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SECTION 1: PURPOSE

The Cash Management Policies and Procedures establish a comprehensive framework of the responsibility to
control and regulate the expenditure of public funds (The Constitution of the CNMI, Article X, Section 8). As
listed in the 1 CMC 2553, duties of the Department of Finance include collection and deposit of all locally raised
revenues from any source; receipt and deposit of all funds received from the Federal government; establish and
maintain the books of accounts for the Commonwealth; select bank(s) to which Commonwealth funds are
deposited; and disperse funds pursuant to authority of law. For additional applicable laws and regulations, refer
to Section 1.2 Applicable Statutes.

On a daily basis, there is a large volume of cash transactions from in and out of government accounts. Cash
receipt transactions relate to such items as tax payments from individuals and businesses; Customs import taxes
and fees, vehicle registration and driver's license fees; and a range of others. In addition, there are payments
from grantor entities reimbursing or advancing cash to government for the implementation of agreed grant
projects. Transactions may also be made in the form of direct deposit by the payee into the government bank
account on a bank-to-bank basis without the transaction being processed through government's cash receipting
function.

Disbursement transactions relate mainly to the payment to vendors, payroll, and travel reimbursements and
CNMI Tax.

There are also interbank fund transfers made for the purpose of recording transactions from one account on
behalf of another, or management of cash balances to maintain adequate liquidity.

This procedural framework is designed to:
e Ensure financial security and accountability in all transactions.
e Standardize collection processes to minimize errors, discrepancies, and potential misuse of funds.
e Reinforce the integrity and efficiency of financial operations through clear documentation and
oversight.

Section 1.1. Background

The policies and procedures for cash management under the Department of Finance in the CNMI have evolved
in response to the need for strong financial management and accountability within the government.

Historically, the CNMI faced various financial challenges, including mismanagement and a lack of standardized
cash-handling practices. As the territory developed and sought to enhance its governance, it became
increasingly clear that a structured approach to cash collection was essential. This led to the establishment of
formal policies designed to guide employees in their responsibilities, ensuring that public funds were handled
securely and transparently.

Cash Management — Version 1.0 Page 7
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To further strengthen financial management, the Department has implemented specific regulations, such as the
Cash Receipts and Compliance Regulations outlined in Subchapter 70-40.2. These regulations provide detailed
guidelines on collecting and depositing local revenues, including taxes, customs duties, and license fees,
ensuring that all financial transactions are properly documented and reconciled. For the list and description of
the legal authorities related to these regulations, including the specific statutes that support the Cash Receipts
and Compliance Regulations, please refer to Section 1.2 — Applicable Statutes.

Overall, the policies and procedures governing cash management in the CNMI Department of Finance are
essential for ensuring financial integrity, preventing fraud, complying with regulations, and promoting
operational efficiency and public trust. These measures reflect the CNMI’s commitment to responsible
governance and effective management of public resources.

Section 1.2 Applicable Statutes

This Policies and Procedures of the Commonwealth of the Northern Mariana Islands (CNMI) are designed to
ensure the secure, accurate, and accountable management of public funds. These policies adhere to a
comprehensive framework of legal, regulatory, and industry-specific standards, including:
1. Commonwealth Code Provisions:
a. 1 CMC § 2553: Establishes the Department of Finance and outlines its responsibilities, including
the collection, control, and disbursement of Commonwealth funds.
b. 1 CMC § 2557: Authorizes the Department of Finance to adopt rules and regulations within its
jurisdiction to effectively manage public finances.
2. Administrative Code Regulations:
a. Subchapter 70-40.2 — Cash Receipts and Compliance Regulations: Implements the requirements

of Public Law 13-26, known as the Sale Receipt Act of 2002. These regulations mandate that all
businesses provide detailed sales receipts for each transaction, ensuring accurate recording for
both customers and the Division of Revenue and Taxation.

b. Subchapter 70-20.1 — Regulations for the Control of Public Funds: Provides guidelines for the

Department of Finance regarding the collection, control, and disbursement of public funds,
ensuring compliance with statutory requirements.

c. Subchapter 70-40.6 Revenue & Taxation Regulations

d. Subchapter 70-10.1 Customs Service Regulations

3. Public Laws:
a. Public Law 13-26 (Sale Receipt Act of 2002): Requires businesses to issue sales receipts for all

transactions, enhancing transparency and accountability in revenue collection.
4. Federal Regulations:
a. Cash Management Improvement Act (CMIA) of 1990 (Public Law 101-453): Governs the transfer
of federal funds between the federal government and states or territories, ensuring efficient and
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equitable cash management practices. The CNMI has entered into agreements under the CMIA
to comply with these federal standards.
Industry Best Practices:

a. Internal Controls Framework: The Department of Finance implements internal control measures
to ensure the reliability of financial reporting, effective and efficient operations, and compliance
with applicable laws and regulations. This framework includes components such as control
environment, risk assessment, control activities, information and communication, and
monitoring.

Constitution of the CNMI, Article X, Section 8 — auditing public funds and ensuring financial

accountability

Section 1.3 Definition and Acronym

ACH (Automated Clearing House) — a local/nationwide electronic fund transfer (EFT) system that
provides for the inter-bank clearing of electronic credit and debit transactions and for the exchange of
payment-related information among participating financial institutions.

AP — Accounts Payable

Armored Service — A contracted security company that provides cash transportation services.

Armored Service Provider Slip — form used with the secured bank deposit bag for documentation of
the deposit.

AS400 — old CNMI Tax System (Legacy Tax System). AS400 is the CNMI Tax System for cash receipting
payments on CNMI Custom’s and Revenue and Tax

Cash Collection — The process of receiving and recording payments such as cash or checks.

Cashier — Responsible for receiving payments. For security purposes, cashiers must always log out of the
system when leaving their workstation. In their absence, another cashier may accept payments at a
designated station using a separately created batch.

Check — a written document that instructs a bank to pay a specific amount of money from the drawer's
account to the payees.

Check Run Report — a document that provides approval from CNMI Treasurer or designated Treasury
Staff prior to payment, provides detailed invoice list, check run summary and check run list by voucher.
CNMI — Commonwealth of the Northern Mariana Islands

Credit Card Settlement Report — A summary report reconciling all credit card payments collected and
deposited. Referred by the bank as Credit Card Activity Report (detailed report).

Collection Point — A designated government office or station authorized to receive and receipt payments
for taxes, fees, fines, or other charges.
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e Customs or CBS (Division of Customs Biosecurity) — The name has been changed from the Division of
Customs Service to the Division of Customs and Quarantine by an Executive Order from the former
Governor. Then it was changed again to the Division of Customs Biosecurity.

e Daily Cash Collection Report- Report that is generated when a batch is closed. This report includes the
credit card settlement report as well as the breakdown of cash and check transactions.

e Daily Cash Denomination Sheet — A form used to record the breakdown of cash collected by
denomination.

o Daily Sales Report — a compilation of system-generated and manual reports prepared by the cashier at
the end of each day. Daily Sales Report includes the Settlement and Batch Report (with transaction
details), Cash Denomination Sheet, Deposit Slips, Credit Card, Financial Services (FS) and other required
documentation.

e Deliverer — An employee who is not the reviewer or verifier, assigned to deliver collections from the
collection point to the Division of Revenue and Taxation or Treasury.

e Depositor (term used in Tinian and Rota) — An employee who is not the reviewer or verifier, assigned to
deposit the collections directly to the bank.

e Deposit transaction — used interchangeably with collections

e Deposit Tickets — Forms used to list and total the money being deposited into the bank.

e Designated Employee (Reviewer) — Responsible for auditing or verifying collections. This includes
reviewing collection reports, cash, credit card and check transactions, bank deposits, and other
supporting documents prepared at the end of the collection day.

e DOE - Declaration of Entry

e DRT — Division of Tax and Revenue

e EFT —Electronic Fund Transfer

e F&A —Finance and Accounting Division

e GBI —General Billing Invoices

e JDE - J.D. Edwards Financial Management System

e MOCR — Manual Official Cash Receipt

e Munis — A centralized portal or dashboard related to the Tyler financial systems.

e NSF — Non-Sufficient Funds

e ACH Pass Thru — Ability to upload a pre-formatted ACH (Automated Clearing House) file. Also, an
electronic money transfer made between banks

e Payment Entry — module in Munis that records collections

e Payment Manager — a program with a suite of tools that allows the Treasury department to prepare
check runs and EFT batches and execute those batches for payment.

e POS (Point of Sale) — A system used to accept and record payments during a transaction.

e Positive Pay File — A list of checks Treasury printed and uploads to BOG online to help prevent check
fraud.
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e Pre-numbered Deposit Ticket— A uniquely numbered form used for tracking deposits made to the bank.
Also known as deposit slip.

e RMIS (Revenue Management Information System) — New tax system

e Secured Bank Deposit Bag — A secure, sealed bag used to safely send cash and checks to the bank.

e Settlement Report — A summary report generated in Munis to reconcile all payments collected and
deposited.

e SOF — Secretary of Finance

e SWIFT (Society for Worldwide Interbank Financial Telecommunication) - standard format used when
making international transfers

e Tyler Cashiering — a system/module in Munis used to collect, record, and manage payments made to
the government.

Section 1.4 Effective Date

The Cash Management Policies and Procedures will be effective in Fiscal Year 2026 beginning October 1, 2025,

and the following Cash Management activities will be enforced.
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SECTION 2: CASH RECEIPTS

The CNMI Government receives cash through multiple sources including the collection of payments from
individuals and businesses, the recovery of excess travel advances through payroll deductions, and grant
drawdown receipts. These cash inflows are essential to sustaining government operations and ensuring the
continued delivery of public services. All categories of cash receipts shall be processed in accordance with

established protocols to uphold accuracy, transparency, accountability, and compliance with applicable laws
and regulations.

a. Payments from Individuals and Businesses — includes collections for taxes, licenses, fees, zoning
invoices, and other government-related charges, which may be received through cash, checks, credit
cards, or EFT (ACH, wire transfers, and online banking). CNMI government no longer accepts AMEX for
payments.

b. Recovery of Excess from Travel Cash Advance — receivables collected through payroll deductions,
particularly for excess travel cash advances. This process is distinct from general payment collection and
is coordinated with payroll to ensure accurate recovery from employee salaries.

c. Grant Drawdown — cash receipts from the federal grant drawdown received through EFT.
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Section 2.1 Local Collections

Section 2.1.1 Collection Points and System Used

With POS but uses MOCR

Munis/FMIS *AS400 **RMIS
(Tyler Cashiering & (Legacy Tax (New Tax
Payment Entry) System) System)

MOCR
(Manual
Receipt)

Island Collection Points

<

Saipan Treasury Main Office v
Treasury BMV v
Revenue and Taxation v
Customs Biosecurity - Airport

Customs Biosecurity - Seaport

SRR

Customs Biosecurity - Postal

Customs Biosecurity - Plant Quarantine
DPL

Court (Judicial) N
BECQ

DPW-Solid Waste

<

Joeten Kiyu Public Library
DLNR - Animal Health

DLNR - Parks and Recreation
COTA

DCCA - NAP

CNMI Scholarship

Tinian Revenue & Taxation v N4 N4

<

Customs Biosecurity - Airport
Customs Biosecurity - Central N

Customs Biosecurity - Postal

Rota Treasury N
Finance v
Revenue and Taxation v v
Customs Biosecurity - Seaport N
Customs Biosecurity - Airport N

NN NSO OO  F O S S S O NN N N N NN

Customs Biosecurity - Postal

Note:
*AS400 (CNMI Tax System) and JDE are currently in use for prior year tax services and transactions but eventually
be phased out.
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**As of the creation of this policy, Tinian and Rota Customs does not have the RMIS in place; however,
installation is scheduled and will transition when fully operational.

I) Collection Policies and Process

a) Segregation of Duties

To prevent fraud and minimize errors, no single individual shall be responsible for all aspects of cash handling.
Cashiers responsible for receiving payments must be separate from the employee assigned to audit or verify
collections. A designated employee who is neither the cashier nor the reviewer must be responsible for
depositing the collections. This separation of responsibilities ensures transparency, accountability, and internal
control over government funds.

b) Receipts

Issuance
All collection points are required to issue official receipts for every transaction in accordance with the following
guidelines:
e Collection Points utilizing a POS system must issue a printed system-generated receipt to the payee.
e Collection Points without POS system or during periods when the system is unavailable, cashiers must
issue a written Manual Official Cash Receipt (MOCR) which is pre-numbered and registered with
Treasury.

The receipt copies must be distributed as follows:
e White copy — Issued to the customer
e Yellow copy — Attached as supporting documentation to the daily sales report
e Pink copy — Remains intact in the MOCR booklet for audit and recordkeeping purposes

See Appendix A.5.3 for sample MOCR

Replacement

When obtaining a replacement receipt book, agencies must sign the receipt book register maintained by the
Treasury. Receipt books must be stored securely in a locked cabinet when not in use to ensure proper
safeguarding.

Void Receipts

Only the Treasurer or an authorized designee is permitted to void receipts to ensure proper control and to
prevent unauthorized actions. Receipts may be voided for reasons including, but not limited to, incorrect payee
name, incorrect amounts, or codes, canceled payments, or duplicate payments. Voiding of receipts is only
permitted on the same day the transaction occurred and must be completed prior to the cashier closing the
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batch. In such cases, the receipt may either be voided, or the payee may be issued a refund through a check

payment.

For refund processing, a memo request shall be prepared for payment, signed by CNMI Treasurer, and
submitted to Financial Service for AP Invoice Entry. Once the invoice is approved and posted, Treasury will
process the check disbursement.

For transactions identified after batch closure (e.g., the next day or later), a formal reversal is required. The
reversal of a prior-date receipt must be processed through the Payment Reversal module in Munis. Once
reversed, the correct transaction must be entered through the Payment Entry module.

Receipt Numbering and Tracking

It is essential to check all receipts from all collection points daily to ensure there are no gaps in receipt
numbering. There must be no discrepancies between the last receipt from the previous review and the first
receipt for the current day. For system-generated receipts, such as those from Tyler Cashiering, receipt
numbering must include a batch number and reset to start with “0001” each day (e.g., 5678-0001; 5679-0001).

When the whole MOCR booklet is used, it shall be returned to the Treasury (white copy intact in the booklet).
The Treasury shall reconcile the total value of receipts issued by each agency with the actual deposits received.
Upon verification, the Treasury shall issue a system-generated receipt, which must be affixed in the receipt book
or filed with the agency’s records.

Treasury personnel shall monitor and keep track of receipts. The Treasury is responsible for retaining the second
copy of all agency-issued receipts and the original copy of any voided receipts. The Treasury shall also monitor
the completeness of each agency’s receipt number sequence to confirm that no receipts are missing or
unaccounted for.

c) Collection Points

i) Treasury
Treasury process simple collection of payments (e.g., fees, licenses, etc.) except taxes. Treasury receives the
monies from other collection points and deposit to the bank. For collection points that use MOCR, the deposit
is transmitted from the respective collection points and cash receipted in Tyler Cashiering at Treasury’s cashier
station.

ii) Division of Customs Biosecurity
The Division of Customs Biosecurity (CBS) is responsible for the collection of excise taxes and other applicable
fees at designated collection points, including seaports, airports, and postal facilities.
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Release of Goods — The Bill of Lading must be stamped before the release of goods. Customs officers are
responsible for assessing taxable items and collecting any applicable taxes. The assessor and the taxpayer must
sign the Declaration of Entry.

Click here to view flowchart.

Excise Tax — shall be assessed through the AS400 based on import declarations submitted by importers. The
system automatically generates a Declaration of Entry (DOE), which calculates applicable taxes using the
Harmonized System (HS) classification and corresponding rates. The DOE must be signed by both the designated
Customs Assessor and the taxpayer to validate the assessment.

Print taxpayers account receivable.

Retrieve all Declaration of Entry certificates to be paid from individual files.

Verify all Declaration of Entry (DOE) certificates numbers with payment amount to be paid.

Process the payment and produce two (2) copies of receipts (one for the taxpayer, one for file copy)
Present receipt to taxpayer with correct amount of change, if any.

File paid DOE certificates with copy of receipt in sequential order by receipt number.

Ensure that all payments made on DOE belonging to other ports of entry are noted.

O N O U e N

Print out a copy of the receipt, highlight all DOE's per port and forward the receipt to the appropriate
ports of entry to ensure the DOE is properly filed as "PAID".

iii) Division of Revenue and Taxation

The Division of Revenue and Taxation (DRT) operates two collection stations. The first station, staffed by a DRT
employee, is responsible for collecting taxes, excluding excise tax, such as individual income tax and business
gross revenue tax. The second station is managed by a designated Tyler Cashier, who handles the collection of
other fees (e.g., driver’s license, fees, etc.). DRT ensures that all collections are deposited into the bank on a
daily basis.

iv) Other Collection Points

Other collection points, not mentioned previously are responsible for the collection of other fees, fines, and
charges, which are manually receipted (MOCR) and deposited with the Treasury either daily or as collected. The
Treasury enters collections into Munis, indicating the manual receipt number and assigning a system receipt
number to evidence their collection.

Additionally, certain collections points such as Department of Public Lands (DPL), Judicial (Court) and Finance
are linked to Munis and has their own cash receipting.

Cash Management — Version 1.0 Page 16



CASH MANAGEMENT POLICIES AND PROCEDURES

Il) Point-of-Sale (POS) Systems and Manual Receipt

The CNMI Government Collection Points utilizes both digital systems and manual receipting for the collection
of payments.
a) Munis (FMIS)
i.  Tyler Cashiering
ii. Payment Entry
b) RMIS (New Tax System)
c) AS400 (Legacy Tax System)
d) Manual Official Cash Receipts (MOCRs)

These systems facilitate the efficient recording and processing of transactions. If point-of-sale (POS) systems are
temporarily unavailable, manual recording shall be conducted using the Manual Official Cash Receipt (MOCR).
While JDE was previously the primary system for collections, Munis has since been adopted as the primary
system for processing payments at most collection points. It is recognized that the collection systems in use may
vary across the three islands, depending on the operational setup of each specific collection point. Regardless
of the system used, it is mandatory for the cashier to issue an official receipt to the payee for every payment
transaction.

a) Munis (FMIS - Financial Management Information System)

i) Tyler Cashiering

Tyler Cashiering in Munis is the current POS system used by CNMI Treasury for transaction processing. Collection
activity within Tyler Cashiering is grouped into batches. These batches are used to organize, process, authorize,
and manage multiple transactions at one time. Depending on the permissions, the user can view and process
their own batches or batches created by others. The user can change ownership of a batch without affecting
transaction or audit details within the batch.

At the start of each working day, the designated cashier shall prepare all necessary materials (e.g., Pre-
numbered Deposit Ticket, Armored Service Provider Slip (Collection Points with contracted armored service),
and Daily Cash Denomination Sheet) for collecting transactions and monies from payees. Cashiers log in to
Munis and create a new batch. Munis (Tyler Cashiering) is an external system but linked to Payment Entries
Module under Munis.

Note: Tinian and Rota do not have contracted armored service.

When creating the batch:
e The Deposit Reference must reflect the pre-numbered deposit ticket.

e The Beginning Cash amount which varies per location (as deemed necessary by CNMI Treasurer).
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Once the batch is created, the cashier may begin accepting and processing payments. These payments may
include, but are not limited to, miscellaneous fees or General Billing Invoices (GBI) for services such as passport
fees, driver’s licenses, zoning invoices, and other authorized government transactions.

See Appendix A.1 Munis: Tyler Cashiering for reference:

e Accessing
e Creating, Browsing, Reassigning and Closing a Batch
e Processing and Voiding of Payment Transactions

e Generating Reports
ii) Payment Entry

All receipts transactions in Payment Entry module must be recorded and/or matched with their corresponding
GBI and other payments received online (e.g., ACH wire, EFT, etc.) These other payments can be receivables and
transfers to the CNMI Government. One type of cash receipt is the federal drawdown request; once it is
identified at the bank account, proceed with matching GBI at Payment Entry module. Once payments are
processed, receipts are generated and issued to uphold financial transparency.

Additionally, settlement detailed reports need to be finalized and documented to facilitate auditing procedures.
Payments Journal module postings must also align with bank deposits and be accurately recorded in the financial
system to maintain consistency. To safeguard data integrity and security, only authorized personnel are
permitted to carry out these tasks.

See Appendix A.2 Munis: Payment Entry for reference:

e (Creating a Batch

e Matching GBI

e Printing Receipt

e Generating Settlement Detail Report
e (losing the Batch

e Journal Posting
b) RMIS (New Tax System)

The Revenue Management Information System (RMIS) is the current tax system implemented by the CNMI and
has been used since FY 2024. This system is responsible for recording tax collections from individuals and
businesses. The total amount collected, categorized by Revenue Account Number, shall be uploaded to Munis.
Upon completion of the data migration from AS400 to the FMIS, all tax collections shall be recorded in FMIS.

See Appendix A.3 RMIS (New Tax System) for reference:
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e Accepting Payments

e Reports and Verification
o Verify collections in the system vs Daily Collection Report
o Deposit and Generating Report

c) AS400 (Legacy Tax System)

The AS400 (Legacy Tax System) was the previous system used by the CNMI Government to process taxes but
has since been transitioned to a new tax system. Since the adoption of RMIS in FY 2024, AS400 is used only to
process prior-year tax services and transactions. The AS400 system is linked to JDE, where the DRT exports data
from AS400 and uploads it to JDE. DRT is scheduled to migrate FY 2021-2023 data from AS400 to RMIS.
Following completion of the data migration, all tax payments shall be processed exclusively in RMIS.

See Appendix A.4 AS400 (Legacy Tax System) linked to JDE for reference:
e Accessing and Processing Payments

e Pre-closing and Printing Batch Reports
e Closing Batches and Printing Final Report

d) Manual Official Cash Receipts (MOCRs)
Collection Point that uses POS System (linked to Tyler Cashiering):

If the system is down, only designated cashiers are authorized to handle payments, whether in cash, checks, or
credit card transactions. These cashiers are responsible for issuing Manual Official Cash Receipts (MOCRs) to
payees. Once the POS system is operational again, all MOCR payments must be promptly entered into the
designated system, such as Tyler Cashiering. The MOCR number shall be recorded in the Tyler Cashiering under
the “comments section”. To maintain accountability and prevent conflicts of interest, segregation of duties is
strictly enforced—cashiers are not permitted to perform end-of-day audits.

All receipts must include the following information, filled out completely:
e Name of the person making the payment
e Date of the transaction
e Initials of the employee receiving the payment
e Description of the service or product
e Charge Code / Account Number
e Total amount paid
e Payment type clearly marked: Cash, Check, or Credit Card

Additional details per payment type:
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e Cash: List the denominations received

e Check: Include check number, account number, and routing number (must be written on the
MOCR for Tyler Cashiering entry)

e Credit Card: Record the last four digits of the card and a working contact number (written on the
receipt)

Record the receipt on the transaction log.
Collection Point that does not use POS System (not linked to Tyler Cash Receipting):

Only designated cashiers are authorized to handle cash or check payments. These cashiers are responsible for
issuing written MOCRs to payees. For transparency, MOCR numbers must be clearly recorded. To maintain
accountability and prevent conflicts of interest, segregation of duties is strictly enforced—cashiers are not
permitted to perform end-of-day audits.

All receipts must include the following information, filled out completely:
¢ Name of the person making the payment
e Date of the transaction
e Signature of the cash handler
e Initial of employee receiving money
e Description of the service or product
e Charge Code
e Total dollar amount paid
e Check marks the box to indicate type of money received
o Cash: List denomination of monies
o Check(s): Include Check Number, Checking Account Number and Routing Number

Record the receipt on the transaction log.

See Appendix for templates:
e Sales Transaction Log Template

e MOCR Cash Denomination Template
e Sample MOCR

Change Fund — specific amount of cash provided to cashiers for the purpose of making change during cash
transactions. It is used to ensure that the cashier has enough smaller denominations to provide the exact change
to customers when they pay with cash. The fund is meant solely for this purpose and should not be used for any
other transactions. After a day of operation, the change fund is counted and replenished to ensure it remains
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at its initial value for future use. Currently, Tinian and Rota do not have Change Funds for its Collection Points,
payees are advised to bring the exact amount or to use merchant machine (pay by card).

e Issuing the Change Fund
o The Change Fund should be counted at the start of the day by the designated Cashier.
o Initial Setup: A fixed amount should be allocated to the Change Fund, and this should be
agreed upon and documented by the Treasurer and relevant authorities.
e Denomination Breakdown Example
o Amount of Change Fund: $200.00
o Denominations:

Coins Bills
$0.25x 20 = S5 $20 x4 =S80
$0.10x20=S2 $10x 4 =S40
$0.05x20=51 S5x5=525

S1x14=514

Total: $200.00

e What to Do if the Money is Missing or Not Balanced
o Immediate Actions

» Notify Authorities: If a discrepancy is found (missing money or unbalanced fund), it
should be reported immediately to the Treasurer and relevant supervisory staff.

