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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: 

• Ensure financial security and accountability in all transactions. 

• Standardize collection processes to minimize errors, discrepancies, and potential misuse of funds. 

• 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. 
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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 

https://cnmilaw.org/pdf/cmc_section/T1/2553.pdf
https://cnmilaw.org/pdf/cmc_section/T1/2557.pdf
https://cnmilaw.org/pdf/admincode/T70/T70-40.2.pdf
https://cnmilaw.org/pdf/admincode/T70/T70-20.1.pdf
https://cnmilaw.org/pdf/admincode/T70/T70-40.6.pdf
https://www.cnmilaw.org/pdf/admincode/T70/T70-10.1.pdf
https://cnmilaw.org/pdf/admincode/T70/T70-40.2.pdf
https://www.govinfo.gov/content/pkg/STATUTE-104/pdf/STATUTE-104-Pg1058.pdf
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equitable cash management practices. The CNMI has entered into agreements under the CMIA 

to comply with these federal standards. 

5. 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. 

6. 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. 

https://cnmilaw.org/cons.php#gsc.tab=0
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• 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. 

• 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. 

• Daily Cash Denomination Sheet – A form used to record the breakdown of cash collected by 

denomination. 

• 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. 

• 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. 

• 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. 

• Deposit transaction – used interchangeably with collections 

• Deposit Tickets – Forms used to list and total the money being deposited into the bank. 

• 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. 

• DOE – Declaration of Entry 

• DRT – Division of Tax and Revenue 

• EFT – Electronic Fund Transfer 

• F&A – Finance and Accounting Division 

• GBI – General Billing Invoices 

• JDE – J.D. Edwards Financial Management System 

• MOCR – Manual Official Cash Receipt 

• Munis – A centralized portal or dashboard related to the Tyler financial systems. 

• NSF – Non-Sufficient Funds 

• ACH Pass Thru – Ability to upload a pre-formatted ACH (Automated Clearing House) file. Also, an 

electronic money transfer made between banks 

• Payment Entry – module in Munis that records collections  

• 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. 

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

• Positive Pay File – A list of checks Treasury printed and uploads to BOG online to help prevent check 

fraud. 
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• Pre-numbered Deposit Ticket– A uniquely numbered form used for tracking deposits made to the bank. 

Also known as deposit slip. 

• RMIS (Revenue Management Information System) – New tax system 

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

• Settlement Report – A summary report generated in Munis to reconcile all payments collected and 

deposited. 

• SOF – Secretary of Finance 

• SWIFT (Society for Worldwide Interbank Financial Telecommunication) - standard format used when 

making international transfers 

• 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 

Island Collection Points 

With POS but uses MOCR 
MOCR 

(Manual 
Receipt) 

Munis/FMIS 
(Tyler Cashiering & 

Payment Entry) 

*AS400 
(Legacy Tax 

System) 

**RMIS 
(New Tax 
System) 

Saipan Treasury Main Office ✓   ✓ 

 Treasury BMV ✓   ✓ 

 Revenue and Taxation ✓ ✓ ✓ ✓ 

 Customs Biosecurity - Airport  ✓  ✓ 

 Customs Biosecurity - Seaport  ✓  ✓ 

 Customs Biosecurity - Postal  ✓  ✓ 

 Customs Biosecurity - Plant Quarantine    ✓ 

 DPL ✓   ✓ 

 Court (Judicial) ✓   ✓ 

 BECQ     ✓ 

 DPW-Solid Waste     ✓ 

 Joeten Kiyu Public Library     ✓ 

 DLNR - Animal Health     ✓ 

 DLNR - Parks and Recreation    ✓ 

 COTA     ✓ 

 DCCA - NAP     ✓ 

 CNMI Scholarship     ✓ 

Tinian Revenue & Taxation ✓ ✓ ✓ ✓ 

 Customs Biosecurity - Airport  ✓  ✓ 

 Customs Biosecurity - Central  ✓  ✓ 

 Customs Biosecurity - Postal    ✓ 

Rota Treasury ✓   ✓ 

 Finance ✓   ✓ 

 Revenue and Taxation  ✓ ✓ ✓ 

 Customs Biosecurity - Seaport  ✓  ✓ 

 Customs Biosecurity - Airport  ✓  ✓ 

 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: 

• Collection Points utilizing a POS system must issue a printed system-generated receipt to the payee. 

