Guide to Financial Operations
Chapter XII, Section 9.C - Reissuing or Cancelling an “"A” Check
*Flow Description (Accessible Version)

Cancelling a Refund Check.

Is the check a
Vendor, Employee
Expense or SSP
check?

For checks with a “P” or "W"” printed on their
faces, see GFO section XII.9.G - Reissuing or

For checks with a “T” printed on their faces,
contact accounts@wcb.ny.gov for guidance.

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

YES

Does the check
need to be
reissued?

The agency must indicate that the payment
needs to be cancelled and not reissued by
selecting “Payee not entitled” and indicating
the voucher(s) which should be closed. The
check will be cancelled, the voucher(s) closed
and the agency’s appropriation refunded for
the amount of the voucher(s).

YES

Is the
payee an
individual?

Is the check an
Employee Expense
check?

YES

NO

Is the payee alive?

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

original check
address where the
reissued check
should be
sent?

YES

|

Using the information found
on the NYTR1652 Stale

Payments Report, work with
the payee to determine the
proper address or method for NO
the reissue. l

The agency must indicate that the payment
needs to be reissued by selecting “"Reissue”.
The check will be cancelled and a new payment
reissued following the employee’s PAYSRV
payment instructions.

NO—»

If a check must be replaced due to the death of
the intended recipient, the agency must obtain
from the next of kin of the estate the following:
e Form AC934 (Next of Kin Affidavit) if the
check is not payable to the estate

e A copy of the death certificate

e A written request to exchange the check

Once the agency receives this documentation
and deems it to be valid for reissuing the
check, it will cancel the original check by
selecting “Payee not entitled” and indicating
the voucher(s) which should be closed. Once
the original check is cancelled and the
voucher(s) associated with it has been closed,
refunding the appropriation, the agency must
process a new single payment voucher through
SFS to pay the next of kin.

The agency must indicate that the payment
should be reissued to the same address by
selecting “"Reissue no changes”. The original
check will be cancelled and a replacement
check will be issued to the same address.

To reissue a check to a different
address or by ACH, the agency

- »| must first determine if the
payment was processed as a single
payment voucher or regular
voucher.

SINGLE PAY REGULAR

A

The agency must indicate that the payment
needs to be cancelled and the voucher closed
due to a required address change by selecting
“Close for address change”. The check is
cancelled and the voucher is closed. The
agency’s appropriation is refunded for the check
amount and the agency must process another
voucher in the SFS to the payee using the
correct address.

CHECK

Should the
payment be
reissued as a
check or an
ACH?

ACH

A

The agency must indicate the check should be
reissued to a new address by selecting
“Reissue with address change”, indicating the
sequence number from the vendor record
where the reissued check should be sent, and
indicating the voucher(s) which should be
reissued to the new address. The check will be
cancelled and a replacement check will be
issued to the indicated new address.

Note: If vendor’s correct address is not on its
vendor record, the vendor must follow the
process outlined on OSC’s website to update
its address prior to the agency submitting the
stop request.

The agency must indicate the check should be
reissued as an ACH by selecting “Reissue as
ACH”, indicating the location from the vendor
record where the reissued funds should be sent
to, and indicating the voucher(s) which should
be reissued by ACH. The check will be
cancelled and a replacement payment will be
issued to the bank account associated with the
indicated location.

Note: If vendor’s correct bank account is not
on its vendor record, the vendor must follow
the process outlined on OSC’s website
(https://) to update its location prior to the
agency submitting the stop request.
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