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Tayior Gounty 400 Og.‘fagrffg

e aTet Abilena, TX 79602
District Attomeay {aE) 6741360
CheckFraud Department

To all of our Merchants,

The Taylor County District Allomey’s Uffice processes approximately 2,000 returned checks every
month. A farge number of our merchanis have new employees processing checks and taking
payments. We thought this might be a good time to review what we do, and what we NEED you to do,
to help us process your hiot checks,

First, send a cersified tatier AND & Iatter by regular mail, on ALL checks you have refurned, OR you can
send a letter by regular mail and sign an affidavit in our office which we will natarize for you, it is an
affidavit with your signature on it swearing you sent a letter to the individual with the excepfion of
ACCOUNT CLOSED checks, which you may bring as saon as you receive them, if you have a notary
please request a form from our office, o fill out yourself and retum with 2ach relumed check. This is the
most accepted, as required by law. The lefter needs to state, in some form, that they have 10 days to
make the check good or i will be turned over to our office. if the ceriified lefier is signed for, you must
give them 10 days to pay the check befors you turn # over fo us. If the letter is not signed for, you may

bring # in b our office as soon as you get it back in the mail. We nead the following items when you
oring tha check in:

1. We MUST have the original check, or a cerfified copy fram the bank, copies taken off of
tha internet wili not work.

2. We MUST have a copy of the lefter you mailed to them. Once you have mailed them your
letter, give themn 10 days to pay in {ufl. If you choose fo use the notarized affidavit be sure
10 days have passed after mafling ithem your letter.

3. We MUST have either the green card signed or the entire envelope still intact. i yau bring
the green card in, 10 days must have passed since it was signed.

4, We MUST have a completed worthless check form. This form MUST he completed in full,
This form is your actual complaint and accompanies he warrant, if if comes fo that. Al of
our warrant infarmation comes from this form, so i must be completed IN FULL fo enable
us {o have accurate wamants. (a) We must have a name, not 2 business. {b) Drivers
ficensa are required on ali warrants, so we need this information. if you do not have i, we
will attempt to collect the check, but we will not be able to e a wamant unless it is
someong we have already dealt with. {c} The last known address is where we mail our
letter fo, sa we also need this. {d) We need as much information as you have regarding
thair description. If you do nat knaw this, leave it blank. (&) We need your compiete
information, This information goes io the hot check writer, the tourt or on your check when
we caflect the funds. {f) We need the mason the check was writen, This information also
goes on the warrant and tells us what kind of warrant to issue. We need as much
information as you can give us, [ you have both 3 service and merchandise business, this
is vary fmportant, if you have an invoica to include, this is even beller. Checks for rent,
need a copy of the contract included. (g) The person who took the checl from the maker is
alsa required. This information goes on the wamant. We MUST be able to read this name,
We spend a large amount of time, when 2 warrani Is issued, trying to get this information
because it was not completed or we can not read i (h) We need to know if this was
posidaied or held for any reason, This also affects the type of warrant we issue. (i) We do
coliect a fee for you, however, we request you do NOT put it on the farm. We coliect a
$30.00 fee on every check. This is the most we, or you, can collect, (j) You may kst up to 4
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checks on a form and we require, if you have mulliple checks on the same person, that
you do sa. These forms are very expensive and, as this is Tax-Payers money, we don't
want {a use any more ihan necessary. () We need a signature. (1) We need the person
who signed to print his or her name. Again, we spend a lot of time kying o get this
information as we can not read it or it is not completed. This inforrnalion does go on the
warrant. {m} The form needs to be dated.

tf you receive an ACCOUNT CLOSED check, i MUST be stamped ACCOUNT CLOSED by the bank.

We will need the original check or a legal capy from your bank, and our worthless check form
completed.

We DO NOT nead the reczipt you received from the post office when you cerified the letter. We DO
NOT need the refum or charge back slip from your bank, We DO NOT need your internal forms or
fisis. The above information is alf we need.

A check valued at $1500 or less has a wo year sialute for processing. Your checks need fo be in our
office na later than 18 months after they were written. This is the most we can allow io give us ample
time jar colizction. The sooner you can get your returned checks imo cur office the belter. Check
writers tend to write numermus checks in a short peried of ime.  Often, we have a case working within
three weeks of the check{s} being wriltea. The hot check writer frequently will pay these off o avoid
having W go to court. ¥f the case is disposed of and only one more check comes in, that was writen in
the same time frame, the chances of collection are diminished.

The checks are our evidence In the case, so they need o be in as good of shape 25 possible. if they
have numerous stapies in thern, the chances of us tearing thern and thus hurting the evidence, are too
great. Please bry to put anly one staple on the check, We do reafize somelimes the chacks come from
the bank in poor shape, but try not i make it any worse. Please fry not to slaple across any
inforrnation on the check. These forms are four part fosms and are distributed to various offices, The
back, or gofdl cony, of tha form is yours. The two middie copies accompany the warrant. This means
we have to separate them a2 numerous stapias increase tha possibility of the check baing torn,

When we teceiva the checks from you we enter them info our system and meadl a letter out. Our lelter
gives the check writer 15 days to confact our officz. if they do, we will maka payment arrangements
with them fo a point. [f they do not pay or contact our office, we issue a wamant for their armest, if they
are arrestad, they are requirad to pay or go fo court. Both of our Judges in County Court witt normafly
give them six monihs o pay off alt manies due.

This is why it Is very imporfant that all of your employess undersiand that THEY MAY NOT accept any
payments on chacks that are in our offica. If we have issued a warrant, and we do NOT ALWAYS give
them 15 days, this could cause legal complications for you.

We are not trying fo make this difficut for you, While procassing the volume of checks we do, helping
us in this way wlil benefit you and our office. We will fry to resolve the matter as soon as possible. The
more you can help us, the greater the possibility of us being able fo collect your checks,

if you do have any questions, pleass call us and we will be happy to help. if you need forms please
contact us. We alse have window decals and signs avaitable for display In your business,

Thank you,

TAYLOR COUNTY DISTRICT ATTORNEY
CHECK/FRAUD DIVISION
Enclosures; Sample letter
Woarthiess check form copy
Affidayit form



SAMPLE LETTER TO SEND TO YOUR HOT CHECK. WRITER

Dear Mr. Doe:

The check which you presented to me in payment for which you purchased on
, drawn on the bank in the amount of $

has been returned marked, “insufficient funds.” If you fail to make a payment in full within 10

days after receipt of this notice, the failure to pay creates a presumption for committing an

offense, and this matter may be referred for criminal prosecution.

Sincerely,




STATE OF TEXAS
COUNTY OF TAYLOR

AFFIDAVIT OF FIRST CLASS LETTER SERVICE

ON THIS THE DAY OF , 20 . A0 DAY

DEMAND LETTER WAS MAILED BY FIRST CLASS TO

AFEIANT ‘ MERCHANT

SWORN TO AND SUBSCRIBED BEFORE ME BY

ON THIS THE day of , 20

. NOTARY PUBLIC