» Audit the Records: Conduct an audit of the daily log and any transactions to identify
potential errors or discrepancies.

» |nvestigate the Incident: Review the transaction logs and speak with the custodian and
staff involved. Check for possible mistakes, theft, or errors in recording.

= Document the Incident: Write a detailed report outlining the findings and any actions
taken.

o Corrective Actions

» Adjust the Fund: If an error is found, adjust the Change Fund accordingly and ensure
the correct amount is available for future use.

* Implement Controls: Consider adding extra controls to prevent future discrepancies,
such as:

= Random checks during the day.

* |Improved tracking of change issuance and collection.

»= Secure storage of the Change Fund.

o Follow-Up

» |nvestigation Outcome: If theft is suspected, initiate a formal investigation in

accordance with government protocols and policies.
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* Training and Awareness: Provide additional training to staff handling the Change Fund
to prevent future issues.

= Report to Higher Authorities: If the issue involves theft or negligence, report it to
higher authorities for further action.

Section 2.1.2 Recovery of Excess Travel Cash Advance

There are two ways to collect excess travel cash advances:
1. Matching GBI Payment from Payroll Deduction

The Travel Section sends a Schedule of Payroll Deductions (Excel spreadsheet) every pay period, as
needed when there is a deduction. Treasury requires a GBI that contains the charge codes to process the
recovery. The GBI payment shall be matched from payroll deduction through Payment Entry module.

2. Walk-In Payment

Employees may return excess travel funds directly to the Treasury cashier through a walk-in payment.
This method does not utilize the GBI process; thus, Treasury staff shall manually search for the
employee’s name to identify the appropriate charge code associated with the travel cash advance. The
cashier shall process the payment using the designated charge code and record it in the Tyler Cashiering.
If the system is down, MOCR shall be issued. Once the system operational, the payment must be entered
into the system referencing the MOCR number.

The employee is responsible for notifying the Travel Section and submitting the official receipt as proof
of returned excess funds. This ensures proper documentation and prevents the issuance of a GBI that
would otherwise result in payroll deduction. If a deduction has already been processed before
notification, the employee may request reimbursement upon submission of the required supporting
documents to the Travel Section.

Proposed Best Practice

Require employees to obtain a GBI from the Travel Section before making any payments at Treasury. All
payments should be tied to a GBI, thus walk-in payments are no longer encourage and will be further reviewed
for possible removal. OIT shall work on giving Travel Section access to the Payment Receipts to verify payments
from the charge codes.

See documents for reference:
e Recovery of Travel Advances & Reimbursements

o Employee Travel Policies and Procedures
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Section 2.2 US Federal Fund Receipts

Recording of Federal Fund Receipts

CNMI government agencies receive U.S. federal grants through approved applications submitted by Program
Managers to fund projects and programs that comply with applicable laws. Designated Treasury staff monitor
and identify funds received in the BOG Federal Grant Bank Account.

e System generated drawdowns are generated in GBI which is cash receipted and recorded by Treasury.
e Manual generated drawdowns are recorded in GEN (General Journal Entry) by Federal Section.

On a regular basis (monthly or more frequently), the Treasury shall provide bank statements or reports from
the cash management system for the Federal Grant Account to the Director of Financial Services. These
statements shall reflect the deposits of federal funds from the U.S. Treasury.

Accurate Entry
All cash receipts must be accurately recorded into Munis, capturing complete bank statement details, including
transaction amount, date, and reference number.

Attachment of Bank Statement
A copy of the corresponding bank statement must be attached to each transaction for reference and
reconciliation purposes.

Approval
Every cash receipt must undergo formal approval prior to posting. This ensures the legitimacy and accuracy of
the transaction.

Posting of Transactions
Only approved receipts may be posted in the system. Posting finalizes the transaction and confirms that it has
been verified and validated.

Other Grant Cash Management

Grants from other donors are usually received in advance of disbursements and are maintained in separate bank
accounts. Some small grants are paid by reimbursing grantee expenses.
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Section 2.3 Reporting and Validation

Section 2.3.1 End of the Day Activities (For Collected Payments)

1) Pre-Closing Batches

The cashier window closes at each designated closing time and no payments shall be accepted thereafter. Each
assigned cashier must initiate the batch pre-closing process in the POS system. In the event the POS system is
not working due to internet issue, software update, power outage, and other issues, the cashier shall prepare
an MOCR sales transaction log and cash denomination sheet.

The designated reviewer shall verify all payments received against every single MOCR that was issued. When
the system is operational, it is the cashier's responsibility to enter all MOCR payments in the system. All MOCR
numbers must be indicated in the comments and the system generated receipt (e.g., Tyler Cash Receipt) shall
be attached to the MOCR for transparency. All MOCR must be attached to the Sales Report for transparency as
supporting document. The sales transaction log must list of MOCR numbers and amounts to tally at the end of
the shift.

See Appendix to view templates of:
e Sales Transaction Log
e MOCR Cash Denomination Sheet

Il) Settling the Collections

When the cashier closes the window for collection, the cashier:
e Settles the Credit Card Merchant account. A Credit Card Settlement Report is printed from the Credit
Card Merchant machine. See Appendix to view sample report.

e Cash count — Count all cash and have it in order by denomination and facing the same way and secure
with the calculator tape.
e Add up checks and secure with the calculator tape.
e Completes the Cash Denomination Sheet detailing the breakdown of payment types:
o Cash
o Check
o Credit card
o Change fund (if applicable)
e Ensure that MOCR's are in sequential order. White and Yellow Voided MOCR must be included in the
collection.
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lll) Audit, Closing Batches, and Validation

Internal Audit and Closing Batches

A designated reviewer verifies the funds and deposit tickets. Once verified, the cashier closes the batch in the
POS system. In cases where the batch has discrepancy, the cashier must prepare an Incident Report, signed by
the Supervisor or Officer-in-Charge (OIC), and submit to the Branch Manager at the end of the day. Any cash
shortage or overage must be properly receipted or documented. The Incident Report is acknowledged by CNMI
Treasurer and shall be given to Admin to file in an employee jacket. Collection Points shall prepare the Daily
Sales Report, which is subject for review by a designated employee and shall be signed by cashier and reviewer
prior to submission.

Submission to Treasury

Collection points that are not linked to a POS system and are using MOCR shall transmit collections to Treasury
(except DPL that transmits collections to DRT) where it is cash receipted in Tyler Cashiering. Designated
employee from each collection point shall deliver the following to Treasury Cashier’s Office:

e Daily collections (cash or checks)
e Daily Sales Report including MOCRs

Collection Points shall retain copy of the Daily Sales Report and all supporting documentation, including the
white copy of the MOCR. The original, signed Daily Sales Report along with the yellow MOCR copy shall be
submitted to Treasury together with the collections.

Validation by Treasury

Treasury shall validate the Daily Sales Report and collections upon receipt. Treasury cashier shall generate the
Cash Collection Report to verify receipts and ensure that the amount match with the expected deposit. The
report must be signed and approved by the Treasurer or their designee. The collection point’s designated
employee will receive an initialed or date stamped daily deposit ticket along with Official Cash Receipts (Tyler
Receipts). The attached BOG Deposit Ticket (yellow copy or printed online copy) shall serve as proof of
validation.

All simple payments collected by Treasury including collections received from other collection points, shall be
pre-closed, reviewed or internally audited, closed, and reported. All other collection points shall follow the same
end-of-day process as Treasury.

See Appendix to view Daily Sales Report:
e Daily Collection Report Form

e Settlement Report
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e Batch Report

IV) Securing the Collections

After collections are audited and the batch is closed, all collected monies are secured in a locked bag along with
the MOCR booklet and placed in a safe or vault accessible only to authorized personnel or a designated
employee. Currently, Rota has no vault, which remains a pending budgetary request that has yet to be allocated.
Instead, collections are secured in a locked cash bag and stored in a locked room until the deposit is made. For
added security, the bag's keys are divided: one remains in a locked cabinet at the Treasury, and the other is held
by the Bank of Guam.

V) Special Case for Customs Biosecurity

The Division of Customs Biosecurity (CBS) at the airport and seaport may collect excise tax and fee payments
after business hours and business days, as Customs generally operates 24 hours in Saipan. Taxpayers must bring
exact amounts, as no change fund is maintained. Collected funds are secured in a locked cabinet within the
Customs Biosecurity office, which is under 24-hour Port Security, and shall be transmitted to Treasury the
following business day. Customs records all cash receipt collections in the AS400, while Treasury uploads to JDE.
In Tinian and Rota, Customs Biosecurity staff are on call and may also collect these payments when needed.

Section 2.3.2 Timely Deposit of Collections

All collections must be deposited promptly, securely, and in accordance with CNMI Treasury policies. Once the
collection batch is closed, counted, and verified, the designated employee shall ensure that all collections are
secured and deposited without delay. At collection points where secure storage (e.g., safe or vault) is
unavailable such as in Rota, all collections shall be deposited on the same day; no funds shall be held overnight
under any conditions.

I) Deposit Collections

All collections must be deposited to the bank on the same day of collection. In cases where same day deposit is
not possible, collections must be secured in a safe or vault and deposited to the bank on the next banking day.

The following collection points are authorized to deposit collections to the bank:

e Saipan: Treasury, BMW, Customs (CBS), DRT, and Judicial (Court)
e Tinian: Revenue and Taxation

e Rota: Treasury

Note: Only Saipan has a contracted armored service that picks up collections daily for deposit except Judicial
that goes to the bank for deposit. In Tinian and Rota, a designated employee (depositor) is responsible for
depositing collections directly to the bank.
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Recommendation: Revisit BMV cashier and direct deposit.

Saipan Customs:
e Does not exceed $150,000.00

o Deposits collected from the airport and post office that do not exceed $150,000.00 will be

transported to the seaport, where Customs cashier records and consolidates by the respective
batch locations. The contracted armored service will pick up the consolidated collections and
deposit it to the Bank of Guam. (Note: Consolidated means it is grouped by batch location.
Batches are not opened at the seaport.)
e Exceeds $150,000.00
o Deposits from the airport, seaport, and post office that exceed $150,000.00 will be delivered to

the Treasury on the same day.

Tinian Customs — collects payments and delivers collections to DRT, upon receipt, DRT verifies the collections,
place in a locked bag and make deposit at the end of the day.

In rare cases where a Collection Point’s collection exceeds $150,000 in cash (excluding checks), the funds shall
be delivered to Treasury. However, DRT shall be responsible for making direct deposits of their collection to the
bank, these deposits will not be picked up by the contracted armored service. An Enforcement Team shall be
responsible for depositing the funds directly to the Bank of Guam. This procedure is implemented to ensure
safety and security, and to avoid incurring additional charges from the contracted armored service, which
imposes fees for every dollar that exceeds the amount in the agreement.

Section 2.3.3 Monthly Reporting and Submission

All Sales Reports for the previous month of collection points with POS system shall be submitted to the Treasury
monthly, no later than the 15th day of the following month. For the islands of Tinian and Rota, Sales Reports
shall be forwarded to the Saipan Treasury office. Reports and supporting documents shall be placed in a secure
pouch and sent via cargo in a timely manner to meet the submission deadline.

SECTION 3: CASH DISBURSEMENTS

The CNMI Government disburses public funds through various methods of payment to ensure the continuous
delivery of public services and support day-to-day operations. These cash outflows include payroll, payments to
vendors, cash advances, CNMI Taxes and other operating expenses. All disbursement processes are centrally
managed by the CNMI Treasury which utilizes checks and EFT. Treasury only process approved and posted
invoices or payroll, and issue payments through paper checks or electronic fund transfers. Treasury cannot issue
payments when the Munis is down, as the system does not allow manual check processing or printing.
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Section 3.1 CNMI Government Funds

Section 3.1.1 General Fund

In Munis, this is known as Fund 1000. Internally, this is referred to as the local fund to distinguish it from federal
funds. All revenues are received in the Revenue Clearing Account per the stipulations of a loan agreement from
the Bank of Guam (BOG). This allows BOG to collect their loan payments before revenues are disbursed to
General Fund and special revenue funds. The General Fund is used to pay budget allocation obligations and day-
to-day government operations.

Notes:
e Payments to the IRS USA for FICA taxes (Social Security and Medicare) are automatically deducted from
the General Fund, ensuring timely compliance with federal tax obligations.
e Payments received through credit cards are transferred to the general fund and charge a $2.50 SWEEP
fee every transfer.

Section 3.1.2 Special Revenue Accounts

These are fees collected by given agencies or departments that are used to fund their operations and are not to
be used or allocated for other purposes. Revolving accounts are established by local laws. Everything that is not
a budget appropriation is called a special revenue account.

Some examples of special revenue accounts may include Senatorial District accounts (1%t to 3™), Cannabis,
Kagman Watershed, Workers’ Compensation, Dormant Accounts, CNMI| Museum, Developer’s Infrastructure,
Marianas Housing Livability (MHL), Group Health Life Insurance (GHLI), Tobacco, and Opioids.

Collecting Revenues

Per Section 3.1.1, all revenues are added to a clearing account. Special revenue funds are dispersed to their
respective accounts.

Expenses

All special revenue account expenses are paid by the general fund. After which, Treasury transfers funds from
special revenue account to reimburse the General Fund. For disbursements, invoices shall be entered with the
appropriate org, object and project number associated with the bank account or charge code. This allows
Treasury to determine the account it covers. In certain cases, allocations from general revenue collections may
be directed to Special Funds when intended for a specific purpose or project, as authorized.
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Section 3.1.3 Federal Fund

In Munis, this is known as Fund 4000. Federal Funds are grant drawdowns received through EFT from federal
government. These funds are used to finance federally funded operations and services.

Two types of Federal Fund Disbursements:

1. Advance Grants — funds have already been received from the federal grantor or federal partners and are
available in the bank account. When Treasury receives an approved invoice, payment shall be processed
immediately using these available funds.

2. Reimbursement Grants — approved invoices shall be held until Treasury process the drawdown request to
the federal grantor. Once the drawdown funds are received and deposited to the bank, Treasury shall proceed
with paying the related invoices. In certain cases, Treasury may prepare a fund transfer from the General Fund
to the Federal Fund to temporarily cover the disbursements. Then, Treasury submits the request for drawdown
and once the federal funds are received, Treasury shall reimburse the General Fund accordingly.

For further reference: Internal Controls for Federal Grants

Section 3.2 Type of Disbursements

Section 3.2.1 Checks

Treasury is responsible for the printing and disbursement of checks. Checks are printed only when there are
approved and posted invoices or payroll. For payroll disbursements, Payroll section notifies Treasury that the
Warrant Number is ready for processing and printing payroll checks or ACH.

Check payments are issued primarily when:
e Employees are not enrolled in ACH (direct deposit), requiring physical payroll checks.
e Vendors require check payments rather than ACH or wire transfers.
e A manual or urgent disbursement is needed that cannot go through electronic methods in time.
e Federal grant-related disbursements where checks are needed before reimbursement drawdowns.

Verification and Check Pick-Up
e Treasury staff must require valid identification from vendors upon in-person check pick-up.
e Vendors must sign a Check Transmittal Form as proof of receipt and Treasury shall maintain a copy of
the form. See Appendix for sample Check Transmittal Form.

e For payroll checks:
o Timekeepers are responsible for picking up payroll checks for their respective
departments/division.
o An employee may only pick up their own payroll check if authorized by the timekeeper.
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Check Reconciliation
e Treasury shall reconcile the check register against issued checks to ensure accuracy of disbursement.
Check numbers must be sequential.

e All missing, voided, or unissued checks must be documented and accounted for to maintain internal
control.

Segregation of Duties

e The check printing process must remain segregated from accounts payable functions to preserve internal
controls and reduce risk of error or fraud.

I) Creating Check Run Batch

Check issuance must follow a standardized batch process to ensure accountability and reconciliation
accuracy. Printed checks must be accurately generated, documented, and assigned to appropriate
records to prevent errors or fraud.

Access the AP Payment Manager module.
Click the Add icon to initiate a new batch.
Assign a batch name (e.g., G122324A), following the format: G (General Fund) + MMDDYY +
Alpha character.

4. Select the appropriate Cash Account: - 9999 10000 for General Fund - 9999 10040 for Federal
Grant Fund

5. Review open invoices and select vendors/payment amounts.
Finalize and save the batch.

Generate the Check Run Report for Treasurer’s approval and signature.

Il) Printing Paper Checks

Click the Print Checks icon after generating the Check Run Report.

Enter the next available check number in the “First Printed Check Numbers” field.
Select Ready Forms Output and choose the Cash Account.

Print and verify checks for accuracy.

Update the Check Run Batch with the assigned check numbers.

Copy the batch to the MUNIS Check Register.

Print for sign-out purposes.

No Uk WwN

See Appendix to view steps and screenshots:
e (Creating a Check Run

e Printing Checks

e Posting the Check Run (Cash Disbursements Journal)
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Section 3.2.2 Electronic Fund Transfer (EFT)

Treasury processes the payments in the Payment Manager module for Electronic Fund Transfer (EFT). EFT
refers to any method of transferring funds directly to a recipient’s bank account without the use of physical
checks. Accordingly, all local payments to vendors and appropriations to autonomous agencies processed
through Munis must be disbursed either by check or through one of the following EFT formats (ACH and Pass
Thru).

Note: During the implementation of JDE system, ACH (Automated Clearing House) was the language used for
electronic transfer, with the transition to Munis, the new language now is EFT (Electronic Bank Transfers).

For international payments, wire transfers are utilized. These transactions are processed outside of Munis and
must follow established Treasury procedures for international disbursements.

System Access and User Responsibility
1. Only authorized Treasury personnel may initiate and approve EFT transactions.
2. Staff must have an active user account in BOG Online Banking with the necessary access rights.
3. Each transaction must follow the dual control principle—prepared by one staff member and
reviewed/approved by another.

New Vendor Banking Setup (First Payment)
1. Treasury staff logs in to Bank of Guam (BOG) Online Banking.
2. Navigate to the Recipients module under the Commercial tab.
3. Create a new recipient by entering the vendor’s banking details, including:
e Display name
e Payment type
e Beneficiary type (domestic or international)
e Bank account number
e Bank name
e Routing number
e Physical Vendor and Bank Address
4. Save and verify the recipient profile prior to initiating payment.

Creating and Approving Payments in BOG Online Banking
1. Loginto BOG Online Banking.
2. Navigate to the Payments section under Commercial.
3. Click Create New Payment:
a. Select payment type (Domestic or International)
b. Enter:
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i. Cash Account
ii. Process Date
iii. Recipient (vendor)
iv. Amount
v. Purpose of wire
vi. Message to beneficiary (if needed)
4. Draft the payment and review all information for accuracy.
5. Submit the transaction for approval via the Activity Center.
6. Print the transaction summary and attach it to the appropriate:
a. Wire Memo for wire transfers, or
b. Check Run Batch for ACH/Pass Thru payments.

Transaction Confirmation and Record Keeping
1. On the scheduled process date, log in to BOG Online Banking and download the bank confirmation as
proof of successful transfer.

2. All EFT-related documents must be retained, including:
a. Drafted and approved transaction details
b. Bank confirmation
c. Supporting payment documentation (invoice, authorization, etc.)

3. Wire Memo or Check Run Batch paperwork.

I) ACH Pass Thru and Regular ACH

Payments within CNMI can be through ACH. ACH Pass Thru is processed when Treasury uploads the ACH
Notepad generated from the Munis Payment Manager module to the bank. Regular ACH is processed when
Treasury manually process the payments without uploading the notepad to the bank. ACH Pass-thru effective
date of transaction is same day, while regular ACH is 1 to 3 days depending on the day of the week, if processing
on Friday, the effective date will be the following business day Monday or Tuesday if after 2pm deadline.
Treasury uses ACH Pass Thru for multiple payments such as payroll, tax disbursements, and vendor payments.
EFT payments shall be processed before the BOG’s 2:00 PM EFT cutoff time.

Processing of EFT payments in Munis
a) Treasury staff generates the EFT Advice in the Payment Manager module.
b) Select Ready Forms Output and choose the appropriate Cash Account.
c) EFT Payments are processed as:
e ACH Batch
e Single ACH
e Pass Thru
i)  Upload the file directly to BOG Online Banking for processing.
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d) Transfer the ACH Notepad file to the TRANSFERS TO EDP folder for record regardless of the type of EFT.
e) Review, draft, and approve payments in BOG Online Banking.

f) Print the bank tracking transaction number and attach it to the Check Run Batch.

g) Ensure all supporting documents are filed for reconciliation and audit purposes.

Il) Wire Transfers

For invoice payment method entered as “Wire,” the invoice is routed directly to the CNMI Treasury for approval.
Wire transfers are an exception to the standard invoice process, as Treasury process the Wire prior to approving
the invoice in the system. Treasury staff refers to the attached Vendors invoice for the bank information.
International vendors shall be processed as a Wire payment, as Munis only allows routing number. Most
international vendors do not have routing numbers and instead use SWIFT codes that use BIC (Bank Identifier
Codes) to make secure payments like international bank wires.

Identify Fund Source

Once the department or division enters the invoice, it is routed to Treasury for approval. Upon receiving a
pending approval in the Approval hub, Treasury shall identify and verify whether the invoice is entered under a
general (local) or federal cash account.

a. General/Special Fund (Local) Wire Payment:
Treasury prepares a Wire Memo addressed to the Treasurer to authorize the transaction through the
online banking system. Once processed, and upon receipt of a confirmation from the bank, Treasury
shall proceed with approving the invoice. See Appendix for Sample Wire Memo.

b. Federal Fund Wire Payment for International Vendors:
The process follows the same steps as payments under the General Fund; however, payments from
federal funds require a drawdown, which introduces an additional step. The Federal Section requires
that an invoice shall be approved and posted prior to requesting a drawdown. However, due to system
limitations, Treasury needs to process the wire transfer prior to approving the invoice, as the system
requires the Check/Wire number and the date the wire was processed to be posted.

For wires entered under federal funding, only Treasury-designated staff are authorized to approve wire invoices
and post them once payment has been made. The Federal Section cannot process a drawdown request unless
a federal invoice has been posted in Invoice Central. It is anticipated that future updates to the approvers’

workflow may streamline and improve this process.

Processing of the Wire Payment
Exceptions for international wire payments is that the wire needs to be paid first prior to Treasury’s approval of
the invoice. Wire payments must be processed before 4:00 PM, which is BOG's daily wire cutoff.
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1. Treasury staff logs in to BOG Online Banking and navigate to the Payments section under the Commercial
tab.
Initiate a new wire transfer by selecting the appropriate payment type (domestic or international).
Enter the required details, including:
e Cash Account
e Process date
e Recipient
¢ Amount
e Purpose of wire
e Message to beneficiary (if applicable)
4. Payment is drafted and routed for review and approval in the Activity Center. Only the Treasurer or
designated employee can approve the payment.
5. Print the transaction details and attach it to the Wire Memo for documentation.
6. On the scheduled process date, print the bank confirmation as proof of completed transfer.

Original copies of all bank wire transfers must be retained and filed with corresponding supporting
documentation to verify that funds were transferred to the correct and authorized recipient.

Manual Matching, Approval and Posting of Wire Payment in Munis
After the wire has been paid, Treasury shall complete the following steps:

Access the Approvals hub.
Manually match the invoice to the wire transfer payment so the system reflects the invoice status as
“paid.”

a. Enter the Bank Tracking Number in the description of the invoice.

b. Update and enter the Check/Wire Number using Treasury’s control number.

c. Enter the date the wire was processed.

3. Approve the invoice.

Once final approval is completed, CNMI Treasury will access the Payment Manager module to post the
wire payment to Cash Account and finalize the transaction. All documents including the signed Wire
Memo by the Treasurer, copy of invoice, and bank confirmation shall be scanned and filed for
recordkeeping.

For Wire payments, Treasury has the final approval and posting of invoices.

Future Recommendation: The workflow for invoice approvals should be routed to AP rather than Treasury staff,
in order to align with and maintain consistency with the standard invoice processing procedures used for other
payment types.
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Section 3.3 Major Transactions

Section 3.3.1 Payroll

Payroll Section notifies Treasury of the Warrant Number that is ready for processing and printing. For
supplemental payroll, no ACH files are processed, only checks are processed under supplemental payroll batch.
Treasury processes the payroll and handles the submission of direct deposit file (ACH payment) and/or prints
physical checks (not enrolled in ACH).

