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PROCEDURE NUMBER 

OC-WP-001 [Supersedes OC-WP-001 effective August 12, 2019] 

 

PURPOSE: 

To provide standard guidelines for processing prize payments through Office of the Controller. 

 

SCOPE: 

This procedure applies to Office of the Controller and the Comptroller of Public Accounts through the 

Texas Treasury Safekeeping Trust Company (TTSTC). These procedures allow the Texas Lottery 

Commission (TLC) to provide for prize payments in a uniform, systematic, and timely manner while 

implementing state and federal laws. 

 

RESPONSIBILITY: 

Prize payment personnel from Office of the Controller have primary responsibility for this procedure. 

Personnel from the Lottery Operations Division, Validations Section are responsible for portions of the 

procedure. 

 

GENERAL: 

The Office of the Controller shall oversee the implementation of this procedure for all prize payments 

processed by Office of the Controller Prize Payment staff.  The following general guideline will be used:  

 

• Ensure that prizes for amounts that exceed the Claim Center limits of $5,000,000, prizes paid in 

installments, prizes awarded to minors, cash value prizes, second-chance drawings, and other special 

prizes not otherwise paid by a lottery Claim Center are processed in the lottery vendor Enterprise Series 

(ES) system. 

• Issue single, weekly, monthly, quarterly, annual and cash value payments (CVO) to scratch ticket game 

recipients as provided by each game’s rules.  
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• Issue timely annuity payments, cash value option (CVO) payments, or lump sum payments as provided

by each game’s rules for draw game recipients that are not otherwise paid by a lottery Claim Center.

• Ensure correct citizenship status is applied to payments.

• Determine if payment is destined for a foreign account.

• Make any necessary adjustments to the payments according to debt set-offs and warrant holds for other

agencies, court orders, levies, or liens.

• Make payments per approved voluntary and involuntary assignments.

• Federal taxpayer numbers may be classified as a Taxpayer Identification Number (TIN), a Federal

Employer Identification Number (EIN or FEIN).  Individuals’ Social Security Number (SSN) may also

be considered as a TIN.  An ITIN is an individual tax identification number.

• Prize winner may also be referred to as Player in ES.

Ref:  Game Rules §401.301 General Definition 
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PROCEDURE 

Processing Jackpot Winners 

1. Upon notification of a new winner coming into the office for processing, Products staff will send an e-

mail to the Prize Payment staff informing of the new winner.  The e-mail will include the game, the

game number, the amount of winnings and when the winner will be coming in for processing.

2. Prize Payment staff will complete a checklist used for processing new winners. There is an additional

checklist for Mega Millions® and Powerball® winner processing that must be completed in addition to

the standard checklist.
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Note: For citizens only - when creating the payment schedule, be sure to deduct the wager from the 

first payment tax calculation.  DO NOT deduct the wager for non-citizens. 

 

2.1. For scratch ticket and jackpot winners (excluding Mega Millions and Powerball), the effective date 

of payment for Cash Value Option (CVO) or first annuity payment will be claim date plus 3 

business days. 

 

2.2. For Mega Millions and Powerball winners, the CVO or first annuity payment can be made no 

sooner than 15 calendar days from the date of the draw (to allow funds to be received by MUSL) 

plus 3 business days for normal business processing. 

  

2.3. The payment schedule’s “Net Prize Paid” should be adjusted for any outstanding set-off amounts 

related to the winner’s Social Security Number (SSN) or Federal Employer Identification Number 

(FEIN) discovered in step 3 below. 

 

2.4. The payment schedule(s) should be reviewed and approved by management prior to meeting with 

the winner. 

 

3. Prior to meeting with a new player, the Prize Payment staff will be notified if the new player is claiming 

as an individual or an entity.  Upon notification, the Prize Payment staff will need to verify if the State 

Comptroller’s office has any type of hold status on the individual’s SSN, entity’s FEIN or the member’s 

SSN’s for the entity.  If the player is claiming as an entity, Legal Services will provide an SSN for each 

member/beneficiary of the entity. 
 

3.1. Access the State Comptroller’s TINS system and navigate to the PYADDR screen to verify Player 

Status through either Social Security Number (SSN) or Federal Employer Identification Number 

(FEIN). 

 

3.2. The PYADDR screen must be accessed in the following format:   

PYADDR(period)(2 for SSN or 1 FEIN (space)(period) 

A last digit, or check digit, will automatically be entered in the remaining space by the computer 

system. 

To verify by SSN, enter 10 digits:  2 as the first digit, then the 9-digit SSN. 

To verify by FEIN, enter 10 digits:  1 as the first digit, and then the 9-digit FEIN 

The system will automatically change the SSN or TIN to a number that begins with “7”. 

 

 

 

 







 Number: 

OC-WP-001 

Page:         6 of 32 

 Title: 

Winner Payment Processing 

and Review 

 Approval: 

Gary Grief,  

Executive Director  

 Effective Date:  

September 14, 2021 

 Approval Date: 

September 14, 2021 

 Review Date: 

 

 
If there are multiple player records for the same SSN, delete the SSN on each record except for 

the record to be added to the claim. 

