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A8.682 REPLACEMENT CHECKS

1. Purpose

To replace a lost University of Hawaii General Account
(UHGA)check.

2. Definition

Check refers to a check issued from the UHGA at the
Bank of Hawaii.  Except for payroll and the
Departmental Checking System (DCS) checks, all
University payments regardless of funds are made from
the UHGA.

Lost checks are not in the possession of the payee or
the University, and have not been cashed by the Bank. 
Lost checks may have been stolen, missing, misplaced,
destroyed, forged or not received by the payee.

Stop payment is an order issued by the University to
the Bank not to cash a check.

3. Objective

To process a stop payment request and issue a
replacement check.

4. Applicability/Responsibilities

a. Fiscal Administrators request from the General
Accounting and Loan Collection Office the status
of a check, prepare a Stop Payment/CancellationStop Payment/Cancellation
Request Form, FMIS-625Request Form, FMIS-625 (Attachment A) and request
a replacement check.
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b. General Accounting and Loan Collection will verify
the outstanding status of the check, notify the
bank of lost check, submit a "Stop Payment Order,"
and process the cancellation of the check.

c. Disbursing and Payroll Office issues the
replacement check.

5. Procedures for Fiscal Administrators

a. Check Number

When a payee claims that a check is lost, obtain 
the check number.

If the check number is unknown, obtain the
document number (e.g.; purchase order number)
check date, account code, and/or invoice number in
order to search the department records to locate
the check number.

b. Verification of Outstanding Check

The General Accounting and Loan Collection Office
is notified to verify the status of the check.

If the check has been cashed by the Bank, a copy
of the check (front and back) will be sent to the
department (upon receipt of cancelled check from
the Bank - two weeks after month-end) for
examination by the payee.  Upon examination, the
payee may drop his/her claim of lost check or the
payee may claim forgery.  For instructions on
forgery, see Administrative Procedure A8.685.

If the check has not been cashed by the Bank,
proceed with 5.c below.

c. Stop Payment

A request is made to the General Accounting and
Loan Collection Office that a Stop Payment Order
be placed to the Bank.  Fiscal Administrator
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provides the check number, date, amount, payee
name and the reason for a stop payment request.

d. Stop Payment/Cancellation Request Form, FMIS-625

Prepare a Stop Payment/Cancellation Request Form,
FMIS-625, using the original account code 

Attach supporting documents for the Stop Payment/
Cancellation Request Form, FMIS-625.  A supporting
document is a copy of the FMIS screen 113, Vendor
Analysis, which displays the ten (10) digit
account code, vendor code and check number.
(Attachment B)

e. Replacement Check

Prepare an Authorization for Payment (AFP) FormAuthorization for Payment (AFP) Form to
request a replacement check (Attachment C).  The
document number of the original request for
payment should be used on the replacement AFP for
reference.  Attach supporting documents listed
below.  Submit the AFP with the Stop
Payment/Cancellation Request Form, FMIS-625, to
the Disbursing and Payroll Office.  The Disbursing
and Payroll Office will forward the Stop
Payment/Cancellation Form, FMIS-625, to the
General Accounting and Loan Collection.

Supporting documents for the AFP are:

1) Copy of the payment document (Attachment D)

2) Copy of the invoice

3) Validated copy of Stop Payment/Cancellation
Request form, FMIS-625










