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100.1
 POLICY:  Stop Payment—Payroll

100.2 STATEMENT:  This policy concerns procedures for employees and departments to follow when a payroll check is lost, stolen, not needed, or has incorrect information in it.

100.3 APPLICABILITY:  This policy affects all Georgetown employees and departmental supervisors.

100.4 DEFINITIONS:

100.5 GUIDING PRINCIPLES/PURPOSE:  If a payroll check is lost, stolen, or has the incorrect information on it, Georgetown University ensures that Payroll issues a replacement check timely to the employee in the correct amount and with the correct information.

100.6 ADMINISTRATION AND IMPLEMENTATION:
STOP PAYMENTS 

The Payroll Department notifies the bank and issues a stop payment request when advised by an employee that a payroll check has been lost or stolen. 

1. The employee notifies the Payroll Department at 202-687-3026 when the employee first determines that a payroll check is missing.  

2. Payroll faxes or mails the employee a Stop Payment/ Replacement Check Request form.  The employee has the option of obtaining a Stop Payment form (Word or PDF format) at  http://hr.georgetown.edu/employment_services/forms.html.  Please note:  The Stop Payment form is under the “Payroll Forms” section.
3. The employee completes the form and faxes or mails it to the Payroll Department.  Payroll may take up to two business days to complete the stop payment and reissue a new check.  

4. The employee must do the following if the check is found after the stop payment has been requested:

a. Mark “VOID” across the face of the original check.

b. Send Payroll a memorandum stating that the employee requested a stop payment and that Payroll issued a replacement check. 

CHECKS NOT NEEDED 

A department may determine that a payroll check is not needed as intended at the time of the request.  

1.
Once the department determines that the check is not needed, the department marks “VOID” across the front of the payroll check and returns the check to Payroll.

2. The department must also attach a memorandum stating the reason for voiding the check. 

3. Payroll then credits the department’s budget.  

CHECKS WITH INCORRECT INFORMATION

A department may determine that a payroll check contains incorrect information and that the department requires a replacement check.  Examples of incorrect information submitted to Payroll are incorrect hours, rate of pay, or salary rate.

The department does the following:


1.    Marks the original payroll check “VOID” across the front of the check.

2. Submits a new check request that includes the reason why the department is voiding the check.

3. Includes copies of the original payment request and supporting documentation.

4. Indicates on the form that the request is for a replacement check.

100.7 RESPONSIBILITIES: The employee must notify Payroll immediately when the employee discovers that the payroll check is missing.  The department must notify Payroll when the department realizes that the employee’s check is not needed or contains incorrect information.  The Payroll Department must replace the employee’s missing payroll check within two business days.

100.8 ENFORCEMENT:  It is in the best interest of the employee to notify the Payroll Department immediately if a check is lost.  If the check was stolen, the employee’s social security number is at risk for unauthorized purposes.

100.9 APPROVAL: Associate Vice President, Administrative Services.

100.10 REVIEW CYCLE: Annually.