6.2. Create the Claim in ES and attach the ticket to the claim.  This validates the ticket in ES.   The 

Claim Type must be “Administrative/Jackpot Prize-Jackpot”. 

 

6.3. If the prize payment is for $1 million or more, the player will complete a Claim Form that allows 

the player to elect to remain anonymous. 

 

6.4. Provide the claimant paperwork to Prize Payment staff to process the rest of claim.   

 

 
 

 

New Player Processing   

(For the first payment of an annuity payment, CVO or one-time payment) 

 

Note:  If a Mega Millions or Powerball winner comes in and claims before 15 calendar days have 

elapsed from date of the draw, wait and enter claim in ES on that 15th day.  This will allow ES to 

calculate the effective date of payment correctly. 

 

7. Access ES and Navigate to Player Services “Manage Claims”   
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50. If the player is a non-US citizen, then the wager amount is not subtracted when calculating the taxes 

and the tax rate may be different than US citizens. 

 

51. The winner will receive an IRS Form W-2G or 1042-S at year end depending upon citizenship based 

on IRS tax reporting requirements.   

 

Voided Checks 

 

52. If a payment needs to be voided for any reason in ES, the information must be given to management in 

order for the payment to be voided. 

 

53. Prize Payment staff will then re-issue the payment on the same day the original payment is voided, 

when possible, to avoid any manual tax adjustments. 

 

Manual Direct Deposit Transfer (ACH) 

 

54. If for some reason a payment did not generate and an Electronic File Transfer (EFT) file or payment 

needs to be re-issued, the payment will need to be manually entered into an EFT file to be uploaded 

into the ACH banking system.  A payment may need to be processed manually if the money was 

returned due to a closed bank account or incorrect banking information provided by claimant.   

 

55. The Prize Payment staff will manually enter the direct deposit information into the EFT file.  Print the 

EFT transaction screen, note the effective date of the payment and forward the file and EFT screen print 

to management. The staff with entry ability will not have the ability to create a batch or release a batch 

for payment. 

 

56. Management will upload the batch for release in the ACH banking system and review for correct 

payment amount, banking instructions, and effective date.  Management reviews the Payment Detail 

Report from the ACH banking system and saves down a PDF to

 Email TTSTC requesting the release of payment. 

Management will not have access to enter transaction information.   

 

57. TTSTC will release the batch to the bank for payment to the player.  TTSTC will not have access to 

enter a transaction or create a batch. 

 

General Guidelines 

58. New winner payments are made 3 business days after the claim date.  Holidays and weekend are not 

included.  For Mega Millions and Powerball winners, the payment can be made no sooner than 15 

calendar days from the date of the draw (to allow funds to be received by MUSL) plus three business 

days for normal business processing. 

 

59. For scratch ticket games, the payment options will be provided per the game rules.  Options may include 

weekly, monthly, quarterly, annually, and/or CVO.  Note: Win for Life recipients cannot be given the 

option for annual payments.   
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60. Payments are made each Wednesday for weekly installments.  No more than 52 weekly payments will 

be made per year. 

 

61. Payments are made the first business day of the month for monthly installments.  Note that the winner’s 

anniversary date is based on the winner’s claim date month.  Monthly installments may have a different 

prize amount applied for the anniversary month of each year. 

 

62. Payments are made the first business day of the calendar quarter (January, April, July, October) for 

quarterly installments.  

 

63. Payments are made the first business day of the anniversary month of the claim for annual installments. 

 

64. For annuity payments other than annual (weekly, monthly and quarterly) processed during the first year 

after the claim date, the “Account Type” in the payment details needs to be adjusted to “Initial 

Installment Payment” instead of “Annuity Payment” as soon as a payment is ready in ES, before it is 

in “Sent to Payment” status. 

 

64.1. To update a payment, pull up annuity in ES using either SSN, Annuity ID, or Claim Form #.    

 

64.2. Click on the “Associated Payments” tab and select the most recent Payment ID number with a 

status of “Ready for payment”.  Note: if the payment status shows “Sent to payment” the 

Account Type will not be able to be updated and General Ledger staff will need to make an 

adjusting entry. 

 

64.3. The Payment Details screen will appear, select the “Initial Installment Payment” from the 

Account Type drop-down menu.  Then select “Submit”. Screen will show “Payment Details 

have been saved successfully”. 

 

64.4. To complete this change, click “Approve”. 

 

65. Instructions for a change in the recipient’s bank information or address information must be received 

as an original request with a notarized signature of the authorized signer for the player (i.e., individual, 

trustee, partner, executor, etc.) as long as the player is still receiving payments.  After all payments 

have been made to the player, the player does not have to provide written instructions with a notarized 

signature.  Written instructions, email, or a telephone call is acceptable.  If the player is still actively 

receiving payments, updates must be made to ES.   