• 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: 

• White copy – Issued to the customer 

• Yellow copy – Attached as supporting documentation to the daily sales report 

• 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. 

1. Print taxpayers account receivable. 

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

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

4. Process the payment and produce two (2) copies of receipts (one for the taxpayer, one for file copy) 

5. Present receipt to taxpayer with correct amount of change, if any. 

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

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

8. 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. 
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II) 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: 

• The Deposit Reference must reflect the pre-numbered deposit ticket. 

• 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: 

• Accessing 

• Creating, Browsing, Reassigning and Closing a Batch 

• Processing and Voiding of Payment Transactions 

• 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: 

• Creating a Batch 

• Matching GBI 

• Printing Receipt 

• Generating Settlement Detail Report 

• Closing the Batch 

• 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: 



CASH MANAGEMENT POLICIES AND PROCEDURES 
 

 

Cash Management – Version 1.0  Page 19 

 

• Accepting Payments 

• 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: 

• Accessing and Processing Payments 

• Pre-closing and Printing Batch Reports 

• 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: 

• Name of the person making the payment 

• Date of the transaction 

• Initials of the employee receiving the payment 

• Description of the service or product 

• Charge Code / Account Number 

• Total amount paid 

• Payment type clearly marked: Cash, Check, or Credit Card 

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

• Check: Include check number, account number, and routing number (must be written on the 

MOCR for Tyler Cashiering entry) 

• 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 

• Date of the transaction 

• Signature of the cash handler 

• Initial of employee receiving money 

• Description of the service or product 

• Charge Code 

• Total dollar amount paid 

• 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: 

• Sales Transaction Log Template 

• MOCR Cash Denomination Template 

• 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). 

• 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. 

• Denomination Breakdown Example 

o Amount of Change Fund: $200.00 

o Denominations: 

Coins Bills 

$0.25 x 20 = $5  $20 x 4 = $80  

$0.10 x 20 = $2  $10 x 4 = $40  
$0.05 x 20 = $1  $5 x 5 = $25  

 $1 x 14 = $14  

Total:      $200.00 

• 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.  

▪ Investigate 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 

▪ Investigation 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: 

• Recovery of Travel Advances & Reimbursements 

• Employee Travel Policies and Procedures 

https://cnmidof-my.sharepoint.com/:w:/r/personal/nm_sablan_dof_gov_mp/Documents/Microsoft%20Teams%20Chat%20Files/Procedure%20-%20Recovery%20of%20Travel%20Advances%20%26%20Reimbursements_DRAFT%201.docx?d=we70d73ee097f4ceb9808b81fad97cd56&csf=1&web=1&e=OHjnub
https://dof.gov.mp/division-forms/financial-services/travel/cnmi-employee-travel-policies-and-procedures.pdf
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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. 

• System generated drawdowns are generated in GBI which is cash receipted and recorded by Treasury. 

• 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) 

I) 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: 

• Sales Transaction Log 

• MOCR Cash Denomination Sheet 

II) Settling the Collections 

When the cashier closes the window for collection, the cashier: 

• 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. 

• Cash count – Count all cash and have it in order by denomination and facing the same way and secure 

with the calculator tape. 

• Add up checks and secure with the calculator tape. 

• Completes the Cash Denomination Sheet detailing the breakdown of payment types: 

o Cash 

o Check 

o Credit card 

o Change fund (if applicable) 

• Ensure that MOCR's are in sequential order.  White and Yellow Voided MOCR must be included in the 

collection. 

