SCHOOL DISTRICT OF NEW LONDON

ADMINISTRATIVE GUIDELINE
661.3 - CHECKS RETURNED BY FINANCIAL INSTITUTIONS TO THE
DISTRICT FOR NON-SUFFICIENT FUNDS, CLOSED ACCOUNTS OR FUNDS-
NOT-AVAILABLE FOR PAYMENT

A. When a personal or business check is returned to the school district after a
financial institution attempts to deposit the check or the check is unable to
be deposited for any other reason, the school’s principal or designee will
contact the party, via letter/email, for payment within one month to cover
the amount of the returned check and any related charges or fees.

B. This letter will also include a statement that, if two returned checks are
received from the same party within the same school year, all future
transactions with the school district will be on a cash only basis.

C. If payment is not received within one month, the district’s business manager
or designee will inform the party, via certified mail, that one additional month
will be granted for payment. If payment is not received in that time,
collection will be turned over to the authorities.

D. Any exceptions to this policy, due to extenuating circumstances, will be dealt
with on an individual basis, but only with approval of the District
Administrator or designee.
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Exhibit 1, Sample Letter Accepting Only Cash

Exhibit 2, Sample Letter Turning Over to Collection
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