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Foreign Check Instructions

Foreign Currency Deposits Folder is located on Beth Mitchell’s desk with instructions.

If check is on ROV along with other U S checks it will need to be reversed off of ROV.

Do not collect.

Give to Deposit personnel along with a copy of the reversal so when the check is deposited and when we get credit for it on cash link, a collection can be done for the correct amount.

Type deposit ticket (in Foreign Currency Deposit Folder).

Special Instructions:

Leave date field (2) blank.

In ALC field (3) type a 0 in first block then 0008735-3 in remainder of block for a military deposit or 0 in first block then 0008736-6 in remainder of block for a civil deposit.

In amount field (4) – fill in amount if check states payable in U.S. Dollars or U.S. Funds, leave blank if it doesn’t say payable in U.S. Dollars or U.S. Funds.

In block 9 type:

DISBURSING OFFICER


(TYPE IN CORRECT EROC)

USACE FINANCE CENTER

5722 INTEGRITY DRIVE

MILLINGTON TN 38054-5005

Endorse the check with the proper endorsement stamp dated for the day you are mailing the deposit.

Scan the deposit ticket and check. When indexing the scan job leave courier block blank.

Make a copy of the check and the deposit ticket. Attach it to the paperwork along with the memorandum copy and the yellow copy.  Put in TGA Deposit Tickets pending folder on Beth Mitchell’s desk.

Mail original, green and blue copies of deposit ticket and check to the address on address labels in Foreign Currency Deposit Folder.

When deposit appears on cash link, take paperwork and print out from cash link to the technician that collects for whatever site the check belongs to and ask them to collect it for you. Be sure and bring their attention to the amount that was credited to us on cash link if it is different from the amount written on the copy of the check and the date it was processed through Cash Link. Attach a note for it to be returned to you after it has been certified for deposit.

When the collection has been certified, go into CEFMS to do deposit. Use the number of the original deposit and the date that it appeared on cash link. Finish process as for a normal deposit except on yellow copy and memorandum copy write “foreign check” in the date blocks and the amount block (if it was not filled in). When you give the memorandum copy to Nancy’s section, tell them or put a note on it that it is already on cash link.