Employees can access their payroll advice and print their pay stubs through the Employee Self Service (ESS)
portal in Munis. On payday Friday, timekeepers will collect the checks for employees who do not have direct
deposit. In rare cases, an employee can only pick up the checks if authorized by their timekeepers. Employees
receive their payroll within three to four working days from processing by the Payroll Section through Treasury
and then to the employee.

Payroll Schedule and Payment:
e Tuesday: Payroll is processed.
e Wednesday: Official check date.
e Thursday (AM): ACH file is submitted to the bank.
e Friday (AM): Paper checks are distributed.

I) Payroll Checks Positive Pay File

Payroll processing follows a structured sequence within the Human Capital Management (HCM) system, with
the Positive Pay process serving as a critical control to prevent check fraud. This enables banks to validate issued
checks against institutionally approved records. To ensure security and compliance, only authorized personnel
are permitted to access payroll check issuance and Positive Pay file operations. All generated files must be
carefully reviewed prior to submission, and any errors in payroll checks must be corrected through a defined
reprint procedure. System integrity must be safeguarded through strict access controls and regular monitoring.

See flowchart in Appendix.

Generating the Positive Pay File

This is the foundation of the entire Positive Pay process. It involves downloading the ACH file, printing payroll
checks, and generating the Positive Pay file. The information in this file tells the bank which checks are valid
including check numbers, amounts, and issue dates. If this step is not done correctly, the bank may reject valid
checks or fail to catch fraudulent ones. Creating an accurate Positive Pay file helps protect against unauthorized
transactions and ensures the payroll process moves forward without delays.

1) Download PR ACH File
a) Navigate to System Administration > Miscellaneous Administration > File Transfer.
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b) Select Download from Spool Directory.
c) Search for and download the ACH file (MPRDDEPOSIT) from the spool directory.

2) Printing Payroll Checks
a) Go to Human Capital Management > Payroll > Payroll Processing > Payroll Start and Status.
b) Ensure that PR is active for check processing (indicated by green buttons).
c) Search using Warrant Number (PP09, PP10, etc.) or Check Date and click Change if necessary.
d) Verify the confirmation screen and click YES.
e) Click Print Checks/ADV.
f) Click READYFORMS, select PR CHECK CNMI, preview stubs, then click OK.
g) Click EXECUTE to complete the printing process.
i)  Ensure that check stock is in place before printing.

3) Reprinting Payroll Checks (If Necessary)
a) Click Print Payroll Checks.
b) Confirm the pop-up message by clicking YES.
c) Click Reprint.
d) Enter the starting and ending check numbers in the Starting Check Number and Reprint Section
fields.
e) Click Accept.
f) Click READYFORMS, select PR CHECK CNMI, preview stubs, then click OK.

4) Creating a Positive Pay File
a) After printing checks, click Check Register to access the Positive Pay File.
b) Review the pop-up confirmation box to verify payroll details.
c) Click Define and select the appropriate Output Type:
i) BOTH or ELECTRONIC: Creates a Positive Pay File.
ii) Standard Report: Generates a Check Register Report.
d) Ensure the template “POSITIVE PAY” is selected (CSV format).
e) Click Accept to create the file, which is saved in Saved Reports under PR Check Register Export File.
5) Alternative Method to Access Positive Pay File
a) Navigate to End of Period > Check Reconciliation > Check Register.
b) Enter Check Date and Output Type (if different from the default).
c) Click Accept to generate the file.
d) Access the file at the bottom of the menu or in Saved Reports.

6) General Ledger Distribution Journal
a) Click GL Distribution Journal.
b) Click Define and enter:
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c¢) Warrant Number in the Reference Field.
d) PAYROLL in the Short Description Field.
e) Click Accept, then Display to generate the report.

7) Due To/Due from Report
Navigate to the Due To/Due From section to generate the report as needed.

See Appendix for steps of Retrieving the Positive Pay File.

Uploading Positive Pay File to the Bank

Once the Positive Pay file has been generated, it shall be uploaded promptly to the bank’s designated portal.
This submission enables the bank to validate checks presented for payment against the institutionally
authorized check register. Failure to upload the correct file in a timely manner may result in the bank’s inability
to detect fraudulent or erroneous transactions. To mitigate the risk of check fraud and ensure proper
disbursement of funds, the uploading process must be executed accurately and without delay.

Access bank’s Positive Pay portal.

Log in using authorized credentials.

Navigate to the Upload Positive Pay File section.

Browse and select the generated Positive Pay CSV file from Saved Reports.

Confirm the upload and submit.

o v e W

Download or save the bank’s upload confirmation message or file for records.

Verifying Bank’s Positive Pay File Confirmation

Verification of the bank’s Positive Pay file confirmation shall be performed immediately following the upload.
This verification ensures that the file was received, processed accurately, and accepted without errors. Failure
to complete this step may result in undetected discrepancies—such as omitted or incorrect check details—
which could lead to payment failures or fraudulent activity. This control measure is essential to maintaining the
accuracy and integrity of the payroll disbursement process.

1. After submitting issued check files through the BOG's Positive Pay feature, the user will get an automatic
confirmation or notification that the submitted file was successfully processed or rejected. In most cases,
rejections occur because the file has already been submitted previously.

Confirm that all records were received without errors.
Download the confirmation report and compare against the original Positive Pay file.
If discrepancies are found:

a. Review the original Positive Pay file.

b. Regenerate the file, if needed.

c. Re-upload the corrected file to the bank portal.

d. If re-upload is not possible, contact the bank for manual correction.
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e. Document the issue and resolution for audit purposes.

See Appendix to view sample of BOG's confirmation of Positive Pay File.

Resolving Checks Issued Captures Through Positive Pay Exception System from Bank of
Guam

If discrepancies are identified following the upload of the Positive Pay file such as errors or mismatched records
indicated by Treasury designated personnel shall immediately initiate a review and resolution process. This
involves verifying the file contents against the internal check register to determine the cause of the issue.

All stale-dated and duplicate checks shall be returned and will not be processed. This ensures that the bank will
reverse the transaction and return the funds to the depositor’s bank account.

Please note the following:

e Unauthorized checks include those with incorrect check numbers or mismatched amounts will be
returned

e Duplicate payments will be returned and not processed

In cases involving unauthorized checks, the Treasury shall coordinate with the Bank of Guam via email to correct
the affected records and ensure proper remittance to the intended payee.

Procedure:
Review any errors or mismatched items indicated by the bank.

N

Compare details from the Positive Pay file with internal check register data.
3. Communicate with the Bank to Correct the affected records.
4. Document the resolution and retain all correspondence.

Il) Reprinting Payroll Checks/Check Replacement

The Reprint Checks Process is a critical control procedure implemented when original checks are undeliverable,
lost, damaged, or contain errors. Proper documentation and adherence to system protocols are required to
prevent duplicate payments, maintain compliance with internal controls, and ensure timely compensation. This
process also supports transparency and accountability by accurately tracking voided, replaced, and reprinted
checks for reconciliation and audit purposes.

Identifying the Need for a Reprint/Check Replacement

A payroll check may require reprinting due to circumstances such as printing errors, physical damage, incorrect
payee information, or reports of a lost or stolen check. Prior to initiating the reprint process, the reported issue
must be verified by the payroll staff to ensure that reissuance is the appropriate corrective action. The reason
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for the reprint must be clearly documented and retained for audit, reconciliation, and tracking purposes in
accordance with internal control standards.

Verifying Authorization for Reprint/Check Replacement

All payroll check reprint requests must be authorized by the Payroll Manager or Finance Officer. Authorization
shall be obtained through a formal written request or email confirmation, in accordance with internal
procedures. This control measure ensures proper oversight of the check issuance process and mitigates the risk
of duplicate payments or fraudulent activity.

Printing the New Check
Once authorization is confirmed:
1. Initiate Payroll Check Printing
a. Navigate to the Payroll Start and Status screen.
b. Click on the Print Payroll Checks button.
c. Ensure that the correct Payroll Warrant is selected.
d. When the Pop-Up Menu appears, click YES to continue.
2. Reprint a Payroll Check
a. Click on the Reprint button.
b. Enter the check number in all required fields for reprinting the same check number.
c. If reprinting a range of checks, enter the last check number in the Ending Old Check field.
d. Click Accept to confirm.
3. Finalize and Print Payroll Check
a. The Output Menu will display; select ReadyForms.
In the Delivery Definition, ensure the option is set to PR CHECK PRINT/PDF.
Select the checkbox to preview the check before printing.
Click OK to proceed with printing.

P oo T

The checks should print with the selected check number(s).

Following the reprinting of a payroll check, the payroll system must be updated accordingly. The original check
shall be marked as "Void" or "Reprinted," and the new check number must be entered into the system.
Employee records must also be updated to reflect the new check information where applicable. This ensures
accurate tracking and maintains the integrity of payroll data.

All returned payroll checks must be logged upon receipt and stored in a secure location. The reason for return—
such as undeliverable address, resignation, or termination—must be documented. Returned checks shall be
retained in accordance with recordkeeping and audit requirements to ensure accountability and proper
resolution.
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Section 3.3.2 Vendor Payment

Treasury is responsible for processing payments for goods and services procured through valid Purchase Orders
(POs) and contracts. Checks for vendors are either mailed, check pick up or processed through electronic fund
transfer (ACH/Wire)

Purchase Orders converted to Invoices are sent to the Munis workflow for approval. Approvers access the Munis
to locate invoices pending approval. Approvers match invoices with the Check Run Batch, updating the check
number, processed date, and description (including the tracking number). Once verified, the invoice is approved
in the Invoice Entry section. The CNMI Treasurer or the designated employee provides final approval, and the
payment is posted to cash in the Payment Manager.

e See Vendor Advances SOP in the DOF website and flowchart (appendix) for reference.
e See Accounts Payable Invoice Entry Processes in the DOF website.

I) Petty Cash Fund

Petty Cash is requested by the respective agencies and entered by Accounts Payable. Once approved and
posted, the invoice is then uploaded, the check run report is then printed and given to CNMI Treasurer for
approval signature. Finally, the check is printed after the CNMI Treasurer approves the check run report.

Note: Tinian and Rota do not maintain Petty Cash Fund.

Il) Imprest Fund Accounts

Agencies and offices are provided with bank accounts for expenditures to provide operational efficiency. These
imprest fund bank accounts are created and maintained by Treasury and with approval of the Secretary of
Finance. A fund balance must be established along with a designated expenditure authority.

The imprest fund custodian emails Treasury’s designated employee for replenishment request. An Expenditure
Report is required when submitting a replenishment request for an imprest fund. The designated employee
verifies both the Expenditure Report and the requested replenishment amount. If the amount matches the
record in the Payment Manager, then the Treasurer will transfer the funds to the agency’s imprest fund bank
account based on the replenishment request submitted. Treasury then records the journal entry for the bank
fund transfers.

Section 3.3.3 CNMI Taxes (Refunds and Credits)

CNMI Taxes are government payments made to individuals or taxpayers, either as refunds of overpaid taxes or
as refundable credits. These include, but are not limited to Tax Refunds/Rebates, Earned Income Tax Credit
(EITC), Child Tax Credit (CTC), and the American Opportunity Tax Credit (AOTC). DRT process and approve eligible
claims data entry for Treasury to process the disbursement either by paper checks or direct deposit (ACH). Since
the implementation of RMIS in FY 2024 which is the current the tax system for DRT, the transactions are
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processed in the Payment Manager module. However, for FY 2023 and prior year disbursements, the Legacy tax
system is still used and imports data to be processed in the JDE.

Section 3.3.4 Travel Cash Advance

Upon receipt of approved Travel Expense Claim, Treasury shall process the Travel Advance, disburse the funds,
upload in Payment Manger module and print the check. The traveler can check or view in Munis which shows a
status as paid along with the check number and check date, or traveler can call Treasury for a follow up. Traveler
is responsible for picking up the cash advance at the CNMI Treasury.

Refer to the CNMI Employee Travel Policies and Procedures on the CNMI Department of Finance website for

more details.

SECTION 4: INSUFFICIENT (NSF) AND VOID CHECKS

Section 4.1 Insufficient (NSF) Check Payments

Occasionally, a check may be paid to the government, deposited, and subsequently returned by the bank due
to the check presenter having insufficient funds. Recovery of these funds are done through NSF check
procedures.

The journal process for NSF entries shall be segregated from regular check receipting, and all NSF entries must
be recorded in Munis using the designated NSF account code to offset outstanding balances. Only designated
personnel within CNMI are authorized to record these entries. Returned checks shall be submitted to the

Reconciliation Section for review.

The designated NSF account must be reviewed periodically by senior accounting staff to ensure accurate
reconciliation and timely clearing of items. Additionally, all supporting documentation including bank
statements, check copies, notice letters, and reconciliation records shall be kept and filed to ensure compliance
and maintain a complete audit trail.

1) Identifying NSF Checks

Returned NSF checks are identified through notifications from the bank. When a deposited check is returned
due to insufficient funds in the account of the payer (maker), the returned item, along with a bank statement
and check images, is sent to the responsible staff.

Il) Notification and Charge Fee

Upon identification of an NSF check, a First & Final Notice of Insufficient Funds is prepared using official
letterhead to clear NSF check plus NSF check fee within 30 days. The notice includes:
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e Date

e Maker’s address

e Receipt number (found on the back of the returned check)

e Check number, date, and amount

e Return check fee — a non-negotiable Return Check Fee is charge to each NSF transaction. This fee is
added to the original check amount to determine the total amount due. This fee is clearly listed in the
NSF notice sent to the check writer (maker).

e Total amount due (sum of check amount + return fee)

e Two copies of the notice are made:
e Original Notice + Copy of check — Mailed to the maker.
e Copy of notice + Original check + Copy of check + Copy of bank statement — Remains with Treasury.

See Appendix for a sample copy of First and Final Notice.

lll) Handling Returned NSF Check

Returned checks are processed through the following steps:
e Treasury records the NSF checks in the General Journal Entry/Proof module.
e Make required copies:
o Check Images (3)
o Bank Statement copies based on number of makers
= 1 Maker =1 Copy
= 2 Makers = 2 Copies
e Distribute documents as follows:
o Treasury: Original bank statement + copy of check. Treasury records the return items and the
bank charge in JDE or Munis depending on the point of sale used.

o Maker (Payee): Original notice + copy of check via mail.

See Appendix for steps in recording NSF Checks.

IV) Resolving NSF Check

The check writer (maker) shall be issued a First and Final Notice, requiring payment of the original check amount
plus the non-negotiable return check fee within 30 calendar days. If payment is not received within this period:
e The debtor shall remain disallowed from paying by check.
e Payment must instead be made using alternative methods such as cash, credit card, money order, or
certified funds. Replacement checks are not accepted.

Upon receipt of a memorandum from the bank, the check in question is added to the organization's blacklist.
Treasury is unable to flag or blacklist NSF in MUNIS. Currently, only the RMIS and AS400 financial systems
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possess the capability to process and maintain blacklisted items. Once paid, the payment is recorded. Even after
the payee has settled their obligation, the check remains blacklisted for a period of six (6) months.

Section 4.2 Void Checks

Section 4.2.1 Check Cancellation

If a payee returns a check (e.g., for a trip not performed), a replacement check is not required. In such cases,
an Accounts Payable (AP) cancellation is initiated, the check is voided, and the documentation is scanned and
emailed to the Travel Section under Financial Services to de-obligate the associated invoice.

For check corrections, the documentation delivery may vary depending on the type of check (e.g., travel
advance, vendor, payroll, or tax). In all cases, an AP cancellation is created, the check is voided, and the
necessary documents are submitted via email to the appropriate section for further processing.

1) Identifying the Need for Cancellation
This step initiates the cancellation process by determining whether a check must be voided due to errors or
issues such as incorrect payee details, duplicate payments, lost checks, or the death of the payee. Identifying
the issue early helps prevent unauthorized disbursements, ensures funds are correctly accounted for, and
maintains the integrity of financial transactions.

A check may require cancellation due to various reasons including:
e Incorrect payee name
e Deceased taxpayer
e Stale-dated check
e Wrong check amount

e Lost or unreceived check (e.g., 3911 case)

Identification typically begins with:
o A taxpayer filing a 3911 form for non-receipt
e Arequest from the Department of Revenue and Taxation (DRT) for corrections (e.g., name change)
e Department or payee submitting a memo for cancellation

e Internal reconciliation revealing issues with check issuance

Il) Requesting Approval for Cancellation

Once the need for a check cancellation is validated, formal approval must be obtained prior to processing. This
procedure ensures adherence to internal controls, proper documentation, and accountability in all cancellation
activities.
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The requesting department or authorized entity shall initiate the process by preparing and submitting the

required documentation to the Treasury. The request must include justification for the cancellation, supporting

identification, and signoffs from authorized personnel.

To formally request check cancellation:

1. Submit a formal memorandum to Treasury citing the reason for cancellation (e.g., name correction),

along with a valid government-issued ID (e.g., Social Security Card, Driver’s License, or Passport).

(@]

(@]

Department of Revenue and Taxation (DRT) submits for tax payments
Department Agency submits for AP Vendor checks and Payroll

2. The designated employee prepares an AP Cancellation Order, including:

w

b

a.

S@m >0 oo T

Payee Name (as printed on the check)

Check Number

Check Date

Bank Code (e.g., 9999.10000 — General Fund, 7063.11400 — NMTIT Rebate)
Check Amount

Cash Account

Reason for cancellation (e.g., incorrect amount, stale-dated, name mismatch)
Indication of whether a replacement check is required

Operational details (PV No., Batch No., Account No., PO No.)

Physically void the check by:

a.
b.

Stamping “VOID” on the face of the check
Removing the signature area to prevent misuse

Submit supporting documentation, including:

a.
b.

Memorandum explaining the correction or reason for cancellation
Completed AP Cancellation Order form

Obtain the necessary approvals from the following:

a.

Designated employee responsible for voiding the check in the system

b. Treasurer or delegated approver

For Munis users:

a.

b.
C.
d.

Submit a memo or cancellation request from the originating department or payee
Complete the AP Cancellation Form
Have the form signed by the staff who performed the void action

Forward the form and all documentation to Financial Services for processing

lll) Cancelling the Check in the System

The actual voiding of the check must be executed in the financial system (e.g., JDE or MUNIS) to prevent further

processing or reconciliation of the invalid payment. Proper system cancellation ensures that financial records

are accurate and that duplicate payments are avoided. It also facilitates future audits and reporting.
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Void check in JD Edwards or Payment Manager (Tyler Munis ERP)

1)

2)

For checks not needing replacement, email Financial Services to de-obligate the invoice

For corrections, scan and email AP Cancellation Form and supporting documents to Financial Services

For Tax Checks, a Correction on Name memorandum and physical check should be submitted by Revenue

and Taxation

For checks from Tyler, the responsible department or vendor should submit the physical check and

memorandum
In JDE:

Go to Treasury Master Menu - Type 13 (Payment Processing) - Select 6 (Void Payment Entry)

IIIII

Enter (Inquire) in action code, Supplier Number, Check Number, and GL bank code associated
with paper check

Change Action Code to “D” (Delete)

Note batch number for posting

Post the batch at Payment Review and Post Menu (Selection 2 - Enter batch number = Selection 3

to post)

In MUNIS:

Search for Check Run Batch in Payment Manager

Add a new search - enter check number

Locate the check, check the box, and click "VOID"

Print the Voided Check Report from “My Saved Reports”.

Section 4.2.2 Check Replacement

If a valid replacement is required, the payment must be reprocessed following approved procedures. This step

ensures the rightful payee receives the correct payment while maintaining proper documentation and

authorization. It is essential to prevent delays in disbursements and uphold trust in the organization’s financial

processes.

Print replacement check
Make a copy of the new check

Attach the copy to the cancellation order

1) In JDE:

Go to Treasury Master Menu - Type 16 (Create Payment Group) - Select 24
Under Create Payment Groups:

o Select 2 for Tax Refund Processing

o Upload JDE Supplier Number

o PressF6 - Enter

o Input Address Number
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e To print:
o Go to Payment Group (Selection 13 or 17)
o Enter Bank Account: 7063.11400
o Choose "3 — Write" - Enter date and next available check number
o Ensure printer is on = Print
o Insert checks in Signature Machine for signing
o Print Check Transmittal for manual log-out or sign-out

o Return to Payment Group and post “4” after reviewing the check run.

Note: Check replacement in Munis is only for AP vendors and payroll.

If check is lost (3911 case):
e Treasury investigates through BOG online banking
e |[f the check is still outstanding, place a Stop Payment via BOG:
o Login - Services - Stop Payment

o Input account, check number, amount, date, payee, and reason (e.g., check lost)

IV) Updating Documentation
The final step involves updating all relevant records, including address book details, check logs, and cancellation
forms. Complete and accurate documentation supports audit readiness, ensures compliance with financial
policies, and provides a reliable trail for reconciliation and reporting.
e Update Address Book Information in JDE to reflect the corrected payee name
e Maintain:
o Voided check logs
o AP Cancellation Orders or Forms
o Signed 3911 Forms (if applicable)
o Confirmation of Stop Payment from BOG
o Signed Check Transmittal Logs
e Forward all completed forms and supporting documents to Financial Services for record-keeping and
all voided physical checks are compiled and submitted to reconciliation

Section 4.2.3 Form 3911CM - Taxpayer Statement Regarding Refund

The Taxpayer Statement Regarding Refund (Form 3911CM) is used to request information about a missing,
stolen, or unreceived check. The process ensures accurate verification of the taxpayer’s identity and the status
of the check, providing clear guidelines for follow-up actions based on whether the check is outstanding, stale
dated, or cleared. By following these steps, both Treasury and the Recon Section can efficiently handle each
case and ensure the taxpayer receives a timely resolution.
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1. Treasury — Verification Before Taxpayer Fills Out the Form
e Verify the taxpayer’s name using an ID and/or passport.
e Verify the taxpayer’s Social Security Number (SSN) using their Social Security Card.
e Check if the taxpayer’s check was returned from the post office.
If the check was not returned, have the taxpayer complete Section | of the form.

2. Completing the Form Using the JDE
e Compliance at Revenue and Tax (DRT) to complete Section Il and the top portion of form 3911.
e Make copies of the following:
o Completed 3911 Form
o PictureID
o Social Security Card
e Distribute as follows:
o Original 3911 Form + copies of ID and SS Card = Treasury
o Copy of 3911 Form = Taxpayer

3. Treasury — Documentation and Copies
e Stamp “Received” on the original form and all copies.

4. Treasury — Explain the 3911 Form to the Taxpayer
o If the check is still outstanding:
o Treasury shall place a stop payment.
o Taxpayer shall receive replacement check within 12 weeks from Treasury’s received date.
o If the check was cashed or cleared at the bank:
o Treasury shall request a copy of the endorsed image.
o Once obtained, Taxpayer will be contacted to verify the signature(s).
e If the check is stale dated:
o Treasury shall verify with F&A that the check is indeed stale dated.

5. Recon Section — Verification
e Recon Section will determine if the check is:

o Outstanding

= Place a stop payment on the check via BOG online access with CNMI Treasurer’s approval
and/or acknowledgement.

» Wait 12 weeks from the received date to reissue the check.
= Complete the A/P Check Cancellation Form.

o Stale Dated
= Complete the A/P Check Cancellation Form.
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»= Submit the form to Finance for reissuance of a new payment voucher.
o Cleared
* Once the check image is obtained, contact the taxpayer to verify the signature(s).

See Appendix for the Form 3911CM.
Section 4.2.4 Forgery Cases

1. Treasury — Detection of Forgery
a. Forgery cases are typically identified when the endorsed signature does not match the payee’s
signature on the check.
b. If Form 3911 is presented and the check is shown as cleared/cashed, proceed with further
verification.
2. Treasury — Check Verification
a. Request an endorsed check image from the Bank of Guam (BOG).
b. Once the check image is obtained, contact the Taxpayer to verify the signature.
c. If the signatures do not match, the Taxpayer must complete the following:
i. Penalty of Perjury Form — Signed and notarized.
ii. Affidavit of Claimant (2 pages) — Signed and notarized.
iii. File a police report.
3. Treasury — Document Compilation and Submission
a. Gather all supporting documents and verify accuracy.
b. Make three (3) copies of all supporting documents:
i. Original + Two sets of copies = Treasury
ii. Third set of copies = Taxpayer
4. Treasury — Request for Credit from BOG
a. Write a formal letter to BOG requesting credit back into the account to facilitate reissuing a
replacement check. See Appendix for sample formal letter.
b. Print the letter on an official letterhead and make three (3) copies:
i. Original + 1st set of copies of supporting documents = BOG copy
ii. Copy of letter = BOG stamp (TR copy)
c. Obtain a stamped copy from BOG.
d. File the stamped letter along with the original supporting documents in the TR file.
5. Treasury — Process Credit Memo and Payment Voucher
a. Once Treasury receives the credit memo from BOG:
i. Issue a memo to Finance & Accounting (F&A) requesting a new payment voucher.
ii. Print the memo on letterhead, have it signed, and make a copy.
See Appendix for sample Credit Memo.
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iii. Original letter + Original BOG request + Original supporting documents = Sent to F&A
for entry.
iv. All copies - Treasury copies to be stamped at F&A.
6. Issuance of Replacement Check
a. F&A —issue a new payment voucher.
b. Treasury — Once the new payment voucher is posted and certified, the replacement check is
ready for printing.

