STANDARD OPERATING PROCEDURES FOR NRRS RETURNED CHECKS

· Receive NRRS returned checks through the mail.

· Record all NRRS returned checks on the NRRS_ __ spreadsheet located under the Revenue Assurance folder on the disbursing drive.

· Sort checks by dollar amount.  Only forward checks $10 and over to PROCHECK for collection.

· Prepare transmittal letter to PROCHECK for signature by division chief.

· Mail returned checks to PROCHECK for third party collection.