 



CASH MANAGEMENT POLICIES AND PROCEDURES 
 

 

Cash Management – Version 1.0  Page 25 

 

III) 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: 

• Daily collections (cash or checks) 

• 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: 

• Daily Collection Report Form 

• Settlement Report 
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• 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: 

• Saipan: Treasury, BMW, Customs (CBS), DRT, and Judicial (Court) 

• Tinian: Revenue and Taxation 

• 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: 
• 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.) 

• 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: 

• 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. 

• 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 (1st to 3rd), 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: 

• Employees are not enrolled in ACH (direct deposit), requiring physical payroll checks. 

• Vendors require check payments rather than ACH or wire transfers. 

• A manual or urgent disbursement is needed that cannot go through electronic methods in time. 

• Federal grant-related disbursements where checks are needed before reimbursement drawdowns. 

Verification and Check Pick-Up 

• Treasury staff must require valid identification from vendors upon in-person check pick-up. 

• 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. 

• 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. 

https://dof.gov.mp/division-forms/financial-services/cnmi-internal-control-for-federal-grants-management-manual-20250501.pdf
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Check Reconciliation 

• Treasury shall reconcile the check register against issued checks to ensure accuracy of disbursement. 

Check numbers must be sequential. 

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

control. 

Segregation of Duties 

• 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. 

1. Access the AP Payment Manager module. 

2. Click the Add icon to initiate a new batch. 

3. 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. 

6. Finalize and save the batch.  

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

II) Printing Paper Checks 

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

2. Enter the next available check number in the “First Printed Check Numbers” field. 

3. Select Ready Forms Output and choose the Cash Account. 

4. Print and verify checks for accuracy. 

5. Update the Check Run Batch with the assigned check numbers. 

6. Copy the batch to the MUNIS Check Register. 

7. Print for sign-out purposes. 

See Appendix to view steps and screenshots: 

• Creating a Check Run 

• Printing Checks 

• 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: 

• Display name 

• Payment type 

• Beneficiary type (domestic or international) 

• Bank account number 

• Bank name 

• Routing number 

• 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. Log in to 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: 

• ACH Batch 

• Single ACH 

• 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. 

II) 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. 

2. Initiate a new wire transfer by selecting the appropriate payment type (domestic or international). 

3. Enter the required details, including: 

• Cash Account 

• Process date 

• Recipient 

• Amount 

• Purpose of wire 

• 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: 

1. Access the Approvals hub. 

2. 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. 

4. 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: 

• Tuesday: Payroll is processed. 

• Wednesday: Official check date. 

• Thursday (AM): ACH file is submitted to the bank. 

• 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. 

1. Access bank’s Positive Pay portal. 

2. Log in using authorized credentials. 

3. Navigate to the Upload Positive Pay File section. 

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

5. Confirm the upload and submit. 

6. 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. 

2. Confirm that all records were received without errors. 

3. Download the confirmation report and compare against the original Positive Pay file. 

4. 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: 

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

returned 

• 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: 

1. Review any errors or mismatched items indicated by the bank. 

2. 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. 

II) 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. 

b. In the Delivery Definition, ensure the option is set to PR CHECK PRINT/PDF. 

c. Select the checkbox to preview the check before printing. 

d. Click OK to proceed with printing. 

e. 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. 

• See Vendor Advances SOP in the DOF website and flowchart (appendix) for reference. 

• 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. 

II) 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 

https://dof.gov.mp/sopp.php
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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. 

I) 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. 

II) 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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• Date 

• Maker’s address 

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

• Check number, date, and amount 

• 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). 

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

• Two copies of the notice are made: 

• Original Notice + Copy of check – Mailed to the maker. 

• 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. 

III) Handling Returned NSF Check 

Returned checks are processed through the following steps: 

• Treasury records the NSF checks in the General Journal Entry/Proof module. 

