
Non-Sufficient Funds (NSF) Checks 
 
The following will be guidelines on collecting NSF checks your campus may receive 
during the year. 
 
 ●  Once receiving the NSF check from the Business Office, a phone call can be  
                made to the individual, telling them of the matter at hand. (Give them 5 days to  
                pay the check.)  A service charge in the amount of $30 can be added on to the  
                original check.   
 
 ●  Once a person writes a NSF check, the district can only accept cash, money  
                order, or certified check.  If the district accepts a check and it becomes an NSF  
                check as well, the district can not prosecute the individual. 
 
 ●  A certified letter should be sent to the individual, if after the 5 days and           
                payment has not been received. (See the attachment as example.) 
 
 ●  The cost for this service is $4.25+the postage.  If you should need the   
                materials to certify the letter, the Business Office can supply you with them.     
                Please keep the receipt for the certified letter and the returned card showing   
                who signed for the letter, with a copy of the letter. 
 
 ●  The person has to make payment in full within 10 days after the date of receipt  
                 of the notice.  Failure to pay may be referred for criminal prosecution. 
 
 ●  Procedures for filing a NSF check: 
     The check must be presented to the bank within 30 days of the date of  
                              issuance.  

 Must have original check 
 Must have original return receipt from the notice letter 
 Copy of the notice letter 
 Full name and other information of the person who accepted the check 
 Check writer drivers license number 
 As to what the check was written for (meals, yearbook, etc.) 

 
●  After the authorities have collected the money, they will mail the District it’s  
    part. 

 


