
REQUEST TO PROCESS COMMERCIAL WARRANTSPRIVATE 

Purpose

To set forth the required procedures and deadlines for districts when submitting requests to process commercial warrants.

When

Normally, commercial warrants will be processed weekly. Please refer to the Schedule of Accounts Payable Due Dates for details of production scheduling.

Batches must be closed and released for audit by 5:00 p.m. two (2) business days prior to the scheduled processing date. For example, the deadline for a Tuesday production would be 5:00 p.m. on the preceding Friday.
Procedure

For each Accounts Payable batch that has been closed and released for audit, complete the Request to Process Commercial Warrants form (Form #AP001) – making sure the form has been signed by a district-authorized staff person – and fax to BMAS. If the district authorization is not received, the warrants will not be released to the district.


BMAS will audit those batches that have been released for audit on the day prior to commercial warrant processing.  Districts will be contacted by email or phone to resolve any questions resulting from the audit. 

In the event that a correction needs to be made to a batch that has already been closed and released for audit, please contact BMAS to have the batch reopened.  If the correction changes the total funds authorized for payment, the district must re-submit the Request to Process Commercial Warrants form (Form #AP001) with the revised payment amount. 


Delays can often occur due to unforeseen circumstances (i.e., system & equipment failure, power outages, courier schedule changes, absences, natural disaster, etc.).  Districts should make allowances for such unavoidable interruptions to the processing schedule.
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