• Make required copies: 

 Check Images (3) 

 Bank Statement copies based on number of makers 

▪ 1 Maker = 1 Copy 

▪ 2 Makers = 2 Copies 

• Distribute documents as follows: 

 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. 

 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: 

• The debtor shall remain disallowed from paying by check. 

• 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. 

I) 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: 

• Incorrect payee name 

• Deceased taxpayer 

• Stale-dated check 

• Wrong check amount 

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

Identification typically begins with: 

• A taxpayer filing a 3911 form for non-receipt 

• A request from the Department of Revenue and Taxation (DRT) for corrections (e.g., name change) 

• Department or payee submitting a memo for cancellation 

• Internal reconciliation revealing issues with check issuance 

II) 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). 

o Department of Revenue and Taxation (DRT) submits for tax payments 

o Department Agency submits for AP Vendor checks and Payroll 

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

a. Payee Name (as printed on the check) 

b. Check Number 

c. Check Date 

d. Bank Code (e.g., 9999.10000 – General Fund, 7063.11400 – NMTIT Rebate) 

e. Check Amount 

f. Cash Account 

g. Reason for cancellation (e.g., incorrect amount, stale-dated, name mismatch) 

h. Indication of whether a replacement check is required 

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

3. Physically void the check by: 

a. Stamping “VOID” on the face of the check 

b. Removing the signature area to prevent misuse 

4. Submit supporting documentation, including: 

a. Memorandum explaining the correction or reason for cancellation 

b. Completed AP Cancellation Order form 

5. Obtain the necessary approvals from the following: 

a. Designated employee responsible for voiding the check in the system 

b. Treasurer or delegated approver 

6. For Munis users: 

a. Submit a memo or cancellation request from the originating department or payee 

b. Complete the AP Cancellation Form 

c. Have the form signed by the staff who performed the void action 

d. Forward the form and all documentation to Financial Services for processing 

III) 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) 

• 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 

1) In JDE: 

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

• Enter “I” (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) 

2) 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: 

 Select 2 for Tax Refund Processing 

 Upload JDE Supplier Number 

 Press F6 → Enter 

 Input Address Number 
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• To print: 

 Go to Payment Group (Selection 13 or 17) 

 Enter Bank Account: 7063.11400 

 Choose "3 – Write" → Enter date and next available check number 

 Ensure printer is on → Print 

 Insert checks in Signature Machine for signing 

 Print Check Transmittal for manual log-out or sign-out 

 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): 

• Treasury investigates through BOG online banking 

• If the check is still outstanding, place a Stop Payment via BOG: 

 Log in → Services → Stop Payment 

 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. 

• Update Address Book Information in JDE to reflect the corrected payee name 

• Maintain: 

 Voided check logs 

 AP Cancellation Orders or Forms 

 Signed 3911 Forms (if applicable) 

 Confirmation of Stop Payment from BOG 

 Signed Check Transmittal Logs 

• 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 

• Verify the taxpayer’s name using an ID and/or passport. 

• Verify the taxpayer’s Social Security Number (SSN) using their Social Security Card. 

• Check if the taxpayer’s check was returned from the post office. 

If the check was not returned, have the taxpayer complete Section I of the form. 

2. Completing the Form Using the JDE 

• Compliance at Revenue and Tax (DRT) to complete Section II and the top portion of form 3911. 

• Make copies of the following: 

o Completed 3911 Form 

o Picture ID 

o Social Security Card 

• 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 

• Stamp “Received” on the original form and all copies. 

4. Treasury – Explain the 3911 Form to the Taxpayer 

• If the check is still outstanding: 

 Treasury shall place a stop payment. 

 Taxpayer shall receive replacement check within 12 weeks from Treasury’s received date. 

• If the check was cashed or cleared at the bank: 

 Treasury shall request a copy of the endorsed image. 

 Once obtained, Taxpayer will be contacted to verify the signature(s). 

• If the check is stale dated: 

 Treasury shall verify with F&A that the check is indeed stale dated. 

