Commonwealth of Pennsylvania
GOVERNOR’S OFFICE

MANAGEMENT
DIRECTIVE

310.12
Number

Subject:

Refunding Erroneously Collected Fees and Charges

By Direction of:

ezt nirn—

Robert C. Wilburn, Secretary of Budget and Administration

Date:
April 30, 1982

Act 140 of 1981, amending Section 503 of the

Fiscal Code,

permits agencies to refund er-

roneously collected fees and charges directly
out of collections made by the agencies.

1. PURPOSE. To establish policy, responsi-
bilities, and procedures relating to agency re-
funding of erroneously collected fees and
charges to the remitters.

2. SCOPE. This directive applies to all ad-
ministrative departments and independent
boards and commissions, hereinafter referred
to as agencies under the Governor’s jurisdiction.

3. OBJECTIVE. To insure proper and
prompt return of erroneously collected fees
and charges to the remitters.

4.  DEFINITION. The term erroneously
collected fees and charges is construed to in-
clude revenues properly collected and deposit-
ed but refundable for legitimate reason.

5.  POLICY.

a. Refunds of erroneously collected fees
and charges shall be made to the remitter by
the collecting agency, with the approval of the
agency comptroller, out of funds collected by
the agency. Heretofore, such refunds were
normally made by the Board of Finance and
Revenue.

b. Refunds of monies which were
credited to an augmenting revenue code at the
time of receipt and deposit shall be made
from the augmented appropriation.

Distribution:

c. Refunds of monies which were
credited to a Federal appropriation or executive
authorization at the time of receipt and deposit
shall be made from same.

d. Refunds of monies which were
credited to a miscellaneous or general revenue
code at the time of receipt and deposit shall
be made from the collecting agency’s general
government appropriation.

6. RESPONSIBILITIES.

a. Agency Heads. It shall be the re-
sponsibility of agency heads to:

(1) Insure that controls and pro
cedures are established within each agency’s
revenue collections offices to determine the
validity of requests by remitters’So&efunds of
erroneously collected fees and charges: '

(2) Designate and certify to the
agency comptroller the names, working titles,
location, and telephone numbers of agency
personnel authorized to approve refunds of fees
and charges collected erroneously.

b. -Agency Comptrollers. It shall be the
responsibility of agency comptrollers to:

(1) Review agency approved requests
for refunds of fees and charges erroneously
collected.

(Financial Management, OBA, 447-6682) Page 1 of 3



(2) Initiate, as necessary, adjust-
ments to debit and credit affected revenue and
refund accounts for the amount of fees and
charges to be refunded to remitters.

(3) Prepare or cause to be prepared
a Voucher Transmittal, Form STD-125, req-
uisitioning payment of refunds due remitters.

(4) Make disbursements to remitters.
7. PROCEDURES.

a. General procedures for making re-
funds to remitters of erroneously paid fees and
charges are outlined below. Agency heads and
comptrollers, acting in concert, may institute
such detailed procedures as may be deemed
necessary to meet specific conditions and
requirements within each agency.

Action By Step Action

Agency 1. Receives a remitter’'s re-
Revenue qguest for a refund of fees
Collections. or charges paid.

2. Determines from agency
collections  source docu-
ments or revenue transmit-
tals the amount and date
of the original receipt or
deposit and the specific
type of revenue and revenue
code credited.

3. Establishes the validity of
the remitter’s request for a
refund.

4. Prepares a request for the
payment of the refund due.
A General Invoice, STD-
152, may be used for this
purpose (see Enclosure 1).
It should bear the notation
REVENUE REFUND in the
upper right corner and pro-
vide the following data:

a. Name and address of
the collecting agency,
bureau, or division.

Action By Step

Agency
Revenue
Collections.

Comptroller’s 7.
Office.

Action

b. Name and address of
the remitter.

C. Current date.

d. The type of fee or
charge to be refunded,
Revenue Code, and
the amount and date
of the original remit-
tance.

e. The amount to be re-
funded.

f. The reason for the
refund.

g. The agency Transmit-
tal of Revenue, or
Treasury Receipt, and
Reference Numbers
under which the origi-
nal remittance was de
posited. Or, in lieu
thereof, the agency
amount or File Num-
ber and remittance re-
ceipt number.

h. The appropriation
symbol and revenue
account to be charged
(debited).

i. The appropriation
symbol and revenue
account to be cred-
ited.

Obtains approval of the
authorized agency officer.

Forwards the approved re-
guest for payment to the
comptroller’s office.

Reviews the approved re-
guest for payment of the
refund due the remitter.
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Action By Step

Comptroller’s 8.
Office.

Action

Prepares or causes to be
prepared an Adjustment
Memorandum, STD-417,
to debit/credit affected rev-
enue and refund accounts
for the amount of fees
and charges being refunded.
Amounts to be refunded are
to be credited to the ap-
plicable Minor Object(s)
within the appropriation
from which payment will
be made:

802 - Transfers Augment-
ing Revenues

803 - Transfers Federal
Revenues and Re-
ceipts

804 - Transfers Mis-
cellaneous / General
Revenues and Re-
ceipts.

a. Prepares a Voucher

Transmittal, STD-125,
to requisition Trea-
sury’s payment of the
refund request, or ap-
proves payment there-
of from the Agency
Advancement Ac-
count.

b. Charges the amount of
the refund to the ap-
plicable Minor Ob-
ject(s) within the ap-
propriation from
which payment s
made:

812 - Refunds Aug-
menting Reve-
nues

813 - Refunds Fed-

eral Revenues

and Receipts

Action By Step Action

Comptroller’s
Office.

814 - Refunds Mis-
cellaneous/Gen-
eral Revenues
and  Receipts
(General Gov-
ernment  Ap-
propriation on-
ly).

10. Forwards the  prepared
check to the requesting re-
mitter.

1 Enclosure:
Sample STD-152
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SAMPLE STD-152

COMMONWEALTH OF PENNSYLVANIA

QA—1S52 REV 12—
GENERAL INVOICE Revenue Refund
PAYOR PAYE; OATE
(a) (b} (c)
Depart nent Name Renmitter's Name I Current Date
O fice, Bureau or Division Addr ess
Addr ess Gty, State, Zip o
Cty, State, Zip
TERMS
R on ITEM AND DESCRIPTION QuanTiTY uniT e AMOUNT
. (e)
(d) Construction Fee, (Revenue Code) $ —-m-e--
Remttance $._. , (Date) —
(f) Reason for refund
(g) Treasury Receipt No. ___ , (Date)
Item Reference No. ___, (Date)
(h) Charge (Appropriation Synbol) (Revenue Code)
(i) Credit (Appropriatioh Symbol) (Revenue Code)
TOTaL
1 CERTIFY THAT THE ABOVE EXPENSES. SERVICES MATERIALS OR PRO ACKNOWLEDGEMENT OF THE FOLLOWING 15 REQUIRED IF PAYMENT 1S
DUCTS WERE ACTUALLY INCURRED. RENDERED OR FURNISHED FOR THE USE MADE FROM ADVANCED PEQUISITION MONEYS

OF THE COMMONWEALTH OF PENNSYLVANIA. AND THAT THE ABOVE PRICES

I HERERY ACKNOWLEDGE RECEIPT IN FULL AS SET FORTH IN TrIS
CHARGED THEREFORE WERE FAIR AND REASONABLE.

INVOICE IN THE AMQUNT OF §

SIGNATURE SIGHATURE

t TREASURY
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