SECTION 5: BANK ACCOUNTS

A variety of bank accounts are maintained to separate funds designated for specific purposes. This segregation
ensures that certain funds such as grant allocations for Saipan remain distinct from general operational
accounts. In some cases, separate accounts are used to improve the tracking and management of transactions.
For instance, a dedicated payroll clearing account is used exclusively for employee paychecks, helping to
distinguish these disbursements from other payments and making reconciliation more efficient.

Online bank transfers between CNMI government accounts must be:
e Approved by the Secretary of Finance, and
e Recorded in the financial system by the Treasurer

Only CNMI Treasurer and designated Treasury Staff have access to process BOG online banking and are the
authorized signatories.

Section 5.1 Bank Account Management

Authority to Open Bank Accounts

The Secretary of Finance and the CNMI Treasurer have exclusive authority to open any bank account in the
name of the CNMI Government. All accounts must clearly state “CNMI Treasury” in the official account title for
identification and segregation purposes (example CNMI Treasury — General Fund).

Imprest Fund Bank Accounts
With the approval of the Secretary of Finance, the Treasury may establish and maintain Imprest fund bank

accounts for specific operational requirements for department.

Account Signatories
Only the Secretary of Finance, the Treasurer, or their officially designated representatives (assigned in writing)
may serve as signatories on government accounts. In most cases, a single authorized signature is sufficient for

Cash Management — Version 1.0 Page 49



CASH MANAGEMENT POLICIES AND PROCEDURES

disbursements. The Treasurer and Secretary of Finance or authorized designee serve as the primary signatories
for all disbursements.

Changes in Signatory Authority

Upon any change in employment status or capacity of an existing signatory, the relevant bank must be
immediately notified to revoke that individual’s signatory authority. Replacement signatories must be assigned
without delay to ensure uninterrupted access and control.

Annual Account Verification

Upon the request of an auditor, Treasury will provide the list of bank accounts. This list is submitted to the banks
to confirm account number and balances.

Bank Statement

All bank statements for government accounts must be available online or sent directly to the CNMI Treasurer
monthly. The Treasurer will forward these statements to the Reconciliation Section for proper review,
reconciliation, and record-keeping.

Section 5.2 Online Banking Management

Authority and Access Control

The CNMI Treasury manages the government’s online banking systems under the authority of the Secretary of
Finance. Online banking access is strictly controlled. Only the Secretary of Finance, the CNMI Treasurer, and
their authorized designees have transactional access provided these designees are formally assigned in writing
or documented authorization. All online users must be registered and maintained by Treasury. Treasury shall be
responsible for processing fund bank transfers, ACH and wire payments. Access shall be restricted to the
Treasurer and designated Treasury staff with documented authorization.

Access Classification

a. Transactional — access authorize to log in at the BOG online banking reserved for signatories only, this
includes the authority to initiate fund transfers, ACH and wire payments Also, transactions from the
Check Run Batch Report (A/P Invoices). All such transactions must be supported by an approved
disbursement voucher and properly authorized.

b. Inquiry — access authorize to log in at the BOG online banking granted exclusively to officers with a
recognized operational need, such as reconciliation staff. Inquiry access allows users to view balances
and transaction details without the authority to execute transactions or transfer funds.

Account Management
The Treasury is responsible for creating and maintaining CNMI Government bank accounts. Any changes in
account setup or access must be documented and approved by the Secretary of Finance. Treasury also manages
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the online banking enrollment of authorized users and ensures revocation of access when necessary (e.g., due
to employment changes).

Password and Security
All users must comply with the Treasury’s online banking password policy:
e Login names may not be used as passwords.
e Passwords must contain at least six (6) characters and include at least one number.
e Passwords must not repeat any of the previous six (6) used.
e Passwords must be updated every four (4) months, beginning at the start of each fiscal year.

Security and Oversight

The Secretary of Finance and the CNMI Treasurer must ensure that all access is appropriate to the role and
operational requirement of the user. The Treasury must periodically review all users with online access to
confirm continued need and compliance with security requirements.

See Appendix for steps of Online Bank Transfer.

SECTION 6: REPORTING

For all cash transactions, reporting is done through the Bank Reconciliation Report, which covers cash receipts
and disbursements. The Reconciliation Section shall ensure that all bank accounts are reconciled timely and
accurately. Reconciliation is documented through the preparation of Reconciliation Reports, which include both
monthly and annual reports.

The reconciliation process includes verifying the accuracy of the bank’s records using the Bank Statement
against Munis records. This process ensures that CNMI’s financial records remain complete and accurate, and
helps prevent errors, fraud, or unauthorized transactions.

All discrepancies or reconciling items must be resolved before the close of the Fiscal Year and shall not be carried
forward. The Annual Finalized Reconciliation Report shall be routed to the Secretary of Finance for review and
final approval.

In addition, Treasury may prepare and submit a Cash Report to the Secretary of Finance when requested for the
Governor’s meetings. This reporting is not required by policy and may vary depending on the direction of the
current administration.

e See Bank Reconciliation Policies and Procedures located in the DOF Website.
e See Appendix for sample Cash Report.

e See Appendix to view sample Annual Finalized Reconciliation Report.
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SECTION 7: REVISION/VERSION HISTORY

*This Cash Management policy and procedure will be periodically reviewed and updated to reflect changes in
regulations or organizational requirements.

Revision History

Originator: Department of Finance — Treasury

Effective Date: 10/1/2025

Reviewed By: ' Asuncion Agulto, Treasurer, CNMI Treasury

Reviewers Signature: / / ) -

) f//j 7 /(7\

Approved By: Tracy B. Norita, Secretary of Finance

Approval Signature: W

Procedure Purpose: This procedure aims to provide a structured framework for managing the CNMI’s
financial activities with consistency, control, and accountability. It helps maintain
financial discipline, reduce operational risks, and support efficient resource
allocation.

Version History:
Version Number Version Date Description of Change Point of Contact
Version 1.0 10/01/25 Initial Release SOF Office

e e ]
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SECTION 8: APPENDICES

Appendix A. Cash Receipts

Appendix A.1 Munis: Tyler Cashiering
Appendix A.1.1 Accessing Tyler Cashiering

1. Tyler Cashiering can be accessed through the Munis Main Menu as shown below. Click on the Home
button and you will be redirected to the Tyler Cashiering Home Page.

DWW WEYYYYE
f

2. The Tyler Cashiering Home screen is the central location that will display all batches that the user created
or was last assigned to. Users can also access the sidebar options that will vary based on their user
security.
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3. When you click the sidebar buttons on any of the various activity screens, you are directed to the
applicable program.

The groups on the home screen provide options for processing batches and settlements, starting or
researching transactions, viewing reports, or performing system administration tasks:

¢ Home —User Home Page

e Batch Management— Provides links for searching batches of all status

e Research—Contains links for finding researching prior transactions and payments
e Settlement — Provides access to each search for settlement history

e Image Cash Letter -

e Reports— Provides direct access to the reports available for Tyler Cashiering.

e Logs — (not needed) list of system errors and other messages

Appendix A.1.2 Creating a batch

Batches can be created either from the Home Screen or the Batch Management screen.

1. Click Create Batch in the Batches group or click add a batch (yellow circle with plus sign). The Create
Batch form will appear for the User to populate:
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Create Batch

Batch Date
Processing Date Effective Date General Ledger Date

01/13/2023 01/13/2023 01/13/2023

Settlement

Defaults

Department
Payment Type Tender Type FINANCE - SAIPAN

Deposit Account

GENERAL FUND CHECKING Deposit Reference Overrides

Mode
Entry Mode

Counter

Print Receipts Validate Payments

Processing date: Defaults in as the current date but you can change if permissions allow.
Effective date: Defaults in as the current date but you can change if permissions allow.

General Ledger date: Defaults in as the current date but you can change if permissions allow.
Settlement Fields: (Informational only) Displays date and time of batch settlement.

Payment Type: (optional) Allows for a default payment type (most should either leave this blank
or choose Miscellaneous)

Tender Type: (optional) Allows for a default payment type (most should either leave this blank
or choose CASH). A shared credit card batch should be created each day for each separate
location. For the credit card batch, the user should select CREDIT CARD as the tender type.
Department: Defaults based on user settings but can be changed if permissions allow.

Deposit Account: Defaults based on user settings but can be changed if permissions allow. This
value represents the bank account where the batch will be deposited.

Deposit Reference: For batches containing Cash & Check payments, the deposit reference
number should be the number on the bank deposit slip. This number should be provided to each
cashier at the start of the day. For batches containing Credit Card payments, the reference be
the date, followed by the location (example: 051221 LOC1)

Entry Mode: Defaults to Counter (do not change)

Retail Payment Type: (leave blank)

Beginning Cash: Enter the cashier’s starting cash (e.g., enter change fund amount $75.00)

The user should leave the remaining fields blank, making sure that the Print Receipts is set to YES

2. Before clicking on Create, click on Overrides, in doing so the page will expand to show the Deposit

Overrides options for Cash, Check, Credit Card, and Other. Reference image below:
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Deposit Account

GENERAL FUND CHECKING e Deposit Reference Overrides
Mode
Entry Mode Beginning Cash
Counter - Retail Payment Type $0.00
Deposit Receipt Category Care of Department Deposit Receipt Amount
Print
Print Receipts ] Validate Payments »
Deposit Overrides
Cash GENERAL FUND CHECKING -
Check GENERAL FUND CHECKING ~
Credit Card GEMERAL FUND CHECKING -
Other GEMNERAL FUND CHECKING -

e For Credit Card, remove pre-numbered deposit ticket number and replace that and enter Date,
Location (ex.01/13/23 Trea). After this is done and all areas are filled, proceed to Create batch.

3. Click Create to create the batch.

4. After a batch is created, a batch number will be assigned and may now take in payments. The user is
taken where they can select a payment for receipts of miscellaneous cash payments or other Payment
Types. The payments you received may vary throughout the day. Payments maybe Miscellaneous or
General Billing, which include Passport fees, commerce fee, Driver’s License, DLNR Fish & Wildlife
billings, Zoning invoices, etc. (Miscellaneous fees and General Billing Invoice “GBI”).

*Make sure to always log out whenever leaving the station. Another cashier will be available to take in
payments at their designated station using a batch they created on their own.

Appendix A.1.3 Browsing Batches

Cashiering can provide a list of batches based on user criteria in the Batch Management Screen. Note that from
the Home Screen, a user can also view all batches created or last assigned to them regardless of status.

1. Proceed to the Batch Management Screen
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2. Use the Filter fields to define the batch Criteria:
e Status: Use drop down to select status (default is open)
o All
o Closed
o InReview
o Open

e Departments: Use drop down to select Departments (default restricts user to only their own

department)
e Deposit Reference: allows searching by past deposit reference
e Cashiers: (for supervisors) allows searching batches by cashier
e Special Conditions: allows searching by Batch Settlement status

When you open Tyler Cashiering, the program opens to the homepage and allows a cashier to resume

work on their last open batch. To resume a batch a user can click on the ellipses icon next to their desired

batch and select the Resume option.
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To avoid conflicts, you should always sign out of Tyler Cashiering on a workstation before opening the same

batch on another workstation.

Appendix A.1.4 Reassigning Batches

A cashier or supervisor may occasionally reassign batches to other users. This occurs when a user leaves the

cash station, and a new user takes over or if a batch that is already in an In-Review status needs to be re-opened

and resumed.

1.

To reassign a batch, first locate the batch using your home screen or Batch Management page. Click on
the ellipses and select the reassign option.

"S::ﬂ. Tyler Cashiering
‘ Departme H

- Filters : yTena Secarigol 5/14/2021

B

2. You will be prompted to reassign the batch to another user and be required to enter a reason code and

enter a comment if desired.
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amole Department

BATCH REASSIGNMENT

LUNCH

Appendix A.1.5 Processing of Payment Transactions

Once a batch has been either created or resumed, the cashier is ready to begin entering transactions.
Miscellaneous Transactions
To enter a Miscellaneous Cash Receipt, perform the following steps.

1. Select Miscellaneous as the Payment Type (note: most users will already have Miscellaneous set as their
default value based on their batch settings)

-:::-. Tyler Cashiering
L]

~ Batch 38 - TREASURY DEPARTMENT Batch total $200.00
S Miscellaneous h

e Customer Name

in Clear Search Reference 1

=

)

e Customer: (optional) it is recommended that if the customer exists in Munis, that the customer be
searched as associated with the receipt.

e Description: Select one of the Charge Code options available in the drop-down arrow. This will bring
up a list of charge codes to choose from. A user can also type/search for a charge code description
to restrict the number of values in the dropdown field.

e Reference 1: optional memo field
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e Reference 2: optional memo field

e Depending on the Charge Code selected, the cashier may have the option to update the quantity
amount or modify the unit price.

Receiph eniry Virtusl tage

ALDOT 55000 &

P

2500

50.00

S30.00

Add to Cart m

2. Click Add to Cart to add this charge to the transaction. The cashier can add additional charge codes to
the transaction by repeating the same process. A list of charges added can be viewed on the right of
the page.

3. Click the Pay Now button to proceed.

Select the appropriate tender type.

-:::-. Tyler Cashiering

Eatch 38 - TREASLEY DEPARTMENT Batc total SO0 00 8 Tramsachons

>

550,00 Due  Swowms s

R

3

e For one payment type, Click on Tender Type.

e Amount: Enter amount of payment

e Paid by: If blank, enter who made the payment.

e Otherwise, the customer you selected will default in this field.
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e Click Complete Transaction.

e If the customer wishes to split their transaction between two payments (ex. CASH + CHECK), then
change the payment amount and tender type to reflect the 1st portion of the partial payment. Click
the Add Tender button and enter the amount and tender type of the 2nd portion of the partial
payment. Remember that credit card payments should not be combined in the same batch as cash
and check payments.

e When entering a CHECK tender type, the following fields will be required:

o Check Number
o Routing Number
o Account Number
e When entering a CREDIT CARD tender type, the following fields will be required:
o Credit Card Number
o Card Type
o Card Expiration Dates
o CardCID
5. Click on the Complete button to finish entering your transaction. You will have the option to print or e-
mail a receipt to the customer on the next step.

Batch 38 - TREASURY DEPARTAINT Bateh sotal §)50 00 2 Teanasctions

Receipt Options

e @

¢

General Billing Transactions
To enter a General Billing Receipt, perform the following steps.

1. Select General Billing as the Payment Type
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-:}. Tyler Cashiering

- Batch 51 - TREASURY DEPARTMENT Batch total $0 00 O Tranaactions

2. The system will prompt a new set of fields for you to search for outstanding bills either by bill number
or Customer name. If the customer has the bill present, the cashier can scan the QR code that that the
bill information will populate automatically.

o Tyler Cashiening

™ Batch 51 - TREASURY DEPARTMENT Batch total $0.00 0 Transaecthons
Gerwral Billing
ta Bl
it Chea ar
i
L]

Customat Nama

3. Search by entering the bill number if known or by the customer’s name. Make sure to use wildcard (*)
characters around the customer’s name (ex: *AGULTO*). Click Search to continue.

. Tyler Cashiering
-

~ Batch 5) - TREASURY DEPARTMENT Batch total $0.00
o B
=] !
.y
“a
. Clear
- [ *AGULT

4. Munis will return a list of customers matching your search criteria. Locate the correct customer and click
on the icon to the right of the customer’s name to expand their details and view a list of their open
invoices.
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Batch total 50.00 O Transactions
Item Search Regults —
Agulta, Vicente C 1003 PO Box 5453 CHRE Saipan, MP A -~
6703230368
B General Billing £10,000.00
= I p 5 : oy RAET O & . ST | \ (IO [Fr
2021 Fi PO Bow 5453 CHRE Saipan, S10.000.00 §10,000.00 L5

5. Click the checkbox icon next to the bill(s) the customer is paying for. Selecting the bill(s) will update the
transaction amount total at the bottom right of the screen. Click on Pay Now when finished.

Baten wau 52 00 £ Tramsactons B ikl vra e

6. Select the appropriate tender as described in the Misc. Cash Receipts section.

Cash Management — Version 1.0 Page 63



CASH MANAGEMENT POLICIES AND PROCEDURES

Bateh 51 TREASUSY DEMARTAENT Bavn e 30 0 ® Travanchions

$10,000.00 Due Srwwsmen .

e For one payment type, Click on Tender Type.

e Amount: Enter amount of payment

e Paid by: If blank, enter who made the payment.

e Otherwise, the customer you selected will default in this field.

e Click Complete Transaction.

e If the customer wishes to split their transaction between two payments (ex. CASH + CHECK), then
change the payment amount and tender type to reflect the 1st portion of the partial payment. Click
the Add Tender button and enter the amount and tender type of the 2nd portion of the partial
payment. Remember that credit card payments should not be combined in the same batch as cash
and check payments.

e When entering a CHECK tender type, the following fields will be required:

o Check Number
o Routing Number
o Account Number
e When entering a CREDIT CARD tender type, the following fields will be required:
o Credit Card Number
o Card Type
o Card Expiration Dates
o CardCID
7. Click on the Complete button to finish entering your transaction. You will have the option to print or e-
mail a receipt to the customer on the next step.
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Datch 38 - TREASURY DEPARTMENT Batch sotal §130 00 4 Transaclions

Receipt Options

wt @

7

Payment Successful

Appendix A.1.6 Voiding Transactions

While transactions can be voided within Tyler Cashiering, however they cannot be edited. Once a tender is
collected and the transaction recorded, the only way to “correct” a mistaken transaction is performing a void
and then a replicate of the original transaction details with the correcting information.

1. ToVoid atransaction, locate the transaction within the batch you are working in by clicking on the Virtual
Tape button in the upper right portion of the screen.

2. On the next screen, you will see a list of your batch transactions on the left. Clicking/Selecting any
transaction from the list will prompt the system to show the transaction details on the right.
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3. Click on the ellipses icon to the right of the detail line and click the Void option. Voiding is only allowed
during the open batch, once the batch is closed and settled, it is no longer permitted unless reassigned

by supervisor.

latch total $4% 00 2 Transactions Recee emery Virtsal tage

4. A pop-up screen will appear. Depending on your user security permissions, a supervisor may be required
to come over and enter a password before the Void can be completed. The Cashier will also be required
to select a Reason Code and enter a comment explaining the void. Click on the Void button in the pop-

up screen to complete.

Error by the user -

WRONG TENDER TYPE

CANCEL

5. A message will briefly appear indicating that the Void has been completed. The result is a new
transaction in the Cashier’s virtual tape that displays a negative (voided) amount of the original

transaction.

Tyler Cashiering

A Batch 50 - Sample Department Batch total $20.00
- .

- a ——

'S

= .
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Appendix A.1.7 Closing Batches
Tyler

At the end of each day, the cashier will be required to settle their batch which involves a count of their drawer
and placing their batch in an In Review status.

1. To begin the settlement process, locate the batch you wish to settle either on your home page or your
Batch Management page and click on the ellipses icon to the right of the batch and click on Balance

Drawer.
Batch total $350.00 2 Transactions
38 05/12/202 TREASURY DEPARTMENT
9754587645 2 $350.00 Active
ReouTe
3N 0571072021 Sample Department
Reassg
EXTERNALCOL 1 $25.00 Open
25 04/30/2021 Sample Department -
0430212ks 0 $0.00 Open Balance Drawer
21 04/30/2021 Sample Department M
13988661 0 $500.00 Open nepont
17 04/29/2021 Sample Department

2. Onthe next page, enter the total number of cash and checks you have counted from your drawer. Note
the beginning cash balance is displayed from the start of day as well as the system expected amounts
and variances. Any variances between the count amount and system amount should be corrected at
this stage.
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Balance dramer Bateh 38 - TREASURY DEPARTMENT

et

vt

a. (Optional) If your Department requires you to count specific currency denominations, the cashier
can click on the Detail button to the right of the cash line to access the Cash Detail screen.

Balance dramer Batch 38 - TREASURY DEPARTMENT
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Cash detail X
Quantity * Amount () * Quantity Amount (8) *
$100.00 0.00% 0.00 $1.00 0.00 0.00
Quantity Amount ($) * Quantity Amount ($) *
$50.00 0.00 0.00 $0.50 0.00 0.00
Quantity Amount (§) * Quantity Amount ($) *
$20.00 0.00 0.00 $0.25 0.00 0.00
Quantity Amount ($) * Quantity Amount ($) *
$10.00 0.00 0.00 $0.10 0.00 0.00
Quantity Amount (§) * Quantity Amount ($) *
$5.00 0.00 0.00 $0.05 0.00 0.00
Quantity Amount ($) * Quantity Amount (§) *
$2.00 0.00 0.00 $0.01 0.00 0.00
Quantity * Amount () *
$1.00 0.00 0.00
Currency Totals: $0.00 Coin Totals $0.00
Totals $0.00

a. Click the Accept button to return to the Settlement page.
3. When the cashier is finished entering their drawer count amounts, they can click on the Ready to Deposit
button on the lower-right portion of the page.
4. A confirmation screen will appear. If desired, the cashier can print a total review to compare against
their settlement count. When the cashier is ready to proceed, they can click on the Finalize button.

Settlement process x

The settlement process has been successfully finished

Finalizing the settlement will perform the following actions

Print 10tak Done Fanahire

5. Click Accept when completed.
6. At this point a settlement report will preview for the cashier. They should print out the report and bring
it to their supervisor or person in charge of reviewing their end of day settlement.
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Sottlement 26
Commonwealth of the Northern Marlana Islands
User  aschalor Dewwor Todad $300 00
Processing Date: 5120021 Syviom Total $150 00
Inchaded Balches 8 Begnnng of day cash bakince 1200 0O
Externad Balches & schafor Verance (850 00)

Deponit Account Deposit Refarercn Tender Type

BANK OF GUAM BANK OF GUAM - CHECKING ISAsATAB

Cmn i 115000
Total : $150.00
Grand Total: 2 315000

7. The supervisor will review the settlement report with the cashier(s). If any corrections need to be made,
the supervisor should reassign the batch back to the cashier so they can void and correct any payments
as necessary or made corrections to their settlement balances. Once the batch is settled with correct
balances, the supervisor can close the batch by clicking on the ellipses icon and clicking Close.

"C‘.\u Tyler Cashiering
b,

" Filters e Sederip 12021 ' st Desartment

Moot AL Seach wocked 1 294 A21CASMEMX

8. The batch will be placed in a closed status. Designated Treasury Staff will then post the batch in Munis.

Appendix A.1.8 Reports and Verifications

The Reports group provides direct access to all the reports available in Tyler Cashiering. The group can be
accessed by clicking on the printer icon on the left sidebar. The reports page will appear with a list of all reports
the user has access to run.
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oo, Tlai Cashisring

il il il ils i

il 1l il il il

1. Select the report name by clicking in the applicable tile. The following list provides definitions of the

different reports.

Report

Description

Batch Report

Creates a report of all items in the selected batch.
This option is only available from the Batches group of the ribbon.

Settlement Report

Displays cash drawer activity for a specific batch or user. The report details the
amount of payments tendered, voided transactions, cash transfers and end of
day settlement balances.

Item Payment Report

Creates a report of specific items paid by a range of effective or entry dates,
user, payment type, or origin.

Payment Type Report

Creates a report of amounts collected for payment types by date range or user.
The Payment Type Report also includes a bar graph of payment types
collected.

Tender Report

Creates a report of tendered activity by tender type, user, batch, or date. The
Tender Report includes a chart of tender activity.

This report is intended as a research tool only. It is not intended to be used to
balance tender amounts with other amounts.

Void Report

Creates a report of voided transactions by date, batch, or user ID.

Item Inventory Report

Provides quantity-on-hand amounts for payment types that use inventory-
based item codes. (not used by CNMI)

Iltem Code Report

Creates a report of inventory item codes in the system, including their general
ledger account information, by payment type. (not used by CNMI)

Hourly Volume Report

Identifies receipt volume by hour for a date range, department, or user. The
Hourly Volume Report also includes a chart of receipt volume.