5. Recon Section – Verification 

• Recon Section will determine if the check is: 

 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: 

• Approved by the Secretary of Finance, and 

• 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 
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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: 

• Login names may not be used as passwords. 

• Passwords must contain at least six (6) characters and include at least one number. 

• Passwords must not repeat any of the previous six (6) used. 

• 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. 

• See Bank Reconciliation Policies and Procedures located in the DOF Website. 

• See Appendix for sample Cash Report. 

• See Appendix to view sample Annual Finalized Reconciliation Report. 

 

https://dof.gov.mp/sopp.php
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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. 

 

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 

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

• Research—Contains links for finding researching prior transactions and payments 

• Settlement — Provides access to each search for settlement history  

• Image Cash Letter -  

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

• 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: 



CASH MANAGEMENT POLICIES AND PROCEDURES 
 

 

Cash Management – Version 1.0  Page 55 

 

 

• 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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• 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: 

• Status: Use drop down to select status (default is open) 

o All 

o Closed 

o In Review 

o Open 

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

department) 

• Deposit Reference: allows searching by past deposit reference 

• Cashiers: (for supervisors) allows searching batches by cashier 

• 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. 

 

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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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) 

 

• Customer: (optional) it is recommended that if the customer exists in Munis, that the customer be 

searched as associated with the receipt. 

• 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.  

• Reference 1:   optional memo field  
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• Reference 2:  optional memo field 

• Depending on the Charge Code selected, the cashier may have the option to update the quantity 

amount or modify the unit price. 

     

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. 

4. Select the appropriate tender type. 

 
 

• For one payment type, Click on Tender Type. 

• Amount: Enter amount of payment 

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

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

• 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.  

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

o Check Number 

o Routing Number 

o Account Number 

• 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 Card CID 

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. 

 

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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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. 

 

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. 

 
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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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. 

 

6. Select the appropriate tender as described in the Misc. Cash Receipts section. 
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• For one payment type, Click on Tender Type. 

• Amount: Enter amount of payment 

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

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

• Click Complete Transaction. 

• 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.  

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

o Check Number 

o Routing Number 

o Account Number 

• 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 Card CID 

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. 



CASH MANAGEMENT POLICIES AND PROCEDURES 
 

 

Cash Management – Version 1.0  Page 65 

 

 

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. To Void a transaction, 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. 

 

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. 

 

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. 
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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. 

 

2. On the 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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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. 
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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. 

 

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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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. 

 
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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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) 

Item 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 

 

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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2. Click on Vertical 3 dotted icon. 

  

3. Scroll down and select Balance Drawer. 

4. Verify collections. Make sure what you receive matches what is shown in the system. 
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a. Cash verification 

 
b. Credit Card verification 

 

c. Checks verification 

 

Step 2: After verification, print Grand Total Receipt. 
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Step 3: After printing, save batch. 

 

Step 4: After saving batch, click on Ready to Deposit 
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Step 5: Click Finalize to print Report. 

 

Step 6: Review and then print Summary Report 

  

Step 7: Log out from your Munis account. 
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iii) Settlement Report 
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iv) Batch Report 
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v) Credit Card Settlement Report 

    (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. 

 

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). 
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Appendix A.2.2 Matching GBI 

1. Navigate to the ‘GB Invoice’ section. 

 

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

  

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

 



CASH MANAGEMENT POLICIES AND PROCEDURES 
 

 

Cash Management – Version 1.0  Page 84 

 

6. Finalize the process by clicking ‘Complete Transaction.’ 

 
 

Appendix A.2.3 Printing the receipt 

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

 

DUP Receipt: 

 
 

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.’ 

 

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. 

 

Appendix A.2.4 Settlement Report 

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

 
 

2. Select ‘Add’ and enter the amount in the ‘Drawer Amount’ field. 
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3. Press Enter or click Accept. 
4. Click ‘Finalize’ on the top menu. 
5. Confirm the print request for the Settlement Detail Report. 

