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OUTGOING WIRES:   We highly encourage all departments to send outgoing wires from June 25, 2007 through June 27, 2007 (Monday – Wednesday) in anticipation of high volume of workload due to Oasis downtime and fiscal year end.
June 28, 2007
Processing Treasury Cash Receipts

All Department initiated TCR in PeopleSoft must be approved by 1:00 PM in preparation for PeopleSoft 8.8 upgrade or they will be deleted.  TCR downtime procedures for Departments will start at 1:00 PM.  Deposits made after 1:00 PM on June 28, 2007 will be approved by the Treasury staff for June 29, 2007.  If you think that your deposits will not reach the Treasurer’s Office by 1:00 PM, please use the “Contingency Treasury Cash Receipt” instead (see attached). Treasury cashiers will not be able to approve TCR in PeopleSoft any longer as their access will be cut off (Oasis will lock out department end user at 1:00 PM on Thursday, June 28).
NOTE:  We have created the Contingency TCR as an excel spreadsheet.  If you have not obtained a copy of the Contingency TCR yet, please provide our office your name and email address so we could email you a copy of the spreadsheet along with specific instructions.
Treasurer-Tax Collector’s cutoff is June 29, 2007 at 3:00 PM to credit FY 2007.  Any zba deposits, payroll taxes, miscellaneous debits and credits, direct deposits, EBT settlements, etc. made on June 29, 2007 will not show on the Treasurer’s Bank Report until the following Monday, July 2, 2007, therefore these transactions will be for the new fiscal year (see July 2, 2007 instruction).
June 29, 2007
Processing Treasury Cash Receipts

Please use the “Contingency Treasury Cash Receipt”.  

The Treasurer-Tax Collector’s Office will not accept nor approve deposits after 3 PM.  
Processing Zero Balance Accounts (ZBA) on June 29, 2007 (Fiscal Year End)
A new role will be assigned to selected Treasury staff giving the office capability to initiate and approve TCRs in PeopleSoft for zba deposits.  Once the money is received by the County Treasury, they will prepare and approve a regular TCR in PeopleSoft for the department.  Copy of the approved TCR and backup documentations will be faxed to the department before noon upon prior arrangement.  This will give the department enough time to journalize the TCR before PeopleSoft downtime at 2:00 PM.
Incoming Wires/ACHs/Scheduled Payments
TCRs initiated in PeopleSoft in advance by the Departments for scheduled incoming wires will be approved by the Treasury before noon.  TCRs created in PeopleSoft for incoming wires not received by Union Bank will be deleted in PeopleSoft.  Copy of approved TCR and backup documentation should be picked up at the Treasurer’s Office before noon.  Copies of TCR and backups can also be faxed upon prior arrangement.  This will give the department ample time to journalize the TCR before PeopleSoft downtime.
Outgoing Wires
All wire transfer requests are submitted to the Auditor/Controller’s Office. When approved, the Auditor/Controller’s Office will assign a sequential # on the Wire Transfer Notification Form.  Auditor’s Office will forward the approved wire requests to the Treasurers Office.  The fund # stated in the Wire Transfer Notification Form will be charged directly by the Treasurer.  All wire transfers must be received by the County Treasury by 10:00 AM for a wire to be sent the same day.  

Lockbox Deposits

The Treasury staff will initiate and approve TCR for state monies deposited into our lockbox in Sacramento and will coordinate with the Auditor’s Office to make sure that journals are completed for these TCRs before downtime.
Oasis will provide a query of all unworked/unapproved TCR by 4:00 PM, Friday June 29, 2007 to the Treasurer- Tax Collector.

All unworked/unapproved TCR will be deleted by the Treasurer-Tax Collector staff by 4:00 PM Friday, June 29, 2007. 

July 2, 2007 and July 3, 2007 – TCR/Wire Downtime Procedures in Use

Processing Treasury Cash Receipts

Please use the “Contingency Treasury Cash Receipt”.  

Provide the fund # where you want monies to be deposited.
Processing Zero Balance Deposits (ZBA) on July 2, 2007 and July 3, 2007.
Once the money is received by the County Treasury, our office will prepare a Contingency TCR for the deposit.  

DEPARTMENTS:  If you have a zba deposit for July 2nd & 3rd, please provide the Treasurer/Tax Collector’s Office in advance the fund number which we can post the deposits directly (email to gpresto@co.riverside.ca.us or mpratt@co.riverside.ca.us  the fund #).  Copy of the approved TCR and backup documentations will be faxed to the department before noon upon prior arrangement or can be picked up at our office anytime after 12:00 PM.

Incoming Wires

Contingency TCR in use (see instruction)

Lockbox Deposits

Contingency TCR in use (see instruction)

Outgoing Wires

All wire transfer requests are submitted to the Auditor/Controller’s Office. When approved, the Auditor/Controller’s Office will assign a sequential # on the Wire Transfer Notification Form.  Auditor’s Office will forward the approved wire requests to the Treasurers Office.  The fund # stated in the Wire Transfer Notification Form will be charged directly by the Treasurer.  All wire transfers must be received by the County Treasury by 10:00 AM for a wire to be sent the same day.  

