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County of San Bernardino

LOST/STOLEN/DESTROYED

 PAYCHECK (WARRANT)


The Lost/Stolen/Destroyed Paycheck (Warrant) process is the replacement of a paycheck (warrant) issued by the County but not received by the employee.

FORMS REQUIRED
MANDATORY FIELDS

Lost/Stolen/Destroyed Paycheck (Warrant) Declaration(
All
General Information

Paycheck (warrant) replacement requests for the previous pay period may not be submitted until the Monday after payday.  The Declaration must not be completed until that date.

Paychecks (warrants) for prior pay period can be replaced at any time after the payroll Monday.

Note:
EMACS-Payroll will not be responsible for charges incurred because an employee cashed the original paycheck (warrant) after a stop payment has been placed on the paycheck (warrant).

Declarations received by 12 noon will be processed and a paycheck (warrant) will be completed by the end of that day.

Declarations received after 12 noon will have the paycheck (warrant) completed the next morning by 10 a.m.  

Note:
A third consecutive request will require additional time for research and processing, therefore, the time frames noted above may not apply.  

In the case of a terminated employee, EMACS-Payroll will not release a replacement paycheck (warrant) until the Treasurer’s database has been updated with the stop payment process of the original paycheck (warrant).  For that reason, there will be a delay in issuing replacement paychecks (warrants) up to three (3) business days.

Payroll paycheck (warrant) numbers are 9-digits that usually start with # 2.  Verify on Paycheck Data in EMACS that a paycheck (warrant) was actually issued for the employee.   If the paycheck (warrant) was issued through direct deposit, have the employee contact the financial institution first.  If the employee was not paid, refer to the On Demand Pay procedures.   

The employee must complete the Lost/Stolen/Destroyed Paycheck (Warrant) Declaration in order to receive a replacement paycheck (warrant).  Completion of the Declaration provides EMACS-Payroll with a signed statement by the employee that the paycheck (warrant) was not received, identifies which paycheck (warrant) to replace, and provides a statement prepared by the employee which allows for stop payment of the original paycheck (warrant).

The cashing of both the original paycheck (warrant) and the replacement paycheck (warrant) is illegal and a recovery process will be pursued.  The employee will also be denied future request for replacement paychecks (warrants).

The department payroll specialist will be notified if the original paycheck (warrant) has been paid.  Contact the employee to verify the correct issue date and paycheck (warrant) number was used on the Declaration.  If incorrect information was used, the employee must complete another Declaration with the correct information.  If the paycheck (warrant) number is correct, have the employee contact EMACS-Payroll for possible forgery proceedings.

EMPLOYEE RESPONSIBILITIES

· Complete Section B in the presence of an authorized department representative who witnessed the employee’s signature in person (must be printed in blue or black ink)

· Retain a copy of the Declaration

· If the original paycheck (warrant) is received/found, return to payroll specialist immediately

PAYROLL SPECIALIST RESPONSIBILITIES

· Complete Section A

· Once the Declaration is complete, verify the mailing address in EMACS.  If the address is different, update the address screen in the Personal Data Panel.

· Audit Declaration for completeness

· Section C must be completed by an authorized department representative who witnessed the employee’s signature in person
· Fax the completed Declaration to EMACS-Payroll for processing no earlier than the Monday after payday for the current pay period.  Declarations sent before that date will not be processed.  The payroll clerk will be notified that a new Declaration must be submitted.

· Payroll specialist will be notified when replacement paycheck (warrant) is ready for pick-up

· Encourage the employee to consider direct deposit of future paychecks (warrants)
· If the original paycheck (warrant) has been cashed by someone other than the employee, refer the employee to EMACS-Payroll for possible forgery proceedings
DEADLINES

Declaration must be submitted within six months of issue date.  For replacement of paychecks (warrants) older than six months, refer to Stale Dated Paycheck (Warrant) procedure.

RELATED FORMS/PROCEDURES

Direct Deposit Authorization(
Forgery Declaration

Stale Dated Paycheck (Warrant)
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