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

 
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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Appendix A.2.5 Closing the Batch 
1. Now that the batch is settled, the Payment Entry status will be set to Proof/Initial. 

 
2. Click the Output/Rel button to close the batch. On the next screen, click Accept. 

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

 
4. The batch has been successfully released to the Payments Journal for posting. 
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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. 

 
3. Click on Batch. On the next screen, Payment Entry batch will be displayed in the list below. 
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4. Click on Deposit to verify the deposit details. 

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

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

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

Accept. 

 
b. The cash account is now updated to the correct account. 
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6. Click on Output/Post to begin posting the batch. 

7. At the 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. 

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

 
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. 

 
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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14. If the Payments Journal Report is balanced, select Yes to post the journal. 
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Appendix A.3 RMIS (New Tax System) 

Appendix A.3.1 Accepting Payments 

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

1. Log into the RMIS. 

2. Navigate to the “Cashier” tab. 

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

4. Enter the taxpayer number; the taxpayer’s name will automatically populate. 

5. Select the applicable form provided by the customer. 

6. Choose the date the customer is filing for. 

7. Click “Add Form.” 

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

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

10. Toggle “Yes” for the signature field. 

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

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

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

14. Choose the appropriate payment method. 

15. Click “Done” to finalize the transaction. 

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 

 
 

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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4. Click Report and download the Deposit Report. 

 
 
 

5. Click Download. 
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a. Sample Deposit Report 
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Appendix A.4 AS400 (Legacy Tax System) linked to JDE 

Appendix A.4.1 Accessing and Processing Payments 

1. Log into JDE (legacy) app. 

2. Enter 88 then 7 & change printer to “tinprt01” enter then & F3. If you are having trouble printing 

receipt from tinscrprt1, enter 88 then 5 (work with writers), go page down to tinscrprt1 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”. 

   

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). 
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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. 

2. Then go back down to batch and enter 7 to print final report. 

3. 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 
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Appendix A.5.3 Sample MOCR 
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Appendix A.6 Collection Points Flowcharts 

Appendix A.6.1 CNMI Treasury 
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Appendix A.6.2 Division of Revenue & Taxation 
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Appendix A.6.3 Division of Customs Biosecurity 
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Appendix A.6.4 Other Collection Points 

 
 

 

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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Appendix B.1.1 Add a Check Run 

1. Click the Add button on the ribbon 

a. The Add Check Run window displays 

 

2. Enter a value for Check Run 

3. Confirm that the Cash account is correct 

4. Adjust the Anticipated print date, if necessary 

5. Enter a comment for the check run, if desired 

6. 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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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 

 

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. 

 

5. Click Output, then Save 

a. Save as PDF 

b. Enter the Check Run in the report title for clarity 

c. Click OK 

6. Click Back to go back to the Check Run 

7. Click Print Check  

a. The Print Checks dialog window opens 

 

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 Output 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 

 

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 

 

3. Click Post to Cash  

a. The Cash Disbursement Posting window opens 
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4. Review all fields, confirm that everything is correct. Adjust as necessary. 

5. Click Continue. 

a. You will see a processing alert 

 
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! 
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Appendix B.2.2 Check Transmittal Form 

 

Appendix B.3 Wire Memo 
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Appendix B.4 Payroll Transactions 

Appendix B.4.1 PR Checks Positive Pay File Flowchart 

 

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 

 
3. Click Download from export directory 

4. The Choose the Exported File to Download to the Client PC window will display 
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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 
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Appendix B.5 Vendor Advances 
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Appendix C. NSF and Void Checks 

Appendix C.1 First and Final Notice 
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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) 
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Appendix C.4 Request Letter to Reissue Replacement Check to the Bank 

 

Appendix C.5 Credit Memo 

 

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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2. Click At the Transaction drop down, click at Funds Transfer. 

3. 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 
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Appendix F. Annual Finalized Reconciliation Report 
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