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TITLE: Stale Dated Check Policy 
POLICY NUMBER:  
EFFECTIVE DATE: January 20, 2010  
REVISION DATE: December 3, 2010 
ACCREDITATION STANDARDS:  
              
POLICY: 
Any check outstanding for three months or longer that has not been cashed is considered stale 
dated and must be re-processed. 
 
              
PURPOSE: 
To comply with the independent auditor’s recommendations to settle obligations in a timely 
manner. 
 
              
SCOPE: 
All operating and payroll bank accounts. 
              
DEFINITIONS: 
 
 
              
FORMS AND APPLICABLE DOCUMENTS: 
Sample stale check letter 
              
PROCEDURES: 
Every three months, the Business Office reviews the list of outstanding checks issued from 
Southeastern’s checking account. 
 
These checks are voided within the Jenzabar system, which creates a debit to the cash account 
and a credit to whichever account it was originally paid from.   
 
A Voided Check Report is then printed from Jenzabar and a journal entry is made to debit the 
original account and credit the A/P Stale Checks Account 10-00-00-00000-22270. 
 
A letter is sent from the Business Office to the individual or business to whom the original check 
was issued giving them three choices: 
 

• Reissue the check 
• Do not reissue the check 
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• Apply check amount to student account 

 
Once the Business Office receives a reply from the business or individual, the following 
procedures are followed: 
 

• To reissue the check – Accounts Payable cuts a new check from 22270 account 
• If check is not reissued – amount applied to the appropriate revenue account 
• To apply to a student account – create a journal entry debiting account 22270 and 

crediting account 16000 with the corresponding student ID number. 
 
 
              
APPROVAL: 
 
 
              
 
              
DISTRIBUTION: 
 
 
              
AUTHOR: 
  



 
 

GENERAL ADMINISTRATIVE POLICY  
 

           Page 3 of 3 

 

 


