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6-05/500.00 Acceptance of Checks for Fees
Manual of Policy and Procedure (MPP) 3-05/060.05 (cited in part)

As provided for in Government Code section 6157 and County Code section 5.02.010, all County
officers are authorized to accept negotiable, instruments (checks) in payment of any fee, license, permit,
fine or payment of any obligation owing to the County.

The following procedures are established concerning acceptance of checks:

¢ Bail/fine payments shall be made by cash, cashier's check or surety bond only. Personal checks
or money orders shall not be accepted;

¢ Trust deposits shall be made by cash, money order or cashier's check. Personal checks shall be
accepted; and

¢ All other obligations, fees, etc., can be paid by cash, money order, cashiers' check or personal
check.

The County has established the following guidelines for acceptance of checks:

e Checks can only be accepted for the amount owed to the County and only if the payer furnished
satisfactory proof of residence in California and if the check is drawn on a banking institution in
California. (Out-of-state checks received through the mail should be accepted);

e The maker's Social Security number and a valid California Driver's License are required to accept
a check. The Social Security number and the driver's license number and expiration date should
be written on the face (preferably) of the check. DO NOT ACCEPT EXPIRED IDENTIFICATION,;

e [fadriver's license is not available, some other type of identification (not a credit card), preferably
with a picture of the payer, indicating the name and address (DMV ID card, employer ID card, etc.)
should be required. An identifying in-house number (e.g., case file number, parcel number,
account number) and the initials of the cashier accepting the check should be written on the face of
the check. This latter information will help facilitate follow-up if the check is subsequently returned
due to non-sufficient funds;

e Check must be made payable to a County department or Los Angeles County. If the payer's
name, address and telephone number are not preprinted on the check, this information must be
obtained from the payer; written on the back of the check; and the name and address
substantiated by identification;

¢ [fa check is made payable to an employee and the payer is available, have the check rewritten. If
the payer is not available or refuses to rewrite the check, restrictively endorse the check;

¢ All checks should be restrictively endorsed as soon as accepted. DO NOT WAIT TO
RESTRICTIVELY ENDORSE CHECKS UNTIL THE DEPOSIT IS MADE. Deposit checks and
other types of collections daily;

e Two-party checks (i.e., the payee is other than a County department or Los Angeles County)
cannot be accepted; and

¢ Postdated checks should not be accepted unless received in the mail. Those received in the mail
should be deposited with daily collections.
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