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FIQUSE OF DILIGATES
Box 18548
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STAFF
LEGISLATIVE SEZRYICES
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February 3, 1980

Hon. 2. James Manchin

Secretary

of Stare : -

W=151 State.Capitol
Charleston, West Virginia 25305

Dear Mr. Manchin:

This

is notification of approval cf rules and regulations

in accordance with Section 11, Article 3, Chapter 292 of the
West Virginia Code. :

On February 5, 1980, the Legislative Rule-Making Review
Committee approved the following regulations:

fy

{2} State Treasurer - Procedure for Deposit of Funds
in. the Treasurer's Qffice by State Agencies; and

(b) State Elections Commission - Corporate Political
Action Committees.
A copy of the approved regulations is enclosed.
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WEST VIRCGINIA ADMINISTRATIVE RULES =~ I
State Treasurer's O0ffice T e

Chapter 12-2 o

Series I L

(1979}

Subject: Procedure for Deposit of Funds in the Treasurer's .
Office by State Agencies.

Section 1. General

1.01. Scope - These rules implement the provisions of
section two, article t#o, chapter twelve cf the code of
West Virginia, 1931, as amended.

1.02. Authority - These rules are issued under the
authority of the above-mentioned code section, which provides,
among other things, that the state treasurer shall promulgate
rules and regulations governing the procedure for deposit of
state:fuhds collecfed by officials égé-gmployees on behalf
of the state of West Virginia.

1.03. Purpose - The general purpose of these rules is
to establish a system whereby moneys received by state
agencies, offiéials and employees con behalf of the state of
West Virginia will be 1) promptly deposited in the state
Treasurer's office, 2) immediately and properly accounted
for, ané 3) immediately available for investment by the

'state rather than lying idle in cash or demand deposits.,
Such general purpcse is in keeping with the legislative

findings and purpose set forth in section one, article one,
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Ldm. Rules 12-2 e s m e
Series I . . : : S . 8ec. 2.01
chapter twelve of the code, wherein the state becard of
investments and the treasurer are authorized to develop and
maintain modern systems, <¢onsistent with sound financial
practices, for the cellection, disbursement, management and
investment of public moneys. These rules also are specifically
directed toward implementing the legislature's intent iIn
section two, article one, chapter twelve of the ccde wherein
state officers and employees are prohibited from making or
causing deposits of state funds to be made in any bank not

designated as a depository by the state board of investments.

Section 2. Definitions

2.01. Definitions - For purposes of these rules,

unless a different medhing clearly is regquired by the context:
"agency" means and includes any department, board,
commission, division, branch office or other separate unit
of a state agency, and any officer or employee thereoi, who
or which ccllects moneys due the state;
"Board" means the West Virginia state board of investments;
"Check" includes a bank draft, kank wire, money order,
cashier's check, check written on the pavor's checking
account, and any other non-cash payment of funds due the
‘state;
"Code" means the 1931 code of West Virginia, as amended:
"Receipt account® means an account in which are deposited

moneys belonging to or due the state of West Virginia or any
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official, department, board, commissicn, or agency, thereci;

and
"Treasurer"™ means the treasurer of the state of West

Virginia,

Section 2. Procedures for Deposits

3.01. Receipts Depositories - State depositories for

recelipts accounts shall be established by the board pursuant

to the provisions of section two, article one, chapter

twelve of the code and rules promulgated thereunder., 2
collecting agency shall deposit its ccllecticons in a depository
designated to serve as a depository for that agency's receipts
accounts.,

3,02, Metheds for Depositing Funds Due the State -

(a) Checks - An agency may deposit its check collections
by any one or more of the following methcds:

{1) The agency's own employees may take the checks
directly to the designated receipts depository;

{(2) The agency may use the services ¢f a courier or
armcored car service engaged by the agency to pick up deposits
and deliver them to the designated depository;

(2) The agency may use the services of a courier
engaged by the treasurer to pick up deposits from such
agency and deliver them to such designated depesitory; or

(4) The agency may use any other method approved in
writing by the tresassurer.

