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A8.684 FORGERY OF A UNIVERSITY OF HAWAII GENERAL ACCOUNT
CHECK

1. Purpose

To report and replace a University of Hawaii General
Account (UHGA) check due to forgery.

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.

Forgery is a fraudulent endorsement of a check.

Payroll checks from the State of Hawaii and the
Departmental Checking System (DCS) checks from UH
departments are excluded from this instruction. For
Payroll checks, please call the Disbursing and Payroll
Office.  For DCS checks, refer to Administrative
Procedure A8.848 Section 4.d., Altered checks, Forgery
Situations.

3. Objective

To verify an alleged act of forgery, process the Stop
Payment/Cancellation Request Form, FMIS-625 (Attachment
A), and replace a forged check.

4. Applicability/Responsibilities

a. Fiscal administrator must report alleged forgery
to General Accounting and Loan Collection (GALC),
complete an affidavit form provided by GALC,

http://www.fmo.hawaii.edu/fmis/formfair.html
http://www.fmo.hawaii.edu/fmis/formfair.html
http://www.hawaii.edu/svpa/apm/disb/a8848.pdf
http://www.hawaii.edu/svpa/apm/disb/a8848.pdf
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prepare a Stop Payment/Cancellation Request Form,
FMIS-625, and prepare an Authorization for Payment
Form (AFP) (Attachment B) to replace check.

b. General Accounting and Loan Collection obtains a
copy of the alleged forged check, obtains
affidavit form from the bank, requests a credit to
the UHGA bank account and processes the Stop
Payment/Cancellation Request Form, FMIS-625.

c. Disbursing and Payroll Office issues the
replacement check.

5. Procedures for Fiscal Administrators

a. Check Number

When a payee claims forgery, the check number,
date, and payee are obtained.

If the check number is not available, obtain the
document number (e.g.; purchase order number)
check date, account code, and/or invoice number in
order to search department records to locate the
check number and date.

b. Cancelled Check

Contact the General Accounting and Loan Collection
to verify if the check has been cashed by the Bank
of Hawaii.

If the check has been cashed, a copy of the check
(front and back) will be sent to the department to
transmit to the payee for verification of
endorsement.  If the payee determines that the
signature is his/hers, no further action is
required.

If the payee claims forgery, proceed with 5.c,d,
and e below.

c. Affidavit of Forged Endorsement Form

http://www.fmo.hawaii.edu/fmis/formfair.html
http://www.fmo.hawaii.edu/fmis/formfair.html
http://www.fmo.hawaii.edu/fmis/formfair.html
http://www.fmo.hawaii.edu/fmis/formfair.html
http://www.fmo.hawaii.edu/fmis/formfair.html
http://www.fmo.hawaii.edu/fmis/formfair.html
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Prepare an “Affidavit of Forged Endorsement” form
and have the payee sign and notarize it.  (See
Attachment C).  Forms will be forwarded to fiscal
administrators by the General Accounting and Loan
Collection.

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

Prepare a Stop Payment/Cancellation Request Form,
FMIS-625, to reverse the payment entry of an
alleged forged check. 

e. Supporting documents for Stop Payment/Cancellation 
Request Form, FMIS-625.

1) Copy of the FMIS screen 113, Vendor Analysis,
displaying the ten (10) digit account code,
vendor code, and check number. (Attachment D)

2) Original “Affidavit of Forged Endorsement”
form

3) Copy of the allegedly forged check (front and
back).

f. Replacement Check

Prepare an Authorization for Payment (AFP) form
(using the same AFP number of the original
request) to request a replacement check.  Submit
the AFP with appropriate supporting documents to
the General Accounting and Loan Collection for
handling.

Supporting documents for AFP:

1) Copy of the allegedly forged check (front and
back)

2) Copy of payment document and invoice, if
available

3) Copy of completed “Affidavit of Forged
Endorsement”

http://www.fmo.hawaii.edu/fmis/formfair.html
http://www.fmo.hawaii.edu/fmis/formfair.html
http://www.fmo.hawaii.edu/fmis/formfair.html
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4) Validated copy of Stop Payment/Cancellation
Request Form, FMIS-625

Replacement checks not requested at the time of
check cancellation may be requested at a later
date.