Deposit Report

Displays a report of deposit information for a range of dates, a tender class,
deposit account, deposit reference, or user.

Department Overview
Report

Provides transaction information for a specific department or location. This
report includes a list of all supervisors for the department, as well as their
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subordinates and transaction totals and counts. The totals do not include
payments that have been voided or voided transaction records.

Cash Audit Report Provides a list of cash transactions listed by user. Includes number of
transactions, cash amount, change issued and cash voids.
Daily Collection Report Reports of daily collection totals for a range of entry or effective dates, and for

a specific origin.

i) Daily Collection Report Form

DAILY COLLECTION CASH COUNT
Dt 1

Laeation Bunste 218
Canbier. 1;{;3 -O“&'\) al
! - ) 1
e ma Bva -
#iv Narn ! Sigratun \
Cleadng Acezart Dep. TR Maroi: | l')
oncwereewmie [ Lty D)0
NS Ferw Loan Dapoalt Ticknt Mamber: Totat §
Devoeinaticn CHANGE FUND CASH COUNT
Quantly S Amaent
» = | Cusency: ™, Quanily Anent
% ?6 [ % ‘\ \él, § | W7
b G P~ » 4g's
w73 RS UOD- [ ol 7 N 209
e 1. B gro_o.- $20.00 5
ey g D 5.0 i J
[¥) Tetat Currancy: 2251 L0 $100.00 ) X o
.'ummlh '}l;{d"
c_z% Qusrty Arcert
[ [N Cors: Cnandy Aerourl
LU $ > 0-0% 30.81 g
/Ry J NN 0.4n 0.3 g
025 §N | -uD () 5

U
NI 3 TS T
1) Total Cor: § |. ¢ 5035 | \ %Eﬁ:au;‘ ;','“3
) Tetsd Chockackia, of G A YL
4) Tomal Claang Asst Duz Anoast funa 150 § 2| U S22 A0

%) NMARY hoxue Loaw pdpeeat Cuak and Check
s ool §

(5 G payroat, Cash aed Chack s 226 \
[7) Totl Sendt Card$ | L §§1‘§' I~
ﬂrwmmmuuqks_‘l,z__ﬁ_s_z.qg Sl TG
(3 TOTAL AT GM HAND (Lina § + )\ ‘L}Q;g.m.
ﬂnmmmu??:x\s_mﬁ‘q’ ,

(Cash) QverShort
(Line 8 Mirus Lioe 10) _3_ |Sask) OverfEhert: §

ii) Verify and Generate Report

Step 1: Verify Cash, Credit Card and Check Collection of Payments
1. Click on Home Icon.
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Tyler Cashiering

Batch 6802 - FINANCE - TINIAN Batch total $2,803.75 10 Transactions Receipt entry Virtual tape

L3
s Effect ] B Customer Search Results
03/05/2025 4
.
b Payment type *
- Miscellaneous M
[\ Customer Name ~
Clear  Search
N E
10}

NO RESULTS

Sales tax $0.00
Transaction total $0.00

2. Click on Vertical 3 dotted icon.

Batch 6802 - FINANCE - TINIAN Batch total §2,803.75 10 Transactions

L
$ Batchno Create date Department
6802 03/05/2025 FINANCE - TINIAN Active
] Deposit reference Transactions Tota Settlement no H 0
113519 10 $2,803.75
- Tender Analysis
o Resume
& . &
Payment Analysis
D Close
Balance Drawer
Exception Analysis
Modify
Report
Virtual Tape
Rows perpage: 10 ~ 1-T0f1
Export
©2007-2025 lr Technolagies. I i 4130 an

3. Scroll down and select Balance Drawer.
4. Verify collections. Make sure what you receive matches what is shown in the system.

Batch 6802 - FINANCE - TINIAN Batch total $2,803.75 10 Transactions e

fr
Deposit amount Beginning cash
$ $2,803.75 $0.00
-]
Tender type Count System amount Variance
-
o Drawer amount () *
D Cash 5 $178.75 0.00 ($178.75)  Detail
— Draw
= ]
Check 2 $2,500.00 0.00 ($2,500.00)  Detail
9
Drawer amount ($) *
Credit Card 3 $125.00 0.00 ($125.00)  Detail
Draw
Other 0 $0.00 0.00 $0.00  Detail
Drawier amount (8) *
Account 0 $0.00 0.00 $0.00 Detail
Cancel
©2007:2025 Tyr Techmologes. Ty Depoy erson: 207141 2z
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a. Cash verification

Quantity * Amount (8) * Quantity * Amount (5) *
$50.00 0.00 0.00 $0.50 0.00 0.00
Quantity * Amount (8) * Quantity * Amount (8) *
$20.00 6 120.00 $0.25 3 0.75
Quantity * Amount (8) * Quantity * Amount (8) *
$10.00 5 50.00 $0.10 0.00 0.00
Quantity * Amount (5) - Quanity * Amount (8) *
$5.00 1 5.00 $0.05 0.00 0.00
Quantity * Amount (§) * Quantity * Amount (§) *
$2.00 0.00 0.00 $0.01 0.00 0.00
Quantity* Amount () *
$1.00 3 3.00
Currency Totals: $178.00 Coin Totals: $0.75
Totals $178.75

b. Credit Card verification

Credit Card detail X
[m] Transaction # Tender type Credit card number Amount
3 CRED CARD 6289 $20.00
6 CRED CARD 6205 §50.00
O 7 CRED CARD 8869 $55.00
Totals (0) $0.00

c. Checks verification

Check detail x
[m} Transaction # Tender type Check number Amount
(m] 2 CHECK 2216 $600.00
[m} 8 CHECK 22420 $1,900.00

Totals (0 $0.00

Step 2: After verification, print Grand Total Receipt.
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PS Batch 6802 - FINANCE - TINIAN Batch total $2,803.75 10 Transactions
Deposit amount Beginning cash
$ $2,803.75 $0.00
o
Tender type Count System amount Variance
-
o Drawer amount () *
& Cash 5 $178.75 17875 $0.00  Detail
- Drawer amount (§) *
] .
Check 2 $2,500.00 2500.00 $0.00  Detail
9
Drawer amount () *
Credit Card 3 $125.00 125.00 $0.00  Detail
Drawer amount ($) *
Other 0 $0.00 0.00 $0.00  Detail
E Drawer amount ($) *
Account 0 $0.00 0.00 $0.00 Detail

8 2007:2025 Tyler Technol Tyer Deploy Versk A1.3 (Bud Version: 2021 41.7)

Step 3: After printing, save batch.

# Filtars Cabrera, Isidro 03/05/2025 6802 betrry a
ota eposit eference o epartment
$ Vier(s) opplied  RasetAl | Ssarch $2,803.75 113519 FINANCE - TINIAN
.
L] Status Clear  ~
i
= Open M
a Department Clear v Payment Analysis
0 Deposit reference Clear
Cashiers Clear v
-
Special conditions. Clear
Exception Analysis
Rowspecpage 5 v
+

@200 o i )

Step 4: After saving batch, click on Ready to Deposit

Tyler Cashiering

Batch 6802 - FINANCE - TINIAN Batch total $2,803.75 10 Transactions Receipt entry Virtual tape

R Begiving cash
$2,803.75 $0.00
L
_ ende -
i T
o Cash 5 $17875 178.75 $0.00  Detail
& Drawer amount (5)*
Check 2 $2,500.00 2500.00 $0.00 Detail
D

Drawer amount (5) *

Credit Card 3 $125.00 125.00 $0.00 Detail

Other o $0.00 0.00 $0.00 Detail

Drawer amoun

Account 0 $0.00 0.00 $0.00  Detail

cancel Print totals Save Ready to deposit
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Step 5: Click Finalize to print Report.

The settlement process has been successfully finished.
Settlement number: 6789

Settlement date: 03/05/2025

Finalizing the settlement will perform the following actions:
Generate Batch and Settlement reports

Communicate with external systems regarding batches

Step 6: Review and then print Summary Report

e Satn o 32028 Frvr— [—r——
Destination & HewlettPackard HP Cal =
Batch Report Pages Al - |
Betch Number: 8802 BalchDste: U8/2028 !
Capies 1 i
Transaction Details
[ TET—— Color Color O
TN FUEL SERVEES, BC.
EVAN RO NG
GIEROUE CHRISTIAN B, EB0RA More settings v

ESTEBAN . OR LEAVAAB_80RI
LYNETHT. TORREGOSA
GERMANE S8 BORA
TN FUEL SERVICES B
GERMAE 5K B0RA

LUCKRY 018G COR5.

o s oy caves o pasras

Batch Report
[ [Eep—— Pevr— Prosesseg Duts V028

Details.

Cancel

Step 7: Log out from your Munis account.

Tyler Cashiering

rs Filters

s 1 filter(s) applied Reset All [E|
L Status Clear A ‘ender Analysis
-

Open -

Department Clear

1 ]

©

Deposit reference Clear v

7
T o

Cashiers Clear

Special conditions Clear

Rows per page: 5 - Oof  Exception Analysis
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iii) Settlement Report

Settlement 7354
Commonwealth of the Northern Mariana Islands (CI
User: m.tomokane@dof.gov.mp Drawer Total: $720.00
Processing Date: 5/30/2025 System Total: $720.00
Included Batches: 7370 Beginning of day cash balance: $0.00
External Batches: rb.hocog-11218 Variance: $0.00
Deposit Information
Bank Name Deposit Account Deposit Reference Tender Type Count Amount
BANK OF GUAM GENERAL FUND CHECKING 115839 Cash 17 $720.00
Total 17 $720.00
Grand Total: 17 $720.00
Settlement 7354

Commonwealth of the Northern Mariana Islands (CNMI)

Settlement Details

Tender Classification Drawer Amount System Amount Beginning Cash Variance
Cash 6 $720.00 $720.00 $0.00 $0.00
Totals 6 $720.00 $720.00 $0.00 $0.00

Settlement 7354
Commonwealth of the Northern Mariana Islands
Cash Details

Notes Coins
Type Quantity Amount Type Quantity Amount
Hundreds 1 $100.00 Dollars 0 $0.00
Fifties 2 $100.00 Half-Dollars 0 $0.00
Twenties 20 $400.00 Quarters 0 $0.00
Tens 9 $90.00 Dimes 0 $0.00
Fives 5 $25.00 Nickels 0 $0.00
Twos 0 $0.00 Pennies 0 $0.00

Ones 5 $5.00

Note Total $720.00 Coin Total $0.00

Starting Balance: 0.00
Cash Activity: 720.00
Cash Transfers: 0.00
Ending Cash: 720.00

Hocog, Rhea Reviewer
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iv) Batch Report
Batch Report
Batch Number: 7370 Batch Date: 5/30/2025

Transaction Details

Status: Closed

Processing Date: 5/30/2025

Trans # Paid By User # of Payments Amount
1 L& T GROUP OF COMPANIES Hocog, Rhea 1 150.00
2 PAEDA'S LOCAL PRODUCTS Hocog, Rhea 1 10.00
3 DLC ENTERPRISES Hocog, Rhea 1 10.00
4 TJENTERPRISES, INC. Hocog, Rhea 1 10.00
5 CABRERA, NICOLAS MARATITA Hocog, Rhea 1 25.00
6 CABRERA, NICOLAS M. Hocog, Rhea 3 90.00
7 YAMADA, UMEKO Hocog, Rhea 1 60.00
8 ROSARIO, ANTONELLI M. Hocog, Rhea 1 50.00
9 CABRERA, DAISY MARIE Hocog, Rhea 1 50.00
10 MASGA, JOVAENA BORJA Hocog, Rhea 1 25.00
11 CALVO, JESUSAB. Hocog, Rhea 1 5.00
12 BARCINAS, LUZVIMINDA B. Hocog, Rhea 1 25.00
13 LEE, SEUNGUWOO Hocog, Rhea 1 60.00
14 ATALIG, FRANCISCO M. Hocog, Rhea 1 25.00
15 ROSITA HOCOG Hocog, Rhea 1 50.00
16 MANGLONA, FREDERICK A. JR. Hocog, Rhea 1 25.00
17 MANGLONA, FREDERICK A JR. Hocog, Rhea 1 50.00
Total: 19 720.00
Batch Report
Batch Number: 7370 Batch Date: 5/30/2025 Status: Closed Processing Date: 5/30/2025
Payment Details
Payment ID Year ltsm Eff Date Customer Payment Type Amount
Y Description External Reference Y yp
0001-392143 2025 FB006 5/30/2025 Miscellaneous 150.00
FIRE SAFETY (R) (FB006) FB006/rb.hocog-11218/2025-02-411384-411384
0002-392147 2025 CE005 5/30/2025 Miscellaneous 10.00
CST - PHYTO SANITARY CEO005/rb.hocog-11218/2025-02-411389-411389
CERTIFICATE (CE005)
0003-392148 2025 CE005 5/30/2025 Miscellaneous 10.00
CST - PHYTO SANITARY CE005/rb.hocog-11218/2025-02-411390-411390
CERTIFICATE (CE005)
0004-392149 2025 CE005 5/30/2025 Miscellaneous 10.00
CST - PHYTO SANITARY CEO005/rb.hocog-11218/2025-02-411392-411392
CERTIFICATE (CE005)
0005-392153 2025 CA079 5/30/2025 Miscellaneous 25.00
CRIMINAL RECORD CLEARANCE CA079/rb.hocog-11218/2025-02-411399-411399
(CA079)
0006-392155 2025 BA030 5/30/2025 Miscellaneous 50.00
FIRE ARMS WEAPONS ID- BA030/rb.hocog-11218/2025-02-411401-411401
RENEWAL (BA030)
0006-392156 2025 BA029 5/30/2025 Miscellaneous 20.00
FIRE ARMS SAFETY CLASS BA029/rb.hocog-11218/2025-02-411402-411402
(BA029)
0006-392157 2025 BA026 5/30/2025 Miscellaneous 20.00
FINGER PRINT (BA026) BA026/rb.hocog-11218/2025-02-411403-411403
0007-392200 2025 BA037 5/30/2025 Miscellaneous 60.00
P/UP, TRUCK, BUS under 2,999 BAO037/rb.hocog-11218/2025-02-411464-411464
(RANAT\
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Batch Report

Batch Number: 7370 Batch Date: 5/30/2025 Status: Closed Processing Date: 5/30/2025
Tender Details

Tender ID Tender Type Reference Payer Deposit Reference Deposit Account Amount
0001-358951  CASH L & T GROUP OF COMPANIES 115839 GENERAL FUND CHECKING 150.00
0002-358955 CASH PAEDA'S LOCAL PRODUCTS 115839 GENERAL FUND CHECKING 10.00
0003-358956 CASH DLC ENTERPRISES 115839 GENERAL FUND CHECKING 10.00
0004-358957 CASH TJ ENTERPRISES, INC. 115839 GENERAL FUND CHECKING 10.00
0005-358961 CASH CABRERA, NICOLAS MARATITA 115839 GENERAL FUND CHECKING 25.00
0006-358963 CASH CABRERA, NICOLAS M. 115839 GENERAL FUND CHECKING 90.00
0007-359003  CASH YAMADA, UMEKO 115839 GENERAL FUND CHECKING 60.00
0008-350032 CASH ROSARIO, ANTONELLI M. 115839 GENERAL FUND CHECKING 50.00
0009-359054 CASH CABRERA, DAISY MARIE 115839 GENERAL FUND CHECKING 50.00
0010-359073 CASH MASGA, JOVAENA BORJA 115839 GENERAL FUND CHECKING 25.00
0011-359090 CASH CALVO, JESUSA B. 115839 GENERAL FUND CHECKING 5.00
0012-359092 CASH BARCINAS, LUZVIMINDA B. 115839 GENERAL FUND CHECKING 25.00
0013-359111  CASH LEE, SEUNGUWOO 115839 GENERAL FUND CHECKING 60.00
0014-359136  CASH ATALIG, FRANCISCO M. 115839 GENERAL FUND CHECKING 25.00
0015-359225 CASH ROSITA HOCOG 115839 GENERAL FUND CHECKING 50.00
0016-359249  CASH MANGLOMNA, FREDERICK A. JR. 115839 GENERAL FUND CHECKING 25.00
0017-359250 MANGLONA, FREDERICK A JR. 115839 GENERAL FUND CHECKING 50.00

Total: 720.00

Batch Report

Batch Number: 7370 Batch Date: 5/30/2025 Status: Closed Processing Date: 5/30/2025

Summary by Payment Type

Payment Type # of Payments Amount

Miscellaneous 720.00

Total: 720.00

Batch Report

Batch Number: 7370 Batch Date: 5/30/2025 Status: Closed Processing Date: 5/30/2025
Summary by Tender Type

Tender Type Count Amount
Cash 720.00
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v) Credit Card Settlement Report

Summary Report

MASTERCARD
CNMI TREASURY FINANCE DE Sales 8 ¢ i
ASCENCION DR CAPITOL HL §5,430.
Returns 0 $0.00
0510925 w04 Voids o $0.00
TO: 003 Batch # 128001  Total 8
MID: 000005414292 $5,430.00
SEITLEMENT SUCCESSFUL
1 ACEEFIED
HOST ToTALS \s’ ! f“ i
00T OF BALAKCE LS
Salns 19 4,102.28 $1,517.25
Retarn rosn Returns 0 $0.00
Voids 0 $0.00
DETAIL REPORT Total 10
$1,517.25
Credit/Debit/EBT
[ Tt TOTALS
moar o RENRMD e o GRAND 1
B CLRK CoHBACK " ales
H INVE1ROF ToTL $6,947.25
Returns 0 $0.00
"""""" 5048 000310  Voids 0 $0.00
CSALE VI $0.30 $11.25  Grand Total 18
00001 0  §0.00  $0.00 $6,047.25
T $11.25

END OF REPORT
........... 8681 11759P |
CSALE MC  $0.00 $135.00
00002 0 $0.00 $0.00
T §135.00

............ 8022 039286
CSALE VI $0.00 $50.00
00003 © §0.00 $0.00
T $50.00

............ 6436 0722142
CSALE MC $0.00 $37.50
00004 0  $0.00  $0.00
c $37.50 i

(Printed from the merchant machine.)

Appendix A.2 Munis: Payment Entry

Appendix A.2.1 Creating a batch

1. At the Payment Entry module, click the plus button (+ Add) to create a batch. The system will
automatically assign a batch number.

Payment Entry

— "3
X ‘ Q ‘ + / ‘ O
Close Search Browse Add Updste View All Co

Payment Entry

Batch Information
Batch Number
Entry Date
Processing Date

Clerk

2. Set the Process Date, Effective Date, and G/L Date to align with the bank deposit's posted date.
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3. Next, tab to Description and insert the payment reference, e.g., “Dept of Defense—OEA VOU 4 GBI
1011124.”. Then, tab to Default Deposit and enter the bank deposit details, e.g., “05/30/2025 PAY MGT
SYSTEM HHS PAYMENT.”

4. Click Accept to proceed to the next screen (e.g. created Batch Number 11246).

'-::E-. Payment Entry

xo\m+/’i‘0000009

Cloze Search Browse Add Update Delete Wiew All Content Find Resume Batch View-Rev Output-Rel Deposit Rpt Settlement Update

Deposit

Payment Entry

Batch Information

Batch Number 11246

Entry Date 06/03/2025

Processing Date = 05/30/2025

Clerk r.oabauta

Effective Date 05/30/2025

GL Effective Date | 05/30/2025

GL Year/Period 2025 8 MAY

Description DEPT OF DEFENSE-OEA VOU 4 GBI 1011124
Department 1707

Life Cycle Step 10 - In Proof/Initial -

Deposits

Default Deposit| 05/30/2025 PAY MGT SYSTEM HHS PAYMENT Overrides
Created 06/03/2025

CNMI Treas - Federal

Amount: $85,337.25

Statement Description: PAY MGT SYSTEM HHS PAYMNT Commonwealth Bureau of
Posted Date: 5/30/2025

Type: Credit
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REQUEST FOR GRANT PAYMENT
REVENUE ALLOCATION “™IMARTLINK II - PMS PAYMENT REQUEST
GBI#1011124 FOR ACCOUNTS WITH SUB-ACCOUNTS
THE DEPT. OF HEALTH & HUMAN SERVICES PMS

—_—

GRANTOR NAME:  U.S Dept. of Defense - OEA

DATE: 5[ 1612025 LOC DRAWDOWN DATE/TIME:
VOUCHER: 4
PIN ACCT SUB-ACCT PAYMENT TOTAL AMOUNT FEDERAL CASH
NO. NO, NO. DUE DATE (YMD) REQUESTED BAL. ON HAND
E7983B1 HQ00052410017 $85,337.25
expenses 1o plan and carry
out d ppor at Joint
Region MarianayINDOPACOM.

TOTAL: 85,337.25

PREPARED BY: EdilydlS. Benjamin 05 /’0 /.?r
r4 Pmp,r% Manager, CBMA DATE

REVIEWED BY: ﬂ)/ KW 6‘7/ é /Z(

— Autharized Official, COMA DATE
> 5 b =
bk g
[ CALHG 1 L
APPROVED BY: Conge 5, Agulto 05/19/2025
b Treasurer, CNMI DATE

Appendix A.2.2 Matching GBI

1. Navigate to the ‘GB Invoice’ section.

":::'. Payment Entry [COMMONWEALTH NORTHERN MARIANA ISLANDS]

() e = i= man | J wen 5]
X ‘ “« B B F @ & @& s
Enter Customer GB Invaoice Business Bankruptcy Payment Plan SSN/FID Quick Entry Scan Bil Preferences View Batch
Receipts Licenze

Close

Payment Entry [COMMONWEALTH NORTHERN MARIANA ISLANDS] > Q

2. Enter the provided GBI number in the ‘Invoice Number’ field.

. 't o I
o-:::-. General BiIIing Invoice Search g Payment Entry: Single Bill View [COMMONWEALTH NORTHERN MARIANA ISLANDS]
L

1

& ‘ o m ‘ 2] o] ‘ ¥ B C] U o ‘ Lol s
< v 9 =: Back Search  Browse Ouput  ReadyForms Delivery Exes Werd Email Schedule Arach Map Apply original R
Definitions Payment Eil
Back Accept Cance Query -
S
Payment Entry [COMMONWEALTH NORTHERN MARIANA ISLANDS] > Payment Entry: Single Bill View [COMMONWEALTH W b ISLA
Payment Entry [COMMONWEALTH NORTHERN MARIY  giji |nformation Customer Information
Year | ‘ Year Category Number AR Code Bill Type Customer ID 1563
) 2025 || GB-FA 1011124 FA | U.S. DEPARTMENT OF DEFENSE
Period | ‘

OFFICE OF ECONOMIC ADJUSTMENT

1011124 Notes/Alerts 2231 CRYSTAL DRIVE, SUITE 520

3. Atthe next screen, key in the Amount, matching the amount shown on the bank statement. In this case,

the GBI amount should match the bank statement.
4. Tab to Receipt Comment, input the drawdown reference, and click Accept.
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ingle Bill View [COMMONWEALTH NORTHERN MARIANA ISLANDS]

GJQ‘GG

Back Accept  Cancel

PayDueNow  PayinFull

Apply Payment - 2025 Category 1 Bill Number 1011124 X

Payment
Payment Amount 85337.25

References

Receipt Memo |

Receipt Comment [ DEPT OF DEFENSE -OEA VOU 4 GBI 1011124

Totals

Total Fees & Penalty 0.00 | Total Interest

5. Under the Tender Payment screen, choose ‘Wire Transfer.’

Tender Payment

Payment Information

View Receipts (1) Total Amount $85,337.25

@ Add Another Payment ]

Current Tender

Total Tendered $85,337.25 Change Due $0.00
Amount | 85337.25
Payment Method I WIRE TRANSFER - ]
CHECK
Deposit CASH o
Tender Note
CREDIT CARD :]
BANK XFER
Additional Information
. OTHER
Paid-By Customer
Paid-By Ref US.| MANUALBANKPMT j
E-CHECK
WIRE TRANSFER
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6. Finalize the process by clicking ‘Complete Transaction.’

Tender Payment

Payment Information

View Receipts (1)

¥ Add Another Payment

Current Tender

Total Tenderea

Amount

H NORTHERN MARIANA ISLANDS]

Total Amount $85,337.25

$85,337.25 Change Due

85337.25

All Tenders for Transaction
Payment Method

WIRE TRANSFER

Payment Method

[WIRE TRANSFER

Deposit

05/30/2025 PAY MGT SYSTEM HHS PAYMENT

Tender Note

Additional Information

Paid-By Customar

Paid-By Ref

(1563) U.S. DEPARTMENT OF DEFENSE

| U.S. DEPARTMENT OF DEFENSE

[+ Add Tender ][ X Deleie Tender |

Print Options
[ output summary receipt

[ output ingiviauai receipts

Appendix A.2.3 Printing the receipt

O valicate

Have 2 options to print receipts, PDF, and Dup Receipt.

