Standard Operating Procedure to Process EFT Return Collection
Before a collection can be processed for an EFT return, there must be a deposit ticket (voucher number) in Cashlink.

1. Receive EFT return documentation from IPAC and Payments Branch.

2. Locate EFT return in Cashlink spreadsheet to identify deposit ticket voucher number and ensure credited to correct ALC.  Print deposit ticket line from spreadsheet to use as supporting backup.  (See SOP – Determining Deposit Ticket Number for EFT Rejects)
3. Process EFT return as noted by Payment and IPAC Branch – reissue, appropriation refund, etc.

REISSUE

1. Prepare a collection voucher in corresponding district/database. 

· Go to your Collection for Self screen – Menu ID  AACHC1. 

· Press enter to the DSSN and type in 8735 or 8736 and enter again (this will take you to your next screen).

· Enter the pay method as EFT and press enter.

· Enter the Pay Ref No as RETURN. 

· Enter to the Collect/Due Amt field and enter the amount of the EFT Return.

· Enter to the remit description field and type in the Check number, check date, voucher number, voucher date.

Example:

EFT# 8736-XXXXXX DTD day/month/two digit year voucher# XXXXXX DTD day/month/two digit year

EFT# 8736-765432 DTD 07AUG00 Voucher# 219876 DTD 09AUG00

· Enter again and type in the persons name and address. Type in as much that will fit.

· Enter two times to the Collect type and type in UREM and press enter.

· Press F4 on the Remit type field and select the correct collection account. 96X6500 for Civil or 21X6500 for Military.

· Verify all entered and selected information is correct and press control and S or click on the save button.  

· Notate the collection voucher number.

· Press ALT and PRINT Screen to print screen 2.99.2.

2. Prepare 1034.  (See – SOP – Preparing SF 1034)
3. Forward 1034 and collection voucher to accountant for approval of 1034 and certification of collection.

4. Forward 1034 to DP Fund technician to process DP Fund disbursement.

5. Create deposit ticket and tie collection voucher to deposit.

6. Confirm deposit.

7. Update Cashlink spreadsheet with FOA and confirmation date.

APPROPRIATION REFUND

1. Create an appropriation refund bill.

· Go to MENU ID AACHB3.

· Enter to the bill description – enter a description identifying the EFT return, EFT check number and who advised collection by appropriation refund.

· Enter to the obligation number and press F4.

· Enter obligation and press F3 to pull in.  Select correct line and press enter.

· Press F4 on the org code field and query T0 behind the % sign.  Select org code T0B0200, USACE Finance Center.

· Press Control and F1 to go to line item screen.  Press enter to go to the refund amount field.  Enter the dollar amount for the refund.

· Verify all entries and the dollar amount.

· Press Control and S or click on Save.

· Notate the bill number.

2. Prepare a Collection for Self  - Menu ID AACHC1.

· Press enter to the DSSN and type in 8735 or 8736 and enter again (this will take you to your next screen).

· Enter the pay method as EFT and press enter.

· Enter the Pay Ref No as RETURN. 

· Enter the bill number and press enter.

· Press F4 on the reimb src field and select item and press enter.

· Enter to the remit description field and type in the Check number, check date, voucher number, voucher date.

Example:

EFT# 8736-XXXXXX DTD day/month/two digit year voucher# XXXXXX DTD day/month/two digit year

EFT# 8736-765432 DTD 07AUG00 Voucher# 219876 DTD 09AUG00

· Enter again and type in the persons name and address. Type in as much that will fit.

· Enter two times to the Collect type and type in UREM and press enter.

· Press F4 on the Remit type field and select the correct collection account. 96X6500 for Civil or 21X6500 for Military.

· Verify all entered and selected information is correct and press control and S or click on the save button.  

· Notate the collection voucher number.

· Press ALT and PRINT Screen to print screen 2.99.2.

3. Forward collection voucher to accountant for certification of collection.

4. Create deposit ticket and tie collection voucher to deposit.

5. Confirm deposit.

6. Update Cashlink spreadsheet with FOA and confirmation date.

