Convenience Check Accounts

•Provide an alternative ONLY when use of GPC is not feasible

 The vendor will not accept GPC.  No other vendor could provide your requirement that         

 accepts GPC “Sole Source”.

•All management controls, procedures, and restrictions included in this AFI also apply to               the use of checks 

•Use a separate purchase log for check accounts

•Check accounts are separate from card accounts

•Authority to maintain an account shall be justified on an individual organization basis

•Only one checkbook per organization

•Billing Official reviews checkbook accounts quarterly

•$2,500 Single Purchase Limit -- NO EXCEPTIONS

•Shall not be issued as an “exchange-for cash” to establish cash funds

•Program fee is 1.7% of the face value of the check and is deducted from the funding document balance

•Check writer is responsible for lost checks

•Check writer captures TD Form 1099 data for services paid by check to report to Internal Revenue Service

•Checks must be stored in locked containers

•Accounts shall be under the custody of an individual who IS NOT responsible for the origination, approval and/or processing of the requirement for a check

•Supplies or services must be available for delivery or pick up within 15 days

•Prohibited Purchases -- Salaries and Wages, Travel or Other Advances, Travel Claims, Public Utility Bills (See Para 3.6.5 for complete list of prohibitions)

•Has no Dispute Process -- Check writer is solely responsible

•Stop Payment Fee  is $25