(b) Cash - An agency may deposit its cash collections

by any one or more of the methods authorized for deposit of
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Series I. . ) Sec., 3.03

checks. In additicn, an agency may use the safekeeping

services of a night depository at any bank of the agency's

choice, If =uch night depository service is used, the

agency shall on the next business day convert such cash into

a cashier's check, which shall be deposited in acccrdance

with thess rules by one of the metheds authorized for

deposit of checks. — o - : T

3.03. Bank Deposit Forms - The collecting agency

shall meke its deposits using a five-part "BRank Deposlt Form
T-0," the form of which shall be prescribed by the treasurer
substantially as set forth on page 1 cof the appendix to
these rules. The first three digits of the deposit ticket
number on said form represent the agency's location number.
The last three digits are the deposit ticket number. When
making a deposit, the agency shall complete the form iltems
entitled "cash," "checks" and the first "total" item. The
form shall be signed by an officer of the depository. The
first copy of the form shall be retained by the depository.
The depository shall transmit the seccnd and third copies to
the treasurer, who shall in turn transmit said third copy to
the auditor. The fourth copy shall be retained by the
agency unit which madé the deposit, and the fifth copy shall
be transmitted to the agency's main office.

3.04. Treasurer's Qffice Deposit Forms -~ Immediately

upeon making a deposit, the agency shall complete and transmit
£c the treasurer a five-part "Treasurer's 0ffice Deposit
Form T~1," the form of which shall be prescribed by the

treasurer substantially as set forth on page 2 of the appendix
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Adm. Rules 12-2 S ] ,
Series I. ' ' - . Sec. 3.05

£o these rules. The agency shall note on said form the
number of the Bank Deposit Form T-0 to which said completed
Treasurer's Office Deposit Form T-1 relates. Upon receipt
thereof, the treasurer shall retain the first copy of the
Treasurer's 0ffice Deposit Feorm T-1, transmit the second
copy to the auditeor, the third cepy to the department of

finance and administration, the fourth copy to the agency

unit which made the deposit and the fifth copy to the agency's
main office.

3.05. Telephone Notificaticn for Large Deposits =

Whenever an agency makes a deposit in excess of one hundred
thousand dellars, the agency shall notify the treasurer's
office of such deposit by telephcne on the same day.

3,08, ‘Redeposit of State Checks - When an agency

redeposits state checks, such deposits may be made eilther at
the designated depository or directly to the treasurer's
office. If made at the designated depository, the procedure
shall be the same as with any other depcsit. When made
directly to the treasurer's office, the agency shall complete
and transmit Treasurer's foice Deposit Form T-1 to the
treasurer's office'together with Eﬁe cheéks being redeposited.
No other checks should be entered on said form or commingled
with the redeposit of state checks,

3.07. Enéorsemeﬁt of Depbsited Checks - Except for

redeposits of state checks, all checks received and deposited

by agencies shall be endorsed as in the following example:
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STATE OF WEST VIRGINIA
(AGENCY'S NAME)

... FPOR DEPOSIT ONLY
PAY TO THE ORDER OF
ANY BANK OR BANKER

NO PROTEST

When a state check is redeposited, the check shall be
endorsed as in the follicwing example:

JOHN DOE
ABSENCE CF ENDCRSEMENT
GUARANTEED, REDEPCSIT TO
ACCOUNT NO. 1600-00-00S-~C1l
(REGULAR ENDORSEMENT STAMP
AS SHOWN ABOVE)

3.08. Adjustments and Returned Checks - Whenever debit or

credit tickets for adjustments tec a previous deposit for returned
checks are received bv an agency from a depository, the agency
shall use the regular Bank Deposit Ferm T-0 to record the

totals of such debits or credits. The total of debits or credits
which relate to adjustments to previous éeposits gshall be entered
in the "adjustments" item on the form. Negative adjustments
shall be dencted by the use of brackets, Any debits for returned
checks shall ke entered in the "returned check" item. These
entires shall be added and totaled on the bank deposit form.

