Standard Operating Procedure
Disposition of Pending Checks

 Received from Contracts & Grants

6/21/04

SCOPE: Contracts & Grants receives many original checks that do not have a corresponding award account to credit.  Jane Christopherson, Accounts Receivable Specialist, deposits these checks into a clearing account to hold until an award has been established.   The following procedure will be implemented to track these checks, notify the appropriate Team and follow up with Contracts & Grants. 

	Step
	Action

	1.
	Notification of the outstanding check is sent via e-mail and a copy of the check, along with any correspondence, is given to the SPARCS Administrative Asst./Office Mgr.

	2.
	Through RADAR, the proposal or award that corresponds with the Agency and the dollar amount on the check is identified.  

	3.
	If a proposal or award has been established, the following steps are taken:

	3.a.
	The SPS# and/or an agency contact is written on the check copy.  

	3.b.
	These findings are logged on the spreadsheet located at K:\1 Negotiation Work\CheckLogC&G04 and Contracts & Grants is notified.

	3.c. 
	The file is pulled and given to the appropriate Team.

	3.d.
	The Team will contact the College with the award information.

	4.
	If a proposal or award is not found in RADAR, GAMS or PINS, the following steps will be taken:

	4.a.
	The check information is logged on the spreadsheet. (Located at K:\1 NegotiationWork\CheckLogC&G04.)

	4.b.
	The check copy and all documentation are given to the SPARCS Client Relations Mgr.

	4.c.
	When the appropriate proposal is established, Victoria will inform the SPARCS Administrative Asst./Office Mgr.

	4.d.
	The appropriate Team and Contracts & Grants are notified and the log entry is closed out.   

	5.
	The check log will be reviewed at the end of each month and follow up will be done with SPARCS Client Relations Mgr and Jane to clear up any checks still pending.  


