Purchase Cardholder with Check-writing Privileges –Convenience Checks

The key roles and responsibilities of the DHRA Checkwriter include the following:  

· Conform to all regulations that govern purchase CHs;

· Be responsible for safeguarding convenience checks in a locked storage cabinet;

· Before issuing a check, maximum efforts shall be made to find and use merchants that accept the GPC;

· Ensure all convenience checks include the transaction date, pay to the order of, an original signature, and an amount within the applicable threshold;

· Ensure convenience checks are not used for employee reimbursements, cash advances, cash awards, travel-related transportation payments, meals or to pay for recurring payments;

· Be aware there is an administrative cost associated with the issuance of each check.  The total purchase amount plus this administrative fee (1.7% of the face value of the check) must be accounted for on the check-writer’s check register and deducted from the Monthly Balance Sheet;

· Be aware there is a U.S. Bank $25.00 Stop Payment fee associated with stop payment action and this fee must be annotated and deducted from the Monthly Balance Sheet;

· Obtain the supplier’s Tax Identification Number or Social Security Number;

· Register in the DFAS 1099 Tax Reporting Program.  Submit TD Form 1099 information electronically and maintain information on the checks issued for services to meet the statutory reporting requirements for the Internal Revenue Service Form 1099, Miscellaneous, and Statement for Recipients of Miscellaneous Income.   The information shall be reported to DFAS in accordance with instructions issued by DFAS (see https://dfas-4dod.dfas.mil/systems/1099).  The required information consists of the following:  

1. Payee’s full name

2. Complete mailing address

3. Phone number (including area code)

4. Social Security Number or Tax Identification Number

5. Check number(s) and amount(s) paid

6. Date(s) of check(s)

7. Total paid to Payee in the reporting period; and

· Ensure internal controls are in place to avoid duplicate payment checks being issued.

Convenience Check Accounts 

Convenience checks can only be used when merchants will not accept the GPC. Before a check is issued, the requiring component must use maximum efforts to find and use merchants that accept the GPC.  The use of the convenience checks shall be evaluated and determined to be advantageous to the activity, after evaluating all alternatives to accomplish the same purpose.

The convenience checks will be pre-numbered and additional controls will be maintained by the check-writer using a separate convenience check register for each account.  Convenience checks must not be written to merchants who accept the purchase card.  Convenience checks will be used in accordance with DoD Financial Management Regulation (DoD FMR), Volume 5, Chapter 2, Paragraph 0210. Convenience checks cannot be issued for more than $3,000 for supplies, $2,500 for services, and $2,000 for construction.
A bank assessment fee is charged for using convenience checks. This charge will appear on the CH statement directly below the check amount and is a percentage of the face value of the check.  The assessment fee amount must be included when providing the cost of the item to the BO for approval prior to purchase.  The convenience checks shall be safeguarded by the CH in a locked container.  The CH shall maintain separate convenience checking account records and obtain approval from the BO before issuing each convenience check.

The CH is responsible for maintaining information on the checks issued for services to meet the statutory reporting requirements for the IRS Form 1099, MISC, and Statement for Recipients of Miscellaneous Income.  The required information shall include:  payee’s full name; complete mailing address; phone number (including country/area code; Social Security Number or Tax Identification Number; amount paid; date of amount paid; and cumulative total amount paid for each payee in a calendar year.  This information is electronically provided to the IRS from the Defense Finance and Accounting Service (DFAS) website.  Information concerning how to submit the IRS Form 1099 is located at: https://dfas4dod.dfas.mil/systems/1099.

In addition, CWs must conform to all regulations that govern purchase CHs.

