Guide to Financial Operations
Chapter XI1.9.G — Reissuing or Cancelling a Refund Check

Is the check issued from the
Comptroller’s Refund Account with
a ‘P’ or ‘W’ printed on the face of
the check?

For checks with an ‘A’ printed on their faces,
see GFO Chapter XI1.9.C — Reissuing or
Cancelling a Vendor, Employee Expense or SSP
Check.

For checks with a ‘T’ printed on their faces,

contact accounts@wch.ny.gov for guidance.

For checks with a ‘B’ printed on their faces
(payroll checks), see Payroll Bulletin 1684.

YES

Was the check cashed?
Refer to ‘Look Up Check Status’ in
this section to determine if a check
was cashed.

Refer to ‘Check Copies’ and ‘Forgery Claims’ in
this section if the payee advises they did not
cash the check.

NO

Does the check need to be
reissued?

The agency must select ‘Payee not entitled’ in
the SFS. The check will be cancelled, the
voucher will be closed, and the accounting will
be reversed.

YES

Is the payee deceased?

Refer to ‘Deceased Payee’ in this section.

NO

Was the check returned by the
post office as undeliverable and
stale dated in the SFS?

Refer to the ‘Checks Returned by the Post
Office (Stale Payments)’ in this section.

NO

Was the address on the original
check correct?

The agency must select ‘Close for address
change’. The check will be cancelled, the
voucher will be closed, and the accounting will
be reversed. Once this is completed, the
agency must submit a new single payment
refund voucher in the SFS with the updated
address.

YES
v

The agency must select ‘Reissue no
changes’ in the SFS. The check will be
cancelled, and a new check will be issued
from the same voucher with the same
payment information.






