Lost Check

Any lost check, budgetary or payroll, should be reported to the Assistant to the Treasurer for the appropriate area as soon as possible. A lost check must be reported in writing, e-mail, is acceptable, and contain the check number, amount, payee and a description of how it was lost.

The Assistant to the Treasurer shall notify the Treasurer of the situation. The Treasurer shall decide when and if to reissue. Usually, a check will not be reissued in less than 30 days after the original issue date.

The Treasurer will determine if a Stop Payment is to be issued. In either case the employee shall be told in writing that if the original check is found they need to immediately send it to the Treasurer’s Office for proper action.