Receipt Inquiry

Tender Amount  Deposit

$85,337.25 05/30/2025 PAY MGT SYSTEM HHS

Frinter

Copies

+ Complete Transaction |

€ | | 3 & o @ B | ¥ B C] (U | 2 O 0 ©
Back Browse Owput  Print  Display | PDE save Excel  Word  Emal  Schedule snach Reverse | DupReceipt  ViewAudt  Spec. Cond

Payment Entry > Receipt Inquiry
Receipt Information Source
Vear/Bill 2025 1011124 || A View Bill Effective Date | 05/30/2025
Cat/Type 01 GBH Processing Date | 05/30/2025
Activity Payment . Receipt 412966 Entry Date/Time  06/03/2025 11:06
Amount 85337.25 Bank Code Clerk rbabauta
Batch 11246 Transaction 363657 | Department 1707 TREASURY

Source Payment Entry -
Memo U.S. DEPARTMENT OF DEFENSE

External System -
Comment DEPT OF DEFENSE -OEA VOU 4 GBI 1011124

Contract
Notes/Alerts
This receipt cannot be transferred: This receipt has not been posted.
Customer/Property Status
Customer No 1563 E] U.S. DEPARTMENT OF DEFENSE Receipt Step | 30 - Approved ~
Property Code [(m] Batchstatus | 10 - In Proof/Initial -

Reversal Status | Not Reversed hd
d
Reason
Charge Allocation Installment Allocation GL Allocation Tenders
Line| Chg Code Chg Description Interest Principal
1 FADO1 FEDERAL GRANT REVE 0.00 85,337.25
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PDF Receipt:

COMMONWEALTH NORTHERN MARIANA ISLANDS e . s
RECEIPTS

U 4 GBT 1011124

hod Check/Cari Yy Pay Date
Total Amount Applied Amount Deposit Clear Date

1 WIRE TRANSFER 1563 06/03/2025
85,337.25 85,337.25 05/30/2025 PAY MGT 5
Charge Description
1 FAOOL FEDERAL GRANT REVENU 85,337.25 0.00
Inst. Principal Paic Interest Pal
1 B85,337.25 0.00

DUP Receipt:

Miscellaneous Cash Receipt

CNMI TREASURY
Commonwealth of the Northern Mariana Islands Pagg toft
PO BOX 5234 CHRE
SAIPAN, MP 25350-5234 Receipt Number 412266
Receipt Date 080312028
Receipt Time 11:06:55
Payee: Paid 8y U.S. DEPARTMENT OF...
WIRE TRANSFER
U.S. DEPARTMENT OF DEFENSE —
OFFICE OF ECONOMIC
ADJUSTMENT

2231 CRYSTAL DRIVE, SUITE 520
ARLINGTON, VA 22202

Glerk: Remedio L Babauta

DESCRIPTION COMMENT AMOUNT
Allocation of project expenses for period 10/01/24 to 05/16/25 for funding source.. DEPT OF DEFENSE -OEA VOU 4 GBI 1011124 585337.25
PAYMENT METHOD QUANTITY REFERENCE AMOUNT
WIRE TRANSFER 1 $85,337.25

U.S. DEPARTMENT OF DEFENSE

Amount Tendered $85,337.25
Amount Applied $85,337.25
Change 50.00

1. Return to the Batch Information screen.

2. Select ‘View-Rev’ from the top menu.

3. Open the receipt by double-clicking or clicking Accept.

4. Under the Receipt Information screen, choose ‘Dup Receipt.’

Receipt Inquiry

¢ |m|3 & o @ @ 19@‘"@

Output Print Display PDF Save Excel Word Email Schedule Attach

= @ o e

Back Reverse  |DupRecsiptl  ViewAudt  Spec. Cond.

Re-print the current Receiy
Sayment Entry > Receipt Inquiry

Browse

5. Set the ‘Receipt Type’ to ‘1-INDIV ONLY’ and press Enter or click Accept.
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6. Adjust the Output Type to ‘ReadyForms.’
7. Set the Delivery Definition to ‘TREASURY-PDF ONLY.’
8. Click OK to complete the process.

Output X

Output type

O Munis printer

O Save

Receipt (Demo
O eoF p( )

Delivery Definition [ - ] [ l

(O nvisplay TREASURY - PDF ONLY

@ ReadyForms
O Export ReadyForms data file Comment: Generates ReadyForms documents and optionally

displays a PDF preview.

Output style

Appendix A.2.4 Settlement Report

1. From the Batch Information screen, click ‘Settlement’ on the top menu.

s~ Payment Entry

X Qa m | + 7 ‘ (c] © 0 ©

Close Search Browse Add Update Content Find Rezume Batch View-Rev Output-Rel Deposit Rpt Settlement Update

Deposits

Payment Entry

Batch Information

Batch Number 11246
Entry Date 06/03/2025

Processing Date | 05/30/2025

Clerk r.babauta

Effective Date 05/30/2025

2. Select ‘Add’ and enter the amount in the ‘Drawer Amount’ field.

“.s% Settlement Information

G‘Q‘+ /’ ié‘EEGEB‘G

Output Print Display POF Save

Add & new data record (Ctri+]) §
Payment Entry Seftleme —ion
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*Z> Settlement Information

€« v 0 Q

Accept  Cancal Sencch

Payment Entry > Settlement information > /

Settlement Information Settlement Totals
Settled By  rbabauta Count Remitted Amount Drawer Amount Total Difference
Settled Date  06/03/2025 11:43:02 Totals 1 85337.25 85337.25 0.00
Status Initial v
Total Change Due 0 0.00
Cash Total 0.00
Check Total o 0.00

Settlement Overview

Count Batch Amount Drawer Amount Difference Comment
BANK XFER 0 oo [ o000 0.00 ]
CASH 0 0.00 | 0.00 0.00 |
CHECK 0 0.00 0.00 0.00 |
CREDIT CARD 0 o0 [ 000 0.00 J
E-CHECK 0 oo [ ooo] 000 [ ]
MANUAL BANK PMT 0 oo [ o00] 0.00 ]
MULTIPLE 0 0.00 0.00 0.00 |
OTHER [} 0.00 | | 0.00 0.00 | | ]
WIRE TRANSFER 1 85,337.25 0.00 J

3. Press Enter or click Accept.
4. Click ‘Finalize’ on the top menu.
5. Confirm the print request for the Settlement Detail Report.

(7) Print Options

Would you like to print the Settiement Detail reports?

-

6. Choose ‘PDF’ as the Output Type, then press Enter or click OK.

= Settlement Information

Output

Output type

© Munis printer
@ swe

QO roF

QO npisplay

savein Munis spool directory
Fiensme  [arbiling11246 |
Saveastype | PDF (.pdf)

Comment: Saves to a file retrievable from the Saved Reports program.

You may accept the default or enter your own file name.

Report title

SETTLEMENT REPORT 11246 ]
J

Output style Output options
(@ Presentation Enable nyperiinks if present  Copies 1

O ranten

o) T

7. Return to the Batch Information screen and click ‘Output-Rel’.
8. Click Accept.

9. Set the Output Type to ‘PDF’ and click OK.

10. When prompted, click Yes to confirm the batch status change.
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COMMONWEALTH NORTHERN MARIANA ISLANDS 3 = LT

SETTLEMENT REPORT

Remedio L. Babauta REVIEWER

COMMONWEALTH NORTHERN MARIAMNA ISLANDS

EFT DETAIL REPORT

I.5. DEPARTMENT OF D

COMMONWEALTH NORTHERN MARIANA ISLANDS
SETTLEMENT REPORT

a tyler erp solution

SYSTEM AMOUNT

) 06/03/25
v -
%W} 06/03/2025 L @M}‘w‘y’i’_
L. T

'Remedio

meport generated: 06/03/2025 11:51
pare g oy iy Fage 1

Frogram ID: arbiling
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Appendix A.2.5 Closing the Batch

1. Now that the batch is settled, the Payment Entry status will be set to Proof/Initial.

L
*,s%= Payment Entry
-

—
x ‘ Q ‘ + 7/ (R (V] (0] (D) (s ] o
Close Search Browse Add Update Resume Baich View-Rev Qutput-Rel Deposit Rpt Settlement Update
Deposite
Payment Entry
Batch Information
Batch Number 11246
Entry Date 06/03/2025
Processing Date | 05/30/2025
Clerk r.babauta
Effective Date 05/30/2025
GL Effective Date  05/30/2025
GL Year/Period 2025 8 MAY
Description DEPT OF DEFENSE-OEA VOU 4 GBI 1011124
Department 1707
Life Cycle Step 10 - In Proof/Initial
Deposits
Default Deposit | 05/30/2025 PAY MGT SYSTEM Overrides

Created 06/03/2025

Batch Totals
Number of ltems 1

Total Amount 85,337.25

2. Click the Output/Rel button to close the batch

3. At the Change Batch Status prompt, click Yes to close the batch.

. On the next screen, click Accept.

QOutput Options

Report Options

Include payment method information for each Receipt
Include payment details for each Receipt

Include GL allocation details for Miscellaneous Receipts

Include property details for each Receipt

[ Accept [ cancel |

@ Change Batch Status

Would you like to release this Batch?

Would you like to release this Batch?

4. The batch has been successfully released to the Payments Journal for posting.
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— >
x Qi + 7 ‘ (V] [ C] o O (0] (D) (s ]
Close Search  Browse Add Update View Al  ComtentFind  ResumeBatch  View-Rev  Output-Rel DepositRpt  Settlement Update
Deposits
Payment Entry
Batch Information
Batch Number 11246
Entry Date 06/03/2025
Processing Date | 05/30/2025
Clerk r.babauta
Effective Date 05/30/2025
GL Effective Date  05/30/2025
GL Year/Period 2025 8 MAaY
Description DEPT OF DEFENSE-OEA VOU 4 GBI 1011124
Department 1707
Life Cycle Step 30 - Approved =
Deposits
Default Deposit| 05/30/2025 PAY MGT SYSTEM HHS PAYMENT Overrides
Created 06/03/2025
Batch Totals
Number of ltems 1
Total Amount 85,337.25
Batch Options
Receipt Option NO RECEIPTS hd

Autce
Bank Code

Bank Account

Print a report on the current Batch with the option to release it.

16of118 1< < > >l The Batch has successfully been released.

Appendix A.2.6 Journal Posting

1. Open the Payments Journal module.
2. Enter the corresponding payment entry batch number under the General Batch field.

Payments Journal [COMMONWEALTH NORTHERN MARIANA ISLANDS]

x VAN ] 1

Close Accapt Cance Query

Payments Journal [COMMONWEALTH NORTHERN MARIANA ISLANDS] = Q,
Cash Accounts

General Batches Deposits

Batch Find Options

Clerk

Batch Department | |
Entry date | ) | Deposit |—|
Processing date | =B Status [+
Effective date ( o)

|

3. Click on Batch. On the next screen, Payment Entry batch will be displayed in the list below.
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ot Payments Journal [COMMONWEALTH NORTHERN MARIANA ISLANDS]

g e 2Bl B0

Update i Display PoF Output/Pos

Payments Journal [COMMONWEALTH NORTHERN MARIANA ISLANDS]

General Batches Deposits Cash Accounts
Total | Type Status Locked by | Deposit Department | GL Year | GL Period | GLEffDate | Receipt Source

x Balch | Eniry date Processing date Effective date | Clerk Receipts
1 85,337.25 Payment Released 05/30/2025 PAY MGT SYSTEM HHS PAYMENT 1707 2025 8 05/30/2025 Payment Entry

11246 06/03/2025 05/30/2025 05/30/2025 rbabauta

4. Click on Deposit to verify the deposit details.

AR

FOF Save Output/Post

Updste Print Display

Payments Journal [COMMONWEALTH NORTHERN MARIANA ISLANDS]

General Batches Deposits Cash Accounts

Current Deposit New Deposit

Deposit Tender Type
WIRE TRANSFER 05/30/2025 PAY MGT SYSTEM HHS PAYMENT 05/30/2025 PAY MGT SYSTEM HHS PAYMENT

5. Update the Cash Account to reflect the bank deposit.

Payments Journal [COMMONWEALTH NORTHERN MARIANA ISLANDS]

o

Output/Post

Q

Search

X

Cloze

& © & 0o

Print Display FDF Save

Payments Journal [COMMONWEALTH NORTHERN MARIANA ISLANDS]

General Batches Deposits Cash Accounts

Curr Cash Org Obj Praoj Current Account Descr

Deposit Tender Type
10000 CASH - CHECKING - 5301

WIRE TRANSFER 9999
In this case, the cash account is incorrect and needs to be updated. Click the Update button to

a.
make the correction, as the funds were received in account 6041—Federal Checking. Then, click

Accept.

Payments Journal [COMMONWEALTH NORTHERN MARIANA ISLANDS]

Q

Search

x‘\/o

Cloze Accept Cance

Payments Journal [COMMONWEALTH NORTHERN MARIANA ISLANDS] > #

General Batches Deposits Cash Accounts

Deposit Tender Type Curr Cash Org  Obj Proj Current Account Descr New CashOrg  Obj Proj  New Account Descr

CASH - CHECKING - 5301 [ 9999 . | [10040 .- | | .| BOG A# 6041 FEDERAL CHECKING -

WIRE TRANSFER 9999 10000

b. The cash account is now updated to the correct account.
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| alz|seealo

Print Display PDF Save

QOutput/Post

Payments Journal [COMMONWEALTH NORTHERN MARIAMNA ISLANDS]

General Batches Deposits Cash Accounts
Deposit Tender Type Curr Cash Org  Obj Proj Current Account Descr New Cash Org  Obj Proj New Account Descr
WIRE TRANSFER 2909 10040 BOG A# 6041 FEDERAL CHECKING -

6. Click on Output/Post to begin posting the batch.
7. Atthe Output Options screen, check Override Posting Periods. The date entered should match the bank
date when the funds were received. Key in the actual date and click Accept.

*$% Output Options

& v O
Back Accept Cance!
Payments Journal [COMMONWEALTH NORTHERN MARIANA ISLANDS] = Output Options =

Report Output Options

(®) vear/nin
o Name
O Receipt

o Batch/receipt

Print receipt detail report

G/L Posting Options

Override posting periods
[ 2025] [ ]
8. At the Output screen, tab to Save, then tab to Filename. In this column, key in the bank date and
drawdown detail.
9. Next, tab to Save As Type and select PDF from the dropdown.
10. Then, tab to Report Title and enter the batch number along with the drawdown detail (see sample

below). Finally, click the OK button.
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Output x

Output type
(O Munis printer

@® save

Save in Munis spool directory -
File name 053025D0DOEAVOU |
sweastype | PDF (.pdf) -

Comment: Saves 10 a fike relrievable from the Saved Reports program

You may aceept the default or enter your own file name.

Report title
| PAYMENTS JOURNAL REPORT 11246 DEPT OF DEFENSE -0EA

VOU 4 GBI[1011124 ]

Output style Output options
(@) Presentation B0 Enadie nyperiinks if present  Copies 1
© PisinTen

11. At the next screen, you will see the Post Journal. Do not select it yet—first, verify the report.

(7) Post Journal

Would you like to post this journal?

12. At the top right, click your initials, then select My Reports. Under Saved Reports, click the Date button.
Select the date, then double-click the report titled Payments Journal.

o

*is» Saved Reports [COMMONWEALTH NORTHERN MARIANA ISLANDS]

é‘«@

Back Accept Cancel

Payments Journal [COMMONWEALTH NORTHERN MARIANA ISLANDS] = Saved Reports [COMMONWEALTH NORTHERN MARIANA ISLANDS] = Q@

Mode

- FIND MODE —~

You are in 'FIND' mode. Please enter some criteria to search for saved files

User ID Report File Name Report Title Date Time Pages

I I 5] | I

< June 2025 >

Sum  Mon Tue Wed Thu Fri Sat

12@4557

8 9 10 11 12z 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28

29 30

13. At the batch summary on the first page, you will find the total amount. Scroll down to the last page of
the report. In the fund summary, the amount in the cash account should match the batch summary
amount.
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PAYMENTS JOURNAL REPORT 11246 DEPT OF DEFENSE -0EA
VOU 4 GBI 1011124

Year Parlod Recalpts ayment Adjustment; Refunda
N2 a i L.

und Summary

Paried  Journal Eff Date
2025 -] rakii Ce302025
Fund  Fund Dwacription Account Account Description Dbt Ccredit
4000 FEDERAL FUND 4000-1 2000- ACCOUNTS RECENABLE B85,33T25
40040 FEDERAL FUND: 400019959 DUE TO/DUE FROM TREASURY 8533725
4000 FEDERAL FUND! 4000-26000- DEFERRED REVENUE 8533725
40040 FEDERAL FUND: 4000-35700- REVENUES 85,33725
Fund Totals 170,674.50 170,674.50
298 TREASURY FUND 9359-10040- BOG A% 8041 FEDERAL CHECKING - 8533725
298 TREASURY FUND 5309-28400- DUE T FECERAL FUND 85,33725
Fund Totals 8533725 B5.33725
yua To/Due From Summary
und  Fund Deacription DIUE TO
4000 FEDERAL FUND B5.337.25 0T
Gagg TREASURY FUND 0.00 B5.337.25
Totalz B5.33T25 B5.33725

14. If the Payments Journal Report is balanced, select Yes to post the journal.

+ Payments Journal [COMMONWEALTH NORTHERN MARIANA ISLANDS]
E

(7) Post Journal

Would you like to post this journal?

e “

Wouid you like to post this journal?
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Appendix A.3 RMIS (New Tax System)
Appendix A.3.1 Accepting Payments

o get future Google Chrome updates, you'll need Windows 10 or later. This computer is using Windows 7. Learn more X

Shift: 5 hours 38 minutes Hi, Dimeashia Dela Cruz () »

Start Time: 10:21 AM

b Indvidual Profile
Accept Payment Transaction Date: 3 Mar 05, 2025

@ Business Profile

W Filing Payment for: @ Regular Transactions ~ Payment Plan Transactions
[ Cashier Regular Transactions
i Payment
; Payabl
i Menagement SSN/TIN/FEIN  Taxpayer name Form Name Period Amended Reference (Optional  Additional Data A:ai
ount

| Transaction
' Select a date - [ Add Form [+
B Mail Center

Regular Transaction Amount 000
lo Identity Resolution
§ DataTable Payment Plan Transaction Amount 000
8 P& Caleulator Total Amount 0.00
T Upload
L, Download
B Changelag

Select a payment method : * Cash | Checks  Cards | DirectDeposit  Money Orders
&
Remaining Characters: 500

WMIS [PROD] TR ChangeDue $0.00  CumentBalance: $0.00 m

To process a payment in the RMIS, the following steps must be performed by the cashier:
Log into the RMIS.

Navigate to the “Cashier” tab.

Select “Payment” and initiate your shift by pressing “Start Shift.”

Enter the taxpayer number; the taxpayer’s name will automatically populate.
Select the applicable form provided by the customer.

Choose the date the customer is filing for.

Click “Add Form.”

Enter the information as shown on the customer’s form.

0 0 NV R WN

Carefully verify that the data on your screen matches the customer’s physical form.

[E
o

. Toggle “Yes” for the signature field.

[EEN
=

. Click “Complete” located at the bottom right of the screen.

[EEN
N

. Press “Save” to return to the initial payment screen.

[EEN
w

. Input the payment amount under the “Amount” field.

[ERY
S

. Choose the appropriate payment method.
. Click “Done” to finalize the transaction.

[E
ul

16. A receipt will be generated and displayed.
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17. Write the DLN (Document Locator Number) in the “DRT Use Only” section of the customer’s form.
18. Print the receipt and provide a copy of the completed form to the customer.

Appendix A.3.2 Reports and Verification

i) Verify collections in the system vs Daily Collection Report

Lipooara '« ront e Allgnment e Numper o Lens camng
D30 - (2 f= | =sUM(D25:D28)
Shift #1216 A B = D 3
1 Date: 3/5/2025
Starting Time 10:21 AM
2 |Location: TINIAN Batch#
End Shift 04:01 PM
3 |Cashier DIMEASHIA A. DELA CRUZ
Total Transactions 3 4 Print Namefsignature
5 |Verified By: ADMANITA LIZAMA
Cash Payments 0 6 Print Name Signature
Check Payments 2 7 |Deposit Ticket Number: 113520
8
Card Payments 1 9
10
Maoney Order Payments 0 11 Currency Quantity Amount
12 1.00 0 -
Direct Deposited Payments 1] 13 5.00 o _
14 10.00 0 -
Total Amount 5$1,335.72 15 20.00 0 ~
16 50.00 [ -
Cash 50.00 17 100.00 0 N
Check $1.306.99 18 (1) Total Currency 5 -
19 Currency Amount
Card $28.73 & 001 0 5 -
21 0.05 0 s -
Money Order £0.00 22 0.10 0 ] _
23 0.25 0 S -
Direct Deposit 50,00 2 (2) Total Coins $ -
25 (3) Total Cash s -
26 (4) Total Checks/No. of Ck(s) 2 =] 1,306.99
ml 27 (5) (Lines 3+4) Total Deposits Amount 5 -
28 (5)  Total Credit Card 1 s 28.73
9
30 (6) (Lines 5+6) Total Actual Collections $ 1,335.72
31 {7) Receipt Total Amount from Cashier
32 Deposit Reconciliation Summary Report s 1,306.99
33 UAAA 1imAa & AT~ 7V Irackhl Musnr iChaes

ii) Deposit and Generating Report

1. Go to Cashier Management tab.
2. Select batch (Shift ID) to be deposited.
3. Click Deposit.
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To get future Google Chrome updates, you'll need Windows 10 or later. This computer is using Windows 7. sammore X

I RMIS Dimeashia Dela Cruz

& Individual Profile

Cashier Management Download Deposit Report
B8 Business Profile
™ Filing . ) i
Search by Ca d shift ID x © Shift Date .
Cashier
Payment Cashier v Audted v  Deposted v  ClearFiters DEPOSIT APPROVE
Management
Transaction 1212 Resuls Found 2| (m >
W= Mad Cenber: @ shiriD: Cashisr Shift Date  Start End i Trammction’d Total Cash + Check & Cards:  MoneyOrder: Dire
‘o Identity Resolution )
1216 Dimeashia Dela Cruz ~ Mar 05, 20... i‘:‘fl g‘:;l” 5 hours 41 minutes 3 $1335.72 $0.00 $130699 $2873 5000 Deposit
@ DataTable
@ P&l Cakulator 214 Eileen Sansi Mar05,20.. B34 036 ghous 22 minutes ) $9332044 $6632 59162185 $1641.27 5000 Deposit
T Upload i 0734 03:43 > <
213 Carmen Tagabuel Mar05,20.. g1 -~ & hours 9 minutes 2 $225405.49 §539 $225400.10 50.00 50.00 [ Report JELETER
4 Download
B Changelog 1 Dimeashia Dela Cruz ~ Mar04,20.. 1027 i 5 hours 25 minutes 2 $12222 $0.00 §12222 50,00 5000 | Deposited
21 Lelanie Manglona ~ Mar04,20.. S0 0200 4oy g minutes 5 $3.241.96 s14245 309951 5000 5000 [ Report | ]
o . 0840 0233 N . e
femon Lee Manglo...  Mar04, 20 o07 o 5 hours 52 minutes 1 $14815 5000 s14815 5000 000 [ Deposited |
1208 Bernard Kieleman  Mar04,20.. 28 D63 ghours 55 minutes 88 $105,754.16 561863 $69.80225 §3533328 5000 [ Report | ]
1207 Carmen Tagabuel Mar04, 20.. 126 e & hours 56 minutes 2 $506:075 580198 53651595 $13,20282 5000 | Deposited |
1206 Dimesshia Dela Cruz ~ Mar03,20..  aoa®  S90% 7 hours 45 minutes 7 547293 534218 513075 5000 5000 | Deposited |
1205 Bernard Kileleman  Mar03,20.. 2t DL ghou 52 minutes 54 $48.93291 107497 52828334 $19,574.60 5000  Deposited
10PerPage B:: 52>
3 get future Google Chrome updates, you'll need Windows 10 or later. This computer 1s using Windows 7. Leam mg
g g pdates, y p ;]
I RM Depositad successully!