When the bank deposit form is used for the entry of édjustments
or returned checks it shall be signed hy an auvthorized officer

or emplcyee ©of the agency. In the case of debit tickets, the
agency, in addition to completing Bank Deposit Form T-0, shall
also complete an "Adjustment and Returned Check Form T-2" which
shall be prescribed by the treasurer substantially in the form
set forth on page 3 of the appendix to these rules. Any debit
tickets shall be attached to the Adjustment and Returned Check

Form T-2 zand shall be transmitted to the treasurer's office with
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the completed RBank Deposit Form T-C0, In the case of credit
tickets, the agency, in addition to completing Bank Deposit Form
T-0, shall alsc complete Treasurer's 0ffice Depcsit Form T-1.
The credit tickets shall be attached to Treasurer's 0Office
Deposit Form T-1 and transmitted to the treasurer's office with
the completed Bank Deposit Form T-0. In nce case shall regular
deposits of receipts be commingled on cone bank deposit form with

adjustments or returned check items.

3.09. Freguency of Deposits ~ The collecting agency shall
deposit all receipts daily in the designated depository unless
such agency's receipts are less than two hundred dellars, in
which event the agency shall deposit its receipts within cne
business day after its receipts reach the total of two hundred
dellars. No agency may hake more than two deposits per day
unless prior approval to exceed that number is obtained from the
treasurer.-

3.10. Clearing Accounts - The reguirements of the preceding

section shall apply to every agency, notwithstanding that at the
time of making the depcsit the agency may not know the exact
receipts account for preparaticn of Treasurer's Office Deposit
Form T-1., In the latter event, the agency shall obtain approval
from the auditor to use a clearing account, and such agency

shall make its deposits in such clearing account in the designated
depository. When the agency thereafter determines the exact
receipts accounts applicable to the funds deposited in the
clearing account, it shall prepare a "Deposit Collection Transfer

Form T-3" and transfer the funds from the clearing account to
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the appropriate receipts account. All coples of said form shall
promptly be sent to the treasurer. The "Deposit Collection
Transfer Form T-3" shall be prescribed by the treﬁsurer substantizally
in the form set forth on page 4 of the appendix to these rules.

3.11. Aapplicabilityv of These Rules - It is presumed that

all moneys collected or held by state agencies in the form of
cash, undeposited checks, bank accounts, or in any other form,
are public moneys subject to the regquirements of section two,
article two, c¢hapter twelve of the code and of these rules.

In the event any agency believes that all cor part of these rules
should not apply to its operations and collecticns, or that all
cr part of the moneys held by it should not be governed by these
rules, it shall submit to the treasurer a written statement of
+he reasons for such belief. The agency shall alsc furnish
therewith a itemization and accounting ¢f the moneys in guestion
currently held by it, with the name of the bank, bank account

number, and name and purpose of the account.
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Series I -

Bank Deposit Form T-0

RECEIPTS ACCOUNT DEPOSIT TICKET NO —
STATE OF WEST VIRGINIA . T ¢ -
STATE TREASURER'S OFFICE CASH I . -
CHARLESTON. W. VA, 25305
CHECKS §
Date: Signed: - e e . | TOTAL s
raethorized officen * o . 1
Deposites in . RETURNED CHECKS (5 )|
2 TRIASURIR -
 suomon | ADJUSTMENTS
4 AGENCY CENTRAL
S AGERTY BRANCK T O T A L S

10




Adm: Ruleg 12-2 - S ) -Appendix Page 2 of 4

Series T ) oo s T _

Treasurer's COffice Deposit Form T-1

Troaguror’s Joe Only g Strmingurorta UYse Only

TREASURER'S OFFICE DEPOSIT WO,
STATE OF WEST VIRGINIA

CASH Mo,

Ko,
{Date Received) TAgency Use Oniy)
RAME OF SPINDING AGERCY!
PREPARED 2Y: BT, DATE PREPARED:
{SECTION A}
CHECYS AND/OR
CASH MONZY ORDERS TOTAL
TOTAL =
{SECTICR B) REVERUES ONLY
Line|Fund Lime jrund .
Account Ho.l Item| No. Account Torals Account Ne.lTtem| No. Account Totals
p===r E=S3 =N [T F== =
SUS=0TAL
(SECTION C) REFUNDS AND REDEPOSITS ONLY
LinefFund Line [Fand
Account Fo.l Item! No,|P.v. Account Totals Account No. Ztm[l"‘c. .Y, Account Totals
pe== 2 A p=s = oo b ok | o=
S D-TUTAL

