suspense account to ensure accuracy in accordance with DODFMR, Vol. 5.  (3432.04.20a)

3. Given a simulated situation pertaining to appropriation data and the reference, select the correct appropriation data in accordance with the DODFMR, Vol. 5. (3432.04.18a)

1.  UNAVAILABLE CHECK CANCELLATION:       

    a.  Unavailable checks are any checks that are reported to the Disbursing Officer as lost, stolen, mutilated, or not received by the payee as long as the check is less than 12 months old.

    b.  The procedures that will be described in this section will also apply to situations where the payee is not entitled to the proceeds of a check that is unavailable to the Disbursing Officer. These situations include: death of the payee before the check issue date; non-receipt of a recertified payment check by the payee when the original check has been received and cashed; receipt of a cash payment and a check payment for the same entitlement; and, loss of the check after the payroll is prepared and the payee is a military member already transferred. 

    c. The payee has 1 year from the date of issue of the check to file a claim of non-receipt.  The issuing disbursing office must submit an SF 1184 (Unavailable Check Cancellation) to the Treasury Department within 13 months of the date of issue. The Treasury Department has 18 months from the date of a check is paid to reclaim monies from the financial institution if a claim of forgery or unauthorized endorsement is filed by the payee. 

    d.  Checks which are unavailable to the payee or the disbursing officer, and for which entitlement to the payment exists, may be replaced by a new check called a Recertified Payment Check, providing the original check is not more than 12 months old.

    e.  A recertified check bears a new check serial number and is vouchered and recorded as a new disbursement.

f. Original and recertified payment checks shall be 

controlled, cross-referenced, and tracked indefinitely or until both have been paid, recovered and destroyed or canceled.

2. INITIAL FORMS USED TO ISSUE A RECERTIFIED CHECK

    a.  DD Form 2660: A claim of non-receipt, destruction, loss, or theft of a Treasury check will be reported by the payee. The DO shall obtain a statement, in writing, from the payee. This is done by the use of a DD Form 2660. The DD Form 2660 is the preferred form of the required statement; however, DOs may accept a signed letter from the payee in lieu of the DD Form 2660.  If the Payee negotiates both checks, the statement could be used to establish fraudulent intent.  
    b.  DD Form 2662: The DD Form 2662, Recertified Check Register, is the form used to assure the necessary cross-reference and control. The DD Form 2662 shall contain information to identify the original check serial number, date, amount, payee, and status of the check as provided by the Treasury, including information regarding the recertified payment check, payee claims and collection information.  

        c. SF1184 (Unavailable Check Cancellation):  The SF 1184 is

    the electronic form that is submitted through 3270 Denver (U.S.                  

    Treasury). Each individual unavailable check to be canceled                                                                  

    shall be reported on an SF 1184 to the servicing DFAS Center           

    either manually or via mechanized input. 

3. Authorization to Issue Recertified Checks
a. The authority to issue recertified checks rest solely

 with the disbursing officer. The DO may issue recertified checks at any time commencing with the submission of the SF 1184. The circumstances associated with each unavailable check and the DO's judgment shall govern when the recertified check is actually issued.


b. No recertified check will be issued if: the payee of the original check is not entitled to the proceeds of the check, the payee died before the original check-issue date, sufficient mail time (at least 3-mail delivery days after the date the original check was mailed has not lapsed for delivery or return of the original check; the payee has an outstanding obligation against which the payment can be offset; or the original check is more than 12 months old. 

4. Preparation of the SF 1184
    a.  The standard form 1184 will be completed as follows: 

        (1)  CK SYM:  REQUIRED FIELD  Enter the 4-digit DSSN of the disbursing office that issued the original check.

        (2)  CK SERIAL:  REQUIRED FIELD  Enter the 8-digit check number of the original check that is being canceled and on which "STOP PAYMENT" action is being requested of the U.S. Treasury. No commas shall be typed to separate the check number digits. 

(3)  CK AMOUNT:  REQUIRED FIELD  Enter the total amount of the original check. This field is limited to 10 digits. Do not use dollar signs. Exclude the decimal point.  For whole dollars include two zeros (e.g., if $145.00, key in 14500, and if $14545, key in 14545). 

    
(4) CK DATE:  REQUIRED FIELD  Key in the eight-digit date of the check as YYYYMMDD.


(5) AGENCY PAYEE ID NO:  Key in the last seven digits of your agency payee ID number as follows: The three-digit Julian date, the last digit of the calendar year, and the three-digit sequence number. (Note: the first four digits, which represent your DSSN, are supplied by the system).


(6) LINE CODE: supplied by the system.


