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1. Occasionally, a payee of the State never receives a warrant once it is sent. When this happens, 
the payee contacts the department that issued the warrant. If the warrant was written for an 
ADC (Aid to Dependent Children) recipient, POS recipient, etc., the research is provided by the 
Department of Inspections and Appeals at (515) 281-8242. Otherwise, the issuing department 
researches the warrant.   

2. Issuing Department Research 
a. Upon receiving the request from the payee, the department requests a copy of the 

redeemed warrant from Records Management. The locating information is on OUTS. See 
Procedure 270.800 for additional information on OUTS. 

b. The issuing department forwards a copy of the warrant and an "AFFIDAVIT AS TO FORGED 
ENDORSEMENT" to the payee. See page 2 of this procedure for an example and link to the 
form. The payee completes the information and sends it to the issuing department. 

c. The issuing department forwards the information to the Treasurer's Office. The department 
must forward to the Treasurer's Office the original and two (2) copies of both the copy of 
the warrant and the AFFIDAVIT AS TO FORGED ENDORSEMENT. 

d. The Treasurer's Office sends one copy to the post office, one copy to the State's bank, and 
files the original. 

e. The Treasurer's Office then waits until the bank has recovered the money from the place 
that cashed the warrant. Once this is done, the bank sends the money to the Treasurer's 
Office. 

f. Once the Treasurer's Office receives the money, they deposit it into the account from which 
the warrant was originally written. A copy of the cash receipts transmittal is then sent to the 
department. 

g. The department may now issue a new warrant to the vendor. This is accomplished by 
completing a GAX document, attaching a copy of the Cash Receipt (CR) to it, and forwarding 
the document to DAS-SAE-Daily Processing. See Procedure 280.150 for more information on 
the completion of the GAX document. 

3. Department of Inspections and Appeals Research 
a. Once a department contacts the Department of Inspections and Appeals (DIA), DIA requests 

the original redeemed warrant from Records Management. The department also obtains an 
"AFFIDAVIT AS TO FORGED ENDORSEMENT" from the client. This is forwarded to DIA. 



Department of Administrative Services - State Accounting Enterprise 

Section 
PRE-AUDIT 

Procedure Number 
270.750 

Page Number 
2 of 2 

Effective Date 
July 1, 2003 

Revised 6/1/04 
Subject PROCESSING 

FORGED WARRANTS 
 

 

b. Once DIA receives the original redeemed warrant, they compare the signature on the 
redeemed warrant to the one on the affidavit. They also may have the warrant tested for 
fingerprints. 

c. If neither of these indicates the claimant has cashed the warrant, then DIA completes a form 
indicating the warrant has been forged. The white copy of this form is sent to the 
Treasurer's Office along with the warrant and the original and 2 copies of the affidavit. The 
yellow copy is sent to the Department of Human Services (DHS) and the pink copy is 
retained by the DIA. 

d. The Treasurer's Office follows the same procedures as outlined in 2(d)-(f). 

e. DHS then completes a GAX, attaches supporting documentation, on-lines the document, 
applies department approvals on I/3 and sends it to DAS-SAE-Daily Processing for payment. 
See Procedure 280.150 for more information on the GAX process. 

Affidavit As To Forged Endorsement 

 

https://das.iowa.gov/sites/default/files/acct_sae/man_for_ref/forms/affidavit_forged_endorsement.pdf