CRIGINAL-STATE TREASURER
Form Tal GREZN-STATE AUDITOR GRAND TOTAL (ALL SQURCES)

YELLOW-FIN.& ADM.
Revised 1/1/76  prnvespeNDING AcEWCY
GOLDEN ROD-SPENDING AGENCY
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TREASURER'S OFFICE Par Teamirects Oze Omle

STATE OF WEST VIRGINIA Charge Back Number

Adjustmen? & Returned Checks
{Dehit Tickets Only) e

) NO.
tDats Received) B My b it

NAME OF SPENDING ACGENCY.
PREFARED BY: £XT, DATE PREPARED:

1Section &) Agency Use Only

tSECTICN B) REVENUES ONLY
s Line | Fung 3 Lot | Fund
coeunt o Jiam Ha Accoumt Tetas At Ne fiem Na Account Trak
LXXIEX XX xx XXXX XX xx XX
. $BTOTAL
(SECTICK €} REFUNDS AND REDEPCSITS OHLY
pscoanie | ETE ) T Y gy Aceoust Tols nocounthe | hRE L ReM gy Acosunt Tolaty
XX XK o F 44 X IERX-ZX pd4 4 43 f o4
BUETOTAL

CRIGINAL - STATE TREASURER ]
CREENM  STATE AUDITOR GRAND TOTAL (ALL SOUREES)

ey, TELLOW FIN §ADM
Viap PINR SPENDING AGEMCY
GOLDEN ROD  SPERDING MGENCY
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Series T . L } B

Deposit Collecticn Transfer Form T-3

TREASURER’'S OFFICE

STATE OF WEST VIRGIN
For Traasurer's Use Only A

Deposit Collection Transfers Tronster No. J
|
NO. s #
tdgurry Lisr Crort
{Date Received: . I
NAME OF SPENLING AGENCY: DATE PREPARED:
PREPARED BY: EXT. :
Coliestion Actount ' Deposit Account ! “,‘
From Te
Accourt Lne Fod PP, Atcoat | Woe Forgt i
Number e MNa. Huombet ey No. Y S—
EXEE~XX AR ) AEXR- Ty XY XX

L

v

o TX 3
7 Y akow — SIate Audscor =
Ynite = Soate Tresmrer F2

Graen —Fnance & Admrserton -




WEST VIRGINIA ADMINISTRATIVE RULES
State Treasurer ’

Chapter 12-2
Series T
(1978)

INDEX

References are to section numbers.

2djustment and returned check form, 3.08.
Completion of, 3.08
Sample form, Appendix, page 3
adjustments to previous deposits, 3.08
ﬁpplicability 0f rules, 3.11
Autherity for rules, 1.02
Bank deposit form, 3.03
Completicn of, 3.03
Sample form, Appendix, page 1
Clearing accounts, 3.10
Transfer £from, 3.10
When regquired, 3.10
Cefiniticns, 2.01
Deposits over oﬁe hundred thousand dollars, 3.05
Telephone notification to treasurer, 3.05
Deposit cecllection transfer form, 3.10
Completion of, 3.10
Sample form, Appendix, page 4

Endorsement of checks, 3.07
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References are to section numbers,

Freguency of deposits, 2.09

Methods for making deposits, 3.02

Procedure for deposits, 3

Purpose of rules, 1.03

Redeposit of state checks, 3.08
Procedure, 3.06
Endorsement, 2.07

Returned checks, 3.08

Scope of rules, 1.01

Treasurer's 0ffice deposit form, 3.04
Completicn of, 3.04

Sample form, Appendix, page 2




