Standard Operating Procedure for Processing a Debit Voucher

1. Receive debit vouchers through mail and process within 5 days of receipt.

2. Determine appropriate FOA and COLLECTION VOUCHER/ROV originally deposited in.

3. Print screens of original collection voucher.  

4. Collect debit voucher (negative collection voucher).  Use same collect type and appropriation as original and save.

5. Print screen 2.99.1 or record collection voucher number and date on 3 above.

6. Forward debit voucher to be certified.

7. Create deposit ticket and tie to collection voucher.

8. Confirm deposit ticket.

9. Update Cashlink spreadsheet with appropriate FOA and confirmation date.

10.  Sort returned checks by FOA and district.  

11. Determine who to notify and actions to be taken if check is for non-camping fees.

