REQUEST TO CANCEL PAYROLL WARRANT

Purpose
To cancel a payroll warrant in a timely manner so that district payroll corrections can be made.  
When
Payroll warrants will be cancelled when they are lost, stolen, destroyed, or when an employee is overpaid.  Payroll warrants will not be cancelled when an employee is underpaid.
Procedure

The Request to Cancel Payroll Warrant (PR005) form should be completed by the district’s payroll technician (or other designated individual) to request a cancellation of a payroll warrant which will be processed by BMAS.  

The required attachments to this form are listed in the instructions on the face of the form, and must be received to ensure timely processing by BMAS.  

The completed form should be signed by a District authorized designee and submitted to the BMAS individual responsible for processing the cancellation of payroll warrants.

Cancelled payroll warrants with vol-ded payments may require a correcting Transfer between the district and the YCOE vol-ded fund 80 if the vol-ded payments were mailed before the cancellation of the payroll warrant occurred.
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