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(6) The Cost Center Delegated Authorizing Official will not approve the document without written
approval from APC. Payment of NAPS Game Officials do not require prior APC authorization. The Cost
Center Delegated Authorizing Official will ensure that the purchase is necessary to meet minimum
requirements and that sufficient funds are committed by the financial manager and are available to meet
the requirement of the purchase card action.

(7) Prior to making the purchase, CHs must contact the Convenience Check Cashier for a Bank
Card Number to put on the Convenience Check Order. Submit the request to the assigned FASTDATA
technician for entry into the financial system. The FASTDATA technician will 1) assign document number
and 2) annotate the accounting data and cost code. They will enter the amount in FASTDATA, but it only
becomes a valid obligation after the order has been placed.

(8) Only the CH has the authority to make the purchase.

(9) Submit package to Convenience Check Cashier for processing after the service or item has
been received. Provide a POC who will pick-up convenience check and sign for receipt and delivery of
check to requestor. Check will not be issued without all information listed above. The Convenience
Check Cashier will enter the date the check was written and the check number on the Convenience
Check Order Form. A copy of the check will be retained for their records. The Convenience Check
Cashier will ensure the check receiver prints their name and signs and dates the Convenience Check
Order Form. They will provide the completed Convenience Check Order Form, the check, and a blank
Receipt and Acceptance memo (AppendixJ-3) to the check receiver. A copy of the check will be
submitted with their convenience check statement.

(10) The Individual receiving the Check from the Convenience Check Cashier will 1) ensure the
Vendor/Individual and Item/Service Receiver complete the Receipt and Acceptance memo (Appendix J­
~), and 2) ensure the completed Receipt and Acceptance memo (Appendix J-3), receipts, and/or
invoices are forwarded to the Convenience Check Cashier immediately upon receipt.

b. Convenience Check Cashier Responsibilities

(1) DFAS 1099 Reporting. There is a statutory requirement for DODIDON to report payments
made to contractors/merchants using convenience checks that are reportable to the IRS. Reportable
payments include payments for services, rent, medical, training, maintenance fees, instructors, teachers,
speakers, etc., regardless of the dollar value. If the payment was for goods and services combined, it
must be reported.

Data shall be reported to DFAS via the 1099 Tax Reporting Program on the Internet. Payments are to
be reported on a calendar year basis (January - December) and are to be entered in DFAS on a monthly
basis. Deadline for all calendar year data input is December 31. Convenience Check Cashiers shall
submit a copy of the DFAS Convenience Check /1099 Report monthly with their statement.

(2) Closing a Convenience Check Account. The Convenience Check Cashier shall notify the APC
in writing when all checks have cleared the account, and turn over all unused checks to the APC ASAP
for destruction. The following procedures will be followed when destroying convenience checks.

(a) Destruction. A memo shall be prepared that includes the complete mailing address of the
command; date of destruction; check number of each check; typed name, title, grade or rank and
signature of the witness; and typed name, title, grade or rank and signature of the check writer. When
blocks of checks are destroyed, the beginning and ending check numbers of the block may be shown.
Otherwise, each check shall be listed in numerical sequence.

(b) Verification. The check writer and at least one witness shall examine the checks to verify they
are the actual checks to be destroyed, verify the check numbers with information on the memo and sign
the memo only after witnessing the actual destruction of the checks.
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