REQUEST TO CANCEL COMMERCIAL WARRANT

Purpose
To cancel and reissue commercial warrants when necessary so the districts can maintain their vendor account information accurately and in a timely manner.

When
Cancelled commercial warrants will be processed when they are issued in error, lost, stolen, or destroyed.
Procedure
Cancelled Warrant (District Has Possession of Warrant)
The Request to Cancel Commercial Warrant form (Form #AP003) should be completed by the district’s accounts payable technician, or other designated individual, and signed by a district-authorized representative.  For warrants that have not been lost, write “VOID” on the face of the warrant and return the warrant and stub to BMAS along with the Request to Cancel Commercial Warrant form.
Lost or Destroyed Warrant (District Does Not Have Possession of Warrant)
Pursuant to Government Code Section 29850, the Affidavit of Lost or Destroyed Warrant form (Form #AP002/PR007) must be completed when a warrant has been determined to be lost or destroyed and a cancellation is requested (see Procedure AP102).  The signature line at the bottom of the form is to be signed by the payee.  The form must be complete in order for the document to be accepted by BMAS.

When the completed Affidavit of Lost or Destroyed Warrant form is received from the payee, forward it with a completed Request to Cancel Commercial Warrant form to BMAS.  If the district wants a stop payment placed on the warrant, check the box to authorize. When the stop payment has been accepted, BMAS will inform the district so the district accounts payable technician can issue a duplicate warrant, if needed.
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