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Returned Check and ACH Policy 
Prepared By:  Bursar’s Office 
Approved By:  Brian Laffey 
Effective Date:  06/01/2011 

 

Purpose 
Check and ACH payments are periodically returned by the bank for a variety of reasons.  When this 
occurs, the payee must repay the debt along with a penalty, and the University must take steps to 
minimize the risk of repeated returned payments.  

Policy 
The Bursar’s Office shall process returned check and ACH payments based on notification from the 
University’s bank. A $50.00 returned check fee will also be assessed. Payments returned due to 
insufficient funds must be replaced with a cashier’s check, money order or credit card. Payees may 
replace an electronic check payments returned due to invalid routing and/or account information or a 
closed account with another electronic check from a different account. Following a second returned 
payment, the university will no longer accept personal checks or electronic checks from the payee 
except at the discretion of the Associate Controller/ Bursar.  

Guidelines 
 

i. Processing  
 

The Bursar’s Office will process all returned payments within 3 business days of receipt of 
notification from the bank. Returned payments will result in the effect of the original payment 
being reversed. A $50.00 returned check fee will also be assessed, either as a debit to revenue in 
the case of a departmental deposit, or as a receivable on a student account.  
Returned electronic check payments will be noted as such in TouchNet. If the payment was 
made from a saved account that was found to be closed, or contain invalid routing and/or 
account information, that account will be restricted from future use.  

 

ii. Notice to Payees 
 
The Bursar’s Office will notify all students by email to their IIT email address of returned 
payments, and also of the procedure for repaying the amount. Returned payments originating 
from departmental deposits will be communicated to the department administrator. It is then 
up to that department to recollect the payment along with the $50.00 fee in accordance with 
this policy. 

 



Page 2 of 2 
 

 
iii. Resubmission of payment 

 
The Bursar’s Office will not resubmit a check or electronic check transaction for payment unless 
the payee proves in writing that the circumstances that caused the original payment to be 
returned have been remedied. The Bursar’s Office will not resubmit a check that was returned 
due to insufficient funds, as this debt must be repaid with a cashier’s check or money order.  

Responsibilities 
The Bursar’s Office is responsible for processing returned check payments and addressing inquiries from 
payees who have a payment returned.  
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