b Individual Profile
Cashier Management Download Deposit Re}
¥ Business Profile
 Filing .
Q Search by Cashier Name and shift [D... x ) shift Date
1 Cashier -
Payment Cashier v  Audited v  Deposited v  ClearFilters DEPOSIT APPRO
Management
Transaction 1212 Results Found | m
o Mail Center v @ shiftlDs Cashier Shift Date:  Start End Duration Transaction 4 Total Cash = Check ¢ Cards:  Money Order  Dire:
& Identity Resolution ~ ; )
@ 1216 Dimeashia Dela Cruz~ Mar 05, 20... ;"’“21 %“3 S hours 41 minutes 3 §133572 $0.00 $1,306.99 $2873 £0.00 @ -
§ Data Table -
1 P&l Caleulator 1214 Eileen Sansi Mar0s, 20, Gra b 8 hours 22 minutes 49 49332044 6632 $9162185 $1641.27 $0.00 [ Report JRGERET
P Uplosd 0734 0343
1213 Carmen Tagabuel Mar05,20.. i o 8 hours 9 minutes 32 $225405.49 $5.39 $22540010 $0.00 $0.00 [ Report JRGERET
L Download
D Changelog 1212 Dimeashia Dela Gz~ Mar 04, 20.. 1037 e S hours 25 minutes 2 $122.22 50,00 $12222 5000 5000 [ Report |00 1]
111 Lelanie Manglona Mar04,20. 300t 2z 4 hours & minutes 5 §3241.96 §14245 9309951 $0.00 $0.00 [ Repore |- ]
1209 Veron LeeManglo...  Mar®4, 20 ooi0 o 5 hours 52 minutes 1 $148.15 5000 $14815 5000 $000 [ Report [ ]
§ o728 0423
1208 Bermard Kilgleman Mar04,20.. 0 o 8 hours 55 minutes 88 $105,754.16 $618.63 $69,802.25 43533328 5000 [ Report [ ]
1207 Carmen Tagabuel Mar0d, 20, 9020 s 8 hours 56 minutes 2 450,61075 $891.98 $36,515.95 1320282 $0.00 [ Report |0 1]
B 0818 0404
1208 Dimeashia Dela Cruz ~ Mar03,20.. 551 b 7 hours 45 mrinutes 7 547293 s:218 512075 50.00 50.00
. 07:38 0431
1205 Bernard Kileleman Mar03, 20, §7 o 8 hours 52 minutes 54 $4803201 $1,074.97 $2828334 $19,574.60 £0.00 [ Report [ ]

10 Per Page ~ 2 3 4 5 e 122

5. Click Download.
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To get future Google Chrome updates, you'll need Windows 10 or later, This computer is using Windows 7. leammore X

/i  Download Deposit Report
Are you sure you want to download this depaosit

report?

a. Sample Deposit Report

Dimeashia Dela Cruz CNMI Tax System - Contains FTI 3/5/25 16:07:34 Page 1
Receipt Detail

Location : 0201 Revenue & Taxation
Batch No : BB6524

Date ¢ 3/5/25 through 3/5/25

Range : 000033990 through 000034000

Receipt # Received From TIN Tran Amount Tran Date Tran Time Received By

000033999 NEAL B. EISGROU 993004638 194.80 3/05/2025 10:58:40 Dimeashia Dela
Cruz

Payment to Account(s) Cash Received Check Amt/Bank Credit Card Amt Direct Deposit Amt Money Order Amt

Bar Tax 1001 41310 194.80 0 194.80 0 [] ]

05_3300 2025 2

NEAL B. EISGROU

000034000  MEAL B. EISGROU 993004638 1,112.19 3/05/2025 11:01:43 Dimeashia Dela
Cruz

Payment to Account(s) Cash Received Check Amt/Bank Credit Card Amt Direct Deposit Amt Money Order Amt

Earnings Tax 1001 40210  1,112.19 ] 1,112.19 ] ] a

500_WH 2025 1

NEAL B. EISGROU

000033990 P.D. HEMLANI FOUNDATION, LTD. 993016509 28.73 3/05/2025 10:25:32 Dimeashia Dela
Cruz

Payment to Account(s) Cash Received Check Amt/Bank Credit Card Amt Direct Deposit Amt Money Order Amt

Business Gross Revenue Tax 1001 40110 28.73 o 0 28.73 0 o

05_3105 2025 2

P.D. HEMLANI FOUNDATION, LTD.

Total: 1,335.72 o 1,306.99 28.73 0 0

** END OF REPORT **
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Appendix A.4 AS400 (Legacy Tax System) linked to JDE

Appendix A.4.1 Accessing and Processing Payments

1. Loginto JDE (legacy) app.

2. Enter 88 then 7 & change printer to “tinprt01” enter then & F3. If you are having trouble printing
receipt from tinscrprtl, enter 88 then 5 (work with writers), go page down to tinscrprtl and enter 7 to
display messages enter “g” and hit enter. Receipt for customer will print.

3. To open a batch hit 1 then 11 “enter payments” then F9 “open new batch”.

System S101998M

Select one of the following:

Maintenance

ork with ches
9. Change Cashier Printer and Location

3=Major menu FB=Messages F12=Prev. menu Fl4=Submitted jobs F24=More
CHMI Tax System 6.0 - Contains FTI

Appendix A.4.2 Pre-closing and Printing Batch Reports
1. To pre-close batch, enter 1 then 4 (work with batches) enter.

2. Go down to batch hit 12 (pre-close) enter.
3. Then go back down to batch hit 7 (print batch reports).

CNMI Tax System - Cash Receipts (Rev&Tax)

ax System E Contains FT
Work with stion Batch _
ALl s not Uploaded E of the follo

Maintenance

I k wit

9. Change Cashier Pr.

Report

3=Major menu FB=Messages F12=Prev. menu Fl4=Submitted jobs F24=More
Last option was: 4 Work with Batches
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Appendix A.4.3 Closing Batches and Printing Final Report

1. To close batch, go back down to batch and enter 13 (close batch), tab will pop up - enter y (yes) to
confirm deposit date.

Then go back down to batch and enter 7 to print final report.
Hit F3 then 90 to log off.

Appendix A.5 Manual Receipts: MOCR

Appendix A.5.1 Sales Transaction Log Template

Sales Transaction Log

Tender Payment Type
MOCR Number Date Cash Amount Check Amount Credit Card

Totals:
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Appendix A.5.2 MOCR Cash Denomination Template

Department of Finance
Commonwealth Treasury Division

P.O. Box 5234 CHRB SAIPAN, MP 96850 TEL: (B70) 664-13068 FAX: (670) 664-1331

MOCR CASH DENOMINATION
Location:
Date: Deposit Control #
Cashier:
Print Name / Signature
Audited by:
Print Name / Signature
MOCR Numbers:
Sequential Order- Starting and Ending
Voided MOCR Number:
Denomination CHANGE FUND CASH COUNT
Currency:  Quantity Amount Denomination
$1.00 3 Currency: Quantity Amount
$5.00 $ $1.00 $
$10.00 $ $5.00 3
$20.00 $ $10.00 3
$50.00 $ $20.00 $
$100.00 $ $50.00 $
(1) Total Currency: $ $100.00 $
Total Currency: §
Coins: Quantity Amount
$0.01 $ Cains: Quantity Amount
$0.05 $ $0.01 $
$0.10 $ $0.05 3
$0.25 $ $0.10 $
(2) Total Coins: $ $0.25 $
Total Coins: §
(3) Total Checks/No. of Check(s) $
*** Make sure routing, account, and check numbers are indicated on MOCR.
Total Change Fund Amount: $
(4) Cash & Checks (Add Line 1,283) § Acual Audit Calculation: $
(5) Total MOCR Amount §

(6) Line 4 Minus Line 5 (Cash) Over/Short: $ (Cash) Over/Short: $

**NOTE: All MOCR should be in sequential order. All Voided MOCR (White and Yellow) must be
submitted to CNMI Treasury (Capitol Hill).
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Appendix A.5.3 Sample MOCR

Department of Finance
Commonwealth Treasury

Commonwealth of the Northern Mariana Islands
P.O. Box 5234 CHRB
Saipan, MP 96950

OFFICIAL CASH RECEIPT_ oo
mocr 694507
toaneAo Wrla Cruz
ADDRESS (
TAX10. # f{\m d < ] \FE\SBB“"
DESCRIPTION l v \
INDIL AN S M" )
A A i { > /4~
ACCOUNT DESCRIPTION ORGN | ACCOUNT AMOUNT
ARUDS 4
)
MaIA £>
)
Printby: Cosh L] Check ] No. \/'g&\ | A9 Q’("\
No. Total: AR

- %0
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Appendix A.6 Collection Points Flowcharts
Appendix A.6.1 CNMI Treasury

Receive payments POSis
from payees down?
No Yes
- T i ______ | P ===
I Utilize MOCR and | ! Log all receipts in |
: issue receipt to payee | i transaction log |
Gather all necessary b e - ! uinbaiais Rl !
documents ¥
Enter all MOCR payments if

Record in Munis and |
issue receipt to payee |

system is operational

Receive & verify
collections with Daily
Sales Report from
other collection points

End of the day

Record in
Munis and
issue receipt

. | h 4
Verify all | Pre-closes

Batch

|
| funds and

: deposit tickets |

: Settles Credit |
| Card Merchant |
|
|

and Cash Count : |

P
rs -
.

.

-~ b

. Balance?
s Ed

No A

I Yes

Close and

settle the

batch and
compile report

v

: Daily Sales :
| | Report |
== 1 Pl

L _—

[ -———

Document :
and create :—P
report |

I |
I Incident :
| Report |
I -
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|
| and reports | ~ -

..... ¥ -

| Secure | ST
' collections,
i documents !

. Exceed "~
~ $150,0002 -~

-
o

—— v ———

Contracted armored
service shall pick up
collections for deposit

Enforcement Team
shall directly
deposit to the bank
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Appendix A.6.2 Division of Revenue & Taxation

Gﬂntracted armored service shah

pick up collections for depositj"

Revenue and Tax Bank
H |
Cashier | Reviewer : Supervisor
Collections of : :
payment I :
| 1
N | ]
— -With error— —p Vo!d ] I
1 receipts | 1
v | : :
1
Record to Tax | lssue | ! :
System "1 receipts fi ! i
I I
| 1
|
End of the day | : mmmm————-
|
I : ' Receive 1
; | deposit from !
- < S S | dep 1
Pre-closes batch |+ : -: ! Enforcement :
No | | | Team |
v | " S, 1
|
Print Daily jm————————a :
Collection 1 Written 1 [
Yes ! { ] 1
Summary Report documentation | | »  Sian
] of discrepancy | | T 9
v L LT T : 'y
e | ]
Verifies collection total 7S : . ! .
1
from the system-  ——»Discrepancy?. — ccjll:a?:l‘:isun — :;réﬁf;
generated report ~._-~ Ne | i
| I
! 1
| 1
Closes batch |« I I
i :
Y Cash : :
Run report on credit | i
) | |
card machine 2] Credit Card | |
1
l .| Deposit | 1
> ticket | I
Prepare - | !
Cash/Change N G%O rj;r: l;“f N Batc!w | |
Verification dail Pl . * collection | :
Sheet ally raports: ~ Cashier I i
Deposit | !
Recon : 1
v : :
Collections placed in | !
envelope and secure ! :
: 1
1
|
Next business day when the bank is open [ :
|
i :
I
| -
Recount collection ; : Verifles
| i amount
|
I |
| 1
J' 1
! I
| 1
I 1
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Customs Biosecurity

Appendix A.6.3 Division of Customs Biosecurity

Deliverer shall

Treasury

Receive and

verify

Enforcement
Team shall

directly deposit
to the bank

Contracted
armored service
shall pick up

collections for
deposit

Receive and

transmit

collections

Cashier | Designated | .
| Employees |  Surerviser
Collections of ! 1
payment | '
| 1
. I \
— -With error — —m Vo!d ] !
1 receipts : 1
¥ : : :
Record to CNMI lssue | : :
Tax System receipts : : i
| |
| i
End of the day : :
| ]
| 1
Pre-closes batch : Transmit collegtion- - - -~ - -~ - - -
No : !
¥ : :
Print Daiy | . : 1
Caollection | Written | 1 :
Summary Report Yes | documentation | | n Shan
! of discrepancy = : 9
' T | f
Verifies collection total i 7o - : Reviewer : Verifies
from the system-  ——»Discrepancy?. L—»|  Audits ' amol -
generated report ~~ " No I collection : u
| 1
| 1
Closes batch |« : 0
I |
| 1
¥ | |
Run report on credit Cash : '
card machine |
=  credit Card] i :
> - 1
I 4 Df-:posnt : !
Prepare Complle i tickat : :
Cash/Change mp! 5 Batch [ I
e —» copies of » collection | !
Verification dail ts: I \
Sheet aily reports: N Cashier | |
o Deposit ! !
Recon I 1
L d : |
Collections placed in I :
envelope and secure ! :
| 1
|
Next business day when the bank is open ! :
1
| 1
! ! Verifies
Recount collection | -
: : amount
| 1
| )
| |
| i
| |
| |
| T
| 1
| 1
| |
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Points

Other Collection Points

Receive collections
from payees

Utilize MOCR

Bring receipt
book and cash
collected

Receives

r

Issue receipts

F 3

Deposit {daily

| or as collected)

collection

Treasury

Verify receipts
» with amount

deposited

Y

Enters collections into the

Munis including MOCR No.

Y

CASH MANAGEMENT POLICIES AND PROCEDURES

Appendix A.6.4 Other Collection

Issue system-

generated receipt

Need

replacement >+
receipt? l l

r—=-—= ___| r——-— _.__'i
Sign receipt Vee : Retain : | oﬁgT:;?Z‘opy :
book register : second f;opy : : of vioded !
No : of receipts : | receipts :
r Lo _¢7 7™ L ~T

Y Issuance of -

Secure receipts new receipt
book
b
Check for
completeness

Contracted armored
service shall pick up
collections for deposit

Appendix B. Cash Disbursements

Appendix B.1 Payment Manager

AP Payment Manager is a program with a suite of tools that allows the Treasury department to prepare check
runs and EFT batches and execute those batches for payment.

From Tyler Menu, go to Financials>Accounts Payable>Cash Disbursements>Payment Manager
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o AP Payment Manager Q, Checkrun code

Check Runs Invoice Status for 061402
Clear filter(s) Reows per page: Se 170f7 ‘Within 7 days of discount
date 0
Check Run #of Invoices #of Checks Total Scheduled Print Date v Status. Actions
01/01/2021 | 01/01/2022 iz - O
Within 7 days of due date 0
G061402 2 2 $761.00 06/14/2021 POSTED H £3
G061403 1 1 $15,400.00 06/14/2021 POSTED
Past due date
G0&8141 1 1 $2,000.00 06/14/2021 POSTED 0
Joe1201 4 4 $330275 06/14/2021 POSTED
SMD0614 0 o $0.00 06/14/2021 PENDING H Cash Account for G061402
SMD06142 1 1 $45.00 06/14/2021 POSTED
Account
0&1021 3 o $25,550.00 06/10/2021 PENDING H 9999 - 10000 -
.
Appendix B.1.1 Add a Check Run
1. Click the Add button on the ribbon
a. The Add Check Run window displays
Add Check Run
Check run code Cash account*
[ | 0] %09 - 10000 - - AR o
Anticipated check print date* Comment
06/17/2021 i
y
OPEN INVOICES (9) ASSIGNED INVOICES (0)
n Rows perpage 15+ 1-90f 9
Invoice Number A Vendor Remittance Number Separate Check Check Run Code Discount Date Due Date Payment Method Payment Amourt
[m] ® & i} 5 - (0O
Adcitional
O 1234 MEGABYTE OF SAIPAN 0 No 06/14/2021 EFT $500.00 Soens
information.
O 129900 NATIONAL OFFIGE SUPPLY- No 07/11/2021 Normal $200.00 Additions
SPN nformation...
NATIONAL OFFICE SUPPLY- Adcitionzl
O 14233 0 No 07/10/2021 Normal $1,513.00 Jamons
SPN nformation...
Adcitionz|
o 2 JUAN M. ALDAN 0 No 06/08/2021 Normal $100,000.00 “etens
information...
Additional
O s5a541 MEGABYTE OF SAIPAN 0 No 07/08/2021 EFT $14000.00 Soens
information.
Additional
O 58948498 MEGABYTE OF SAIPAN 0 No 06/14/2021 EFT $500.00 !
information...
Adcitionzl
O 068498 MEGAEYTE OF SAIPAN 0 No 06/14/2021 EFT $500.00 Jamons
information...
Adcitions|
S ACE HARDWARE 0 No 07/10/2021 Normal 570.00 Jemens
information...
NATIONAL OFFICE SUPPLY- Adcitional
O inve 0 No 07/10/2021 Normal $632.00 Seens
SPN nformation...

-

Enter a value for Check Run

Confirm that the Cash account is correct
Adjust the Anticipated print date, if necessary
Enter a comment for the check run, if desired

o v s wWwN

Review the available invoices in the Open Invoices tab

a. You can use the filtering tools to reduce the list, if desired
7. Select the invoices you want to assign to the Check Run, either by using the Select All checkbox at the
very top or individually selecting invoices by checkbox.
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Add Check Run
Check run code Cash account*
6061701 @ 2099 - 10000 - - ER
Anticipated check print date* Comment
06/17/2021 i}
4
OPEN INVOICES (9) ASSIGNED INVOICES (0
B » ASSIGN % CLEAR Rows perpage 15+ 9of 9
Invoice Number A Vendor Remittance Number Separate Check Check Run Code Discount Date Due Date Payment Method Payment Amount
[m] [} B B 5] -0
O 1234 MEGABYTE OF SAIPAN 0 No 06/14/2021 T $500.00 G
Information...
1299-00 NATIONAL OFFICE SUPPLY-SPN 0 No 07/11/2021 Normal $200.00 f‘dm“".a‘
nformation
Additionl
14233 NATIONAL OFFICE SUPPLY-SPN 0 No 07/10/2021 Nermal $1513.00 ’
Information
2 JUANM. ALDAN 0 No 06/08/2021 Normal $100,000.00 Addtions!
: Information.
Additional
O 54581 MEGABYTE OF SAIPAN 0 No 07/08/2021 EFT $14000.00
Information...
i : Additional
[ 58948438 MEGABYTE OF SAIPAN 0 No 06/14/202 T $500.00
Information...
Additional
O oega98 MEGABYTE OF SAIPAN 0 No 06/14/2021 T $500.00 :
Information...
[= ACE HARDWARE 0 No 07/10/2021 Normal $70.00 Addenal
Information
. Additionl
O inval NATIONAL OFFICE SUPPLY-SPN 0 No 07/10/2021 Normal $632.00 ’
Information

Assign and Save ﬁ Close

8. When you select invoices, the Assign and Save button and Save button become available. Using Assign
and Save will assign the selected invoices and save the Check Run. If you use Save, you will only save
the Check Run, you will still have to assign the selected invoices using the Assign button under the
Open Invoices tab.

a. The Check Run is saved and the invoices assigned to the Check Run.
b. The Check Run window displays with the assigned invoices in it.

Appendix B.1.2 Printing Checks

1. Review the assigned invoices in the Check Run. If you need to remove an invoice, select it with the
checkbox and click the Remove button under the Assigned Invoices tab
2. Click the Run Check Run Report button on the ribbon
a. The Check Run Report window displays

CHECK RUN Report [TRAIN DATABASE]

K]
|

- A

Report Criteria

CHECK RUN Preliminary Non - Preliminary
Budget Currant year Next year
Print cash account balance AP Cash

Print cash balance waming
Print certification page
Print vendor raceipts dug

Include en Report Document

3. Click Define

a. Select Non-Preliminary for the Check Run
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b. Adjust other settings as desired
4. Click Accept
a. The number of items included in the report will display in the status bar at the bottom.

Detine CHECK RUN list.
3 invoice(s), 0 Prepaid(s) found.

5. Click Output, then Save
a. Save as PDF
b. Enter the Check Run in the report title for clarity
c. Click OK
Click Back to go back to the Check Run
7. Click Print Check
a. The Print Checks dialog window opens

Enter Required Information

Print Checks

Print Date*
06/17/2021 i

First printed check number*

23000003

Max number of invoices per check:
20

ReadyForms Qutput

Use ReadyForms Qutput
Preview Documents

ReadyForms Delivery Definitions*

Treasury Check (General Fund) -

Continue | Cancel

8. Confirm the Print Date

9. The check number should come in automatically

10. The default maximum invoices per check is 20. If there is an unusual situation where you are paying
more than 20 invoices on a check you can adjust this

11. Check the Use ReadyForms OQutput checkbox

12. Check the Preview Documents checkbox

13. Select the appropriate ReadyForms Delivery Definition for this Check Run
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14. Click OK

'-':E-. ReadyForms Preview

~ STEP - ARCHIVE 2
Treasury Check (General Fur o 21t of the Northern Marizna slands - PO Box 5234 CHRE Saipan, MP 96350 PAGE:10F 1
Treasury Check (General Fur VENDOR NAME CHECK NUMEER CHECK AMOUNT
» STEF 2-PRINT 2 10005+ JUANM.ALDAN 23000003 $100,000.00

INVOICE AMOUNT
PROJECT MVDICES $100,000.00

The following sctions will be executed immediately

15. Review the checks to be printed. When ready, click Execute.

Appendix B.2 Posting the Check Run (Cash Disbursements Journal)
Appendix B.2.1 Post to Cash

If you have the correct permissions, the check writer is responsible for posting the check run batch, which
means running the Cash Disbursements Journal. In Payment Manager, this is easy to do, right from the check
run on the main Payment Manager page.

1. Click the Home button on the ribbon
2. Click the vertical field help for your check run
a. You will see the options for Rerun Print Checks, Post to Cash, and Void Check Run

' AP Payment Manager Q,  Check run code

Check Runs
lter(
Scheduled Print Date v Status Actions
01/01/2021 | 01/01/2022 ® -

G061701 3 2 §101,713.00 06/17/2021 PRINTED E >
G06140 2 2 §761.00 06/14/2021 POSTED 3

G06140 1 1 $15,400.00 06/14/2021 POSTED

G06141 1 $2,000.00 06/14/2021 POSTED

3. Click Post to Cash

a. The Cash Disbursement Posting window opens
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Enter Required Information

Cash Disbursement Posting

Within year/period - Enter effective date -
Journal Year* Period* Effective Date* Reference*
2021 [ 9 06/17/2021 = G0&1701

Continue | Cancel

4. Review all fields, confirm that everything is correct. Adjust as necessary.
5. Click Continue.
a. You will see a processing alert

O Posting cash disbursements for check run

"G0e1701"..

6. You will see two alerts when complete:
a. The first alert will confirm that the cash disbursements journal has been posted and it will
display the location of the posting report in the Spool directory. You can retrieve this using My
Saved Reports.
b. The second alert will confirm that the Positive Pay file has been generated and will display the
file name of the Positive Pay file in the Export directory. You can retrieve this using the File
Transfer program. Make a note of the file name!

checkfune _
o T e - —s‘-l
n/msen ™ | 01/01/2027 i
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Appendix B.2.2 Check Transmittal Form

BATCH# CHECKNO. AMOUNT |PAYEE PRINT SIGN DATE
F080425B 99103 ANA B SANTOS
99104 BRIEN SNICHOLAS JR
99105 DAISY ANN L BABAUTA
99106 EDILYNN BENJAMIN
99107 EDWARD C. CAMACHO
99108 ETHAN JOE S KWON
99109 LAW OFFICE OF MICHAEL N. EVANGELISTA,LLC
99110 MODERN STATIONERY & TRADING CO. INC.
99111 SHANAIA HOPE L RABAULIMAN
99112 TAE WOO CORPORATION
99113 VIRAY ENTERPRISES, INC.
11 TOTAL CHECK RUN (FCT)

OPY

Appendix B.3 Wire Memo

Department of Finance
Commeonwealth Treasury Division

P.0. Box 5234 CHRB SAIPAN, MP 96350 TEL: (870) 684-1308 FAX: (870) 684-1331

On-Line WIRE funds transfer as per the followings:

DATE : m,mbOK

AMOUNT : $468.00
TO : Citibank, National Association
3 Temasek Avenue,

#11-00 Centennial Tower, Singapore 039190
SWIFT CODE: CITISGSG

CREDIT TO : Google Asia Pacific, Private Limited
Vendori#101841 70 Pasir Panjang Road, #03-71
Mapletree Business City, Singapore 117371

Account No.:

FROM : CNMI Treasury - General Fund Account
1322 Ascencion Drive, Capitol Hill, 5aipan MP. 96950
Account No.

