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1. A warrant may need to be duplicated only if the original cannot be redeemed. It may have been 
lost, destroyed, damaged, or never received by the payee. 

2. To have a duplicate warrant generated, state departments must notify the DAS-SAE-Daily 
Processing, in writing, that a warrant needs to be duplicated. Either the original warrant is to be 
attached to the written request, or an affidavit stating the original warrant cannot be redeemed 
must be submitted. There is a standard form for requesting a duplicate warrant be issued. The 
form is available from DAS-ICIO-Printing or online through SAE. See the following page for an 
example and link to the document. Similar forms containing the following information are 
acceptable and fax copies of the form are also acceptable: 

a. warrant number 

b. warrant issue date 

c. warrant amount 

d. warrant accounting codes 

e. payee 

f. name/signature of person in department requesting duplicate warrant. 

3. These forms do not need to be notarized. 

4. Daily, duplicate warrants are entered on-line for overnight processing. Requests must be 
received in the DAS-SAE-Daily Processing by 2:30 pm to be processed the same day. 

5. The next day the warrants are delivered to the DAS-SAE-Daily Processing for distribution to the 
state departments via local mail or mailboxes in SAE. A printout is sent to the requesting 
department (report ID: J625I058 - Agency Credit Bureau-see page 4 of this procedure) along with 
the duplicate warrant. The duplicate warrant will have the exact payee name as the original 
warrant. Duplicate will be stamped in red below the payee name and the date the warrant was 
duplicated will be stamped in red in the lower right-hand corner. See page 5 of this procedure for 
an example. A warrant WILL NOT be duplicated if the request to duplicate is received 10 
calendar days or less before the warrant will outdate. 

6. A duplicate request will automatically put a stop payment on the original warrant, but to better 
protect the original warrant, if a duplicate is not requested at that time, then a request for stop 
payment should be done. 

7. Once a duplicate is processed, the original warrant cannot be cashed or cancelled. If it is found, 
return the original to DAS-SAE-Daily Processing to be shredded. 
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8. A duplicate cannot be processed 10 calendar days before the end of the month in which the 
warrant will outdate. Once it has outdated, you will need to send it to DAS-SAE-Daily Processing 
for a re-issuance of an outdated warrant. See 270.500. 

9. Any questions concerning the duplication of warrants should be addressed to the DAS-SAE-Daily 
Processing. 
 Affidavit and Agreement 

 for Issuance of Duplicate Warrant 
 

 

  Example of Duplicate Warrant 
 

 

 

 

 

 

 

 

 

 

https://das.iowa.gov/sites/default/files/acct_sae/man_for_ref/forms/dup_affidavit.docx
https://das.iowa.gov/sites/default/files/acct_sae/man_for_ref/forms/dup_affidavit.docx

