MEMORANDUM FOR ACTIVITY MANAGERS
SUBJECT:  Check Acceptance Standard Operating Procedures (SOP)
     1.  Reference:  AR 215-1, Morale, Welfare and Recreation Activities and Nonappropriated Fund Instrumentalities, revised 25 October, 1998.

     2.  This memorandum sets out the conditions and procedures under which MWR and Lodging activities on Fort Monroe will accept personal checks in payment for products sold and services rendered. 

     3.  The preferred means of payment is either cash or credit card/debit card. 
     4. When customers offer a check the following procedures apply:

          a. Checks will be accepted only for the amount of the goods or services. We do not offer “cash back”.

          b. Post-dated checks will not be accepted.

          c. All checks must contain the following information (Make sure all this is legible.) which is needed to recover funds from dishonored checks:

                     - First & Last Name 

                     - Current Address

                     - Current Telephone Number

                     -  SSN

          d. Have the customer make the check payable to the Activity (FMC, OPCM, etc). This helps locate where the dishonored check came from. 

     4.  Depositing checks.  Checks should be endorsed on the back with “for deposit only”. 
     5.  Returned checks. 

          a. Returned checks cannot be redeposited.
          b. Contact the issuer and request payment.

          c. Returned check fee is $15. 

          d. Issuers are allowed one week from contact to make good on a returned check. 

          e. Checks that are not redeemed within a week should be forwarded to Mr. MacGillivray for collection. 
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6. POC is Mr. MacGillivray.  Phone: 788-4115.  E-mail: macgillr@monroe.army.mil.  
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                                                                          Donald Van Patten

                                                                          Project Manager
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