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	Procedure Number
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	RIDEIOP.016C
	District Payment Processing – UNDER REVIEW
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	Responsibilities and 
Assignments
	System Management – General Manager, Staff Accountant or Data Analyst

	Procedures
	The process for handling check payments from districts is as follows:
To be completed day check is received:
1. Christine Kechejian/Maureen Major receive district payment check for the statewide transportation system and stamp date received.
1. Checks are given checks to TransPar (Catherine Perez or Nicole Martin).  In the event that neither Catherine nor Nicole is available, checks should be locked in the safe and Catherine/Nicole informed by email.
1. Catherine Perez makes three copies of the check , record payment in QuickBooks and stamps check with stamp provided by RIDE.  Nicole completes this step if Catherine is not in.
1. Copy of check should be dated and initial by Catherine or Nicole and along with the original check are given to Claire Newell.
1. Claire makes the deposit.
1. If Claire is not in, copy and check are given to Maureen Major.  
Follow up:
1. Once Claire completes deposit, Catherine will receive a copy of the journal entry 
2. Catherine/Nicole should reconcile the journal entry and the amount she recorded in QuickBooks.  Once reconciled, the second copy of check will be attached to journal entry and put in filing cabinet RIDE designates
3. The third copy is filed in District/LEA folder for the FY.  Copy of checks will be kept for 1 year.  Once District has paid all invoices for prior school year, the copies will be shredded.
4. Catherine will keep track of non-payments after 30 days 
Any unresolved issues with district payments will be directed by TransPar to William Trimble and Sandra Lopes.
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