
Instructions – HOW to complete a WRITTEN STATEMENT OF UNAUTHORIZED DEBIT
 (Affidavit of Unauthorized/Improper Entry)

The Written Statement of Unauthorized Debit (Affidavit of Unauthorized/Improper Entry) is to be used with the following Standard Entry Class Codes:
STANDARD ENTRY CLASS (SEC) CODES


ARC – Accounts Receivable Entry


BOC – Back Office Conversion


 IAT – International ACH Transaction


PPD – Direct Payment Entry


POP – Point-of-Purchase Entry


RCK – Re-Presented Check Entry


TEL – Telephone Initiated Entry


WEB – Internet Initiated Entry

· You must have a signed Written Statement prior to returning the entry.
· You must keep a copy of the Written Statement for one year after the Settlement Date of the adjustment entry. Note: Regulation E requires error resolution documentation to be kept for a period of 2 years.
· You must make a copy available upon request to the Originating Depository Financial Institution for up to one year from date of return.  This copy must be made available to the ODFI within 10 banking days.
· The deadline for return through the ACH Network requires the adjustment entry to be made available to the ODFI no later than the opening of business on the banking day following the sixtieth calendar day following the Settlement Date of the entry.
· The Written Statement form is not required for corporate CCD and CTX entries, and the 60-day deadline does NOT apply unless an unauthorized entry containing a corporate SEC code is posted to a consumer account.
· The Written Statement form is required and the 60-day deadline does apply for improperly converted corporate checks.
· Consumers cannot return entries as unauthorized because they are dissatisfied with goods or services.  They must work with the company directly to resolve disputes.
· Consumer entries to corporate accounts can be returned as Unauthorized, Revoked, or Improper (R10). 
WHEN THE CONSUMER CONTACTS YOU, ASK THE FOLLOWING QUESTIONS:

A. When did the entry post? Make sure that it is within the last 60 calendar days or it may not be returned.
B. Is the entry amount familiar? Sometimes the company name might be wrong.
C. Is there a check number by it? 
D. Did you write this check number out to anyone? Were you given your check back? 
E. Did you give anyone your account information over the phone?
F.  Did you order anything over the Internet? Did you sign an authorization for this company or this amount?

G. Did you pay this company’s bill by check? Did you receive notice that they would convert it to an electronic payment?

These questions will help you determine what type of an entry it is and how the authorization was obtained. You should also contact the operations department for verification of the SEC code and the date of posting.

COMPLETING THE WRITTEN STATEMENT . . .

· The consumer must fill out the top section of the form in its entirety. Then, choose between Section I, Section II, Section III and Section IV depending on the entry and the reason the consumer wants the entry to be returned. Be sure the consumer signs and dates the form.

· The Written Statement must be signed and dated on or after the Settlement Date of the entry(ies) for which recredit is being requested.

· More than one unauthorized entry from a specific Originator may be documented on a Written Statement, provided that all the transaction details as described above are provided for each transaction(s) for which the Receiver is seeking recredit.
· The NACHA Operating Rules do not require this form to be notarized; however, according to the certain state laws, in order for this form to be admissible in the court system, it must be notarized.  The RDFI might consider as a best practice to have this form (especially for large dollar transactions) notarized.  RDFIs should consult with their own legal counsel and rely on their own business judgment in determining what specific form the written statement of unauthorized debit should take.  
WRITTEN STATEMENT FORMAT

The NACHA Operating Rules allow the RDFI to create a form of its own design; however, the Rules define the minimum information about an entry that must be included in the Written Statement.  The following information is required to be in a Written Statement:

· Receiver’s printed name and signature;

· Receiver’s account number;

· Party debiting the account (the payee), as identified to the Receiver;

· Posting date of the entry;

· Dollar amount of the entry;

· Reason for return;

· Signature Date;

· Receiver assertion that the Written Statement is true and correct; and,

· Receiver assertion that the Receiver is an authorized signer or has authority to act on the account.
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