(7) STOP CODE:  REQUIRED FIELD  Enter the alpha character code from the table of stop codes in the DODFMR VOL. 5, Table 8-1, that describes the nature of the action required on the original check. The only codes authorized for use are, "A", "D", "E", "F", "G", "K", "L", "M", "P", and "R".

         (8) AGENCY CODE: Supplied by the system.

· A- DEPARTMENT of the ARMY

· F- DEPARTMENT of the AIR FORCE

· L- U.S. MARINE CORPS

· N- DEPARTMENT OF THE NAVY

   













    (9) PAYEE NAME:  REQUIRED FIELD  Enter the payee's name as it appeared on the original check.

   













    (10) ADDRESS:  REQUIRED FIELD  Data entered in this field shall be the current address of the payee because the Treasury uses this address to prepare claims document address labels. When stop code "F" is used the disbursing office address will be used.

         (11) NAME OF DECEDENT: This field is required when the STOP REASON CODE is “E”. Type the deceased payee’s name: last name; first name; middle initial(s). Do not use punctuation marks. If the name of the decedent is not provided with a “deceased” STOP REASON CODE ‘E’, the SF 1184 will be rejected by the Treasury Department.

         (12) DATE OF DEATH: Required when the DoD component has rendered the payee or payee’s estate not entitled to the proceeds of the check; therefore, the date of death is required for only STOP REASON CODES “E” OR “U”. 

         (13) AMOUNT TO BE RECLAIMED:  REQUIRED ON ALL SF 1184'S  Enter the amount to be recovered from either the banking system or the U.S. Treasury. Usually, this will be the full amount of the original check. 

         (14) AGENCY LOCATION CODE:  The Agency Location Code is a four- or eight-digit numeric symbol used by the Treasury Department to identify accounting reports and documents prepared by or for accounting stations and financial offices.

· 1700XXXX Navy and Marine Corps disburing offices. Note: The XXXX represents the disbursing office DSSN.

· 2100XXXX Army disbursing offices

· 5700XXXX air Force disbursing offices.

          (15) AGENCY OUTPUT: This code is a required single numeric digit indicating the type of output (hard copy or magnetic tape) to be generated by the agency. All Navy and Marine Corps disbursing offices enter “3” in this field.


(16) AGENCY REFERENCE: this field is optional.


5.
DAILY ADVICE OF STATUS:                           

a.
The Treasury Department will return a Daily Advice of Status on every SF 1184 received.


b.
Status Codes used by the Treasury Department on the DAS are listed in table 8-4 of the DODMFR Vol. 5.  


c.
If a cancellation credit is denied, a Daily Advise of Status will be issued with one of the status codes listed in table 8-4. The DO will advise the payee of the check status. If the check has been negotiated and the payee wishes to continue the claim process, the payee must initiate the FMS Form 1133 (Claim Against the United States for the Proceeds of a Government Check) and the FMS Form 3858 (Claims Document), upon receipt of status from the Treasury Department. 

d.
If an unavailable check is outstanding (not negotiated), the Treasury Department will issue a DAS status indicating that the check is outstanding and that the agency will be credited with the proceeds (Status Code 32).  All credits for canceled unavailable checks and charges resulting from negotiation of a previously canceled unavailable check are provided by the Treasury Department through budget clearing account Unavailable Check Cancellations and Overpayments (Suspense), **F3880. The **F3880 account is restricted to unavailable check transactions and shall not be used for any other purpose. The **F3880 account is available to hold credit or charge back amounts only until the appropriation or fund that was charged when the original check was issued can be identified. All amounts in the **F3880 account must be transferred to the proper appropriation of fund as expeditiously as possible.  This is done using a SF 1080 (Transfers between appropriations and/or funds). This form will have a PV#, transferring the money from the **F3880 account to the original appropriation account.

6.
RECERTIFIED PAYMENTS:                            


a.
If the DAS code is a 32 (not negotiated), the Treasury will automatically credit the suspense account 3880 with the amount of the check. If a recertified check is to be issued, the SF 1034 (Public Voucher) will be used to make the payment under a new PV# and the original appropriation, from which the initial check was cut.


b.
The new check will have a new check number, and voucher number.

7.
RECERTIFIED CHECK REGISTER (DD FORM 2662):            

a.
Original and recertified payment checks shall be controlled, cross-referenced, and tracked indefinitely or until both have been paid, recovered and destroyed or canceled. The DD Form 2662 is maintained for this purpose.


b.
The DD Form 2662 shall contain information to identify the original check serial number, date, amount, payee, and status of the check as provided by the Treasury Department, as well as identifying information regarding the recertified payment check, payee claims, and collection information.
Note: After you have keyed in your applicable data, be sure to print at least one copy of  the record for backup/audit trail purposes, depending on your office’s standard  operating procedures. 
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