Over Payment Refund and Over Payment Transfer to Another Account Procedure

Current Work Flow Chart
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19.01 – A refund is sent to a defendant or the payee when the defendant does not have any other account balances due to accounts held by the Probation Department or the SLO Superior Court.





19.20 – A Finance Unit account clerk will forward all of the paperwork to the accountant for review and to complete the request for refund.  A copy of the paperwork will be made for the file.





19.02 – The collection officer or account clerk who is going to request that a defendant or the payee should be refunded an over payment for a defendant’s account, will first verify that there are no other accounts the defendant owes payable through the SLO Co. Probation Department.  If no other money is owed, the collection officer or account clerk will verify that the defendant does not owe any money to the SLO Superior Court.





19.10 – An account clerk or the accountant will verify that the “vendor” has an LQ ‘person number’ established.   





19.08 – An account clerk in the Finance Unit or accountant will verify if vendor address for the person who will receive the refund.  If the defendant did not make the payment(s) that placed the account in an overpaid status, the person who made the payment(s) will receive the refund.  They will be called the “vendor”. 





19.15 – Once a vendor number is established, Finance Unit account clerk or accountant will prepare SAP claim and parked, forward to accountant (if completed by an account clerk) for review, make copies, forward original claim and copy of DFOVPYMT billing or receipt to SLO County Auditor / Controller’s Office.





19.04 – The collection officer / account clerk will complete the required fields in the “Request for Account Fund” Form and email the request to the Support Division Chief Deputy Probation Officer for approval.


Ed – See about inserting link to this document here





19.19 – A Finance Unit account clerk or the accountant will print out the FV60 and complete the information in the ‘red’ box at the bottom of the refund form.








19.03 – The collection officer / account clerk will complete a Probation Department fund transfer request form and email it to the Support Division Chief Deputy Probation Officer for approval.  
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19.22 – A Finance Unit account clerk will verify about two weeks later the warrant (check) issue date and if the warrant (check) was cashed.  The information will be written at the bottom of the claim and filed.





19.11 – Account needs to review prior payments to avoid duplicating a refund.








19.14 – CONFIDENTIAL VENDOR NUMBER REQUEST


Vendor Number:	PROB1#####	<use Accountholder number in the # area.


Company Code:	SLOCO


Account Group:	Z904


Vendor Name 1:__________      


Vendor Name 2:__________ 


House No.:_______________


Street:������__________________


City:____________________


State:			CA


ZIP Code:_______________


Country:		US





19.21 – The accountant will send the original refund and attached the LQ Transaction to the SLO County Auditor / Controller’s Office to process the refund.





19.16 – When vendor number is established, create a claim in SAP:  FV60.  See Finance Unit Supervisor for template.





19.17 -  No “VE” currently.  Simulate and park.





19.18 – Simulate and park it.








19.05 – The Finance Unit supervisor or an assigned Finance Unit account clerk will process the fund transfer form and move the approved funds to the account(s) approved by the Support Division CDPO.





19.06 – Support Division CDPO will email CO / AC who made request why fund transfer not approved.





19.07 – Support Division CDPO will email CO / AC who made request why refund request was not approved.





19.09 – An account clerk or accountant will verify if vendor is set up?








19.13 – An account clerk in the Finance Unit or accountant will prepare a Confidential Vendor Number (CVN) request and email Susie Reade and Suzanne DeWitt at the SLO County Auditor / Controller’s Office with a copy to the Probation Department account (if the accountant isn’t the person making the request).  One of them will respond when the CVN is established.








19.12 – The accountant will request an account clerk in the Collection Unit to establish the ‘vendor’ in LQ and assign the ‘vendor’ a ‘person number’.
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