
External Customer Check Reissuance Process (10 day process for paper check reissue, 15 day process for direct deposit) Last Updated 8/01/11
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Request for 
Check reissue by 

EE?

Complete & sign Form 
and attach photo 
documentation 

showing proof of 
identity

YES

Have EE complete form 
and obtain employee 
signature and photo 
document showing 

proof of identity

No

Receive 
completed form 

Is form complete 
and accurate?

Payroll  verifies 
orig. check info 

in PPS

Contact 
requestor  and 
communicate 

issue

NO

YES

Issue stop 
payment on 

original check

Payroll reissues 
check in OPTRS  

and BFS is 
updated 

Disbursement dept. 
is notified via BFS

Check is 
reissued

Employee receives check 

Depending on request,  
employee will be notified 
and check will be mailed

Payroll logs 
re-issued check

Was check 
cashed?

NO

YES