TRACKINGNO = 45109y

REMARKS : REF 22-25-09-010

5166801453 - Subscription of email for OPA domain - Jan 2025; VOUCHER#268688
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Appendix B.4 Payroll Transactions
Appendix B.4.1 PR Checks Positive Pay File Flowchart

C Download PR ACH File >

Printing/Reprinting Payroll Checks

Verify Payroll Details

Standard Report Standard or Electronic

Generates a Check Register Creating a Positive Pay File
Report

| l l {

Generate Report on General Ledger Distribution Journal

Gavigate to the Due To/Due From section to generati

the report as needed

Appendix B.4.2 Retrieving the Positive Pay File
1. From the Tyler Menu, go to System Administration>Miscellaneous Administration>File Transfer

2. The File Transfer dialog will open

File Transfer Program

Download & file fram the Munis application server to your PC.

I:‘ nclude extended file attributes: dateftime, byte size, and user |D if viewing spocled files

[ B Download from export directory ]

[ B Download from spool directory ]

Upload a file from your PC to the Munis application server:

['m Upload to import directory |

[ B Upload to Crystal Reports directory ]

Purge file(s) from Munis application server:

.'-"'.Z glete import Tiles
3. Click Download from export directory
The Choose the Exported File to Download to the Client PC window will display
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= % Choose the Exported File to Download to the Client PC

File Name
20210613g.santos001
20210613m.diaz001
20210613munis001
20210613munis002
20210613r.babautalll
PP_

Requisitions.xlsx
roassign.unl
rodtlmnu.unl
rodtimed.unl
rodtlper.unl
rodtlmg.unl
rolemast.unl
rousratt.unl

rousrmst.unl

5. Double click or click Accept and Save the file to your desktop or to a network drive.

Appendix B.4.3 Bank Confirmation of Positive Pay File

Submit Issued Check File

Step 1. Select a file to process.

| Choose File | No file chosen

Step 2. Input details about the file

AccountID: | LOCAL PAYROLL v/

File Mapping Format: | CNMI Treasurer v/

Step 3. Click the "Process File" button

Processing Results

File Name Upload Date Status Items Amount

08.06.25_-_25PP16_-_POSPAY.xIsx 08/06/2025 9:30:45 AM Processed 125 $68.247.46
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Appendix B.5 Vendor Advances

| Vendor Advance Process Flowchart |

@)
1) Complete the Vendor
LIQUIDATI ON:
Requisitio di
DEPARTMENT / s M:;L‘;:c T;m::ﬁ "f,', 2;“:;”:;? :n Amms ;A%Ruelcseivi’r‘g 0:;
. " al - o E—
AGENCY 1. Proforma Quotation Racimst Fesin Capital Assets”
Purchase Order
Y converted/printed
T Approved Vendor Advance Payment LQUIDATION:
PROCUREMENT Approval Workflow Form POReceiving in
+—Reject 1. Dept, Director Approved | 1. Uploaded to MUNIS MUNIS - "capital [ "]
SERVICES 2 PSDirector 2. POReceiving in MUNIS - "Capital Agsets ONEY"
3. FS Director Assets ONLY"
Treasury Issues Vendor submits
Approved — Payment to Vendor —® actual invoice to
(Initial 50% pmt) A/P Team
FINANCIAL Pmussg"’:‘;:“w using l
Approved by FS (50%Pme)
SERVICES No Director? Yes 1. Vendor Adv, Pmt Form Approval Process Involce
A/P Team 2. Copy of PO o Workflow Remaining 50% to
3. Invoice # and Description fully iquidate PO
(Ex: VA/PO#)
T— Reject
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Appendix C. NSF and Void Checks

Appendix C.1 First and Final Notice

FIRST & FINAL NOTICE

Dote: 07/09/13

WINIY CORPORATION Ropos27a5689/90-REY
PMIS 225 7PP, PO BOX 10000
SKIPAN, MP 96350

Desr Sir or Madam

Tre ONMIE Treasary Ras received Nonice THAL your CRACK Rat Deen relermeas from your Dant. We e now
OeManGing immedate payment for the fcliowing:

| |

Payment st be made incash, money order, major credit card or cahler’s chech made pavabie to the
ONMS Treasury

YOUR FAILURE TO PAY THE OECK AMOUNT TOGETHER WITHANY LAWRL CHARGES WITHIN 30 DAYS
FOLLOWING MAILUING OF THIS NOTICE (VIA CERTIFIED MAIL: MAY RESULT IN A COURT JUDGEMENT
AGAINST YOU FOR THREE TIVES THEAMOUNT OF TS O4ECK. IF SUIT IS BROUGHT TO COLLECT THE
AMOUNTS OWING, THECOURT SMALL AWARD ATTORNLY'S FLTLS, AS PROVIDID BY LAW, T OWCE2442

A bolletin wil be aved to ot CNMI soliection points instructing of offics! CNMI cashiers net %9 transact
oy DEsiness with you Dy check Your maeme wil Be removed from the system six monshs wpon Ml
payment of the ADOVE SMOURE Plut By OTher dpplcadie charges,

I your check is for payment of 1ax dele, the ONAN is permitted to Diace & Hen on your property and levy
YOLF DAk ALCONMTS ANC OINer SOUrCRS. AS Sudh, W PeCuUeST That you CONTACT igracia Teoeis or Tl
Kanemoto at ($79) 664 1306/1515 within thirty (30) davs foliowing the date of this letter

Sincerely,
Asurcion Agune

ONMY Treasurer

C& James R Stump, ALG
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Appendix C.2 Recording NSF Checks

1. Enter Returned check in the CNMI Tax System
2. Make copies
a. Check Images (3)
b. Bank Statement (varies on number of MAKERS) — 1 Maker = 1 Copy, 2 Makers = 2 Copies
3. Prepare Notice of Insufficient Funds
*Print on official letterhead and sign.
i. Date
ii. Address of Maker
iii. Receipt Number — Where the payment was cash receipted, found at the back of
returned check
iv. Returned Check information
1. Check No
2. Check Date
3. Check Amount
4. Return Check Fee - $25.00
5. Total Amount Due — Amount of Check + Returned Check Fee
4. Make 2 Copies of Notice
5. What to do with all the copies
a. Original Notice + Copy of check = Mail to Maker
b. Copy of notice + Original check + Copy of Check + Copy of bank statement = Treasury
c. Original bank statement + Copy of Check = Recon
6. Recon copy gets entered in JDE and transmitted to recon
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Appendix C.3 Form 3911CM (Taxpayer Statement Regarding Refund)

Department of Finance - Division of Revenue and Taxation
TAXPAYER STATEMENT REGARDING REFUND

[Please type or print in ink)

Form 3911CM

(Rev. 8/2020)

The box checked below is in reply to your inquiry about your tax return for 20

[] Your check was returned undelivered by the U.S. Postal Service. Please complete all boxes in Section | and sign and return
this form to the address below. Your check will be reissued within _weeks.

[] Arefund for § was issued on . If you have not received
the refund, or if it was lost or stolen, please complete all appropriate boxes in Section |. Then sign and return this form so
that the refund may be traced. If you have received no further information after 12 weeks, please call us again.

both husband and wife on lines 1 and 2 below.

m Please print names and address, including ZIP code, exactly as shown on your tax return. If a joint return, show the names of
1. Yourname 2. Spouse's name (if a name is entered here, spouse should sign on line 18)

3. Mailing address City State ZIP code

If you have moved since filing your return, please enter your present mailing address, including ZIP code.
4. Mailing address City State ZIP code

If applicable, enter the name and mailing address of your representative for whom you have power of attorney specifically authorizining him or
her to receive your refund check.

5. Name of representative 6. Address (including ZIP code)
Please give a phone number where you can be reached between 8 am and 4 pm (include area code) {Area cod;a and telephone no.
7. Type of return filed 8. Tax period ended

[ 1040Cm [] 1040A-CM [C1 1040NMI

[] 1040EZ-CM [ 1120cm 1 1120

1 1040% (| [1 Other (please specify)

CERTIFICATION

9.  [] Idid not receive a tax refund check
10. L] Ireceived a tax refund check, but it was } [ Lost [] stolen [J Destroyed
11. L] I endorsed the refund check 1 1did not endorsed the refund check

12. [ I'have received correspondence about this return ] | have not received a correspondence about this return
(If you have, please attach a copy if possible)

13. [ Amount of refund shown on return $

14. [ If Revenue and Taxation cannot locate the refund, | request payment be stopped and a new refund issued.

Please write your name(s) below exactly as they were written on the return. If this refund was a joint return, we need the signatures of both
husband and wife before we can process the claim.

Under penalties of perjury, | declare that | have examined this return and accompanying schedules, and statements, and to the best
- of my knowledge and belief, they are true, correct, and complete. Declaration of preparer (other than taxpayer) is based on all
< =z information of which the preparer has any knowledge.
a g 15. Your signature 16. Date 17. Your social security number
= | '
>k L
% -4 18. Spouse's signature (if joint return, BOTH must sign) 19. Date 20. Spouse's social security number
1 [
- L
E a8 21. Signature of person authorized to sign 22. Date 23. Employer’s ID Number
= 1
E e g !
SEg$ ¥ 20 Te
i §
< = w
CTION Description of check (For Division of Revenue and Taxation use only)
Schedule number Date of refund Amount District code
Document locator number RFC symbol Check number or range (Manual re-issue only)

Form 3911CM (Rev. 08/2020)
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Appendix C.4 Request Letter to Reissue Replacement Check to the Bank

June 4,2013

Ms, Marcie M, Tomokane

Vice President/Regional Manager
Bank of Guam

Garapan Branch

Saipan, MP 96950

Dear Ms, Tomokane,

This is to request Bank of Guam to credit our NMTIT Rebate Trust Fund Account No.
0103-137442 in the amount of $350.00. This amount represents Check No. 321430 dated
10/08/08, which was made payable to Jin Woo Cho.

The payee claimed non-receipt of the payment and a review of the copy of the cancelled
check, indicated that the check was improperly endorsed and erroneously paid by the bank.
To support this request, attached herewith is the copy of the cancelled check, the
Declaration Under the Penalty of Perjury, Affidavit of Claimant, and the Incident Report.
Physical check for the Payee is with the bank.

Please provide us with a copy of your Credit Advice for ocur record.

Thank you for your i diate ion to this req Should you have any questions or
need additional information, please feel free to let me know.

Sincerely,

Larrisa Larson
Secretary of Finance

Ce:File

Appendix C.5 Credit Memo

MEMORANDUM
TO : Director Finance & Accounting Date: 07/22/13
FROM : CNMI Treasurer

SUBJECT :Payment Voucher Request

Please prepare a payment voucher in the amount of $455.18; payable to Yuchuan Yang. This
amount represents his/her 2009 NMTIT Rebate check which was forged and erronecusly paid by
the bank. Attached herewith are documents that support this request.

Please charge this transaction against Aecount No. 1010.20210

Thank you for your prompt attention to this request.

Asuncion Agulto
CNMI Treasurer

Appendix D. Online Bank Transfer

1. Once the Bank Transfer memo is signed or approved by CNMI Treasurer, log in at BOG Online Banking.
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Click At the Transaction drop down, click at Funds Transfer.
At the From Account, follow the Bank Account listed at Bank Transfer Memo and click on that

account.
4. Tab at To Account, follow the Bank Account listed at Bank Transfer Memo and click on that account.
5. Tab at Amount, follow the Amount listed at Bank Transfer Memo and key in the amount.
6. Tab to Memo, follow the Description listed at Bank Transfer Memo and key in the details.
7. This time, verify the information at the Online Banking to ensure all required fields entered matched
the Bank transfer Memo.
8. Click at Approve.

9. Click at Transaction drop down and the click at Activity Center, locate the amount and click the three
dotted icon, click at Print Details and click at Print. Gather the Online Activity and attach to the
Memo.

10. At the Funds Transfer Memo, ensure to date, write in Tracking ID Number and Sign.

11. Forward to staff for Journal Entry in Munis Financial System.
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Appendix E. Cash Report

SAMPLE

CASH ENDING 08/01/2025

BANK BALANCES
General Fund 3,169,593.00

Less: Outstanding Checks 842,330.00
Revenue Collection Clearing 2,104,536.00
Deposit in Transit 536,678.00
Sub-total General Fund Cash: 4,968,477.00
Transfers Out, Restricted Cash: Thru 07/31/2025 only. 8/1st info not available at this time.
Rebate Trust 39,917.11
MVA Trust Fund

Workers Compensation Fund
MHL/GHLI Collection
Special Revenue Fund 21,483.61
Cannabis Commission Fund 1,427.51
Federal Travel Overdrawn Collected/
DPL (CHRG CODE DA901)
Municipality Funds
Tinian Senatorial District
Rota Senatorial District
Saipan Senetorial District

DOL PUA FPUC Collection 100.00
Subtotal- Transfers Out 62,928.23
Total Available Cash: 4,905,548.77
OBLIGATIONS: 08/4-8/2025 ScHEDULED

PAYROLL 16 PPE 07/26/2025 08//07 /2025 2,200,000.00
PSS August Allotment (1st week) 08//08/2025 643,594.00
NMC August Allotment 08//08/2025 330,000.00
CHCC HNP August Allotment 08//08/2025 122,000.00
GF UNPAID OPERATIONS thru 08/01/2025 08//08/2025 212,589.00
Subtotal- Obligations 3,508,183.00
|Avai|ab|e Cash Over/(Short) 1,397,365.77

Next Week's Obligations:

PSS AUGUST APPROP. (Weekly Payment) 643,594.00
Subtotal- Obligations 643,594.00
Total Need for Collection/Reserve 753,771.77
BANK BALANCES:
Treasury Savings (0212) 6,067,662.00
Reserve for Medicald Local Share 1,750,000.00
Reserve for BOND payment GOB 20078 Due Sept. 1, 2025 2,700,000.00
Reserve for General Fund 1,617,562.00
ARPA (2060) 5,442,422.00
REBATE TRUST(0226) 5,538,092.00
Special Revenue Fund(8139) 533,710.00

Senatorial Districts:

Saipan(9956) 2,914,627.00
Rota(9927) 84,625.00
Tinian(9933) 125,862.00
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Appendix F. Annual Finalized Reconciliation Report

-

ANNUAL FINALIZE
FY 2024 CNMI PAYROLL BANK RECONCILIATION
BANK CODE: 5700 / 9999-11420

FOR PERIOD:  10/1/2023 thru 9/30/2024
T _BANK
ENDING BALANCE PER STATEMENT 213012024 s 208814 *
Reconclling ltems:
CREDIT [N TRANSIT () _____ - _schot
OUTSTANDING CHECKS {-) _____(a2053.78) sch02""
OTHER ADJ.(ACH UNCLAIM REJECTS) (-) - 'scho3
OTHER ADJ(UNAUTHORIZED CLEARED BANK CK) (+) - sch. 03-D
—(42053.76)
ADJUSTED ENDING BANK BALANCE _ (13,86582)
MODIFIED ON: 02127125
—BOCK
ADJUSTED BEGINNING BOOK BALANCE _10/1/2023
CURRENT PERIOD TRANSACTIONS: (56,715.41) *
{ DEPOSITSICMS) dobit 111,839,738.07 v
(DISBURSEMENTS) credit _(111,786,688.28) v*
42,749.79
UN-ADJUSTED ENDING BOOK BALANCE _9i30/2024 —__(13,88562) v
Roconciling items: REVISED SCHEDULES ON: 11/08/20
UNPOSTED DEPOSITS/WEB XFERS {22) debit (+) -__scho4
UNPOSTED DISBURSEMENT credit (-) - sch.04A
POST DATED ACH PAYROLL DISBURSEMENT credit (-) - __sch.04B
POST DATED CK PAYROLL DISBURSEMENT credit (-) - _sch04C
OVER POSTED WARRANT DISBURSEMENT credit (-) - __sch0s
OVER POSTED BANK DEPOSIT / WEB XFER credit (-) - sch08
OVER POSTED VOID CHECK AMOUNT credit (-} - __5ch.08C
ERRONEOUS TU/JE ENTRY dricr (+/-) - 8ch08D
DUPLICATE ENTRIES (DEPOSIT) POSTING credit (-) - __sch07B
CNMI MISPOSTED T-1 PAYROLL DISBURSEMENT credit (-) - schOBA
ERRONEOUS JOURNALENTRY deblt (+) ____ - ach08C
CNMI MISPOSTED VOID CHECK (S/8 CNMI) debit (+) - __sch.10B
UNPOSTED VOID DISBURSEMENT debit (+) - sch.10C
MUNIS STALE DATED CHECKS: debit (+) - sch.i3
JDE UNPOSTED STALE DATED CHECKS: debit (+) - sch.13A
STALE DTD REPLACEMENT CK; CASHED [N BANK credit (-) - sch13B
Other Adjustmonts: -
PRIOR FYE "18; Pestod in Current FY '20 dricr (+/-} - __sch.11B
UNIDENTIFIED DIFFERENCE dricr (+/-) - sch12
Eroneous T1-11838 Payroll Disb ({uly chk posted in Juns) debit (+) - __scha2C
Erroneous T1-11227 Payroll Oisb (Nov. ehk posled in Oct) credit (-) -__sch.12C1
Reversing Journal Voucher Entry dricr (+/-) . sch.12D
VOID CASHED [N BANK credit (-) - schi2G
VOID ACH (FUNDS RETURNED) credit (-) - sch.12l
Bank Adjustmants:
BANK CLEARED CK AMOUNT DISCREPANCIES debit (+) - schi4
BANK CLEARED CK AMOUNT DISCREPANCIES credit (-) - ach.4A
UNCOLLECTABLE ACH REJECT CNMI PAYROLL cridr (+/-) - schi4B
BANK SERVICE CHARGE / NSF FEES cridr {+/-) - sch.i5
BANK DUPLICATE CHARGE credit () - sch.16A
sub-total: 13,985.62
G. L. UNIDENTIFIED AMOUNT ( FY *24) fy'2024 000
UN-ADJUSTED ENDING BOOK BALANCE G/ total: 13.885.62)

Page 10f2
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CNMI TREASURY
PO BOX 5234
SAIPAN MP 96950-5234

4/9/2025
FY 2024
CNMI PAYROLL
- wla [as
Prepared By: Veronica C. Quitano " Date
n. it
DOF - Division of Financial Services
© Qo o 1ofar
Reviewed By: Bernadita C. Palacios T4 paté
Director
DOF - Division of Financial Services .
Approved By: TRACY B. NORITA Date
Secretary of Finance
Department of Finance {DOF)
GBank 0f~ . STATEMENT
uam OF ACCOUNT
Page 10110
Date 10/06/24
Account # e

Beginning October 6, 2023, ol Pacific Express No Fee Checking accounts will be renamed Istand Checiing. Customers currently with these accounts will
retain all benefits; and the existing terms and conditions will remain unchanged. Please contact your nearest branch or email us at

customerservice@bankofguam com should you have any questions.

——— DDA - PUBLIC
Previous Balance 09/29/24 .
+ Deposits/Credits 2,32
- Withdrawals/Debits 229 e
- Service Charge 0.00
+ Interest Paid 0.00
Current Balance 61,
Days in Statement Period
Account Activity
Date Description Debit Credit Balance
09/29/24 BEGI L Y]
09/30/24 WEB 8¢ L &
SUPF
09/30/24 WEB $1¢ $:
FED
09/30/24 PRIO S0
09/30/24 PRIO s
09/30/24 PRIO St
09/30/24 PRIO 8¢
09/30/24 PRIO $1,
09/30/24 CHE( ]
09/30/24 CHE( $
09/30/24 CHE( §
09/30/24 CHE( LA
09/30/24 CHE( $:
09/30/24 CHE( St
09/30/24 CHE( St
09/30/24 CHE( i
09/30/24 CHE( $¢
10/01/724 RE Ot St
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COMMONWEALTH NORTHERN MARIANA ISLANDS
ACCOUNT SUMMARY TRIAL BALANCE FOR FY24/0CT TO EQY

FUND 9999

ACCOUNT

ACCOUNT NAME

9999 11420

BOG PAYROLL ACCOUNT

TOTALS FOR FUND 9999

BEG. BALANCE

-56,715.41

FY 2024 PAYROLL
OUTSTANDING CHECK LISTING
| check# | checkdate amount check# | checkdate amount "3 check# | checkdate amount
[ 77 8 |03/26/24] $ 77 6 |08/27/24[$ i 4 |o9/18/24]5 2 |
77 7 | 04/03/24| 5 4 | 08/27/24| 5 ! 6 | 09/18/24 | § 2
77 7 |o0a/0s/2a] § 7 [osjoa/2a[s 7 [09/18/24]§ 1,1 |
77 5 [o04/0s/24]s 2 [os/oa/2as . 9 |oo/18/2a]s & |
| 77 2 |os4fos/ea s 3 [os/04/28]s 0 |o9/18/24]s 7 |
77 9 |05/01/24] $ 5 |09/04/23|5 . 4 [09/18/24]5 5
77 & |05/01/24] 5 | 09/04/24 | § 7 |o9/18/24]5 1 ]|
77 4 |05/01/24[ 5 3 |09/04/24] 5 9 |09/18/24]5 4 |
77 © |os/o1/2a] $ 7 09704724 $ 1]09/18/24]5 4 |
[ 77 5 [05/15/24] § 9 | 09/04/24| 3 4 Joo/18/24]5 1 ]
77 5 |o0s/15/24] 5 4 | 09/04/2a| 5 8 [oo/18/24]5 1 |
| 77 0 |05/29/24] § 5 [0o/04/24]$ 7 [os/18/24]s 2 ]
77 5 |06/14/24| § 2 [og/0aj2a|s - 8 [09/18/24]§ 2 ]
[ 77 3 [06/26/24] § 5 [0s/04/2a[ s 1 |09/18/24]5 6 |
77 0 |07/10/24] S 9 [09/04/2a| $ 6 |09/18/24]5 2 |
77 3 |07/10/24 | $ 2 | 09/04/24 | 5 7 | 09/18/24 | § 4
E 3 |07/12/24 | 5 1 | 09/04/24 | S 8 | 09/18/24| S 1 :
77 5 |07/24/2a] $ 4 | 09/04/24] S 9 [o9/18/24[ 5 1
[ 77 7 |07/24/2a| 5 7 [0o/04/24| 5 2 |09/18/24| 5 5 |
| 77 3 |07/24/2a] 5 5 |09/04/2a]'s 3 |o9/18/24[5 3 |
77 & |07/24/23] 1 [0s/04/2a] % 9 |os/8/24[ 5 7 |
| 77 4 |07/30/24| % 3 |09/04/24] % 2 |09/18/24 | 2 |
| 77 & |os/07/24]s 3 |09/04/24] $ 3 |og/18/24]s 2 |
77 9 |08/07/24[ S 5 |0s/04/2a| 5 B |09/18/24| 5 8
? 1 |08/07/24|5 1 4 | 09/04/24 | S ! 0 | 09/18/24| S 5 :
77 5 |o0s/os/za| s 1 |09/04/2a]§ ¢ 1 |09/18/24|5 4
(77 4 |o8/12/23]§ 3 [oo/0ar2a]s . 3 |09/18/24]5 6 |
77 8 |o08/21/24] % 1 [o0o/04/24]% 5 |09/18/24|5 2 ]
| 77 9 |os8/21/24|% 2 |0s/04/24] % 7_|09/18/24 5
| 77 8 |08/21/24] s 7 [0s/04/24|'S 4 | 09/18/24 4]
[ 77 9 [o8/21/23[5 2 [o9/oaj2a |5 ! 9 [09/18/24 z ]
77 5 |08/21/24[ § 3 [o9/o6/24[5 . 1]09/18/24|5 6 |
77 7 [o08/21/24] $ 2 [0s/06/24] § 4 |09/20/24|§ 3
(77 8 |08/21/2a] % 1 [o9/06/24|5 5 |09/20/24]5 6 |
77 1 |os/23/2a]$ 7 [oo/06/24[5 9 [09/20/24]5 2 ]
77 5 |08/23/2a] § 8 3 [o9/06/24 |5 - 5 [09/23/24]§ 5 |
77 5 |08/23/24] S 0 5 | 09/06/24| 5 7 |09/26/24 | § ]
[ 77 8 |08/27/24] $ 6| 5 |os/06/22]5 9 [oo/z62a]s 1 ]
77 8 |08/27/24] § 7] 8 [09/06/22]5 . c  $157
| 77 3 |o8/27/24] $ 9 | 8 |05/18/24|%
77 8 |08/27/24] $ 7 0 |09/18/24| 5
[ 77...5 |08/27/24| $ = 773 [o9/18/2a[8 1 A $13
A $13.___ 3|5 B 3120 B $12
c  $15

ding Check Listing _§ 42,uvo.s0

ORG

DEBITS

9999
111,839,738.07

CREDITS

111,796,988.28

NET CHANGE

42,749.79

END BALANCE

-13,965.62

REASURY FUND

-56,715.41

111,839,738.07

111,796,988.28

42,749.79

-13,965.62
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