 

66. Official name change must be received as a legally binding instrument, such as a court order, in order 

for the commission to act upon the request.  These documents must be reviewed and approved by Legal 

Services prior to being acknowledged by the Prize Payment staff.  Updates must be made to ES.   

 

67. IRS Forms W-2G or Forms 1042-S are issued according to the respective procedures.  OC-TX-001 IRS 

Form W-2G Reporting Process and OC-TX-004 IRS Form 1042-S Reporting Process. 

 

68. Four times a year, the vital status of the Win for Life players is verified.  See Procedure OC-WP-008, 

Win for Life Confirmation.     
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69. A player for Lotto Texas® may choose the Cash Value Option or 30 Annual Payments at the time of 

purchase. 

 

70. A player for Mega Millions may choose the Cash Value Option or 30 Annual Payments at the time of 

purchase. 

 

71. A player for Powerball may choose the Cash Value Option or 30 Annual Payments at the time of 

purchase. 

 

Ref:  Game Rules §401.302 Scratch Ticket Game Rules 

Ref:  Game Rules §401.304 Draw Game Rules 

Ref:  Game Rules §401.305 “Lotto Texas” Draw Game Rules 

Ref:  Game Rules §401.312 “Texas Two Step” Draw Game Rules 

Ref:  Game Rules §401.315 “Mega Millions” Draw Game Rules  

Ref:  Game Rules §401.317 “Powerball” Draw Game Rules  

 

 

Payment of Prizes Awarded to a Minor 

Ref: Texas Government Code, §466.405 Payment of Prizes Awarded To Minor 

72. If a minor is entitled to prize money on a winning ticket in an amount of $600 or more, payments to the 

minor may be made by depositing the amount of the prize in any bank to the credit of an adult member 

of the minor's family or of the minor's guardian as custodian for the minor.  Payment by check is not 

an option. 

 

73. If the prize is a non-cash prize, the minor may be entitled to receive the cash equivalent of the prize. 

 

74. The Claim Center office will obtain the claim and direct deposit information and forward the paperwork 

to Office of the Controller. 

 

75. If the value of the non-cash prize is unknown, research the working papers for the value.  If the value 

is not included in the working papers, contact the Scratch Ticket Strategy Coordinator or the Scratch 

Ticket Production Coordinator in the Products Department. 

 

76. The claims entry in ES should reflect the information for the minor in order to send the IRS Form W-

2G to the proper player. 

 

77. The direct deposit instructions should include the information for the adult member of the minor’s 

family or the minor’s guardian as custodian for the minor. 

 

Payments Upon the Death of a Prize Winner 

Ref: Game Rules §401.310 Payment of Prize Payments Upon the Death of Prize Winner   

78. Notify Legal Services of a potential estate issue or change to the main representative of an entity. 
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94. Once approved by Legal Services, approval will be forwarded to Office of the Controller via 

acknowledge letter that will be saved in the winner’s file. 

 

95. Updates to information in ES or any spreadsheets will need to be completed. 

 

96. A new payment schedule will be saved to include the assignment information.   

 

97. The original documents will be filed electronically in the winner’s file. 

 

98. If the current payment is due, and no response has been received by Legal Services, steps may be taken 

such as, but not limited to, the list below: 

• Email the appropriate attorney for the status of the order. 

• Notify the appropriate attorney that a letter from the player’s attorney should be sent to 

acknowledge that no payment is to be made until the issue is resolved. 

• Payment may be made to the order of the court as approved by Legal Services. 

• Notification of Intent to Legal Services.  The notification should state the circumstances and 

why Prize Payment staff intends to or not to make the payment as described. 

• Placing payments on “Hold” in ES until assignment is finalized. 

 

99. Follow steps 7-39 to process the assignment in ES.   

 

Voluntary Assignments 

 

100. Pursuant to an order under Texas Government Code, §466.410 obtained by a player or an assignee 

of a player. Ref: Game Rules §466.410 Assignability of Prizes. 

 

101. The petition must be reviewed for the appropriate historical information of the original prize, any 

previous assignments, and the proposed assignment. 

 

102. Verification of the authorized authority to sign as an individual or on behalf of an entity or estate. 

 

103. Once the petition and/or draft court order have been reviewed by both Prize Payment staff and 

management, an e-mail is sent to the assigned attorney in Legal Services to report any errors or to 

receive clarification. 

 

104. General guidelines are as follows: 

• Assignment must be made to a “person” designated by an order of a district court of Travis 

County.  The original certified copy will be maintained in the winner’s folder and a electronic 

copy saved to the winner’s file. 

• No more than three payees may be paid for any one prize made in any single payment period. 

• A $500 administrative fee is required. 

 

105. Verification of the final court order must also be reviewed for accuracy of information. 

• Original player’s information 

• Prior assignments 

• Assigned payment information 

• Affidavits 










