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MANUAL DISBURSEMENT (MD) 
 

 

1. A manual disbursement (MD) is another method used to make certain payments of the State. It 
is processed in the same manner as a GAX but, instead of a warrant being created, a wire 
transfer is made by the Treasurer's Office. An example of an MD form is below. 

2. Departments must obtain approval for initial usage from DAS-SAE Daily Processing Program 
Manager and the State Treasurer’s Office (515) 281-6093. 

3. The MD document should be completed, signed, on-lined, pre-audited, and then forwarded to 
DAS-SAE-Daily Processing after the required department approvals have been applied on I/3. The 
document is delivered to DAS-SAE- Daily Processing in duplicate, where each copy is date-
stamped by DAS-SAE-Daily Processing. DAS-SAE-Daily Processing keeps the original copy. The 
other copy is faxed to the Treasurer's Office by DAS-SAE. MDs must be received in DAS-SAE by 
9:30 a.m. to be processed the same day. 

4. The document is then approved on I/3 by DAS-SAE. The next day, the warrant register (see 
Procedure 270.350), which was created in the nightly accounting cycle, is sent to the originating 
department so they have a record of the transaction. 

 


