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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
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: J6251058 - 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. Aduplicate 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

forwar Desparrtrent of Ad

DAS

AFFIDAVIT AND AGREEMENT
FOR ISSUANCE OF DUPLICATE WARRANT

Example of Duplicate Warrant

ETATE OF
COUNTY OF _ { ACOOUNT MURIBERS ] State Df Towa Warrant )
p2e3-99-282-  ~3750-4100 vonb  wonrss ares 30~2=98 . Ng. 0301190
of
= o G T o .
oy ot Tamte of lows, baing duly Swom, deocoe amd say Sats waman e Treasurer Of State .
[T — JR—— Des Moines, Towa 350319 70
"e e ot & JRrp— R S GO = == = ek o]
T eme e m—r PELLA CONMUNITY SCH DIST. D.U-P L I-C A T €. D L $¥eé27,285.00 | .
n considemtion of the Issuance and dellveny of & new or duplicats wamant In like amount . . Cmmmm e e o .
masminy agres mhat | Wil SumEnder te wamEt SrStgescibed Sb0ve SROUD SUCH WaTES ser 4 -
DUPLICATE [ e
come Inko my possession fi} - L.
W Lad " | ' .

- MTHORELD SRR
Sigratem of Fayes e

S — 01#282  vO73000723% Q3e0isqor APR 15 1999

£f mow dhan oo papes)

W ITRUCTIONE CONCERNING DUFLICATE WARRANTE
To bemer profect his/Ter Inemst, e owner Of 8 wamant should Immediatsly RoSty e
depamment Sor whom they prefommed the senviceideliverd goods, In wiling of & oSt wamant
The noffication shoud descrize e citumstances of the loss and ghe. 1 possibie, the
wasmant Issoe date, Rumiber, and amount

Afgavia may bz malled b
DAE

SVETEN; IFAR DEFANTRENT OF ETWISLN 48D FIMAMCE RN DATE: BL/T0W
WEFOET DN SRIETNES - ADENCY WERRANT EERORT
CRESTT BUSEAL OF CENTRAL Iowik
EENEY i BEWTWITY &8 8728
TOFE OF ACTTVITY WARTANT M. Ao L
DUFLICATES ISS40ED
BATENTT L] WOLLEAN J © 2R
PRTEINTE LU LF N Extim
[t LN GO L PR
BEEDEE11 AT1. 40 LMDELLIY T7LVTCR
FISCIHND ST0F FATRENTS
HegTaea T BEL.18 e L L1
TABEBAAT (1T EIVIN W 55008

TR FATHENTE
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